
sub: Guicjetires for recommendations of procurement Approvat committee.
ln addition to order issued on 09'03'21 regarding procurement procedure, the fottowing guidetines arefurther prescribed to streamtine procurement of materiats and services for strict comptiance,
Three Quotations must be catted for any procurement either in one time or in parts from the same vendorthat goes above Rs 20000' ioi tn"'procuremcnr of recurring nature, rates shoutd be catted forstandardizalion for a longer period noi exceeoir]q o.e y"ur.i..or?ingty, in,r..,"1",,",- catting quotations,the fact that the ratcs are meant tor itanoarai.ail* ili. rp".iric p"rioi,,hn;i; irivariaoty be nrentioned.
The locat purchase committee shatt comprise of the Theme Coordinator concerned, Accounts in chargeandi or anv other oerson/Coorcjinator having sufficienr tnoireage of the product/services and trends inthe' [oca[ market' rnu e'olutt;;;;;J;rd project notJei *ho hur" been detegared powers ro approveprocurement cannot be members of [urchase c#mitie".]n" locaI purchar"-.or'rittue shatt recommendthe setection of a vendor based o, tJ*"rt quoted pri.u, ,ufrired specificutio^ uno quatity, detivery timeetc' ln case any other rate' otrrer tnin the towesr onu ir'.r".ommended with justifications recorded,retaxation in rutes.sngltcl. aiso oe tnr!r,. for. tt is to Le-noted that proper regar documentation of[:fl::i,?:1'-l!,*H:X'81,,[:[;1;; l**i::,:;" 

'ou,nu that is bir ie,tiricate, pAN cu,i,

Proc-uretnents betow Rs' 50000'00 at a time 
l,ade.onty after getting prior approvaI from project Hotder onthe basis of concept note shalt oe appioveo r:y the 

pro:nit "ilunug",. 
on the lowest rates, subject ro theavaitabitity of budget information nrrr,riicn snouta utro uu rnli"o *itn Ho Approvar committee,

Procurernettts above 
1:^l9oo9 r0 after gettina prior approval from proje<.t Hotder on the basis of conceptnote duly forwarded atong with the conifarati'c statiinents with quotationi -."ru"d shatt be approvedby a tlo icvel purchase conlmittc".orp,.:Ling of Mr. Cy;;i i*0,i, senror {ettow,,vrr. sr,iura-, singh Rajput,Al arrd /r4r'' l)arrkai sharma (YNG), Al. (Mr.. c)yani -l'rwari ,ruf ,or.t any suitable person substituting theabove mernbers in the absence of tnu Jesignat"O rn*.nurri. This committ"u *itt-Oirectty report to thefreasurer.

Location ltlcharge shoutd share a monthty ptan of a[[ procurements and c.onstruction works to be taken upin the nronth at the beginning or 
"o.n'i,onth 

itsetf ie. uetw"en 1,rto +,n. ine-inoividuat procurement
:?'3j:f flj;l: "'*trded 

to npirc,vat-iom'mirree *orro i," ,"ipor.t"ci within 3 4 <1ays from clare of receipr

ln case of arty approvaI for procuret-nent with rctaxation of rutes, it shoutrJ be expressty mentione<j in theapprovar that retaxation of rules has been oblained from the competent authority.

Centre for Advanced Research and Development,
Head Office, Bhopal

No: CARD/ tnternaI Controt/202.1

oRpEg
Date 18.06.2021

Copy of orCer dated 09.03.21 is enctosed herewith which shatt be henceforth used for seeking approvatsfor purchase of materia

1 Execrtive Director/Generat secretary /ronaroffice GARD, for information.2' Atl offices of cAttD-for comptiancei,io inrorming to trre-;on-cerned purchase committee members.3' Finance mani:lger, CARD, ro't inrorrnaiLn ano onward transmission to staff under her.1 Att Projecr Hotders/project Manageri, CARO, " - - 'J

5' HR Departmentllnternai Control *ing', cano, for information and necessary action.

CC:

Treasurer



Centre for Advanced Research and
Head Office, BhoPal

No: CARD/ lntcrnal Controt/2021
OB?EB

Development,

Dare 09.03.2021

S ub :--Qu-de-11-n qrja1-Jsqorn11g[d3!90rpi" put gbqle- qQI[m]lIqqs-.

As per procurement procedure prescribed in the Standard Operation Procedure (SoP), rote of

purchase committee is defined, according to which the committee has to anatyse various

quotations and recommend one vendor and the rates for purchases of material and/or

services for various works being undertaken by CARD. lt is observed that in some of the cases,

the recommendations of the committees are not adequate to cover the entire proceedings of

the committee and the transparency of the process fottowed. lt is therefore decided that a

modet temptate for recommendations of the purchase committee and other retevant

documents shoutd be evotved.

Accordingty, various temptates are enctosed herewith for the benefit of the concerned

persons invotved in procurement. These temptates shoutd be used for documenting future

procurements.

It is further ctarifjed that the temptate for "Catting quotations" shoutd invariabty be suitably

used for catting quotations for att kinds of purchases/works.

Two modet temptates for recommendations of purchase committee are enctosed. Separate

temptates have been prescribed for procurement of materiaI and procurement of

services/work. These templates are meant for recommending purchases in comptiance of the

Sop for recommendation of seeking approval for retaxation of rutes. ln case where purchases

are recommended with any deviation of rules, detaited justification about the grounds on

which such retaxation is sought for shoutd be recorded in the recommendations to the

competent Authority to whom powers are specificatty detegated.

A temptate for Purchase/work order is atso enctosed.

(This has been issued with the approval of CF)

i. Chief Functionary/General Secretary/Zonat office CARD, for information.

