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1" As the ma:nua1 is meant traxy· for official use/ privat~ 
parties will not be permitted to cite any provision of th9 
manual as justification for any action or any omission in 
regard to their contractual obligations · with the Purchasing 
Authority. It may be added that nothing contained -in the 
manual shall, in any way, modify the terms of any existing 
or future contracts which will take effect according to their 
specific provisions, irrespective of anything contained in 
the manuaL The manual shall not be quoted in representa~ 
tions by contractors or other members of the -public having 
dealings with the Purchasing Authorities. 

8. Finally, we keep on record the efforts of those who 
have worked tirelessly iu completing this manual and our 
appreciation specially of the Press for enabling us to publish 
this in record time as an accompaniment to the Government 
orders. 

Ji:' P. S. P ~LANDE, 
Industries Commissioner and 

Director of Industries< 
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PREF AClt 
The purchase of stores for various Departments of 

Government was centraused m the Cemra1 ~Lures ~urchase 
Orgamsauon of the Directorate ot lnctusLnes. t..very year, 
the Central ~tores .Purchase Urgamsauon had to process a 
vast number of mdents re~eiveo from ~arious Departments 
of tne ~tate Government and local boci1es HKe L.u1a 
Parishads. This involved purchase of thousands of items 
of difierent nature and specificatiOns, involving large sums 
of money and a tremendous amount of work. .tleslGes lhts, 
the Central Stores Purchase Organisation, has been fixing 
rate contracts for items such as drugs and medicines, surg1ca! 
instruments, survey and mathematical instruments, etc. 
Tne Central Stores Purchase Organisation has alw been 
placing supply orders agamst the rate coytracts fixed from 
time to t1me by the Director Generaf of Suppl~es and 
Disposals, Government of India, New :<Delhi, dn lieho.lf of 
the Indenting Officers. Thus, with tJie increase df activity 
in· the various Departments of GoVernment, the Central 
Stores Pur~h~~e OrganisBJion has had to shoulder greater 
·and gre~ter responsibility in the quantum of work and allied 
matters involving huge money transactions. This increase 
in the all round work-l_oad of the Central Stores Purchase 
Organisation and the consequent problems came to the 

, notice of Government and it felt impelled to take some 
remedial measures. The Government, therefore, appointed 
a Committee under the Chairmanship of the Additional 
Chief Secretary, Shri Nanjundiah (vide G. R., I., E. & L. D., 
No. SPO. 10761 1919/IND-5, dated the lBth March 1976) 
to study the working of the Central Stores Purchase 
Organisation and to recommend measures to facilitate the 
working of all Government Departments, by streamlining 
the purchase procedure. In keeping with the general po1icy 

. of the Government the Committee has recommended certain 
principles and decentralisation of the purchase activity 
.of the Central Stores Purchase Organisation. ·After due 
·consideration, Government has accepted the Committee's 
-recommendations for decentralisation. 
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20 As a result of this ,d~dsiot]9 a~tuaX - purchase wm now . l 
be entrusted to various departmental heads and heads o~ I 
othces and these othcers w1.d~ therefore, have to familiarise 
themselves w1th the purchase procedure required to be 
followed. 

3. The decentralisation accepted by Government aims 
at placing the main burden .of purchasing stores-'ds required 
by each departmental head and office on the officers con~ 
cerned, except in respect of common items which are 
required in large quantities by more than one Department 
and in respect of the latter, purchases by the Central Stores 
Purchase Organisation will contmue to be made. Despite 
the proposed decentralisation, the Central Stores Purchase i 
Organisation, will · still continue to shoulder the overaH \ 
responsibility for laying down the policy in respect of 
Government purchases and also fixing the rate contracts · \ 
wherever necessary. The Director General of Sup'pLes and , 
Disposals' rate contracts will also continue to 9¢ operated l \_

1 

.. 

as before. x · ~ 

4. Every Indenting Officer of Governmenf is expected ~ 
to be well acquainted with the orders and procedure govern~ I 
ing the purchase policy. An attempt has, therefore, been ~ 
made to give at one place detailed instructions issued from fi 

time to time to facilitate the work of the Purchasing Officers" \ 
5. The Manual embodies the important orders of ~,,_ 

Government regarding the principles of the purchase policy. 
Any errors or omissions that might be noticed in the tv1anua11 1 

may, it is requested, be brought to the notice of the 
Industries Commissioner and Director of Industries. .,

1 · 6. The provisions of this manual are intended to serv~ 
only as guide=lines to Officers and staff in their day~to=day 
work and not intended to supersede specific instruction~ 
which may have been or may be issued separately. lu 
doubtful cases the concurrence of the appropriate admini" 
strative financial authority should be obtained. Ofllcer~ 
should endeavour to acquaint themselves fuHv with the 
contents of the manual and keep . themselves pp .. to .. date by 
carefully noting the specific deviations and chauges o.u.iere.d 
~mbsequent to the date of issue of this editionc 
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CHAPTER I 

DEFINITIONS AND INTERPRETATIONS 

1. In the Contract and the General and Special Conditions govern­
ing it, unless the context otherwise requires :-..., 

(a) "Acceptance of Tender'' means the letter or memorandun-, 
communicat~ng to the contractor the acceptance of his tePder a'nd 
jncludes an advance acceptance of his tender ; 

(b) "Consignee" means, where the stores are required Ly the 
acceptance of tender to be despatched by rail, road, air cr :.Cteamer, 
the person specified in the acceptance of tender to whom they are 
to be delivered at the destination ; where the stores are rc'luired by 
the acceptance of tender to be delivered to · a person as an interim 
consignee for ' the purpose of despatch to another person, such other 
person ; and in any other case, the person to ,whom the stores are 
required by the acceptance of tender to be delivered in the manner 

J ' 

therein specified ; .,l' ;~; 

(c) (1) "C9ntract" means \the invitation ~'lo tender, instructions to 
tenderers, tender, acceptance oi tender, particulars and the general 
and special conditions specified in the acceptance of tender and 
includes a repeat order which has been accepted or acted upon by 
the contractor ; 

(c) (2) " Rate Contract "-A rate contract is a contract for the 
supply of stores at specified rates during the period covered by the 
Contract. No quantity is mentioned in such a contract and the 
contractor is bound . to accept any order which may be placed upon 
him during the currency of the contract by the Direct Demanding 
Officers at the rates specified therein. 

(d) "Contractor" means the person with whom the contract is 
made and includes his heirs, executors, administrators or successors 
and permitted assignees, as the case may be; 

(e) ' ' Drmvhg" means the drawing or drawings specified ·in or 
annexed to the Schedule or specification ; 

(f) (i) "Inspector'' means the person specified in the contract for 
the purpose of inspection of the stores or work under the contract 
and includes his authorised representative. 

Qg 4592-2 
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(ii) "Material" means anything used in the riiaimfa: ttire or 
fabrication oi the stores ; 

(g) "Particulars" include­

(i) Specification ; 

(ii) Drawing ; 
(iii) Pattern bearing the seal and...,.;ignature of the Inspector 

{hereinaft~~,. called the sealed pattern) which shall include also 
a certified copy thereof sealed by the Purchaser for the guidance of 
the Inspector ; I 

' 
. 

