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ANDREW YULE & COMPANY LIMITED 

(TO BE EFFECTIVE FROM APRIL 01, 2022)  

SHORT RECITAL 

 
The present Purchase Procedure of the Company uniformly followed by all the Divisions and Units was 

approved by the Board of Directors of the Company in its 249th meeting held on March 30, 2022 and was made 

effective from April 01, 2022. In the last few years, the Government of India has issued new instructions in 

the domain of public procurement. Some of these important changes include introduction of Central Public 

Procurement Portal (CPPP), Government e-Marketplace (GeM), preferential market access for micro and 

small enterprises, preference for domestic manufacturers of electronic goods, inclusion of integrity pact, 

Implementation of GST etc. The GFR has been revised comprehensively in March 2017 covering inter-alia 

these set of new instructions. Central Vigilance Commission (CVC) has also issued different guidelines from 

time to time for bringing in more transparency and improvement in the Purchase Policy and Procedures to 

be followed by the Public Sector Enterprises. In the light of above changes and CVC guidelines, modification 

of the existing Purchase Procedure is strongly felt and accordingly the said Purchase Procedure is updated/ 

amended. Regulations and directives issued by various Ministries of Central and State Governments, Chief 

Vigilance Commission or any other statutory bodies, that have a bearing on purchase activities, have been 

complied with. Any such new regulations and directives that may be issued in future also shall be complied 

with. 

 

1.0 GOVERNMENT POLICIES & GUIDELINES: 

 

1.1 PREFERENTIAL/MANDATORY PURCHASES: 

 

1.1.1 Products Reserved for Micro and Small Enterprises 

 

As per the Public Procurement Policy for Micro and Small Enterprises (MSEs) Order, 2012, the 

Government has reserved 358 items for exclusive purchase from MSEs as defined under MSMED 

Act 2006 (Annexure IV). The Ministries/Departments and Public Sector Undertakings are required 

to purchase these items only from MSEs registered with either District Industries Centers (DIC) or 

KVlC or Khadi and Village Industries Board (KVIB) or Coir Board or National Small Industries 

Corporation (NSIC) or Directorate of Handicrafts and Handloom or having Udyog Aadhaar 

Memorandum. A list of the 358 items is also available in the MSMED website. 

 

1.1.2 The Government reviews the lists of such reserved items and the applicable procedures for 

purchasing the same from time to time. The tender document for these items should clearly indicate 

that the purchase will be made from the suppliers falling in the category of MSEs.  

 

1.1.3 Following facilities are also extended to the MSEs subject to furnishing relevant valid certificate for 

claiming exemption: 

 

a) Issue of Tender Sets free of cost; 

b) Exemption from payment of Earnest Money. 



4  

1.2 MANDATORY PROCUREMENT FROM MICRO AND SMALL ENTERPRISES: 

 

1.2.1. In terms of Ministry of Micro, Small and Medium Enterprises Order dated 23.03.2012, the Central 

Government Ministries, Departments and Public Sector Undertakings shall procure a minimum of 25% of 

their annual value of goods or services from MSEs registered with either District Industries Centers (DIC) 

or KVlC or Khadi and Village Industries Board (KVIB) or Coir Board or National Small Industries 

Corporation (NSIC) or Directorate of Handicrafts and Handloom or having Udyog Aadhaar Memorandum. 

This has become mandatory with effect from 01.04.2015. 

 

1.2.2. Out of 25% target of annual procurement from MSEs, a sub-target of 4% and 3% shall be earmarked for 

procurement from MSEs owned by the Scheduled Caste or the Scheduled Tribe (SC/ST) and women 

entrepreneurs respectively. 

 
1.2.3. In terms of MSME’s OM No. 21(2) 12016-MA dated 18.02.2016, all MSEs who are having Udyog Aadhaar 

Memorandum should also be provided all the benefits available for MSEs under the Public Procurement 

Policy for MSEs Order, 2012. 

 
1.2.4. Special provisions for Micro and Small Enterprises owned by Scheduled Castes or Scheduled Tribes; 

 
1.2.5. Out of 25% target of annual procurement from MSEs, a sub-target of 4% shall be earmarked for 

procurement from MSEs owned by the Scheduled Caste or the Scheduled Tribe (SC/ST) entrepreneurs. 

Provided that, in event of failure of such MSEs to participate in tender process or meet tender 

requirements and L1 price, 4% sub-target for procurement earmarked for MSEs owned by Scheduled 

Caste or Scheduled Tribe entrepreneurs shall be met from other Micro and Small Enterprises. MSEs 

would be treated as owned by SC/ ST entrepreneurs if: 

i) In case of proprietary MSE, proprietor(s) shall be SC/ST. 

ii) In case of partnership MSE, the SC/ ST partner(s) shall be holding at least 51% shares in the unit. 

iii) In case of Private Limited Companies, at least 51% share shall be held by SC/ ST promoters. 

 

1.2.6. Price quotation in tenders; 

i) In tender, participating MSEs quoting price within price band of L1+15% shall also be allowed to supply 

a portion of the requirement by bringing down their price to L1 price in a situation where L1 price is 

from someone other than an MSE and such MSE shall be allowed to supply up to 25% of total tendered 

value. 

 

ii) In case of more than one such MSE, the supply shall be shared proportionately (to tendered quantity) 

i.e., in case two or more MSEs are within L1 + 15%, all such vendors need to be given an opportunity 

to accept L1 price and shall share the 25% of the ordered value equally. 

 
 

iii) Further, in case of non-divisible tenders, an MSE quoting in the price band of L1+15% may be awarded 

for full/complete supply of tendered value, considering the spirit of policy for enhancing the government 

procurement from MSEs, subject to bringing down of price to L1 by the MSE concerned. 

 

1.2.7. This Policy is meant for procurement of only goods produced and services rendered by MSEs and not 

for any trading activities by them. An MSE Unit will not get any purchase preference over another MSE 

Unit. 

 

1.2.8. As per the MSME policy, to achieve 4% target from SC/ST vendors, the following options shall be 

exercised while rising indent and placement of order. 
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a) Among the 358 items reserved for procurement from MSE firms, if any of the items are being 

manufactured by SC/ST vendors, the entire requirement may be procured only from SC/ST vendors. 

 

b) If any of the SC/ST vendors falls within L1 + 15%, the entire 25% preference earmarked for MSE 

vendor may be placed on SC/ST vendors, irrespective of their price ranking among MSEs subject to 

bringing down of price to L1 by the SC/ST vendors concerned. 

 

1.2.9. Strict adherence of Payment Terms in accordance with MSME Act 

 

1.2.10. The above terms & conditions are subjected to be changed /amended/superseded in case of issue of 

fresh notification / OMs / Letters from MSME. 

 

1.3 RELAXATION OF PRIOR TURNOVER AND PRIOR EXPERIENCE FOR MSEs & STARTUPs 

 

1.3.1. Further, vide MSME Policy Circular No. 1(2)(I)/2016-MA dated 10.03.2016 and in exercise of Para 16 of 

MSME Order dated 23.03.2012, it has been clarified that all Central Ministries/Departments/Central 

Public Sector Undertakings may relax the condition of prior turnover and prior experience with respect to 

Micro and Small Enterprises (MSEs) in all public procurements subject to meeting of quality and technical 

specifications, i.e. these MSEs must have the technical capability to deliver the goods and services as 

per prescribed technical and quality specifications. 

 

1.3.2. Further, as per Department of Expenditure, Ministry of Finance OM No. F.20/2/2014/PPD- (Pt) dated 

25.07.2016 circulated vide MSME F. No. 24/2/2003/Fin-1 dated 02.08.2016, relaxation of the condition 

of prior turnover and prior experience in public procurement has been extended to all Startups (whether 

MSE or not) subject to meeting of quality and technical specifications in accordance with the relevant 

provisions [Rule 160(i)(a)] of GFR, 2005 {In GFR 2017 it is Rate 173(i)(b)}. 

 
1.3.3. It has subsequently been clarified by the Department of Expenditure, vide OM No. F.20/2/2014/PPD-(Pt) 

dated 20.09.2016 that there may be circumstances (like procurement of items related to public safety, 

health, critical security operations and equipment, etc.) where procuring entities may prefer the vendors 

to have prior experience rather than giving orders to new entities. For such procurements, wherever 

adequate justification exists, the procuring entities may not relax the criteria of prior experience/ turnover 

for Startups (medium enterprises). 

 
1.3.4. In view of the above instructions, wherever, it is decided not to relax prior experience/turnover criteria, 

adequate justification has to be given. 

 
1.3.5. The relaxation of prior experience and prior turnover will be considered for the startups, provided they 

meet the following conditions: 

 

a) Startup means an entity, incorporated or registered in India not prior to five years, with annual 

turnover not exceeding Rs 25 crore in any preceding financial year, working towards innovation, 

development, deployment or commercialization of new products, processes or services driven by 

technology or intellectual property. 

 

b) Provided that such entity is not formed by splitting up, or reconstruction, of a business already 

inexistence. 

 

c) Provided also that an entity shall cease to be a Startup if its turnover for the previous financial years 

has exceeded INR 25 crore or it has completed 5 years from the date of incorporation/registration. 
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1.3.6. Further, in order for a “Startup” to be considered for eligible the Startup should 

 

a) be supported by a recommendation (with regard to innovative nature of business), in a format 

specified by Department of Industrial Policy & Promotion (DIPP), from an Incubator established in a 

post-graduate college in India; or 

 

b) be supported by an incubator which is funded (in relation to the project) from GoI as part of any 

specified scheme to promote innovation; or 

 

c) be supported by a recommendation (with regard to innovative nature of business), in a format 

specified by DIPP, from an Incubator recognized by GoI; or 

 

d) be funded by an Incubation Fund/Angel Fund/Private Equity Fund/Accelerator/Angel Network duly 

registered with SEBI that endorses innovative nature of the business; or 

 

e) be funded by GoI as part of any specified scheme to promote innovation; or 

 

f) have a patent granted by the Indian Patent and Trademark Office in areas affiliated with the nature 

of business being promoted. 

 

1.4 PURCHASE PREFERENCE TO CENTRAL PUBLIC SECTOR UNDERTAKINGS: 

 

1.4.1. As per the government policy, the Central Public Sector Undertakings (CPSU) were getting purchase 

preference upto 10% over the Large-Scale Private Units. This policy was last extended upto 31.03.2008. 

However, in view of the judgment dated 18.05.2007 of the Supreme Court of India, the Government has 

reviewed the Purchase Preference Policy and decided to terminate this policy w.e.f. 31.03.2008. 

 

1.4.2. The Government has decided that the preferential purchase policies framed for the specific sectors by 

the concerned Ministries/Departments do not come within the purview of this decision. The concerned 

Ministries/Departments may independently evolve/review preferential policies for the sectors of their 

concern, as per their requirement. 

 

1.5 PREFERENCE TO MAKE IN INDIA: 

 

1.5.1. Purchase preference shall be given to local suppliers in all procurements undertaken by procuring entities 

in the manner specified hereunder: 

 

a) In procurement of goods in respect of which the Nodal Ministry has communicated that there is 

sufficient local capacity and local competition, and where the estimated value of procurement is Rs.50 

Lakhs or less, only local suppliers shall be eligible. If the estimated value of procurement of such 

goods is more than Rs.50 Lakhs the provisions of subparagraph ‘b’ or ‘c’ as given below, shall apply. 

 

b) In the procurements of goods which are not covered by ‘a’ and which are divisible in nature, the 

following procedure shall be followed: 

 

i) Among all qualified bids, the lowest bid will be termed as L1. If L1 is from a local supplier, the 

contract for full quantity will be awarded to L1. 

 

ii) If L1 bid is not from a local supplier, 50% of the order quantity shall be awarded to L1. 
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Thereafter, the lowest bidder among the local suppliers will be invited to match the L1 price for the 

remaining 50% quantity subject to the local supplier's quoted price falling within the margin of 

purchase preference, and contract for that quantity shall be awarded to such local supplier subject 

to matching the L1 price. In case such lowest eligible local supplier fails to match the L1 price or 

accepts less than the offered quantity, the next higher local supplier within the margin of purchase 

preference shall be invited to match the L1 price for remaining quantity and so on, and contract shall 

be awarded accordingly. In case some quantity is still left uncovered on local suppliers, then such 

balance quantity may also be ordered on the L1 bidder. 

 

c) In procurements of goods not covered by ‘a’ and which are not divisible, and in procurement of 

services where the bid is evaluated on price alone, the following procedure shall be followed: 

 

i) Among all qualified bids, the lowest bid will be termed as L1. If L1 is from a local supplier, the 

contract will be awarded to L1. 

 

ii) If L1 is not from a local supplier, the lowest bidder among the local suppliers, will be invited to 

match the L1 price subject to local supplier's quoted price falling within the margin of purchase 

preference and the contract shall be awarded to such local supplier subject to matching the L1 

price. 

 

iii) In case such lowest eligible local supplier fails to match the L1 price, the local supplier with the 

next higher bid within the margin of purchase preference shall be invited to match the L1 price 

and so on and contract shall be awarded accordingly. In case none of the local suppliers within 

the margin of purchase preference matches the L1 price then the contract may be awarded to the 

L1 bidder. 

 

d) Exemption of small purchases: Where the estimated value to be procured is less than Rs.5 Lakhs 

shall be exempt from this Order. However, it shall be ensured by procuring entities that procurement 

is not split for the purpose of avoiding the provisions of this Order. 

 

i) ‘Local Supplier’ means a supplier whose product offered for procurement meets the minimum 

local content of 50%. 

 

ii) ‘Local Content’ means the amount of value added in India which shall be the total value of the 

item procured (excluding net domestic indirect taxes) minus the value of imported content in the 

item (including all customs duties) as a proportion of the total value, in percent. 

 
iii) ‘Margin of Purchase Preference’ means the maximum extent to which the price quoted by a local 

supplier may be above the LI for the purpose of purchase preference. The margin of purchase 

preference is 20%. 