2. Att offices of C4RD for comptiance and informing to the concerned purchase

committee members.
3. Finance manager, CARD, for information and onward transnrjssion to staff under her.

4. ALt Project Hotders/Project Managers, CARD,

5. HR Department/lnternit Controt wing, CARD, for information and necessary action.

CC:

p*%
fi( anoeeu;3

A"-.



CARD/

Model Template for calling quotations

ce n t re 
::: ::: ::::. H:::.:,::1, :^:H 

rop ment,

Date

To,

sub: Quotations for procurement/standardizatton of rated upto ......for the fottowing ltems :-

Sir,
We intend to purchase the fottowing items/to get the fottowing work done on the fottowingconditions, and knowing that you are a prominent supptier/iontractor for this, you arerequested to ptease submit your rates preferabty in the format betow or separatety on your
letter he ad latest by . . . .... ,..

make/specification/size and other
description of the material to be

supptied/work to be executed

Rates quoted
inctuding of att
taxes, duties

and incidentats

These rates shatl be vatid for acceptance titt.
The above quoted rates shat[ be vatid titt....
The above material shatl be detivered by ....
We shatl be responsibte for the quatity of the materiat/work.

TotaI

Our GST registration No. is
Copy of PAN is artached.
Our telephonic contact No. is
Payment terms proposed

Signatures
CARD

Signatures
party quoting rates

S.N. I ltem



Model Template for recommendations of Purchase Committee for procurement of
material

For suppty of

Centre for Advanced Research and Development,
............ .(Placoandaddressofthoofficc)

f rom . . . (,,o5 , parties were catted for in tine of the
..rdaror , in response of which ..... No5) parties submittedopened by the committee consisting of

2,,..,. ,.,.3,, . (Namcs oi comrnittee members)

The rates quoted by them are mentioned in the tabte betow for comparison:

4. From enquiry from known deaters and from our past experience/other sources, it is
observed that the rates are reasonabte and workabte,

5. The approved rates shatt be vatid titt

Lowest rates have been oo,i,uo by M/s... but the committee after
considering various aspects of quatity of materiat/situatjon at work site/reasonabitity and
workabitity of rates and past experience of the vendor feets that instead of lowest rates, we
may approve the rates quoted by M/s... Since thjs is a deviation from the
standard procurement process and powers to retax rules presently rest with onty CF. lt is
recommended that retaxation of rutes may be sought for from CFTCompetent Authority for
approva[ of rates quoted by M/s as mentioned in the comparitive
statement above.
(Note: The second part of the recommendation mentioned after "or" shoutd be recorded onty
if any retaxatjon in rutes is required, otherwise it shoutd be ignored.

at .... , quotations
approved concept note, on
quotations, which have been

1.

Signatures
Name and Designation

I S.N. ltem/work I make/specification/size i Name of I Name of j Name of
and other description of Party with Party with party with

tn" ,"turiat to ue aooress ano aoJrJs and I Address and
supptied/w;'k i;r- ;;iil - f ";;;il " 

] 
^;;;;; "

. : , 
" 

"r..ri*i 
- -- -p-etait Detait o.t"l'.t,1

ltlil+iii'il
;lr riiiil I ii

I

IriilIrl I;llrl.,L

Name of i Name of

1. Proper budget provision is avaitabte for this purpose.
2, The above rates are inctusive of att taxes, duties and incidentals, FOR. .(Destinarion)3, M/s.. .. has quoted lowest rates.

Signatures
Name and Designation
Date

Signatures
Name and Designation



Model Template for recommendations of Purchase Committee for works/
procurement of services

centre 
:::.i::: :::: H:::1,:::, :,:f::r,*n,,

For suppty the execution of work of
..lSlte1, quOtations ffOm. ... sios) parties were catted fOr on ...1datc,, it1

response of which...', (Nos.) parties submitted quotatrons, which have been opened by the
committee consisting of 1. . ......2. ..3.... ......(Namesand
Dcsrgnatrons of tho comrntlt.cc mombersl

The rates quoted by them are mentioned in the tabte below for comparison:

Item/work ' make/specification/size I Name of I Name of , 
Name of

and other description of I party with I party with J party *ith
I the material to be ] Address and ] lddress and i Rodress and

supptied/work to be Contact 1 contact contact

i elecured Detail 
I Oetatt i Detait;1:i

iil
'r;1:11

make/specification/size J Name oi I Name of
and other description of i Rarty witfr I party with

the material to be ] Address and I Address and
ied/work to be I Contact

Propcr budget provision is avaitabte for this purpose. I

The above rates are inctusive of atI taxcs, duties and incidentats, FoR.M/s. '..' has quoted lowest rates, which shatt be vatid titt..,....., once
approved,

4. From enquiry from known deaters and from our past experience/other sources, it is
observed that the rates are reasonabte and workabte.

Lowest rates have been Oo,io,.o by M/s,,. but the committee after
considering various aspects of quatity of materjat/sjtuation at work site/reasonabitity and
workabitity <-rf rates and past experience of the vendor feets that instead of [owest rates, we
may approve the rates quoted by M/s,.. Since this is a deviation from the
standard procurement process and powers to relax rutes presentty rest with onty CF. lt is
recommended that retaxation of rutes may be sought for from CFiCompetent Authority for
approval of rates quoted by M/s as mentjoned in the .ornpurutiuu
statement above.
(Note: The second part of the recommendation mentjoned after "or" shoutd be recorded onty
if any retaxation in rutes is required, otherwise it shoutd be ignored.

Signatures
Name and Designation
Date:

Comments of Project Manager:

Signatures
Name and Designation

Signatures
Name and Designation

Comments of Project Hotder:

1.

2.
3.


