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1. SOP for submission of proposal

 For any work / scheme including procurement, provision required during the year shall be made
available in the Budget Estimates as approved by the Govt. for the year in which the work /
scheme is proposed to be sanctioned / executed.

 For the work / scheme including procurement not included in the sanctioned budget costing
more than Rs. 10.00 lakhs, in principle approval is to be obtained from the competent authority
through FA & CAO, as per the powers delegated .

 For the work / scheme including procurement costing Rs. 10.00 Cr. and above which requires
approval of the Board, the investment decision shall be taken by the Standing Committee headed
by the Chairman and constituting of Dy. Chairman, FA & CAO, concerned HOD and Divisional
Officer of the Project.

 While submitting the proposal to the Standing Committee through Finance Department, it may
be ensured that it complies with all the requirements as per Check list – (Annexure-I - sample) at
Page Nos. 28 to 37.

 If Identified the works/ projects in the Capital / Revenue as approved by the Board/Ministry, no
separate in-principle sanction/approval is required.

 For emergency and expertise works including Consultancy assignments, the work shall be given
on nomination basis to Govt. / Semi-Govt./PSUs irrespective of amount, subject to adherence of
CVC guidelines.
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 Detailed estimates and DTPs may be prepared to get the approval of the
competent authority.

 While submitting the estimates / DTPs to the competent authority through
the Finance Department, it may be ensured that it complies with all the
requirements as per the Check List (to be placed on C/ side) (Annexure-II -
Sample) at Page Nos. 38 to 42.

 Proposal for approval of estimates / DTPs may be submitted as per the
approved format (Noting side). (Annexure-III - Sample) at Page No.43.

 The Flow Chart of the proposal for approval of Estimate / DTPs and
minimum time frame is given at Annexure -IV. at Page Nos. 5 & 6.
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Annexure-IV
2.  The Flow Chart for approval of Estimate / DTPs and minimum time frame:-

Sr. no. Description Duration in working days

01. Preparation of  Proposal/Estimate & DTP JE, AEN/AXEN, DA and 

XEN/SE 

After receipt of approval, 

floating of EOI, prepare estimate 

& DTPs- Max. 21 days  except 

Mega / Specialized works.

02. Technical evaluation by DPA appointed PMU PMU Team Leader 3 days

03 Technical vetting & Observations XEN/SE (Design)

a)    SDO      b)  JE 

5 days

04. Compliance of observations by Division. a)  JE b) XEN   c)  SE 

d)  PMU Team Leader

3 days

05. Submission of  Proposal/Estimate & DTP for 

approval of Competent authority through Finance.

a) DA / SA   b)  XEN/ SE    

c)    HOD           

3 days

06. Finance Observations if any  & Concurrence a) DA / SA   b)  AAO    

c)     FA&CAO 

7 days

07. Finance observations complied by user Department 

(FA & CO to user department through HOD/Dy. HOD 

to XEN/SE or direct to XEN/SE for compliance ). The 

same is complied and returned back to Finance. 

a) JE  b)  AEN / AXEN  

c)      DA  / SA  d) XEN / SE 

e)      PMU Team Leader

f)       HOD   

5 days

08. Finance scrutinize the compliance and accord 

concurrence 

a) DA / SA   b)  AAO    

c)     FA&CAO 

3 days

09. Approval of proposal / estimate & DTP by 

competent authority

a) Dy. Chairman                   

b) Chairman

--

10. Proposal / Estimate & DTP approved by Competent 

Authority sent back to Deptt.  for technical sanction 

for NIT. 

DA /SA / PA / HoD 1 day

11. Issue of NIT, after preparing / comparing Tender as 

approved.

XEN / SE  &

PMU Team Leader

3 days

5



3.  SOP for approval of Estimate/ Proposal (Quotations upto Rs. 10 lakh)

Sr.

No.