 

e) Verification of Local content: 

i) The local supplier at the time of tender, bidding or solicitation shall be required to provide self-

certification that the item offered meets the minimum local content and shall give details of the 

location(s) at which the local value addition is made. 

 

ii) In case of procurement for a value in excess of Rs.10 crores, the local supplier shall be required 

to provide a certificate from the statuary auditor or cost auditor of the company (in the case of 

companies) or from a practicing cost accountant or practicing chartered accountant (in respect of 

suppliers other than companies) giving the percentage of local content. 
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iii) False declarations will be in breach of the Code of Integrity under Rule 175(1)(i)(h) of the General 

Financial Rules for which a bidder or its successors can be debarred for up to two years as per 

Rule 151 (iii) of the General Financial Rules along with other actions as may be permissible under 

law. 

 
iv) A Supplier who has been debarred by any procuring entity for violation of this order shall not be 

eligible for preference under this order for procurement by any other procuring entity for the 

duration of the debarment. 

 

1.5.2. Indicating foreign makes / brands and / or restrictive conditions in the tender, thereby excluding local 

manufacturers from participation, is in violation of Public Procurement (Preference to Make in India) 

Order, 2017. 

 

1.5.3. It shall be ensured that the indenting departments do not incorporate any such restrictive and 

discriminatory eligibility criteria regarding turnover, specifications / testing /other standards in tender 

documents that exclude local manufactures/service providers.  

 
With reference to the ‘Preference to Make in India’, the orders issued from time to time by respective 

Ministries will also be followed / implemented. 

 

1.6 Government e-Marketplace (GeM) – Purchase of Common use goods and services available 

in GeM: 

 
1.6.1. The Government has launched Government e-Market place (GeM) as a single procurement portal for 

bringing transparency, accountability & efficiency in public procurement. 

 

1.6.2. The Government has made GeM as National Public Procurement Portal. All the Central and State Govt. 

Departments / Organizations, Central & State PSUs and autonomous bodies will make the procurement 

of common use goods and services through GeM. 

 
1.6.3. Accordingly, AYCL has been registered as a buyer in the Govt. e-Marketplace Portal and approval of 

competent authority has been obtained to procure the commonly available goods and services in GeM, 

meeting requisite quality, specification and delivery period of AYCL, with the GeM terms and conditions, 

following the existing purchase procedures. 

 
1.6.4. The following are the salient points and conditions for purchase through GeM portal. (For detailed terms 

and conditions, GeM Portal may be referred). 

 

a) Direct on-line purchases can be made on GeM up to Rs.25,000/- through any of the available 

suppliers on the GeM, meeting the requisite quality, specification and delivery period. 

 

b) Above Rs. 25,000/- and up to Rs.5,00,000/-, the GeM portal shall be utilised by the Government 

buyers for direct on-line purchases through the GeM seller having lowest price amongst the available 

sellers, of at least three different manufacturers, on GeM. 

 
c) Above Rs.5,00,000/- (Rupees Five Lakhs) through the supplier having lowest price meeting the 

requisite quality, specification and delivery period after mandatorily obtaining bids, using online 

bidding or reverse auction tool provided on GeM; 
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d) The invitation for the online e-bidding / reverse auction will be available to all the existing Sellers or 

other Sellers registered on the portal and who have offered their goods / services under the particular 

product / service category, as per terms and conditions of GeM; 

 
e) If Buyer (AYCL) wants to buy any specific OEM’s product then he has to go for Proprietary Article 

Certificate (PAC) buying after obtaining necessary approvals of competent authorities for PAC 

buying. 

 
f) Splitting of Demand: Splitting of demand and creating multiple Bids/RAs is strictly prohibited on GeM. 

 
g) Mandatory Minimum Discount on MRP: Sellers shall offer minimum discount of 10% over MRP 

mandatorily unless otherwise specified for offering their products on GeM portal. The discount of 10% 

over MRP is the Minimum discount and sellers are free to offer higher discount on GeM. 

 
h) Dividing the Quantity: As per standard procedure, complete requirement incorporated in the tender 

enquiry document is to be covered on the lowest responsive tenderer without dividing the same. The 

tenderer who does not quote for the complete requirement is to be treated as NON responsive and 

ignored. GeM does not allow splitting of the order quantity and hence buyers are not allowed to 

incorporate any such condition in the bid / RA documents. 

 
i) Buyer (AYCL) is not allowed to place any order at GeM prices outside GeM. The prices on GeM are 

only applicable if the procurement is made through GeM portal. Using GeM prices for procurement 

outside GeM portal is strictly prohibited. If procurement is done outside GeM in offline mode then the 

laid down procedure for tendering must be followed. 

 
j) Tools have been deployed on GeM portal to show the price of compared products on other e-

commerce sites (wherever available) and also the rates at which orders have been placed on GeM 

for such items in recent past. While taking decision on reasonableness of price, the buyers may also 

take into account the discount over MRP; Last Purchase Price on GeM, Department’s own Last 

Purchase Price; rates on other ecommerce websites etc. 

 
k) As per Department of Expenditure Memo, Ministry of Finance OM No.F.6/18/2019-PPD Dated 

23.01.2020 and F.6/14/2020-PPD Dated 23.10.2020, with effect from 01.07.2020, it will be 

mandatory for a buyer to generate a “GeM Availability Report and Past Transaction Summary” 

(GeMAR&PTS) with a unique ID on GeM portal using his login credentials on GeM for procurement 

outside GeM. The Past Transaction Summary will be provided, wherever available. “GeMAR&PTS” 

shall be prerequisite for arriving a decision by the competent authority (Director – Finance or anyone 

in-charge of the post) for procurement of required goods and services by floating a bid outside GeM 

and its unique ID would be required to be furnished on the publishing portal along with the tender 

proposed to be published. 

 
l) However, in case it is not possible to extract GeMAR&PTS report due to urgency and non-functioning 

of GeM at that time or due to non-availability of internet connection, screenshots in such cases shall 

be placed in procurement files, along with details of reasons / circumstances. Further, in these 

circumstances, furnishing of unique ID on publishing portal will not be insisted. 
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m) Custom Catalogue Based Bid 

 

i) This functionality allows buyers to create a Custom Catalogue by providing relevant information 

such as Title, reference price, selling unit, specifications, drawing documents, reference images, 

related categories etc. for unavailable items post creation of GeM availability report.  

 

ii) It allows buyers to bunch 2 or more custom catalogue. It allows Sellers to participate and create 

a custom offering for the custom catalogue.  

 

iii) For Custom Catalogue based bid, the minimum total reference value of the bid is now revoked. 

The minimum bid duration is 10 days (approval from Competent Authority is required) and 

maximum of 45 days.  

 

1.6.5. Important Commercial terms and conditions of GeM (revised from time to time in GeM Portal): 

  

Commercial Terms GeM conditions 

Performance Bank 

Guarantee (PBG) 

• Not applicable for direct purchase option Under GeM. 

 

• PBG for 3% of contract value if contract value exceeds 25 Lakhs & 

procurement is thru RA/e-Bidding or to be harmonized with the Client’s 

Order. 

 

• To be submitted within 15 days from date of award of contract. 

 

• Guarantee Period: One year. Seller can provide longer Guarantee period 

if required. 

 

• Payments against such contract shall not be released till acceptable 

Performance Bank Guarantee is furnished by the seller. 

EMD • Rs. 50 Lakhs or above: 0.5% of the Estimated Tender Value  

 

• Up to Rs. 50 Lakhs: 1% of the Estimated Tender Value  

Payment • Will be released after submission of acceptable PBG, if applicable. 

 

• Online payment within 10 days of issue of CRAC (Consignee Receipt cum 

Acceptance Certificate). 

Taxes • Inclusive. Statutory variation if any is to sellers account and no variation in 

contract price on account of such variation shall be allowed during delivery 

period. 

Integrity Pact • Integrity pact, if applicable for all users (buyer & Seller) for all orders – to 

be accepted /agreed online. 

Test certificate • Self-certified Manufacturers/Sellers Warranty/Guarantee. 

Material Acceptance/ 

Rejection 

• CRAC (Consignee Receipt cum Acceptance Certificate) is the basis of 
payment. 
 

• CRAC to be issued within 10 days of material receipt. If not issued within 
10 days material is considered to be deemed accepted & consignee shall 
forfeit their right to reject the same. 
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• The date of receipt of material as mentioned in provisional receipt 
certificate is considered as receipt date. 

 

• The rejected materials should be taken back by supplier within 10 days 
from date of rejection without any extra cost. If not taken back within 10 
days ground rent/ Warehousing charges shall be payable by the seller 
under return policy of GeM. 

Liquidated Damages • 0.5% per week or part of the week of delayed period as free estimate 
damages not exceeding 5% of contract value without any 
controversy/dispute of any sort whatsoever or to be harmonized with the 
Client’s Order. 

 
1.6.6. The purchase departments will take necessary action to identify the common items available on GeM 

Portal that meets AYCL requirements i.e., requisite quality, specification and delivery period. On receipt 

of indent for such items, procurement action shall be taken up to purchase the same through GeM with 

terms & conditions as referred in GeM Portal. 

 

1.6.7. All the purchases through GeM shall be dealt as per the existing AYCL purchase procedure and 

delegation of powers. 

 
1.6.8. With reference to the ‘Procurement from Government e-Marketplace’, the orders issued from time to time 

by respective Ministries will also be followed / implemented. 

 

1.7 CENTRAL PUBLIC PROCUREMENT PORTAL: 

 

1.7.1. Central Public Procurement Portal (CPPP) has been designed, developed and hosted by National 

Informatics Centre (NIC), Ministry of Electronics & Information Technology, in association with Dept, of 

Expenditure, to ensure transparency in the public procurement process. 

 

1.7.2. The primary objective of the Central Public Procurement Portal is to provide a single point access to the 

information on procurements made across various Ministries and Departments. 

 

1.7.3. The CPPP has e-publishing and e-procurement modules. It is mandatory for all Ministries/Departments 

of the Central Government, Central Public Sector Enterprises (CPSEs) and Autonomous and Statutory 

Bodies to publish on the CPPP, all their tender enquiries and information about the resulting contracts. 

 

1.8 DISCLOSURE UNDER RTI ACT: 

 

 Under the Right to Information Act, 2005 (RTI Act), every citizen has the right to demand information 

related to Public Procurement. Thus, a Public Procurement organization should be ready to provide 

Documented Record of its Procurement Process/Decisions to general public under the RTI Act. 

 

1.9 INTERNAL & EXTERNAL ACCOUNTABILITY: 

 

 All the records should be made available to Government Audit, statutory Audit, Internal Audit and 

Vigilance whenever required for scrutiny. 

 

Apart from internal accountability, Public Procurements are answerable and accountable to a number of 

external organizations, like the Parliament and Parliamentary Committees, CVC, CBI, CAG, concerned 
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Ministries, etc. Thus, Public Procurement Organization has to conduct its procurements and keep records 

in such a way that the decisions can be explained to these organizations. 

 

2.0 Purchase order (POs), for indigenous and imported items Work Orders (WOs) and contracts 

may be grouped as follows: 

 

a) POs for machinery, equipment & other capital items 

 

b) POs for raw materials, components, consumable stores, spares, repair & maintenance items, etc. 

 

c) POs for Contract Manufacturing jobs with or without free issue of materials / components. 

 
3.0 General Guidelines for Purchases: 

 

3.01 Where requirements are substantial, tender should be invited by the Unit on annual requirement basis 

with a view to reaping the benefit of bulk purchase rates. To quantify the exact requirement, the following 

factors need to be taken care of – 

 

i) Available stock; 

 

ii) Pending supply against unexecuted Purchase Order; 

 

iii) Past consumption pattern; 

 

iv) Average shelf life of the equipment / Economic life span of the equipment; 

 

v) Outstanding dues to suppliers; 

 

Attempt may be made to explore the possibility of group purchase, wherever found possible. 
 

3.02 Normally, for any approval/financial concurrence, the norms laid down in the Delegation of Power (DOP) 

should be followed in all cases unless specifically stated in appropriate place herein below. The 

requirement should not be intentionally bifurcated / split so as to avoid approval from higher authority. 

 

3.03 The concept of maximum, minimum and re-ordering levels of stock holding may be applied wherever 

found possible. In the case of Tea Division, seasonal factors may be taken into consideration for 

procurement of materials. 

 

3.04 Where this Purchase Procedure has not envisaged certain typicality of the Unit concerned or in other 

respects where clarification becomes necessary, the matter should be referred to the CA/designated Head 

of Finance & Accounts (HFA) of the respective Divisions who will give his concurrence in writing in 

consultation with Divisional Head and/or Functional Director, where necessary. 

 

3.05 All relevant supporting documents of any Purchase Order like Purchase Indent, Letter Inviting Quotations 

(LIQ), Quotations, correspondence with bidders, CSQ, Minutes of the Meeting of Tender Committee, Note 

for approval of competent authority as per DOP, etc. shall be kept in a single file along with the respective 

Purchase Order. All these papers should be serially numbered right from Purchase Indent. There shall be 

a total transparency in the Filing system maintained for preserving the files by Purchase Department, so 

that the files along with concerned documents can be easily located. If opening of the part files is unavoidable, 

the same shall subsequently be merged with the main file. 
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4.0 Empanelment Procedure 

 
4.01 Every Unit should maintain a list of authorised empaneled dealers/suppliers of proprietary items where 

the supply is from limited sources. Such list would be prepared product-wise by the procuring personnel 

and put up to the Tender Committee (TC) who, after reviewing, will recommend to the concerned 

Divisional Head for approval. Once this list has been approved by the Divisional Head, this becomes a 

final list and shall remain valid for 3 years and be reviewed thereafter periodically for every 3 years. 

However, in the meanwhile, should the list require updating by inclusion of new suppliers or deletion as 

the case may be, this would be forwarded by TC for the approval of Divisional Head through Competent 

Authority (CA) /designated Head of Finance & Accounts (HFA) of the Division. 

