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STANDARD OPERATING PROCEDURE: SPONSORING OF DGR EMPANELLED PRIVATE SECURITY AGENCY

(With Effect From 01 Sep 2011)

Introduction
1.
In accordance with Government of India Office Memorandums issued from time to time all Central Public Sector Undertakings (Principal Employer), have been directed by Government of India to engage DGR empanelled Private Security Agencies for providing Security Services to their respective organizations. In addition some of the Private / Corporate Organization (Principal Employer) are also placing request for providing Security Services; and they (Principal Employer) are also being sponsored DGR empanelled Private Security Agencies. A SOP on Sponsoring of DGR Empanelled Private Security Agency was issued on 01 Jan 2011. With due course of time, based on the feedback generated from the environment and lessons learnt within the DGR, it has become necessary to amplify certain aspects for smooth operation of the Employment Directorate.

Aim
2.
This revised and amplified SOP lays down the procedure for processing the requisitions received from Principal Employers for sponsoring of DGR Empanelled Private Security Agencies.

Requisition Process
3.
Performa. All Principal Employers requiring DGR empanelled Private Security Agencies in accordance with DGR Sponsored Security Scheme, for their establishment, are required to project their requirement of Security Guards (Armed and Unarmed) and Supervisors in the Requisition Performa. The requisition form is available on the DGR website www.dgrindia.com. In case of incomplete details as per Requisition Performa format, the Requisition Cell will return the same to requisitioning authority for completion. A record of the same will be maintained in the register.

4.       Timeframe and Transmission Means.
The Requisition Performa shall reach DGR preferably at least three months prior to: - 

(a)
Commencement of the fresh security contract / termination of their existing Security contract.

(b)
By any of the following means: -

(i)
By Post to
Administration and Coordination Officer

Directorate General of Resettlement

West Block-IV, RK Puram

New Delhi – 110066
(ii)
By Fax to (to be followed by ink signed copy)
Administration and Coordination Officer

Directorate General of Resettlement

011-26171456

(iii)
By e-mail to dgrjdempandreg@gmail.com (to be followed by ink signed copy)
(iv)
Through Authorized Representative.

5.
Records of Requisition.
 All the requisitions received are to be docketed by the DGR mailing section (post, email and fax); and forwarded to the Private Security Agencies Empanelment and Requisition (E & R) Cell of DGR.  The records of all requisitions received by post, fax, by hand and email shall be maintained by the DGR mailing section as well as the Requisition Cell in separate register.
DGR Private Security Agencies Empanelment & Requisition (E& R) Cell

6.
E & R Cell: Composition & Role. All functions pertaining to receipt/docketing/accounting/vetting/processing/forwarding/monitoring/issuance/archiving records etc of all Requisitions and Empanelment will be dealt by the E & R Cell. It will function separately and directly under the personal supervision of the SO to DG / Adm & Coord Officer in absence of the SO. This Cell will perform all tasks related to twin aspects of handling of Requisitions; and Empanelment of new Security Agencies. 

7.   Requisitions. 

(a)
Pre-Sponsorship Process. On receipt of the Requisition Performa at DGR, the details of requirement of Security Guards/ Supervisors etc will be compiled by the E & R Cell in its computer; and each requisition allocated a unique auto-generated Identification Number. For this, all Requisitions will be recorded on “first come first serve” based on the Seniority of Date and Time of Receipt of requisitions by fax /email or if received by post, based on date of Receipt as recorded in Central Registry. 

(b)
Preparation of Requisition Data Sheet. The requisition details will be consolidated State-wise and forwarded to respective Zonal Sponsoring Sections, in separate folders in the form of Requisition Data Sheet along with a copy of Requisition Performa for sponsoring DGR empanelled Private Security Agencies. Receipt of forwarding/acceptance duly signed will be maintained with the Cell. The consolidated State wise requisition data sheet shall have the name of the State; date and time of receipt of requisition, unique auto-generated Requisition Identification Number, Name of the Principal Employer, Location of Principal Employer, Number of Guards requisitioned number of agencies required; and period of contract
(c)
Time-Frame. All requisitions received till 10th, 20th and last day of the month are to be forwarded to the Zonal Sponsoring Section on the next working day. The original Requisition Performa shall be retained in the E & R Cell.  A copy of the consolidated Requisition Data Sheet details shall also be forwarded to PD (Emp).
(d)
Post-Sponsorship Process. Once the Sponsoring Section has completed the sponsoring, the same will be endorsed on the Requisition Data Sheet by Zonal Sponsoring Section indicating the unique identification automatic generated number of Sponsorship letters; and returned to E & R Cell, duly signed by the dealing Joint Director, for recording in the Computer and Register of Requisitions. In exceptional cases wherein requisitions are not sponsored and carried-forward to the next sponsorship, the reasons for the same will be written on the Requisition Data Sheet before returning to E & R Cell.

