
Hem N o.EC /05 '04 : To consider and  approve the revised P urchase  G uidelines of
the University.

The m atter regarding approval o f  proposed Purchase Rules o f the University was 
placed before the Council in its last meeting held on 7.2.2011, when the Council 
Resolved as under

Item No.EC/04/07 : To consider and approve the Purchase Rules of the
University.

The Council went through the proposed Purchase Rules o f the University 
and after detailed deliberations, it was decided by the Council that these 
Rules may again be reviewed and adopted on the Purchase Guidelines of 
the State Govt, by the Committee, which are available on Haryana 
Accounts Code website and the same may be put up before the Council 
in its next meeting for consideration and approval.

The Com m ittee constituted under the Chairm anship o f  Dr.Sandeep 'Grover, 
Chairm an-M ech 1’ingg Department again reviewed the purchase guidelines in view o f  
Maryana A ccounts Code, as desired by the Council. The Committee after going through 
the Chapter -12 o f  the above said Accounts Code, decided in principle that the University 
may adopt the Purchase Rules as contained in University Accounts Code being followed 
in other State Universities. The Committee vide its Note dated 18.4.2011 (copy enclosed 
as A nnexure-05 .04 .01  recommended that the University should follow the Chapter -12 
o f Haryana A ccounts C ode after making nccessary suggestive amendments, the details o f  
which are given in the above Note. The Committee further recommended that the 
suggestive operational am endm ent in the Purchase Guidelines as per University Accounts 
Code may be allowed till the posts/Sections/Cclls arc established in. the University. It is 
also recom m ended that w herever applicable, the rem aining pan o f  Haryana Accounts 
Code, may be adopted w ith operational amendments.

The recom m endations/suggestions o f  the Com m ittee are placed before the 
Council for kind consideration and necessary decision.
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Y M C A  U N IV E R S IT Y  O F  SC IE N C E  A N D  T E C H N O L O G Y
F A R ID A B A D

Dated: 18-04-2011

Subject: Proposed U niversity Purchase guidelines as p e r  U niversity  Accounts Code

As approved by the Execulive Council o f the University in its meeting held on 07- 
02-2011 and conveyed vide minutes dated 23-02-2011 for the agenda item EC/04/07 
regarding framing/ adoption o f  University Purchase rules, the University Accounts Code 
duly approved by the State Government o f Haryana and applicable in other Stale 
Universities, the committee has discussed in detail the Purchase rules as contained in 
Chapter 12 o f the above said account Code and concluded the following:

(A). Agreem ent in P rinciple
The University may adopt the Purchase rules as contained in ‘University Accounts code’ 
being followed in other State Universities.

(B). Suggestive A m cndm cnt(s) related  to University in reference

The rational staff positions/ post(s) structured) at MDU, KUK as per their goal o f  their 
eslablishment(s) are quite different in comparison to this University established by the 
Slate Government o f  Haryana as upgradation o f an Engineering Institution to  Stale 
University o f  Science and Technology. Since staff positions/ post(s) slructure(s) at 
YMCAIJST is as per approved staff positions/ post(s) structure(s) o f  erstwhile YMCA 
Institute o f  Engineering and various staff positions as mentioned in University Accounts 
Code arc yet to be sanctioned by the State Government.
Since, in the existing Accounts Code, at various places the other Slate Universities like 
KIJK. MDU have been mentioned. Since, the Accounts code is to be followed for this 
University i.e. YMCA University o f  Science and Technology, therefore, MDU, KUK may 
be replaced with YMCAIJST.
l or the purchase rules as per University Accounts Code are to be made operational in the 
University, following amendments may lie considered till new staff positions/ sections are 
formed for this University.
Such ehanjies considered for amendment arc as below:
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S.No.

1

5.

(>.

Kef. clause 
o f  University 
Code 
12.1.4

12.5.1

12.5.1 (IV)

12.5.1 (V) 

12.9

T in

12.12 X-

12.13

Coverage in University 
account code o f  K.IJ.. 
Kurukshetra
Limited tenders!with earnest 
money) would be invited for 
purchase beyond Rs.40,000/- 
and upto Rs.2.00 lac by all 
the departments/offices except 
the science departments 
1 leads o f  departments

Principal, University Sr.Scc. 
Model School, Director 
WSRC, Secretary KIJSU 
Principals University College/ 
College o f Education 
Executivc Engincer(Elect.)

Printing work be got done 
from University press only

The repair work would be got 
done through the construction 
branch.

For YMCA University

Limited tender (with earnest money) 
would be invited for purchase 
between 40,000/- to Rs. 2.00 lac 
cxccpt lab equipments by all the 
Engineering/ Science 
departm ents/offices.
It may be replaced by Chairperson

It may be deleted.

It may be deleted.

At present it may be replaced by 
Incharge (Maintenance)/ Incharge 
Estate Office in this clause and other
clauses___________ _________ __ ___
Since, at present, there is no printing 
press o f  the University, the work 
would be carried out . as per clause
12.50. _ __  . .
The w o rd  ‘construc t ion  b ra n ch  in 
this  c la u se  a n d  o th e r  c lauses  ‘ 'Mould
be r e p la ce d  w ith  ' M ain ten an ce_____

i e i  2



A  i s

section’ it would explore the 1 
possibility in house repair through 
concerned workshop.

8. 12.16 Constitution o f  committee 
includes only Science 
Department

The Committee would be headed by- 
Dean o f concerned faculty with three 
members not below the rank o f 
Associate Professor along with 
representative from Purchase Section 
not below the rank o f  D y. Supdt..

9. 12.19 (ii) 1. Member should be atleast the 
rank o f Associate Professor.

2. Controller o f  Finance should 
also be the member o f the 
Committee.

10. 12.29 The following is added :
Any other item with common usage 
by all the departments

11. 12.31 The following is added at S.No.8 
Any items required by 
Cultural/Sports/ Technical Incharges.

12. 12.40.
12.41(1)

II.MS, Gurgaon & PGRC, 
Rewari

The word ‘1LMS,Gurgaon & PGRC, 
Rewari should be deleted in this 
clause and in other clauses also where 
it is mentioned.

13.

1.!
1

12.43(a) & 
0>)

Committee o f Science 
Department

(a) The Committee shall consists of 
chairperson o f concerned department 
alongwith two faculty members and
AK;!V;Kj.; f’uichose section 
representative not below the rank of 
Dy. Sti|xll.
(b) The Committee shall consists of 
Chairman, CPC, Chairman,CK / 
Associate Professor/Asstt. Prof. of 
the Department, A.R.(P&S)/ 
Representative not below the rank of 
Dy. Supdt.

14. 12.47 F.ngg. Cell/Unil o f the 
I Inivcrsity

The word T ’ngg. Cell/Unit’ should be 
replaced with Maintenance section.

15. 12.4X Directorate o f  Sports The word ‘Director o f  Sports’ may be 
replaced with Sports lncharge/ 
President Sports.

1().

17

12.4‘i (ri| 

12.50

Rep. o f HOD, Deptt.of Pluirm 
Sciences
University Printing Press

To be replaced with the 
representative ol Registrar 
Printing work would be carried out as 
enumerated in this clause in the 
absence of University printing press 
with following members:

1. AR/DK(P<tS)
2. Representative olT 'O F not 

below the rank o f  Dy.Supdt.
3. Representative o f conecmcJ 

department for which pnn . 
work is being done

IK

['

12.52 (b){i-)

1
j1

HOD conccrncd/Rep. not 
below ( 'lass I

i

•i) AR/DR(P&S) as Member* 
ii) Representative of concerned 
department not below the rank 
Associate Professor in ease ol 
Teaching department and not be! •-* 
the rank ol AR in case o! mm 
teaching department



19 22.56 University Engineer 
(SE/XEN) / Construction 
Branch

The word ‘University Engineer 
(SE/XEN)/ construction branch’ in 
this clause and in other clauses 
should be replaced with 
‘Maintenance section’ and it would 
explore the possibility in house repair 
through concerned workshop.

20 12.57 The committee shall consists o f
i) Controlling Officer/Rep.
ii) AR/DR(P&S)
iii) Representative o f Registrar
iv) Representflive o f COF

21. 12.63 MD University k The word ‘MD University’ should be 
replaced with YMCA University o f 
Science and Technology’

The suggestive operational amendments in the Purchase Guidelines as per University 
Accounts Code may be allowed till the posts/ sections/ Cells are established in the 
University.
Purchase Procedure Regulation as per University Account Code is attached as A nncxurc 1

Signature o f  Committee Members

(Sfc. B. K. Chutani) (Dr. Komal Bhatia) (Dr. P

(Dr Samlcep Grover)
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C H A P T E R

PURCHASE PROCEDURE REGULATION

12

-j-|ic following purchase procedure in the University has been recommended as detailed below:

D efin ition  of Goods

1 The definition ‘goods’ includes all articles, material, -commodities, livestock, furniture, fixtures, 
raw material, spares, instruments, machinery, equipments, industrial plant, etc., purchased o f 
otherwise acquired for the use of Institute but excludes books, publications, periodicals, etc. for a
library.

(h>
F.very purchase case should be initiated on receipt o f  a written requirement/requisition, w'ith 
detailed specification.

Purchase procedure

The University may follow either of (lie two procedures given in this chaptcr viz.

(i) Non centralized purchase procedure.
or

(ii) Centralized purchase procedure.

12.1 (i) N o n  c e n t r a l i z e d  p u r c h a s e  p r o c e d u r e

12.1.2 Inviting Q uotations/Tenders

12.1.3 All the purchase of material and services (except as in Clause 12.2 & 12.3 below) will be made 
!hn«i;*h (he normal purchase procedure indicated as under:-

ii; h:\cccdiui; Ks. I mu lac IJpen lenders

(ii) Less than Rs.Two lac Limited QuolationsZ/Tenders
with specifications clearlv 
written down.

12.1.4 Quotations would he invited in respect of purchases upto Rs. 40,000/- and limited tenders (with
earnest money) would be invited for purchase beyond Rs. 40,000/- and upto Rs. 2.00 lac by all the
departments/olliccs except the Science Departments which will continue to invite quotations instead ol 
tenders with specifications ol the material clearly laid down Quotations/Tenders would be invited from a 
I’ood number ofleadiii!’ and relevant reputed manufacturers/dealers.

• 2.1.5 I oi piiichaM-. besom! Ks. 2.00 lac open tenders would be invited throup.il the Press with the
ailmniistrativc approval ol the Ketiistrar. A copy ol Tender Notice would, however, invariable be sent In  
! ■ >M a\ well to a :>imd immhei of fmm I hi- n  unfit ion may be icl.ised hv tin- Re;>i\lrai In  keep ini' m view 
!f'* mem-, u| ,i p;tiin ii|.,i ease.

12.1 ,(i Provided Im thei that purchase made In the Pin chase ( 'oinmittcels) oi by anv ol lieei authoi i/ed I", 
•h. Viee ( hamvllni. Hee.istiar for the same will not be p.overned b\ the operation ol this Clause. I he 
•'Lads o| Departments Re;'I'.liar are authori/ed lo enter into contracts on behalf of the llniveisity with 
•npphri linns in lespeet of purchases they are competent to make.



12.2 A pproved Sources

The purchase from the following sources m a y b e  made atifccir fixed rates without the call o f  quotations 
with the due sanction o f  the amount o f  expenditure by the competent authority:

I f  the item to be purchased is 
not available in ihe city/town 
then it may be purchased 
from the branches o f  these 
concerns at other nearby 
stations.

(i) Co-operative Store, in the cityAown
(ii) Khadi Bhandar, in the city/town
(iii) DCM Store, in the city/town
(iv) Co-operative M arketing-cum-Processing Societies, in the 

cityAown
(v) Haryana Co-operative Supplies & Marketing Federation, in 

the cityAown
(vi) Firms on D G S & D Rate Contract
(vii) Firm s on Controller o f  Stores Rate Contract
(viii) Govt, o f  India Departments/Govt, o f  Haryana and other 

States Department, Central/State Govt. Undertakings and 
Corporations

(ix) Any other approved sources approved from time to time.

12.3 S tan d in g  P u rch ase  Com m ittee

123.1 The Vice-Chancellor o f  the University shall appoint Central/Standing Purchase Committee for the 
purchase o f  store items.