 

4.02 In order to build up / develop vendors eligible for empanelment, press advertisement and advertisement 

through website should be made every 3 years, which would have to be updated for new vendors / fabricators 

/ sub-contractors etc. The press advertisement should clearly state the various material requirements 

and the nature of the work / fabrication required by the respective Units. The eligibility criteria shall 

also be clear with regard to technical, manufacturing and financial capabilities of bidders and the same 

shall be as specific as possible so that the possibility of unqualified tenderers can be minimized. The 

list of approved vendors Unit / Division-wise with the additions made through Vendor development 

proposal shall be uploaded in company website and updated once in a year. For special jobs / 

contracts, the frequency of press tenders / insertion in website has been dealt with in this procedure. 

 

4.03 The vendors who have not applied in response to press advertisement/advertisement in website but 

have been found capable of supplying or being developed for supply/services of the requirements, may 

also be considered for the purpose of empanelment by the TC with due approval from Unit Head prior 

to the approval from CA/designated HFA and Divisional Head/ Functional Director. 

 
4.04 The form of Application for Empanelment (Annexure I/QR10-07 as applicable) is to be issued to each of 

the prospective vendors who shall reply to the press/website advertisement with all enclosures; those 

who have been found capable by the Unit, such form filled up in all respect with all enclosures be sent 

along with the prescribed fee, if any, to the HFA & Divisional Head for scrutiny and approval. The 

manufacturers / vendors, where appropriate, should state in all cases whether they have been 

registered with the GST authorities in order to avail of the benefit of GST credit. In case of 

empanelment through website, the prescribed Fees are to be sent along with the Empanelment 

Form duly filled in. The prospective vendor who shall download the Empanelment Form from Website 

shall deposit the prescribed fees along with the Empanelment Form, duly filled in. 

 

4.05 On receipt of the application for Empanelment Form which should be duly filled up in all respects, the 

purchase department along with Head of Quality Assurance (QA)/ his nominated representative will 

arrange for inspection (where practicable) and will forward the same with their remarks to the TC for 

technical and financial vetting. The TC, after being satisfied will put the same to Unit Head and then 

CA/designated HFA and the Divisional Head for approval. 

 

For tea gardens, in the absence of TC, financial concurrence will be given by the Group Accountant 

(Assam/Dooars) after vetting from Garden Manager regarding the technical capabilities of the vendor and 

they will be finally approved by the General Manager in charge of operations / Chief Executive, Tea 

Division. 

 

4.06 Existing vendors should be asked to fill up the application for empanelment and complete formalities, if 

not done earlier. 
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4.07 Each vendor who have been qualified for supplying materials and / or for performing fabrication and sub- 

contracting services should be given a separate Regn. No. and details of the party should be entered in a 

register in the following format: 

 

a) Regn. No. and date of   Regn. 

 

b) Name, address and telephone No. (mobile & land line), e-mail address 

 

c) Status of the organization: 

 

d) MSMED Regn. No. & date (on verification of the relevant certificate) /NSIC Regn. No & Date where 

applicable 

e) PAN No. 

Goods and Services Tax (GST) Regn. No. 

Excise Regn. No. (For items not covered under GST) 

VAT Regn. No. (For items not covered under GST) 

CST Regn. No. (For items not covered under GST) 

 

f) ‘Remark’ column: To record vendor rating – (Form QR10-09/other similar approved forms): where 

general performance of the vendor will be noted from time to time and/or deleted on the basis of 

their actual performance evaluation by the Purchase Department. The Purchase Department should 

update the position based on feedback from technical departments/user units (for example, Garden 

Managers in the case of Tea Estates or Manager (QA/ inspection/ testing) of the concerned Unit of 

Electrical & Engineering Divn. as to (i) quality, (ii) timely delivery, (iii) after sales services, (iv) response 

to emergency maintenance etc. Vendor rating should be considered the basis of awarding Purchase 

Orders/Contracts in future, provided that the vendors should otherwise qualify the tender criteria. 

 

This empanelment register should be maintained product-wise, keeping a separate section for 

each class of product procured. Registration No. will be allotted to each vendor. If any vendor is a 

supplier of more than one product the same registration no. will be used in respective product-wise 

groups. 

 

This will also serve as a list of vendors (Form D10-01/ other similar approved forms) for limited 

tendering. 

 

For Tea Division, names of vendors applying for in response to the advertisement & complying with 

other procedures as mentioned in 3.01 to 3.06 & otherwise found suitable by all the Garden Managers, 

commercial & finance personnel from respective Group Office shall be maintained in a Register & 

shall constitute as the approved Vendor list for the group. All existing Vendors/Contractors shall be 

deemed to perform satisfactorily unless expressly stated otherwise. At the time of fresh 

empanelment only past performance of the parties shall be considered excluding Authorized 

Dealers / Stockists who are nominated by the manufacturers. 

 

4.08 Deletion of vendors - The name of any empaneled vendor may be deleted on any of the following 

grounds: 

 
a) For failing to submit tender/quotation consecutively three times without sufficient reason 

 
b) For leaving the job  incomplete 
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c) For holding back, the company’s material without proper justification and not executing the job in 

time 

 
d) For being debarred by the company 

 
e) For being involved in any irregularity like misappropriation of Company’s funds in or without collusion 

with any official of the Company 

 
f) Other than in situations of force majeure, after opening of financial bids, the supplier withdraws 

from the procurement process or after being declared as successful bidder: (i) withdraws from the 

process; (ii) fails to enter into a procurement contract; or (iii) fails to provide performance security 

or any other document or security required in terms of the bidding documents; 

 
The Purchase Dept., if dissatisfied, will put up a recommendation to the TC who will carry out necessary 

examination and will place their recommendation to Divisional Head through Unit Head prior to CA/ 

designated HFA, for final action. 

 
For Tea Gardens, deletion of names of Vendors shall be made as per the clauses mentioned in 4.08 & 

shall be considered by all the garden Managers, finance & commercial personnel at Group Office who 

shall recommend for deletion of names to HOD of Tea Division. 

 

4.09 Debarring of the vendors – If a situation arises where any empaneled vendors /contractor/fabricator/ 

sub – contractor’s performance appears to be detrimental to the interest of the company such as supply 

of spurious material, or poor quality material, wrong execution of orders with respect to specifications, 

deliberately withholding deliveries, passing of design & drawings or developed/existing component/sub- 

component to competitors/others etc. the TC will examine such cases on reference from Purchase 

Dept./other key officials and recommend to Divisional Head for debarring of sub-vendors under 

intimation to Chief Vigilance Officer/HOD Vigilance. The procedure for informing the other PSUs as per 

DPE / GFR 2017 guidelines will have to be complied with and this process (of debarring vendors) is to 

be mentioned in Empanelment Form. 

 

5.0 Placement of Indent/Purchase Requisitions on Purchase Dept. 

 

5.01  Administrative Approval 

The delegation of powers of the company defines the level of Competent Authority who can accord 

administrative approval for the proposed purchase depending on the estimate value of specific purchase 

and the mode of tendering. Accordingly, administrative approval for procurement is to be obtained from 

the competent authority concerned with financial concurrence based on the relevant Delegation of 

Powers for procurement up to an estimated value of Rs. 20 lakh to be obtained from the Divisional Head 

and above Rs. 20 lakh from Functional Director based on the relevant Delegation of Powers. 

 

5.02 i)  For Raw Materials - For standard/regular materials, indent/purchase requisitions will be made by 

stores to Purchase Dept. In case of non-standard items, initiation of purchases will be done by the 

Production Planning Dept. The production planning dept in conjunction with the purchase dept should 

have total control over the movement of materials on the shop floor, materials with sub-contractors and 

in stores and also the incoming materials in pipeline. Taking the above points into consideration, the 

indent/purchase requisition should be made out by the stores/ production planning dept on the purchase 

dept for initiating purchase action. 
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In the case of Tea Division for standard materials / non-standard items, indents / purchase requisition will be 

raised by the Garden Managers on Purchase Dept. 

 

ii) For Consumable Stores - Indents/Purchase requisition should be initiated by the stores taking into 

consideration the requirements of various departments as informed to stores. 

 

iii) For Stores and Repair & Maintenance Materials - Indent/Purchase requisition in case of stock items 

should be raised by stores on purchase dept. In case of non-stock items (typical), direct indent will 

be made by the user dept after ensuring that adequate quantities are not in stores and a copy of 

such indent to be forwarded to stores. 

 

iv) For bought out components - Indent/Purchase requisition will be made by the production planning 

dept to purchase dept with a copy to stores. For items which are to be indented by sales/project 

sales, the latter should place Purchase Requisition to Purchase Dept for necessary action. 

 

v) For other Materials - The user dept should ensure firstly that the stores do not carry the materials 

which they require. Indent/Purchase requisition will be made thereafter to purchase dept by user 

dept. 

 

vi) For Sundry Repairs by outside Agency – Indent / Requisition from user dept should be routed through 

maintenance dept. (civil / mechanical / electrical) to ensure that the requirement cannot be met in- 

house. Thereafter, it will be placed on purchase dept by user dept. 

 

vii) For indents made by Sales Department- Indent/Requisition from user dept should be routed through 

production & Planning Department for better control. 

 

5.03 It is essential to estimate the cost of the order before floating any tender inquiry on the same. In order 

to arrive at an estimated value of the Purchase, all indents/ Purchase Requisitions shall contain an 

estimated rate. For arriving at such estimate rate, the following data-base may be used as reference: 

 

i) Last Purchase price; 

 

ii) Prevailing market rate; 

 

iii) Economic indices for the raw-materials/ labour/ other input cost; 

 

iv) IEEMA formula wherever applicable. 

 

v) Budgetary quotations from one or more prospective suppliers 

 

vi) Costing analysis based on costs of various components /raw materials of the item; 

 

5.04 In order to avoid excess, fraudulent, infructuous purchase, the quantity mentioned in the Indent/Purchase 

Requisition shall be determined after considering the factors like available stocks, average consumption 

pattern, lead time for procurement, dues of the supplier and outstanding supplies against pending orders. 

 

In the Indent/ Purchase Requisition, the required delivery schedule for non-stock items, shall be mentioned. 

In case of stock items or items of bulk procurement or where the procurement is based on annual 

requirement, the delivery schedule should be staggered depending on the size of order and consumption 

pattern. Such staggered Delivery Schedule shall be mentioned in the Indent itself. 
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6.0 Enquiry Procedure 

 
 Limited Tender Enquiry 

 
6.01 In case of proprietary items, and/or if the supply is from very limited number of sources, say five parties 

or less, or where the item has been developed on the basis of the Company’s own design/ drawings, 

enquiry will be floated to all empaneled vendors irrespective of the value. 

In case customer specifies certain manufacturers or make(s)/brand(s) for any material(s)/component(s), 

the enquiry will be floated to those manufacturers or the manufacturers of those make(s)/ brand(s) directly 

or to all those authorised dealers/ distributors for those make(s)/brands as recommended by the 

manufacturers, where the manufacturers do not sell them directly. When such items are procured from 

manufacturers’ recommended dealers/ distributors, competitive quotations are required to assess the 

varied benefits offered by various dealers. 

In case, where the indenting department specifies the brand, the same principle, as described above in 

respect of customer’s specified brand shall also apply for floating enquiries, subject to Technical vetting by 

the Technical person competent to assess the particular item and nominated by Unit head. 

For Tea Division, when the brand of major inputs, e.g. agro-chemicals, fertilizers, coal etc. are mentioned in 

the indents raised by the respective gardens, such items with specific brand names shall be procured 

either from the manufacturers directly or from their recommended/ nominated distributors/ authorised 

dealers. 

However, in case of Tea Gardens where there are no nominated Dealers/Distributors available, quotations 

from empaneled parties from the respective group of suppliers may be taken. 

 

6.02 In case of non-proprietary items, where the value is below Rs. 20 lakhs per annum and if the item is not 

covered by a rate contract, limited tender may be resorted to. Bids would be received from the vendors 

whose names appear in the approved list of vendors according to the Empanelment Register as 

described in para 4.07 above. 

  

6.03 Where the empaneled parties are five or more in number, Enquiry/LIQ will be issued to at least 80% of 

the total number. In sending the Enquiry/LIQ, it should be ensured that all the parties get a chance to 

quote at regular intervals. However, if the empaneled parties are less than five in any product group, 

Enquiry/LIQ should be issued to all the parties. 

 
6.04 Open Tender Enquiry outside GeM: Normally, in cases, in cases of estimated order value exceeding 

Rs. 5 lakhs, where the items are neither of proprietary nature nor are the sources of supply limited and 

are not available on GeM. The enquiry in the form of Open Tender will be made and where the said 

consumption cannot be ascertained, rate contract through Open Tendering can be initiated, subject to 

approval of Director (Finance). 

 

6.05 Issue of Enquiry and Receipt of Bids in Off-line mode: 

  Such Enquiry / LIQ shall be sent through any of the following modes: 

i) Under Certificate of Posting 
 

ii) Through Courier/Speed Post; 
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iii) Through Messenger; 
 

iv) By FAX 
 

v) E-Mail 
 

In all the above cases, documentary proof of sending enquiry/LIQ shall be preserved. If any enquiry is sent 

through mode (ii) or (iii) above, acknowledgement of the addressee shall be obtained and preserved. 

 

 
6.06 Issue of Enquiry and Receipt of Bids in On-line mode outside GeM: ‘e-procurement’  

 
a) As per current guidelines all tenders above Rs. 2.0 lakh are to be processed in the e-procurement 

mode instead of conventional tendering method. Pertaining to e-procurement, the bids are required 

to be submitted through Websites by the Vendors. While doing so care should be taken that the 

application forms and other documents are made available in the website for the purpose of 

participation in the tender which must also remain up to date to avoid any confusion and 

harassment among the prospective bidders. Moreover, following procedure is to be maintained in 

order to make e-procurement system effective: 

 

i) Advertisement in such cases should be given on Central Public Procurement Portal (CPPP) 

at www.eprocure.gov.in and on GeM. All tender enquiries are also to be published in the 

Company’s web site.  