~ 

(iv) Sample sealed by the Purchaser for the guidance of the 
Inspector (hereinafter ca11ed the certified sample) which shall 
include a certified copy thereof sealed by the Purchaser for the 
guidance of the Inspector ; 

(v) Trade pattern, that is to say, a pattern, stores cunforming 
to which are obtainable in the open matket and which denotes 
a standard of the Indian Standards Instit,tite or other standardising 
authority orr a general standard of th~.d.ndustr'y ; / 

~ . 
(vz) Brand Name or Trade Mark/ means the Brand Name or 

\ 0 

Trade Mark approved by the Director-General of Trade l\-1arks 
and Patents, Government of India, Calcutta ; 

(vii) any other details governing the construction, manufacture 
or supply of stores as may be prescribed by the contract; 

(h) (z) "Purchase Officer" means the officer signing the acceptance 
of tender and includes any officer who has authority to execute the 
relevant contract on behalf of the Purchaser ; 

(ii) " Purchaser '' means the purchaser named in the Schedule of 
acceptance lO the tender and includes his successors or assignees ; 

(i) " Schedule " means the Schedule anuxed to the acceptance of 
tender or any amendment thereof ; 

(j) "Signed" means a signature of the purchasing al'thority 
with his designation and bearing the necessary stamp ; 

(k) "Site" means the place specified in the Schedule at which 
any work is required to be executed by the contractor under the 
contract or any other place approved by the Indenting Officer for 
the purpose ; 
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(l) "Stores'' means the goods Sj:'-{" '"'ified m the "Schedule " which 
the contractor has agreed to supply under the contract ; 

(m) "Supply order" means an order for supply of stores which 
includes. the condition of supply ; 

(n) " Test" means such tests as are prescribed by the particulars 
or considered necessary whether perfod~.ed or carried out by the 
Inspecting Officer or any agency acting under the direction of the 
Inspecting Officer ; 

(o) " Unit" and "Quan1tity" means the unit and quantity specified 
I 

in the " Schedule " ; 

(p) " Insurance "- when a contractor despatches the stores to the 
consignees ir. accordance with the terms of the acceptance of tender, 
he has to insure the stores against damage or loss in transit with 
the Insurance Officer, Government Insurance. Fund, Finance Depart­
ment, Bombay, in the prescribed form obta\tiable from the Jnsurance 
Officer attached to Government. The fJrm ij{ returned to ,the Insurance 
Officer by the contractor after the storel'~'are booked, tl~ither by rail 
or road. The stores · can also be d~s'patched under carrier's risk 
and the extra payment has to be borne by the consignee. The 

'. insurance charges of the Government Insurance Fund are borne by 
the identor I consignee by book adjustment with the Insurance Officer. 
In the ~vent of failure on the part of the contractor to insure the 
stores with Government Insurance Fund. the contractor will have so 
acted at his ris.k and cost. 

(q) "Liquiated Damage "-The conditions of contract provide for 
damages for late delivery as liquidated damages. The clause stipulates 
that in the event of late delivery of stores, the Purchaser is entitJed 
to recover from the contractor by way of · liquidated damages. 
a sum equal to ! per cent of the price of the stores delivered Iate 
per week. 

It should be noted that liquidated damages accrue only in cases 
of delay .in supplies. \Vhere no supplies have been made under 

_ a contract, Government can, upon cancellation of the contract or part 
thereof, as the case may be, recover the damages occasioned thereby 
i.e.. either recover the general damages or the extra expenditure 
incurred in risk purchase. This is so even in cases where the 
cancellation was preceded by one or more extensions of delivery 
period with reservation of right to recover liquidated damages. The 

Q~ -4592-2a 
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- lZ:"-.;rvat!on does not mean that by the mere fact of asking for ex:tert-
- · ~ion in time, the seller has made himself liable to ·pay the liquidated 

' damages. It only means that the seller is promising to perform and 
that the buyer is agreeable to take supplies beyond the original deli­
very period but the buyer imposes a condition that in vlew of the 
delay, he will take besides the goods, compensation for the delay 
also at the specified rate (ie. !- per cent. per ~ek). The reservation 
for L/D cease~ to operate when the contract is ultimately broken in 
whole or in part, to the extent of· the bread~. (Pl. vide clause lO(a) of 
A/T). 

(r) "Risk purchase" According to clause 10(B) of A/T of the 
General Conditions of Contract, if the contractor fails to deljver the 
stores or any instalment thereof within the period fixed for such 
delivery or at any time repudiates the contract before the expiry of 
such period, the Government is entitled to cancel the contract and 
repurchase the stores not delivered at the risk and cost of the default-

~ . 

ing contractor. In the event of such a risk purc\}ase, the defaulting 
contractor shall be liable for any loss which tpe Goverrtmeljit may 
"""i-n~ .... ~- i-1-.n+ ~~~~ .. -" --~ .. :rl ~ --1 .. 1.., ., ~-urch·a:~te~; or 1"f ther,:,_·i I·s an 
~U~LU.~.U, Vli \..lJUL U\..-VVUJ..H., _lJ.lVV.lU\....-U L..UC }J jf? ' · . :~ 

;:tgreement to purchase, such agreement is ma.de, in case (A default 
_to deliver the stores by the stipulated delivery period, within six 
months from the date of such default an:d in case of repudiation of 
the contract before the expiry of the aforesaid delivery, within six 
months from the date of cancellation of the contract. 

· (s) "Small Scale Industries" Small Scale Industries will include 
all industrial units with a capital investment of not more fhan 
Rs. 10 lakhs irrespective of the number of persons employed. Capital 
investment for the purpose of this definition will mean investment in 
plant and machinery only. When calculating the value of plant 
and machinery, the original price paid by the owner, irrespective of 
whether the plant and machinery are new or second-hand, will be 
taken in to account. 

(t) "Ancillary , Undertakings'' Ancillary. undertakings having 
investment in fixed assets in plant and machinery not exceeding 
Rs. 15 lakhs and engaged in (a) the manufacture of parts, compo~ 
nents, sub-assemblies, tooling or intermediates, (b) the rendering of 
services and supplying or rendering, or proposing to supply · or: render 
50 per cent. of their production in the total services as the case may 
be to other units for the production of other articles. 

l.t:&X~~.:c::az¥21t !a:=-<EO.WJ::W-~;c:a&:::~_":: __ 
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Provided that no such undertaking shall be [< ::;-..:bsidiacy ()f or 
owned or controlled by any other undertaking.-=-

Note 1.-(i) In calculating the value of plant and machiDery, 
the original price paid by the owner, irrespective cf whether the 
plant and machinery are new or second-hand, will be taken in to 
account. 

(ii) The cost of equipment such as toOTs, jigs, dies, moulds and 
spare parts for maintenance and the cost of coosurnable stores 
will be excluded in computing the value of plant and machinery. 
Similarly, the cost of installation of plant and machinery will also 
be excluded. 

(iii) In the case of imported machinery, import duty will be 
included, but not the miscellaneous expenses like transportation 
from the port to the site of the factory, demurrage, if any, paid at 
the port and premium if any, paid for iJ.?port entitlemem for 
import of machinery. However, shipping cha~ges, customs clearance 
charges and Sales Tax should be included,/ in computing the cost 
of plant and machinery. i ' f 

(iv) The cost of generating sets, .if any, instal!~d will be 
excluded. Similarly, the cost of extf'a trans"(xmers, etc. which 
have to be installed by a unit " as per the regulations of the State 
Electricity Boards would also be excluded. 

(v) The Bank charges and Service charges paid to the National 
Small Industries Corporation or to the State Small Industir!es 
Corporation will be excluded in computing the cost of plant and 
machinery. 

(u) "Cottage Industries "-Small units of self-employed persons 
are usually known as cottage industries and include village industries 
and handicrafts. The use of power driven or manually operated 
machine by itself does not preclude a particular unit from the cate­
gory of cottage industry. For the purposes of giving financial 
assistanc~ under the State . Aid to Industries Act, 1961, cottage indus­
tries are ~efined as units, having / fixed capital not exce.eding 
Rs. 25,000 and operated with or without mechanical or eh'ctrical 
power and ordinarily carried on in the house of an artisan or in any 
factory or at any place near the home of the artisan, by the artisan 
and his dependents, and occasionally with the aid of hired labour, 
in which case, the number of persons including the artisan, his 
dependents and hired labour does not exceed nine. 

