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OFFICI ORIFR NO. 113 1988

Revised Purchase Procedure .

In supersession of the Purchase Procedure prescribed vide Office Urdoer
No.D7/1976 dated September 25, 1976, the following procedure shall be adopt ed

for concluding contracts Iolﬂtlnu to all purchases including common stock iteins
indented and purchased by TIFR, fabileation Jobs including rases whoere siipply of
free issue materials Is fnvolved, repairs, servicing, mnintennnco, Lranspaztation

2

and olher services rendered by the Furchase and Slores Sectlons,

1. IUDENTING AND.APPRUIAL OF FURTHIASE,

et Indents covering the requiiranents for equipment components, raw materials
q { Ul ) | ’

and all Lypes of stores needed by the Institule and also for Lthe services
{i.0: repairs, transportation of maberials, cte.) chall be ralscd in a
form prescribed by the Purchase Section. lndtnts shall be duly approved
by.thc authorlities to vhom approprlate posiers have been delegat od. ‘Hnlorﬁ
the indents are approvod and sent to the Purchase Sectlon, the authority
approving the Indent should ens ure Lhat he has the power to approve the
indents to the extent of the ¢stimted value of the itoms indented,
satisfy himself that funds are avallable aml Indicate the budget heading.
Those ampouered Lo approve Livlents shall ensure maxinom possible
consolldation of Lheiv requls et « aaalnst each fLan while ralsing
indents. 1Indents for Ltens of rquipment and sloyes of proprletary
nature (1.e. when a particular make, moJ 1l of an equipment or product

of a particular manufacturer 14 lndnnLnI when itlm” of stinllar nature

or near equlvalents are avallable from mo1n than one souxcp) should be
supported with sufficlent technical Justilicntlon for cholco of the

proprletary make.




2.1.1
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Purchase and Accounts Sectlons should be kept informed from time to time about
the varlous qrades of staff meubers empowered to ralse Indents and the financial

limitg upto which such powers are deleqated.

Purchase and Accounts Sectlons will engure that approval by the competent

authorlties 15 avallable before purchasae contracts are entered Into.

MODE OF PURGIIASE:

On recelpt of an indent Ln the Purchase Sectlon, the Purchase Officer, after
satisfying himself that the indent is complete in all respects, shall decide the
mode of purchase and procure the itom by adoptina any one of the following modes of
purchase taking into account the history sheets related to previous purchase of

such items and such other data as may be available in respect of the item. In
declding the mode of purchase In respect of Inported Ltems, the C.1.F, value shall
be the criterion for applying the prescribed financial limits. An invitation to
tender should normally be issued only to the approved suppliers reqlstered with the
Purchase Secllon, leectorate of Purchase and Stores, DAE, Directorite General of
Supplles and Disposals, Natlonal Small Ipdustries Torporation or those listed In the
Hand Book of Indiqenous manufacturers published by DaID. For thls purpose, the
Purchase Sectlon may, with the approval of the Purchase & Stores Tommittee, reqister
as many suppliers as posslible who will be 1n‘a positlon to meet the requircments of
the Institute. BEnquirles may be sent to unreqlstered firms only on the basls of
recommendation of the indentor (a) in respect of some speciallsed requirements and
(b) also wheore the field is limited and suppllers do not qet thanselves reglistered
with the Purchase Section. For inported itoms and'stores, however, the respective

forelqn manufacturers/suppliers ana/or thelr Indian agents shall be contacted.

OPEN TENDER/PUBLIC TEIDER @

Purchase shall normally be made by Inviting Open Tenders in all cases where the
estimated value of an Lftem or Ltems of simllar nature covered by an Indent to be

purchased at a tlme exceeds Rs.1,00,000/-.

"Open Tender" system can be dispensed with and "L{mitod Tnndﬁr" system adopled as
the mode of purchase even when the estimated value of ‘an item or iteoms of similar
nature covered by an Indent to be purciased at a time cxcncdslﬂs.l,O0,0DO/— in the
followlng clrcumstances with the prlor'approvnl of the Director, TICH, provided

detailed justification for dispensing with the issue of Cpen Tender is recordeds

eee3.




2.1.2

2.1.2.1

2.1.3

2.1.3.1

2.1.4

g3y
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vhen the requirement of stores is urnent and the desired delivery

schedule cannot be met if open tenders are invited,... °
when the sources of supply are definitely known and limited,
when it is not in the publlic interest to call for open tenders,

when stores are reserved for purchase from a specified category of

industry as per pollcy decisions of the Governnent, &

when the field has already been .explored by open tehder for similar
items during the period of about one year preceding the date of
the indent.