 

It should be ensured that the NIT on the website is easily searchable and visible and efforts 
to be made to locate likely bidders (including past bidders) and their attention should be drawn 
through SMS/mail/email. All registered vendors/contractors (in particular past successful 
vendors/ contractors) should be given intimation about forthcoming tenders via 
SMS/mail/email.  

ii) Short-listing of vendors will be done on the basis of credentials and submission of EMD to 

AYCL. The name of the short-listed vendor will be intimated to MSTC (at present) for conducting 

e-tendering. 

 

iii) Online bidding will be received through Internet from the short-listed vendors on a particular 

date and time and a CSQ is to be generated automatically by the system itself and the L-1 will 

be identified accordingly. 

b) In case of all open tenders, tender documents shall be sold against a price (which should not be 

below Rs.100/=) to partially cover the cost / effort of preparing documents. In case of Limited e-

tendering, the bidder shall be asked to pay the price of Tender documents through Demand Draft at 

the time of submission of bid documents. In case of Open e-tendering, tender fees are to be 

collected from vendors at the time of registration only. 
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c) In respect of Electrical & Engineering Divn, the following critical production items (proprietary in 

nature) for which sources for procurement has been developed through intensive interaction with 

the vendors in the past for the purpose of standardisation of designs of the products of the Company, 

are exempted from Press tendering and orders will be based on rate contract/ existing price/ limited 

tender among all approved vendors as these items can be procured from approved vendors only. 

Efforts should be made to develop sufficient vendor for such item, so that the item cannot be 

monopolized by single vendor: 

1) OLTC 
 

2) Tanks for AVR 
 

3) Radiators for AVR 
 

4) Condenser Bushing 
 

5) Vacuum Interrupters 
 

6) Contacts for LT & HT Switchgears 
 

7) Relays 
 

8) Forged Shafts 
 

9) Forged Hubs 
 

10) Actuators 
 

11) Hydraulic Coupling 
 

12) Special Electric Motors 
 

13) Metaflex Coupling 
 

14) Cast Steel Hubs 
 

15) Silencer 
 

16) Non-Metallic Expansion Joint 
 

17) Current/ Potential/ Control Transformers for HT Switchgear 
 

18) Cores for LT Contactors (both Stationary & Movable) 
 

19) Bakelite Thermoset Moulding Powder 
 

20) Porcelain Bushing 
 

21) Flame-proof Switchgear Enclosures 
 

22) AC Synchronous Motor with Gear and BAC Motor Box 
 

23) Journal bearing of all sizes (subject to approval of COD) 
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24) Collecting and Discharge Electrodes. (subject to approval of COD) 

 
Any addition to the above list required in future shall be made only after having concurrence from the 

Functional Directors of the Company. 

 

d) In the case of tea industry, since the purchase policy is to purchase major inputs like fertilizers, 

insecticides, weedicides, etc. directly from manufacturers or their nominated agents and 

wherever possible, only BIS/ISI certified components, limited tendering will be resorted to the 

Licensees of certifying authority on the basis of list of approved vendors as per BIS authorities 

or approved dealers of the concerned manufacturers. 

 

In the above mentioned cases, the enquiry should be floated to the listed parties following the 

same principle of limited tendering. 

 

6.07 SINGLE TENDER ENQUIRY 

In case of proprietary items, procurement from single source shall be adopted in the following 

circumstances: 

i. It is in the knowledge of the User’s Unit that only a particular firm is the manufacturer of the 

required goods and services. 

ii. In case of emergency or the required goods and services are reasonably to be procured from 

a particular source and the reason for such decision be recorded and approval of Divisional 

Head through C.A. shall be availed. 

iii. For standardization of machinery or spare parts or to incorporate in the final product customers’ 

specific requirements, the required items to be procured from a selected company, a proprietary 

article certificate by the Processing Officer shall be invariably attached to the proposal in the 

following format : 

The following declaration shall form part of each proprietary item procurement proposal: 
 

a) The indented goods and services are manufactured by M/s. …………………………….. 

b) No other make or model is acceptable for the reasons to be built at. 

c) Concurrence of Finance Wing. 

d) Approval of Competent Authority. 

 

6.08 Tender/Bid Documents 

 

6.08.1 (i)     A unique numbering system shall be introduced by the Purchase Dept. of all the manufacturing 

Units, Tea Estates and O.M. section at Corporate Office to allot a reference number to each of the 

Limited Tender as well as Open Tender. 

(ii) In case of open tenders, the bid documents will be in two parts. The two part bid documents shall 

be applicable also in case of limited tender where prior technical assessment of the bidder is essential 

in view of the nature of Purchase. The first part shall deal with technical and commercial criteria, 

while the second part shall deal with prices only. Price bids will be opened only from those vendors 

whose technical specifications are found to be in order, i.e. in conformity with the criteria as detailed 
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in the tender enquiry. 

Two-part bid will not be necessary for standard items where technical appraisal/evaluation of the 

Vendors are not necessary. However, in such single part tender there has to be a stipulation in the 

tender that the terms and conditions and the specifications has to be accepted by the vendor 

unconditionally through a signed declaration in prescribed format. Bids will be rejected without such 

acceptance. This will be applicable for both limited and open tender. 

(iii) For limited tender outside GeM of value above Rs 5.0 (five) lakh, where no pre-qualification 

eligibility of the Bidders is required or does not arise to judge the price, one-part tender may be 

arranged, provided no such commercial clarification are required to be taken by the Purchase 

Department after tender opening, otherwise Two-Part Bid system shall be applicable. 

(iv) Pre-qualifications and credentials to be eligible for selection, basic terms and conditions to be 

considered for evaluation/ exclusion and criteria thereof shall be specified unambiguously in the 

tender documents to maintain transparency and interest of equity and fairness. 

The terms and conditions stipulated in bid documents shall be amply clear, specific and sufficient 

specially with respect to following particulars so as to avoid delay in submission of quotations in 

seeking clarifications on pertinent points. 

a) Last date of submission of offer and time and date for opening of tenders. 

b) Invitation of quotation in sealed cover. 

c) Complete and detail specifications/ bill of material/scope of work. 

d) Make /brand, if any. 

e) Basis of Pricing, i.e. whether fixed price contract or with Price Variation Clause; 

f) Validity of the quoted price; 

g) Point of delivery. 

h) Schedule of delivery. 

i) Taxes and duties- to be indicated by the bidder 

j) Terms of payment 

k) Validity of the offer 

l) Warranty clause. 

m) Penalty /liquidated damages clause; 

n) Right to splitting of the order, where necessary; 

o) Earnest money deposit; 

p) List of approved vendors, if any, for different equipment; 

q) Performance bank guarantee; 

r) Pre–dispatch inspection; 

s) Arbitration Clause in case of disputes; 

t) Risk Purchase Clause; 
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u) Inscription of the Tender and last date of submission; 

v) Freight/Transportation of Materials including free issue of items in case of Sub-Contractors 

w) Integrity Pact, if applicable; 

x) Bid Security Declaration, if applicable. 

 
(v) EMD can be waived in the following cases and the same to be ensured by Tender Committee  

 

i) For Contract value upto Rs. 100,000/- 
 

ii) Procurement by Brand name or through authorised dealers/ distributor of manufacturer of 

the particular brand; however, in such cases, EMD will be applicable mandatorily for tenders 

of value over and above Rs. 5.00 lakhs; 

iii) Procurement from the vendor whose turnover is more than Rs.50 crores. 
 

iv) Procurement from micro small and medium scale industries 
 

v) Procurement from vendor who has substantial dues (more than 5% of the estimated tender 

value) from the unit inviting tender. 

vi) For items under 6.06 (c). 
 

vii) For Tea Garden, EMD exemption is applicable for purchase of tea seeds and tea plants 

(saplings). 
 

(vi) Where PBG Clause is applicable, in place of Performance Bank Guarantee (PBG), the existing 

vendor may request for withholding of equivalent amount of bank guarantee value from the existing 

outstanding balance lying with the unit/division where applicable and that can be considered by the 

Tender Committee to waive the submission of PBG. 

 

In any case the Bank Guarantee submitted by the Vendor should be checked with the concerned 

bank before issuing any Purchase Order. 

 

(vii) In case of all open tenders, Earnest Money Deposit (EMD) is mandatory. Amount of EMD shall be 

fixed on the basis of three-tier system as follows:- 

 

Total Estimated Tender value EMD amount 

Or Last Purchase Order 

Rs 50 lakhs & above 0.5% of the Estimated Tender Value 

Upto Rs 50 lakhs 1% of the estimated Tender value.  

 

If any vendor has any dues from the Unit inviting tender, EMD may be adjusted against such dues 

on the basis of specific request of the vendor in writing in this regard in Part-I for open tender or 

other tenders. Part-I & Part-II tender should be inscribed otherwise it will be rejected. 

 

In compliance with the Govt. guidelines, MSMED Units may be exempted from furnishing EMD/ BG 

in lieu of EMD on the basis of specific request from such MSMED Unit. If reason for non-submission 

of EMD or adjustment against the outstanding balance for EMD is not mentioned in part I of tender, 

the tender will be rejected. 
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EMD is to be returned to unsuccessful vendors as soon as the Purchase Order is issued on the 

selected vendor/ vendors; however, for selected vendor, EMD can be adjusted against submission 

of security deposit or PBG. 

 

(viii) In order to meet the dispatch / execution commitment with the customers, an acceptable range of 

delivery period shall be fixed with the stipulation that no credit shall be given for deliveries earlier 

than the scheduled delivery as mentioned in the concerned Purchase Orders. 

 

(ix) In case of procurement of non-BOM items, miscellaneous items/ services, if cash procurement is 

adopted due to urgency, the same should be limited to a maximum of Rs 10000/- after due approval 

of Unit Head. In each such case, extreme discretion is to be applied and due care should be taken 

that such provision is not used to bypass the normal purchase procedures. 

(x) In case of items under Administered Price List (H.S. Diesel etc.), procurement can be made on the 

basis of Administered Price List. 

(xi) In case of any EMD exempted tenderer become successful and fails to perform the job, the same 

shall be brought to the notice of Unit Head and Functional Head and actions to be taken such as, 

deduction of EMD value from the dues, if any; to inform the local Directorate of MSME, if the 

tenderer is the MSME Unit, etc. and the tenderer will be debarred from participating in the future 

tenders for a period of time up to 3 (three) years. 

(xii) Integrity Pact 

 Integrity Pact is a tool developed to have transparency and most ethical business dealing with the 

vendors. All tenders with the estimate value beyond the specified threshold limit as fixed from time 

to time are covered under Integrity Pact programme. At present, the threshold limit approved by 

the Competent Authority is Rs.3.0 Crore. Any violation of the same would entail disqualification of 

the bidders and exclusion from future business dealings. Along with Integrity Pact, particulars of 

all IEMs (Independent External Monitor) should be mentioned. IEM would have access to all 

tender documents, whenever required. 

 
6.08.2 Receipt of Tender : 

 

To facilitate submission of tender within stipulated time and date, a tender box with proper locking and 

sealing facilities shall be kept at the entrance/main gate of the Unit/HQ building. In case of Tender received 

by Post or Courier, the Receiving Department should record it on the face of the Envelope and drop the 

same in the Tender Box. 

For Tea Gardens, Tender Box shall be placed / located in a secure position at the Garden Office. 

 
6.08.3 Opening of Tender (applicable both for limited and open tender) : 

 

(a) Sealed tender shall be opened at the appointed time & date of opening as declared in the tender/bid 

documents or enquiry letter. Bidders shall be invited to attend the tender opening in each tender 

irrespective of value. 

(b) (i)   Any two members of the tender committee (TC), one of whom must be from finance, would 

open the sealed tender envelope(s) in presence of the tenderer(s) or their representative(s), 

who shall be present in the tender opening. 
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(ii)    While opening the tenders, each tender shall be numbered serially, initialed and dated on the 

first page. Each page of the tender shall also be initialed with date and particularly, the prices, 

important terms and conditions etc. shall be encircled and initialed in red ink. 

(c) In case of two part bids, the bidders or their authorized representatives present in opening of the 

tender shall also sign on all the envelopes containing the price bid along with members of the Tender 

Committee opening the tender. This is in addition to signing in tender opening form to confirm 

presence of bidders or their authorised representative. 

(d) Alteration to tender, if any, made by the tenderer, shall be initialed legibly to make it perfectly clear 

that such alterations were present on the tenders at the time of opening. Wherever any erasing / 

over writing/ cutting is observed, the substituted words shall be encircled in red ink and initialed and 

the fact that such erasing / over writing / cutting of the original entry was present on the tender at the 

time of opening be also recorded. The Tender Committee members opening the tender shall also 

prepare “on the spot statement” giving details of the quotations received and other particulars like 

the prices, taxes, duties EMD etc. as read out during the opening of the tenders. This statement 

shall be signed by the T.C. members as well as tenderers present. 

(e) All envelopes after opening shall be put in a bigger envelope/ box and the same shall be properly 

sealed and duly signed by the Tender Committee members in presence of the tenderer(s)/their 

representative(s) present in the tender opening. 

i) In case of tea gardens, sealed tender shall be opened jointly by the respective Manager and 

Asst. Manager and the Group Accountant wherever available in presence of intending bidders. 

ii) In the event of postponement of tender opening on the scheduled date due to any reason e.g. 

change in the tender terms and conditions; change in the specifications etc., equal opportunities 

shall be given to all the bidders by notifying the change sufficiently in advance of the revised 

opening date. Such postponement of Tender Opening Date shall be made in the same 

mode and means followed as in case of initial tender notification. 

iii) Tenders, received after the last date of submission, shall be opened only with the approval of 

unit/division head and General Manager in case of tea gardens. 