FUNCTIONS:

82 (a) This Committee shall act for purchase o f  articles in bulk i.e. valuing Rs.50, 000/- and above 
subject to the rules regarding delegation o f  financial powers in force.

(b) The requirements o f  various departments received by General Branch shall be consolidated and
placed before the Committee for scrutiny. The Committee will then recommend for calling of 
quotations or for negotiations as it may deem lit.

(i-) In order to expedite supplies or to ensure the quality and standard o f  goods, the Committee stall
have the power to allot the supply o f  articles to any agency by negotiations, i.e., calling tenders or 
without it, if  the circumstances so require, even at higher than the lowest tendered rates.

(i) The Committee or any member or members authorised by it shall inspect the articles
supplied and would approve the same.

(ii) In the event o f disagreement in the Purchase Committee, the matter will be referred to the 
Vice-Chancellor for final decision.

(iii) This Committee may also consider such other matters relating to purchases as may be 
referred to it by the Vice-Chancellor.

12.3.2 The Vice-Chancellor may also appoint Ad hoc Purchase Committee(s), as and when considered 
necessary, consisting o f  one or more persons for effecting purchase o f articles required by the I livivnsiiv 
Imm luenl inaikct oi maikets at other stations ii respective ol amount of purchases.

1’iovided that the kegistrai/l'inance Officer shall exercise powers o f  appointing Ad hoc Committee(s) for 
the purchase up to Rs.50, 000/-.
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12-4 Purchase through Adlioc C om m ittees),

Only in such cases where it is not possible to follow the ahnv,. .
and also in case o f  such items where the purchase through quotations/toxiersT  fV °  P" " * 8* 55
t0 be assigned in writing the purchase would be 3 2 ^  T  fcas.ble for the reasons
constituted by the competent authority as .per provision o f  C lS se  12.3.2 o f  thr P ^  , r“ ce dul> 
Regulations and in accordance with Clause 12.15 o f  these instructions Purchase Committee

12.5 Financial Powers o f  the Head o f  Departments

12.5.1 Heads o f  the Departments shall be comoetenf tn __ . . .
the Budget Estimates and communicated to them as follows - ^  ltUre W,thln Provision> included in

All the Chairpersons o f  the
University Teaching
Departments/Directors o f  Institutes
(Teaching)/Dean
Affairs/Dean
Welfare/Dean
C olicgcs/Chief
Proctor/Dircctor, IS

Academic
Students’

of
Warden/
& IS/

Any individual bill tap to
(i) R s 3 ,000/- 

(without quotation)
(ii)Rs.l 0, 000/- 

(on lowest quotation 
quotations)

(iii) Railway Freight/ Octoroi charges and other Taxes 
(Amount of the bill received)

basis by inviting

Director, Acadcmic Staff College.

111. Librarian

(i) Contingencies/Furniture/ Hot
an<l Cold Weather Charges/ 
Repairs to University 
Moveable Property/
Stationery/ Postage/ Binding.

(ii) Railway Freight/ Octoroi 
Charges and other Taxes.

(iii) Photo-copying Material

(i) R s. 3.000/-
(witliout quotation)
Ri. 10,000/- (on.lowest quotation basis by inviting
quotations)

(a) Rs.3,000/- (without quotation)
(b) Rs.10,000/- (on lowest quotation basis by inviting 

quotations)

Amount of the bill received.

Full powers

The Librarian shall make purchases o f books and periodicals for the University Library within the 
sanctioned Budget grant, on the recommendation of the Chairperson o f  Departments concerned and in 
accordance with allocations made by the Library Committee. For general books, the Librarian shall make 
purchases with the approval o f  the Vice-Chairman, Library' Committee.



(without quotation)

(ii) Rs.5,000/- (on lowest quotation basis)

Any individual bill up  to 
JV. Other Heads o f  the Depts. including (i) Rs.2,000/- 

Resident Medical Officer, Medical 
Officer, Estate Officetflncharge, Land 
& Fanning &  Horticulture, Sanitary 
Officer, C hief Security Officer,
Placement Officer, » Principal,
University Senior Sec. Model 
Schopj, D irector, Youth & Cultural 
Affairs, Director, Sports, D a& f6r;:-.
AIS Coaching Centre, Director,
WSRC, Head, Computer Centre,
Manager, Printing & Publications,
Director, Public Relation, Secretary,
KUSU.

V. Principals University College/ College
o f  Education (i) Rs.2,000/-

(without quotation)

VI. Project 
Engineer

Director/P. I ./Executive

(ii) Rs. 10,000/- (on lowest quotation basis by inviting 
quotations)

(i) Rs .2,000/- 
(without quotation)

(ii) Rs. 10,000/- (on lowest quotation basis by inviting 
quotations)

Stationery shall be supplied generally by the University office for which the Head o f  the Department shall 
send an indent to the University Store o f  General Branch. The supply will be made according to the 
requirements up to the extent budget provision exists. Heads o f  the Depts. would exercise their powers 

84 relating to the purchase of stationery only after obtaining a certificate o f  non-availability o f  stationery 
from the University Store o f  General Branch.

12.5.2 The Registrar/Finance Officer shall be competent to incur expenditure within the provision included 
in the budget estimates, pass bills and make payments relating thereto. I ie shall also make payment o f bills 
duly passed and forwarded by Principals o f  Colleges, Chairpersons o f  Teaching Departments and other 
Officers in accordance with powers delegated to them.

The detail o f  financial powers to be exercised by the Registrar and Finance Officer, is ns-under:*

(D

(2)

n i

M)

I'M

(f>)

"Purchase on lowest quotation basis Full Powers

Lower of two/higher quotation basis Rs.50,000/-

Sinrli* quotation basis Rs SO 00(V-

Approved sources under clause K o f  Full Powers 
financial powers

Constitution
Committee

ul Adhoc I’m chase Ks.50.0U0/-

Writing o ff o f losses in case o f  un- Rs. 10.000/- 
scrviceablc articles
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(7)

(8) 

(9)

(10)

Writing off o f  losses 

Execution o f  work 

Supply o f material

Rs.10, 000/- 

Rs JO. 000/-

Rs.50, 000/-(Howcver up to Rs.2.00 
lac in case o f  purchases on DGS & D 
rates or Govt. Departments. 
Undertakings)'

Refreshment in authorized meetings R s.2 ,000/-

P '- A 'J

<H)

(12)

(13)

Joumey by Taxi

Drawal o f Advances 

Journeys out o f  Project Funds

Full powers on approved rates against 
entitlement in respect o f joum ey for 
attending meetings o f  the Executive 
Bodies o f  the other University and 
authorized meetings.

Up to ten

Full pow irs except in the case o f  Head 
o f  Depts. and Professors who may be 
allowed by the Vice-Chancellor.

Registrar will cxcrcise full powers o f journey by Taxi on approved rales against entitlement, drawal of 
Advances and journey out o f project funds.

The following Officers will exercise these powers: -

85

<n

(ii)

(iii)

Deputv Registrars

Assistant Registrars/Sub-Branclial Officcr

Secrctary/OSD to Vicc-
Chanccllor

R s .',  000 ' (without quotation)

Rs.5, 000/-(on lowest quotation basis)

Up to R s.2 ,000/- (without quotation)

R s.3 ,000/- (without quotation)

Rs.5, 000/- (on lowest quotation basis 
by inviting quotations)

12.C) Minimum three Quotations/Tenders

12.<j.l Irrespective ol any ol the above piocedure adopted lor purchase minimum three 
lenders/Quotations will be required for effecting the purchase on'competitive rates unless, otherwise, it is 
not possible to obtain three quotations for the reasons to be recorded and approved by the competent 
authority (For. this purpose a firm will be considered sole mamilaetuier only ii no other find is 
uianufaciuring that item with any other brand/name). When there are numerous firms 
manufacturing/dealing in respect o f some of the items the enquiries be made from a good number ol 
relevant firms including those which quoted last time. Every effort be made to ensure the purchase on the 
lowest quotation basis and if it is not possible and the purchase is proposed to be made on single quotation, 
lower ol two or on higher rates the reasons thereof may be recorded in writing while seeking sanction.

I



86

12,6.2 To ensure that the interests o f  the University are well-safeguarded, comprehensive Proforma for 
-Notice-Jnyiting Tenders/Quotations be used as per A nnexure-I.. The Department/Offices may incorporate 
any additional conditions as p sr tfieir requirements to safeguard their interest

12J&3 At leastfifteen  days clear notice is given excluding the day o f  dispatch and receipt at the time o f 
floating tenders/quotations. The steps be taken well in advance so as to ensure that if  the response in the 
first instance is p o o r  there is enough time for re-inviting the quotations/tenders. * .

12.6.4 To achieve the above, dg>^tev»ts/offices may r inaintain an exhaustive.^ list o f  firms . 
manufac2urin^d<^iing in the ni& eriak reqoirW by  them and they should Sip date their lists with the help o f  
trade D ir»^ries/y5ears Book available in the Library, from the advertisements in the Newspapers apart 
from calling the information from the sister Universities, National Physical Laboratory. Delhi, Director 
General Technical Development, Delhi, Director General Supplies and Disposals, Delhi and Director, 
General Supplies, Haryana or any other reliable sources.

12.6.5 Full specifications o f  the items required be given in the enquiry letter mentioning all the 
requirements or size, quality o f  material brands to be used etc. depending upon the nature o f  the item.

12.6.6 It may be ensured that the letters inviting quotations/tenders are dispatched Under Certificate o f 
Posting. The quotations received be opened on the due date and time and be signed with date by the 
Officers authorised for opening the quotations. I f  it is not possible to  open the quotations on the date o f  
opening these be opened on the first available opportunity. The envelope received with the quotations 
invariably be preserved and attached with die respective quotations.

12.6.7 Every contract/order would provide for a liquidated penalty clause to take care o f  any breach of 
contract to safeguard the University interest

12.6.8 A register o f  quotations/tenders be maintained on the format as per Annexure-ll wherein the
particulars o f  the item for which tenders/quotations have been invited be recorded alongwith the dale and
time o f  opening. As soon as  a  quotation is received its entry be made in the said register as well as in the
diary register o f  the department. At the time o f  opiening, the date and time o f  opening should also be 
recorded by the Officers authorised to open the quotations

12.6.9 The quotations/tenders should be opened by the Committee consisting o f  following Offiii'iN. 

Teaching Department

(i) Chairman o f  the Department.

(ii) A representative o f  the Dean o f  the concerned Faculty.

(iii) One Supdt. from administrative Officcs to be nominated by the Registrar.

Administrative Office

(i) Branch Officer

(ii) A representative o f  the Registrar.

These Officers should not only append their signatures with date on the quotations and envelops but should 
also encircle the overwritings/cuttings and should attest the same with their signatures and by re-writing the 
relevant portion. Comparative statement giving details including overhead charges should be drawn and 
got signed by the members.

12.6.10 Quotations/Tenders should not in any case be acccplcd by hand and only the sealed quotations 
received by post-approved Courier agcncy should be considered. The Suppliers should send tenders by
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registered post sufficiently in advance to ensure that they reach the University on or before the due date and 
tjjc tenders received after the due date and time will be rejected irrespective o f  the postal delay or 

any other reason.

12 6.11 To safeguard the interest o f  the University a penalty Clause as under be included in all the
transactions.

“Supply o rders) shall be executed within the time specified in the supply order which may be 
extended by the Registrar on the application o f  the contractor indicating the reasonable ground. In 
the event o f  the contractor failing to  supply the materials within time, he shall be liable to pay as 
compensation an amount equal to one percent or such smaller amount as the Registrar may decide 
on the said amount o f  the Contract, for every day that the quantity remains incomplete. Provided 
that the entire amount o f  compensation shall not exceed 10% o f the total amount o f Contract. 
After the lapse o f  15 days beyond the stipulated/extended period it will be the discretion of the 
University to cancel the supply order at the risk and cost o f  the supplier. The University may also 
forfeit the Earnest Money besides taking other action against the firm including its blacklisting. In 
case o f  any other breach o f  contract/agreement the University will be at liberty to levy a 
compensation upto 10%  o f the amount o f  the contract and may also take any other penal action 
including the black listing. An appeal against these orders shall, however, lie with the Vice- 
Chancellor whose decision shall be final.”