Particulars Approved by Duration

1. Preparation of proposal including DTPs

( As per proposal format) (Prepared by

JE /AE)

AEN/AXEN/SDO -

2. Review / evaluation of proposal by DPA

appointed PMU

Team leader 2 days

3. Financial scrutiny DA of Division 5 days

4. Scrutiny of Proposal XEN / SE/DO 3 days

5. Technical vetting SE/ XEN design 5 days

6. Proposal vetting HoD

Finance

HoD/ Dy. Chairman

Chairman

2 days

2 days

---

---

----
Note: In-Principle Approval

• HoD’s in- principle approval is required for works / projects costing upto Rs. 10 lakh. Subsequently, above
procedure to be followed.

• For emergency works, the time period of publishing the NIT shall be 3-7 days and offline quotation to be
allowed.
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 Immediately on receipt of approval to Estimate/DTPs from the competent
authority, the NIT will be floated through CPP Portal, DPA website and n-procure
(E-tender). In case of any special / expertise type of work need print/ electronic
media publication, specific approval has to be obtained from Chairperson (DPA).

 The time line for publicity of Tender will be as per Para 2.7.3 of the DPA Works
Manual and amendment from time to time as per CVC Guidelines.at Page Nos. 44.

 All the participating bidders have to enter into "Integrity Pact Agreement" with
DPA, which will be one of preliminary qualifications criteria and in case of a Joint
venture, all the partners of the Joint Venture should also sign the said "Integrity
Pact Agreement".

 The Technical Bids will be opened on the designated date & time by the Divisional
Officer & Accountant of Division/Department in presence of Finance
representative.

 Immediately on opening of the online Technical bids, evaluation and preparation
of Technical Comparative Statement may be undertaken by the respective officials
(JE/AEN/AXEN/DPA appointed PMU) of the division as per Finance Circular. at Page
Nos. 45 & 46.

4. SOP for Tendering process.
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 The documents submitted through online will be considered only for
evaluation. If any shortfall is noticed in the online documents, the bid will
be considered as non-responsive and rejected.

 Only clarification on any submitted document through online can be asked
as an one time measure from the bidders within 7 days for which no
approval of HOD/Tender Committee is required. In exceptional case, the
time line for obtaining clarification from bidders shall increase with the
approval of competent authority. No additional documents should be
called for from the bidders.

 In case any misleading / forged documents are submitted by the bidder,
such bidder shall be debarred for participation in future tender of DPA for
a period of 3 years and the EMD submitted by the bidder will forfeited.
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5.  Technical Bids Evaluation.
 Finance Department issued Office Order No. FA/WA/2018/S.I.T/3266

dated 03/01/2023, in supersession to earlier Office Order dated
25/08/2018 and in order to streamline the existing procedure of tendering
process, the Tender inviting Division/Department and concerned DA/SA
shall ensure the following:-

1. Tender Scrutiny Report is correctly drawn with clear observations at
respective Division level, without the help of SA/DA.

2. Authenticity of the documents submitted by bidders, in support of
qualifying criteria, should be verified and certified by the Tender Inviting
Department.

3. A comparative statement shall be prepared in respect of qualification
criteria and eligibility of each of the bidder, as per existing practice. This
shall be given to the Accountant posted in the Division. A Specimen of
comparative statement is attached as Annexure-V (Sample) at Page Nos.
47 to 49.

4. Pre-audit of the scrutiny report and the tender documents shall be done
by the accountant posted in the Division. 9



5. No shortfall documents shall be called from the bidders. However,
the clarifications, if any, on the documents submitted by bidder,
may be obtained from the bidder, if required.

6. The accountant shall submit pre-audit report to Accountant posted
in respective Department.

7. The Accountant posted in Department shall also pre-audit the
same at his/her level and record findings and forward the case to
Project Monitoring Unit i.e. M/s. Grant Thornton Bharat LLP for
scrutiny.

8. The PMU will examine in detail the pre-audit report with reference
to the relevant clauses of Notice Inviting Tender, Instructions to
Bidders for e-tendering, Eligible bidders and Eligibility Criteria, Pre-
bid clarifications, if any.

9. In case any compliance or clarification is required, same be
obtained from the respective Division/Department, by recording
clear and precise observations, referring the relevant clauses of
tender if any.
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10. After receipt of clarification / compliance from the Division/ Department,
Project Monitoring Unit i.e. M/s. Grant Thornton Bharat LLP shall prepare
clear and precise Final Scrutiny Report stating the name of bidders who
qualify and the names of bidders who disqualify, with reasons and relevant
clauses of tender and forward the same to the respective Division.