(e)
Progress Report. OIC E & R Cell will give a monthly report; as on last day of the month, to DG(R) and PD (Emp) to cover the following:-

List of States JD  Last Sponsorship   Last Requisition    No of Pending
Wise


  Date

     Date 

     Requisitions


8.
Empanelment. The following types will be considered for processing of issuance of empanelment certificates:-

     (a)  New applicants.

(b) Older Empanelled and approved by DG for converting into private limited company or addition of new directors or change of state/ change of commercial address.

(c)   New Applicants


(i)    All new applications received for empanelment of a Security Agency will be entered in a separate register.

(ii)
   Applications will be checked for completeness in all aspects and processed as per guidelines issued vide 0049/DGR/PD (Emp)/E & R Cell dated 08 Sep 2011.     

(iii)
  The same will be processed by a BOO comprising OIC, E & R Cell with two members from Emp Dte including Joint Director of the concerned State. Third member will be rotated for each BOO. The BOO proceedings, if approved, by the PD, will be put up to the DG for perusal. An applicant will be intimated for empanelment by email and registered post. A block date will be given for collection of Empanelment Certificate. The applicants not approved for empanelment by the BOO/PD/DG will also be intimated accordingly giving reasons for non-empanelment. 

(d)
   Old Empanelled Applicants.  BOO will carry out scrutiny with more diligence for correct calculation of guards availed from all N-2s since initial empanelment; and cross-checking from PSUs / PSEs, (whenever required, e.g. in case of receipt of complaint). Also, current status of job-employment, if any, of the new director/directors will be ascertained. Fresh non-employment affidavit by all proposed Directors in case of converting into Private Limited Company; and fresh lease agreement for commercial office in case of change of State will be checked apart from all other mandatory documents as given in the Rules.
Zonal Sponsoring Section

9.
Each Zonal Sponsoring Section shall be headed by a Joint Director and comprise following States / Union Territory:-

	S.No
	Zone
	State

	(a)
	I
	Delhi, North Eastern States viz Assam, Arunachal Pradesh, Manipur, Meghalaya, Mizoram, Nagaland, Tripura and Sikkim.

	(b)
	II
	West Bengal, Bihar, Madhya Pradesh, Chhatisgarh, Jharkhand and Orissa.

	(c)
	III
	Andhra Pradesh Karnataka, Kerala, Tamil Nadu, Pondicherry, Andaman & Nicobar Islands and Lakshadweep.

	(d)
	IV
	Maharashtra, Daman & Diu, Dadra & Nagar Haveli, Gujarat

	(e)
	V
	Jammu and Kashmir, Himachal Pradesh, Haryana, Punjab, Uttar Pradesh, Uttarakhand,  Rajasthan


10.   Functions.
The role of each Zonal Sponsoring Section encompassing their Zonal states / Union Territory shall be as follows:-

(a)
Custody and Updating of all files of Security Agencies of respective Zones duly docketed.

 (b)
Handling all correspondence with the Principal Employers and Security Agencies.

 (c)
Updating the data on their personal computer and PD (Emp)’s computer about status of Security Agency, number of  guards sponsored and reflected in N2 returns, reasons  for  discrepancies and action taken. Also, maintain the Zonal Register (Change of Status) as approved earlier. 

(d)
Issuance of Show Cause Notice and follow up actions. 

 (e)
Prepare Noting for each sponsorship, getting the same vetted by BOO prior to approval from PD (Emp); and final sanction from DG. Two officer members of BOOs will be so rotated that no three consecutive Notings (of the same state) have the same two members except for Zonal JD initiating it. The BOO will cross-check all aspects for correctness. 
 (f)
Issue  and dispatch of Sponsorship Letters to CPSEs and Security agencies will be done in precedence of-first by e-mail, followed by FAX; and finally by Registered Post. A “Sponsorship Dispatch Correctness Certificate” will be pasted on each Sponsorship Noting by the respective JDs.

(g)
Maintain Shadow files.

(h)
Updating of roster.

(j)
Supplying authenticated information for reply to Parliament Questions pertinent to respective Zone to Emp Dte Coord Officer (Parliament Questions), to be nominated by PD (Emp).
(k)
Handling all court cases expeditiously of respective Zones, by filing counter affidavits; in conjunction with the Governmnt Councel engaged for the purpose.

(l)
Respond to RTI matters and feeding authenticated inputs to Emp Dte Coord Officer (RTI to be nominated by PD (Emp).