In such cases, depending upon the estimated value of items, the field should
be covered adequately by contactinn as many suppllers as possible on the

basls of the guidelines provided under para 2.1 reqarding selection of
suppliers. .

LIMITED TENDER:

Purchase shall normally be made by "Limited lender" in cases where the
estimated value of an item or items of similar nature covered by an indent
to be purchased at a time exceeds Rs«.3,000/- but does not exceed
Rs.1,00,000/-. It shall, however, be ensured that the field is covered
adequately by contacting as many suppliers as possible depending upon the
estimated value of the items subject to the condition that the tender is
issued to aﬁleast seven suppliers in the field(unless the source is less
than seven). Selection of suppliers will be done on the basis of quidelines

lald down under para 2.1.

SINGLE TBIDER: | ‘

A single tender may be invited when an ltemn or items of stores covered by
an indent are avallable from only a sinale source e.a. where the stores are
gpare parts, attachments, etc., required for an existing equipment or the
item of stores is a monopoly product of a slngle manufacturer or a

proprietary ftem etc.

"AB-INITIO" NEROIIATIOU:

2.1.4.1 The system of "Ab-initio" neqotiation moy be adopted with the prior approval

...4.




2.1.4.2

of the Director, TIFlt, in exceptional cirdpmgpan;es,ye.é.

a).mhgre there is no.conaetibion, OF. ., suwiuis
b) where there 1s shortaae of capacity,xcgéJ
c) where Tt 1s:ih:the public interest to adopt thié_systdn.

Where "Ab-initio" neqotiation is adopted.asithemode of purchase, a

.1aghﬁgj,t&ndki¢?;:mr Including. ;gnﬁkﬁtfaﬁéﬁas;wﬁﬁaﬂigps and other allied

2.1.5

2'1.5.1

Negotiation shall be copducted with such of t

details of stores shall be forwarded to the SUppliers concerned with
instructions that they should go thrOUqh the detalls thoroughly and
return it with the undertaking that they have fully studied and
understood the requirements correctly and can“meet”thé”requiranent.

those | suppliers who have
agreed to meet the requirements by a comnittee appointed by the
Director, TIFR. The results of the negotiation should be qot confirmed
in writinag by the suppliers, particularly the anreement reached on
price and other commercial conditlons before a‘purchase order is
issued. ; :

RATE AND RUNNING COHTRACIES:

In respect of stores for which there is reqular and recurring
demand, the price of which is not subject. ‘to appreciable fluctuation
and in-case of common user items: required by the Institute, the
Purchase Section shall conclude Rate or Runninq Contracts based on
Public Tender for an appropriate per{od(not exceeding two

years at a time.

2.143.2 Purchases can be made aqainstvnate/hunnqu contracts entered into by

the Directorate General of Supplies and Disposals‘subject to the
condition that the delivery schedule préséribed by the indentor

can be met by the supplier acainst Raté Contracts. In cases of urgent
needs where there is likely to be delay in pettina supplies of

DG5S & D rate contracted items through operation of such rate contracts,
the same items could be purchased fromithe opén market as long as

the price to be paid for such items does not exceed those

stipulated in the rate contract.




LMERGENCY REQIRLMLIL G0

In case of ancraent terptitanents relaling Lo any .vital flacililies al
TIFR or at its fleld stations, Lhe Direcltor, I'lIR, may at hls
discretion decide and authorise any mode of purchase in deviation of

the noxmal procedure havinag reqard to the canons of financial_proprlety-,

DISPEMSATICH OF TRIIED I FCRLALLTTESS

No tenders need be invited for the purchase of stores in respect of
the following cases and purchase shall be made by adopting any of the
following modes depending Upon Lhe clreumstances and the estimated

value of itons of stores covered by an indent.,

CASH PURCIIAGE:

ihen the total value of an iten or itans of similar nature to be
purchased at a time does not exceedPs, 1,000/~ purchase shall be made

by cash.

In the following types of cascs, even though the value does not excecd
Rse 1,000/= reqular purchase orders may be placeds

a) Foreian purchases,

b) Purchase.of materials from up-country fiims,

c) \Mhere itans to Le purchased are reduired to be despatched to

outstations,by the suppliers,

s Where the sale proceduresof a.particular supplicr does not provide

for cash sale, and
]

Ihere the nature of transaction makes 1t necessaiy to issue a

Teqular purchase order.