11. A detailed Note to the Tender Committee along with Pre-Audit Report of the
Division and Final Scrutiny Report of Project Monitoring Unit i.e. M/s. Grant
Thornton Bharat LLP shall be submitted to the Tender Committee for
evaluation and recommendation. Specimen of Note to Tender Committee is
attached as Annexure-VI (Sample) at Page Nos. 50 to 52.

12. Tender Committee proceedings shall be drawn and approved by Committee
Members on the day of meeting or on the next working day. Annexure-VII
(Sample) at Page Nos. 53 to 55.

13. The Division will accordingly obtain approval of Competent Authority for
qualification and disqualification of bidders through proper channel.
Specimen of approved format is attached as Annexure - VIII (Sample) at
Page Nos. 56 to 58.

14. The above procedure shall be applicable to all the divisions and departments
of DPA.
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6.  Price Bid Evaluation.
i) Immediately after opening of online Price-Bids, evaluation work may be

undertaken by the respective Division.

ii) Authenticity of the documents in support of claims in respect of L-1 should
be got verified and certified by the tender inviting division, as per the
existing practice.

iii) In case, any clarification is required from the L1 Bidder, the same may be
obtained by Divisional officer.

iv) In case of abnormally low rates as compared to the estimated cost, an
Undertaking is required to be taken from L1 bidder stating that they shall
abide with the tender conditions and will carryout the work without
compromising on the quality of work.

v) A detailed Note to the Tender Committee alongwith statement of Price-bids,
ALR / AHR statement shall be submitted to Tender Committee.

vi) Tender Committee proceedings shall be drawn and approved by the
Committee Members on the day of meeting itself.

vii) Tender Committee Meeting (for Technical bids & Price Bids evaluation)
should be held as and when required.
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viii) Division shall obtain approval for acceptance of price bid from the
competent authority through HoD of respective Department and Finance
Department, by submitting proposal in the approved format. (Annexure –
IX Sample) at Page Nos. 59 to 62.

ix) After approval from the competent authority, Letter of Acceptance will be
issued by HoD of respective Department.

x) After issuance of LOA, concerned Executive Engineer will issue Work Order
on receipt of Performance Guarantee, Agreement etc., as per the tender
conditions.

xi) Security Deposit in form of FDR / DD/ BG from Nationalized Bank or
Scheduled Bank ( other than Co-Operative Bank) will be accepted.

xii) EMD of bidders except L1 bidder shall be refunded immediately after
issuance of LOA.

 Flow Chart of the procedure for approval of technical qualification and
acceptance of L1 offer and the time line (Annexure-X) at Page Nos. 14 & 15

13



Annexure-X 

7.    Flow Chart of the procedure for approval of technical qualification  and     
acceptance of L1 offer and the time line 

Sr. no. Description Duration

01. Technical evaluation 

a. Comparative statement  and seeking clarification, 
if any.

JE/AXEN/DA/XEN/SE 10 days (15)

b. Pre-audit report ( including comparative 
statement) 

a. PMU
b. DA/SA  of the Department

3 days 

3days

02. Tender Committee  Note XEN/SE 1 day

03. Tender Committee Meeting for pre-qualifications 
of bidders 

Tender Committee Members As and when required

04. T.C. recommendation for approval of Competent 
Authority, through proper channel

XEN/SE/Dy. HoD / HoD 7 days

05. Approval of competent authority for opening 

of price bid

a) HOD 

b) b) Dy. Chairman   

c)    Chairman 

1 day

06. Price bid evaluation DA & XEN / SE 5 days

07. Tender Committee Note XEN / SE 2 days

08. Tender Committee Meeting Tender Committee Members As and when required

09. Tender Committee  recommendation for approval 
of competent authority.

XEN / SE/SE/Dy. HoD / HoD 3 days.
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Sr. no. Description Duration

