[bookmark: _pvhmv7lc53ay][bookmark: _tvlmdek3v6go][bookmark: _9q102xihr7r8]ANNEXURE 1: Procurement Note
Submitted by Indenting Branch to FAAPP as attachment on File with Checklist 1
File No.:  F. No.NSB/3/2025-NSB___
Date_ 31-12-2025_
(A) Procurement Brief
	Particulars
	Details

	1) Title of Proposed Procurement:
	Hiring of Two (02) Housekeeping Staff for the National Shipping Board, Delhi

	2) Indenting Branch: 
	National Shipping Board, Delhi

	3) Primary Custodian: 
	Shri Krishnakant Sharma Lower Division Clerk (LDC) New Delhi Liaison Office of DG Shipping

	4) Secondary Custodian: 
	Capt. Ravi Singh Sikarwar, Asst Secretary NSB

	5) Supervisory Custodian: 
	Capt Nitin Mukesh, Secretary NSB

	6) Competent Authority as per delegation of Powers: 
	DGS

	7) Whether the procurement has been approved in Annual Procurement Plan:  
	Yes

	8) Nature of Procurement:
	Goods/Works/ Consulting Services/Non Consulting Services

	9) Total Estimated Cost (tentative) based on market survey
	Rs 5,00,000/- only 

	10) Detailed Major Head of A/C:
11) Detailed Minor Head and sub-head:
	3052
02.00.13

	12) Mode of Procurement: 
	GeM

	13) Tentative Timeline for Completion of Procurement:
	01 Year

	14) Tentative Period of Engagement/Assignment
	01 Year



(B) Details of Procurement
1) Description of Goods/Service: 
The National Shipping Board (NSB) intends to hire (02) Housekeeping Staff monthly for a period of 1 year from 01.02.2026 to 31.01.2027, to ensure uninterrupted housekeeping services at the NSB office in Delhi either on contractual or permanent basis.

2) Background & Description of the Project: 
The National Shipping Board (NSB) is a statutory advisory body under India's Ministry of Ports, Shipping and Waterways, established in 1959. Its primary role is to provide advice to the central government on various matters concerning India's shipping industry, its development, and issues arising under the Merchant Shipping Act. The Board includes elected members from Parliament and the Central Government, and its work includes advising on national maritime policy and infrastructure
The housekeeping staff shall be responsible for regular maintenance and general cleaning activities, including but not limited to sweeping, mopping, dusting of indoor premises, cabins, workstations, conference halls, carpets, and granite surfaces, ensuring compliance with safety and hygiene regulations.

3) Highlight how the Procurement will help: 
The engagement of housekeeping staff is crucial for maintaining a clean and operational work environment at NSB. This procurement will:
· Ensure uninterrupted housekeeping services at the premises.
· Maintain hygiene and cleanliness in workspaces, washrooms, and common areas.
· Comply with standard operational requirements for government administrative offices.
· Replace the existing housekeeping contract to maintain continuity.
· Facilitate seamless maintenance through the procurement of necessary consumables and equipment.
· Cleaning of 1 chamber, 1 board room for meeting, 2 work stations, 2 toilets (one for chairperson and one for staff) and the reception area
4) Scope of Work & Deliverables: 
Scope of Work:
The service provider shall deploy manpower and resources for maintaining hygiene and cleanliness in the designated areas:

· Office Premises:
· Beta Building, Kanjurmarg: 5055 sq.ft. (2789.11 sq. mt.)
· Chanderlok building, 1st Floor, Shipping Corporation of India, 36, Janpath, New Delhi -110001
· Deployment of Manpower:
· Chanderlok building, 1st Floor, Shipping Corporation of India, 36, Janpath, New Delhi -110001
· 02 (Two) Housekeeping staff.

· Duties include:
· General cleaning of cabins, workstations, conference rooms, store rooms, dining areas.
· Washroom cleaning, including floors, WCs, and mopping.
· Cleaning of walls, windows, doors, and removal of cobwebs.
· Dusting of furniture, desktops, and office equipment.
· Maintaining hygiene in the pantry.
· Proper arrangement and upkeep of files in the record room.
· Staff shall wear designated uniforms and carry identification cards.
· Cleaning cycles:
· Office premises: Twice daily
· Washrooms: Six times daily

(b) 	List of consumables and equipment (To be supplied monthly by Service Provider):