Category of DGR Empanelled Private Security Agencies
11.
Each Zonal Sponsoring Section shall categorize all DGR empanelled Private Security Agencies (Individual Proprietorship, Private Limited and State ESM Corporations) of their Zone under the following heads:-

(a)
Operational. 
DGR empanelled Operational Private Security Agencies. 

(b)
Non-Operational. DGR empanelled Non Operational Private Security Agencies (Overage, Quota Over, Proprietor expired; Defunct, Dis-empanelled, withdrawn from scheme etc.)

(c)
HIA. DGR empanelled Private Security Agencies whose Sponsorship have been held in Abeyance (Non possession of State License under PSARA 2005, Non-timely submission of Reports and Returns, Return of Sponsorship letters undelivered, Show Cause Notice reply pending, inquiry / investigation in progress, Non participation in tendering process despite DGR sponsorship etc.) Registration number of all companies Held in Abeyance will be put up on the DGR website along with reason for being HIA.  The same will be updated on first working day of every alternate month. PD (Emp) will coordinate and ensure the same.
(d)
Merged.  Conversion of DGR empanelled ESM (O) Operated Individual Proprietorship Private Security agencies and Merged into ESM (O) operated Private Limited Security Company empanelled with DGR.

12.
 The change of the status (HIA / Operational / Non Operational /  Merged), State, Type (Individual to Private Limited) of any agency shall be carried out with the written approval of PD (EMP); and  final sanction by the  DG in writing on the register to be maintained for this purpose.

13.
The change of category, change of State; and conversion into Private Limited Company shall be effective only on approval by PD (Emp) and final sanction of the DG.

Operational Private Security Agencies
14.
The Zonal Sponsoring Section shall maintain the records of all the DGR empanelled Operational Private Security Agencies of their Zone under the following heads:-

(a)
Type of Agency- Individual Proprietor / Private Limited Company / ESM Corporations.

(b)
Empanelment Number of the Agency and Registration Number of its Proprietor / Directors.

(c)
Address including landline FAX, and mobile numbers of the registered commercial office of the Private Security Agency.

(d)
Date of birth of the Proprietor / Directors of the Private Security Agency.

(e)
Choice of States of the Private Security Agency.

(f)
Quota of ESM Guards Availed [Total number of ESM Guard (armed / Unarmed / Supervisors)] as per sponsorship and as compiled from N2 and other sources.  On receipt of N2 return every six months, the same will be scrutinized for correctness and figures as above reconciled.
(g)
License of Operation. Under the provisions of Private security (Regulations) Act, 2005, holding of license is mandatory for the carrying on of business of Security Agencies and other related matters. All security agencies/Private Limited companies/State ESM Corporations empanelled with DGR are required to possess a full/entire state license of operation to run a security agency. A self attested copy of the license will be submitted by them with DGR.  The full/entire state license of operation for running a Security agency must be submitted for the first choice of state of operation. The following points shall be complied with:-

(i)
In case the copy of license is not produced, the agency will be Held in Abeyance for sponsorship.

(ii)
In case the license is produced for more than one state, the agency will be sponsored for its first state of choice only. The agency will be sponsored for second/third choice state only if there is no ‘first choice’ agency of the state empanelled /eligible waiting for its turn; and provided the Agency has  submitted the copy of License for second / third state also.

(h)
Remarks. (Record of change of state; and commercial addresses)
Sponsorship Roster / Norms
15.
A common roster State-wise shall be maintained for the following DGR empanelled Private Security Agencies:-

(a)
Individual Proprietorship.

(b)
Private Limited Companies.

(c)
ESM Corporations.

16.
All sponsorships will be done in the cyclic order of the seniority of empanelment number of the operational agency as given in the Requisition Data Sheet for one / two years only as per requirement of the requisitioning authority. However, while sponsoring it will be ensured that authorized quota of the Agency is not crossed in any case.
17.
No change in seniority of Requisition Date / Time while sponsoring will be accepted, except on proper justification on Noting for approval to deal with exceptions like:-

(a)
Quota Restriction adjustment and / or

(b)
Nearing Quota Over / Quota will be crossed.

(Note: Even for such exception, benefit of Area ‘A’, ‘B’, ‘C’ will also be adjusted to avoid any special benefit to specific agency.)

18.
Minimum/Maximum Limit. All individual agencies shall be sponsored for minimum of twenty five guards (cumulative) to facilitate a level allocation to each agency. This shall reduce the variance in the number of guards for which each agency is sponsored as Number one. For Private Limited companies the minimum sponsorship figure would be the number of empanelled directors multiplied by twenty five. As far as possible, the sponsorship to each individual agency/Private Limited Company will be as close to the minimum figure, within the set of requisitions being considered for that particular sponsorship.  In cases where the minimum figure is not reachable in a particular set, the balance to achieve the minimum figure will be considered in the next sponsorship.

