FORMAT - C


Government of Manipur

------------------------ Department

SUBMISSION OF PURCHASE/ PROCUREMENT PROPOSAL TO FINANCE DEPARTMENT  

Instructions:

i. The Administrative Department (AD) will furnish three copies of the template with each proposal to Finance Department (FD), with one copy of the template on the note portion of AD’s file for record. (This can be achieved by downloading the template, filling it up and printing on the note sheet for incorporation on the file.)

ii. AD will give its specific comments and recommendations in all cases where the format originates at the level of the HoD.

iii. It will be the responsibility of the AD to complete all columns in the format and no column should be left blank except for reasons to be recorded in the appropriate space.

iv. It will be preferable if all ADs use the computer to fill up the format and not write in ink to avoid delay due to re-entry of data by FD on its check list.

v. Column space is indicative only. In case more space is required, the column space can be extended in MS Word format.

	1.
	Name of the Department
	

	2.
	(a)  
Item for purchase/ procurement


(Please specify the quality, type etc., as also 
the quantity of goods)

 
Do the specifications so worked out meet 
the basic needs of the organization?
	

	
	(b)
Does the purchase proposed come under the 
purview of Economy Board? If so, has the 
approval of Economy Board been obtained? 
Please state the decision of the EB if the 
proposal has been approved by EB.
	

	
	(c) 
For purchases/ procurements pertaining to 
sanctioned schemes/ projects reference to 
the following may be provided:
	

	
	      i)   
sanction order(of the Scheme or Project), 


	

	
	     ii)  
items provided for in sanctioned scheme 
and  amount earmarked for purchase of 
these 
items,  


	

	
	    iii)  
Budgetary allocation for purchase during the 
year.
	

	
	    iv)  
fund available for purchase during the year   
	

	
	  v)    Amount spent so far on purchases / and items 
procured under the said schemes/ projects may 
be provided.
	

	3.
	Total Cost (indicate the position year-wise if purchase is to be made year-wise over a period of time)
	

	4.
	Whether budget provision has been made specifically for such purchase and if not how is it proposed to be arranged?
	

	5.
	(i)  Grant No. and detailed chargeable head of account (also indicate whether Plan/Non-Plan/CSS). 
	MH
SH

OH

	6.
	Amount so far sanctioned under this head of account by

i) Head of Department under delegated powers

ii) Administrative Department under delegated power

iii) Sanctioned with FD’s concurrence
	

	7.
	Committed liabilities, if any (under the Head of Account at para 5 above.)
	

	8.
	Balance fund available under the relevant budget head
	

	9.
	Reasons/ justification for the proposal .
	

	10.
	Number/ quantity already held/ stock in hand.
	

	11.
	The periodical consumption (for items of stores only)
	

	12.
	What are the overall requirements and the period over which it is spread? What are the requirements for immediate purchase?
	

	13.
	Mode of Purchase and Cost of item(s)
	

	
	a) Purchase without Quotation  (specify reason please) and cost per unit.
	

	
	b) Purchase by Purchase Committee (specify reason please) and cost per unit.
	

	
	c) Purchase of Rate Contracted Goods (specify reason please) and cost per unit.
	

	
	d) Preferential/ mandatory purchase from certain sources or price preference to certain suppliers (specify reason please) and cost per unit.
	

	
	e) Purchase by obtaining tenders (through Tender Committees) and cost per unit.
i) Advertized Tender Enquiry

ii) Limited Tender Enquiry (Reasons)
iii) Single Tender Enquiry (Reasons)
	

	14.
	( To be filled for purchases without call of tender only)
Basis for acceptance of rates of purchase. Are the rates reasonable? 
Please indicate the following (whichever is applicable):

a) Last purchase price of same (or in its absence, similar) goods

b) Current market price of the same ( or, its absence, similar) goods

c) Price of raw materials, which go into the production of goods.

d) Receipt of competitive offers from different sources

e) Quantity involved

f) Terms of delivery

g) Period of delivery

h) Cost analysis (material cost, production cost, over-heads, profit margin)
	

	15.
	Has the proposal been examined by Financial Advisor/Asst. FA/CAO/Accounts Officer/IAO etc.?
	

	16.
	Supplementary Information (if any)
	


Recommended and forwarded to the Finance Department for concurrence.

(Secretary of the Administrative Department)
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