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March 22, 1933

OFFIC GRIER NO. 13 19838

Revised Purchase Procedure .

In supersession of the Purchase Procelure prescribed vide Utfice Urdor
No.D7/1976 dated September 25, 1976, the following procedure shall be adopt edfor concluding contracts relating to all purchases including common stock tteansindented and purchased by 1 II fabileation jobea ineluditn eases where Supply of{ree issue materlals is involved, repairs, servicing, maintenance, Lranspartation
and other services rendered by the Purchase and Stures Sections.
le
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INDIITIIG AND. APPRUJAL QE PURCHASES

Indents covering the requiranuents for pment, components, raw materials
and all lypes of stores needod by the Institute and alsu for Lhe services(i.e. repairs, transportation of materlals, ete.) shall be raised ina
form prescribed by the Furchase Section. Indents shall be duly approved
by the authorities to whom appropriate powers have been delegated. Relore
the indents are approved and sent to the rurchase Sectlon, the authority
approving the Lndent should ensure that he has Lhe power to approve the
indents to the extent of the t junit od value of the iteans indented,satisfy himself that funds are avallable a Indicate the budget heading.Those aupowered to approve Lintents shall engure Maxtimn possible
consolidatlon of their reqodrenents AaVinst each Loan while rai
indents. Indents fur items of eqtipment and stores of proprletarynature (ise. when a particular make/model of an equipment or productof a particular manufacturer {5 when 'Atens of nature
or Near equivalents are avallable from more than one source) should be
supported with sufficlent technical justification for choLee of the
proprietary make.
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Purchase and Accounts Sectlons should be kept informed from time to time about
the various qrades of staff members empowered to ralse tndents and the financial

1.2

limits upto which such powers are deleated.
t

Purchase and Accounts Sectlons will ensure that approval by tho competent
1.3

authorities ig avallable before purchasa contracts are entered Lnlo.
MODE OF PURGIASE:

On recelpt of an indent In 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 item by adopting any one of the followin 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 imported Ltens, the C.1.E. value shall
be the erlterion for applying the prescribed financial Limits. An invitation to
tender should normally be issued only to the approved suppllers reqisterd with the
Purchase Section, Directorate of Purchase and Stores, DAE, Dlrectorite General of
Supplies and Disposals, National Small Industries "orporation or those listed In the
Hand Book of indlqenous manufacturers published by barb. For thls purpose, the
Purchase Sectlon may, with the approval of the Purchase & Stores Committee, reakster
as Many suppliers as possible who will be ina position to meet the requirements of
the Institute. Enquirtes may be sent to unregistered firms only on the basls of
recommendation of the indentor (a) in respect of some specialised requirements and
(b) also where the field 4s limlted and suppllers do not qct thenselves reqistered
with the Purchase Section. For inported items and stores, however, the respective
forelqn manu facturers/suppliers and/or thelr IndLan aqents shall be contacted.
OPEN TENDER/PUBLIG TEIDER e

2elelel Purchase shall normally be made by Inviting Open Tenders in all cases where the
estimated value of an item or Ltems of similar nature covered by an Jent to be
purchased at a tlme exceeds Rs.1,00,0U0/~.

"Open Tender" system can be disponsel with and "Limkt Tender" system adopted as
the mode of purchase even when the estimted value-of 'an item or Ltems of similar
nature covered by an indent to be purdiased at a time exceeds R5.l,00,000/- in the
following circumstances with the prior approval of the Director, TIE, provided
detailed justification for dispensing with the issue of Qoen Tender is recorded:

3.
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) when the requirement of stores is urnent and the deslred delivery
schedule cannot be met if open tenders are invited,..

b) when the sources of sunply are definitely known and limited,
t

c) when it is not in the public interest to call for open tenders,

d) when stores are reserved for purchase from a specified category of
industry as per policy decisions of the Government, &

e) 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 contacting as many suppliers as possible on the
basis of the guidelines provided under para 2.1 reqarding selection of
suppliers. @
LIMITED TENDER:

2ele2el Purchase shall normally be made by "Limited Tender" 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-5,000/- but does not exceed

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 at least seven suppliers in the field(unless the source is less
than seven). Selection of suppliers will be done on the basis of quidelines

Rs.1,00,000

laid down under para 2.1.

SINGLE TENDER: @_
A sinale tender may be invited when an item or items of stores covered by

an indent are avallable from only a single source e.a. where the stores are

spare parts, attachments, etc., required for an existing equipment or the

{tem of stores is a monopoly product of a slnqle manufacturer or a

proprietary item etc.

The system of "Ab-initio" negotiation may be adopted with the prior approval

ecote
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of the Director, TIF, in exceptional circumstancess..era-

a)..wheke there 1s necomachIbhonyOF...eyucdihperepeitapantrt on

b) where there is shortaae of capacity, or).

c) where tt is 'in the public interest to adopt this system.

2e1e4.2 Where negotiation 4s adopted.as. the wodd of purchase, a

ssbof tenderidC203. includjne.snecktications,.draninesand other allied
details of stores shall be forward ed to the suppliers concerned with
instructions that they should go through the details thoroughly and

return it with the undertaking that they have fully studied and

understood the requirements correctly and can meet the requirement.