 
6.08.4 Offers of Indian Agents of Foreign Principals : 

 
Before entertaining the offers from Indian Agents of foreign principals, the following aspects shall be 

examined: 

i) Foreign Principal’s pro-forma invoice indicating the Commission payable to the Indian Agent, nature 

of after sales service to be rendered by the Indian Agent. 

ii) Copy of the agency agreement with the foreign Principal and the precise relationship between them 

and their mutual interest in the business. 

iii) The empanelment of the Indian Agent with Director General of Supplies and Disposal under the 

Compulsory Registration Scheme of Ministry of Finance. 
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6.08.5 Evaluation of Tender : 
 

I. (a)  The Criteria for evaluation of quotations in respect of important terms having no direct financial 

implications like Delivery Period, Warranty Period, Performance Bank Guarantee, etc. and 

weightage to be given for each of such factors (in the form of points) shall be determined by 

the Tender Committee before the publication of the respective Tender/ sending the enquiry. 

At the time of actual evaluation, the set criteria are to be applied for comparison of quotations. 

(b) Proper loading in the price shall be made, wherever applicable, as per the criteria stipulated in 

the Tender/bid documents/enquiry letter for important terms like “payment terms”; “price 

escalation”; “cost of delivery to the destination”, GST, other Taxes & Duties, etc. having 

financial implication. 

(c) In cases where earnest money deposit is mandatory, offer without earnest money deposit 

shall be considered as unresponsive and rejected unless there is a request from the tenderer 

to adjust his dues from the concerned Unit against EMD to be deposited. 

(d) Offers with delivery beyond acceptable range as declared in the tender/bid documents/enquiry 

letter shall be normally treated as unresponsive; however tender committee may accept the 

quotations with delivery period beyond the period mentioned in the tender documents provided 

the reasons shall be recorded in writing by the Tender Committee with the approval of unit/ 

garden head as per DOP. 

(e) Evaluation of tender shall not be based on tenderer’s offer for conditional discounts in respect 

of coverage within a shorter period, for early inspection/payment etc. 
 

(f) For the vendors in the category of Micro, Small & Medium Enterprises (MSME), terms of 

payment shall be guided by the relevant statutory provisions. 

(g) Further a limited or open tender which results in only one resultant offer shall be treated as 

a single tender enquiry situation, with relevant powers of approval etc. The process may be 

considered valid provided following conditions are satisfied: 

i) The procurement was satisfactorily advertised and sufficient time was given for      

submission of bids; 

ii) The qualification criteria were not unduly restrictive; and 

iii) Prices are reasonable in comparison to market values. 

In case of price not being reasonable, negotiations (being L1) or retender may be 

considered as justifiable. 

 
II. In case of two bid system, tenders which are found complete in all respect, would generally be 

examined and scrutinized first from the technical and commercial angle about their acceptability 

and/or technical utility/desirability to the extent possible by the tender committee members (technical) 

and wherever found necessary, it may be referred by the TC to the concerned technical personnel of 

the unit/division for evaluation. 
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Price bids in respect of only those tenders found technically and commercially acceptable will be 

opened. 

 

III. After all the eligible tenders are opened as directed, a comparative statement of quotations (CSQ) 

shall be prepared by the purchase department. In preparing the CSQ, the following points shall be 

looked into:- 

 All the relevant points mentioned in the tender/bid documents/enquiry letter to be compared. 
 

 In case of tea gardens, CSQ shall be positively authenticated by Asst. Manager, Manager 

& Group Accountant. 

 For Tea gardens, any purchases of similar homogeneous products/services, items of estimated 

total value of which is Rs. 50,000/- and above as per case has to be positively vetted by Group 

Accountant (Assam gardens/ Dooars Gardens) 

 In the event of anomaly in the quoted rates indicated in figures/words, the rate confirmed in 

words shall be considered. 

 CSQ shall be signed by all the officials carrying out the scrutiny/examination. 
 

 No. of selected vendor will depend upon a combination of new / existing qualifying vendors, 

quantum of total orders and will be decided by the tender committee of the Division with 

concurrence of HFA / GM in charge of Operation. 

The CSQ, so prepared, shall then be forwarded to TC for evaluation of quotation as per CSQ and 

make their recommendations after considering all the parameters. 

 
6.08.6 Post–Tender Negotiation: 

 

(a) There should be no Post tender negotiation with L-1 except in the following cases: procurement of 

proprietary items, item with limited sources of supply and item where there is a suspicion of a cartel 

formation. The justification and details of such negotiation should be duly recorded and documented 

without any loss of time. 
 

(b) In cases where a decision is taken to go for re-tendering due to the unreasonableness of the quoted 

rates, but the requirements are urgent and a re-tender for the entire requirement would delay the 

availability of the item, thus jeopardizing the essential operations, maintenance and safety, negotiations 

would be permitted with L-1 bidder(s) for the supply of a bare minimum quantity. The balance 

quantity should, however, be procured expeditiously through a re-tender, following the normal tendering 

process. 

 

(c) Except as otherwise provided in tender/bid documents, in case of bulk supply / rate-contract/ other 

cases where L-1 confirms in writing about his inability to supply full quantity as per requirement, the 

L-1 vendor shall be awarded with the maximum quantity as per his capacity as expressed in writing 

in Part-I of the tender and balance be offered to L-2 first provided L-2 vendor agree to make the 

supplies at the negotiated L-1 rate. If L-2 cannot match the price of L-1 or otherwise express capacity 

problem for the balance requirement, then L-3 can be called for negotiation at the negotiated L-1 rate 

for the balance quantity. In case other bidders (i.e. L-2, L-3, etc.) do not agree to supply at L-1 price, 

fresh tender shall be floated for the balance quantity i.e. difference between the total quantity required 
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and the quantity L-1 bidder is capable of supplying. 

 

If there was no prior decision to split the quantities, then the quantity being finally ordered will be 

distributed among the other bidders in a manner that is fair, transparent and equitable. 

 

(d) In case of composite tender, for split up prices for various components of the contract is called for, 

negotiation can be held with L1 bidder based on the total contract value for the components to arrive 

at a better price if component prices are higher than the other bidders. However, the tender documents 

shall clearly spell out the procedure. 

 

6.08.7 If, after the completion of technical assessment on the basis of techno-commercial bid but before opening 

the price bid, any modification in the specification of equipment/ materials is required at the behest of the 

customer, revised price bid shall be obtained through limited tendering among the bidders found to be 

eligible by the technical assessment, as mentioned above. 

 

The above procedure shall also apply if any such modification in the specification takes place after the 

price bids are opened. 

 

6.09 In case of procurement of steel/ coal/ copper from original manufacturers/ local importers & stockists (both 

indigenous/ imported), the current procedure for annual booking/ limited tendering may be followed and 

the requirement of EMD may also be waived. 

 

6.10 For submission of bid, the following time limits should be allowed to the bidders except in case of 

exigency: 

i Global tenders    Minimum 21 days; 

ii Other Advertised tenders (outside GeM Tenders) Minimum 14 days; 

iii Tenders in GeM    Minimum 10 days; 

 
In case of recorded exigencies, a reasonable time should be permitted for submission of tenders and in 

those cases, enquiry shall be sent by faster means like FAX/ E-mail/Speed Post. 
 

No tender shall be accepted after the date and time of tender opening. 

 
In case of global tender, notices shall be sent to Indian Trade Journal, Indian Embassies in foreign countries 

of political bidders and / or Embassies of foreign countries of potential bidders in India. 

 
6.11 For limited tender, the following points are to be taken care of in the enquiry letter in addition to points 

mentioned in Para 5.04.1(i):- 

 

a) Enquiry to be floated to approved vendors only as empaneled according to Clause 3.00. 
 

b) Documents evidencing delivery of enquiry letters to be preserved. 
 

c) All enquiry letters shall be serially numbered for a year/season. 
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6.12 Purchase of Sundry items for Emergent Purpose: 

 

For urgency, if the Units need to procure urgently purchase of goods and services upto Rs. 15,000/- can 

be resorted through duly Nominated members by Unit-head and the rates such discovered shall be 

recorded and procured by approval of Divisional Head. 

For value of goods and services above Rs. 15,000/- and upto Rs. 50,000/-, Unit Purchase Committee 

members shall recommend to the Unit (in respect to Tea Gardens)/ Divisional Head based on the market 

search of the product and price. All such purchases shall be recorded in the format enclosed and 

approval of Divisional Head (in respect to Tea Gardens)/ Functional Director to be taken before 

proceeding for procurement. 

For value of goods and services above Rs. 50,000/- and upto Rs. 5,00,000/-, Unit Purchase Committee 

members shall recommend to the Unit / Divisional Head (in respect to Tea Gardens) based on the market 

search of the product and price. All such purchases shall be recorded in the format enclosed and 

approval of Functional Director / Chairman to be taken before proceeding for procurement. 

 

6.13 In respect of provision 6.12, the limits will apply only to the individual units or gardens and not to the division 

or group as a whole. 

 

6.14 Re-tendering: 
 

6.14.1 Re-tendering should be resorted to whenever the L1 is higher than the estimated cost (or price) by more 

than 10%, or in exceptional situations to be recorded in writing and in each such case prior approval is 

to taken from the Functional Director/CMD before placing any order. 

6.14.2 Re-tendering should also be done if the L-1 bidder fails to sign the procurement contract / fails to 

provide the required security / otherwise withdraws from the procurement process. However, if the 

Tender Committee is satisfied that there is no cartelization and the integrity of the procurement process 

has been maintained, next successful bidder may be offered to match the L-1 offer with detailed 

recording of the justification. 

 

6.15 e-Payment: Payment to all vendors/suppliers, refunds of various nature and other payments which the 

company routinely makes shall be through electronic payment mechanism at all cities where such facilities 

are available with the banks. 

 
7.00 Tender Committee (TC) 

In every Unit of AYCL, a TC would be formed consisting of the following personnel: 

i) Two executives from Purchase Dept or the concerned Indenting Dept as the case may be; 

ii) Two executives from Technical Dept to include the Company’s own Civil/ Mechanical/Electrical 

Engineers; 

iii) Two Finance Executives; 
 

Where Technical executives are not available due to infrastructure of any particular Unit, the TC will be 

formed by the executives of the Purchase Dept, Finance Dept & Marketing Department, following the 
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above mentioned procedure. 
 

The composition of the Tender Committee will vary depending on the value, nature of the tender but a 

member of the Tender Committee shall not be below the level of Grade E1/ (A) Officer. E-0 grade 

executives i.e. CA/TA cannot be member of Tender Committee but they can assist the Tender Committee 

in their paper work. 
 

An undertaking from each member of the Tender Committee is to be obtained declaring that he/she has 

not any personal interest in the companies/agencies participating in the tender process; it is also to be 

noted that any member having interest in any participating company/ agency should refrain from participating 

in the Tender Committee. 
 

The constitution of the TC should be approved by the Chairman upon the recommendation of Director 

(Finance) and concerned Divisional Head. Such approval should be positively taken every year. 

Whenever a new Tender Committee is constituted, formal appointment letters are to be issued to all 

Members. For the purpose of carrying out its functions, at least one executive from each of the above 

categories will comprise the TC depending on the availability of the respective executives. Of these, 

quorum will be at least two, one of whom must be from finance. In case of any deviation in formation of 

tender committee, Chairman will be the approving authority on recommendation of Director (F). 

In case of tea gardens, the present system of issuing LIQ by the Garden Managers being based on DOP 

with financial concurrence of respective Group Accountant may be continued and the functions of TC as 

given will be carried out by the Manager in consultation with Group Accountant. 

 
8.00 Purchase Orders 

 
8.01 (a) The PO Form should be pre-numbered unless computerised, and as far as possible, standardised 

for all Divisions/Units including general commercial terms. The PO inter alia must include the following: 
 

i) Rate of Tax 
 

ii) Delivery Schedule with destination for delivery 
 

iii) Terms of payment with optimum credit period 
 

iv) LD Clause, wherever possible 
 

v) Insurance 
 

vi) Mode of Transport 
 

vii) Price variation clause, if any 
 

viii) Advance, if any, including guarantee to be provided for such advance; 
 

ix) Inspection clause print prior to delivery 
 

x) Guarantee/ Warranty; 
 

xi) Courts of Competent jurisdiction situated within Kolkata/respective appropriate region; 
 

xii) Performance Bank Guarantee. 
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(b) Cancellation of PO, where necessary, would be done by original approving authority only with ascent 

of the TC. 

 

(c) Repeat Orders - 

 
Repeat order shall be avoided normally. They are to be placed more as an exception rather than as 

a rule/practice, only in cases where it is commercially beneficial. Repeat Order shall be allowed only 

once, that to not exceeding 30% of the initial quantity (subject to minimum order quantity of 1 No). 

 

Repeat order can be placed against any previous purchase order which was following normal tendering 

process to meet the urgent demand where normal tendering process may delay the procurement 

which, in turn, will affect the production schedule. This should be recommended by the tender 

committee and approved by authority one step higher than the original approving authority. 

 

In case of Tea Gardens only, such repeat orders can be placed upto 100% in order to meet the 

requirements till the end of season. 

 

However, before placement of order, it needs to be ascertained and recorded that prices have not 

decreased after placement of original orders. 

 

(d) Rate contract - The contract price for rate contract shall be finalized as usual complying all the 

relevant provisions. However, for rate contract, the negotiated rate as finalized can be offered to all 

the other bidders besides L-1 vender provided they are technically and commercially acceptable 

notwithstanding the ability of L-1 party. This is in contrast to all other cases where the ability of L-1 

vendor is assessed before the ordered quantity is split among all the eligible bidders at the negotiated 

L-1 rate. 
 

In the rate contract, the order quantity is to be placed on all the vendors, who have agreed to L1 Rate 

& Terms, provided preference will be given to original L-1 which will be more than 50% considering 

his technical and commercial ability and the remaining quantity will be procured from L-2, L-3 etc. 

where preference will be given to L-2 considering the original value. The quantity for L2 will depend 

upon his Technical & Commercial ability and should not be more than 30% of the total quantity. 

Balance will go to L3 and other Vendors following same principle. 

