3-T§IDT~I??IT=F/Annexure -1

AT TTTEIRIT EATT/INDIAN STATISTICAL INSTITUTE

203 &Y€Y, AS/B. T. ROAD,Flefehldl/ KOLKATA - 700 108
AIATA /G -FTHA STAITRATET THIIA/Bed (T T SYFIOT HATFE & H & 77T Brot

Requisition Form for Purchase of Stores/Stationers, Laboratory Chemicals/Furniture & Equipment etc.

(HEI/Ref: FTATT T . /Office Order No. HA3H/D.0./15243 fti/dated 10 TS/ July 2009)

HAT9T/Part — |

(7T gAY arRT 31— STW//To be filled in by P. C.)

HIIT B #XA F I FIAT 3 Y56 Y gAY AR R 71w srepgart 1 Are FIPlease note the instruction overleaf before filling the requisition.

1. gfeIe &1 A#H/Name of the Unit :
2. Y & AT T STl FHel & s/ Details of the items being requisitioned for purchase :
(3SR B8] 3T Y6 T g@T 3 2W/See overleaf for instructions)

3. YSlaTd Hel & AT #/ In case of Capital items,
4 FAT/ITAEATI/New/Replacement (Y 3T fARITeT 98 /put \ mark) :
v T v & ATHC H FHoAT ITIGT & 3T T 3oer@ A In case of new purchase please state justification for the acquisition:
v SfFATeT & AT #, [aeTAT Gohard FHe/Hel & s T a1t ST Te IS gh)afed sa &/ In case of replacement, mention

the details of existing capital item/items including date of purchase, accession number (if any) :
v Thccl Hel o HIH H 9T 19T |1 T 3haA . 2 H JATOIT HY/In case of Proprietary items, please certify in SI. No. 2 of Part 11

4. reeRfold Hed/Estimated Price: (TGN F/IN WOTHS) ............uwwvvvvvveeeeeresessssssssiisinsssssesseeessssesssssesessssesene

5. fAIITaR TR oG % Qi ssfc Jraene vd fAfer i 3uelstrdr & daer & Siarehil/Information as to Budget provision and availability
of fund with appropriate code of Account as per detailed below:

e a¥/Financial Year; ---------------- or@T g.A/c No. ATSAATA/IR-ASTATeT/ TG e Na/geaTd/TeTed
Plan/Non-Plan/Ext. Funded/Capital/Revenue

Trdeh gan T d / Funded by:
3Tafed IR F./Amount allocated Rs.
TAATST AT & T gEariad TfR/Amount Proposed for the current requisition:
geaTfad Tfr afgd s $r mfasg afA/Amount spent/committed including the proposed one:
I9/Balance:

giIe AW T $-Ael Tll/ E-mail address of the Head of the Unit :
aﬁwmmm#O/Mobile No. of the Head of the Unit ;

AT JHE & gE1eT / Signature of the Head of the Unit: a&@/Date:
qmw@r}l?_g%mﬂ Recommendation by Head of the Division:

TETH TR AT 3feJHIce1/Approval of the competent Authority

(e /Director)




Hﬂaﬁ%rllnstructions

1. %I AT fAT / FAHIT / G317 i FAfRAST SR P €A H @A §U HY fPT SAATe Al FY UTdee TPR - MG T 7S IRAT F7 3 FSC
T A Jeod@ RAT ST AMET| S & Sl 3R ARG AV v enffer fhw foerm, fSra@ 3egfea =ag gf @hal €, 50 WK {6 av fafader & #fr
AT G/ [T/ T GAAEr ST G glell AMGU| Hl & IW-IWIG T AW H HAl A o {0 3aeTerct § 3T A & 77 78 A T
&1 far e @ifge |

The specifications in terms of quality, type etc. as also of quantity of goods to be procured should be clearly spelt out keeping in view the specific needs of the procuring Unit./ Dept. /

Division. The specification so worked out should meet basic need of the indenting Unit/Dept./Division without including superfluous and non-essential features which may result in
unwarranted expenditure. Care should also be taken to avoid purchasing quantities in excess of requirement to avoid inventory carrying cost .

