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Olficc (lircular

Sub: Purchase Ilcquisition guidclincs

It lras been observed that pr"u'chiisc rcquisitions arc sr-rbnrittccl bl,inclenter u'ith onlr namc ancl

quzintity ol';rroduct/itcnr and does not inclucic all cssential spccifications r,i,lrich clclal's the

procLlrcnrcnt process anci cau rcsrrlt in \\,r()ng l)rL)cLlrclltcnt.

In r,'iew'ol'abol'e. to ensLlrc corrcct ancl sllccclr llr()curcr))cnt. lirllori'ing stclls arc ntandatot)'tn
follow' at thc tirnc of subnrittir-rg purchase rccprisition to Procurretlrent Division:

1. Nanre o('the indenter rvith positiorr shoulcl be irrvariablt, ntentioncd.
2. lrLrll specilicatior-t requirecl in purchasc lcclurisition. i.c. I{atings. ctrpacity. sizc. nttrtclial

olconstruction. makc. accLlracy lcr cl ctc.

i. l-ist of sLrpplicrs having tlrc samc procltrct lansc ancl tcchnicalll at []ar. ([t'availablc.)
4. l'}rocluct/lterl sell'-lif'c. storagc rccluilenrcnl.s. cunsLnrption pattern to bc taken carc ol'

whilc submitting reclLrisition.

,5. Ilequirement o1' AM(1" il' applicablc. shall lrc intimatcc'l in ach,ancc along witl'r

rcclLrisition.

6. In case olrequiretlent o1'consunrablcs. rccprisition to bc raisccl in acli.ance iu previor-rs

scnlcster u'ith consicleration o1'rniniururnr stocli to bc ntaintairrecl lrasccl ()rr

cor-rsr.rnrpl.iclrt,

7. Adequate timc should be given to thc l)rocurement ciivision tbr thc procluemcnt
proccss.

It is thc rcsponsibilitl, u1'the II{O artcl thc Assgciatc [)cap,'I)cap to cnsllrc that clulr contplctc
ancl conrplchcnsivc [)ulchasc [icqLtisitions ulc ll.risccl in tintc.
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3. I)ircctor (Aclnrin). ('l.O & I{cgist;rrr Ol'licc. ( jSI (' I lnir ct'sitr

4. Director Campus & l)1' [)ircctor (Aclniirr)()l'tlcc. (iSl'(' Llnircrsitl
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