11. Finance concurrence a)   DA   b)  AAO    c)  Dy. CAO

d)   FA&CAO 

3 days

12. Finance observations complied by user 
Department

a) JE  b)  AEN / AXEN  c)  DA   

d)  Dy. HOD  f)  HOD   

3 days

13. Finance scrutinizes the compliance a)   DA   b)  AAO    c)  Dy. CAO

d)   FA&CAO 

2 days

14. Approval of competent authority for 

opening of price bid

a)  Dy. Chairman    b) Chairman c) 

HOD

--

15. After approval of L1 Officer, issue of 
LOA / Pre-Acceptance

HOD 3 days

16. Issue of Work Order XEN / SE Immediately on 

submission of 

Performance 

Guarantee/

Agreement

Note: The above procedure takes approximately 04 months from date of opening of 
Technical bid.

15



8.     SOP for execution of emergency / priority / urgent work by calling 
quotations and short tender (estimated cost not exceeding  Rs. 02 lakh).

Note: 
1) Quotations to be called only in case of urgent need/emergency work. It 

should not be a regular practice.

2) No in principal approval will be required.

3) Attempt to be made to execute  works  by placing  variation to the 
ongoing contracts, wherever similar items are available.

4) Estimate/Tenders for AMC contracts should include  maximum items to 
be to avoid calling of quotations.

5) Annual ceiling of Rs. 2.00 Crore for quotation as approved by the Board.

Sr. No. Description Duration

1 Preparation of estimate by XEN/SE 02 days

2 Approval by Dy.HOD/HOD 02 days

3 Finance concurrence 02 days

4 Dy. Chairman/ Chairman ----

5 Award of work 01 day
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Value of work Tender Committee Members Represented by (Rank / 

Level)

Technical sanction

Upto Rs. 10 lakhs Representative of Tendering Department DO and HoD

HoDRepresentative of User Department. Dy. HoD / HoD

Representative of Finance Department. AAO / AO

Above Rs. 10.00 Lakh –

upto Rs. 1.00 Crore

Representative of Tendering Department DO and HoD

HoDRepresentative of User Department. Dy. HoD / HoD

Representative of Finance Department. AAO / AO

Above Rs. 1.00 Crore –

Upto Rs. 5.00 Crores

Representative of Tendering Department DO and HoD

HoDRepresentative of User Department. Dy. HoD / HoD

Representative of Finance Department. Dy. CAO / FA & CAO

Above Rs. 5.00 Crores –

Upto Rs. 10.00 Crores

Representative of Tendering Department DO and HoD

HoD

Representative of User Department. Dy. HOD / HoD

Representative of Finance Department. FA & CAO

Rs. 10.00 Crores & 

above

Representative of Tendering Department DO and HoD

Representative of User Department. HOD

Representative of Finance Department. FA & CAO

9.   SOP  for Formation of Tender Committee
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NOTE:
1. Negotiation Committee will be one grade

higher than the rank / level proposed for
Tender Committee above. For the works
costing Rs. 10 crores & above, Dy. Chairman
shall be additional Negotiation Committee
Member.

2. BOT / PPP projects shall be taken up
separately by the Tender Committee on case
to case basis.
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10. SOP for submission of variation & extension in ongoing 
contracts.

(a) The Variation shall be got approved in-principle prior to the
commencement of the additional work to the competent authority as
per the Delegation of Powers, as per the Ministry’s Circular. Thereafter,
the proposal may be submitted for approval to the competent authority
after the recommendation of the Variation Committee, as per the
Transparency Plan for the variation more than 10%

(b) Constitution of Variation Committee.

1. A Variation Committee shall be constituted for examining extra and
excess works executed over and above the estimates cost and
extension of time period.

2. The Committee shall comprise an External Expert, FA & CAO, Head of
the Tendering Division and Head of the User Department.

3. The Variation Committee shall examine all cases of excess or extra
execution of work, procurement and services where the amount of
variation is exceeding 10% of the estimated cost of work.

4. The Variation Committee shall meet as and when required to
evaluate such proposals for appropriate recommendations.
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11.  Implementation of Integrity Pact in Deendayal Port Authority
. 
1) In order to ensure transparency, equity and competitiveness in public

procurement, the Central Vigilance Commission recommends adoption and
implementation of the concept of Integrity Pact (IP) by Government
organizations, Public Sector Enterprises, Public Sector Banks, Insurance
Companies, other Financial Institutions and Autonomous Bodies.

