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aftrfar 1 Rrerest (G-, 11, 11 si7 V) e, strosem (@f g 2 F sgare s sar
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S Frfrret 3 arat § gua i AT F0 e, T ATl § 6 i 9% FRge A aave f
Tz ol ERft AT st ¥ AT afgd F1, TEeErE Y o AgEy| AEsid i
T, AT wE e  dd RS i Sfivws 2017 (FHA-AHT T HATA)
FT 919 AT ST

6. SFrrEare 2017 3 Fram 155 F s wied ey @diz afat (e F e § '
¥ e IO AT ¥ wregw & A2 A FACA| Ieh EATAL A AAFHAT FTET FA AT S
ST T e et At e o srar R, fXers (@) a1 Rer (semem) F e 8
eI FHTE ST 2 dre T et % waa  for wem ariaere #i1 seqd B o

7. aoft et & sy 2 i R serers i afeEsret dK o At @i
¥ form dsrfae / overor ST At @R F o weed ) ot F T g RenfAan w1 aedt @ gre
Exd

8. 3o afafaat ¥ qorgfE ¥ foro sreger ol w0 & F9 2 wgET IUCRAT ZH

9. R F 7 7F WE § FH G FH OF 5% er Ao A1 gEAr asfy @@ tat w1 age &
TfcaTfere 1 ST SR AT @R F Al wETT dow & SRt a2 W 2 S, TEA 7g gt

21T f wreft seaTat ow v AT # frEe Gt s ST £ 32 steger i sgafa & sraegwr
TR T TS o T #1 \et oty frfird e e s § i dee o i # & Ry o 2

Page 3 of 8 , &\é\%
N



10, raterT smer BATH 14.09.2021 3T 30.11.2021 ¥ q5d ST I THIATC F ATHL T8
ﬁ@ﬁmaﬁﬁﬁwmﬁmaﬁsﬁﬁﬁmﬁﬁm%mstos.zozzw
wﬁmmnmwaﬁm%mmﬁwaﬁamﬁﬁsﬁﬁmml

11, Pt oft g, srewan ¥ wrwar &, waf¥eg & o avet A% sl qwe a1 A% o 1w
RorrerT TET Toorg ALY AT AT 2, SHHT AT FETIAREF, TAAETHE F A § far s

12, FTATET AqETEA § = F o, 25000/- T F FH oA Y AT TF(Q HT TECA/TEA F
FETrT e it @i % o werra i srqHied 9T A % fore v gl e TS WIS A -
I % s P T & 1 st At A7 5 WA ol e & qerw ARy v AT W AT

2l

T8 gEw T F agared & S e sar 21 . &ﬁ?\—'
3\\0‘(1\3@\

(SITRTEAT erT) .
gorraaes s

G L

3T AT, TIAETHS

Ao (7aEd)/ (T
arsuwet / HfAmT aemgEr (FE)
F gt afrard) TAearsuEs

AW N =

st FeR e 98 T |

Page 4 of 8



TP G ST G

(A e Aot St AR, WIRE ACHT T S §6T)
National Institute of Solar Energy

(An Autonomous Institute of Ministry of New and Renewable Energy, Gouvt. of India)

TR — FEETETE I0E, T TETE, TEITH ~122003, g, sa

Gurugram-Faridabad Road, Gwal Pahari, Gurugram-122003, Haryana, India

' NISE

St A 1 | e

Via Email

No. A-11019/1/2021-NISE Date: 074.03.2022

OFFICE ORDER

Standard Operating Procedure (SOP), constitution of committees and Terms of
Reference (ToR) for the procurement - reg.

In supersession of all earlier orders in this regard, with immediate effect the
procurement procedure to be followed by NISE will be in accordance with the public
procurement manual, GFR 2017 as amended from time to time and as per procedure laid
down in this order.

1. The following Technical Evaluation cum Purchase Committees (TEPC) are constituted:

1.1. Composition of the Technical Evaluation cum Purchase Committee (TEPC) for
procurement of scientific/testing equipment, goods, services, AMC, RC and
works, etc. is as follows: -

Composition of the Technical Evaluation cum Purchase Committee

Position

(TEPC -I)

Procurement for estimated
value of item/(s) of similar
nature costing from Rs 25000/-
to Rs. 25 Lakh

(TEPC-1I)

Procurement for estimated value
of item/(s) of similar nature costing
more than Rs. 25 Lakh

Chairman

Director (Tech)

Deputy Director General

Members

Deputy Director (Tech) with
related technical background

Director (Tech)

Assistant Director (Tech) with
related technical background

Deputy Director (Tech) with

related technical background

Deputy Director (Admin)

Assistant Director (Tech) with

related technical background

Assistant Director (Admin)

Deputy Director (Admin)

External domain expert may
be co-opted as a member by
the chairman if required on
case-to-case basis.

External domain expert nominated
by Chairman.