19.
Individual Proprietorship Agencies shall be sponsored for a maximum of 50 numbers of guards per sponsorship. Similarly, Private Limited Agencies shall be sponsored for a maximum of 50 guards multiplied by the number of Directors of that company. This will be more of an exception rather than a norm. This is to give a fair chance to newer agencies waiting in queue to commence business; and inordinate waiting period is somewhat minimized.  

20.
Matrix. The sponsorships shall be done using the following:-

(a)
>50 But = 100. In case the requisition of guards is more that 50 but less than or equal to 100; and there is no Private Limited Company waiting in its turn for the set of requisitions being considered then the sponsorship may be given to one individual agency with a condition that it will not be considered in its turn for the next cycle of sponsorship and agency has adequate balance of quota.

(b)
>100 But </= 150. In case the requisition of guards is more than 100 but less than or equal to 50 x Number of Directors and there is no Private Limited Company waiting in its turn for the set of requisitions being considered, then the sponsorship shall be given to the next Private limited company waiting in seniority for its turn, although as per cyclic order it may have some individual agencies ahead of it.  If the number of guards is more than 50 x No of Directors of the private limited company next in turn, but less than or equal to 50 x No of directors, then it will be shared between two private limited companies. This also would involve private limited company being considered ahead of individual agencies. However, these private limited companies would forego their turn when they come up in seniority in the next sponsorship cycle..
(c)
>150. The requisitioning authority will be asked to give separate requisitions in groups 50 to 100.
(d)
In above cases of (a) and (b), the higher number of guards in any permutation / combination will be given to senior most agency; and thereafter to next agencies in turn.

(e)
In case of the larger sponsorships, the case shall be presented with justification for the approval of PD (Emp) and DG(R). 

 (f)
Other cases may come up wherein the number of guards is so much that it would exceed the quota for the individual/private limited company if it runs for more than one year. In such cases due approval of DG will be taken to allocate guards.

21.
In case the PSU cancels the tendering process; then the sponsorship letter shall be treated as cancelled; and the agency sponsored as number one shall be once again  eligible to be sponsored as number one, out of turn but not to the same PSU again (in cases of re-tendering).  

22.
In case the Proprietor intimates that due to some reason he shall be unable to respond to the sponsorship for a particular period of time then that request will be entertained by the DG only if such request is received one month in advance, along with the period for which the agency is not be considered for sponsorship.

23.
The DGR sponsorship norms shall be overriding criteria over any special request made by the PSU.

Sponsorship other than First Choice of State
24.
In case all Agencies in a particular State have been allotted their quota of security guards; and / or due to non-availability of agencies, then the Security Agencies that have given second or third choice as the State under consideration, may be sponsored subject to sponsorship norms as mentioned above including submission of full state licence of second/third states to the DGR. Such agency will not forfeit its seniority in original state it was registered for.

Quota Availed Nearing the Max-Limit Cap 
25.
In case the quota availed by Individual Proprietorship agency as per the latest strength Return (including under-negotiation sponsorships wherein it is senior-most; but not included in N-2 because sponsorships letters are issued after 30 Jun/31 Dec) is more than 250 guards then in that case further number of guards per sponsorship to that agency shall not exceed 10 guards per sponsorship so as to prevent exceeding of the quota of guards of 300 guards, unless N2 return in indicates otherwise. A similar restriction o not more than 20 guards per sponsorship will be applicable to Private Limited Companies with total authorized quota of Private Limited Company minus 100.

Sponsorship Noting
26.
Preparation. Each Zonal Sponsorship section within seven days of receipt of consolidated Requisition Data Sheet shall prepare State Wise Sponsorship noting. The requisition details of the last security agency working for the Public Sector Undertaking will be checked against the N2 returns of the concerned agency.  If the details are not matching with the N2 returns, the concerned agency will be placed in HIA until it proves the correctness of its N2 returns. The Sponsorship noting shall clearly highlight the basis on which agencies are being sponsored for a particular Principal Employer and location. Each Sponsorship noting shall be allocated unique auto - generated Noting Identification number against which details of agencies recommended for sponsorship, number of guards required, balance quota of each agency, seniority sequence of agencies and minimum number of agencies to be allocated the contract on equitable basis shall be indicated. It shall be ensured that recommendation for sponsorship shall be based on the cyclic order as per the State wise roster maintained by the respective Zonal Sponsoring Section and the sponsorship norms.

