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PROFORMA - S - 1

Submission of Demand

Name of Trade/Work :- Name of Instructor/Official:-
1. Nature of Demand a) Raw Material/consumables
b) Tools/Equipments/Furniture
2. If a), then the Quarter of the 1% 2 3" 4™
year
3. Details of Items
S.No. | Name of Item If (b) then | Qty./ WY/ Specifications Tentative
Stand red | volume of Cost per
List No. | the item Unit/ltem
4. List of Prospective Venders:
1. 4.
2. 5.
3. 6
5. Time Period within which the demand should be met. If any emergency please
indicate.
6. Certified that this demand is as per Syllabus/Required for Training/ Repair and
Maintenance/ Office Work.
7. Signature of Instructor/ Official submitting the Demand along with date
8. Recommendations of G.I./Office Supdt./Senior Instructor
a) Suggestions for meeting this demand within the Institute if possible
b) Checked that this demand is as per syllabus/required for training/repair
maintenance/ office work
9. Signature of G.I./0.S./Senior Instructor




web site: www.dtepunjab.gov.in PH.

GOVERNMENT INDUSTRIAL TRAINING INSTITUTE,

(DEPARTMENT OF TECHNICAL EDUCATION &
INDUSTRIAL TRAINING, PUNJAB)

Branch:- Store Memo. No. ITIl/Store Date:

To

Subject:- QUOTATIONS

Dear Sir,

Please quote your lowest rates for the supply of the following items of
the best Quality conforming to I.S.I. Standards (if any) which should reach on or
before date ( time) in any case. Quotations received after the
due date and time will be summarily rejected and no correspondence in this regard
will be entertained. The rates quoted by you must be valid for
days/months from the last date of receipt of quotations. The Quotations received will
be opened on (date) at ( time) in the Committee
Room/Conference Hall of the Institute in the presence of the bidders or their
representative who wish to be present.

SNo. | PARTICULAR AND THEIR SNo | PARTICULAR AND THEIR
SPECIFICATIONS SPECIFICTIONS
Note:- While submitting your quotation, the following points may please be
observed.
1. The makers name and country and brand of the material should be
mentioned.
2. The terms of delivery period and packing and forwarding charges etc.

must be mentioned.

3. Sales taxes /VAT permissible to be charged as per FORM-D/any other
form (which will be issued by this office on receipt of the goods in
accurate condition).

4. Please quote 'QUOTATION' with red ink on the envelop with the last
date receipt of the quotation.

5. Warranty, Guarantee, Free Service, Chargeable Service of the items
supplied, should be mentioned clearly on the quotation.

Group/Senior Instructor (Stores)
For Principal,
Govt. LTl
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GOVERNMENT INDUSTRIAL TRAINING INSTITUTE,

(DEPARTMENT OF TECHNICAL EDUCATION &
INDUSTRIAL TRAINING, PUNJAB)

Branch Memo. No. ITl/ Date:

To

M/S

Subject:- Supply of

Reference your quotation No. Dt. on the subject
noted above. Apropos your Quotation, The Principal L.T.................... is
pleased to award you the contract to supply to this Institute, the material detailed in
Annexure-1. The AWARD OF CONTRACT is subject to the following conditions.

1. The material shall be supplied to the Institute after inspection. You are
requested to intimate to this office about the readiness of material for
inspection within 5 days of the issue of this letter.

2. If you fail to supply the material upto this, contract may be treated as

cancelled.

3. The material shall be securely packed against any loss or damage during

transit.

4, Only that material which is strictly according to the department specifications
given in the NIT and are received in perfect condition and approved by this
office shall be paid for.

5. The material shall be brand new.

6. The bill (in duplicate) of material may be sent to this office and physical
delivery of the material to the consignee(s).

7. 100% payment will be made by this office against physical receipt of material

according to the Institute specifications and satisfactory. Working (wherever
required) supported by inspection note issued by Inspecting Officer (if
Inspection is evaluated)

8. The date of delivery or dispatch stipulated in the Award of contract shall be
deemed to be essence of contract and should be adhered to strictly.
9. In case of any deviation, from these clauses the material is liable to be

rejected and will be returned at your risk and cost without any financial
obligation on the part of this office.

10. You are requested to provide training for the use and teaching of the
equipment to the instructors if required.

Encl:- Annexure-1

G.l. (Store)
for Principal, ITI..............

Copy of the above is forwarded to following for information :-
1. Office Superintendent, L.T.I................
2. End User through G.1..
G.l./Senior Instructor (Store)
for Principal, ITl..............



M/s

ANNEXURE-1

SR.
No.

SPECIFICATION

QTY.

RATE

TOTAL
COST

The above prices are F.O.R. DESTINATION L.T.l.........cccunrnneee.

Sales tax will be extra against form 'D' / VAT will be extra as applicable.
All other terms shall be as per NIT.

The material shall be offered for inspection on or before

(if required).

G.l. (Store)/Sen. Instructor

for Principal,
Govt. LTl




PROFORMA TO PROCESS PROCUREMENT CASES
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PROFORMA-I
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1. Name and Quantity of items to be procured.

2. Name of the Trade/Trades/Office/work

3. Demand given by (name of the official)

4. Demand Authenticated by (GI/Suptt.)

5. Quotations called by (Concerned
officials/Committee)

6. Date of calling & receipt of Quotations

7. Quotation Opening Committee and date of
opening of quotations

8. Comparative statement prepared by

9. Comparative statement checked by

10. Comparative statement approved by
(GI/Suptt.)

11.  Quotations Evaluated by (Committee/Official
End User)

12.  Meeting of Standing Committee for approval
of Agenda of the procurement cases held on

13.  Signature of Store Keeper

14.  Signature of Store Gl

15.  Approved by (Principal)

16.  Supply Order placed by Store Gl on Date

(Proforma-l is to be kept by SK/ASK in his/her record)
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11.
12.

13.
14.
15.
16.
17.

PROFORMA TO PROCESS PROCUREMENT CASES
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PROFORMA-II
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Date of meeting of Standing Committee for
procurement (Name of Item)

Date of Supply Order

Amount of Supply Order (Including sale tax,
Excise, VAT etc.)

Date of receipt of material as per supply order

Actual date of receipt of material by store
keeper

Budget Head under which funds are available
Balance Budget (Rs.)

Date of submission of bills by the firm
Register Entry

Certificate of reasonability of rates by end
user (Name of Instructor/Official)

Signature of Store Keeper/A.S. Keeper

Signature of Store Gl
(After completion upto Col. no. 12, Proforma is to be sent to office Suptt. by SK/ASK)

Bill Prepared by

Bill checked by
Signature of Suptt.
Approval of Principal

Bill sent to Treasury on Date

(After completion upto Col. no. 17, one copy of Proforma-Il is to be sent to
SK/ASK/Store Gl)






