
                                                                                                              ANNEXURE - 1 

CHENNAI PORT TRUST 

STORES DEPARTMENT 

 

GENERAL RULES FOR REGISTRATION OF FIRMS 

AS APPROVED SUPPLIER 

 

1.      (a) Firms should apply in the prescribed form of Application for       

                     registration. 

               (b) The Application Form can also be downloaded from the Trust 

                     Website.  The Cost of Application for Vendor Registration is Rs.105/-  

                     (Rs.100 + 5% VAT) & Rs.130/- (Rs.100 + 5% VAT + Rs. 25 Postal  

                     Charges) to send by post by way of DD drawn in favour of “The 

                     Chairman, Chennai Port Trust, Chennai – 600 001” along with  

                     Application duly filled & signed by the Authorized signatory.    

 

2.           Firms will not be registered unless they produce a copy of valid TNGST         

              & CST Registration Certificates and indicate Income Tax Pan No. 

 

3.   (a)    All documents as called for in the application should accompany the         

              application. 

 

(b) In respect of Selection of Trade Group, Please go through the entire list   

       of Trade Group before selection. Choose Trade Group for which you   

       can produce distributorship and / or Authorised Dealership Certificate 

 

             ( c ) If you are a Manufacturer, choose only the Group of items   

                     manufactured by you. 

 

(i) Registration will be done only to the above three categories of 

of  vendors. 

 

(ii) The Controller of Stores reserves the right to allot the Trade   

                  Group based on the Various Policy decisions of the    

                  Administration. 

            

 (d)   The Controller of Stores reserves the right to accept or to reject the  

                      Application for registration as deems fit. 

 

    4.        Firms will have to abide by any Rules and Regulations that were laid  

 down by the Controller of Stores from the time to time.    

 

 

5. The Controller of Stores reserves the right to remove the name of any     

           firm either for a specific period or permanently from the approved list  



           in the event of any attempt to give illegal  gratification to any member    

           of the Trust’s staff or in the event of the supplies being un-satisfactory  

           either in quality  or delivery or if very little business has resulted from  

           dealing or if he has repeatedly either lost or damaged Trust’s materials  

           specially entrusted to their custody e.g. Drawings, specification,      

           samples  etc. 

                                                                                                            

 

                 

6. For the purpose of Registration, Vendors will be required to deposit                      

with the Trust’s Financial Adviser & Chief Accounts Officer a sum of                      

Rs.5000/- in cash or by Demand Draft or by Money Order only when                       

called for by the Controller of  Stores, in due course.  No interest will 

be allowed on the above deposit. OR in case of manufacturers, on 

production of latest valid NSIC certificates, will be exempted from 

payment of S.D. amount of Rs.5000/-. The Controller of Stores reserves 

the right to adjust any moneys due to the Trust by the Contractor from 

such deposits.  The deposit should be recouped by the Contractor to the 

required minimum within ten days of the receipt of the intimation to 

such adjustment. 

 

7. Firms must renew their Registration once in 2 years duly Quoting   

Income Tax, Pan Number list of order secured from Chennai Port 

Trust during the period from the last renewal and also to produce 

latest & valid BIS License, NSIC Certificate, ISO Certificate, 

distributors / dealership certificates as applicable. 

            

8. Firms are directed to intimate immediately in case of any change in  

           address, in a separate letter in duplicate addressed to the Controller of   

           Stores, Chennai Port Trust, Chennai – 600 001. Specifically endorsing 

           One copy for attention of ‘Vendor Cell’ and the other for ‘Vendor  

           Registration’. 

 

                                    

                                                                                                           

 

 

 

Note: The Supplier shall furnish the notarized copies of CST, VAT, NSIC, or DIC 

certificates scanned and sent along with online applications. The original notarized 

copies shall be sent to Materials Manager, Chennai Port Trust, Rajaji Salai, 

Chennai – 1 through post/courier. 

 

 

 

                                              



 

 

              

               

 

                                       ANNEXURE – III 

 

CHENNAI PORT TRUST (STORES DEPARTMENT) 
 

INSTRUCTIONS AND GUIDELINES 
 

1. In their own interests all time are requested to study very carefully the     

            Instructions given below. Non-observance of these instructions is likely to result 

in suspension of business or even cancellation of registration. 

