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{Decision Taken on E-Office File No.- UK DIV-19/44/2025-UK Division (Comp. No. 300002)}
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Sub: Standard Operating Procedure (SOP) for processing of e-file on Technical
matters between PlUs, ROs and NHAI HQ - reg.
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It has been observed that the files on technical matters are initiated by PlUs
through a detailed note giving the background, contractual provisions and the
proposal for which approval is sought. Thereafter, the concerned officers of Regional
Offices reproduce the entire note and forward the same to NHAI HQ. The concerned
officer in Technical Division at NHAI HQ also reproduces the entire note and puts-up

the same for approval of either the Member concerned or Chairman, NHAI as per
Delegation of Powers.
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This leads to a situation where the note of PIU containing 30-40 pages is
reproduced on several occasions in the same file, which makes the note very long,
without any tangible benefit.
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Therefore, in order to streamline the process, the following SOP is laid
down:-
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The PIU shall prepare a self-contained note containing the detailed
background of the proposal, cite the contractual provisions, Policy
Circulars and the proposal for which approval is sought, clearly citing the
Authority Competent to approve the proposal as per Delegation of Powers
along with its Policy Circular Number.
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Thereafter, the proposal shall be sent to concern RO. The concerned
officer of RO shall examine the matter as per contractual provision
and/or Policy Guidelines and either recommend the proposal for approval
or obtain clarification, if required from the PIU. However, the concerned
Officer of Regional Office should not reproduce the note of PIU and
should refer to the relevant portion of the note of PIU and submit the
recommendations to RO for onwards submission to PIU/HQ. Also,
repetitive clarifications should not be sought from PIU. All observations
/ clarifications should be sought in one go to obviate delay in processing
of cases. Further, when the file is received by PIU with
Observations/Clarifications, they should only respond to them in a
tabular statement and the initial note should not be reproduced.
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After recommendations of RO, the file is sent to the concerned Technical
Division of NHAI HQ. The concerned dealing Officer at NHAI HQ shall
examine the matter as per contractual provision and/or Policy Guidelines
and either recommend the proposal for approval of proposal or obtain
clarification, if required from the RO/PIU only after the concurrence of
concerned Member. The concerned Officer at NHAI HQ should not
reproduce the note of PIU or RO and should refer to the relevant portion
of the note of PIU / RO and will prepare a self-contained succinct note
and submit the recommendations / comments to the concerned Member
/ Chairman, NHAI. Also, the repetitive clarifications should not be sought
from RO/ PIU. All Observations/ Clarifications should be sought in one-go
to obviate delay in processing of cases.
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Further, when the file is received by PIU / RO with Observations/
Clarifications, they should only respond to them in a tabular statement
and the initial note should not be reproduced. Further, in case
observations/clarifications are sought from the higher authority, the

- compliance of the same shall be submitted in a tabular statement and

the initial note should not be reproduced. In case of an observation by
the Chairman, the e-file shall not go below the CGM/GM level.
Clarifications should be sought by the Technical Division only via email
(with a 03-day’s timeline). The e-file shall be resubmitted after 03 days
with the clarification or, if the clarification is not received, by citing the
delay at the level of the PD or RO.
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A template of the information required to be included in the note by PIU
is enclosed here with as Annexure, which should be mandatorily included
in the note of Technical Division at NHAI HQ to enable the Competent
Authority to take a holistic view in the matter for taking the decision.
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All Officials of NHAI are advised to follow the aforesaid instructions in Letter
and Spirit.
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This issues with the approval of the Competent Authority.
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Encl : As stated above.
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TUTY @ HelUddd (HH-AdY) / 1/c. Chief General Manager (Coord.)

Elﬁf/ To:
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All Officers of NHAI HQ/ ROs/ PIUs/ CMUs/ Site Offices.
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Library for hosting the circular on library site.
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Web Admin for circulation.

3. Ofd, WS uRagd SR ISRl HAe™ & Uy fon dfed & gaemd|
PPS to Secretary, MoRTH for Kind Information



Project Details Format for E-File

Description

Project Name (with UPC)

Annexa re-

Project Length

Mode of Contract (EPC/HAM/BOT/Item Rate etc.)

Name of Contractor

Name of Promoter

Name of SPV/ Concessionaire

Name of DPR Consultant

Name of AE/IE/SC

Concession Period / DLP

10

Sanction Cost (Cr.)

11

Awarded Cost (Cr.)
(BPCin case of HAM/BOT )/(Civil Cost in EPC/ ltem
rate)

12

Discount/Premium (-/+)

13

Date of LOA

14

Date of Agreement sighing

15

Appointed Date

16

Schedule completion Date

17

EOT approved Till date

18

Likely Date of completion

19

Actual/Likely Date of PCOD/COD (If Any)

_Date/Length

Remarks:

20

Physical Progress/ Financial Progress (%)

21

Settlement Agreement (If any) with date and details

copy of agreement (Pdf enclosed)

22

Previosuly In- Principle appoved COS/Variation

CoS No.

Amount in Cr.

% of Awarded Cost

Date of Approval

23

COS Order Issued

CoS No.

Amount in Cr.

% of Awarded Cost

Date of Order

24

Status of Project Milestones

Milestone

Financial
Progress

Schedule Date as
per CA

Revised/Actual
Date
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