3¢1l¢1e3: 1In cases of giierqency or uUraent reqgulrement cash purchase upto a Limit
of Rs.2,000/- may be made with the prior approval of the Reaistrar.
Such purchases exceelding Lhe Iimit of Ng.2,000/= may be made with prior

approval of the Ulrector.




3uLe2 TELEHCTG QUL

3.142.1  Vhere the value of an Llon or iluns of similar nature covered by an
indopt to bd puxchased al a Lime nxcncds M.!ﬂUUU/—hut does nol cxcred
Rs.5;000/~ quotations by telephone shall be oblained from atleast five
fiams from Lhe approved supplicrs list(unless the source of supply is
‘less than flve). Quotallons may be oblained ellher by Lhe Indenlor
or by the Purchase Schlon. fagtattons obLlalned by Lhe indentor wihll

be 1n wrltlng and addreassed Lo Lhe BPuxehase O eoyp.

3¢1.2.2 . Fimms fran whom telcphonie quotations are oblained as per 3.1.2.1 above

shall be asked to confirm in villing that Lhe quotation has bee

correctly recorded.

ey

J¢1.2,3 There shall, however, be no objockion in inviting Hmibled Lendere
instead of obtalning telaphonle quotations wherever there are
difficullles in processing puichases based on Lelephonle quotalions,
particularly in cases of {tuns of non-standard Lypes and itans nol

readily available in local maiket, etc,

S In case of urgency wliere the valve of an Lton or Itemg of similar nature
covered by an Indent to be puichased atl. a tLlie excecds Ia.H,000/= but
does not exceed Hs-lU,UUU/—)hth the prior approval of the Reglstrar,
quotatlions shall be obtained by thtphonu franm alleast five firtmsg

unless Lhe source of supply Y6 leas than five) vho shall be asked In
iy

wriling to confiim that Lthe quotallon has been cor: ectly recordeds wiow .

Jelsd REPEAT (RDER:

Fekiduk If an indent 1s received for an Ltan or ftans of stores of Ldentlcal

description for which an earller purchase oi1der has been placed, fresh
Lenderlng action may be dlsponse) with and purchase made on repeat
order basis, that iﬁ, elther hy|nnhnncinq the quanlily in the earlioer
purchase order or by placlng f1osh puichase order on-repeat basls
provided that: -




‘ L 4
the origlnal purchase order was placed on Lhe basis of a lowest

technically acceptable offer andwas nol on dellvery preference.

the new purchase order Is placed.wilhin six months from Lthe dale of

issue of the original purchase oider.
:
the requirement is for stores of identical description.

the supplier concerned is willing to accept a purchase order on

identical terms and conditions.

there 1s no downward trend of Lhe prices since the oriecinal purdhase

order was placed. (Ihis is to be cerlified by the officers concerned

in the Purchase Section).

the quantity to be ordered/purchased on repeat basis does nol exceed
1007 of the quantity as per the original purchase order or Rs.2.00 lakh

in value whichever is less.

efforts are made to obtain a suitable rebate from the supplier concernecl
for the increasec in quantity and the results of the cfforts are

recorded in writing before a repeat order is releascd.

h) repeat orders are not permilted/applicable for purchase orders placcd

on telephonic quotations(3.1.2) and cash purchasces(3.1.1).

FUATHASE POUERS:

Director, TIFR, shall have full powers to approve and slon purchase orders/
contracts and amendients thereto. lie may re-delemate his powers to officers

under him as consldered apprepriate.

Purchase orders/Contracts and amendment s thercto shall be approved and
siqned by offlcers in the [urchase Section and the Realstrar to the extent

of flnanpial powers delenated to thon by the Director, TIFR.

DIREST PURTHASE BY PROJETIS/EN7. SERYICES/FLIELD SIAT LS/ FACLLITIES

Heads of ProjJects/Enan. Serviees/Fleld Stations/Facilities shall have
powers to make purchase of stores dirertly without utilisina the service
of the Purchase Scction in respact of the following cases provided that Lthe

cost of such purchases does 1ol erxceed fs.20,000/- on each occasiom




In case of extreme urqency, :
cases where delay In receipt of stores will result in shut-down of
any operating plant/vital faclllity or affect the uninteriupted

activity in a Project/Enaq. Services/Fleld Stallon/Facility,

.cases where purchases can be conveniently and advantaccously

handled by Project/Enaa. Services/Field Statlon/Facility, &

d) purchase of life saving medlcines, druas and other sinilar itens.