 

2.        Acceptance of quotations and all contracts for the supply of materials are subject 

to the instructions which may be issued from time to time by the Port Trust 

Administration for the guidance of the Contractors. 

 

3.  Contractors may preferably quote on Trust’s quotation forms. 

 

4. Not more than one item should be entered in one quotation form. The description 

of the items must be reproduced word by word as given in the Special Limited 

Tender. 

 

5. The offers must be kept open for 60 days from the date of opening of the 

quotations within which period, the tenderers of the quotations cannot withdraw 

their offer, subject to the period being extended by mutual agreement from time to 

time any contravention of the above condition will make the tenderers of the 

quotation liable for forfeiture of his security deposit. 

 

6. The quotations will be received in the Office of the Controller of Stores, Chennai 

Port Trust, Chennai – 600 001, before 2.30 PM on the dates stipulated against 

each item. 

 

7. Enquiry No. and due date must invariably be quoted on the quotation form and on 

the top of the envelope and also on all correspondence. 

 

8.       Quotation must be dropped in the Quotation Box specially provided for the purpose     

           at the Office of the Controller of Stores, if quotations due on different dates are  

           enclosed in one envelope they are liable to be passed over. 

 

            (a)             Telegraphic offers will be treated as defective, invalid and rejected.    

                              only detailed complete offers received prior to closing time and date 

                              of Tender will be taken as valid. 

              



9. Tenderers of quotations must give their full address and the registration numbers 

on all quotations submitted by them. Such quotations wherein this information is 

not supplies are liable to be passed over. 

 

                                                                                                                        
 

10. Quotations must be filled in ink or typewritten. No erasures, alterations or 

overwriting are permitted on the quotation form. 

 

11. The languages used in filling the quotation forms must be clear and [precise in 

English. 

 

12. Price quoted should be strictly in accordance with the units specified in the 

enquiry. Rate must be quoted both in figures as well as in words. Failure to do so 

is likely to result in offers being passed over. 

 

13. The Prices quoted should be firm till the supplies are completed. 

 

14. Sales tax and other General Taxes or Central Sales Tax or any other taxes, where 

leviable must be shown as a separate item. No claim for any tax not stipulated in 

the quotation, will be admitted at any stage on any ground whatsoever unless the 

same is statutory increase ordered subsequent to the quotation which shall be 

supported by documentary evidence.  

 

15. Where material is asked for to a particular specification, tenderers of quotation 

must guarantee that the supplies offered will be up to the specification, sample 

submitted with quotations are not tested and submission of a sample or quotation 

of a brand or make will not absolve the tenderer of the quotation from the  

responsibilities arising out of rejection of supplies which when tested prove to be 

not up to specification. 

 

 When the sample submitted or offer made is not exactly to the required 

specification, the offer must be made in the ‘Counter Offer’ column indicating in 

what respect the offer differs from the specification failing which it will be 

assumed that the offer is exactly to the description and specification as quoted for. 

 

            Complete description including reference to specification must be given by the 

Tenderer in his quotation in the “Description” Column. Even if he fails to quote 

reference to the specification, it will be assumed that the material offered is to 

specification, unless it has been already indicated in the ”Counter Offer” column 

provided for the purpose that the material offered is not to the specification 

required. 

 

 Remarks such as “Best Local Make’ etc. will be assumed to indicate Best Local 

Make to required specification unless it has been specially mentioned in the 

quotation that the material offered is not to specification. 



 

 

16. Tenderers should not send quotations with remarks, “Similar to that supplied 

against Order No. as per sample submitted against Enquiry No.” Such offers are 

liable to be passed over. 

 

17. Whenever samples are called for they must be sent so as to reach the Office of the 

Controller of Stores by the opening date and time. Failure to do so is liable to 

result in offer being passed over. Samples should be supplied without charge and 

freight paid and without any obligation on the Trust’s part as regards safe custody. 

