PRASAR BHARATI

OFFICE  OF  THE  CHIEF  ENGINEER  ( SOUTH  ZONE )

ALL  INDIA  RADIO  &  TELEVISION

Swami  Sivananda  Salai, CHENNAI - 600 005.

CIRCULAR

No. CESZ / SMT / GD / 2006                                                   

Dated 07.07.2006

Sub:- Procedure of sending proposals for purchase of equipment/execution of work for sanction to Zonal Office- reg

It has been often noticed in the proposals received from stations for purchase of equipment/execution of work that, the stations are sending enquiry to few firms and getting only three valid quotations which are being processed and sent for sanction to Zonal Office.  In this connection, the stations may follow the following instructions to get the best price & avoid audit objections.

1. Enquiry letter should clearly indicate the specification of equipment / Nature and scope of work. 
2. The enquiry letter should be addressed to the maximum number of suppliers / contractors to ensure that a competitive price is obtained. 
3. A minimum of seven enquiry letters is to be sent for every proposal.
4. In case adequate number of quotations is not received on the first call, a reminder may be sent to the firms by extending the date as well as adding new firms that have not been addressed in the first instance. 
5. In case only three quotations are received after the reminder, the Engineering Head of the station has to clearly certify that “No useful purpose is served by repeating the enquiry as all the firms dealing with supply / work have been addressed & no response has been received in spite of the reminder” while sending the proposal to Zonal Office. 
6. The Quotations, Comparative statement duly signed by all the concerned, Enquiry letter and any other relevant documents in connection with the proposal should be submitted in original, which will returned to station along with the sanction. 

7. A copy of the above said documents is also to be enclosed along with the proposal, which will be retained by this office for record. 

8. Duly filled “ S ” / “ W ” form in duplicate [each and every column of the form should be filled without fail] signed by Head of Engineering section is also to be sent without fail. One copy will returned to station along with the sanction and second copy will be retained this office for record. 

9. The proposal should be forwarded to this office only after the same has been pre-audited by the accounts wing of the concerned station and comparative statement should be duly signed by AC / AO /DDO. 
10. The Head of Engineering of the station should certify “the proposal has been pre-audited by the accounts wing of the station” in the covering letter.
In case of proposals under Minor works the following instructions are to be followed.

1. The CCW estimate should be submitted in triplicate.

· One copy will returned to station along with the sanction.

· Second copy will returned to CCW along with the sanction. 

· Third copy will be retained this office for record.

2. Duly filled “ W ” in duplicate [each and every column of the form should be filled without fail] signed by Head of Engineering section. One copy will returned to station along with the sanction and second copy will be retained at this office for record.

G. Natarajan

Director(E)

For Chief Engineer (SZ)
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