To enforce the above Penalty clause it is necessary to ensure the fulfillment o f any of the following
conditions: -

(a) Earnest money @  2% o f total value be obtained with the condition that it will not be released
during the guarantee period.

However, in public interest, the tenderers may be given an opportunity to deposit the earnest money even 
after the opening o f  tenders by the competent authority in the following cases namely:-

(i) H ie offer is technically valid and otherwise acceptable but for this or other minor 
deficiencies such as tender fee or signing o f  schedule.

<iij The Tenderer has referred to old deposit with relevant detail which is, however, not
available as having been released in the meanwhile or is not free and the offer is 
otherwise technically valid and acceptable.

(iii) The difference in rates between the two technically valid offers is considered to be
substantial.

(b) As far as possible the payment terms be negotiated in such a way that the firms arc persuaded to
effect the supply on bill basis or at the most accept 90% payment against delivery and the balance 10% 
payment be made within 30 days after supply/installation of material/equipment to the satisfaction o f the 
Department. To ensure that the firm do not hesitate from supplying the material on bill basis and to enlist 
their full cooperation and to earn good will, the payment o f all bills should be made within the stipulated 
period. Where no period is stipulated, payment must be released at the earliest possible.

>2.7 Com putational W ork

•"•II 'In ( imiputational Work be done/got done at the University Computer'Centre. Any Computational job 
bom outside will be permitted only when facility for the same is not available at the University campus and 
•he Head, Computer Centre has stated so in writing.



12.8 M edicines
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In case :„of. purchase o f  medicines by the Health Centre, the purchases to  be-m ade from1 standard 
manufacturers and the ir authorized distributors/stockists on not more than the Hospital rates and ihe 
Resident Medical O fficer will ensure the Hospital rates charged in the Bills are not higher than those 
approved for supply to  Government Hospitals and a certificate to this effect should also be recorded on the 
bills by the Resident M edical Officer.

12.9 Electrical Items

In future die Deptts./Offices o f  the University shall not effect the purchase o f  common use electrical itejiis 
at their end: They w ill anticipate their requirements, place requisitions well in advance on the Executive 
Engineer (Elect.) w ho w ill either supply them from his stock or arrange for the necessary purchase and then 
supply against payment.

12.10 G ovt Levies

While comparing the rates o f  different parties the impact o f sales Tax should invariably be kept in view and 
the Concessional Sales Tax Certificate should invariably be issued to avail o f  the concession in case o f  
purchases from the State o f  Maharashtra and Delhi including Union Territories. If the firm does not 
specifically mention that the Sales Tax/Excise Duty is payable extra it may not be paid and a mention to 
this effect be invariably m ade in the notice inviting Tenders/quotations. A specimen copy o f  the 
concessional Sales tax fri>m to be issued separately for purchase fix>m Maharashtra and Delhi is given at 
Annexure-IH or IV for ready reference. The facts be incorporated in the order for the supply o f  the 
material also.

12.11 Printing W ork

As far as possible all printing work be got done from the University Press only. These order will be 
effective in ease o f  all the Printing Work whether it may be out o f  University Funds or the fund received 
from any out side agency. These orders will, however, not be operative in respect o f  Examination Question 
Papers and sim ilarw ork. However if  the University Press is not in a position to execute the requisite job 
due to any reason to be recorded in writing than the said printing job may be got executed from the open 
market after following due procedure o f  quotations etc. with the specific prior administrative approval of 
the Rcgistrar/Vice-Chancellor.

12.12 R epair of A ircouditioning/R cfciigerjition  Equipm ent, Electrical M otors

The repair o f Air-conditioning/Referigeration Equipment and Electrical Motors be got done through the 
Construction Branch. The Department may inform the Executive Engineer (Elect.) about the repairs to be 
got done and the Executive Engineer (Elect.) will depute his representative to get the equipment inspected 
and arrange the repair departmentally wherever possible and if departmental repairs arc not possible, 
Executive Engineer will take action to get the same repaired after due call o f quotations. The payment of 
repair charges will, however, be made by the concerned Departments.

12.13 R epair o f Scicntific Instrum cnts/E quipm cnts/A pparatus

All the Scientific Instmnients/Equipinents/Apparatus may he got repaired from the University Service anil 
Instrumentation Centre and if due to any reasons the repairs cannot be arranged by them a certificate 
regarding their inability to undertake such a job  may invariably be obtained in writing before getting the job 
dune from the market

12.14 O etori Exem ption C ertifica te

I he Exemption Certificate be supplied to Ihe Supplier well in time alongwith the orders itself to ensure the 
Octroi exemption is availed. Instructions to this effect be given in the supply order. Octroi’Exemption is 
available on;such material as is brought by the University lot purpose ol educational institutions, including 
laboratories apparatus, equipment, chemical, charts, writing chalk etc. for the students.
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j 2.15 Instructions for P urchase Committees

The

(a)

(c)

(d)

(c)

(0

(B)

(h)

(')

CD

<k)

Purchase Committee would observe the follow ing guidelines for strict compliance:-

The Purchase Committee will collect-at least three quotations and will effect the purchase at the 
lowest market rates as far as possible where it is not possible to collect the quotations in writing 
the Purchase Committee will invariably record reasons for the same in the proceedings.

While recording the proceedings it will be ensured that all the details are recorded in the 
proceedings giving the nomenclature of the items purchased, their make &. model, quantity rates 
and incidentals paid thereon. The dates o f joum ey o f  the Purchase Committee, amount of advance 
drawn with date and amount refunded as unspent balance with date be also indicated.

The Purchase Committee are constituted to effect the purchases and not only to approve the rates. 
As such if the material is not available at that tim e and the purchase committee has only placed the 
order then the proceedings be recorded. The user Departments/Branches and one o f  the members 
o f  the Purchase Committee to be nominated by the said Committee for the purpose will certify 
after the receipt o f  the material categorically stating therein that the material ordered by the 
Purchase Committee has been received by the Department in accordance with the quantity and 
quality for which the order was placed by the Purchase Committee.

It will be incumbent upon the representative o f  the Department for which the purchase is to be 
made to cany with him all the details o f the specifications o f the items required and also diagram 
where required (for example in the ease o f furniture) with sufficient typed copies for giving these 
to the firms for quoting their rates accordingly. As administrative instructions already issued an 
exhaustive list o f firms is to be maintained by all the Departments in respect o f  the items required 
by them. Such list o f  firms should also be carried by the representative o f  the Departments.

It will be the Joint responsibility o f all the members o f  the Purchase Committee to ensure that 
the instructions are followed strictly and every possible care is taken to ensure in the best 
interests o f the University. The technical members on the committee will, however, be 
responsible to  ensure that the material has been purchased in accordance with the 
specific.it ion/quality.

If  any o f  the items is available against DGS & D rale contract then the rates approved by the DGS
& D will be kept in view.

The University is entitled to concessional Sales tax as per a copy o f  concessional Sales Tax 
Certificate enclosed which may bekept in view.

The Purchase committee is also required lo submit the proceedings to the Registrar within one 
month o f the visit o f  the committee/receipt o f the material.

The Purchase/financial rules and the administrative instructions issued from time to time will have 
to be kept in view.

Every member o f the Purchase Committee should himself see/peruse the orders passed by the 
competent authority for the constitution o f  the Purchase Committee so as to ensure whatever 
instructions are contained in those order arc observed while effecting the purchase.

Ii the Purchase Committee has been authorized to cffcct the Purchase o f a particular brand of an 
cquipincnt/itcin tlie Purchase Committee may contact not only the manufacturer o f that particular 
brand but also different dealers/stockists o f  the item so as to effect the purchase on competitive 
rates as the dealers/ stockists many a time arc ready to forgo part o f their trade discount in favour



o f  purchase to get business. However if no particular brand has been ordered to be purchased then 
the m em bers should contact the manufacturers as well as dealers o f  different comparable brands so 
as io-efifect tiie purchase on most competitive rates.

- 12.16 Import Cases

Unless o th e rw ise  considered necessary the import o f  equipment will be made only for such items on which 
the benefit o f  exem ption from the payment o f  Custom Duty can be availed under the Pass Book System 
after obtaining Certificate o f  Registration and Certificate o f  Cuistom Dufy Exemption from the Committee 
consisting o f  the folknving:-

(i) Dean, Faculty o f  Science

(ii) Chairperson, Department o f  Chemistry

(iii) Chairperson, Dept, o f  Physics

(iv) Chairperson, Dept, o f  Botany

(v) Chairperson, Dept, o f  Electronic Science

TVve. ifooNt CcmmVttee wo*M issue Certificates after ensuring that the particular hem is not manufactured in 
India keeping in view  the guidelines in this context issued by the Government o f  India from tim e to time 
including those already circulated vide Endst. No. DPA/140/90/Misc/2?57 to 92 dated 24-4-1990 and 
E ndst No. D P A /140/94/5563-5612 Dated 2.12.1996.

12.16A In case it is desired to import some Equipment/Apparatuses/Chemicals etc. the following factors 
may be kept in view.

. (a) Q uotations b e  invited direct form the manufacturer in the foreign country asking them to quote 
m inim um  possible rates extending all the concessions/discount to the University being an 
educational institution. The firm may be asked to supply a copy o f their price list applicable in 
case o f  supply to the Govt. Offices even when an Indian firm has furnished quotation on behalf 
o f  the foreign manufacturer, a specific reference be made to the foreign supplier lo quote their 
rates.

(b) To ensure that there is no ambiguity in the rates. The firm may be asked to categorically indicate
the C1F (Cost Insurance and Freight) o f  the item to be supplied by them so as to  ensure that no 
com ponent on account o f custom duty has been included in the rates quoted by them.

(c) Clear instructions be given to the foreign supplier while placing supply orders and while
establishing the letter o f  credit the supply/documents be sent in the name o f  the concerned
Departm ent so as to avoid transitory delay. Sometimes foreign supplier, the Airport Authority and 
the Bank sends documents/intimation in the name o f  the Vice-Chancellor without specifying the 
name o f  the Department which results in delay in delivery o f  the document/intimation to the 
concerned department.

(d) Unless and until a clearing agent is appointed by the University to help the Department in the
clearance o f  foreign consignments or the work connected with the clearance o f  the consignment 
will be done by the Department at their own by deputing a representative and in no case the import 
pass book and other documents would be handed over to any Indian agent o f  the foreign supplier 
to avoid any cheating or misuse by the Indian agent.

Chairman

Member

Member

Member



12-17 S tatu tory  Deduction o f Income Tax at Source
P ' % V

tutorv deduction on account o f Income Tax is required to be made ai source on the following payments 
d on other payments as may required under Income Tax Act from time to time. The payments which are 

Habie f o r  deduction oflncom e Tax in terms of Audit Requisition No. 18 dated 28.09.1995 are as under

 ̂ Any payment by way o f  Rent under any lease, sub-lease, tenancy or any land or building 
exceeding Rs. 1,20,000/- in a financial year.

^b) All types o f  contract for carrying out any work, such as transport-contract, service contract, labour 
contracts, material contracts etc.

(c) On payment made for service rendered by lawyers, physicians. Surgeons, Engineers, Accountants, 
Consultants etc. Tax is to be deducted at the rate prescribed by the Govt, and approved by the 
Vice-Chancellor if the payment exceeds Rs. 20,000/- in a financial year from time to time.

Specific mention o f this requirement to be made in the Notice inviting quotations, supply orders 
and the purchasc/service agreement to be executed with the firm.

12.18 Sanction fo r Incurring  Expenditure

12.18.1 Nothing contained in these rules should be construed to convey any sanction or to be cited as an 
authority in incurring expenditure Sanction of the competent authority is to be obtained invariably in 
advancc before incurring expenditure against the approved budget allocation.

12.18.2 The demands/requirements be assessed and steps be taken for effecting the purchases for 
items/materials required on six monthly basis instead o f in piecemeal or for the whole year at a time.