Member
secretary

Indenter

Indenter
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1.2. Composition of the Technical Evaluation cum Purchase Committee (TEPC) for
the procurement of Non-Scientific equipment, goods, services, AMC, RC and
works, etc. is as follows: -

Composition of the Technical Evaluation cum Purchase
Committee

Position (TEPC -Ill) (TEPC- V)
Procurement for estimated | Procurement for estimated value
value of item/(s) of similar| of item/(s) of similar nature
nature costing from Rs| costing more than Rs. 25 Lakh
25000/- to Rs. 25 Lakh

Chairman Director (Admin) Deputy Director General

Members Deputy Director (Admin) Director (Admin)
Administrative Officer Deputy Director (Admin)
Assistant Director (Admin) Assistant Director (Admin)
External domain expert may | External domain expert
be co-opted as a member by | nominated by Chairman.
the chairman if required on
case-to-case basis.

Member secretary | Indenter Indenter

1.3. Terms of References (ToR) of the above said committees are as follows:

1.31. To examine the need for procurement of equipment, goods, services, AMC,
RC and works, etc. as per indent form (Annexure- I) submitted by the
Indenter.

132 To review the technical specifications of the equipment, goods, services,
AMC, RC and works, etc. and examine the suitability and necessity of the
same.

133 To check sanction of equipment, goods, services, AMC, RC and works, etc.
in the approved budget of project.

1.3.4. To check availability of funds under respective head of account for the said
equipment, goods, services, AMC, RC and works, etc.

135 To examine the draft tender document as per GFR 2017.

1.36. To regulate, recommend and decide procurement.

137. To provide recommendations for seeking administrative approval of
competent authority as per DoP by quoting relevant rule of GFR 2017.

14. Recommendations of the committee (TEPC-I, Il, Il and 1V) along with all Minute of
Meetings covering all points of TOR & SOP, Indent form, detailed specifications, draft tender
document, mode of procurement (GeM, Limited Tender, open tender,
E-tender, single tender, etc.) to be submitted to competent authority as per DoP for seeking
Administrative Approval.

1.5  In case of procurement through single tender enquiry basis, relevant certificates as
per GFR (if any), proforma invoice, draft purchase order, draft sanction order also to be
submitted to competent authority as per DoP for seeking administrative approval of
competent authority to place supply/work order and also for financial sanction through IFD.
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1.6. After approval of the above said recommendations of the committee (TEC-I, II, lll and
IV), process of procurement will be initiated by indenter.

2. After receipt of bids against Tender the respective committee as provided in the para 1.1
and para 1.2 will take following actions: -

2.1 Decision regarding extension of last date of Tender, bid validity, etc.

2.2 Opening and evaluation of technical bids and written communication with bidders if
the need arises for any clarification.

2 3 After evaluation of technical bids; opening and examination of financial bids of
technically qualified firms.

2.4 Recommending placement of work/supply order to eligible firm as per financial
evaluation of bids.

2 5 Recommendation regarding extension of validity of supply/work order/ last date of
supply of goods, services, AMC, RC and work completion, etc. against supply/work
order, if required.

2.6 Preparation of Inspection report/ completion certificate, etc. as the case may be.

3. After completion of the activities mentioned in para 2 above, recommendations of -
the committee (TEPC- |, II, lll and IV) by quoting relevant rule of GFR 2017 along with all
Minute of Meetings, bids, technical evaluation statement, financial evaluation statement,
relevant certificates as per GFR (if any), draft purchase order, recommendation regarding
returning of EMD to unsuccessful bidders and depositing of EMD/PBG of successful bidder
in the bank account of NISE, etc. to be submitted to competent authority as per DoP for
seeking approval of competent authority to place supply/work order and also for financial
sanction through Finance & Accounts division.

4. Tender register shall be maintained by IT cell for providing running Serial Number
on tenders as per financial year. Indenter to issue work order in prescribed format duly
approved by competent authority and submit a copy to IT cell for records.

B The TEPCs will devise its own methods within the ambit of the extant rules &
regulations on the subject for procurement of equipment, goods, services, AMC, RC and
works, etc. However, its functions will broadly include purchase of goods and services,
works, maintenance & repair contracts including conclusion of rate contracts. Public
procurement manual, CVC guidelines regarding public procurement and GFR 2017(as

amended from time to time) shall be followed.

6. Proposals for procurement through Local Purchase Committee (LPC) constituted
as per rule 155 of GFR 2017 will not be routed through above said TEPCs. The said
proposals will be prepared by the Indenter and to be submitted to competent authority for
seeking administrative approval and for constituting the LPC through respective reporting
officer, Finance & Accounts division, Director (Tech) or Director (Admin) as the case may
be.

7. All concerned are requested to follow these guidelines along with terms of
references strictly for the procurement of scientific/testing equipment for different
laboratories and projects and other non-scientific purchases.

8. Quorum for the above said committees will be Chairman and at least 2 members
present.
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9. TEPC will meet at least once in every Month. Notice of meeting to be circulated to
all concerned well in advance so that all proposals for procurement are received well before
the meeting this will ensure that all proposals are considered at a time. Meetings of TEPC
may be convened as and when required with the permission of the chair. All decisions to
be taken in writing and to be recorded in the minutes of meeting.