.. 
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(v) "0-o -vc , nment Company "-A company formed and registered 
by the Gvvernment under the Companies Act, 1956, and in which 
is not less than 51 per cent of the paid-up Share Capital is held by 
the State Government. 

(w) " Writing'' includes matter either in whole or in part, in 
manuscript, typewritten, lithographed, cydostyled, photographed, or 
printed under or over signature or seal, as ~e case may 'be. 

2. The delivery of stores shall be deemed to take place on delivery 
of the stores in accordance with the terms of the contract after 
approval by the Inspecting Officer ; 

(l) the consignee at his premises, or 
(ii) where so provided the interim consignee at his premises, or 
(iiz) a carrier or other person named in the contract as an interim 

consignee for the purpose of transmission to the consignee, 
(iv) the consignee at the destination station in case of contracts 

stipulating for delivery of stores at destination station. 

3. Words in the singular include the plural and vice-versa.,: 
' • • ,. ' ' ;.l,· ' k ' . 1 d WArne 1.,.,.,1"'\l'\-rf1n0' th o "'t'Yln<""nn 1....,.0 no "f"\rtt"'!t."f"' ('"'lnA.rt , t"'\O i- · '':!" 4, y' V-L~u ..a. .uJ. .t:-' Vi ~.&.L.iO ~.,_._h ..... .l..l. .H .. 4. 0 ....,..~ .J. .!. ...L J. V b"-'..L.l\...1-\..I.L ..:l.1.1 1~J.._j_ U\.,..; La en t<l JflC u e 

the feminin -x gender and word importing persons shall include any 
company or association or body of individuals, whether incorporated 
or not. 

5. The heading of these conditions shall not affect the interpretation 
or construction thereof. 
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CHAPTER II :;-...-

GENERAL PRINCIPLES OF ENTERING INTO CONTRACTS 

1. The fundamental principles for entering into contracts or 
agreement, are as follows :-

(i) The terms of a contract must be precise and definite, and 
there must be no room for ambiguity or misMmstruction therein. 

(ii) Standard forms of contract should invariably be adopted <'nd 
wherever possible, the terms be subjected to adequate prior scrutiny. 
(The inclusion of stipulations regarding price, quality, inspection, 
etc. in a contract is a matter within the discretion of the Purchasing 
Officer executing the contract and need not be referred to the 
Financial Authority in each case. But any changes in the conditions 
of a; standard contract form or any important departure, with appreci­
able financial implications from the conditions in a standard form 
should be referred to the Government in the respy¢tive Administrative 
Department.) / 

;' .;_. 

(iii) The terms of a contract once enter¢ti' into shoul~ not h~ 
materially variec, without the previous c0hsent of the competent 
purchasing authority. Once a contract has been entered into, both 
parties should observe its terms scrupulously and strictly. It fnllows 
that the authority empowered to execute a contract ha:; not the 
same freedom in revising the price, place of delivery etc. as 1t amounts 
to entering into a new contract. · Where the departure from the 
conditions of contnact is of any importance either in -point of 
principle or of financial implications, it is necessary to obtain financial 
consent. As it is, however, not possible to lay down any rules to 
determine which cases must be referred and which need not be, the 
Government have left full discretion in the matter to the Purchasing 
Officers. 

(iv) No contract involving an uncertain or indefinite liability or 
any condition of an unusual character should be entered into with­
out the previous consent of the competent authority. 

/(v) Whenever practicable and advantageous, contracts ~hould be 
placed only after open tenders have been invited, and in case where 
the lowest tender to the specifications is not accepted. reasons 
should be recorded. 

_L_.~------------------------------------
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(vi) In selecting the tender to be acccpteu thP- past petfotmance 
if any, financial stJatus of the individualS- and firms ;tendering must 
be taken into consideration in addition to all other relevant factors. 

(vii) Provision must be made in contracts for safeguarding the 
interest of Purchasing Officers. 

(viii) All contracts enduring or likely to en~ure for a period of 
more than 5 years should, whenever, fe'!sible include a provision 
for an unconditional power of revocation or cancellation by Purch:1 :s­
ing Officer at any time , on the expiry of six months notice to that 
effect. 

(ix) The audit authorities have power to examine contracts and 
to bring before the Public Accounts Committee any cases where 
irregularities in procedure have come to light. 

(x) Siamp Duty.-Contracts connected :with the purchase of 
stores are exempt from Stamp Duty (under Article 57. Schedule I 
of Indian Stamp Act). ; 

. I 
Instruments in the nature of a memorandupt. (agreement' or security 

bond) furnished to or made or entered #ito with the; Purcha ~li-lg 
Officer by contractor for the due performa:\ce of his contract are 
also exempted from stamp duty. 
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C¥ A.PTER III 

FUNCTIONS AND ORGANISATION OF CENTRAL STORES 
PURCHASE ORGANISATION 

1. The Industries Commissioner, as the Central Purchasing Officer 
has under him, the Central Stores Purchase Organisation for central 
purchase of stores on rate contract/ quantity..c;ontracts reqmred by the 
State Government Departments. The Industries Commissioner is 
assisted by the Joint Director of Industries (Stores Purchase), A Stores 
Purchase Committee consisting of following members is constituted :-

(1) Deputy Secretary to Government, Industries, Energy and 
Labour Department, incharge of Stores Purchase Orga­
nisation- Chairman. 

(2) Deputy Secretary to Government, Finance Deoartment­
Member. 

(3) Joint Director of Industries, incharge .·bf Stores P ·Jrchases-­
/ 

Member-Secretary . ' , 
...;~· , 

2 E ft d --<--~1;n~ .. ; ~~ ~ ~ +1-- ~ C'+~-on n .. -~l•n <' o -~ ---+;,.;..,. th . ven a er eCC1llli:ll11>aUVH Ul. LHv u .~.vi.v'=> .i. U.Lv.Lu.l.->v U.vu h~j, ue 
CSPO will continue to she 11lder the over~all responsibilities for lay­
ing down policies in respect of Government purchases, irrespective of 
whether the purchases are made by the Department concerned or 
through the CSPO. The guidelines formulated by the CSPO from 
time to time will be binding on all the purchasing officers. 

3. For items which are required in large quantity and by more 
than one Department as far as possible the Rate Contract/Quantity 
Contract will continue to be fixed by the CSPO. 

4. The list of items required by the different departments are 
classified in Annexure 'A', 'B ' and 'C '. Shnuld there be a doubt 
whether a particul,ar item falls in list ' A ', ' B ' or ' C ', the Purchas­
ing Officers shall refer the matter to the CSPO, whose decision in 
this behalf will be final. 

5. The rate contracts fixed by the CSPO shall be · on regional basis 
wherever possible. · 

The CSPO may fix rate contracts with more than one party so 
tha

1
t Departments can draw upon any of the parties for their supplies, 

in case one party fails to supply the material. 

. . 
,- ·- -- - --- - - - ·- · ··--- --- ---- -----·-

( · 
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C!-l ~PTER III 

FUNCTIONS AND ORGANISATION OF CENTRAL STORES 
PURCHASE ORGANISATION 

1. The Industries Commissioner, as the Central Purchasing Officer 
has under him, the Central Stores Purchase Organisation for central 
purchase of stores on rate contract/ quantity-..;ontracts reqmred by the 
State Government Departments. The Industries Commissione~- is 
assisted by the Joint Director of Industries (Stores Purchase), A Stores 
Purchase Committee consisting of following members is constituted :-

(1) Deputy Secretary to Government, Industries, Energy and 
Labour Department, incharge of Stores Purchase Orga­
nisation~hairman. 