It is for the suppliers to arrange for the collection of unaccepted samples. Local 

firms must collect their un-accepted samples within 15 days after the decision on 

the offer is communicated. Thereafter the samples are liable to be disposed off by 

the Trust and the firms will have no claims on their samples.            

 

18. No amendments or alterations in the quotation will be allowed after the opening 

date. The quotation forms must therefore, be filled in by the Tenderers with due 

care. 

 

19. Where delivery is offered F.O.R. Dispatching Station, the quotations must be 

inclusive of all Packing Charges for safe transit. Approximate freight charges 

should be furnished to appreciate the offer. 

 

20. Firms who have no manufacturing facilities should not quote for items which are 

manufactured to drawings or samples. Quotations if submitted by offerers are 

liable to be rejected unless it is made clear with proof that they are manufacturers. 

For all manufactured items the name of manufacturers and the address of the 

workshop where the items will be manufactured must be indicated.  

 

21.      (a)   Where quotations submitted involve importation, the quotation should be on      

                   F.O.B. basis including Loading Port Charges and indicating C.I.F. value for   

                   which import License is required and also the assessed freight and Indian  

                   charges viz., Customs Duty, Landing Port and other Clearance charges and   

                   Agency Commission clearly and separately. It should be understood that the  

                   Goods in this case will have to be shipped through Government of India  

                   Shipping Co-ordination Committee’s Agents abroad and any other special  

                   conditions applicable in case of importation which are additionally attached  

                   to the Special Limited Tender.  

 

           (b)  Components/Spares of Imported origin or percentage of  Import content of     

                  material should be clearly specified in the Quotation/Tender, as otherwise any      

                  increase on account of de-valuation claimed subsequently will not be   

                  considered.   

 



22. The Controller of Stores does not bind himself to accept the lowest or any 

quotations or to assign any reasons for non-acceptance. He reserves himself also 

the right to accept any quotation in part or whole. 

 

23. An order placed on the successful tenderer must be promptly acknowledged by 

him. 

 

24. All supplies offered for immediate delivery or Ex-stock must be delivered or 

dispatched within 4 days of the receipt of the order.  

 

25. The period given for delivery of dispatch shall commence from the date of receipt 

of Order by the Contractor together with all necessary information and drawings 

to enable the work to be put on hand. 

 

26. All articles supplied by the successful tenderer shall be to the description and 

quality and in strict accordance with the specification or approved sample. 

 

27. The maker’s name of the material quoted for supply by the successful tenderer be 

indicated in the challan accompanying the supply for all standard products where 

maker’s name can be known when materials of more than one make are supplied, 

the number and quantity of each make supplied is to be given in the challan where 

maker’s name cannot be furnished for reasons that should be stated indicating the 

reasons. 

 

28. The raw materials to be used for manufacture of stores to be supplied shall be new 

and not used or second hand and to specification required. When called upon, the 

firm must produce documentary and relative test certificates to show that the 

material used is new and to the specification required. 

 

29. All stores ordered are subject to approval and inspection by the Controller of 

Stores any other officer whether of the Trust or of the D.G.S.& D, Inspection 

wing authorized by the Controller of Stores and should the articles on inspection 

be found not to comply with the requirements or be found in any way damaged or 

unsuitable will be rejected and the decision of that Inspection Officer as aforesaid 

shall be final. 

 

30. The contractor shall have to pay such fees as the Controller of Stores may require 

in connection with analysis or test of material, such payments however will be 

enforced only in the event of supplies or any portion of them being found inferior 

to specification or stipulated quality. 

 

 In case of samples called for in connection with quotation against items for which 

specification exists, the testing charges should be borne by the firms irrespective 

of whether samples are suitable or not. 

 



31. In the case of any material which has not been inspected at the makers works, the 

manufacturer or supplier as the case may be, when required shall supply the 

Inspecting Officer with a certificate stating process of manufacture and a test 

sheet signed by the manufacturer giving the result of mechanical tests and 

chemical analysis applicable to the material purchased. Each test sheet shall 

indicate the number of identification marks of the casts or mixes to which it 

applies corresponding with the number to be found in the forgings, castings, 

brooms, bars, ingots, paint drums etc. 

