
Procedure for collection, Processing and Analysis of data for Product Delivery

Project coordinator 
designates team 

members, as per the 
project planning sheet, 

for various activities

Designated team 
members prepares the 
checklist of data to be 

collected.

Project coordinator 
approves the checklist of 

data.

WAPCOS core staff/ 
Experts/Associates 

constitutes collects data 
as per the checklist 

prepared.

Data is reviewed & 
additional data is 

collected , if required.

Collected data is 
processed & analyzed for 
design, report preparation 

& other outputs .

Final output is delivered 
in form & quantity.

Concerned HOD 
monitors  the entire 

procedure

 
 
 

Procedure for collection of work components from other Divisions of WAPCOS

CMD, concerned GMs / 
HOD nominates a Project 

coordinator (PC).

PC identifies various 
work components, 

purposes & requirements 
of the work component.

PC ensures the supply of all 
relevant input data to 

prepare designated work 
component.

Division / centre submits 
work component to the PC

PC reviews the work before 
inclusion in the output.

PC reviews data & suggest 
corrective actions ,Coordinator 

prepares the minutes of the 
monitoring meeting

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Procedure for Handing over Reports to client

Other Engineer cross check 
the page numbering & match 
the content before submission 

of report to client 

Printed report is 
thoroughly examined 

like address, 
packaging to 

determine its quality.

The report is sent to 
the dispatch section

Dispatch section 
sends Confirmation 

about timely receipt of 
the report  to  Project 

Coordinator (PC)

Concerned HOD 
monitors the entire 

process

Forwarding letter is 
attached to the 

report & enclosure in 
checked

 
 
 
 
 

Procedure for Internal Estimate

Division head insures the 
submission of financial proposal 

to the client considering all 
component of the cost

Management ensures 
that man month rates 

are updated

Respective divisional heads 
ensures that norms are 

followed w.r.t overhead, fee 
& contingencies

Finance division reviews & 
competent authority gives 

approval for internal 
estimates.

CMD gives approval in case 
of deviation from the 

standard norms.

Service tax is quoted as 
Application at prevailing 
rates to avoid lump sum 
inclusion of service tax.

Internal estimate is sent to 
concerned GM or CMD for 

approval

Divisional Head ensures 
that all financial proposals 

are quoted after the internal 
estimates.

The cost includes company 
man month rates , realistic 

cost, traveling , 
infrastructure , printing & 

stationary expenses, capital 
expenditure & other 

miscellaneous expenditure

Divisional head revises the 
internal work in case of award of 
work & ensures cost pertaining 

to the facilities are excluded 
from internal estimates .

Concerned Technical GM 
monitors the entire 

procedure.

Provision of escalaton / 
inflation is made for projects 

of more than one year 
duration.

 
 
 
 



Procedure for Purchasing

  Purchase manual 
developed by WAPCOS is 
followed for all purchases

Representative of indenting / 
user division verifies product / 

services purchased / 
procured & inspection report 

is submitted 

GM(F)/ GM(PA) / 
concerned GM monitors 

the entire procedure

Copy of purchase 
manual is 
maintained in 
each division.

 
 
 
 

Procedure for Responding to Tender Notification

BD division  collects / reviews 
sources of tender notification & 

concerned division responding to 
the business query is identified.

Concerned division  
procures the tender 

document.

Concerned HOD 
identifies coordinator &  

team members for   
proposal preparation

Collation of tender 
document & 

attending the pre 
bid meeting is done, 

if required.

Technical, financial 
proposal & Internal 
working estimate is 

prepared

Competent authority 
approves the 

internal estimate.& 
proposal is 

submitted to client

Follow up actions 
are performed.

Final outcome is 
sent to CE(BD) & 
concerned GM.

Concerned GM 
monitors the entire 

procedure.
 

 
 
 
 
 
 
 
 



Procedure for Management of Compliance of Statutory Regulations in Overseas Projects

Tender Document/ RFP is 
thoroughly read to ascertain 

statutory regulations & exemption 
provided by client from such 

regulations.

Information is collected from local 
associates / agent regarding 

various statutory regulations & 
compliance cost & compiles all 

required regulation 

Compliance cost of the 
statutory regulations is built in 
technical document to cover 

company’s risk.

Chief Manager (Finance )   
monitors the entire procedure .

In some cases Technical 
person visits client’s 
country performs the 

exercise & provides the 
compliance cost.

 
 
 
 

Procedure for Contractor’s Payment

Technical division in the 
Finance division verifies   
contractor bills & project 

status

Financial division also 
books the expenditure in 
general entry & releases 

Payment by payment 
voucher

Manual entry in the 
supplier & TDS register 

after computer entry . 

GM (Finance) signs the 
voucher & forwards 

cashier for cheque / DD 
preparation

Details of the cheque is 
entered in supplier 

register & forwarded to 
concerned technical 

division.

Concerned GM or GM 
(Finance) monitors the 

entire procedure 

 
 