(2) Deputy Secretary to Government, Finance Deoartment­
Member. 

(3) Joint Director of Industries, incharge !Of Stores P·Jrchases-­
~" 

Member-Secretary. 1 ,: 
il-

. . ,? ' ·~ •. 
2 Eve·n after dec--<--~1- n~ "-·~~ ~~ +1-. ~ <' +X- o " D,-~l•n <'o ""t" •'h ' th<'>-• C11Lldll~at1V11. Vl. t...lJ.V u .~.V..I.."'""\:.l ..1... u.&.'"'.u.U.~v ""'""'l. Yi .'-'j, \..1.1....,. 

CSPO will continue to she 11lder the over~all responsibilities for lay­
ing down policies in respect of Government purchases, irrespective of 
whether the purchases are made by the Department concerned or 
through the CSPO. The guidelines formulated by the CSPO from 
time to time will be binding on all the purchasing officers. 

3. For items which are required in large quantity and by more 
than one Department as far as possible the Rate Contract/Quantity 
Contract will continue to be fixed by the CSPO. 

4. The list of items required by the different departments are 
classified in Annexure 'A', 'B' and 'C '. Should there be a lloubt 
whether a particul.ar item falls in list ' A ', ' B ' or ' C ' , the Purchas­
ing Officers shall refer the matter to the CSPO, whose decision in 
this behalf will be final. 

5. The rate contracts fixed by the CSPO shall be ' on regional basis 
wherever possible. · 

The CSPO may fix rate contracts with more than one party so 
tha1t Departments can draw upon any of the parties for their supplies, 
in case one party fails to supply the materiaL 

(· 
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6. Wherever supliers are giving slab discount, the CSPO as--wetl 
as the Department concerned may take advantage of the slab - dis ~ 

counts and for this purpose the Department will furnish the necessary 
information to the CSPO who after centralising this information will 
take up the matter with the suppliers for obtaining a slab dis.;;ount. 

7. In order to ensure that SSI units are not deprived of an oppor-· 
tunity to compete, in Government purchase or ~rchases of Govern­
ment agencies, the CSPO shall from time to time scrutinise the speci­
fications for different items prescribed by the Department or other 
purchasing agencies and suggest changes therein and if in his opinion 
such items of the necessary quality are also manufactured in small 
scale sector, the CSPO may suggest changes in these specifications 
which shall be adopted by the purchasing agencies. Scrutiny of 
specifications is necessary particularly in respect of sophisticated items 
and the C~PO shall, therefore, keep a watch on these from time to 
time. 

8. Stores Purchase Committee.-The Stores Purchase Comrp.iJee 
shall continue to work as a part of the Central St9res Purchase .. Orga­
nisation and will meet as and when required at tb:6 office of the tsPO. 
The functions of the Committee will be as follows :- " 

W To decide all Pre-A/T issues in respect of tenders which 
cannot be decided by the Central Stores Purchase Organisation, such 
as (a) acceptance of all quotations other than the lowe~t which are 
as per T /E specifications; (b) acceptance of quotations above Rs. 5 
lakhs even if they are lowest and as per specifications ; · (c) accept­
ing quotations not conforming to specifications ; (d) acc~pting higher 
quotations for shorter delivery period or for any other reasons ; 
(e) splitting up of orders ; 

(ii) to decide all post A IT issues such as change of specifications 
or delivery period or waiving of penalties etc. which cannot he decided 
by the Central Stores Purchase Organisation and which are required 
to be referred to Government for decision ; · 

(iii) to consider complaints from the consignees or indenting 
officers about the quality of goods supplied ; such complaints should 
be considered only if the indenting officers are not satisfied about 
the action taken by the Central Stores Purchase Organisation ; and 

(iv) to scrutinise the monthly deviation statements and report 
to Government any cases of abnormal delay. 
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9. Modifications in advertised specifications should not ordinarily 
be made, but the Committee is author_i c::~d to approve such modifica­
tions, if the Liaison Officer is able to give full justification in favour 
of an officer by virtue of certain constructional or operationRl features. 
The decisions· of the Committee shall be final. Whenever necessary, the 
Central Stores Purchase Organisation may itself take a decision and 
refer the case to the Committee for ex-post-f.g,cto sanction. 

10. In view of the functions of the Stores Purchase Committee 
specified above, only questions of policy should be referred to Govern­
ment by the Central Stores Purchase Organisation. 

11. The Committee shall in its work be bound by all the orders 
issued or that may be issued by Government from time to time in regard 
to the Stores Purchase policy and procedure. 

12. With the decentralisation, the departmental purchase committee 
will come into operation. The departments are expected to ensure that 
these Committee Is function generally on the i lines of the Stores 
Purchase Committee in respect of purchases mag~ by them as ~pecified 

' ' 
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CHAPTER IV 

INDENTING 

Part 1-Procedure of Purchases 

1. Financial arrangement.-It is a primary responsibility of the 
Indenting Authority to ensure that the necessary :ijpancial sanction of 
the competent authority exists before the placement of indent on the 
Purchasing Officer. The Purchasing Officer should, however, satisfy 
himself about existance of the proper financial sanction before taking 
procurement action. No indent should be complied with unless it is 
accomp_anied by a certificate duly signed by the concerned Officer that, 
(i) the expenditure involved in the indent including estimated cost uf 
freight and other incidental charges, where leviable has received the 
sanction of the competent authority and (ii) funds are available to 
meet the expenditure under proper head in the sanctioned budget 
allotment of the Indenting Department or Office. l 

2. Classification of indents.-There are mainly two types of ir{dents 
in respect of Government Purchases viz. the " no/mal " indent <fo be 
processed in a routine manner, that is, by floating a public 'tender 
enquiry in the Maharashtra Government Gazette (Part II Supplement) 
and "urgent indent" processed under urgent order procedure . The 
tender enquiry under urgent order procedure may not be published 
in the Government Gazette as it is a limited tender enquiry. The 
indenting officers are to prepare indents of stores in the prescribed 
form (Please vide Appendix I) and in triplicate and send them h) the 
Purchasing Officer of his department. The Head of Department i.e. 
Purchasing Officer concerned is to bulk the annual requirements of 
all his submdinate officers and prepare a consolidated bulk indent 
well in advance. 

3.1. All indents should be placed within the time limits i.e. 15th 
April to 31st December of every financial year. 

3.2. Indent in the following cases should not be placed :-
(a) Items for which rate contracts have been entered into either 

by the Director General of Supplies and Disposals, Government of 
India or by the Central Stores Purchase Organisation of Government 
of Maharashtra. The Rate Contract can be operated by the Direct 
Demanding Officer (Please vide Appendix II) within prescribed tjme 
limit i.e. during currency of contract. 
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' (b) Spare parts of particular . machinery manl]factured by , a 
particular manufacturer for which there are no G te conl..racts can 
be purchased directly to the extent of 10 per cent . . of the cost of 
machinery in a financial year. 

4. In case of stores in respect of which one particular manufacturer 
or authorised dealer holds a monopoly in which only one Department 
is interested, that Department should suggeiii an alternative to the 
Indenting Officer if no alternative is available then he should certify 
that no other Make/Brand is suitable for him. (For proprietary certi­
ficate please vide Appendix III). 