Negotiation shall beconductedwith such.ofwethosesuppliers who have

agreed to meet the requirements by a committee appointed by the

Director, TIFR. The results of the negotiation should be aot confirmed

in writing by the suppliers, particularly the aqreement reached on

price and other commercial conditions before a purchase order is
issued. . rs eM ate ato

RATE AND RUNNING CONTRACTS:Qeled

2eleSel In respect of stores for which there is reqular and recurring
demand, the price of which fs not subject to appreciable fluctuation
and in- case of common user items required! by the Institute, the
Purchase Section shall conclude Rate or Running Contracts based on

Public Tender for an appropriate period not exceeding two

years at a time.

2ele5e2 Purchases can be made against Rate/Runnina contracts entered into by

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

can be met by the supplier aaainst Rate Contracts. In cases of uxgent

needs where there is likely to be delay in qettina supplies of

DGS & D rate contracted items throuoh operation of such rate contracts,
the same items could be purchased from the open market as long as

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

stipulated in the rate contract.

5.
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EMERGENCY REWER Ss

ln case of auergent Le
|

i Lathe relating to any vital acL1 ilies at
TUR or at its fleld stations, Lhe Director, FIIR, may at his
discretion decide and authorise any' ode of purchase in deviation of
the normal procedure having reqard to the canons of financial propriety. ;

3. © DISPENSATICH OF TIBET
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 todes depending Upon the clreumstaners and the estimated

3.1

value of iteans of stores covere! by an indent.

CAS PURCHASE:3.1.1

When the total value of an titan or itcms of simblar nature to be
purchased at a tite dues Nol oxceedRs.1,000/- purchase shall be made
by cash.

In the following types of cases, even thouah the value does not excecd
Rs. 1,000/- reqular purchase orders may be placeds
a) Foreian purchases,

b) Purchase of materials from Up-country firms,

3.1.1.2

c) Where itaus to be purchases are rewired to be despatched to
outstations,by the suppliers,

d) Where the sale:proceduresof a. particular docs not provide
for cash sale, and

e) Where the nature of Cransaction makes it lipcessary lo issue a

Teqular purchase order.

31.1.3 In cases of oneraency Or Urnent cih purchase upto a Limit
of Rs-2,000/- may be made with the prior approval of the Reaistrar.
Such purchases exceeding the li Lt of Rs.2,000/- may be made wlth prior
approval of the Director.

6.
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Sele2 TELEPHCLGQUOLATIECUSs

3.1.2.1 Where the value of an dton or Stuns of glmilar nature covered by an

indent lo be purchased al a Lime exceeds fs. Y,000/-bul does nol exceed

Rs.5,000/- quotations by telrphone shall be obtained from alleast five
fiams from the approved suppliers list(unless the source of supply ds
'less than five). Quotations may be oblained ellher by Lhe Indentor
or by the Purchase Section. Guelations oblalned hy the We1 Lox will
be in writing and addressed Lo the Purchase Offfeer.

3e1.2.2 . Firms fron whom telcphonte quotations are oblainrd as por :3.1.2.1 above
shall be asked tu confizu in that the quotation has been
correctly recorded.

3.1.2.3 There shall, however, be uo objection tn inviting Uimited Genders
Instead of obtaining telephonic tuotations Wherever there are
difficulthes tn processing purchases based on Lebephonte quotations,
particularly in cases of Ltans of nomstandard Lypes and itans not
readily available in local market, ete.

3.1.2.4 In case of urgency where the valve of an Ltan or Ltons of similar nature
covered by an indent to be purchased ata thine exceeds Ree d,000/- bat
does not exceed Rs. L0,0UU/- wilh the pa 1 or approval of the Registrar,
quotations shall be obtained by Lelephone fram alleast five firing
(unless the source of supply is less than five) vio shabl be aged in ~

writing to contizm that the quotatfon hag been correctly recordeds-: ..-

3.1.3 REPEAT CRDER:

3.1.3.1 If an indent Ls received for an {ton or of stores of Ldentical
description for which an earlier purchase order has been placed, fxesh
tendering action may be dispensed with and purchase made ob repeat
order basis, that is, elther by enhancing the tn the earlter
purchase order or by 1 fresh purchase order basts
provided that:



¢

the original purchase order was placed on the basis of a lowest

technically acecplable offer and Wet nol on dellvery preference.

b) the new purchase order ds 1 within six months from the date of

issue of the original purchase oder.
y

c) the requirement is for stores of identical deseription.

d) the supplier concerned is willing to accept a purchase order on

identical terms and conJitions.

e) there is no downward trem! of the prices since the original purchase

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

in the Purchase Section).

f) the quantity to be o1dered/purchased on repeat basis does not exceed

100% of the quantity as per the original purchase order or Rs. 2.UU lakh

in value whichever is less.

q) efforts are made to obtain a suitable rebate from the supplier concernecl

for the inérease in quantity amt the results of the efforts are

recorded in writing before a repeat order ts released.

