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General Insurance Corporation of India
www.gicofindia.in
Standard Operating Procedure (SOP)

For verification of all documents such as CA Certificates, Valuation Reports, Title Deeds,
Legal Opinions, Surveyor Reports and reports of other such professional whose services are
either engaged by or whose reports/inputs are relied upon by General Insurance Corporation
of India. As advised by the Department of Financial Services, Ministry of Finance,
Government of India, all departments and offices of GIC of India are to follow this SOP.
These points must be incorporated in the MOU/ contracts etc. signed with the professional
person/ firm. It would also form part of the tender documents, appropriately worded.

A) For verifications to be done at the time of engaging the person or firm:

1. The instructions/guidelines and issued and Standards/ benchmarks set by the different
ministries of the Govt. of India, Regulator and govt. recognized or authorized bodies, are to
be taken into account, to the extent applicable .Some examples are: Controller of Certifying
Authorities, Bureau of Indian Standards, Bar Council of India, Institute of Chartered
Accountants of India, Council of Architects, Indian Institute of Insurance Surveyors & Loss
Assessors (III SLA) and Indian Institute of Valuers, Comptroller and Auditor General of
India.

2. In the case of such professionals who are based abroad, it is to be confirmed that the relevant
Govt. / regulatory guidelines are being followed. Competitive Price Discovery must also be
done wherever applicable and feasible.

3. Guidelines/Circulars issued by the Central Vigilance Commission, India shall override any
provision of the SOP not consistent with the same.

4. Records are to be stored in e-format/ scanned format also, so that retrieval, when required, is
facilitated. ' A

5. K.Y.C. norms as laid down by the Government of India or concerned Regulator/ Authority for
the relevant document must be followed.

6. Application forms from such professionals, for the purpose of empanelment and/or
engagement for various purposes, are to be vetted keeping in view this SOP.

7. Basic Information required to be checked: ‘

a) Full Name(No abbreviations or initials) of Individual/ firm
b) Father’s name (in case of individuals)

c) Permanent Address of person/s representing firm

d) Current Address of person/s/firm

e) Office Address for Communication

f) Office Landline Tel. Number

g) Mobile Number

h) PAN

i) TAN (If applicable)

j) Bank details e.g. Bank Name, Account no. IFSC, etc.

k) Enrolment ID provided by BAR council/ other such professional bodies.
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