5.1. Indents to be processed under Urgent Order Procedure.-The 
difference between the routine Normal Tender Enquiry (public/open 

· Tender Enquiry) and the limited Tender Enquiry under Urgent Order 
Procedure is mainly the time factor in processing the same. The 
normal tender enquiry , i.e. the open public tender enquiry js pubiished 
in the weekly Government Gazette and is open ,:~for all the interested 
tenderers to participate and it is opened after a p51fiod of 3 \Veeks. While 
the tender enquiry under urgent order pros,¢dure is .limi_ted tendei 
enquiry and is sent directly only to the prgbable supplie~s indicated 
by the indentor in his indent and to those dn the list of Central Stores 

\ 

Purchase Organisation and is not necessarily published in the gazette 
like a normal tender enquiry. It is opened after a period of 10 days 
or as specified by the Purchasing Officer. 

5.2. The ]:r.cients to be processed under Urgent Order Procedure 
should be accompanied by the c~rtificate in the (Please vide Appendix 
IV) prescribed form to be signed by the Secretary or Joint Secretary 
of the Administrative Department concerned, or by tbe Competent 

.I Authonty. 
5.3 . Gener:11ly, purchases by processing the Tender Enquiry under 

urgent order procedure is likely to be at higher rates, as the delivery 
of the goods is· urgently required and the tender is a limited tender. 
As such, in the . interest of Government, indentors should resort 
to such indents only when the requirements are of an emergent 
unexpected and of unavoidable nature. 

6. SpeCification of the item.-The purchasing officer should give 
weightage to purchase of articles manufactured to standards laid 
down by the Indian Standards Institute, Director General of Supplies 
and Disposal~;, Indian Railways and State Quality Marking Scheme. 
Specifications of the items 'indented should be con1plete in all respects 



14 ' . 
td in fulf -details . No brand name of a particular manufacturer 
auld be indicc:ted in the specifications. However, in exceptional 
se, when indenting officer is unable to indicate clear specifications 
: the stores required, he may refer to a particular brand. However, 
1 all such cases, he should specify that the stores should be of 
particular brand or " its equivalent " . .._ 

6.2. All dimensions must be in metric system only. If the speci­
cation of certaiP item necessitates the provision of a Blue-Print or 
sketch, diagram for the information of the tenderers minimum 30 

opies of the same should accompany the indent. 
6.3. As far as possible standardized specification ~uch as "Indian 

;tandard Institute Specification" etc., must be followed and relevant 
:.s.I. Specification numbers with variety No. should be indicated in 
.he indent. In case, the indentor desires to purchase goods bearing 
LS.I mark / Quality mark, the same should b_e clearly specified. The 

~ 

indenting authorities should indicate their requirements cleariy with 
the exact desired specifications and qualities. 

7. Indent Samples.-I£ the specifications provided in tlte indent 
are not in delliil or are not adequate to give clear idea about the exact 
requirement of the indentors, the indentors should submit such 
" Indent Samples" duly sealed and signed along with the indent for 
exhibiting the same to the tenderers. Indentor should also indicate 
the number of '~Tender Samples " and their sizes etc., to be submitted 
along with the quotations only by the tenderers and not thereafter. 

8. All indentR placed on the officer of the department will be 
received in the Indent Section. After an initial check, indent Section 
will stamp the in pent " Original ", " Duplicate " and " Tripl~cate " as 
also the classification such as " U.O.P. Tender Enquiry". On receipt 
of indent sample with the indent the same should be sent to the 
sample room, and entry of sample taken in the Register of Samples 
maintained in the prescribed form (Please vide Appendix V). 

9. Estimated cost.-Estimated cost of the indented item should 
be invariably mentioned in the· indent and it should correspond to the 
prevalent market price of the item. On the basis of this estimated 
cost, the price of the "Tender Form" is fixed and as such this infor­
mation is essential. 

The Tender fees should be fixed as per appended table and the 
Tender fees received from the Tenderers should be credited to the 
appropriate head of account. 
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In the event of closing of tender enquiry, the tender form st1oui.J 
be returned to all tenderers. (For Tender Fees please vide Appendix VI). 

10. List of probable suppliers.- Central Stores Purchase Organisa­
tion maintains ~ list of contractors registered with Central Stores 
Purchase Organisation. However, it is necessary from the Indentor's 
point of view to provide a list of prob~le suppliers of the item 
indented. As many names of such probable suppliers as pos~~ible should 
be indicated in the indent itself with a view to get maximum response 
to the Tender Enquiry . 

11. Delivery period.-While sending an indent for floating Tender 
Enquiry, schedule of delivery should be clearly mentioned, taking in 
to consideration the requirement of stores in phased manner during 
the delivery period. Following care should be taken (1) Approval 
of prototype sample after the placement of Accepted Tender where 
the specifications of the items are not standarqlsed (ii) probable period 
of delivery time that will be required by Jhe supplier, ": taking into 
consideration th~ time required for the ::fuanufacture *~f thE' item 
indented. (For check: points please see Appendix VII) . . 

i\ 
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dart II-Scrutiny of 1.~~ Indt:nt and Procedure ~or the 
ff ,_ ~ and fi.nabs~<ng of the Tender Enqmry 

~ ..... 

processing 

1. The purchasing officer is expected to complete the f01lowing 
procedure for processing and finalising of the Tender Enquiry :-

(a) Scrutiny of the indent received. ..., 
(b) Bulking by the Purchasing Officer of the indents from the 

different officers under him for the same item and for the same 
specifications. The tender notice should be prep'!-red in the prescribed 
form and should be invariably accompanied by tender condition& 
as per enclosed specimen (vide Appendix VIII). 

(c) Checking the possibility of Repeat Order. 

Repeat orders may be placed against a previous order rec:t-ntly 
placed, but in any case not later tlian six moq.ths after the initial 
order was placed, provided,- · 

(i) that no repeat order is placed if the O#iginal order \yas placed 
to cover an urgent or emergent demand, 

\ 

(ii) that the officers concerned are ::atisfied that there has been 
no downward trend in the prices or that the rates are either steady 
or are standardised. 

(iil) thar the total quantity and or value does not exceed 200 per 
cent, of the original quantity of the order, and the total value of 
repeat order should not in any case exceed the sum of Rs. 2 Jakhs. 
Proposals for repeat orders in case of deviations from the guiding 
principles given above should be submitted to the respective 
Purchase Committee for final decision, with special justification for 
resorting to such purchase. 

(iv) that the re-inviting of tenders necessitates examination of 
samples in testing laboratories which take unduly long time. 

The certificate that there has been no decrease in the price of the 
commodity should not be necessary in each case, although it may be 
a guiding principle. 

(d) Ascertaining that the item indented is not covered by the Central 
Stores Purchase Organisation or the Director, General of Supplies. 
and Disposals Rate Contract. 
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~e) Arranging the publica!i~ri. - of the Tender Enquiry ,in' the ~eekly 
Government Gazette which is published every Thursday only, in 
respect of Government purchases. 

(f) A period of 3 weeks has to be given for Tenderers to quote 
for the item and the Tenders should be opened invariably on the' 
scheduled date, other than a public hofid:l. "' 

(g) If the response to a Tender Enquiry is poor, i.e. less than 
3 quotations, the opening of tender should be extended further, by 
2 weeks. , .Maximum two such extensions can be granted in case of 
poor respnnse and finally the Tender may be opened even with 
a single quotation. 

(h) Testing of the " Tender Samples'' in the Departmental Labo­
ratory or other Test Houses etc., wherever necessary. 

(z) Finalisation of scrutiny of the tenders in the prescribed pro­
forma (vide Appendix IX). 