(ii) Centralized purchase procedure

12.1 C onstitution of C entral Purchase Committee

There shall be ;i Central Purchase Committee for purchase o f Store items. The Committee shall 
have a Chairman, six Members and a Member Secretary. ITie Chairman shall be nominated 
from amongst the Deans/Dircctors/HODs/Profcssors/Univcrsity Librarian/Registrar/any other 
Officer o f equivalent rank, five Members from amongst the 
Dcans/Dircctors/HODs/Profcssors/Univ. Librarian/Registrar any other Officer o f equivalent rank 
Hi Finance Officer. The Asstt. Registrar (Purchase & Stores) shall act as Member-Secretary. Thus 
the composition o f  tlie Central Purcliascs Committee shall be as under:

(i) Deans/Directors/HODs/Professors University Librarian/Registrar/any other Officer o f 
equivalent rank - Chairman
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(ii) Deans/Directors/HODs/Professors University Librarian/Registrar/any other OITiccr of 
equivalent rank -5 Members

(iii) Asstt. Registrar (I1 & S) -M. Secretary'

tin- Vice Chancellor shall he comprfem .nithorii'. tn nmninsu- the <"hailman. Meirber:. anil !!u- 
Member-Secretary. and shall have the {lower to constitute a Standing Committee, Adhoc Purchase 
< ommittcc for the specific purchases if there is an urgency

12.20 Quorum for the Meeting

Presence o! at least 50% Members oilier than the C hairman will form the quorum lor holding the 
CPC Meetings



12.21 Frequency of Meetings.

The Central Purchase-Committee shall meet on 10u‘ day o f  each month preferably at 3 p.m. I f  10rtl day 
happens to be a holiday, the meeting shall be held on the next working day. If  the need be. the Committee 
may meet more than once in a month.

12.22 T enure o f  the C en tra l Purchase C om m ittee.
* .

Tenure o f  the Central Purchase Committee shall normally be one year. The Vice-Chancellor, i f  not satisfied 
with the performance o f  the existing Committee, may reduce its tenure; and if  satisfied, may extend the 
tenure year by year. The Asstt. Registrar (Purchases & Stores) shall submit the proposal in the first week o f 
April to the Vice-Chancellor for constitution o f  the new Committee.

12.23 Stock Assessment and Collection o f R equirem ents 

(i) Stock Assessment.

Timely anticipation o f  requirements, estimation o f  demand, purchase and maintenance o f  adequate 
stock for a reasonable period are the necessary elements required to be built in the purchase 
system. Over-stocking and the associated loss owing to depreciation or deterioration in quality in 
stock must be avoided. Demands o f  Teaching Depts. Should be first discussed in the Departmental 
Committee before the proposal for purchase is submitted.

(ii) Collection o f  Requirements.
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The Asstt. Registrar (P&S) shall, therefore, issue circulars to collect requirements from all the 
Dcpartments/OfTices in the month o f  April, consolidate the requirements o f  common items, and 
take necessary actions for effecting purchases or finalizing rate contracts well in time to avoid 
hardships to the Depts-/OfTices or last minute rush for purchases. The HODs/Controlling Officers, 
in consultation with the Departmental Committee, shall send the demands within the time frame 
failing which they will be responsible for delay in purchases or lapse o f funds.

The indenting Depts ./Offices shall submit their requirements with detailed specifications and
addresses o f manufacturcrs/d to, tk<i \\\ vk\^ ’JvsfeiWNU

-V),

The Central Purchase Committee shall be competent to effcct purchases either by itself or through 
Sub-Committees. The Representative o f  the Indenting Dept, may invariably but not necessarily, be 
associated with purchase as a matter o f  general policy.

•12.24 O pening of Q uotations/Tenders

The Quotations/Tenders shall be opened by the Committee entrusted with the responsibility to effect the 
purchase. This Committee may also authorize a Sub-Committee to open the quotations if  deemed proper.

12.25 Inspection of the m aterial

The material shall be inspected by the Sub-Committee entrusted with the responsibility to purchase. I lie 
Inspection Committee shall record the following Certificates on the Invoice:

Certificate lo In- recorded if installation.is not required

"Certified that the material has been inspected mid found as |iei specifications given in the order".

Certificate to he recorded >if installation is required

*  €



“Certified that the material has been inspected and installed. The specifications and the quantity of the 
material are same as eiven in the ordetand installation is satisfactory".

12-26 Sanction for Incurring  Expenditure

The HOD7Controlling Officer shall obtain administrative approval and financial sanction o f  the competent 
authority to  incur expenditure against the approved budget allocation as defined in “Delegation o f  Financial 
Powers”. A Proforma for obtaining sanction o f the competent authority has been devised for the 
convenience o f  the Depts. /Offices (Annexure-2). The Depts. /O ffices shall invariably use this proforma. 
The AR (P&S) shall process the case for purchase after obtaining approval from the indenting Dept. 
/Office.

12.27 Stock en try

The Dcpartments/Offices shall take all the items - purchased or received in gratis -  on stock in the Stock 
Registers. Articles o f  permanent nature shall be entered in the Permanent Stock Register (Annexure-3), 
while consumable articles shall be entered in Consumable Stock Register (Annexure-3). The details such as 
name o f  the article, quantity, specifications, serial no. o f the equipment, cost, bill no., date o f  purchase etc. 
shall be entered in the stock registers.

12.28 Drawal of Tem porary Advances for Purchase of S to re  Item s

(a) The Finance Officer shall be competent to sanction temporary advances.

(b) The advancc shall be drawn after obtaining administrative approval and financial sanction o f the
competent authority for the purchase of the item (s). It shall be utilized within a month from the 
date o f its drawal. In case the advance is not utilized within the stipulated period, it shall be 
deposited in the University account unless the sanction o f  the competent authority has been 
obtained to retain it beyond this period.

(c) That advance will be utilized only for the purpose for which it is drawn.

(d) The unspent amount of advance shall be deposited in the University account immediately after
the transaction has been completed, but in no case later than seven days from the date o f the last 
payment made.

(e) The accounts o f the advance drawn shall be submitted for adjustment soon after the date o f the last 
payment and will be got adjusted within 15 days from the date o f last payment. The 
Officer/Official who has drawn the advancc shall be personally responsible for its timely 
adjustment. An advancc drawn for the purpose o f  opening o f  Letter o f  Credit in the Bank for 
making advance payment for import o f material shall be got adjusted within one month from the 
date o f receipt o f such material in the University.

(0  Ordinarily, not more than three temporary advances will be sanctioned until the advances already
drawn have been got adjusted. The Finance Officer may, however, sanction two additional 
temporary advance (s) considering the special circumstances of the given case. The limit of 
advances in the ease of Purchase Branch/Store Purchase Office shall not exceed ten. The approval 
o f V.C. may be obtained if Ihe no. of advances exceeds the prescribed limits. However the Vice- 
Chancellor shall be competent to modify this Rule.

12.2’) C entrally  stored items

Some items will be required by all the Depts ./Offices. It would be economical to purchase these items in 
bulk and maintain their stores in the Central Stores o f the University. Ihe list o f such items is given below :

I- All types of office stationery items



including computer stationery such as 
Paper, U clips, paper pins, etc.

2 Household spraying chemicals i.e.
mosquito and fly repellents.

3. Soaps, detergents and other cleaning 
material, disinfectants such as Dettol.

4. PhenyV Naphthalene balls and other 
deodorants.

5. Cleaning material and Ultramarine 
(Neel).

6 . Brooms, Bamboos etc.

7. Locks.

8 . Hessian Cloth

9. Foot mats.

10. Household plastic wares such as bucket.

11. Glass tumblers, tea sets, trays, etc.

12. Torches and Cells.

The Central Stores shall ensure the availability o f  all these hems in abundance. The Depts. /Offices shall
borrow/purchase these items from the Central Stores. However they may purchase these Items from the
market after obtaining NA from Central Stores.

J '
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12.3Q Inspection o f  Central Stores and Departmental stares

l l i c  Central Stores shall be inspected annually by a Committee o f two Officers not below the rank o f Dy. 
Superintendent constituted by the Store & Purchase Office with the approval o f  Finance Officer while the 
Departmental/ Office Stores shall be inspected annually by a Committee o f  two Officers/Officials o f  the 
Department/Office to be constituted by the HOD/Controliing Officer. The inspection reports indicating 
shortages/losses, surpluses, thefts, etc. shall be submitted to the Finance Officer for information and 
necessary action, i f  any.

12.31 Annual rate contracts for items required by several BeptsJOfficcs

Annual rate contacts shall be finalized in respect o f  such hems as arc frequently needed by the 
Depts ./Offices. The Central Purchase Committee shall be competent to finalize the Annual Rate Contracts 
for such items as listed below:

1. laboratory  chcmicals and culture media 
(imported and indigenous).

2. l^ab Glasswares including moulded items, glass blowing apparatus, glass distillation apparatus,
cover slips/Class slides.

"t. I.ab plasticwares.

4. Batteries (Industrial as well as non-
industrial). '
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5 "Filter papers (imported and indigenous).

6 Balances o f  all types including electronic 
balances.

7 Computer accessories, computer 
stationary including refilling o f  
cartridges.

The Depts. /Offices shall purchase these hems from the appointed suppliers on the rates and terms and
con d ition s approved by CPC without reference to the AR (P&S)/CPC.

12.32 Purchase o f Non-Centralized Items

All the non-centralized items i.e. the items other than the centrally stored items listed under Clause 12.29 
shall be purchased by CPC on case to case basis by inviting quotations/tenders.

12.33 Cycle of Rate Contracts

The cycle o f Rate contracts shall, as far as possible, be for a period o f  one year from first day o f  October to 
the last day o f  September. However this cycle may change depending upon the circumstances. The CPC 
shall ensure that all rate contracts arc in position one month before the expiry date o f the existing rate 
contracts. All the rate contracts, finalized by the CPC, shall be circulated amongst the Depts. after 
verification by the Audit.

12.34 T ransparency, competitiveness, fairness and  elim ination of arb itra riness in Purchases

The following criteria shall be followed to maintain transparency, competitiveness, fairness and eliminate 
arbitrariness in purchases:

(;;) At least 15 (fifteen) days dear notice excluding the dates o f dispatch and receipt shall be given for
filing o f  quotationsAenders.

(b) Quotation/Tender documents shall be sclf-containcd and comprehensive, and full 
specifications/details of the goods shall be clearly spelt out without any ambiguity.

(c) All the Quotations/Tender Notices shall be sent to the prospective suppliers/for publication in the
new spapers) Under Postal Ccrtificate/Registcrcd Cover.

(d) The dates o f opening the Quotations shall be announced in the Quotation/Tender Notices.

(<•') The bids should be opened in public, and authorized Reps, o f the bidders shall be permitted to
attend the bid opening, if they want to be present

(0  A Quotation/Tender Register shall be maintained in the format as per Annexure-12.15. As soon as
a quotation/tender is received, its entry shall be made in the said Register as well as in the Diary 
Register of the Store Purchase Office/!)epartment/other Office. At the time of opening, the date 
and time o f  opening of the quotation/tender should also be recorded by the Quotation/Tender 
Opening Committee.

AS 2.

All the rate contracts shall be posted on University’s website after’ approval o f CPC and 
verification by Audit.



12.35 Paym ents — ....

As far as possible, all purchases shall be made on credit/bill basis. However payments may be made against 
delivery after satisfactory installation and inspection report where the supplier do not agree to make supply 
on credit. To ensure that the firm do not hesitate from supplying the material on bill basis, and to enlist 
their full cooperation and cam good will, the paym ent o f  all bills shall be made within the stipulated period 
failing which interest at Fixed Deposit R ites o f  State Bank o f  India shalf be realized from the 
officer/official responsible for delay in payment and paid to the Supplier.

12.36 Govt. Levies

The benefit o f  concessional Sales Tax, wherever available, may be availed o ff  by issuing necessary 
concessional Sales Tax Certificate. Purchase shall not be made form any firm/supplier not possessing Sales 
Tax Number.

12.37 E xem ption from  Custom Duty/Excise D uty/O ctroi

The University is exempted from Custom Duty/Excise Duty/Octroi. Hence the Departments/Offices shall 
issue Custom Duty/Excise Duty/Octroi Exemption Certificates (Annexurcs 12.4-12.7) to the supplier duly
countersigned by the R egistrar,_________ _________ University to shall avail o f  these benefits. Instructions
to this effect shall be given while inviting quotations/tenders and placing supply order.