10. All previous procurement proposals which are already initiated as per old SOP
issued vide office order dated 14.09.2021 and 30.11.2021 shall be completed by
31.03.2022 as per the procedure laid down in the orders mentioned ibid. All new
procurement proposals shall be initiated as per this new order.

11, In case of any doubt, ambiguity, any procedural issue coming up in future or any
issue which is not mentioned herein; the same shall be resolved with the approval of
Director General, NISE.

12. In order to avoid post facto approval, a purchase proposal request form for seeking -
administrative approval for procurement for estimated value of item/(s) of similar nature
costing below Rs. 25,000/- is provided at Annexure-ll. All concerned are to fill up the same
and seek approval of competent authority well in advance.

This issues with the approval of Competent Authority.

(Aakanksha Sharma)
Administrative Officer

Copy to:

DG, NISE

DDG, NISE

Director (Admin)/(Tech)
IFD/Sr. Consultant (Fin).
All officers of NISE.

AW
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National Institute of Solar Energy
(a1 SR Fdioiia Sef HATeH, YR WSHR BT T W TRIF)

(An Autonomous Institute of Ministry of New & Renewable Energy, Gol)

a7 UgTSl, UM - BiareTg

3IE, UM - 122003 (@IATOM)

GmmlPahaﬁ,éurugraanaHdabad Road, Gurugram-122003 (Haryana)
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National Institute of Solar Energy
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(An Autonomous Institute of Ministry of New & Renewable Energy, Gol)
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Gwal Pahari, Gurugram-Faridabad Road, Gurugram-122003 (Haryana)
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Annexure-I|

THE MAHATMA
National Institute of Solar Energy
(T SR TRl St HATeE, HRA TSR HT TS W SRIH)
(An Autonomous Institute of Ministry of New & Renewable Energy, Gol)
aTd UgTS!, THUTH - BRIGITG J1S, T - 122003
Gwal Pahari, Gurugram-Faridabad Road, Gurugram-122003 (Haryana)

Purchase Request Form for Items Costing Above Rs. 25,000/-
From Institute (NISE) Grant / Project Grant

*kkkkkhkkikkikikx

Indenter’s Name and Designation (Regular Staff): ....... ... e,
Purchase Order Type : Normal/ Rate CONtract, €LC.. ......o.iriniiii e e
Details of Sanction letter (if applicable): ..o
Advance required (Yes/No) (If yes, attach proof of advance if provided by Firm) .........cccooeivviiiiiiiicceens
Budget Details for booking expenditure:
(€) Name OF DIVISION / PrOJECE: ... utt e e e e e
(F) BUAQEL Head: ..ot e e e e e e
(9) Sub Budget Head (if applicable): ... ... ..o

(h) Availability of funds in concerned head (Yes/NO) .....ooivviniiiiiii e,
(To be filled by Finance & Accounts division with Name & signature)

S. Complete Description with Quantity Unit Price Total Types of Items/ Purpose and full
No. Specification of Items/ (# approx.) Amount Material justification
Material (Separate Sheet may (approx.) (Consumable or
be attached if required) * Non-consumable
1.

* List of possible suppliers to be attached. # Based on estimate/quotation received from multiple firms.
Signature of Indenter with date

Signature and recommendation
of Reporting Officer/PlI
Signature and recommendation
of Director (Tech/Admin) as
the case may be

Details of Recommendations of
TEPC

Details of Approval of
Competent Authority
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Annexure-I|

AP AR FHolt S

National Institute of Solar Energy
(T 3R By Fuif HATCr, HRA TRBR BT Teh W J&I)

(An Autonomous Institute of Ministry of New & Renewable Energy, Gol)

qret

UBTSY, U - WilemEle J1s, UM - 122003 @Rarom)

Gwal Pahari, Gurugram-Faridabad Road, Gurugram-122003 (Haryana)

Purchase Proposal Request Form for Items Costing Below Rs. 25,000/-

From Institute (NISE) Grant / Project Grant

*kkkkkhkkikkikikx

Indenter’s Name and Designation (Regular Staff): ... e

Purchase Order Type : Normal/ Rate CONtract, €tC.: .........c.oieiniiiii e e

Details of Sanction letter (if applicable) a copy may be attached: ...

Advance required (Yes/No) (If yes, attach proof of advance if provided by Firm)

() Name of Division / Project: .......ouiiriii i e e

(F) BUudget Head: .. .viniieii e e e e e e e e

(9) Sub Budget Head (if applicable): .......o.virieiiii e e

(h) Availability of funds in concerned head (Yes/NO)

(To be filled by Finance & Accounts division with Name & signature)

No.

Complete Description with
Specification of Items/
Material *

Quantity

Unit Price
(# approx.)

Total
Amount

(approx.)

Types of Items/
Material
(Consumable or
Non-consumable

Purpose and full
justification

* List of possible suppliers to be attached. # Based on estimate/quotation received from multiple firms.

Signature of Indenter with date

Signature and recommendation
of Reporting Officer/PlI

of
the

Signature and recommendation

Director (Tech/Admin) as
case may be

Approval of Competent
Authority