(j) Obtaining approval of the Purchase Committee or Government 
wherever necessary. , · , 

(k) Placement of the Acceptance Te~d7r (vide Appe~dix. X).~ 
2. Consignees.-The list of the consignees with their full postal 

address and consigneewise dist11bution of the quantity with the details 
of destinations (Rly. Stations) where the goods are required to be 
supplied must be indicated in the indent. The quotations should be 
invited on the F. D. (Free Delivery) F. 0. R. (Freer on Rail} destination 
basis. 

3.1. Imported items.-Priorto sending an indent for a particular item, 
it should be ascertained by the indentor whether the item is of imported 
origin or indigenously available and the correct position should be 
clearly stated in the indent. 

In case of indents, for the purchase of imported material, it is 
necessary to procure the Import Licence, required for the :rnaterial. 
In such cases, purchasing Authority will float a Tender Enquiry with 
clear instruction to the Tenderers that the Actual Users' Import Licence 
for the item will be provided by the Indentor. However, if Indentor 
fails to procure import licence, he should clearly indicate the effo~s 

made by him and should also advice to call for tenders for imported ,. 
items available ex-stock or to be imported on supplier's own import 
licence. In such cases the approval of the Competent Authority of the 
indentor is essential and a copy of the same should accompany the 
indent. 

Qg 4592-3 
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3.2. Procedures to be adopted by the indentor for proci~remen+ of 
Import Licence for Purchase of imported items.-Whenever the 
indentor needs imported goods and when the indigenous, similar goods 
do not meet his requirement or the same are not available mdigenously, 
he has to procure the import licence. 

In the first instance after obtaining tli!e approval of Competent 
Authority to purchase the same, be should approach through his 
Administrative Department for grant of required foreign exchange from 
the Government of India. After obtaining the required foreign 
exchange be has to approach the Joint Chief Controller of Imports 
through Administrative Department for getting the Import Licence. 

3.3. The indentor as usual should ~ace the indent with purchasing 
Officer indicating that the "actual users" Import Licence wo-uld be 
provided by him. After processing this indent and fixing the agency 
by Purchasing Officer indentor has to endorse the licence in favour of 
the finn whose Tender is accepted. 

4. Any other Special Conditions.- Inqintors should.,indicate in his 
indent any other special conditions to he incorporated. in the Tender 
Enquiry such as. installation of the machinery, demonstration of the 
machinery, requirement 0f after sales service and spares. list of othet 
purchasers to whom the item is sold by the Tenderer, Test Certificate 
from particular Test House, Packing conditions etc., etc. 

(For check points please see Appendix XI). 
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Part HI-Publication of Tender Enquiry/ Opelllilg of Tenders 

Scrutiny of Tenders. 

L As soon as the tender enquiry is published in the Maharashtra 
Government Gnzette, Part II, Supplement, the copy of the s::tme shou1d 

e immediately sent to the Indenter by the Purchasing Officer, with 
1 direction to check up specifications and other....eonditions of the s2me 
t~r confirmation. . The Indenting Officer sho~ld ~hen verify_ ~he same, 
itf he finds any discrepancy as regards specificatiOns, conditiOns, etc., 
e should immediately point out such discrepancy to the Purchasing 

~ :fficer well before the opening of the tender so as to enable him to 
1 sue suitable amendment to the tender enquiry. In case of amend-
pent to the tender en~u!ry, the opening of the tenders, rec~iving of 
fie tenders, etc., the vahd1ty of the tenders may be extended sunably . 
\ . 

\ 2. The tender enquiry ~ent to the Director, Government Printing 
nd Stationery, Chami Road, Bombay takes a J.Veek's time for its 
\ . 

~blication in the: Gazette. A minimum period qf 3-4 weeks shall be 
~en to the contesting tenderers for submission , -~f tenders. ::. 

.. .r - ~ ' 

3. The Purchasing Officer will keep ready"the blank tender forms 
1 sufficient number received from the Director, Government Printing 
d Stationery, Bombay for selling them to the interested tenderers 

/ 
payment of tender fees as per priced tender form. Before issue 

tender forms, care should be taken to verify the priced tender form 
\h the office copy of the tender enquiry and if there be _any mistake, 
1hould be corrected and initialled and then only tender form should 
'sold to the tenderers. The account of tender forms should be !<:ept 
:he prescribed form and the tender fees collected should be credited 
he proper Head of Account (please vide Appendix XII). 

The contesting tenderers purchase tender forms 2-nd svbmit 
;.d tenders. The Purchasing Officer should, therefore, keep in his 
e a separte box duly locked and sealed with a slip on it " Tender 
". The tenderers desirous of contesting in the tender enquiry will 
their sealed.tenders in the Tender Box. The Purchasing Officer 
ld open the Tender Box only on the date of opening of tenders. 

After opening of the Tender Box, all the tenders in the Tender 
should be taken out and entered in the register to be maintained 
~ prescribed form (Appendix XIII). 

4592-3a 

@ 



--

20 

6. The tenders thus received should be read out on ·the day 
following the last date of receipt of tenders i.e. on the day, time and -· 
place stipulated in the tender enquiry. The officer appointed by the ~~ 

Purchasing Officer will prepare a statement of tenders in the prescribed 
form separately for each tender enquiry and obtain signature on the 
form (please vide Appendix XIV) of the tenderers present for •;pening 
and participating in the tender enquiry. ~he Officer in-charge of 
opening should see whether the tender covers are properly sealed and llll 

addressed correctly · and after satisfying that they are ~n order, should 
open the tenders in the presence of the tenderers . The 
tenders so opened will be given numbers on the tenders for 
example, if there are 8 tenders, the numbers will be given as 1/8, 2 / 8, 
3/8, and so on). Then the officer opening the tenders should read out 
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all the particulars of offers in detail one by one and the interested 
participating tenderers will take down the particulars, if they desire. 
The tenders are called and received in duplicate. They should be 
stamped as original and duplicate, by the offi~er in-charge of c.pening 
of tenders. Tbe officer will then check up tpe validity of; the tenders 
taking into consideration the validity conditions of the ~ t~nders . In 
case he finds that in any of the tenders some conditions are not ful­
filled by the tenderer, then he will declare the tender as invalid giving 
specific reasons for doing so. The valid and invalid tenders should 

. I c 111; 

be sent to the Purchasing Officer immediately for perusal, and on his 
perusal the tenders. of each tender enquiry should be sent along with 
the statement (Appendix XV) of tenders to the S~ctions concerned 
in the indent file. The officer concerned will prepare a tabulated 
statement in ·the prescribed form (comparative statement) in an 
ascending order of offers. 

7. In the case of tender enquiry stipulating submission of samples 
along with the tenders, it may be checked whether all the tenderers 
have submitted samples duly sealed and labled with details of tender 
enquiry, name of the tenderer, sample a, b, c and other particulars, as 
may be necessary. It may also be seen whether sample received along 

·' -
with the tender is sufficient in quantity for conducting tests aJ:).d trials. 
All the samples received should be given code numbers by giving 
alphabets like a, b, c, d. After giving code numbers, care may be 
taken to enter the samples in the sample register. The label of the 
tenderers attached to the tender sample is not to be removed in any 
case, but it shonld be concealed in such a way that the name of the 
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I tenderer is not seen by the Testing Authorities. In. c~l.'~l': oC sa·niples 
where, only physical observation is necessary, such sa_m.!:Jles need not 
be sent to the Laboratory for testing and trials. However, th.! Liaison 
Officer of the Indenting Department should take measurement, 
readings of the samples and record them. He is also ~xpected to 
see the appearance, quality of the sample in comparison with the indent 
sample as also with tb_e tender enquiry spe<;jpcations and give his 
clear cut remarks and recommendations. In the case of samples 
requiring laboratory test/practical test, it may be sent in adequate 
quantity to a Government recognised Laboratory, with a covering 

' · letter and tender enquiry copy for testing with specific instructions, if 
any. The Laboratory report is received within a fortnight's time 

' 

normally, and is received in sealed cover. Immediately after the 
receipt of the Laboratory report/practical test r~port, as the case 111~y 

·' be, the Officer concerned should prepare a scrutmy report on the basis 
of Laboratory Report/practical test report, tender samples, indent 
sample, comparative statement of the offers received and giving his 
remarks for acceptance of the offer suited to .!his purpose,,; In the 
case of acceptable offers other than lowest off,e'r, specific reJharks for 
rejection of the lowest offers should be giver!' in clear terms without 
any vague remarks. In the comparative statement, 3 m.bre cffers over 
the lowest acceptable offer should be taken into consideration for com­
parison. The scrutiny report should be submitted with the file to the 
Purchasing Officer invariably on the same or the folowing day of 
scrutiny. 

