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IMPORTANT CIRCULAR '
No AN/V/187/Cont./2019 - Dated:. 17" September, 2019
» &
To,
1. Ali PAOlePDOsr’AAOleAOsIALAJs/AD GEs/UA BSOs
2. GOs/SAQs/AQs in Main Office

&

Of iate it has been observed that proposais for procurement of
various items viz. stationery. EDP consumables, Office equipments ang
proposals for engaging Agencies/firms for uploading of income Tax Returns
are being received in Main Office from sub Offices Including PAQOs for
sanction of  the Competent Authority based on unrealistic
projections/requirements This has been viewed very seriously by tne
Controller

2. From now onwards, the following points may strictly be adhered to
whiie forwarding proposals for procurement/engaging vendors/firms for
various contracts for sanction of the Competent Authority

i} All proposats must include detailed justification for #he pracurement
v:5-a-vis the staff strength, no. of pensioners etc The proposais must he
duly recommended by the Officer in Charge and provisions of GFR 207
relating to the procurement proceduré shouid be invariably foliowed. The
oills 1n support of market survey/quotations snouid have th% GST No of the
vendor
L]

i) Details of the'procurement may also be provided 'n the following
tormat (for procurement of consumable {tems):

$'No [Ttem Description | Stock held ['No of &taff | Last :
including . procurement |
; Officers | made with |
i | (Quantity] |
1 2 i o3 4 : 5 o
| 3 N
Date  of [Last | Market Price of | Remarks. |
iast purchase the item with l y
burchase price invoice/ quote i
In support i l
s 7 8 3
| .f —‘
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i) It may particuiarly be noted that procurement of high end items such
as EDP consumables viz. external hard drive. pen drive, scanners and aiso
photocopy papers, detaiied justification regarding the usage .of-these 1tems
need to be placed on record for perusal of the Competent Authori y
Wherever, Dot Matrix Printers are heid 'n stock, procurement of phetocoprer
papers shouid be minimal and the form feed stationery must be effeciiveiy
utitized 3

1

3] It nas aiso been noticed that firms are engaged by the Sub Offices for:
uptoading of income Tax Returns {Form 24 G/24 Q) who charge abnormally
nigher rates. For upioading IT Returns. the proposal for engaging the firms
should not be over the rates given below

%
" Description Amount ‘in 2} |
e _Fiting of 24 G per file 150 00 |
2 "Filing of 24 Q per file or TDS Correction Chargeo -
)_ ' per fiie |
! . Data entry charges per record €09
| . Conversion Charges to text format* ; 100G 00
L " Conversion Charges to text format ,or below 1000 | 500 0C ¢
L [ records
P Uploading Charges o ITD ** 578 50
Pt | Uploading Charges to ITD beiow 1000 records ' ' 178 00
3 GS7 ) T8
3 't will be not out of piace tc mention that it 1s the duty of every Officer,

n«Charge tc see that there Is a judicious approach* towards pubiic
procurement and proposals for procurement are forwarded with utmost care
so as to avoid wastage and loss of public money

CDA Chennal has seen. *
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