2) DPA, vide Office Order No. FA/WA/Misc./348/100 dated 19/06/2018, has revised
the Threshold Value to Rs. 50.00 lakh & above, to cover more works / supply
orders under the Integrity Pact (IP).

3) Only those vendors / bidders, who commit themselves to IP with DPA, would be
considered competent to participate in the bid process.

4) Integrity Pact, in respect of a particular contract shall cover all phases of the
contract, from the stage of Notice inviting Tender (NIT) / pre-bid stage, till the
conclusion of the contract, i.e. final payment or the warranty / guarantee period.

5) The Integrity Pact essentially envisages an agreement between the prospective
vendors / bidders and the Port committing the persons / officials of both sides,
not to resort to any corrupt practices in any aspect / stage of the contract. Only
those vendors / bidders, who commit themselves to such a Pact with the buyer,
would be considered competent to participate in the bidding process. In other
words, entering into this Pact would be a preliminary qualification.
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12.  The essential ingredients of the Integrity Pact

 Promise on the part of the Principal not to seek or accept any benefit,
which is not legally available;

 Principal to treat all bidders with equity and reasons;

 Promise on the part of bidders not to offer any benefit to the employees
of the Principal not available legally;

 Bidders not to enter into any undisclosed agreement or understanding
with other bidders with respect to prices, specifications, certifications,
subsidiary contracts, etc.

 Bidders not to pass any information provided by Principal as part of
business relationship to others and not to commit any offence under
Prevention of Corruption Act / Indian Penal Code / PC Act;

 Foreign bidders to disclose the name and address of agents and
representatives in India and Indian Bidders to disclose their foreign
Principals or association;

 Bidder to disclose the payments to be made by them to agents / brokers
or any other intermediary;
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 Bidders to disclose any transgression with any other company that may
impinge on the anti corruption principle.

Any violation of Integrity Pact would entail disqualification of the bidders
and exclusion from future business dealings, as per the existing provisions
of GFR 2017, PC Act, 1988 and other Financial Rules / Guidelines etc., as
may be applicable to the organization concerned.

 Integrity Pact, in respect of a particular contract, shall be operative from
the IP is signed by both the parties till the completion of contract. After
award of work, IEM shall look into any issue relating to execution of
contract, if specifically raised before them. As an Illustrative example, if a
contractor who has been awarded the contract, during the execution of
contract, raises issue of delayed payment etc. Before the IEMs, the same
shall be examined by the panel of IEMs.

 However, the IEMs may suggest systemic improvements to the
management of the organization concerned, if considered necessary, to
bring about transparency, equity and fairness in the system of
procurement.
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 It has to be ensured, through an appropriate provision in the contract, that IP is
deemed as part of the contract so that the parties concerned are bound by its
provision.

 A clause should be included in the IP that a person signing IP shall not approach
the Courts while representing the matters to IEMs and he / she will await their
decision in the matter.

 The Bidder has to execute the Integrity Pact Agreement with Deendayal Port
Authority. Shri S K Sarkar, IAS (Retd.) and Shri Saurabh Chandra, IAS (Retd.) have
been appointed as Independent External Monitors for Integrity Pact, whose
address is as under :-
(1) Shri S K Sarkar, IAS (Retd.), (2)  Shri Saurabh Chandra, IAS (Retd.)

B-104, Nayantara Aptt., A-9, Sector -30,
Plot 8 B, Sec 07, Dwarka, Noida (UP) 201301.
New Delhi - 110 075. Mobile No. 9871322133
Mobile No. 98111 49324 email: saurabh7678@yahoo.co.in
email: sksarkar1979@gmail.com

The bidders have to sign & seal and submit the Integrity Pact form to DPA, alongwith
the Technical Bid i.e., in Cover-II, as a token of acceptance. However, the Agreement is
to be executed during the issuance of Pre-Acceptance Letter.
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13.  Role and Duties of IEMs.
 The IEMs would be provided access to all documents / records pertaining to the

contract for which a complaint or issue is raised before them, as and when
warranted. However, the documents / records / information having National
Security implications and those documents which have been classified as
Secretary/ Top Secret are not to be disclosed.