8. Duties of the Liaison Officer.-. The duties of the Liaison Officer 
have been laid down as below which should be strictly adhered to. 

8.1 Liaison Officer must be in a position to take immediate deci­
\ sions1 on behalf of his Department, at the time of Joint scrutiny. The 
I decisions regarding acceptance of offers, deviation in Tender Speci­
Sfication, Deliwry Terms, payment terms etc., must be taken by Liaison 
\ officer on the spot. He bas also to indicate in the scrutiny, the inspecting 
\ authorit~ for the item. No nego~i~tions on any acc~unt a.re to be 
tmade w1th th';.' Tenderers by the Liaison Officer. He 1s at hberty to 
l,reject the lower offers on the grounds of specifications <Jnd longer 

\

delivery period than that specified in the Tender Enquiry and can 
accept higher offers if he so desires, by referring the case, to the Purchase 
Committee. However, for all such rejections he has to offer clear 
specific detailed reasons and not vague remarks such as "Nt~t suitable " 

I 
!.. ·- ~::w;:;ow;:::a::.~ ~!!!!. "@ 
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or "Not to specification'' etc. While scrutinising the Tenders the ·; -vJ 
Liaison Office:- has to consider the Taxes, and terms of price~ offered '~ 
by the different Tenderers. The price preference to SSI units and .It 
the Industrial Co-operative Societies has also to be taken into account 
at the time of joint scrutiny. A pro-form of scrutiny is enclosed for 
information (please vide Appendix IX) . 

..., . 

8.2. The Liaison Officer appointed by the Indenting Department I 
should be an officer of a sufficiently high calibre and status and should '" 
remain in touch with the Head of the Department. The indenting 
departments should appoint fully qualified and experienced Liaison 
Officers capable and authorised to take decisions where C3.lled upon 
by the Purchase Committee to represent their respective Department. 

8.3. After the scrutiny is finalised, the Acceptance of Tender is 
placed by the Purchasing Officer. Wherever necessary, the approval 
of Purchase Committee/Government is obta!ned prior to placement of 
Acceptance of Tender. The authority w,ith whom the inspection of 
the goods is entrusted is specified in the 1Acceptance Qf Tender. . On 
receipt of the copy of the Acceptance ,_;Of Tender, indentor I consignee 
should verify the particulars mentioned in · the Acceptance of Tender 
and particularly in the schedule attached to the Acceptance of Tender ,' 
and point out immediately to the Purchasing Officer within a week's ' 
time any discrepancies noticed so as to issue necessary amendment to K 
the Acceptance of Tender. 
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Part IV-Finalisation of Tender and placement of A j T. 

The procedure for Finalisation of Tender should be as fol1ows :-

(1) A time schedule of 6 weeks to 8 weeks for placement of 
orders for purchase of stores has been laid down. This period is 
reduced to 2 weeks, when the stores are'required to be purchased 
under urgent order procedure. If proper publicity is given, it will 
be possible to place the order within a period of 2 mouths from 
the date of floating the tender enquiry. The Purchasing Officer 
after checking: all the required details, decides {o place order with 
the lowest Tenderer, be can directly issue A/L in favour of the 
successful tenderer (Appendix XVI). This formal letter of 
acceptance should indicate the terms and conditions on which the 
tenderer's quotation is accepted ; the detailed specifications of the 
articles, the number or quantity of the artides the tenderer is to 
supply, the rate per unit, the articles to be ,supplied with the details 
such as rates FD/For delivery, the tota~(value of thi acceptarice 

. . ~ 

letter. ". 

(2) On receipt of reply to A/L, if the Purchasing Oillcer 
is satisfied that all the queries in the acceptance tetter have been 
replied by the tenderer, A/T may be placed. 

(3) In case of oth_er than the lowest offer to be considered the 
matter should be referred to th~ Purchase Cqmmittee of tb.e Depart­
ment concerned with a detailed note on deviations and recommenda­
tions, in the s<nne manner explained above. 

( 4) The tender sample in case of the s.uccessful tenderer should 
be kept in the office of the Purchasing Officer with endorsement as 
"Approved Sample". This sample is not to be returned to the 
tenderer. However, in the case of unsuccessful tenderer, the tender 
samples may be returned to the tenderers after obtaining their receipt. 
It should 1Je made clear to the firms or the tenderers that the samples 
are likely to be damaged during Laboratory Test/Practical Test and 
likely to be damaged during Laboratory Test/Practical Test and 
that the tenderer shall not complain about the same and that no 
compensation will be paid to them. 

\ 
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(5) Intimation of Acceptance of Tender.-Important points · to be 
noted:-

(i) The delivery period. 
(ii) The date of delivery and media of communication whether 

the letters are to be posted or telegraphic instructions are to be 
issued. 

(iii") Detailed address should be me.J}tioned on every c-orres­
pondence. 

(iv) The instructions regarding despa,tch of goods at the desti­
nations and quantities to be delivered, should be clearly specified. 

(v) Mode of payment should be given. 
(vi) Instructions regarding inspection should be communicated 

properly. 

(vii) Instructions regarding packing should be mentioned. 
It must be ensured that the acceptance is issued in time and in 

the manner prescribed by the tenderer to enaple him to receive it 
by the date fixed. If despaJch of intimation i~ oelayed and tenderers 
receive it after the expiry of the specific date, the contraet will not 
be a. valid one and it will be open to the tenderer to refu~e to accept 
the same. All Purchasing Officters should: therefore, ensure that in 
all such cases, the decision is communicated sufficiently in advance 
so that the tenderer will definitely receive it before the due date. 
The copies of acceptance tender must be endorsed to the concerned 
officers-such as Inspector, Consignee, Paying authority of the 
Indentor to enable them to carry our their responsibilities under the 
terms of the Contract. So also the amendments to the acceptance of 
tender should also be sent to the concerned officers in the same1 man­
ner within time. The acceptance letter and acceptance of tender 
should be sent under Certificate of Posting. Such documents should be 
clearly marked by the Purchase Section " to be sent under Certificate 
of Posting", before sending them to the Despatch Section. The 
Postal Certificate will be retained by the Despatch Section for 
record. 

(6) Earnest Money Deposit.-Tenderers should pay, alongwith 
the tender, earnest money deposit equal to 3 per cent. of the total 
value of the stores offered by them by crediting into the Reserve 
Bank of India or by a crossed demand draft on scheduled banks 
drawn in favour of Purchasing Authorities or in favour of Director 
of Industries and Central Purchasing Officer, Bombay, as the case 
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may be. The following categories of contractors I suppliers nre 
exempted from payment of earnest money deposits :-

(a) Firms located in M:aharashtra State and for the items so 
registered with the Director General of Supplies and Disposals, 
New Delhi, and the Controller of Printing and Stationery, Calcutta. 