2. FF FATel MR / ARTRT FAergfae 9 @ ol aa 899 389 geare o WX AT AT AR @ §@8 7 Seew Fol AT & HreFhicid
Aed & G # 3T HRSA & Al ied FR T aeThaT § FIA & AT gohsl A HT A g Aol B AW N HH AET F QoS A A Ser
TRV TAF AR / FI  FdTe TOERT  TE I0TET § F 3, o AR WeR & aeea facde FaE e eiRa €, deue & @
U AT 3WIA e T A I GHR H HAGAT S ST WIUROT ST &7 $1$ AfFd e & OF ¥ oTT FT 7 AT ¢ |

Procuring authority / indenting Dept./Unit must place on record , in precise term , the consideration which weighed with it while taking procurement decision. A demand for goods should
not be divided into small quantities to make piece meal purchase to avoid necessity of obtaining the sanction of higher authority required with reference to the estimated value of the total
demand. Every indenting /procuring authority is expected to exercise the same vigilance in respect of incurring expenditure out of Institute’s fund as a person of ordinary prudence would
exercise in respect of expenditure of his own money as laid down under General Financial Rules of Govt. of India.

3. ofE s Ay Feftr fasmmer ganrr R Sar g & #ARrehd! Ife 58 aed S FRTe e (heere e & e #el @ ey ey d. duwn
16-4 / 156 (V)i 4/5 fader 2006 3R VWS Hal ¢ FRATT IS H. WUTCH 16-4 / 554 ReF 9 Se1adl, 2002) TAT 6 FASEAS  HEAT G@RT
AR &Y 9% faskar g # sfeafl@d faskant & geide HRee WEId F gad &1 59 AT / tears fAas @ S5 A ued frar e g ar s #iew
GIH AET- |l & Fld 6 & 3N R_fgT Gefe & vohrred g yAoTT ge&qa w6 ¢ | RfAdtar & sor Rl tear Javs @ 0@ vhged avg &
Tl & AHS H ThRIed aFqg YA F HfaRed s & ofer gaor oF g5gd B o i S § | s fFwger | areRit i 3Ra
GIShaT &1 UTelel ek ST AT fRar e anfge) denfaa smqfdsdiad 1 / & @ Gfeu-2% & &9 # Food 3N RfEaq 73 3u) geaE s
e o= f gEen 9 / aREnfad T o B oa gsel o Al w7 e sfeafld A a1 g fawqga Raver i deue vem afe ag
g, Td A AR Hed & Sood AT S wifgw| $Udr redet, s HAfT garr Sl wrdiory aRed feaieh  02.03.09 2| Fedeh Hiees & Hiar B &
FBfeai@d #g & U REqa favor 3k deuds soRafe #18 g, td W ARd qed  F Ieo@ A Se aiikv |
I garerat faeel Hor & fpar S g A o urdt & A A @@ -uF Giell S @ 3HA AH AR g AT Q@ SART JAUT THAHEN vd AIHETE Hod
gied 370 AU vd od P F & S RT | F afafa, S« o gy geel, faRed e Utd R Hdhdr & | A T@lic & T Fees
wa WAl carT @ fram ST
The requisitioning unit may collect sealed quotations from the enlisted vendors as prepared by the Institute for this purpose and office order issued in this respect (currently Office Order
No. CAF/16-4/156(A) dated 4/5 September 2006 for items other than chemicals and CAF/16-4/554 dated 9th January, 2002 for chemicals) where purchases are to be directly made by
concerned Department. When any item isto be acquired from the manufacturer / sole distributor, a Proprietary Article certificate has to be furnished under prescribed format
under column 6 of Purchase requisition form Part - Il. In case of purchase of such Proprietary Article from a sole distributor instead of manufacturer, a certificate of authorisation of
the manufacturer needs to be  furnished in addition to Proprietary Article certificate. Offers should be invited following a fair, transparent and reasonable procedure. Notice

inviting offers shall be needed to be issued/circulated to/among prospective suppliers (see specimen enclosed and marked as Annexure-2A) which should mention full detailed
specification of the item as mentioned in the requisition form and the price including installation charges, if any, and taxes. Please refer office circular dated 02.03.09 issued by the

Chairman, Purchase Committee. Each quotation should mention full details of the item as mentioned in the requisition form and the price including installation charges, if any, and taxes.

