
Cash Section Process 

Responsibility – Cash Section, Chief Cashier, AO Gr-I, Sr.AO (Admn) 

 

Receipt     Payment 

  

START START 

Receipt by cash, cheque, DD 

and Online 

Receipt of payment 

vouchers 

Entering the details into the 

computerized accounting 

system & acknowledgement 

of receipt 

Payment by cash, cheque, 

DD and Online 

Remittance of cheque / DD to 

CoPT Bank Account 

Entering the details into the 

computerized accounting 

system & acknowledgement 

of receipt 

 



 

Cargo Billing & Collection Process 

Ground rent for containers, storage for cargo, stuffing, de-stuffing) 

Responsibility – WR Section 

Dy.CA, Sr.Dy.CA II,Sr.AO (F&R) 

  

Manual receipt of 

documents from Traffic 

Dept. 

 

Generation of Bills 

Debiting of bill amount to 

Party’s deposit Account 

Online Transmission of 

bills to the Parties 



 

 

Industry Service Utility 

Billing & Collection Process for water & electricity charges 

Responsibility – ER Section,Dy.CA,Sr.Dy.CA II,Sr.AO (F&R) 

  

START 

Receipt of payment 

through VAS of IDBI 

Sending of bills by post/ 

e-mail 

Viewing of generated bills 

by Electrical & Water 

Supply Section 

 

Defaulter 

Intimation to the 

concerned 

Departments for 

further action 

CLOSE 

  YES 



 

 

 

REAL ESTATE MANAGEMENT 

 

Billing & Collection Process for license fee, lease rent, sublease levy, way leave 

charges 

Responsibility: - ER Section, Dy.CA, Sr.DY.CA II, Sr.AC (F&R) 

 

 

 

 

 

 

 

 

  

 

 

                    YES         NO 

      

 

START 

Viewing of generated bills by Estate, 

Traffic & Civil Departments 

Bills mailed to the party through 

REM, if no mail ID, by post 

Receipt of payment 

TR Section debiting the 

amount 
Defaulters list generated and 

intimated to the concerned 

parties/ Departments for 

further action. 

CLOSE 



Start

PURCHASE OF GOODS AND SERVICES

Purchase requests are generated from Material 

Requirement Planning (MRP) module.

Approved Purchase Request (PR) is 

received from user department

Technical Sanction and Approval of Estimate by Competent Authority in  Mechanical Engineering 

Department

Estimated cost > Rs.2,00,000 ?

Major Purchase

Yes

Minor Purchase

No

OPEN 

TENDER 

PURCHASE

LIMITED 

TENDER 

PURCHASE

PROPRIETOR

Y PURCHASE
NOMINATIO

N PURCHASE
IMPREST 

PURCHASE

Estimated Cost > 

Rs.3000 ?

No

 PR approval is to 

procure from a 

nominated source 

?

Source is 

fixed(Eg.OE

M) ?

 PR approval is 

to source from 

finite set of 

vendors ?

Yes

No

Yes

No

Yes
No

PROPRIETOR

Y PURCHASE
NOMINATIO

N PURCHASE

 PR approval is to 

procure from a 

nominated source ?

Source is 

fixed(Eg.OEM) ?

Yes

No

YesYes

No

PURCHASE 

FROM 

APPROVED 

VENDORS

Execute Agreement

Goods/

Service 

Receipt

Payment



OPEN TENDER 

PURCHASE

Approval of Tender Document by Competent Autority

Upload Tender Document in CoPT  & GOI Tender 

portal 

Conduct pre-bid meeting on pre-determined date and upload   amendments if any in tender portal

Open Tender on due date

Single Cover 

?

Circulate Note to Tender Committee

Estimate > 

4,00,000 ?
Two

Estimate > 

4,00,000 ?

Sinlge

Meeting of TC and issue Recommendations

Approval of Competent Authority for 

accepting the offer

Issue PO

Contractor furnishes security Deposit and 

Execute Agreement

Refund  of EMD 

Circulate Note to Tender Evaluation 

Committee (TEC)

Meeting of TEC and issue 

Observations

NO

Yes

Circulate Note to Tender Evaluation 

Committee (TEC) on Techno-Commercial 

Offer

Meeting of TEC and issue Observations

Circulate Note to Tender Committee (TC) 

on Techno Commercial offer

Meeting of TC and issue Recommendations

Approval of Competent Authority to open 

price bid

No

Price Bid Opening

Goods/

Service 

Receipt

Payment



LIMITED 

TENDER 

PURCHASE

Approval of Tender Document by Competent Autority

Issue Tender Notice/Tender Document to short listed 

vendors 

Conduct pre-bid meeting on pre-determined date and issue amendments to short listed vendors 

Open Tender on due date

Single Cover ?