(b) All Government and Semi-Government institutions under 
Government of Maharashtra and Zilla P-wishads in Maharashtra 
and fully owned underta~ngs of any State Government and 
Government of India . 

(c) Small scale industrial units registered with the Director of 
Industries, Maharashtra, only for items manufactured by them . 

(d) Sma)l scale units registered with the National Small Indus­
tries Corporation and Small Industries Service Institute of 
Government of India, only for items manufactured by them. 

(e) Textile mills in Maharashtra. 
(f) The suppliers registered with the Centrfll Stores Pur\:hasing 

Officer of the Directorate of Industries. Maharashtra State, who 
have satisfactorily supplied , the stores for ihe last five years. .. ~~; .,. : 

Security Deposit.0 Successful tenderers, 'should 'deposft with the 
Purchasing Authorities or Director of Industries and Central Purchas­
ing Officer, as the case may be, security deposit equal to 3 per cent 
of the value of the order in any one of the following forms : - · 

(a) by demand draft drawn in favour of the Purchasing Autho­
rity or the Director of Industries and Central Purchasing Officer, 
Bombay, as the case may be. 

(b) Bank Guarantee valid for the duration of 1!- years ·from all 
scheduled commercial banks and from the Maharashtra State 
Co-operative Bank, Bombay. 

(c) Government promissory-notes, Government approved secu­
rities and bonds endorsed in favour of the Purchasing Authority 
or the Director of Industries and Central Purchasing Officer, a1S 

the case may be. 
(d) fixed deposit receipts for a period of 3 years from scheduled 

ba,nks and the Maharashtra State Financial Corporation drawn 
in favour of the Purchasing Authority or the Director of Indus~ 

tries and Central Purchasing Officer, as the case may be. 
(e) National Saving Certificate, National Defence Certificate and 

Post Office Savings: Bank account pledged in favour of the Govern· 
ment of Maharashtra. 
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The following categories of tenderers are exempted from the pay-
ment of security deposit : - · . 

(i) Firms located in Maharashtra State and for the items so 
registered with the Director General of Supplies and Disposal, 
New Delhi, and the Controller of Printing and Stationery, Calcutta. 

(ii) All Government and Semi-Government Institutions under 
Government of Maharashtra and Zilla. P~shads in Maharashtra 
and fully owned undertakings of any State Government and 
Government of India. 

(iii) The suppliers registered with the Director of Industries and 
Central Purchasing Officer, Bombay and small soa.le industrial 
units registered with the National Small Industries Corp,oration. 
New Delhi, and Small Industries Service Institution, New Delhi, 
are exempted from payment of security deposit in respect of 
purchase of stores upto Rs. 2~,000 and in respect of purchase of 

.stores exceeding the limit of Rs. 25,000 secuhty deposits to be 
obtained from Small Scale Industrial Units registered }vith the 
Dil"\.:(;tc::.- of Ir,d~::;tries, Maharashtra State arid also regist~ted with 
the Central Stores Purchase Organisation, Maharashtra State and 
also registered witb the National Small Industries Corporation , 
New Delhi, and Small Industries Service Institute, New Delhi, 
should be 3 per cent of the total value of stores or Rs. 10,000 
(Rs. Ten thousand only) whichever is lower. However, while cal­
culating the Security deposit for the stores v~~lued more than 
Rs. 25,000 the security deposit should not be calculated for the 
first Rs. 25,000. 
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Pad V-Rate Contract 

1.1. The stores which are available on Director General of Supplies 
and Disposals' I Central Stores Purchase Organisation's Rate Contm.cts 
are not to be purchased directly by the Purchasing Officers, but the 
Stores are to be procured by placin_g orders against these rate contracts 
as in the pa,st by the Direct Demanding ..,.Pfficers. The Purchasing 
Officers while starting procurement should first enquire with the 
D.G.S. & D., New Delhi and C.S.P.O. (Directorate of Industries), 
whether the item of stores is on Rate Contract and the Rate Contract 
is valid. As a precaution, the Purchasing Officers should endorse c0pies 
of the Tender Enquiries under separate letter to the Industries Coma 
missioner, Director of Industries and Central Stores Purchase Officer. 
Directorate of Industries, New Administrative Building, Bombay, and 
to the Director General of Supplies and Disposals, Government of 
India, New Delhi. Stores which are common and regularly required are 
generally purchased on the basis of rate contfact. The prices 'of such 
gods are not subject to appreciable Market fluctuations . . ,: While, con­
cluding a Running or Rate Contract, for a .. Particular iterq: its approxi­
mate drawal, during the period of contract, has to be considered, 
and judged for such contracts. 

1.2. Rate Contract.-For the recurring demands of certain items, 
eommonly required by various Purchasing Officers, generally Rate 
Contracts are concluded, even if the quantity of the item, which an 
individual department buys during the period of contract is meagre, the 
total quantity 'purchased by all the Government Departments would 
be sizeable. In such a case if every Purchasing Officer obr;;erves the 
same formalities to purchase more than once for the same stores it is 
likely to be uneconomical. The Central Stores Purchase Organisa­
tion, therefore, lists certain items in this category, for entering into 
a contract with suppliers for meeting the requirements of various 
departments and various officers, during a fixed period which is 
usually a year or two, at a fixed price. In such a contract, no 
commitment is made as to the quantity of the stores to be drawn, 
against the contract during the validity period, of the said contract. 
The Contractor is, however, bound to accept any order which may be 
placed upon the firm during the currency of the contract. 

C"• 
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1.3. Fixed Quantity Contract.-This type of contract is . fur · ·~·· .. fixed 
Quantity to be supplied to one or more consignees- as per the indent. 

1.4. Running Contract.-This type of contract is made for supply­
ing the stores in instalments during a certain fixed period to different 
consignees in the State. The advantage of entering into such contracts, 
is to . avoid large inventory and blocking of fw:J.ds. However, in such 
a contract, certain variation in quantities to be requisitioned is provided 
for usually 25 per cent. 

1.5. The above 3 types of Contracts are concluded by the Central 
Stores Purchase Organisation in Maharashtra State, and also by the 
D.G.S. & D., New Delhi. The indenters in the state can operate the 
Rate Contract concluded by the C.S.P.O. as well as by the D.G.S. & 
D., New Delhi, provided they are direct demanding oflk:rs for 
operating such contracts. 

The list of the items which are generally cove:J{dd under Rate Con­
tract I Quantity Contract made by C.S.P.O. are ?hown in Annexure C. 

~ 

2.1; Procedure to enter into Rdte Contr~ct.-For acceptunce of 
Tender for fixation of oa Rate Contract of any ' item, the Tender 
Enquiry is published in the weekly Maharashtra Government Gazette 
(Supplement Part II) and the quotations are invited 1rom all 
Tenderers. Then they are scrutinised by C.S.P.O. In the Rate Contract 
the liason officer's role is played by. the representative Officer of the 
major consuming department of the particular item. The C.S.P.O., 
however, proceeds to finalise the agency if the Liason . Officer is not 
present. All Rate Contracts are finally decided by the Stores Purchase 
Committee in C.S.P.O. 

2.2. While finalising the R ate Contract in respect of items which 
are exclusively reserved for the S.S.I. units, Parallel Rate Contracts are 
required to be concluded specially with the units located in Marath­
wada Region through Maharashtra State Small Scale Industries 
Development Corporation. (Please refer to compendium of important 
Government Resolutions). 

2.3. As usual, the items on C.S.P.O. Rate Contract are subject to 
the prior inspection before supply. Some time it is assigned to the 
respective consignees at their destinations. In case the supplies are 
with " I.S.I. mark " or the " Quality Mark of State Government " , 
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