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Purchase Policy and Procedure

+ Guidelines for Budget and Cost Control:
It is the responsibility of the finance committee to frame the policies and guidelines for purchise ad o
monitar the same. Departments are expected to co-operate by providing all information necessars L
calculate such accounts accurately.

%+ General guidelines: Each academic and administrative departmental head is expected o monitor
expenditure of the department in conformity with the budget.
Financial planning and control require that the college operates with o balanced budper that &
placed realistically and administered carefully. Budget preparation veeurs according o a sehedule
determined each year. The college’s fiscal year begins on April | and emds v March 31,

% Purchase policy and procedure:
Any expenditure of the college must be prudent and directly benefit the -..nllv:u. The alleps
assumes no liability for the payment of purchases which are not made in aceardanee swoith the
approved purchasing procedures.

1. Departmental Programmes : Each deparimental Hmd 15 authorized 1o initine expenditure ol B
5000/- for the departmental purchases and programmes.

2. Use of Purchase order:
Purchase of goods and services below the amount of Rs. 3000/ do not require a purchase order in
general.
The following items do not require a purchase order. Charges may by pitid Jdirectly tron i
invoices received. Typically the items below are subjected 1o contracl or agreemen
iy Stationary purchase
ii) Bank fees
ili} Benefit services (Health insurance etc.)
iv) Audit fees
v} Postage
vi) Services under a contract (facility services, food service. cunsufianes 2|
vii) Travel expenses (including Rail, Air tickets, lodging. meals)
viii) Utilities (Electric bills, Telephone bills, Cable, cleaning etc.)

ix) Library books and journals

x) Cheap store
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A purchase order if required must be completed prior to ordering goods or services
3. General Procedure:
a. Al the beginning of each fiscal vear academic and adiministrative departments are
requested to submit the plan and Iist of ilems o the Purchase Coamitiiey

b. In a meeting of the purchase committee the members justify the demands and prepare a lisi
of items to be purchased in consultation with the Finance committee along with the Principal,

¢, Stationary goods are purchased under the supervision of the Purchase commitlee direatly
from the wholesalers. No purchase order is necded in that case.

d. For tender Value below Rs.1 {One) lakh. quotations are invited Tor the required materials
or services through the collegewebsite / notice hoard or daily newspapers. Notices inviting
quotations may be displayed in local public places.

€. At least three quotations are collected from the agencies. The purchase committee
Justifies the feasibility of the quatations 1o assure quality services amd thes reserse the rigin
to cancel a quotation if it seems not feasible 1o the members,

f. The purchase committee issues the work order 10 the agency providing the lowest feasible
bid.

. g. Bid call may be asked in some cases so thar the college may receive greater discount
and better service through effective competition  among  the  seryive
providers/suppliers, The suppliers are asked 1o deliver the materials or Lo proside e
services within in the stipulated time.

h. For tender value of Rs.1{One) lakh and above, e-tendering through the contraliped -
tender portal |http:/iwbtenders.gov.in| is done in addition to publication in print mediy
as per Govt. of West Bengal, Finance department order no: 3103-F(Y) dated 27.07.2022

*+ Receiving goods:
a) Departments will not receive goods unless prior approval rom 1the Purchse depariment o
obtained although services Irom agencies or individuals are superised by the deparimental
heads. -
b) Products are received by the members of Purchase commitee or any stalt authorized hy the
committee with a clear description of the product.

+ Return of goods: If cancellation. exchange or return of all or part ol o purchase onder s
required, it is negotiated by the purchase committec.
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4 Payment procedure:
a) Request for payment should be submitted to the accounts section using either a payment
requisition or the original invoice from the vendors.
b) Cash payment is allowed up' to Rs. 5000/ for the paviment of mare than Rs SO0 1)
vendors are to collect cheques from the accounts office.
Exception of this policy may be allowed with the approval of Finunce committee and Principal
¢) Purchase bills or vendors® invoice without GST are not recommended by e parehise
committee.
=+ Research expenditure:
a) The expenditure for research activities (books. equipments and software) are dane by
individual researchers following the rules of the granting agency.
b) Researchers who move to other institutions cannot take or mose cguipmens purchiased witl
grant funds. Those items remain the property of PN, Das College

*+  Conferences and Workshops: No approval of Purchase Commitree is required for the
refreshment and other expenditure of any conference and workshop organized by 1QAC ar

other department. The respective depariments are asked 10 submit the wilizion of the TR
received from the college or any external agencics.