 

The agreement for rate-contract shall normally be valid for one year. Any change in the rate after the 

validity period shall be treated as a fresh rate contract and all the necessary procedures are to be 

followed. If the concerned department feels it necessary to bring about any change in the rate 

contract at any time during the validity period, the case is to be put up to the TC with full facts and 

figures and all the supporting documents as deemed necessary and TC will give their recommendation 

to the authority one step higher than the original approving authority. However, if the rates are changed 

by Govt. levies/taxes, these may be changed by the purchase department after obtaining valid proof. 

 

(e) Tea being agricultural produce and seasonal harvest, division of orders at L-1 price among the 

authorised/recommended dealers of the selected manufacturers of agricultural inputs shall be 

permitted to avoid disruption in agricultural activities in different tea gardens. Notice inviting tenders 

or tender papers shall clearly state the principle to be followed for distribution of the required quantum 

among the vendors. 
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(f) In the case of goods and services available with in house Units/Group Companies of AYCL, the 

buying Unit/Divisions should first enquire about the materials and services as available with the 

other units/ Group companies, as per their requirements. If the sources of supplies are available 

within the Group, the Purchasing Unit should place the orders with such Units/ Yule Group Cos. at 

mutually agreed prices. 

 

(g) Amendments of Purchase Order (P.O.) : 

 
Amendments to P.O. involving changes in specification, quantity, price, place of delivery etc., shall 

not be normally undertaken. Where amendments cannot be avoided the same can be undertaken 

with full justification subject to compliance of the following: 

i) Change in specification, if any, shall be minor in nature, duly vetted by the concerned technical 

head. The change of specification shall not affect the performance of product, tender 

specification and the sanctity of the tender and without any price increase. 

ii) In regard to change in quantity, price etc., it shall be ensured that these changes do not result 

in acceptance of less favourable condition and that the financial implication should be clearly 

brought out in proposal seeking the change. Such proposal must be financially concurred 

before approval. 

Such amendment shall be approved by an authority one level higher than the authority who 

approved the original purchase proposal. 

iii) The financial benefit arising out of such amendments to the specification shall be brought out 

and such benefit gained by the suppliers shall be passed on to the Purchasers. 
 

Should the quantity and/or price involve amounts above 10% of the original PO value, proposal for 

amendment of PO would be put up to TC by purchase dept, who will, after scrutiny, recommend amendment 

of PO to appropriate authority as above duly intimating the original approving authority and obtain approval 

before amendment in PO is effected. However, the total PO value after amendment of rates should not 

exceed the L2 value. This will not be applicable for change in statutory levies. 

 
8.02 (a)  In case of Engineering and Electrical Divisions, items which has been developed against the drawing 

of the Company by outside Vendor, Price should be determined by TC after value Engg./Technical 

Evaluation and order should be placed accordingly. Orders upto Rs.1.00 lakh each, should be 

approved by Unit Head and beyond that by Divisional Head upon the recommendation of Unit Head. 

 
(b) For any claim for price increase of these items, the new rate will be recommended by TC after 

proper scrutiny & evaluation and approved by Divisional Head. 

 
9.00 Post Contract Management: 

 
After conclusion of the contract, any relaxation in the contract terms/ specifications shall be severely 

discouraged. However, in exceptional cases, where the modifications/ amendments are considered to be 

absolutely essential, the same shall be allowed after taking into account the financial implications for the 

same. 
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10.00 Post Contract Monitoring: 

 
The delivery period may be extended on bona fide request and not in a routine and casual manner. In case 

of delay in supplies by the supplier, the liquidated damages shall be recovered following the terms of 

‘Liquidated Damages’ Clause included in the Purchase Order. Also in case of delay attributable on the part 

of the vendor, the LC extension charges shall be to vendor account. 

 

11.00 Performance Bank Guarantee: 

 
While awarding contracts for any sort of Turn-key Jobs (i.e. Civil, Mechanical, Electrical, etc.) or for purchase 

of any Capital Equipment, or for any other component of value Rs.5.00 Lacs and above reasonable 

amount of Performance Bank Guarantee valid up to guarantee period for due performance of the contract 

shall be obtained in each case. When there is a stipulation in the contract regarding retention money, the 

same shall not be released before the guarantee period is over without submission of performance bank 

guarantee of equivalent amount. 

 
12.00 Payment of Advance: 

 
12.01 Advance for booking of orders : 

 

Payment of advance to the suppliers against booking of orders shall be made against acceptable Bank 

Guarantee (BG) for an equivalent amount with sufficient validity strictly in terms of the condition of the 

approval of the purchase proposal by competent authority. Before releasing the advance to the suppliers, 

necessary confirmation shall be obtained from the concerned Branch of the Bank issuing such BG. 
 

12.02 Payment of Mobilisation Advance: 
 

Payment of Mobilisation Advance to contractors executing any civil, electrical, mechanical or any other 

turnkey jobs shall be made selectively on the basis of merit of the case. Basis of selection of such cases 

needs to be recorded in the concerned purchase proposal. Such advance shall be interest bearing and 

timely execution/completion of the job/project is an essential requirement for payment of mobilization 

advance. All such payment of advance shall be made only against acceptable BG for an equivalent amount 

with sufficient validity. Timely action for revalidation / encashment of BG shall be ensured by the Purchase 

Dept. and Accounts Dept. of the concerned Divn./ Unit. Before releasing the advance to the suppliers, 

necessary confirmation shall be obtained from the concerned Branch of the Bank issuing such BG. 

 
13.00 Back to Back Tie-up: 

 

In case of Turnkey contract, instead of subletting the 100% work received on back-to-back basis, open 

tendering/ limited tender process as per Purchase Procedure of the Company is to be followed. The Unit, 

if and when it bags the contract from the client department as a contractor, has to execute the work by 

functioning like a contractor instead of subletting the 100% work on back to back basis. 

Open tenders to be invited for selection of subcontractors as far as possible. In case it is not possible to 

invite open tenders, selection should be carried out from the panel approved in the following manner. 

Panel of contractors list to be prepared for different categories, monetary limits, regions, in a transparent 

manner clearly publishing the eligibility criteria, etc., such list of contractors shall be put up to the Tender 

Committee, who after reviewing will recommend to the concerned Divisional Head for approval. On approval 

by the Divisional Head, this will become the final list and shall remain valid for one year and be reviewed 
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thereafter. However, in the meanwhile, should the list require updating by inclusion of new Contractors or 

deletion, as the case may be, this would be forwarded by TC for the approval of Unit Head prior to the 

approval of Divisional Head through CA/ designated Head of Financial Accounts of the Division. Terms & 

Conditions of the contract of client particularly those pertaining to subletting of works should be 

strictly adhered to. Tenders should be opened confidentially by a high level Committee to be formed 

by the functional Director. Tender opening register to be maintained in this regard, duly signed by the 

Officer(s) opening the tenders. Adequate staff to be deployed to ensure quality, etc. Post contract monitoring 

(Clause 9.00) be followed strictly to ensure quality/ delivery/ performance, etc. 

 
14.00 Capital Purchases: 

 

14.01 The overall proposed capital expenditure would be sanctioned by the board giving details of items of 

specific expenditure and a lump sum amount for non-specific expenditure. In the case of each capital 

expenditure, Capital Expenditure Authorisation (CEA) form would have to be used, specimen of which is 

enclosed as Annexure II for obtaining approval for making such capital purchase. 

The specific budget year to which the proposed expenditure is related has to be mentioned in the CEA 

Form. All CEA forms covering the Capital Budget of a year shall bear an identifying serial number. 

For procurement of any capital equipment under CAPEX of value exceeding Rs.5.0 (Five) lakhs, the 

technical specification should be referred to a High Powered Technical Committee formed by the Divisional 

Head (Tea, Electrical and Engineering Division) for recommendation. Quorum shall be of any two members 

of above committee. The technical committee shall be approved by CMD on recommendation of Whole 

time Directors of the Company. 
 

14.02 When an overrun in the cost of capital items is expected, and the same is within 10% of the original value 

the changes in the individual items should be indicated and the concerned Divisional Head will submit the 

appropriate proposal substantiated by valid reasons through Functional Director to Chairman for approval. 

For overrun above 10%, the matter would be referred to the Board of Directors for approval. In case of 

overrun in any project cost sanctioned by Central Govt. is within 10% of the value, the Board of Directors 

shall have due authority to approve the same. The overrun beyond 10% of the sanctioned cost will, 

however, require approval of the Board of Directors as well as the parent Ministry in the Central Government. 

 
14.03 While deciding upon the specification and make for procurement of any capital equipment, spares to be 

procured, it should be ensured that the equipment to be purchased shall conform to the latest specification 

and technology available in the market depending on availability of fund, present infrastructure, etc. 

 
14.04 For major overhauling of vehicle/machinery etc. procurement of necessary spares including services shall 

be made either from respective manufacturers directly or from authorized service dealers on 

recommendation of the manufacturer. For procurement from any source other than above, sufficient 

justification has to be given in the proposal with the concurrence of Divisional Head. 

In case of Tea Garden, overhauling of transportation vehicles for carrying out day to day operations can be 

finalized by the Garden Manager and Post-facto approval shall be obtained from General Manager (Tea 

Division). 

 
14.05 Purchase of Computer 

 

For all purchase of computers, tender is to be floated without specifying any brand name. For all such 
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purchases of value above Rs.50,000/-, an open tendering system is to be followed; otherwise, the tender 

notice is to be placed on Central Public Procurement Portal (CPPP) and the Company’s Website.  

 
15.00 Transportation Contract 

Normally before the beginning of every financial year (but not exceeding two years), for appointment of 

transport contractors, advertisement should be given on Central Public Procurement Portal (CPPP) at 

www.eprocure.gov.in and on GeM. All tender enquiries are also to be published in the Company’s web 

site. For known/ conceivable destination (in respect of both incoming and outgoing goods and materials), 

the transporters will be asked to quote their rates for full truck and/or smalls. For this purpose, tender 

papers will be made out accordingly. For multiple point collection/ delivery, the per point rate for the same 

is to be incorporated in the annual contract. 

For the purpose of obtaining approval in each contract as per DOP, the TC should consider the estimated 

annual business to be carried during the ensuing year. However, for selection of panel transporters, the 

approval will be obtained from Divisional Head on recommendation of the TC by usual procedure stated in 

para 3.01 above. This Panel may be made zone-wise or as per the pattern of transport of individual Unit/ 

Division. 

For unknown destinations where it is not possible to obtain the rates of Full Truck Loads/smalls 

beforehand, the transporters will be empaneled through CPPP and website advertisement from whom 

quotations will be obtained once the destination is known. For small consignments, freight up to Rs.5000.00 

per consignment can be booked on single quotation basis subject to approval by Unit/Divisional Head as 

per D.O.P. 

The similar policy/procedure as it has been specified in Para: 5.04.6 of this procedure for selection of 

vendors shall be followed for engagement of transport contractors by all units to ensure that the movements 

of the materials do not suffer due to the inability of the single transporters to cater to the need of transportation 

of materials from the different points to the various destinations. 

In the case of Tea Division, the performance of the transporters need to be evaluated on the basis of the 

lowest rate as well as the past performance and the ability of the transporters to provide services required 

for perishable goods and its transportation from the different Tea Estates at the remote locations to various 

ports/ auction centres for sale. These factors should receive due weightage in awarding contract to the 

eligible transporters. 

In awarding the contract for engagement of the transporters, a suitable rate variation clause for change in 

diesel prices should be incorporated. Any variation beyond 10% of the agreed rate, due to any reason 

whatsoever, will be approved by Divisional Head/ the original approving authority in each case upon the 

TC. 

For Engineering and Electrical Division, the job of local Transport Contractor i.e. collection of material from 

multiple vendors to the respective units or vice-versa and from factories to the Transporters’ godown, etc. 

may be awarded on the basis of limited tendering among the panel of vendors selected through normal 

process of open tendering. All scope of the service contract shall be clearly defined and mentioned in the 

contract itself. 

For local use, Tea Garden can fix the rate which can be done on limited tender bases for smaller volumes. 

For larger volume, the local Transport Syndicate rates shall be taken into consideration while fixing the 

rates. 
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16.00 Appointment of Clearing Agent 
 

Appointment of clearing/handling agent would be resorted to through CPPP and website tendering every 

three years considering the business for the year where EMD of 1% of the estimated order value is to be 

submitted by the bidders. On the basis of rates and services provided by the agents, a CSQ will be prepared 

by purchase dept and placed to the TC. The TC, after scrutiny, will recommend the agent for approval of 

Divisional Head/GM as per D.O.P. 

 

In case of Unit/Division, where import/export is limited to 10 Lacs p.a. the Unit can resort to limited tendering 

for appointment of Clearing Agent. The same has to be approved by Divisional Head. 

 
17.00 Appointment of Consultants: 

 
For appointment of Consultants, the following procedure shall be complied with: 

 

(i) Appointment of Consultants shall be need-based and made for that nature of job only where 

specialized knowledge is not available in-house. Consultants shall be appointed in a transparent 

manner and through the process of competitive bidding. The bid shall be obtained in two parts i.e. 

Part-I : techno-commercial bid; and Part-II : price bid. 
 

(ii) In areas where advisory services are available from Government / Government approved bodies / 

agencies against payment of nominal charges (like TRA, Tea Board, ITA etc.) no consultant will be 

appointed. 

 

(iii) Minimum qualification, credentials and experience required to be eligible for bidding shall be mentioned 

in the Tender paper / letter inviting offer without any ambiguity. 

 

(iv) Scope of work, terms of payment, role of Consultants should be clearly defined and described in the 

Tender paper. The tender should incorporate clauses having adequate provisions for penalizing the 

consultants in case of defaults by them at any stage of the project including delays attributable to the 

consultants. 

 

(v) The role of Consultants shall be advisory and recommendatory and final authority and responsibility 

shall remain with the authorities of the Company executing the Project / job. 

 

(vi) The fees of the Consultants shall not be linked to the value of the Project / job for which the Consultant 

is being appointed. Suitable clause shall be incorporated in the contract for adjustment of the 

Consultant’s fees in case of change in the scope of work, if any, which may take place after 

appointment of Consultant. Every effort should be made to keep travelling expenses to a minimum 

wherever such expenses are paid extra. 