12 3 8  Submission o f  Information regarding Custom / Excisc Duty Exemption by the Dept. /Officcs

Custom/Excise Duty Exemption reports arc required to be submitted to the Dept, o f  Scicnce and 
Technology, Govt, o f  India evety « x  months foiling which this facility is liable to be withdrawn. As 
such, the Dcpt./Office concerned shaH submit the half-yearly Custom/Excise Duty Exemption reports to 
the A.R. (P & S) slrictly as per formats appended at Annexurcs-8 & 9 failing which the Dept./Officc 
shall be responsible for any delay for further transmission o f  the reports to quarter concerned. The A.R.
(P &S) shall pass on the reports to the Dept. ofScience and Technology, Govt, o f  India.

12.3‘> R equirem ent o f three Q uotations/T enders

(a) Purchase on the basis o f three quotations/tenders.

As a matter o f  general rule, there should be minimum three quotations/tenders. Every effort may 
be made to purchase the item (s) on the basis o f  lowest quotation. If  it is not possible to make the 
purchase on the hasis o f  lovecst

by recording reasons in writing.

(Ii) Purchase on the basis o f  less than three quotations/tenders.

The purchase may be effected on the basis o f  a single quotation/tender with the approval o f the 
Vice-Chancellor under the following circumstances:

(i) If there are less than three quotations against the tender floated in the newspapers or NIQ 
floated amongst the prospective suppliers.

(**) I* 'he Hein to be purchased is .a proprietary item, and is available from the manufacturer 
only and not from any other source. A “proprietary certificate" and a certificate that "they 
market the item directly" shall be obtained from (lie manufacturer.
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(j.j) If the Item to be purchased is available from the sole distributor across the country, a 
certificate to that extent shall be obtained from the manufacturer.

The purchasing Dept70ffice/Sub Committee/ CPC shall satisfy itself in this connection, 
and shall record a certificate to that extent.

j-> 40 Purchase of Items without Calling Quotations (Emergent Purchases upto Rs. 3000/-)

, The HODs/Directors o f  Institutes/ Librarian/Registrar/COE/Finance Officer/P.IV University
3 Engineer (Xen)/DSW/Director o f  Sports/Sr. Medical Officer/ Director o f  Youth Welfare, Manager

(University Press), and other Branch Officers/other Officers o f equivalent rank shall be competent 
to purchase any item costing upto Rs.3000/- without calling quotation subject to  “Non-Availability 
Certificate” from the Central Stores for the centrally stored items listed under Clause 12.13 only. 
No NA would be necessary for non-centralized items.

(b) Annual monetary limit for all purchases made by the HODs/Directors o f Institutes/
Librarian/Registrar/COE/Finance Officer/ University . Engineer (Xen)/DSW/Director o f 
Sports/other Officers o f  equivalent rank without calling quotations shall be Rs.50,000/-.

(C) Annual monetary limit for all purchases made by the Sr. Medical Officer/ Director o f Youth
Welfare, Manager (University Press), and other Branch Officers/other Officers o f  equivalent rank
without calling quotations shall be Rs.30.000/-.

(d) Annual monetary limit for all emergent purchases for ccntrally stored items for the Store Purchase 
Office shall be Rs. 50,000/-.

(e) All Officcs/Dcpartmcnts shall maintain a Limit Register. All purchases made without calling 
quotations shall be entered in this Register. The entries shall be verified by the Audit while 
passing the bills.

(0  No NA would be necessary for the Outstations (1LMS, Gurgaon Sc PGRC, Rewari) for emergent
purchases. However Heads o f the Outstations will justify the emergency for purchase. The 
Outstations will submit monthly report o f  the purchases made without quotations to the Store 
Purchase Office by the 1“ week o f  every month, after making entry in the Limit Register.

12.41 Purchase of Items up to  Rs. 10000/- th rough  the D epartm ent/ Office Purchase Committees

O') The HODs/Directors of Institutes/ Librarian/Registrar/COE/Finance Officcr/P.l./ University
I;.ngincer(Xen)/DSW/Dircctor o f Sports/other equivalent Officers shall be competent to purchase 
any item costing upto Rs. 10,000/- on lowest quotation basis by inviting three quotations through 
Department/Office Purchase Committees to be constituted by the above Controlling Officers 
under intimation to the Chairman, CPC for a year (April-March) subject to “Non-Availability 
Certificate” from the Central Stores for the centrally stored items listed under Clause 12.29 only. 
No NA would be necessary for non-centralized items.

(b) Sr. Medical Officer/ Director o f Youth Welfare, Manager (University Press), and other Branch
Officers/other Officers of equivalent rank shall be competent to purchase any item costing upto 
Rs 5000/- on lowest quotation basis by inviting three quotations through Department Purchase 
Committees to be constituted by the above Controlling Officers under intimation to the Chairman, 
CPC for a year (April-March) subject to “Non-Availability Certificate” from the Central Stores 
for the centrally stored items listed under Clause 12.13 only. No NA would be necessary for non- 
ccntralized items.
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<c) Annual monetary limit for all purchases made by the HODs/Directors o f Institutes/ 
Librarian/Registrar/COK/Fina'nce Officer/ University Engincer/DSW/Director of Sports/other



Officers o f equivalent rank through the Department Purchase Committees quotations shall be 
R s .5 0 ,000/-. -

(d) Annual monetary limit for all purchases made by the Sr. Medical Officer/ Director o f  Youth 
W elfare, Manager (University Press), and other Branch Officers/other Officers o f  equivalent rank 
through the Department Purchase Committees quotations shall be R s.30,000/-.

(e) All Offices/Dcpartments shall maintain a Limit Register, AH purchases made through the DPC 
shall be entered m this Register. The entries shall be verified by the Audit while passing the bills.

(f) N o NA would be necessary for the Outstations (ILMS, Gurgaon & PGRC, and Rewari) for 
em ergent purchases. However Heads o f the Outstations will justify the emergency for purchase. 
The Outstations will submit monthly report o f the purchases made without quotations to the Store 
Purchase Office by the l "  week o f  every month, after making entry in the Limit Register.

12.42 Purchase o f Items costing more than Rs. 10000/-

All Items costing more than Rs. 10000/- shall be purchased through the Central Purchase Committee.

12.43 Brand selection

(ai Brand Selection o f  common Laboratory Equipmcnts/lristruments/Chemicals/ Glasswares/
Plasticwares.

The following Committee shall decide the brands o f  the above items:

(i) .HOD, Chemistry:

(ii) HOD, Microbiology/ 
Rep not below the
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(iii) HOD, Pharmacy/
Rep not below the 

Reader

(iv) A.R. ((P&S)/Rep. not 
below Dy. Supdt.

Convener

Member

Member

: Member

AR (P S) shall convene the meeting o f  the Brand Selection Committee in April/May to finalize the 
brands o f  items listed above.

(b) Brand Selection o f  Computers, Peripherals, UPSs including batteries, Softwares, computer 
stationery (CDs/DVDs, pen drives, cartridges, hard discs, drives, paper stationery for computers, 
etc.). Audio-visual aids. Cameras, etc.

The following Committee shall decidc the brands o f the above items:

(i) Chairman. CPC : Convener

(ii) Director, Computer Centre : Member

(iji) I lead, Computer Science ’ : Member

( iv) Xen/Rep. not bellow the

>1



rank o f  SDE Member

(v) A.R. (P & S)/Rep. not
below Dy. Supdt. : Member

r  {p & S) shall convene the meeting o f  the Brand Selection Committee in April/May to finalize the 
brands of items listed above.

j j  4 4  P u r c h a se  of Branded Equipments/ Machinery/ other Items on Quality Basis

As far as possible, the tendency on the part o f  user Departments/Offices to recommend a single 
b r a n d / m a k e  of equipment should be discouraged. In case, the Departments, for the purpose o f  research, 
need only a specific make o f certain equipment, there should be clear recommendations o f the HOD to this 
effect. I n  such cases, quotations should be invited from the manufacturers as well as authorized 
distributore/dealers/siockists. If the manufacturers insist upon supplying the material directly or through 
specific authorized dealer, the matter may be dealt with accordingly. In all such cases, a certificate must be 
obtained from the supplier that “the rates charged and other terms and conditions are not inferior to those 
offered to other GovtVSemi-Govt. Institutions/ Organizations/Departments”. In other cases, the 
quotations should be floated amongst manufacturers and authorized distributors/dealers on the basis o f 
complete specifications to be given by the HOD/Office concerned. Even after the receipt o f  quotations, if 
the concerned HOD/Office finds, on going through the catalogue, that a certain device/technology already 
in use in the University or elsewhere or some other feature o f certain brand o f  equipment is preferred on 
the basis o f use or any other reasons to be recorded in writing, it would be permissible to purchase such 
equipment on quality basis after recording the reasons in black and white. The Purchase Committee 
concerned may dccide such cases on merits when, for reasons to be recorded in writing, the quotations are 
not to be invited again. If the brand decided by the Committee is available from a particular manufacturer, 
and is not marketed through Agents/dealers/ distributors, then the single quotation submitted by the 
manufacturer shall be treated as final and equivalent to three quotations. In case o f items such as vehicles 
(tractors, cars, buses etc.) which are available from a single authorized dealer, the single quotation shall be 
treated as final and equivalent to three quotations. If, however, the brand is marketed through more than 
one agent/dealcr/distributor, then the normal purchase procedure shafibe followed.

12.45 Purchase of Items under DGS&D (C entra l Govt.) and DS&D (H aryana Govt.) Rate 
Contracts

The A.R. (P & SyDepartments/Officcs shall collect information regarding the items available on 
DGS&D/DS&D (Haryana) rates and circulate the same among the Depls. /Offices. While it will be the 
endeavour of the Store Purchase Office to make use o f  such rate contracts, it would not be necessary for 
the University to purchase all the goods on DGS&D/DS&D rates. Only such items as approved by CPC 
for purchase on DGS&D/DS&D rates will be purchased on DGS&/DS&D rates. The user Depls. shall 
forward their demands for the items - under DGS&D/DS&D rates - to the A.R. (P & S), who will place 
orders for the same subject to confirmation by the respective user Dcpartmcnts/Offices. The 
Outslations (ILMS, Gurgaon and PGRC, Rcwari) shall be competent to purchase goods under 
DGS&D/DS&D rate contracts at their own without referring the eases to the Store Purchase Office/Central 
Purchase Committee. A copy of the supply order, placed by the Outslations for the items purchased under 
DGS&D/DS&D rale contracts, shall be endorsed to the Store Purchase Office.

■ 2.46 Purchase from Govt. O rganizations/ Public Sector Undertakings/Autonom ous Bodies

1 he Depts./Ol'lices shall be competent to purchase equipments and other Items from various Govt./Semi- 
Govt. Public Sector Undertakings/ Autonomous Bodies such as Cooperatives Stores, Khandi Bhandar, 
I lAIT.D, etc. without reference to the Store Purchase Office/CPC at their rates subject to the condition that 
such Organizations/Undertakings would give a certificate to the effect that “ lower rates and better terms K  
conditions have not been offered to any other Govl./Semi-Govt./Ptiblic Sector Undertakings/Autonomous 
Bodies, l liere shall lie no need to invite quotations for purchases from Govl./Piihlic Sector Undertakings/ 
Autonomous Bodies manufacturers? suppliers. IT the items are not available with these
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manufacturers/suppliers, then the purchase shall be made by following normal purchase procedure. 

12.47 P urchase o f Engieeeriivg M aterials

(i) Director (Sports)

(ii) Finance Officer/Rep. not
below Supdt.

(iii) Dean, Students Welfare/Rep.
not below Class-!!

(iv) AR (P & S)/Rcp. not below
Dy. Supdt.

12.49 Purchase of MccJicincs

All Engg. material such as electrical items, public health materials, civil works materials etc. except the 
provision o f C lause- 12.23 shall be purchased by theEngg. Cell/Unit o f  the University.