Heads of Projects/Enan. Services/Fleld Stations/Facilities shall ensure
that the reasonableness of Lhe price payable i establiched by obtatning

Guotations from a mininum of five suppllers wherever possible.

Powers to make direct purchases shall be excrcised In consultation with
the Accounts Section of TLFR or the respective Accounts Section at-the
Fleld Stations.,

PRE-AUDIT:

Ho purchase orders exceeding Rs.95,000/= in value and amendments thereto
having financial isplications where the value of the order after

amendment exceeds Rs.5,000/- shall be released by the Purchase Section
unless these are pre-audited and certified to be In order by an
appropriate offlcer in Lhe Accounts Section. For purchase orders below
the value of Rs.S,OOO/-)only the financial conmitments and availabillty of
funds need be recorded by the Accounts Section. For Lthis puipose the

offlcers concerned in Purchase SCCtlon will refer SUCh cases after release

W, e et At L el e, Fea i e AR

of the purchase order to the Accouints Section.

ihile pre-auditing and certifying the purchase oiders whose value exceeds
Rs.D,OOO/L, the officer concerned In the Accounts Section shall ensure
that:

a) approval of the cospetent aulhorlty ‘exists for Lthe purpose,

.b) in case of proprietary items, detalled technical justifications,
where Necessary, for cholce of the prcprlotnry make are furnlished

by the lndentor,




suffliclent funds are avallable,

heads of account to which ezpenditure is to be debited

is correclly indicaled, :

1

lowest quotation ls accepted or satisfactory recasons
have been recorded in writing for not accepting the

lowest quotation,
proper procedure for making puschases is followed,

approval of the competent autihority is obtalned for
deviations from the procedure and also from the

standard terms and condltions of contract, where appllcable,

provision is made in the contract for safeouardlng Institute

property required to be entrusted to the contractor,:

paying authority has been correctly stipulated in the

purchase orders,

price preference wherever applicable as per the Govermment

order is accorded,

in case of purchase orders proposed on unregistered firms,

income-tax clearance certificate is obtalned and certlflgd

to be avallable in the Purdiase Section, &

when a purchase order ls proposed based on a single offer
received against a llmlted tonder, adequacy of the coverage
of field and reasonableniess of the price are certlfied by the

officer concerned In the Furchase sectlon.

There will be post audlt of purchase orders nhosc value does not

exceed Ns.3,000/- on a selective basis in a manner to be decided

by the Chalrman, Purchase & Stores Comnittee.

PAYNMENT OF BILLSG:

Payment against purchase orders placmd Ly the Pirchase Sectlon shall
be released by the Accounts Seecllon as per the mode and terms and

conditions stipulated in the purchase order. Bllls/invoices from

l'.lU.
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the suppliers for payment acainst purchase o1ders placed shall be
rocelved 1n the Accounts Sectlon. 1he Accounts Section shall among

all necessary chechsy o

a) verlfy the bllls/involces recelved from Lhe suppllers with
‘reference to the purchase orders, amendment to the purciiase
orders, receipt voucihers ralsed by the Siores Section and other

relevant records/communication, and

ensure that the prescribed certificates relatling to Eteise buty,
Sales-tax, free issue materials supplied by Lhe lnstitute, Bank
quarantees for advance/progress payment, Securily Deposlt,
Perlormance Bond, ectc., whenever asked for are avallable

before the payment 1s released.
DEVIATLCG) |

In cases where a deviation from Lhe Hoxmnl‘prUCﬂJUro for maklng
purchases is considered essential or vhere il is proposed to dispense
with open tcndérs, prior approval of the Director, I'lHR, shall be
sought bringing out clearly Lhe reasons necessitatlig such deviatlons.
Director, TIFR, shall permit the deviatiohs souaht oﬁly when he is
fully satlsfied that theve Ll sufflcient justification for such

deviatlons and reasons therefor are clearly recorded.

S mnie Office Qrdor will como into’@ffect from dpril:d, 1988.... o ;.

i
i

(Virendra Singh)
- DIRECTOR

Reg}strar - for circulation.