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

on telephonic quotations(3.1.2) and cash purchases(3.1.1)-

PURCHASE POWERS:4.

4.1 Director, TIFR, shall have full powers to approve and sian purchase orders/

contracts and amendments thereto. fi e may redeleaate his powers to officers

under him as considered appropriate.

4.2 Purchase orders/Contracts and amendments thereto shall be approved and

siqned by officers in the burchase Section and the Noalstrar to the extent

of financial powers delenated to than by the Director, TIFR.

eeeeeeeer-"'i'eSCéitiSS5.

Heads of Projects/Ennan. Serviaes hd Stalions/Facilittes shall have

powers to make purchase of stores directly without utilisinn the service

of the Purchase Section in respect of the following cases provided that the

cost of such purchases dues mol exceed Rs. 20,0U0/- on each occasions

weeks
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a) in case of extrete urqency,
b) cases where delay in receipt of stores will result in shut-down of

any operating plant/vilal fachlily or affect the uninterrupted
activity in a Project/Enaa. Services/Fleld Stalion/Facility,

c) cases where purchases can be conveniently and advantaneously
handled by Project/Enaa. Services/Field Station/Facility, &

d) purchase of life saving medleines, drugs and other itens.

Heads of Projects/Enan. Services/Field Stations/facilities shall ensure
that the reasonableness of the price payable ts established by obtatntng
quotations from a mininum of five suppllers wherever possible.

Powers to make direct purchases shall be exercised in consultation with
the Accounts Section of TIFR or the respective Accounts Section at-the
Fleld Stations.

Ye 3

PRE-AUDIT:

No purchase orders excecditin Nts.5,000/- in value and amendments thereto
having financial implications where the value of the order after
amendment exceeds Its.5,000/- shall be released by the Purchase Section
unless these are preaudited and certified to be Ln order by an

appropriate officer in Lhe Accounts Section. For purchase orders below
the value of Rs-5,000/-, only the financial conmitments and avatlabillty of.

funds need be recorded by the Accounts Section. For this puapose the
officers concerned in Purchase Section wlll refer such cases after release

en er
of the pufchase order to the Accounts Section.

Wille pre-auditing and certifyina the purchase oiders whose value exceeds

Rg-5,000/~, the officer concerned in the Accounts Section shall ensure
thatsE

a) approval of the competent authority 'exists for the purpose,

.b) in case of proprietary items, detalled. technical justifications,
where necessary for cholce of the proprietary make are furnished
by the Indentor,

Ye
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c) sufficlent funds are avatlable,

d) heads of account to which expenditure is to be debited
is correctly indicated, ;

e) lowest quotation Ls accepted or satisfactory reasons
have been recorded in writing for not accepting the
lowest quotation, wo

f) proper procedure for making puschases is followed,

g) approval of the competent authority is obtalned for
deviations from the procedure and also fron the
standard terms and conditions of contract, where applicable,

) provision 1s made in the contract for safeouarding Institute
property required to be entrusted to the contractor,

i) paying authority has been correctly stipulated in the
purchase orders,

3) price preference wherever applicable as per the Goverment
order is accorded,

k) in case of purchase orders proposed on unregistered firms,
incone-tax clearance certifleate is obtalned and certifled

8

to be avallable in the Purdiase Section, &

1) when a purchase order 1s proposed based on a single offer
received against a limlted tonder, adequacy of the coverage
of field and reasonableness of the price are certlficd by the
officer concerned in the Furchase Sectlon..

There will be post audlt of purchase orders whose value does not6.3
exceed Rs.3,000/- on a_selective basis in a manner to be decided

by the Ghalrman, Purchase Stores Sommittee.

PAYMENT OF BILLS

Payment against purchase orders placed by the Purchase Sectlon shall
be released by the Accounts Secllon as per the mode. and terms and

conditions stipulated in the purchase order. BLil /invoices from

Ya
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the suppliers for payment against purchase o1ders placed shall be

received in the Accounts Sectlon. The Accounts Section shall among

all necessary chechss Y

a) verlfy the bllls/involces received from the suppliers with

'reference to the purchase orders, amendment to the purchase

orders, receipt vouchers ralsed by the Stores Section and other

relevant records/communicatlon, and

b) ensure that the prescribed certificates relating to Excise Duty,

Sales-tax, free issue Inaterials supplicd by Lhe Institute, Bank

quarantees for advance/proqress payment, Securily Deposit,
Perfoxmance Bond, etc., whenever asked for are avallable

before the payrient Ls released.

DEVIAT LCS)8.

In cases where a deviation from the tor h 1 procedure for making

purchases is considered essential or where it is proposed to dispense

with open tenders, prior approval of the Director, TIM, shall be

sought bringing out clearly Lhe reasons necessiltathna such deviations.

Director, TIER, shall permit the deviations sovaht only when he is
fully satisfied that there ts suffLetont justification for such

B.1

deviatlons and reasons therefor are clearly recorded.
%

pute Office Ordor will com inte effect from April-1, 1988 -.

(Virendra Singh)
DIRECTOt

i

Registrar for circulation.