 

(vii) In case of deficiency or failure in rendering the services mentioned in the contract, suitable penal 

clause shall be stipulated in the contracts, POs / MOUs of the consultant. 

 
18.00 The Units, Tea gardens shall make efforts to eventually switchover to the process of e-procurement 

wherever it is found to be feasible and practicable. 
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19.00 Green Leaf Purchase Procedure 

 
1.0    For bought leaf procurement, gardens have to resort to open market price which is to be concluded 

immediately. In order to facilitate fast decision process, the following procedures shall be adopted: 

 
2.0  Empanelment: For green leaf suppliers in Tea Gardens, existing suppliers, i.e., Tea Growers / Agents to 

the gardens shall be automatically considered for empanelment if not debarred otherwise & shall be 

included in the list which shall be for individual gardens or on group basis wherever possible, duly vetted 

by Group Accountant in all cases & Group Manager (Commercial) where ever available. Any new 

applicant can be empaneled by the respective Managers which must be duly vetted by Group Accountant 

in all cases & also by Group Manager (Commercial) at Group Office wherever available. The list so prepared 

shall be considered as the approved list of vendors and a Register of approved vendors shall be 

maintained by the Garden Manager. A copy of such register may be sent to General Manager (Tea 

Division) Head Office. 

 
3.0 For entering in Register the following details shall be required from Tea Growers / Agents : 

 
a) Registration Number and Trade Licence 

 
b) Name, address, Telephone Number & E-mail, if available. 

c) PAN Number 

d) Capacity 

e) Past experience 

f) Bank Account details 

 
4.0 For green leaf, Manager of the Estate shall assess requirement of leaf on day to day basis as per the 

estimated leaf availability from his own garden & Factory capacity. 

 
5.0 Enquiry Procedure: 

 
i. Enquiry will be made over e-mail / telephone to the empaneled vendors. 

 

ii. Rates thus received shall be reviewed and Garden Manager will fix the rate. 
 

iii. Rates shall be fixed by the garden Managers individually or on group basis wherever the gardens are 

in close proximity to each other on the basis of market price assessed through regular Mandi visits or 

enquiry from the mandi & local Tea Estates. 
 

iv. The rate need to be approved from competent authority at Head office who shall be nominated by 

GM(Tea). Gardens sometimes may propose for multiple rates for different band of fine leaf count and 

quantity. 
 

v. This shall require prior permission from competent authority at H.O. who shall be nominated by GM (Tea). 
 

vi. Supply can be obtained from all or any of the parties who are empaneled & who are agreeable to supply 

at the agreed rate for the day. 
 

vii. A Register in the following format shall be made : 
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NAMES OF THE GARDEN: 
 

Sl. No. Date Name of the 

Parties / 

Agencies 

contacted 

Price 

suggested by 

Agent / 

Vendor 

Price fixed Advice of 

Head 

Office 

Remarks Signature 

1 2 3 4 5 6 7 8 

 
 

6.0 Execution Process : 

i. For green leaf suppliers who are agreeable to the rates finalized by the garden Manager intimation 

shall be through telephonic message and shall supply on the basis of telephonic order placed followed 

by formal Purchase Order. 

ii. Formal Purchase Order after Competent Authority’s approval will be placed on Vendor / Vendors. 
 

iii. Supplies based on approval from Competent Authority and the receipts can also be accepted during 

the day which shall be incorporated in the Purchase Order. 

iv. Further, if E-mail facilities are available, the acceptance of the rate and LOI can be sent by e-mail to the 

respective vendor/vendors which will be followed by the formal confirmatory Purchase Order / Orders. 

v. For green leaf purchase, no EMD need to be deposited. 

 

7.0 Purchase Order : Purchase Order must include the following: 

a) Period of supply : May be daily/weekly. 

b) Estimated quantity to be supplied. 

c) Acceptable minimum Fine leaf count. 

d) Deduction due to wet leaf/damaged leaf supply. 

e) Deduction of tax if applicable. 

f) Weighment condition (own weigh-bridge). 

g) Return of consignment in case of unacceptable leaf condition / time of receipt in the factory. 

h) Rates: FOR garden factory. 

i) Payment terms: 

Payment Methodology : GM(Tea) shall prescribe the methodology and payment terms. Payments 

shall be made by RTGS wherever possible, otherwise, by Cheque only. 

8.0  Cancellation of P.O. may be made by the Manager on the basis of valid reasons only and the details of the 

same shall be recorded and informed to General Manager (Tea) on weekly / monthly basis as required by 

the General Manager. 

9.0  Further, the above procedure will be suitably modified as and when we receive any Government Orders with 

respect to above procedure, suitable amendment to be proposed to the Competent Authority for approval. 
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ANDREW YULE & COMPANY LIMITED 

Annexure - I 

NAME OF THE UNIT ……............................……………. 

Application for Empanelment Form 

The applicants are required to furnish full information to the queries included in this form. In giving the 

particulars, the supporting documents/ certificates, as called for per queries at places, must be tagged with the 

application for evidencing the information furnished in the application for empanelment. 

This application form should be submitted along with the registration fee of Rs… ............................ (Rupees 

………………………………..) by crossed Postal Order/ Bank Draft in favour of Andrew Yule & Company Ltd. 

1) Date of Advertisement for Registration : 

2) Name of the Firm in Full : 

3) Address of the Firm : 

a) Registered Office 

b) Head Office 

c) Branches 

d) Workshop/ Godown 

e) Depot 

4) Telephone/Telegram/Fax No./E-mail : 

a) Registered Office 

b) Head Office 

c) Branches 

d) Workshop 

e) Depot 

5) Status of the Organisation : 

6) Whether Manufacturer/Contractor/ : 

Fabricator/ Sub-contractor/ 

Stockist/ Agent/Dealer 
7) Item for which empanelment is sought : 
8) Banker’s Name : 

a) Name of the Branch 

b) Address of the Branch 

c) Account Number 

Note : Confidential Report of financial position will be requested for by AY & Co. Ltd. from the Bankers. 
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9) Trade Licence No. : 

(Please attach a Xerox copy) 

10) Factory Licence No. : 

(Please attach a Xerox copy) 

11) Whether registered as an SSI Unit. : 

If yes, Registration No. 

(Please attach a Xerox copy) 
 

12) Sales Tax Registration No. : 

a) Central 

b) State 

(Please attach a Xerox copy of 

Registration Certificate) 

13) I.T. Permanent Account No. 
 

14) Photo copies of current I.T. & Tax : 

clearance Certificates are to be attached 

15) Whether the applicant is already empaneled: 

in this enterprise. If so, the details are to be 

furnished stating the types of jobs executed, 

etc. i.e. 

(a) Description of the job (b) Year 

(c) Amount & (d) Authorised by 
 

16) Whether the applicant is empaneled with 

any : other Public Sector Undertaking/ 

other reputed manufacturers. 

If so, the details are to be furnished 
 

17) Financial Capacity (Year) : 
 

a) Fixed Capital 
 

b) Working Capital 
 

(copies of Balance Sheet & Profit & 

Loss A/c for last 3 years should 

be attached) 
 

18) Technical capacity : 
 

(i) Tools & Equipment list 

(to be attached) 



40  

 

(ii) Manufacturing Capacity : 

(to be quantified) 

19) Manpower on Rolls : 

Total Manpower in Roll 

a) Skilled workers 

b) Unskilled workers 

c) Others 

d) Supervisors 

e) Engineers 
 

20) Name & Residential address of : 

Partners/ Directors/ Proprietors, 

as the case may be 
 

21) Whether any Govt. Servant(s) or : 

dismissed Employee(s) of Andrew Yule 

& Co. Ltd./ any other Govt. Undertaking 

is in employment under the applicant 

22) Whether the applicant or any of its 

Partners/ Directors has been banned 

or removed from the approved list 

of suppliers by the Enterprise or 

Undertaking / any other Enterprise 

or Undertaking in the past 

 

 
I/ We hereby certify that the particulars furnished by me/ us above are true to the best of my/ our knowledge 

and belief and misrepresentations of facts will render me/ us liable to any action as may be deemed fit by Andrew 

Yule & Co. Ltd. ................................................... Unit/ Division have the sole discretion to reject or accept my / our 

candidature for empanelment. 
 
 
 
 
 
 
 
 

 

Place : 

Date : 

 
(Signature of the Applicant) 

Office Stamp/Seal 
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FOR OFFICE USE ONLY 

 
 

(a) Technical assessment of capabilities to : 

perform as per Unit’s/ Division’s 

requirements. 

(To be done and signed by Technical 

Dept.) 

 
(b) Financial strength analysis to be made : 

and signed by Finance 

 
(c) Comments to Banker’s Confidential : 

Report to be made and signed by 

Finance (to be attached) 

 
(d) Purchase Dept’s Recommendation : 

(to be made by Purchase Dept.) 

 
(e) Tender Committee’s comments for : 

approval 

 
 

 
Sd/- 

(Signature of the members of 

Tender Committee 

 
 

 
TO BE ALOTTED BY PURCHASE DEPT : 

 

Reg. No……………………………………... 
 

Folio  Ref. No……………………………….. 
 

Empanelment  Register ……………………….. 
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ANDREW YULE & COMPANY LIMITED 

Annexure - II 

NAME OF THE UNIT ……............................……………. 

Capital Expenditure Authorisation Form 
 

 

 
1. Detail Description : 

2. Detail Specification & make : 

3. Reference of Proposal : 

(Budget Sanction No.) 

4. Works Request No. : 

Date : 

5. Sources of Funds : 

Plan Fund sanctioned letter Ref.  : Non 

Plan Fund sanctioned letter Ref : Own 

generation/ other sources : 

(to be specified specially) 

6. Estimated cost (detail as per Annexure-IIA) : 

7. Justification (as per Annexure-IIB) : 

8. Schedule of implementation : 

 
 

a) Finalisation of order : 

b) Placement of the order : 

c) Installation/completion : 

d) Asset to be put into use : 

e) Warranty Period : 

9. H.O. Sanction No. : 

Date : 

10. Sanctioned Amount : 

(To be filled in at H.O. after approval by 

competent authority) 

Items Quantity 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Expected Expected Cash 

Date Flow required 

 

Estimated 

by 

Checked 

by 

Forwarded 

by 

Financial Concurrence 

by 

Recommended 

by 

Sanctioned 

by 

 

Signature : 

Date : 

Designation : 
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ANDREW YULE & COMPANY LIMITED 

Annexure - IIA 

NAME OF THE UNIT ……............................……………. 

Details of Estimated Cost 
 

I. Own Manufactured Items II. Bought Out Items 
 

A. Material : 

To be purchased Rs.   

 

Purchase cost Rs.   

 

Add : Installation cost  Rs.   
 

To be used from Stores Rs.   Total Cost Rs.   
 

Less : Salvage value Rs.   
 

Salvaged Material Rs.   
 

Rs.   Net Estimated Cost Rs.   
 

B. Labour : 

 
Own Rs.   

 

Contractor Rs.   
 

Rs.   
 

C. Other Direct payments (e.g. Payment 

for consultancy fees any license fees, 

payment any service received, etc.) Rs.   
 

D. Impact of Works Contract Tax/ 

Service Tax/ any other Tax Rs.   
 

E. Total Cost (A + B + C + D) : Rs.   
 

Less : Salvage value Rs.   
 

Net Estimated Cost Rs.   
 

III Total Estimated Cost of acquisition (I + II) Rs.   
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ANDREW YULE & COMPANY LIMITED 

Annexure - IIB 

NAME OF THE UNIT ……............................……………. 

 

 
I. Justification for Procurement : 

 

II. Cost Benefit Analysis : 

A. For Replacement of Items : 

Expected increase in yearly Expected savings in yearly revenue 

revenue expenditure ( if any ) : expenditure (to the extent possible) : 

 
(i) Interest @ % Rs.   (i) Interest @ % Rs.   

 
(ii) 

 
Depreciation @ 

 
% 

 
Rs.   

 
(ii) 

 
Depreciation @ 

 
% Rs.   

 
(iii) Repair & Maintenance 

 
Rs.   

 
(iii) 

 
Repair & Maintenance 

 
Rs.   

(iv) Director labour Rs.   (iv) Director labour Rs.   

(v) Others (if any) 

(specify item-wise) 

Rs.   (v) Others (if any) 

(specify item-wise) 

Rs.   

Total Revenue 

Expenses(a) 

Rs.    Total Savings (b) Rs.   

Net Savings ( if possible ) 

per year (c) = (b) – (a) 

 

Rs.   

   

 
Return on Investment (ROI) = % Pay back Period = Estimated Cost of acquisition 

=  (Net Savings x 100 (Years) Net Savings 

Estimated Cost) 

B. For New Addition : 
 

Expected increase in yearly revenue Expected savings in yearly revenue 

expenditure ( if any ) : income (to the extent possible) : 
 

Interest @ % Rs.   Value Addition to 

enhanced output Rs.   
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Depreciation @      % Rs.  

Repair & Maintenance Rs.  

Director labour Rs.   

Others (if any) Rs.   

 

 
Reduction in Manpower Rs.  

Reduction in Process 

Time Rs.   

(specify item-wise) Reduction in other O.H. Rs.   

Total Revenue Expenses(a) Rs.   Total Revenue Income(b) Rs.   
 

Net Revenue Income 

{(c) = (b) – (a)} Rs.   

Return on Investment (ROI) : (%) Pay back Period = Estimated Cost of acquisition 

=  (Net Revenue  x 100 (Years) Net Savings 

Estimated Cost) 
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Annexure - III 

Particulars to be furnished by the Official making 

the Spot Purchase to the Authority 

Who Authorised the Purchase. 

[Sl. No. : 70 & 71 of DOP] 
 
 
 
 

1 Material with quantity authorized for purchase : 

 
2 Name of the officers who did the purchases : 

 
3 No. of quotations obtained : 

 
4 Particulars of quotations : 

a) Names of the Parties : 

b) Quantity offered : 

c) Price  per unit : 

d) Total value : 

 
5 Whether the price is regarded reasonable : 

(with reference to the prevalent market price 

or with reference to the previous price taking 

into account any known variation in prices). 