12.48 . Purchase o f Sports Materials ^

The Directorate o f  Sports shall send the requirements for the sports material along with quantity, —.
specifications, address o f  the manufacturers/authorized dealers and other necessary information to  the ^
Asstt. Registrar (P&S). The Asstt. Registrar (P &S) shall invite quotations, prepare the comparative ^
r t n f a M M i f  M f * * .  n n / l  f a r m p  o n / ^  / ' A n / ^ i f m n c  o n r l  n l a r p  f k o  t f i ^  f X l l f > \ r t n O  Q r w t c  M a t ^ r i a l c  ^

*  c H
*  c ^

statement o f  rates and other terms and conditions, and place the same before the following Sports Materials 
Purchase Committee for further action:

: Convener 

: Member 

: Member

: Member ^  t  ^

The Sports Materials Purchase Committee may recommend the purchase on the basis o f  quotations or may w> V
ask the manufacturers/dealers to display the material and then recommend the purchase. This Committee
will also be competent to negotiate the rates received against the quotations. The AR (P&S) shall obtain £ -  (
the approval o f  CPC and place the order for supply o f  material directly to the Director, Sports who will
responsible for receipt o f material, inspection o f  material, stock entry o f material, audit before payment, £  £  *
final payment etc. *  c

*1 he Sr. Medical Officcr/Rcsidcnt Medical Officer shall decide the brands ol medicines and submit Ihe
requirements to AR (P&S), who will piace the Agenda before CPC for further necessary action such as ^  ^
constitution o f  ?. Committee for purchase o f  items or approval o f  CPC for rates already invited by the AR
(P&S). Normally the following Committee shall purchase the medicines: ^  v * '

4.
(i) Sr. Medical Officer ^

<
(ii) Rep. o f  HOD, Dept, o f Pharma. Sciences " ^  ^

(iii) Finance Officer/Rep. not below £
Dy. Supdt. T

*(iv) AR (P & S)/Rep. not below Dy. Supdi. ^  ,
The SMO will coordinate the purchase subject to store purchase procedure/regulations. ^  ^  l*"

12.SO Printing of books, brochures, pam phlets, booklets, and other printing rela ted  jobs (scanning, ^

*  c *'
planning and designing)

The University has its own Press for printing of books, brochures, pamphlets, booklets, calendars etc. As 
lar as possible, the printing work shall be gofdone from the University Press irrespective o f whether the ^
funds for printing have been made available out’o f  University budget or the funds Teccived from any *  %■

m

*  c c

t

«  C '

*  C '  

€  C s



ide Agency. This Rule will, however, not be applicable in respect o f Examination Question Papers and
00 S'lar work being of emergent and secret nature. However if the University Press is not in a position to 
S'm ute any requisite job  due to any reason to be recorded in writing, the said printing job  may be got 
C* uted from the open market after following the procedure o f  quotations etc. with specific prior 
'dministrative approval o f  the Registrar/'Vice-Chancellor through the following Committee :

(j) Prof. I/C University Press/Rep. not
below Dy. Supdt.

|j j)  Finance Officer/Rep. not below
Dy. Supdt.

(jii) Press Manager

The HOD/Rep. not below Associate Professor concerned may be associated if the printing job pertains to 
any Dept./OfTice. The above Committee may also decide the rate contract for scanning, planning and 
designing for coloured printing as these are highly specialized jobs for which facilities do not normally 
exist in University Presses.
The Press Manager will coordinate the work of the Committee.

12.51 H iring of Specialized Services

The Depts ./Offices, alter obtaining financial sanction from the competent- authority, shall send then 
demands for the hiring o f  specialized/professional services like computer training, photography, coaching 
for civil services, communication skills development for the university employees/students etc. lo the AR 
(P&S)). While sending the demand, the Dept./OfTice shall ofTcr comments regarding services o f  the firm 
provided during the last scrvicc contract period, if any. The AR (P & S) shall place the Agenda before 
CPC lor further necessary action such as constitution of a Sub-Committee, obtain recommendations o f a 
Sub-Committee, place the recommendations before for Central Purchase Committee for approval, and 
convey the same to the Dept./Officc concerned.

12.52 Purchase through Spot Purchase Committees (Ad hoc Com mittees)

I'he (T C  shall be competent u> constitute Spot Purchase Committees for making spot purchases from 
local or outside markets lor Cenlralizcd (centrally stored itemsJ as well as Non-Ccntiali/.cd ilems.

(a) Circumstances for forming Spot 
Purchase Committees.
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Spol Purchase Committees shall he constituted under the following circumstances:

(i) When the purchase is so urgent that 
regular purchase procedure cannot be 
followed.

(ii) When the purchase has not been made earlier through regular purchase
procedure and the addresses of the firms are nol available.

(iii) When the specifications ol the items needed, arc such that these have to
be explained personally to the linns concerned and the quality o f  the material is to be 
inspected on the spol.

( iv) When lhe response lo NIQ lloaled by 
Store Purchase Organization is poor.

(h) Constitution of (he Spot Purchase



Committees.

The constitution o f  the Spot Purchase Committees shall normally be as under:

(i) HOD concemed/Rep. not below Class-1

(ii) Finance Officer/Rep. not ■below Dy. Supdt.

(iii) One M ember to be nominated by the CPC.

(c) Requirement o f  Quotations Needed for 
Spot Purchases.

As a matter o f  general rule, there should be minimum three quotations before a spot purchase is made. 
However, subject to  a maximum limit o f Rs. 5000/- for each item at a time, the Spot Purchase Committee 
would be competent to make purchases even when the requisite number o f  quotations cannot be obtained. 
This power would be exercised by the Spot Purchase Committee when the material is needed urgently and 
the Committee is satisfied that the rates are reasonable. When any firm offers the lowest rates, but docs 
not want to give quotations, the Spot Purchase Committees would be competent to make purchases, 
without insisting for written quotation, from the firm, and the Committee would record a certificate that 
the purchase has been made at the lowest market rates.

12.53 Repeat O rd ers

The following rules shall govern the placement o f  repeat orders:

(a) Repeat O rder would mean the order by the same Dept./OfTice, who made the purchase initially.

(b) Repeat order, if  required, shall be placed within a period o f  three months from the date of order o f 
first purchase.

(c) The quantity o f  the repeat order shall not excced the quantity equal to the quantity o f  the initial 
order. CPC, after ensuring the reasonableness o f  the rates, shall be competent to relax the 
provisions o f  this (. I.mse

(d) Repeat orders shall be placed by the 
AR (P&S).

(e) Reasonableness o f  rates shall be ensured by the purchasing Dcpt./Office, and a certificate : “The 
price (s) o f  the good (s) has/have not reduced after the initial Order” , shall be obtained from the 
supplier.

(0  No repeat order shall be placed on the
basis o f  spot purchase.

12.54 C onstitu tion  of Spot Purchase Com m ittees by the C hairm an , C P C  for Em ergent Purchases

The Chairman, CPC shall be competent to constitute a Committee to effect the purchase for any emergent 
purchase in anticipation o f  the approval of CPC. Ali such cases shall be placed before CPC for ratification 
in the meeting scheduled immediately after the receipt o f case, complete in all respects, in the Office ol 
AR (1*&S) from the Dcpt./Office concerned. Such emergent purchases shall be made within 15 days from 
the date o f constitution o f the Committee.

12.55 M aintenance of the K<|iiipmcnK Including C om puter H ardw are  and Softw ares

It is desirable to cover the costly equipment under service contracts. Whenever a Dept. /OHice semis



and to the AR (P & S) for the purchase o f  equipments, it must indicate specifically whether extra 
•cessories, spare parts and after-sale service contract would be required.

Service Contract with Govt./Semi- 
Govt./ Public Sector Undertakings/
Institutions.

/here service contracts are to  be nude with GovtiSerai-GoytTPublic Sector Undertakings/ Autonomous 
lodies the Dept/Office concerned shall be competent to enter into service contracts with such 
Indertakings/Bodies without referring the matter to the AR (P&S)/CPC. However, the Dept/Office shall 
btain a certificate from such Undertakings/Bodies that service contract rates and other terms and 
onditions offered to MDU are not inferior to those offered to any other Govt./Semi-Govt./Public Sector 

£  Jndertaking/ Body.

I b) Service contract with Private Sector 
Undertakings/lnstitutions/other firms.

The Dept. /Office shall send their demands to the AR (P&S)/CPC for service contracts with Private Sector 
Jndertakings/lnstitutions/other firms after ensuring that funds are available for this purpose. The 
>ept./Office will record a certificate o f availability o f funds and offer comments regarding services o f the 

^  irm provided during the fast service contract period on the demand proforma. The AR (P & S) will 
^  irocess the ease , obtain the approval o f  the Central Purchase Committee, and convey the same to the 

ijcpt./Office conccrncd. Older for AMC and payment then- f  skill be mnde'phced by the rVpt 'Office 
;oncemcd.

(c) Period of Service Contract.

Ordinarily, the service contract shall be for a period of one year. If longer period, subjcct to a maximum o f 
five years, brings substantial monetary benefits, then CPC shall be competent to enter into AMC for longer 
period. The AMC charge? shall be paid on six monthly basis either as advance or post-service payment 
shall be made.

*
12.56 R epair of Air-conditioning/ R efrigeration  Equipm ents/Electrical M otors

The repair o f  air-conditioning/rcfrigcration equipments and electrical motors shall be got done through the
3  University Engineer (SE/Xcn)/ Construction Branch. The Departments shall inform the Executive
*  Engineer (Electrical) about the repairs to be got done who will depute his Rep. for the inspection of the 
J  equipment and arrange the repair Dcpartmcntally, wherever possible. I f  Departmental repair is not

possible, the Executive Engineer (E) will get the equipment repaired from the market. If however, the 
University Engineer (SE/Xen)/Construction Branch issues NA, the Department concerned will get it done 
from the market. Repair to be got done by the Xcn (E) or Department concerned shall be subjcct to 
monetary limits, repair from manufacturer/authorized dealer and repair from sources other than 
manufacturer/authorized dealer as provided under Clause 12.41. The expenditure on repairs will, 
however, be borne by the Department concerned.

^  12.57 Repair of the Scicnlific Instrum ents/ Equipm ents/A pparatus/ Machinery/Vehicles (Excluding 
IT Products)

J
(a) Repair ol sciciitilic instruments/

•% equipments/apparatus/inachincry
from the MatuifacUirers/Autliori/.ed 

^  Dealers.

"  *111111 the following monetary limits, the repairs ol the scicntific instruments/equipments/ 
aPPanuus/niacliincry shall be got done by the Departments/Offices conccrned from the respective 

^  manufailiirrrs/aiithorized dealers without referring llu- ease to (he Al< (!’ & S)/C'PC’ subjcct to financial

J l



sanction o f  the competent authority.

Transport Officer 
Dean/Director/HOD/ 
Controlling Officer 
concerned
CPC

= upto Rs. 10,000/- 
= upto Rs. 10,000/-

= Above Rs. 10,000/-

The above monetary limit shall include the cost o f labour, spare parts, accessories etc.

(b) Repair o f  scientific instruments/ 
equipments/apparatus/machinery 
from sources other than the 
Manufacturers/Authorized Dealers.

Where the repair o f  scientific instruments/ equipments/apparatus is required to be got done from source 
other than manufacturer/authorized dealer, it shall be got done through the following Sub-Committee:

(i) Dean/Director/HOD/Controlling Officer 
concemed/Rep. not below C lass-I.

(ii) Finance Officcr/Rep. not below 
Dy. Supdt.

(iii) AR (P&S)/Rep. not below Dy. Supdt.

The Dept. /Office concerned shall coordinate the work
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(c). Repair o f  Vehicles (Cars, Buses, Jeeps,
Tractors, etc.) including Spare Parts.

As far as possible, the Vehicles should be repaired in the Transport Workshop. In case, it is not possible 
to get the vehicles repaired in the Transport Workshop, the same may be got done, after obtaining NA 
from the Transport Officer, from the manufacturer/authorized dealer without referring the case to AR 
(P&SyCPC. In case, the repair is to be got done from the source other than the rnanufncturcr'aiithorized 
dealer, the same may be got done through the following Sub-Committee subject to monetary limits 
prescribed under Sub Clause (a) above, justification by the Transport Officer for not doing the repair in the 
Workshop and justification by the Committee for not getting the repair done from the 
manufacturer/authorized dealer:

(i) Dcan/Director/HOD/Controlling O fficer/Rep. not below Class-I.

(ii) Transport Officer.

(iii) Finance Officer/ Rep. not below Dy. Supdt.
The Dept./Office concerned shall coordinate the work.

