GUIDE LINES FOR LOCAL PURCHASE ORDERS

Please ensure that:

i. All the documents listed below are furnished

ii. The procedure followed strictly conforms to approved Purchase Norms and

iii. Wherever applicable Tax/Duty concessions are invariably availed by using the prescribed forms.

Documents required:


          Enquiry letter copy


    Quotations

       Comparative Statement


          Proprietary Certificate

   
    Justification for obtaining single quotation


          Teaching Aid Certificate

  
     Recommendation for PAD or Advance Payment 

	Purchase Norms in a Nutshell

1. Send a copy of all the Enquiry letters to the Purchase Section. (Oral enquires are treated as deviations)

2. Obtain as many quotations as possible for reasonable comparison of rates, subject to not less than the Minimum stipulated.

3. If any Electrical or Electronic item which is proposed to be used as a ‘Teaching Aid’ is being ordered, Please enclose a ‘Teaching Aid Certificate’, to enable us to issue the necessary Sales Tax Concessional form and avail the concessional rate of sales tax.

4. If the item being ordered can be classified as ‘Scientific and technical instruments, apparatus, equipment (including computers) accessories and spare parts of goods for these and consumables, computer software, CD ROM, recorded magnetic tapes, micro films, microfiches and Prototypes, a mention must be made as such to avail the Excise Duty Exemption.

5.  If P.O is towards payment of AMC, please furnish the service reports for the previous period or attach a certificate to the effect. If it is a fresh AMC please mention it so.

6. The Institute standard Payment terms are – Payment after satisfactory supply (and installation and Commissioning).  There is a provision for ‘Payment against Delivery’ (PAD) in specific cases.  Please provide necessary specific justification if you are recommending PAD.




Monetary limits for obtaining Quotations

(R(RO)/Purchase Guidelines/2009, dt. 15.6.2009)

Up to Rs. 1,00,000/-

: Single Quotation
{

Rs. 1,00,001 to Rs. 10,00,000
: Three Quotations
{Please refer to ‘Delegation of Powers’ for more details

Rs. 10,00,001 to Rs. 25,00,000
: Six Quotations

{

Above Rs. 25,00,001: Open Tender by Press Notification (If this cannot be followed for certain valid reasons, approval of the competent authority (Associate Director / Director), for waiving this requirement be obtained in advance and enclosed to the Purchase Order)

REGISTRAR

Verification

It is hereby verified and confirmed that all the necessary documents/information as required have been furnished

Date:









 PROF. R. SUKUMAR
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          Centre for Ecological Sciences











Indian Institute of Science

     








   Bangalore – 560 012






	pÉÉUiÉÏrÉ ÌuÉ¥ÉÉlÉ xÉÇxjÉÉlÉ 
INDIAN INSTITUTE OF SCIENCE
oÉãÇaÉsÉÉãU /BANGALORE – 560 012.

	
[image: image1.png]



	dUrBaaYa /Telephone: 22932217/22932398/22932801/

                            22932647/22932201
Tolaoksa / Telex: 91-845-8349
ToalIfoksa / Telefax: 91-080-23600287

	
	Purchase Order No.                                       
Date:                       

	
	Your Qtn. No.                               
Date:                                  
Our Enq. No.                           

	Please acknowledge this Purchase Order immediately and supply the undermentioned goods on or before …………… / 20 Supply after this date will not be accepted.  The prices should remain firm till supplies are completed.

	Sl.No.
	Item Description
	Qty.
	Unit
	Rate

Rs.      P.
	*CST/

KST%
	Cess%
	E.T.%
	E.D %
	Amount

Rs.     P.

	
	
	
	
	
	
	
	
	
	

	TOTAL
	

	(-) Discount if any                                            
	

	(+) Delivery/Handling/Packing/Forwarding/Freight charges/Installation charges
	

	GRAND TOTAL
	

	Terms & Conditions

1) All correspondence relating to this P.O. should be addressed to the Deputy Registrar (S&P), Indian Institute of Science, Bangalore-560012, indicating the Purchase Order No. and date.

2) The goods together with the D C & Pre-receipted Invoice are to be delivered at the Dept. of …………………………… ....…………………………………………………………………… at the Institute.

3) Goods will be insured by us.

4) Goods not suitably packed will be entirely at Supplier’s risk.

5) Delivery Terms: Free/Ex Godown-Delivery charges: Rs.                                        extra.                       
6) Payment Terms: 


                *Concession form/Exemption Certificate enclosed

                  PROF. R. SUKUMAR







  DEPUTY REGISTRAR
                         CHAIRMAN







            PURCHASE
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Indian Institute of Science
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