If the payment is to be made in foreign exchange, full details like name and address of party in whose name Letter of Credit is to be opened and other terms and conditions including FOB
and CIF prices should be given in the quotation. The Purchase Committee may obtain additional quotations whenever it feels necessary. For bulk purchase, quotations will be collected by
the Purchase Committee.

4. FETT A FEAT WUTE / 16-4 / 743 ReAih 27 wadr 2001 & oudf & @R . 10,000 / - & 3w Fqox &t et RS A & F7 & A\ A
w7 afAfd & IR Waw R S 3t gem aur ueds Elerd AT & FF & AH A Aus # 3eAles 3raedsd gem | % 5000 / - & 3R Hea
& GOl #Ae &1 TAT 7T T HIATT & HACITH § &0 o= =1 0|

In terms of office order No. CAF/16-4/743 dated 27th February, 2001, purchase of any individual item beyond Rs. 10,000/ will require to be processed through Purchase Committee
and for every purchase of capital item approval from Director will be necessary. Such purchases of capital item above Rs. 5,000/- should be routed through Purchase Committee.

5. afE fanelr faAw faechar af & isR &1 Al 3TYRT fovam ST 3R 3eTaT erare o S 3nfEa g d3w facdr af & Al o s 9t
F U 3dq e & A AT AT AT B 37 ey a¥ # 3w Gehelol fRAT S Ud 3% fT sgerare R e @ae 7 8 | 9% a¥ walt Aw
& e @ell 59 gEad Y WAY & I8 IET S AMRT | WA & S e R 9 9EdT W T @A garr R € fhar aehdr 81 g6 @ -
TG H FHIE F Ul hU A H SR B

Where stores are required to be supplied and paid for in a particular financial year, indents/requisitions shall not be sent out to Purchase Committee so late in the financial year that they
cannot possibly be compiled with and paid for within that financial year. All purchase proposals must reach to the Purchase Committee within February of every year. Any purchase
proposal received after February may not be entertained by the Purchase Committee. This time schedule needs to be strictly adhered to.

6. FF & T AS HNA T I, TARIT §T & TEAT BT S0 A1 3¢ 390097 # T =0 & a6 e / diww & 3 smer | foosifof@a gfafse #r
Sl AT 3R 3@ IAe/THET YT @Rl YAl & Siem =ifge : - %3 Affd ganm e wa dear (ST61 oe gl) , dsic & AR, itd e,
it ey & HEAT U9 Yss HEAT Ul it T Al | e A Ay & far e ww afAfa & srewet & qg AT S =@ifgu) 39or &
AT H qerH witelr gant ffted graeRa 3k vefOia deums AT e & @ deed R Sien aifgel 3 gerae & Aer # et
foer, o 3mey 3R AT wE (T WRATT EaRT U FAT ITAIE) FT WA F IeAeT F U HIA s H FHGQ & fow e S =g

After the item has been supplied, properly installed or put into use the following should be entered on the face of the bill/Invoice and certified by the Head of the Unit/Division :- the
serial  number allotted by the Purchase Committee (where applicable), the budget details, accession number, book and page number of accession register and date of accession. The bill
should be sent to the Chairman of the Purchase Committee for sanction of payment. In case of Equipment the installation certificate duly signed and certified by the competent authority
should be enclosed with the bill. In case of advance payment, the Proforma bill along with the purchase order and the Requisition Form (as earlier approved by the Purchase committee)
should be sent to the Chairman, Purchase Committee for sanction of advance payment.