	Sr. No.
	Product/Material

	1
	Freshener pad for urinals

	2
	Hanging Odonil air freshener

	3
	Wiper (Small)

	4
	Wiper (Big)

	5
	F. M. Fold

	6
	Tissue Roll – 250 grams

	7
	Choke up pump

	8
	Godrej Air Freshener

	9
	Scotch Brite

	10
	Dettol Liquid Hand Wash

	11
	Garbage Bag (Small)

	12
	Garbage Bag (Big)

	13
	Suny Phenyl

	14
	Wet Mop (good quality)

	15
	Dry Mop (good quality)

	16
	Table duster (good quality)

	17
	Black Hit/Red Hit

	18
	R3 – Glass cleaner

	19
	Taski 101

	20
	Acid (good quality)

	21
	R2/R7 – Floor Cleaner/Dusting

	22
	R4 – Furniture polish

	23
	R5 – Washroom freshener

	24
	R6 – Bathroom cleaner

	25
	Soft broom (good quality)

	26
	Hard broom (good quality)

	27
	Toilet brush (good quality)

	28
	Bucket (Big/Small, good quality)

	29
	VIM Liquid (dish wash)

	30
	Taski 103


5) Expected Time Frame of procurement: 
	Stage
	Description
	Proposed Timeline
	Estimated Days

	Stage 1
	Procurement Note and Administrative Approval
	
	7 days

	Stage 2
	Transparent Procurement Process (GeM)
	
	21 days

	Stage 3
	Bid Process Management
	
	15 days

	Stage 4
	Price Discovery, Shortlisting, and Award of Contract
	
	15 days



6) Detailed Breakdown of Cost Estimate: 
	Item
	Duration
	Estimated Cost (INR)

	Engagement of Housekeeping Staff
	1 year
	Rs. 5,00,000/- (Five lakh Only)



Expected timeframe:

Duration: 12 months, from 01.02.2026 to 31.01.2027 

7) Detailed Description of Methodology of Procurement & Justification, with evaluation criteria for bidders: 
Methodology of Procurement:
·       The procurement shall be carried out through the GeM (Government e-Marketplace) portal, ensuring transparency, competition, and efficiency.

· The tender process shall adhere to the provisions of General Financial Rules (GFR) 2017.

Evaluation Criteria of Bidders:

Selection shall be based on the L1 (Lowest Price) Evaluation Method, wherein the bidder offering the lowest price while meeting the required technical and service standards shall be selected.


(C) Proposed Tender Evaluation Committee: 
Chairman: Capt. Nitin Mukesh
Member(s): Anutosh Singh, Jitendra Shankarrao Jadhav, Anutosh Singh,  Capt. Ravi Singh Sikarwar

Submitted for FAAPP Concurrence & subsequent administrative approval please,
Sd/-
[Capt Nitin Mukesh
NSB, Secretary]


CHECKLIST 1: Preparation of Procurement Note & AA 
To obtain Procurement Note Approval & Administrative Approval from the Competent Authority. 
	Sr No
	Item
	Details (To be filled by Proposing Branch/ Wing/ Division)
	FAAPP Remarks 

	1. [bookmark: _evv8s8t9beuq]Procurement Note

	1. 
	Is the Procurement Note prepared as per Annex. 1?
	Yes 
	(Yes/No)

	2. 
	What is the Mode and Methodology of Procurement?
	GeM
	(Yes/No)

	3. 
	What is the Nature of Procurement?
	Other Services
	(Yes/No)

	4. 
	Is the Estimated Cost Included?
	Yes
	(Yes/No)

	5. 
	Branch/Wing/Division:
	National Shipping Board(NSB) 
	(Yes/No)

	6. 
	Primary Custodian: 
	Shri Krishnakant Sharma Lower Division Clerk (LDC) New Delhi Liaison Office of DG Shipping
	(Yes/No)

	7. 
	Secondary Custodian: 
	Capt. Ravi Singh Sikarwar, Asst Secretary NSB
	(Yes/No)

	8. 
	Supervisory Custodian:
	Capt Nitin Mukesh, Secretary NSB
	(Yes/No)

	9. 
	Is due Justification for the Procurement and Mode of Procurement given? 
	Yes 
	(Yes/No)

	10. 
	Major Head of Account 
	3052
	(Yes/No)

	11. 
	Minor Head of Account
	02.00.13
	(Yes/No)

	12. 
	Is the tentative Timeline for Procurement indicated?
	Yes 
	(Yes/No)

	13. 
	Is the tentative tenure of the Project once the contract is awarded mentioned?
	Yes 
	(Yes/No)

	2. [bookmark: _2fsk2akfgvup]Concurrence Remarks

	Sr No
	Item
	FAAPP Remarks

	14. 
	Is the procurement included in the Annual Procurement Plan /If not, has the Competent Authority approved the procurement?
	(Yes/No)

	15. 
	Is there Availability/ Provision of funds in the relevant head? 
	(Yes/No)

	16. 
	Is the Concurrence Remark accorded by DDG FAAPP?
	(Yes/No)
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