                                                                                                                          

 

32. All rejected articles must be removed by the firms at their own cost within 7 days 

from  the date of the Rejection  Notice. Such Rejected Stores shall lie at the 

Contractor’s risk, from the date of rejection. If the rejected supply is not removed 

within the specified time, the Controller of Stores shall have the right to dispose 

off such stores as he thinks fit at the Contractor’s risk and on his account. In the 

case of stores dispatched by Rail and rejected at destination, the material will be 

looked freight “To Pay” without any further reference to the firm if no intimation 

of disposal instructions is received within 14 days from the date of rejection 

notice and clearance and packing charges as fixed by the Controller of Stores will 

be recovered from any monies due to the contractor. 

 

33. No quantity in excess of that ordered should normally be supplied and should any 

such excess be supplied, it is liable to be returned to the supplier at his risk and 

cost and the freight thereon in both directions, will be recovered from him at the 

Public Tariff Rate. 

 

34. Should the rejected articles be returned to the supplier or consigned at his request 

to any other station both inward and outward, freight thereon will be calculated at 

Public Tariff Rate, should the rejected material be taken over by a Local Agent on 

behalf of the   supplier and should the said articles have been originally booked by 

the supplier freight “To Pay” the proportionate inward freight on rejected material 

will be recovered from the Vendor at Public Tariff Rate and any other expenditure 

incurred in that connection will be recovered from any monies due to the 

contractor. 

 

35. In case of dispatches made on F.O.R. Madras Harbour Station basis and if the 

consignment does not arrive within 14 days, the bill will be returned. In all  other  

cases where material is dispatched  by rail, firm must send the Railway receipt to 

the consignee together  with relative challan and bill in duplicate duly revenue 

stamped and pre-receipted under a covering letter giving full dispatch particulars. 

A copy of this letter must be endorsed to the Controller of Stores. 

 

36. In the event of the supplier  causing any loss to the Trust through fraud negligence 

or any other section (direct or contributory) or fail to pay on demand to the Trust 

any money which he may be required under or by virtue of the condition of 

contract or by law, the Trust shall be at liberty to appropriate to the payment of 



such moneys either in whole or part thereof, as may be necessary to satisfy the 

Trust’s claims of any deposit made by the supplier against that  contract and if the 

deposit amount be insufficient to pay then whole such moneys due to the Trust to 

cover the balance by deduction from any sum due or which may thereafter 

become due to the Trust under that contract or any other contract. 

                                                                                                                                 

 

 

37. The Purchase order will be sent to the firm by ordinary post under postal 

Certificate or by hand delivery. If later on, it is pleaded that the order was not 

received by the firm, such a plea will not absolve the firm from the contractual 

obligation. In such an eventually however a copy of the order will be sent to the 

firm for compliance. In their own interest, the firms are requested to acknowledge 

the receipt of the order. 

 

38. Special attention of tenderer drawn to the contractual obligation in respect of the 

delivery time:- 

 

 Definition of date of delivery is detailed below for the guidance of tenderers:- 

 

 The delivery date in respect of the contracts placed by the Trust shall be deemed 

to be as follows depending upon the type of delivery specified. 

 

 (a)       Where the inspector and the authority nominated for the purpose for taking  

                       delivery of the goods is the same, the date of delivery will be the date on   

                       which goods are tendered for inspection provided always that they are  

                       found acceptable to the inspector-Cum-Consignee. 

 

 (b)      In case of delivery F.O.R. Station of Dispatch the date of  

          RR/PWB/LWB is the date of delivery. 

 

(c)      In case where the delivery is F.O.R. Destination, the date of arrival of the     

         goods at the destination station is the date of delivery. 

 

(d)   In case of local delivery, the date on which the delivery is actually             

effected to the consignee is the date of delivery. As the date of delivery is   

the essence of the contract the tenderers are advised to note the above very 

carefully and ensure they satisfy the delivery conditions with full 

knowledge of the implications of the delivery period quoted by them in 

terms of the above. 

