T TR & forg feer-RAder
GUIDE LINES FOR LOCAL PURCHASE ORDERS

FuaT gAtEa w< % Please ensure that:

= Tetag Tt gEaEs ye=qa o o g1 All the documents listed below are furnished
AHITET T IR 6 ATET THAT I HSTS & 91 163t 7371 741 The procedure followed strictly conforms to
approved Purchase Norms and

Stet Y AN F/9ree i R 8, s s & Raifia s swrmr s @ 3212 1 81 Wherever applicable
Tax/Duty concessions are invariably availed by using the prescribed forms.

AMILTF SEaTas Documents required:

\/

\/

TedTe o S wgfafaf@ Enquiry letter copy v Fea« Quotations v qeraTer faaoft Comparative Statement

TqTiies ywTor 7= Proprietary Certificate \ |wEe Frzew s F F o sifrer Justification for obtaining single
quotation

foreror srgrera srmror 7= Teaching Aid Certificate | +/ (3= =T srfiw sgvrare % ferw freerfver Recommendation for PAD or
Advance Payment

99 ¥ gae % AIw Purchase Norms in a Nutshell

T AN 7 G 0= 9311 1 U wia w1 Send a copy of all the Enquiry letters to the Purchase Section. (w1 q=are &
et W st @ Oral enquires are treated as deviations)

T2 AT 3 AT F o FuTEE srfers @A § A I FY, ST FAqH Haited & F7 7 g1 Obtain as many quotations as
possible for reasonable comparison of rates, subject to not less than the Minimum stipulated.

7f% reft ot frera am sereeif@es awq &1 ‘e agras % €9 § START F34 7 T6q19 8, 97 F997 UF FAeq0r agraar @ oFf' qemwy
&Y, qrfh go araeTs faeft a7 Ry wi o e fashy s &t Raradt =% %1 @19 o1 @961 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.

IR AT aEq AT AT ST Tohet1ehl ITHLOM, AT, AL (FFeX Tigq), STATIT T A IUFTT FEqaAl & TIT T2,

FHegeT giteady, "€t OH, i fhu sru Saehia o9, gew fhent, ATshiithn o Welersy & &9 § a¥fighd FhaT 1 aar &, a7
ITTE §[o § FE T ATH 3519 % oIy Sere fohar s =il 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.

T3 drer 7 TRt F A i A g, a7 FAr gt smtE F T qer KA weqa w1 A1 SEeh YA F UE JHIT 0§y R
7f3 o5 IS TUAHT § d7 FIAT THHT Ioor@ &< 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.

HEAT ATAH AT o7 & - HATISTh S o a8 SEaT (e Feqrae =7 FHterfem)| f&fory amwet #§ qoaft 7 fFeg a

(oY) F forw sraems 21 fT srq fuey £t ferfrer w2 w7 € a1 Foam s fAfere sifeer ya= w9 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.

FIEAT ITH F1  forg #ifes dwr_Monetary limits for obtaining Quotations
(s (zmest)/m frer fM=e1/2009, f2.15.06.2009 R(RO)/Purchase Guidelines/2009, dt. 15.6.2009)

Up to Rs.1,00,000/- @= : fiwrer #ree™ Single Quotation{=rfers ST & forw “erf<fai 1 TeATaS=” &l 3@ |
Rs.1,00,001 & to Rs.10,00,000 & : o= ®reer Three Quotations {Please refer to ‘Delegation of Powers’ for more
Rs.10,00,001 # to Rs.25,00,000 T : ®g ®ree™ Six Quotations  {details

Above Rs.25,00,001 & srfers : 3w srferg=mr grer get el Open Tender by Press Notification (3% 7g % a&r

FITT o T AT 36T ST @adT 8, A7 36 SEeqawdT F G TS F & (o7 Tgel gl Teqq YTy (Taifte [ / )

FHTE ITH AT ST =TT &Y FAreer & /v gy 3 sr=7 =rtgw 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)




PR REGISTRAR

Tamq Verification

Tg TATITT 33T ST § T9T I #T 71 35 THT siraeq# gearasrl/qa+73 @1 9eqa 1747 747 51 1t is verified and confirmed
that all the necessary documents/information as required have been furnished.

ari@ Date:
T CHAIRMAN
T fAsT9 99 Indian Institute of Science
a"ﬂT{{ Bangalore — 560 012
AR s g LAY [Telephone:
INDIAN INSTITUTE OF SCIENCE
. ét%IEF'FI/TeIex:
S / BANGALORE — 12.
/ GALO 5600 TATHFT / Telefax:

FITSIT H. Purchase Order No.

qE Date:

TTRT I . Your Qtn. No.
qTE Date:

AT AT €. Our Eng. 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.

EL] 7T F7 f3@0r Item Description wen | gfqe | &% Rate | *HuEdy | smRe | 2 | = Tfor

. Qty | Unit | v Rs. &P, | *uadr | Cess | ET. | ED | Amount

Sl. ' CsT/ | % % | % | sRs. @P.
FT TOTAL

(-) e, AR AL Discount if any

(+) TIE/ES AT/ THRT/SRITT/STET THT/EEATIT TH1

Delivery/Handling/Packing/Forwarding/Freight charges/Installation charges

HEEN GRAND TOTAL




ot 3fie A== Terms & Conditions
1) =H HATY & AT THT TAA IT TR (THUSH), AT A= §ea1 |, avreqe- 560012 F7 "@arterd o sem

Frigu, S FaTeer q9% i T & dhd ff 2T AR | 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) ST ST T T TAATSH o5 AT TEG FT THEATT 3 oocviviirieieseieise sttt ettt ettt s s
T ow &MY w77 ATRT The goods together with the D C & Pre-receipted Invoice are to be delivered at the

3 1= o) S o ) P at the Institute.

3) AT T AT AL T FFAT SITUIT Goods will be insured by us.

4) I=ra =7 & 9% T U 0 AT W q9E F Argiawar & S| 9% g9 Goods not suitably packed will be entirely at
Supplier’s risk.

5) feferadt it ord Delivery Terms: f&: SIeh/" T a fEa<w e : . sfaR=H| Free/Ex Godown-

Delivery charges: Rs. extra.

6) SITAT T ord Payment Terms:

* RATIT ® / e JHTTs a7 Concession form/Exemption Certificate enclosed

37 USSR DEPUTY REGISTRAR
%d PURCHASE
g CHAIRMAN
TG fAs™ €9 Indian Institute of Science

T[T Bangalore — 560 012