+ Conflict of Interest:
a) P.N. Das College employees. consultants and suppliers must disclose their invelvement wih
a supply chain activity if it constitutes an actual or potential contlict of interest.
b) The college will not accept former P, N, Das college emplusees as suppliers or suppliv
representatives,

+ Maintenance and Repairs:

P. N. Das College provides a standard lével of base services and PUFIOIS Presenlive iy mm e il
repair of all academic and admimstrative buildings and eyuipments o cimpus iraugh Porciieme
committee in consultation with the Building committes and other commitiees

Almost all the electronic and electrical equipments (viz. Green Generatars. Waler puritiers, sotbware) are
executed under AMC through some popular agencies.

For the routine works (viz. cleaning. use of green generators) there is no need of recomimendation o
Purchase Committee. Services are provided in these cases through some lixed contractors, _
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The Purchase committee provides the following maintenance services according to the demands of
different academic and administrative departments through some external iwencies:

Carpentry services

Electrician Service

Plumbing services

Ground services for landscaping and gardening
Pest control

[n case of an emergency, departments are ta report the problem to the Purchase Committee during regular
office hours. After the office hour it is the duty of the college guard to inform the Principal vor Purchase
Committee members about the problem to take necessary action or to seek lor NECESKArY AssIslange.
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Government of West Bengal
Finance Department
Audit Branch
(FA/O/2M/169/13(Pt)

No: 3103 - F(Y) Date: 27tt July, 2022

NOTIFICATION

Mandatory provision of e-tendering was included in Note-2 below Rule 47(8)
of WBFR as amended vide notification No. 5400-F(Y) dated 25.06.2012. and base
level of Rs. 50 lakh for mandatory E- tendering was brought down to Rs. 5 lakh vide
notification No. 6932-F(Y) dated 29.08.2013. Now in the interest of furtherance of
the benefit associated with e-tendering process in the public procurement and
disposal, it has been decided that the base-level of Rs. 5 lakh for mandatory e-
tendering process is reduced to Rs. 1 lakh.

Now therefore, in exercise of the power conferred by Clause (3) of Article 166
of the Constitution of India, the Governor is pleased hereby to make the following
amendments in Note-2 below the Rule 47(8) of WBFR Vol-I.

Note-2 below Rule 47(8)- “For tender value of Rs.5 lakh and above, e-tendering
through the centralized e-tender Portal [ http://whtenders.gov.in] is mandatory, in
addition to publication in print media” is replaced with “For tender value of Rs.1
lakh and above, e-tendering through the centralized e-tender Portal [
http://wbtenders.gov.in] is mandatory, in addition to publication in print
media”.

This order is applicable to all state Government offices and state Public Sector
Undertakings/ Urban Local Bodies/ Rural Local Bodies / Boards/ Councils/
Statutory Bodies/ Development Authorities etc. under the administrative control of
the state Government Departments

This order will take immediate effect.

(Manoj PanWWW"

Additional Chief Secretary to the
Government of West Bengal



No. 3103/1(500)-F(Y) Dated 27.07.2022

Copy forwarded for information and necessary action to:
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10.

11.
12.

13.

14.
45

16.
17.

Principal Accountant General (A&E), West Bengal, Treasury Buildings, 2, Government Place
West, Kolkata — 700001.

Principal Accountant General (Audit), West Bengal, Treasury Buildings, 2, Government Place
West, Kolkata — 700001.

Accountant General (Receipt Works & Local Bodies Audit), West Bengal, CGO Complex, 3™
MSO Building, 5t Floor, Block DF, Sector |, Salt Lake, Kolkata — 700064.

Additional Chief Secretary / Principal Secretary / Secretary,
Department.

Sr Special Secretary /Special Secretary/Additional Secretary/loint Secretary/Deputy
Secretary, Finance Department.

Financial Advisor, Department.
Commissioner, Division,

Director,

Director of Treasuries & Accounts, West Bengal, Mitra Building, 8, Lyons Range, 3™ Floor,
Kolkata — 700001.

Pay & Accounts Officer, Kolkata Pay & Accounts Office-l, 81/2/2, Phears Lane, Kolkata —
700012.

Pay & Accounts Officer, Kolkata Pay & Accounts Office-Il, P-1, Hyde Lane, Kolkata — 700073.
Pay & Accounts Officer, Kolkata Pay & Accounts Office-Ill, Suvanna, SGO Complex, Sector I,
Bidhannagar, Kolkata — 700064.

District Magistrate / District Judge / Commissioner of Police / Superintendent of Police

Sub-Divisional Officer,
Treasury Officer,

Block Development Officer, g
Sri Sumit Mitra, Network Administrator, Finance (Budget) Department. He is requested to
upload copy of this order in the website of Finance Department.

Government of West Bengal
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