 
6 Particulars of order placed : 

a) No. & date of the order : 

b) Name & address of the party : 

c) Material : 

d) Quantity : 

e) Value : 

f) Payment by Cheque / RTGS : 
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Annexure – IV 

List of 358 Items Reserved for Purchase from Micro and Small Enterprises 

 
1. AAC/& ACSR Conductor upto 19 strands 
2. Agricultural Implements 

a. Hand Operated tools & implements 
b. Animal driven implements 

3. Air/Room Coolers 
4. Aluminum builder's hardware 
5. Ambulance stretcher 
6. Ammeters/ohm meter/Volt meter (Electromagnetic upto Class I accuracy) 
7. Anklets Web Khaki 
8. Augur (Carpenters) 
9. Automobile Head lights Assembly 
10. Badges cloth embroidered and metals 
11. Bags of all types i.e. made of leather, cotton, canvas & jute etc. including kit   bags, mail 

bags, sleeping bags & water-proof bag 
12. Bandage cloth 
13. Barbed Wire 
14. Basket cane (Procurement can also be made from State Forest Corpn. and State 

Handicrafts Corporation) 
15. Bath tubs 
16. Battery Charger 
17. Battery Eliminator 
18. Beam Scales (upto 1.5 tons) 
19. Belt leather & straps 
20. Bench Vices 
21. Bituminous Paints 
22. Blotting Paper 
23. Bolts & Nuts 
24. Bolts Sliding 
25. Bone Meal 
26. Boot Polish 
27. Boots & Shoes of all types including canvas shoes 
28. Bowls 
29. Boxes Leather 
30. Boxes made of metal 
31. Braces 
32. Brackets other than those used in Railways 
33. Brass Wire 
34. Brief Cases (other than moulded luggage) 
35. Brooms 
36. Brushes of all types 
37. Buckets of all types 
38. Button of all types 
39. Candle Wax Carriage 

 
 

40. Cane Valves/stock valves (for water fittings only) 
41. Cans metallic (for milk & measuring) 
42. Canvas Products: 

a. Water Proof Deliver, Bags to spec. No. IS - 1422/70  
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b. Bonnet Covers & Radiators Muff. to spec. Drg. Lv7/NSN/IA/130295 
43. Capes Cotton & Woollen 
44. Capes Waterproof 
45. Castor Oil 
46. Ceiling roses upto 15 amps 
47. Centrifugal steel plate blowers 
48. Centrifugal Pumps suction & delivery 150 mm. x 150 mm 
49. Chaff Cutter Blade 
50. Chains lashing 
51. Chappals and sandals 
52. Chamois Leather 
53. Chokes for light fitting 
54. Chrome Tanned leather (Semi-finished Buffalo & Cow) 
55. Circlips 
56. Claw Bars and Wires 
57. Cleaning Powder 
58. Clinical Thermometers 
59. Cloth Covers 
60. Cloth Jaconet 
61. Cloth Sponge 
62. Coir fibre and Coir yarn 
63. Coir mattress cushions and matting 
64. Coir Rope hawserlaid 
65. Community Radio Receivers 
66. Conduit pipes 
67. Copper nail 
68. Copper Napthenate 
69. Copper sulphate 
70. Cord Twine Maker 
71. Cordage Others 
72. Corrugated Paper Board & Boxes 
73. Cotton Absorbent 
74. Cotton Belts 
75. Cotton Carriers 
76. Cotton Cases 
77. Cotton Cord Twine 
78. Cotton Hosiery 
79. Cotton Packs 
80. Cotton Pouches 
81. Cotton Ropes 
82. Cotton Singlets 
83. Cotton Sling 
84. Cotton Straps 
85. Cotton tapes and laces 
86. Cotton Wool (Non absorbent) 
87. Crates Wooden & plastic 
88. (a) Crucibles upto No. 200 

(b) Crucibles Graphite upto No.500  
(c) Other Crucibles upto 30 kgs. 

89. Cumblies & blankets 
90. Curtains mosquito 
91. Cutters 
92. Dibutyl phthalate 
93. Diesel engines upto 15 H.P 
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94. Dimethyl Phthalate 
95. Disinfectant Fluids 
96. Distribution Board upto 15 amps 
97. Domestic Electric appliances as per BIS Specifications :-- Toaster Electric, Elect. Iron, Hot 

Plates, Elect. Mixer, Grinders Room heaters & convectors and ovens 
98. Domestic (House Wiring) P.V.C. Cables and Wires (Aluminum) Conforming to the 

prescribed BIS Specifications and upto 10.00 mm sq. nominal cross section 
99. Drawing & Mathematical Instruments 
100. Drums & Barrels 
101. Dust Bins 
102. Dust Shield leather 
103. Dusters Cotton all types except the items required in Khadi 
104. Dyes : 

a. Azo Dyes (Direct & Acid) 
b. Basic Dyes 

105. Electric Call bells/buzzers/door bells 
106. Electric Soldering Iron 
107. Electric Transmission Line Hardware items like steel cross bars, cross arms clamps 

arching horn, brackets, etc 
108. Electronic door bell 
109. Emergency Light (Rechargeable type) 
110. Enamel Wares & Enamel Utensils 
111. Equipment camouflage Bamboo support 
112. Exhaust Muffler 
113. Expanded Metal 
114. Eyelets 
115. Film Polythene - including wide width film 
116. Film spools & cans 
117. Fire Extinguishers (wall type) 
118. Foot Powder 
119. French polish 
120. Funnels 
121. Fuse Cut outs 
122. Fuse Unit 
123. Garments (excluding supply from Indian Ordnance Factories) 
124. Gas mantels 
125. Gauze cloth 
126. Gauze surgical all types 
127. Ghamellas (Tasllas) 
128. Glass Ampules 
129. Glass & Pressed Wares 
130. Glue 
131. Grease Nipples & Grease guns 
132. Gun cases 
133. Gun Metal Bushes 
134. Gumtape 
135. Hand drawn carts of all types 
136. Hand gloves of all types 
137. Hand Lamps Railways 
138. Hand numbering machine 
139. Hand pounded Rice (polished and unpolished) 
140. Hand presses 
141. Hand Pump 
142. Hand Tools of all types 
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143. Handles wooden and bamboo (Procurement can also be made from State Forest Corpn. 
and State Handicrafts Corporation) 

144. Harness Leather 
145. Hasps & Staples 
146. Haver Sacks 
147. Helmet Non-Metallic 
148. Hide and country leather of all types 
149. Hinges 
150. Hob nails 
151. Holdall 
152. Honey 
153. Horse and Mule Shoes 
154. Hydraulic Jacks below 30 ton capacity 
155. Insecticides Dust and Sprayers (Manual only) 
156. Invalid wheeled chairs. 
157. Invertor domestic type upto 5 kvA 
158. Iron (dhobi) 
159. Key board wooden 
160. Kit Boxes 
161. Kodali 
162. Lace leather 
163. Lamp holders 
164. Lamp signal 
165. Lanterns Posts & bodies 
166. Lanyard 
167. Latex foam sponge 
168. Lathies 
169. Letter Boxes 
170. Lighting Arresters - upto 22 kv 
171. Link Clip 
172. Linseed Oil 
173. Lint Plain 
174. Lockers 
175. Lubricators 
176. L.T. Porcelain KITKAT & Fuse Grips 
177. Machine Screws 
178. Magnesium Sulphate 
179. Mallet Wooden 
180. Manhole covers 
181. Measuring Tapes and Sticks 
182. Metal clad switches (upto 30 Amps) 
183. Metal Polish 
184. Metallic containers and drums other than N.E.C. (Not elsewhere classified) 
185. Metric weights 
186. Microscope for normal medical use 
187. Miniature bulbs (for torches only) 
188. M.S. Tie Bars 
189. Nail Cutters 
190. Naphthalene Balls 
191. Newar 
192. Nickel Sulphate 
193. Nylon Stocking 
194. Nylon Tapes and Laces 
195. Oil Bound Distemper 
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196. Oil Stoves (Wick stoves only) 
197. Pad locks of all types 
198. Paint remover 
199. Palma Rosa Oil 
200. Palmgur 
201. Pans Lavatory Flush 
202. Paper conversion products, paper bags, envelops, Ice-cream cup, paper cup and saucers & 

paper Plates 
203. Paper Tapes (Gummed) 
204. Pappads 
205. Pickles & Chutney 
206. Piles fabric 
207. Pillows 
208. Plaster of Paris 
209. Plastic Blow Moulded Containers upto 20 litre excluding Poly Ethylene Terphthalate (PET) 

Containers 
210. Plastic cane 
211. Playing Cards 
212. Plugs & Sockets electric upto 15 Amp 
213. Polythene bags 
214. Polythene Pipes 
215. Post Picket (Wooden) 
216. Postal Lead seals 
217. Potassium Nitrate 
218. Pouches 
219. Pressure Die Casting upto 0.75 kg 
220. Privy Pans 
221. Pulley Wire 
222. PVC footwears 
223. PVC pipes upto 110 mm 
224. PVC Insulated Aluminium Cables (upto 120 sq. mm) (ISS:694) 
225. Quilts, Razais 
226. Rags 
227. Railway Carriage light fittings 
228. Rakes Ballast 
229. Razors 
230. RCC Pipes upto 1200 mm. dia 
231. RCC Poles Prestressed 
232. Rivets of all types 
233. Rolling Shutters 
234. Roof light Fittings 
235. Rubber Balloons 
236. Rubber Cord 
237. Rubber Hoses (Unbranded) 
238. Rubber Tubing (Excluding braided tubing) 
239. Rubberised Garments Cap and Caps etc 
240. Rust/Scale Removing composition 
241. Safe meat & milk 
242. Safety matches 
243. Safety Pins (and other similar products like paper pins, staples pins etc.) 
244. Sanitary Plumbing fittings 
245. Sanitary Towels 
246. Scientific Laboratory glasswares (Barring sophisticated items) 
247. Scissors cutting (ordinary) 
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248. Screws of all types including High Tensile 
249. Sheep skin all types 
250. Shellac 
251. Shoe laces 
252. Shovels 
253. Sign Boards painted 
254. Silk ribbon 
255. Silk Webbing 
256. Skiboots & shoes 
257. Sluice Valves 
258. Snapfastner (Excluding 4 pcs. ones) 
259. Soap Carbolic 
260. Soap Curd 
261. Soap Liquid 
262. Soap Soft 
263. Soap washing or laundary soap 
264. Soap Yellow 
265. Socket/pipes 
266. Sodium Nitrate 
267. Sodium Silicate 
268. Sole leather 
269. Spectacle frames 
270. Spiked boot 
271. Sports shoes made out of leather (for all Sports games) 
272. Squirrel Cage Induction Motors upto and including 100 KW440 volts 3 phase 
273. Stapling machine 
274. Steel Almirah 
275. Steel beds stead 
276. Steel Chair 
277. Steel desks 
278. Steel racks/shelf 
279. Steel stools 
280. Steel trunks 
281. Steel wool 
282. Steel & aluminium windows and ventilators 
283. Stockinet 
284. Stone and stone quarry rollers 
285. Stoneware jars 
286. Stranded Wire 
287. Street light fittings 
288. Student Microscope 
289. Studs (excluding high tensile) 
290. Surgical Gloves (Except Plastic) 
291. Table knives (Excluding Cutlery) 
292. Tack Metallic 
293. Taps 
294. Tarpaulins 
295. Teak fabricated round blocks 
296. Tent Poles 
297. Tentage Civil/Military & Salitah Jute for Tentage 
298. Textiles manufacturers other than N.E.C. (not elsewhere classified) 
299. Tiles 
300. Tin Boxes for postage stamp 
301. Tin can unprinted upto 4 gallons capacity (other than can O.T.S.) 
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302. Tin Mess 
303. Tip Boots 
304. Toggle Switches 
305. Toilet Rolls 
306. Transformer type welding sets conforming to IS:1291/75 (upto 600 amps) 
307. Transistor Radio upto 3 band 
308. Transistorised Insulation - Testers 
309. Trays 
310. Trays for postal use 
311. Trolley 
312. Trollies - drinking water 
313. Tubular Poles 
314. Tyres & Tubes (Cycles) 
315. Umbrellas 
316. Utensils all types 
317. Valves Metallic 
318. Varnish Black Japan 
319. Voltage Stablisers including C.V.T's 
320. Washers all types 
321. Water Proof Covers 
322. Water Proof paper 
323. Water tanks upto 15,000 litres capacity 
324. Wax sealing 
325. Waxed paper 
326. Weighing Scale 
327. Welded Wiremash 
328. Wheel barrows 
329. Whistle 
330. Wicks cotton 
331. Wing Shield Wipers (Arms & Blades only) 
332. Wire brushes and Fibre Brushes 
333. Wire Fencing & Fittings 
334. Wire nails and Horse shoe nails 
335. Wire nettings of gauze thicker than 100 mesh size 
336. Wood Wool 
337. Wooden ammunition boxes 
338. Wooden Boards 
339. Wooden Box for Stamps 
340. Wooden Boxes and Cases N.E.C. (Not elsewhere classified) 
341. Wooden Chairs 
342. Wooden Flush Door Shutters 
343. Wooden packing cases all sizes 
344. Wooden pins 
345. Wooden plugs 
346. Wooden shelves 
347. Wooden veneers 
348. Woollen hosiery 
349. Zinc Sulphate 
350. Zip Fasteners 
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HANDICRAFT ITEMS 

 
351. Cane furniture 
352. Bamboo file tray, Baskets, Pencil stand, side racks etc. 
353. Artistic Wooden Furniture 
354. Wooden paper weight, racks etc. 
355. Glass covers made of wood and grass jute. 
356. Jute furniture 
357. Jute bags, file cover 
358. Woollen & silk carpets. 

 
 
 

*********** 

 
  



 

 