27.
Vetting by BOO. The noting prepared by the Zonal Section shall then be vetted by a Board of Officers comprising of minimum of three Joint Directors of the Employment Directorate.  Two officer members of BOOs will be so rotated that no three consecutive Noting (of the same zone) have the same two members except for Zonal JD initiating it. The BOO will cross-check all aspects for correctness. The Sponsorship noting duly recommended by the Board of Officers shall then be put up for the perusal and approval of the Principal Director (Employment). The duly approved Sponsorship noting shall then be put up for the perusal of DG(R).  The record of all the Sponsorship Noting generated shall be maintained in a register and same signed by the the respective Zonal Joint Director (Emp).  Only after the perusal of the DG (R) shall the sponsorship letter is printed. The sponsorship letter will be prepared within 10 days of the consolidated requisition data sheet. 

Sponsorship letter
28.
Sponsorship letter will be prepared by the respective Sponsoring Section and signed by the respective Joint Director (Emp) with name, rank and appointment. JDs will sign for PD (Employment). It shall be ensured that the Sponsorship Noting and Sponsorship Letter auto generated Identification Numbers are absolutely identical. The office copy of sponsorship letter shall be countersigned by the Principal Director (Employment) in accordance with the perused Sponsorship Noting.  The validity of the sponsorship letter shall be 90 days from the date of signing of the sponsorship letter. 
29.
The record of ink signed copies of the Sponsorship Letters shall be maintained by the Joint Director and would be distributed as follows:-

(a)
Principal Employer.

(b)
Each Sponsored Security Agency.

(c)
File of Each Sponsored Security Agency.

(d)
Shadow File.

(e)
E and R Cell.

30.
The details of sponsorship letter shall first be forwarded to the Principal Employer and the sponsored agencies / companies at their official email ID, and then by dispatching sponsorship letter by registered post. Emails will be sent the same day as approved by DG. The letters will be handed over to the Mailing Section only after emails have been sent. 
Mailing Section
31.
The mailing Section will dispatch the sponsorship letter to the addressees by Registered Post and a record of dispatch maintained sequentially based on Sponsorship Letter Identification Number. 

Return of Requisition Folder
32.
After issue of sponsorship letter, concerned Zonal Sponsorship Section shall return the State-wise Requisition Folders to the ‘E & R Cell’.  The ‘E & R Cell’ will update the details of sponsorship on the computer, on the consolidated State-wise list.

Show Cause Notice
33.
A Separate register of details of Show Cause Notice issued shall be maintained State wise and follow up ensured. This register is to be put up for perusal on monthly basis to DG(R), on first working day of the next month. 

34.
It has been observed that anonymous letters are received against an agency just prior to the agency falling due for sponsorship in the cyclic order. The complaint from any other DGR empanelled agency or anonymous letter shall be given cognizance only after the credentials are verified. After checking the authenticity of the complainant shall any agency is put on HIA.  In case the credentials are not verifiable then the sponsorship is not to be withheld till receipt of reply of Show Cause Notice / comments on the complaint.

Miscellaneous
35.
Updating of Data. The “N2 Report” i.e. the Strength Return shall be submitted by all the DGR empanelled Private Security Agencies every six months as on 30 Jun and 31 Dec respectively. The details furnished, after cross-checking from PSUs/other agencies (whenever required), shall be updated in the database of DGR empanelled Private ‘Security Agencies by respective Zonal Sponsoring Section. In case the Strength Return is not received within thirty days of the due date, the sponsorship for that agency shall be held in abeyance.  Each Zonal Sponsoring Section is to keep the data pertaining to details of sponsorship and total quota availed updated besides updating the change of address / tele intimated by the Private Security Agencies. 
36.
Extension of Ongoing Contracts. Normally no Request for extension of on-going contract shall be granted. Exceptional cases will be approved by the DG (R) on Noting
Outcome of Sponsorship
37.
The Principal Employer as well as the agency / company / corporation shall intimate the outcome of the sponsorship within three months from signing of the sponsorship letter under the following head:-

(a)
Contract awarded to (Name and Empanelment No of Agency / Company/ Corporation, Number of guards allotted and the contract period).

(b)
Negotiations in process.

(c)
Tender cancelled / tender not called for within 3 months of issue of sponsorship letter.

38.
In case the proprietors, directors or the Principal employer fail to inform the DGR of the outcome of the sponsorship as mentioned above then further sponsorship will be held in abeyance till intimation of the previous sponsorship are sent by the Principal Employer.
 39. 
PD (Emp) will be overall responsible to ensure that the SOP is followed in letter and spirit. He will personally check all sponsorships for their correctness in all aspects.
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