 

 

 

39. Although the time within which delivery is required is invariably indicated in the 

 Special Limited Tenders, the delivery period furnished by the firm in their 

quotation are accepted and indicated in the orders placed in good faith that 



supplies will be received within the delivery period. But it is observed that most 

of the suppliers do not stick to the delivery period indicated by them. Firms 

should be careful in furnishing the delivery period in their quotations and should 

stick to it failing which action as deemed necessary will be taken as per terms of 

contract. 

 

 

 

                                                                                                        

WARRANTY 

 

40. All items of Plant and Machinery and such other items of stores where defects 

come to notice only after it has been put to actual use are subject to the following 

warranty clause : 

 

(i)  Sellers/Contractor shall warrant that everything to be furnished hereunder   

                  shall be free from all defects and faults in material, workmanship and         

                  manufacture and shall be of the highest grade and constant with the   

                  established and generally accepted standards for material of the type ordered  

                  and in full conformity with the contract specifications, drawings or samples, if  

                  any and shall if operated properly. 

       

           (ii) This Warranty shall survive inspection or payment for and acceptance of the   

     goods, but shall expire fifteen months after their delivery at ultimate  

     destination  in India or twelve months from the date of placing in service at     

     ultimate destination in India, whichever shall be earlier except in respect of  

     complaints/defects and/or claims notified to the Seller/Contractor within three  

     months of such date. Any approval or acceptance by the Buyer of the Stores or  

     of the material incorporated herein shall not in any way limit the  

                 sellers/Contractor’s liability.   

      

           (iii) The Sellers/Contractor’s liability in this respect of any complaints, defects 

and/or claims shall be limited to the furnishing and installation or replacement 

parts free of any charge or the repair of defective parts only to the extent that 

such replacements or repairs are attributable to/or arise from faulty 

workmanship or material or design in the manufacture of the stores provided 

defects are brought to the notice of sellers/contractors  within three months of 

their being first discovered during the guarantee period of three months from 

the date of expiry of warrantee period or at the option of the Buyer to the 

payment of the value, expenditure damage as hereafter mentioned. 

                                                                                      

    

           (iv) The Sellers/Contractors shall ‘if required” replace or repair the goods or such 

portion thereof as rejected by the Buyer, free of cost at the ultimate destination 

or at the option of the Buyer, then Sellers/Contractors shall pay to the Buyer, 



value thereof at the contract price and such other expenditure and damages as 

may arise by reason on the breach of conditions herein specified. 

                 

                                                                                  

   

  

           

                     (v) All replacements and repairs that the Buyers shall call upon the 

Sellers/Contractor to deliver or perform under this warranty shall be 

delivered and performed by the Sellers/contractor within three months 

(Promptly and satisfactorily). If the Sellers/Contractor so ‘desire/desires’ 

the replaced parts can be taken over by their/him or their/his 

representative in India for disposal as they/he deem/deems fit within a 

period of three months from the date of replacement of goods/parts; At 

the expire of this period no claim whatsoever shall be on the buyer. 

       

        

                    (vi) The warranty therein contained shall not apply to any material which 

shall have been required or altered by the Buyer or on his behalf in any 

way without the consent of the Sellers/Contractor so as to effect its 

strength/performance or reliability or to any defect to any part due to 

misuse, negligence or accident. 

     

         

                   (vii) The decision of the Controller of Stores (Buyer) in regard to 

Seller’s/Contractor’s liability and the amount, if any, payable under this 

warranty shall be final and conclusive. 

 

ARBITRATION 

 

41.       In the event of any question of dispute arising under these conditions or in 

connection with the contract (except as to any matters the Principle for decision of 

which is specifically provided for in these conditions) the matter in dispute shall 

be referred to two arbitrators. One to be nominated by the Chairman, Chennai 

Port Trust and one to be nominated by the Contractor or in the case of said 

arbitrators not agreeing, then to an umpire to be appointed by the arbitrators, in 

writing before proceeding on the reference and the decision of the arbitrators, or 

in the event of their not agreeing the decision of the said umpire shall be final and 

conclusive under the provisions of the Indian Arbitration Act 1940 and the rules 

there under, and any statutory modification thereof shall be deemed to apply to 

and be incorporated in the contract. 

 

 

 

        Controller of Stores, 

        Chennai Port Trust. 