7. 3R B ot AEl & ufd gur suRfAf@a 3@ spraw far amr &, 9 S ured g Sl § ar Far vee & & St § Ao Soaren wafad
e sifaw e, arene, gawifta W@ie i ured e vd RS Al 97 Y ufa Afitd 306 GAEe I1 AV Herar A (IS S @ Ay ¥ wu
afafa & reuer & g f9em|

After the item of stores against which advance payment as referred above has been made, are received or services rendered ,the concerned indenting Department shall obtain and send
the final bill, challan, money receipt etc. along with copy of initial sanction to the chairman of the Purchase Committee for sanctioning adjustment or balance payment (if any).

8 9TEd facauiid yRASTAIN gaRT 2 & A & AT Bf W e v@ & T W e fAcaifid gRas=r & aRAsEr y@ garr g&aer fHu
ST =1

Requisition form should be signed by the Project leader of Externally Funded Project in place of Head of Unit in case of purchases from Externally Funded Projects.



3-T§IDT~I??IT=F/Annexu re—1

HRATT TTTEIRIT TEATA/INDIAN STATISTICAL INSTITUTE

203 1.1, US/B. T. ROAD,&Tershidl/ KOLKATA — 700 108
(FOT Yh HE & Tl qeh HIaT- || BT 3T STATIT < / Please use separate Part —I1 form for each item)
WIAT /G -ATHA STAITRATET THIIA/Bed (I T SYFIOT HAFE & H & A9

Requisition Form for Purchase of Stores/Stationers, Laboratory Chemicals/Furniture & Equipment etc.

(HEH/Ref: FTATT HT&A H- /Office Order No. 13HV/D.0./15243 f&eAi/dated 10 eAT$/ July 2009)
19T /Part — 11
1. #c &1 [aaxoT/Item description:

A 1 faaxor 351 fafIsedr/ Item description/specification:

HE e HE&AT /Item Code NO.........o.cocoeene. (Fhdel YitaTd HeT g/for capital item only)

2. UhRicd He, & AT # Jfe 3@ T THTOTIH /Certificate by the Head of the Unit in case of Proprietary item:

A0 TR ST & o ATeT-9 1 Jel 7 [[AfHAToT FHaer

.............. ZaRT foRaT ST & 3R AT Ed FRUT & IS 37 faATor a1 ATse Tl 787 § -

This is to certify that the indented goods are manufactured DY  M/S....cooiiiiiiiiiiiiii e
........................................... only and no other make or model is acceptable for the following reasons :-

qeATH Al §ETaTR/ Signature with designation (HIIT-T SeldTel JfaAe/F8TT & Fa@/Head of indenting Unit/Div.)
TETH TR (FFAC/THTIT o TH@/H.HT.(F-Ud ). gaRT 3efAied /Approved by the competent authority (Head of Division/ CE(A&F)

3. AT-9F TS IfAe SaRT fAshel3il & HafeIet 1T (F9AT Het Tfed Horaal HY)/Quotations collected by the Requisitioning
Unit from Vendors (Please attach original)

HH G,/ | ohar &1 aATA/Name of Vendor 9dr/ Address el Price feoquft /Remark
SI. No.

1

2

AT 9HqE & gEAER/Signature of the Head of the UNit: ..............occcccv.. ar@/Date:

ST /Contd........ 2



4. T HIATA GIRT WIET e/ Quotation collected by the Purchase Committee

2-

(&3 |ATY & I9ANT gd/For use of Purchase Committee)

& 3712 F. / Purchase order No.

A ./ Tasha(31) @1/ ATH/ TdT/Address HA/Price feoqufi/Remark
Sl No. Name of the vendor(s)
% qiAfa &Y e/ Purchase Committee Recommendation :
CTiED T AN S5 H ATH Q/eanT
T (37T o HTH ) FsRkT
T (AT &) (I )
faeef ager (eTsat 7) )

& F &
TR T AT HT ISR |
In the meeting held on , the above request for purchase of

from /by M/S
or through (in case of import ) M/s
for

Rs.(INR) (Rupees )
Forex (in words)
has been recommended.
ar@/Date HATsTeR/Convener 37TEA8T/Chairman

dRI@/Date