 The IEMs would examine all complaints received by them and given their
recommendations / views to the Chief Executive of the Organization at the
earliest. They may also send their report directly to the CVO in case of suspicion
of serious irregularities requiring legal / administrative action. Only in case of
very serious issue having a specific, verifiable Vigilance angle, the matter should
be reported directly to the Commission. IEMs are expected to tender their advice
on the complaints within 30 days.

 For ensuring the desired transparency and objectivity in dealing with the
complaints arising out of any tendering process or during execution of contract,
the matter should be examined by the full panel of IEMs jointly, who would look
into the records, conduct an investigation and submit their joint
recommendations to the Management.
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14. Preferences / benefits for Micro and Small

Enterprises (MSEs)
1. The tender documents shall be issued free of cost to MSEs.

2. MSEs are exempted from payment of Earnest Money Deposit (EMD).

3. MSE clause in NIT with EMD Clause :

In case of Micro and Small Enterprise (MSEs) holding valid certificate
issued by any agencies/organization under The Ministry of Micro, Small
and Medium Enterprises indicating the list of activity related to the subject
tender shall become eligible for exemption from payment of Tender
fee/EMD. Such bidder shall upload in preliminary bid a scanned copy of
valid certificate, as well as duly filled in and signed ‘Bid Securing
Declaration’ as per format provided in the Tender documents, failing which
the bid shall be disqualified.

4. Relaxation Norms for Startups Medium Enterprises in Public Procurement
regarding Prior Experience, Prior Turnover criteria, etc. issued by the
Department of Public Enterprises, Govt. of India, as well as further
directions issued by DoPE, GoI from time to time shall be implemented.

5. In case any bidder fails to comply with the norms, the same should be
taken up with MSME for deregistering the firm from MSME list)
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Performance Security in Sec-1 & Sec-3. 
 “Security Deposit” shall consist of Performance Guarantee to be

submitted at award of work. Performance Guarantee should be 3% of
contract price (this shall be subject to the circular issued by the Govt.
from time to time) which should be submitted in form of Bank
Guarantee or Demand Draft within 21 days in case of domestic bids and
within 28 days in case of global bids on receipt of letter of Acceptance
intent which will be refunded immediately not later than 14 days from
completion of contract period.

 Failure of the successful Bidder to comply with the requirements of
above shall constitute sufficient grounds for cancellation of the award of
work, forfeiture of the Bid security and/or may be disqualified from
bidding for any contract with DPA for a period of three years from the
date of notification.

 The documentary evidence (copy of paid Challan in Govt. Treasury) of
Welfare Cess @ 1% of work done or as amended by Statutory Authority
from time to time, paid on final bill shall be submitted before releasing
the Performance Guarantee.
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15.    Sunset Provision / Sunset Clause

 This SOP shall be reviewed periodically, atleast in every two 
years or depending on the situation.
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Annexure-I (Sample)
Check list for submitting proposal to Standing Committee.
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Annexure-II (Sample)
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Annexure-II (Sample)
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Annexure-II (Sample)
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Annexure-III (Sample)
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Annexure-III (Sample)
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Annexure-V (Sample)
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Annexure-VI (Sample)
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Annexure-VII (Sample)
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Annexure-VIII (Sample)
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Annexure-IX (Sample)
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Clause 2.7.3 of DPA Works Manual 

2.7.3 Time limit for Publicity of Tenders

(1) The following time limits between the date of publication of tender on web

site or Press, whichever is earlier and the date of receipt of the tenders are

desirable:

(a) 14 days in the case of works with estimated cost put to tender upto

Rs. 50 Lakhs

(b) 21 days in the case of works with estimated cost put to tender

between Rs. 50 Lakhs to Rs 1.00 Crore

(c) 30 days in the case of works with estimated cost put to tender more

than Rs. 1.00 Crore
(The above shall be amended from time to time as per CVC Guidelines.)

(2) The above time limits and the number of newspaper may be varied at the

discretion of the NIT approving authority keeping in view the exigencies of

work.
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