12.58 Pricc List of S parc  P arts

Whenever rate contract o f spare parts is based on the pricc lists o f the manufacturers, it is imperative to 
obtain the price list and verify the payment with reference lo the same. However, in individual cases, the 
CPC may make an exception to this general principle Where there are practical difficulties in obtaining 
price lisi along with up-to-date amendments thereto, from the manufacturer/their authorized dealer; a 
certificate shall be given by the supplier on the bill that the’rates charged arc according to the latest price 
list o f  the manufacturers. Such ccrlificate by the supplier shall Ik- attested by the purchasing Department

j
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and the Audit  will  accept the same as authentic and  will  not insist further for showing the price list. If 
ycb a certificate given by the supplier is found inconsistent with the price list o f the manufacturer, the 

firm shall be liable to make the loss good and blacklisting or/and any other suitable action.

12 <?9 Purchases from  M anufacturers/Sole D istributors/A uthorized Dealers/Stockists

The purchase, as far as possible, shall be made from the manufacturers/sole (exclusive) 
distributors/authorized dealers/stockists. The AR (P & S) shall maintain a list o f  the manufacturers/sole 
distributors/authorized dealers/stockists. The exclusive/authorized distributorship/dealership certificate, 
wherever required, shall be issued by the manufacturer, and not by the sole distributors/authorized
dealers/stockists.

12.60 Updation of M ailing Lists o f the Firms

The following procedure shall be adopted for up-dating the list:

(a) All the firms on DGS&D (Central Govt.) and DS&D (Haryana) rate contracts would 
automatically be included in the mailing list for the Items concerned. AR (P & S) shall
update the mailing lists from their websites from time to time.

(b) All the firms, which have been granted BIS (earlier ISI) Standard would be included in the mailing
list for the relevant items.

(c) The new manufacturers/distributors/ dealers, who make applications to the AR (P & S) for 
enlistment, shall be asked to give their complete particulars as per Annexure-11. The 
manufacturers/distributors/dealers that have obtained sales tax number and income tax clearance 
certificate would be included in the mailing list for the items for which they are genuine suppliers. 
Before posting the firms on the mailing list, the AR (P & S) shall satisfy himself that the firm is 
the genuine supplier o f  the goods in question. The addition o f  new firms and deletion o f the 
existing firms to/from the mailing list shall be made with the approval o f  the Central Purchase 
Committee.

(d) The suppliers who do not respond to the N1Q for three times continuously may be brought to the
notice of the Central Purchase Committee for deleting their names from the mailing lists until 
they make fresh request in this regard.

12.61 Utilization of Funds Provided for Store Items

The Budget Estimates in majority of the Schemes are circulated by the Finance Office in the first week of 
April every year. It should, therefore, be the endeavour o f all the Controlling Officers/HODs/Heads of 
Outstations to initiate the purchase cases immediately after the ticking o f  budget by the Audit. In any case, 
orders for all the store art icles to be purchased out o f  funds earmarked in the Budget should be placed by 
31" December. However following shall be exception to this general rule:

(i) Goods available in the Central
Storc/Hngg, Unit Store/any other 
University store.

(ii) Goods on rate contract.

(iii) Goods available from the Govt. /Semi
(iovt. /Public Sector Undertakings.

(iv) Goods for which budget is received 
in Dec. or later.

L _  '
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Relaxation to this rule shall be granted by the Vice-Chancellor.

12.62 Prior Scrutiny of the Purchase Cases by the Audit

The following purchase cases shall be submitted to the Audit for prior scrutiny:

(i) All rate contracts approved by the Central Purchase-Committee shall require prior Audit- 
verification/scrutiny. Rate contract circulars shall be issued afterwards.

(ii) All individual purchase cases costing more than Rs.20,000/- shall require prior Audit
verification/scrutiny.

(iii) Pripr scrutiny/verification by Audit shall not be required in cases o f purchases made
through Spot Purchase Committees or goods of value less than Rs. 20,000/-.

(iv) Prior scrutiny/verification by Audit shall not be required in cases o f  purchases, not
covered under (i) to (iii) above.

(v) Attested copy o f  Rates Verified/Seen by the Audit shall be circulated by the AR (P & S). 
This attested copy shall be accepted by the Audit for paym ent o f bills/adjustment of 
advances etc.

12.63 Im port ofScientific Instrum ents/ Equipm ents and Chemicals

(a) Import oi'Equipments/Instruments:

The Dcpt70fTice concerned shall submit the demand for the equipment/instrument to be imported 
to the AR (P & SyCPC after ensuring that the instrument/equipment is not 
manufactured/assembled in India. The AR (P & S)/Sub-Committee/CPC shall invite rates and 
other terms and conditions by floating Quotations/Tenders. The Quotation/Tender shall be 

j  0 5  evaluated by a Sub-Committee o f  CPC. As far as possible, payment shall be made by  Letter O f
Credit, if  advancc payment is required to be made. Other modes such as Sight Draft may be
used only if it is found economical and more convenient.

(b) Terms and conditions.

The terms and conditions given in Annexure- 14 shall be observed while inviting 
quotations/tenders for import o f  scientific instruments/equipments.

(c) Exemption from Custom Duty:

The University is exempted from Custom Duty. Hence the Dcpts./Offices shall place the orders 
directly to the manufacturers and issue the Custom Duty Exemption Certificate to the firm duly 
countersigned by the Registrar, MD University on the prescribed Proforma available as 
Anncxurcs- 7 & 8 to avail o f exemption from Custom Duty:

(d) Custom Clearance.

Consignments o f foreign goods shall be gol cleared from the Airport by the Depi./Ollice 
concerned immediately after the receipt o f documents to avoid any demurrage

(e) Import ol ('hcmicjil.s/ljib Products:

T h e  University sh a ll enter into rate contract w ith  Indian Agent (s) for the imported c h e m ic a ls / la b  
products.
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12 64 Inviting Quotations/Tenders and Cost of Tender Document
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(a)

(b)

(c)

(d)

AH the purchase of material and services (except in Clause 12.28 & 12.29) will be made through 
the normal purchase procedure.

Q uota tio n s/lim ited  quotations would be invited for purchases upto Rs. 5.00 lakhs from.reputed 
manufacturers/dealers.

Open tenders shall be invited by giving wide publicity in at least two Newspapers if  the cost o f the 
material exceeds Rs. 5.00 lakhs. The Press Tender Notice shall also be displayed on University's 
Website.

The cost o f Tender Documents shall be as under:

Rs. 5 lacs to less than 10 lacs = Rs. 500/- 

Rs. 10 lacs to less than Rs. 20 lacs = Rs. 1000/-

Rs. 20 lacs to less than Rs. 50 lacs = Rs.2000/-

Rs. 50 lacs lo less than I 00 lacs = Rs.3000/-

Rs. 1 crore and above =Rs. 4000/-

However, CPC shall be competent to relax the rules o f  Tender Notices depending upon the 
problems o f purchase or emergency with the approval o f Vice-Chancellor.

12.65 Acccptancc of Quotations

Quotations/Tenders should preferably be acceptcd by Regislered Post/Courier Agency under sealed 107 
covcr. The Suppliers should send quotations/tenders sufficiently well in time to ensure that the same 
reach the destination on or before the due date and time. The quotations/tenders received after the due 
dale and time will be rejected irrespective o f the postal delay or any other reason.

12.66 Earnest Money

Earnest money @  2% two per cent) o f the total cost o f  material/work at the quoted rates shall be insisted, 
which shall be refunded/released after satisfactory execution o f supply order. However, in the interest of 
the University, the tenderers may be given an opportunity to deposit the Earnest Money even after the 
opening of lenders/quotations by the competent Authority in the following eases, namely:

(i) The offer is technically valid and otherwise acceptable but for this or other minor deficiencies
such tender fee or signing o f schedule.

(ii) The tenderer has referred to old deposit with relevant detail which is, however, not available 
as having been released in (he meanwhile or is not free and the offer is otherwise 
technically valid and acceptable.

(iii) The difference in rales between the two technically valid offers is considered to be 
substantial

12.67 Penally for Noii-cxceution of O rder

I lie Supplier/Contractor shall supply the material/execute (lie work within the lime limit specified iti the 
supply/contract order.' The Asstt. Registrar (P &. S). wilh the approval o f CPC, may extend supply/work
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with the Vice-Chancellor ___________________U niversity,______________whose decision shall be final

12.68 Perform ance G uaran tees /o ther Securities

12.69 Cancellation o f  Orders

12.71 Disposal of O ld O bsolete l.T . P ro d u c ts / E lectronics I tem s/C o m p u te r Media etc.

The old obsolete IT producls/clectronics items, computer media ctc. may be disposed off according to the 
foljowing guidelines (framed in com pliancc to the instructions circulated vide Letter No. 
3/20/2000/3S1T/4375 dated 5.10.2007 o f  the Electronics and Information Technology Department, UO 
N o.il/59/2007-5l-D lll/1425 dated 30.7.2007 o f  the finance Department and UO N o.11/59/7.007- 
5FDIII/I425 dated 15.3.2007 o f the Supplies and Disposal Department).

m -  c
execution period, only in exceptional circumstances on written request o f  the Supplier/Contractor c iv ' ^  ^
reasons/explaining circumstances due to  which supply/woric execution period could not be adhered to " |S 
case, the material/work is not supplied/executed within the supply/work execution period, the ^ C
Supplier/Contractor shall be liable to pay the University the compensation amount equal to l% '(one ►
percent) o f  the cost o f  material/contract per day or such other am ount as the CPC/Asstt. Registrar (P & S) £  C
may decide till the supply/work remains incomplete, provided that the total amount o f  compensation shall '  r
not exceed 10% (ten per cent) o f  the total cost o f  m aterial/contract A fter the lapse o f  15 days beyond the ^  C
stipulated/extended period, ft will be the discretion o f  the University to cancel the supply/work execution 
order at the risk and cost o f  the Supplier/Contractor. Besides, forfeiture o f  the Earnest Money, the 
University shall be at liberty to  take such action as recovery o f  compensation to the extent o f  10% o f  the 
amount o f  the supply/contract order, blacklisting, etc. An appeal against this penalty shall, however, lie
W i t h  f h f t  I  n fU A r a  —i__ ft i__ r .  •

— /  

*

*  c
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The Performance Security shall be obtained from the successful bidder le , the bidder whn h*c
awarded contract/supply order. The Security shall remain valid for a period o f  sixty days beyond date o f 
completion o f contractual obligations o f  the supplier including warranty obligations. The Dept ./Office 
holding Performance Security [in most o f  the cases AR (P & S)] shall invite comments from the user 
DeptyOffice within the grace period o f  sixty days (referred to above) for releasing the Security. If  no 
comments are received, Security Holder shall release the Security immediately, assuming that the user ' #  £ .  *
DeptVOffice does not have any objection to  its release. I f  any breach o f  contract or defect in the 
equipment/goods is brought to the notice o f  the Security Holder after the release o f  Security, the user £  =
Dept./OfTice shall be responsible for the loss which shall be made pood from the pocket o f the err>p!<'yec v.
ic:.pon.sibic fur the ioss. In case, the Security is required to be withheld, the supplier and the Bank in case (P
o f Bank Guarantee shall be informed well in tim e to  avoid any legal implications/complications.

Ibc orders placed by the AR (P & S) on behalf o f  Indenting Depts./Offices shall be cancelled by the 
j  Q g former on the recommendation o f  the latter. The orders placed by the Depts./Offices/Committees without 

reference to the AR (P & S) shall be cancelled by the order placing authority.
*

12.70 Sem inar on Purchase P rocedure
*

A copy o f  Purchase Procedure shall be circulated by the AR (P & S) amongst all the Dcans/Directors/ 
HODs/Outstations/Offices for ready reference. The AR (P&S)/Chairman, CPC shall give a seminar on q

purchase procedure in the month o f  May every year to the Deans/Directors/Qfficers/ HODs/Officer 1/C 
Stores/Store Keepers/Asstt. Registrars & equavalents/Supdts./Dy. Supdts./ Xens/SDEs/ JEs etc. to educate 
them about store purchase procedure.

*

c

c

- r

I. As per Companies Act. there is a provision of 40% depreciation on IT products, 15.62% 
depreciation on Electronics items and 13.91% depreciation on-Telecommunication and Electrical items. As 
per Income Tax Act (IT Act), there is a provision o f  60%  depreciation on IT products and 25% depreciation 
on Electronics items as well as Telecommunication <\' Electrical items. Accordingly, the depreciation 
iK lails ol various items aie as untlei ^
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Category o f  Items ... —̂ Depre­
ciation per year as per 
Companies Act

Depre­
ciation per year 
as per IT Act

T Fproducts like Computers, Printers, Scanners, CD writers, 
vwworkinE components etc.