Circulate Note to Tender Committee

Estimate > 

4,00,000 ?
Two

Estimate > 

4,00,000 ?

Sinlge

Meeting of TC and issue Recommendations

Approval of Competent Authority for 

accepting the offer

Issue PO

Contractor furnishes security Deposit and 

Execute Agreement

Refund  of EMD 

Circulate Note to Tender Evaluation 

Committee (TEC)

Meeting of TEC and issue Observations

NO

Yes

Circulate Note to Tender Evaluation 

Committee (TEC) on Techno-Commercial 

Offer

Meeting of TEC and issue Observations

Circulate Note to Tender Committee (TC) on 

Techno Commercial offer

Meeting of TC and issue Recommendations

Approval of Competent Authority to open 

price bid

No

Price Bid Opening



PROPRIETOR

Y PURCHASE

Issue RFQ to Vendor

Open Quotation on due date

Obtain Approval of Competent Autority

Issue PO

NOMINATIO

N 

PURCHASE

PURCHASE 

FROM 

APPROVED 

VENDORS

IMPREST 

PURCHASE

End user collect advance Cash from Imprest 

Account

Cash Purchase from Vendor

Submit cash bill to Imprest account 

Holder

Goods/

Service 

Receipt
Payment

Intimation to end 

user on arrival of 

Material

Goods ?

Inspection and 

Certification by 

end user

Record Goods 

receipt

Inspection of 

service by user 

department

Service

Goods

Record Service 

Entry

Terms of 

Payment

Make Down Payment Request to 

Finance 

Payment Against Delivery
Forward Original 

invoice to Finance 

along with Goods 

Receipt details

Payment after Receipt

Invoice Receipt 

by Finance

Release payment 

to Vendor

Stop

Reconcile Imprest account with Finance

Collect Cheque from 

Finance 

Inspection and Certification of Material by 

user 

Issue Cheque to vendor

Goods/Service receipt by user

Forward Original invoice to Finance along with 

Goods Receipt details

Invoice posting by Finance

Reconcile Invoice with Down Payment

Stop



Start

Preventive Maintenance

Prepare maintenance plan of Equipment 

Schedule the maintenance plan 

Automatic Generation of Notification & 

Maintenance Order 

Assign resources 

required for 

maintenance  

Spares/Materials/

Tools Available ?

Withdraw Spares/

Materials/Tools 

form Stores

Can the work be 

carried out by 

Cochin Port ?

Yes

Yes

Assign persons responsible for work & 

Execute the work

Issue Maintenance order to other 

sections if required

Inspection of work on Completion

Return Tools back to Stores

End

Purchase of 

Goods

Purchase of 

Service



The key process of the MARINE DEPARTMENT are following. 

 

 Shipping Movement. 

 Hydrographic Survey 

 Possisioning of Buoys 

 Dredging Activity 

 Port Control Based Communication 

 Fire & Emergency 

 Pollution Responce 

 Oil Cargo Operations 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Shipping Movement. 

 

 

 

 

 



Hydrographic Survey  

 Bathymetric & Topographic Survey

 

 

 

 



Possisioning of Boyes 

 Aligment of Channel Positioning of Bouys

 

 

 

 

 



Dredging Activity 

  

 

 

 

 

 



Port Control Based Commucation 

 

 

 



Fire & Emergency 

 

 

 

 

 



Pollution Responce 

 

 

 

 

 

 

 

 

 

 

 



Oil Crago Operations 

 Connection/ Disconnection of ULA 

 

 



Manual of Procedures – Civil Engineering Department 
 

Technical sanction 

Expenditure sanction 

In principle approval 

Preparation of drawing 

Put into Operation 

Execution 

Tendering 
Detailed design 

Detailed estimate 

Identify or receive 
requirement of 

customer 
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