40% 60%

Electronics ’Equipment Like Electronic watches, TVs, VCR, 
pw-rtronic Training kits, Testing & Measuring Instruments etc.

15.62% 25%

T/-lrcommunication products like Fax, EPABX, phones etc. 13.91% 25%
Electrical items CVT, Stabilizers, UPS (excluding SMF 
hutteries as batteries are consumables) etc.

13.91% 25%

The reserve price o f old stores shall be calculated as per Companies Act.

2 The IT products, which are lying in the stores o f  various University Departments/ Offices as junk,
may be disposed ofT on highest offer by following the procedure mentioned at S.No. 4 even without 
calculating depreciated value, if  these items were procured more than 8 years back. These items are as 
under:

S.No. Item Approx. Reserve Price (Rs.)
1. PC with 8088 chipset with FDD (S) only 

with CGA monitor.
50.00

2. PC-XT with CGA monitor 50.00
PC AT ? & '  IA monitor 50.00

1 -  
4. PC-AT 286 with VGA monitor 200.00
5. PC-AT 386 with CGA monitor 50.00
6. PC-AT 386 with VGA mono monitor 200.00
7 PC-AT 386 with VGA colour monitor 300.00
8. PC-AT 486 (PC & Server) with VGA with 

mono monitor
300.00

<■). PC-AT 486 (PC <N. Server) with VGA colour 
monitor

300.00

10. Pentium MMX/Pentium (excluding P-Il.P- 
111, <Sc P-1V) with VGA Mono Monitor

300.00

11. Pentium MMX/Pentium (excluding P-II, P- 
111 &  P-1V) with VGA colour monitor

400.00

12. Magnetic Tape Drive 100.00
13. VGA colour Monitor 100.00
14. VGA Mono Monitor 50.00
15. CGA Colour/Mono Monitor 25.00
16.

t

Computer media like defective Floppies &
Tape media and used l oner & Ink Cartridges 
etc..

0 .00

Reserve price of other items shall be calculated on the basis of depreciated amount before disposing off.

' The approximate life o f IT products has been dccidcd to be 5 years, while that ol electronics items,
telecommunication products, training kit etc. approximately 7 years. The approximate lile for (.'VI & 
stabilizers is fixed a:; 10 years. The approximate life for UPS systems is (ixed as 6 years, further, l.asci 
Printers are now available with belter speed having less’running cost with I year/3 years warranty. I he old 
laser printers may he replaced, in case price of the toner, drum to be replaced/repairs & estimated AMC 
cost are equivalent to new laser printer of equivalent or better specification or even upto the K0% cost than



new laser printer. The rule for laser printers may also be adopted for other items o f  similar nature like 
scanner, photocopier, fax etc. In case, any product gives frequent-problem-before attaining its minimum 
recommended life o r goes badly out o f order and repair/maintenance cost is not economically viable or 
exceeds depreciated price) in both the cases, items may be disposed o ff at its depreciated value with the 
recommendation o f  Technical Committee constituted/to be constituted by toe respective Department/Office 
having one technical expert from the University. Further, in case, any product is not used due to 
techrfological change, that product can also be disposed o ff or replaced by availing its depreciated value 
with the new product that can fulfill the requirement with the recommendation o f  Technical Committee 
constituted/to b e  constituted by the respective Department/Office having at least one expert from the 
University. ■ .

A. The disposal o f  old items having reserve price upto Rs. 10,000/- may be done by inviting sealed
quotations through official letters from at least 5 vendors o f  the field directly by the concerned 
Department/Office. For this purpose, at least three quotations should be obtained and sales order shall be 
awarded to the highest bidder. The disposal o f old items having reserve price more than Rs. 10,000/- may 
be done by floating press tender notice in any national newspaper on the following terms & conditions :

(a) The concerned Department/Office must ask for Earnest Money Deposit o f  Rs. 2000/- in form o f 
Demand D raft payable in favour o f  the concerned HO, Department/Office. The EMD is 
refundable after expiry o f empanelmcnt period o f  one year.

(b) To dispose o ff  the store, quotations/offers may be invited from the vendors empanelled by 
HATRONAJniversity from time to time. Fresh earnest money will be required @ 10% o f the rates 
quoted by the tenderers f rounded off to Rs 100/- or Rs 500/- whichever is higher) in the shape of
Demand D raft on any scheduled bank drawn in favour o f  the R egistrar,__________________
University w ith each offer separately. The offer without Earnest Money may not be considered 
under any circumstances and offer may be rejected as being an invalid offer. No opportunity shall 
be given after opening o f  tenders to deposit Earnest Money under any circumstances.

(c) The rates shall be quoted exclusive o f  Sales Tax & Surcharge on Sales Tax, if  any. The Sales Tax
I  « n  & Surcharge as applicable will be paid extra by the vendor on the offered price o f store to be

lifted.

(d) The rales, in each ease, shall be quoted separately, itcmwisc unless otherwise specified.

(ej Separate rales shall be quoted for cadi store/item. Tenders received for whole lot in lumpsum shall
be straightway rejected, unless otherwise specified. In case, the tenderers want to offer amount 
over and above for the whole lot, they should divide extra amount proportionately against each 
store and specific rales for store should be quoted separately. These conditions arc applicable only 
when item o f  stores arc more than one.

(0  Conditional tenders shall not be considered.

(g) Offers shall be neatly typed or handwritten. There shall be no overivriting. Addition/alternation, 
if  any, shall be attested by the tenderers.

(h) Ten per cent Earnest Money deposited by the tenderers shall be adjusted towards security, and the 
successful tenderers shall have to deposit balance 90% payment alongwith Sales Tax and 
Surcharge, if  any, within 15 days from the date o f  issue o f acceplance/bcfore receipt o f store, 
failing which the Earnest Money deposited along with the offer shall stand forfeited.

(i) Store charge @ 2% per week of the value o f  stores (Sales Order) shall be chargcd in ihe form of 
penally, if  the purchaser, (ails to lift the material within the stipulated time, subject to the 
extension granted by concerned Department/Oflicc on the merit of the case. After 3 weeks delay, 
concerned Department/Office shall be competent to dispose o f  the sto’re by inviting fresh offers 
from the empanelled vendors.
i
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(j)

(k)

(1)

The offer shall remain valid for acceptance for a period o f  90 days from the date o f opening o f 
lenders.

The rates should be quoted both in words as well as in figures.

The tenderers shall have to lift the stores on “as it is where is” basis.

5.
on

The HOD concerned reserves the right to reject or accept any offer without assigning any reasons.

The old IT products/electronics items etc. may be offered to  the staff o f  the Departments/Offices 
the highest offer amongst the staff which should not be less than the reserve prices, only after 

""mpleting minimum recommended life without going through the process o f  inviting offers from the 
C n a n e lled  vendors/press tender/limited quotations. The old items can also be donated to State/Central 
G o v t r e c o g n iz e d  Organizations after obtaining approval from the Head o f  the Department/Office. One 
employee shall be entitled to bid only for one complete computer system.

Purchase of software can be booked as one lime office expenses. The old software can be
upg rad ed  into latest version by taking the benefit o f  old purchase, in case, scheme is available from the
d e v e lo p e r /p rin c ip a l party, otherwise latest software can be purchased and the value o f the old software c a n  
be treated as Nil. The old software can be donated to the State/Central recognized Organizations.

12.72 S tatutory Deduction o f Income Tax a t Source

Statutory deduction on account o f Income l ax shall be made at source on ihe following payments and on 
other payments as required under Income Tax Act from time to time. The payments which are liable for 
deduction of Income Tax are as under:

(a) Any payment hy way o f rent under any lease, sub-lease, tenancy or any land or building exceeding
Rs. 1,20,000/- in a Financial year.

(b) All types o f contracts for carrying out work such as transport contract, service contract, labour
contract, material contract etc.

(c) On payments made tor service rendered by Lawyers, Physicians, Surgeons, Engineers, Accountants,
Consultants, etc.. Income Tax shall be deducted at the rate prescribed by Govt, and approved by 
the Vicc-Chancellor, if the payment exceeds Rs. 20,000/- in a financial year from time to time.

12.73 Annexurcs (UA C)

Fifteen proforma/formats, developed for the convenience of the Store Purchase Office/ Depts. /Offices., 
arc added as Annexures-1-15. These may be used for obtaining administrative and financial sanction of 
the competent authority (Annexiire-12/1), for stock entry o f non-consumable (Pcrmanent)/consumable 
items for Departmental Stores (Annexure-12/2 ), for stock entry of non-consumable* 
(Permanent)/consumable items for Central Stores (Anncxure -12/3), for sending the Excise Duty 
Exemption Certificate to the AR (P  & S) after countersignatures o f Registrar (Annexuie-12/4), format for 
issuing Excise Duty Exemption Certificate (Anncxure-12/5), for sending the half-yearly information 
regarding Central Excise Duty (Annexcure-12/6), for sending the Custom Duty Exemption Certificate to 
the AR (P & S) after obtaining countersignatures o f Registrar (Anncxure-12/7), for issuing Custom Duty 
Exemption Certificate (Anncxure-12/8), for sending the half-yearly information regarding Custom Duty 
(Annex cure-12/9), for resignation of suppliers with the Store Purchase Office (Anexure-12/IO), for 
inviting offers/quotations for rate contract (Anncxure-12/11), for inviting quotalions/tenders (Annexurc-
1 ?-»12), for issuing supply order (Anncxcurc-12/13). for inviting quotations for importing items from 
•il>road (Anncxure-12/1-1). and foi; recording of bids received from (bidders in the Quotation/Tender 
Register (Anncxure-12/15) These formats can be downloaded from the University Website, if the need be, 
<>r Ci,n be stored in the computers for future use.

I l l



YMCA UNIVERSITY OF SCIENCE AND TECHNOLOGY 
FARIDABAD -121006 (HARYANA)

ADMINISTRATIVE APPROVAL FOR ADJUSTMENT OF ADVANCES/ADVANCE PAYMENTS 
MADE TO FIRMS/SUPPLIERS/ORGANIZATIONS

The item(s) as per details given below have been received/indented in the Departments against advances 
drawn / advance payments made in favour of firms / suppliers/organizations.

Bill No. & Date P.O. No. & Date Particulars Amount in Rs. Remarks

Administrative approval for adjustment of advances / advance payments made to firms / supplier / 
organizations for the supply of items received / indented in the department may be granted.

Forwarded for approval 

in procedures

Signature
(Name)



Y.M.C.A. UNIVERSITY OF SCIENCE AND TECHNOLOGIES,
FARIDABAD

C h arg eab le  H e a d __________________________________________

Payable to_____________________________________________________________________

D ate P a r tic u la rs  A m oun t R em arks

S ig n a tu re  o f C la im an t 

Certificate that the expenditure has been incurred in the interest of the week of the University.

(H O S/H O D )

Passed fo r 
Rs.

A ccounts A ssistan t S.O . A ccounts R eg is tra r D irecto r



Y.M.C.A. UNIVERSITY OF SCIENCE AND  
T EC H N O LO G IES, FA R IDABAD

APPLICATION FORM FOR TEMPORARY ADVANCE

Date________________

.. Chargeable Head o f  A cco u n t:___________________________________________________

(W hether form  General A/c. Hostel. Fund, SFS, SAF

2. Name o f  S taff M e m b e r:_______'________ '________

3. D esignation :__________________ ______________

4. Am ount required in fig. R s .__________________________ Rupees

5. Purpose o f  Advance: _

Signature of Staff Member

Recommended By

Sanctioned/approved for 
Payment o f  Rs.

Registrar/C. 0,F.



THE Y.M.C.A. UNIVERSITY OF SCIENCE & TECHNOLOGY 
FARIDABAD (HARYANA) 121006

R E O U ISTIO N  SLIP FO R IN ST ITU TE V E H IC LE

No. Dated

O FFICIAL / PR IV ATE

R equisitioning
O fficer

Place to be visited  
including local 

places at the out 
station

Date and time for w hich the 
vehicle is required

Purpose o f journey w ith  
full justification

Date
Time 

D eparture  
from instt.

Arrival 
Back at 
institute

H ead of the Departm ent / Section

A PPRO VED

R E G IST R A R /D IR E C T O R


