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THUS NTIHAC FOUNNATION
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Registered office: c3i Building, il'l'Kanpur Kalyanpur Kanpur tIp z0B0t6
Email rd- nranindr.a&)cse.iitk.ac.in

Purchase Fnliry sr IHUB NTrfiA( Fnundation as approved through
circulatlCIn on dated Sth Dec 2020 and taken on nots by the Bsard in its
Board meeting dated 28il'fune z0z1 is annexed herewith.
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I
l. Ilefinitions-

A.

b.
c.

d.

"Hsfrrd" m*atls th* Ilerard *f Llir**:turs of the C*mpxny"
"Conrp*ny" shall nleAn it-tUB NTIHAC fOUNDATION.
Praject ilirecteir msans sirsct*r *f th* {nnlpuny ;ls Hx-offici*- project
Sirector, TIH, liT Kanpur..
"Goods" shall nrean goods [(not linritecl to) all articles, materiai, commoclity,
furnifure, fixtures, r*w, m!rt*rials, sparrs. instrunlerrts, machinury, uquipment
*tc.l xnd/*r services {husin*ss services like accaunting, au*liting, cleaninf;,
b*nkin g, ronsultin g, edu cation, insurance, tra nspo rtation etr.J"

"FtllJNnATI$N" sh;rl i m*irn I H U$ ${TIHAC Fil U N UA,il$N "

f" "Pnlict''shall n:rean the Fr,lrch*se F*Iicy *f the C*rnpany,

g' the "Purchase Committse" shall mean the Purchase Comnrittee of the
Company, compri.sing of the menrbers, preferably _

Fraject Direct*r
chief f,xncutive officer ["fno"J nl'thn (ompany, if appointed in the
C*mpany.
chisf 0pernting officer {"(os"J uf the c*mpanp if appr:inted in rhe
Company.

iv" Any external meniher as may tr* app*inted by project Dirertor{s).

The Meetings nr' tlre purchase committee shall have a quorum of at least 3
(three) nrembers wher*in presence of the {:li$, cOo or the profect
Director(s) either physically or electronically shall he necessarily required,

"Purchases" shall $ls*n purchasing of Cuods.
"ly'endor" shall mean the supplier of the 0oods.

2. Background

e.

The.overall purpose of the Policy is to ensuro that toifupany gets the highe*t
quality of desired Goods a[ rhe besr price possible. Fur$rer, tiJpolirv iu *il;J
for streamlining the prncess of purchaulng of the c#oos.whire *ri*ri"irg

Til.



aclequat* (sntrsl$,'l'hese purrh*se praoedures ilpply to all staff involved inth*
purchase p-l'o€es-s. This policy provi<les a proces.s that includes not only the
*rdering ofSn$ds and ths r*ceipt of ordered prmducts but extends to invoire
proccssing and payment.

3. Financial and San*ticning Pnwers *

Thc fr:llnlving tahle gives thn finanrix! linrits up to wirich the copcerned person

lrt authsriry to approve purchasus within the allocated budget of the
departntent/project. Such a perspn shall be referred to as the Competelt Financial
Authmrity [CFA],

Purchase Limit (Rs.) Competent
Aulho-qity
CSil and C0{)Uptu Rs.S Lakh

j Above fts"5 Lakhs Purch;lse Cpmmittee

Approvals/Recommendati*ns *f the tornpet*nt Fimancial Authority shall be
r:btainecl in rvriting thrcugh e mail/letter/notefiles.

The above lirnits apply to indigonnus purchase *s well as import. For the
qurposfls nf imports the Indian Rupee equivalent of the foreign currency on
thc date nf sanction should be c*nsidered.

Th* C*nrpany shall suhmit it$ h;)lf yearly rep*rt, frrr rhe Furch*ses made by
15th at tlre end of every 6 months, to the Chairman of the Soard of Directors.
either electronically or physically, hrwev*r, any delay in thr submission of the
afaresuid half yearly report may be relaxsd Ly tXe Chairman on sufficient
grnunds. A financiatr yexr in lhis clauxs shall bq consiriered from l"st April to
3J.st March.

4. Purchase Procedure

The f,ompany shall follon, the Prucess af purchasing Cnods and selection of
vendor(sJ ff$ per the praceclure f"purchase procedure") appended in
Annexure-1 to this Policy"

5. Separation of the duties

'l"here shallbe propsr s*paration of the duties hrtween: .:

a) "l'he pers*rn who nrdens a particular pur.chase from a vendor.
*
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ft) Th* persr::: who iatisfies that the fioucls
satisf*ct*ry.
The plersr:n wh* ur:cepts gonds into store.
The pet's*rr rvho authorizcs paymcnt.

suppli.ed are

c)
ft)

6, Purchnse Requisltion S*rnr

Each purchass shall be initiat*d l:y Furchase Requisi$sn F*rnr["PRF"] on a
prescribed format, showing d*t*iled sj:ecificuti*ns and requirements fLr the itern(sJ
b*ing requesteri.

The PRF rryill shsw the lbllorvingr
i) ltems requireri.
ii) Quanriri*s,
iii) $elivery r.lates a*tl locations.
iv) ilescripti*n ancl sp*cificatisn of th* product. if necessa ry.
v) Wh*ther purelras* is within APPlbudget or emergency or r.rnplannecl.
vi) Signature of the preparing pers$n.
vii) Nanre a,ci signature of the person who l'ras liled the pRF.
viii) Approval hcnr the CH$l nSO/ prniecr Directnr(s'i

Ali PRIrs mu$r hs signed. Ttre person filling the PRF should ensure that tl"re item[s] ar*
within the Budget of rhe Funding Progranr or shuuld senk *uthnrlty to purchas* as
psr the Purchaee Policy. Any persons *lesigurted to authnrize rnquisitions in acting
capacity shall hav* the authnrity given in writing cle*rly sLrting the perioi
auih*rieed. The Cnrnpany sh;*li *,r*urJthrt ail thn pu,,.jiru*uu -ri- ;i;i;;ihe approved
Hudget.

7, Category of Vendors, Registration & Blacklisting

vendor Registration- *{}l the vendors must }:e register.eri r,,r,ith the
company, through a prescribed f'orrnat, conrprising nf the necessary
infornr;llir:r [e.g. T]N lr{o. P*n Nn, fiS"flN No etc.J

Blarklisting - [$luck-listing of vendnvs (ail he done on r]re
re(CImmfrndati*ns of the CEO/CilOlPr-o.|ecr Sirr*or[s), Th* CE0, C0CI,
or tho Prnject llirecton(s) m*y eith*r through e mnil or all-y nther
cnmmunjcatior: ch*nnel inslrucf the Finanss team cf the conrpany tn
addfrernnve tlrs nxme nf any Vsndnr in the Blacklisttng data.
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Purchase Orders and Agreements with th0 Vendors

Up*n sele*tinn of a vendoras per the purchase procerlur*, in tl.re interest *f ensuring
qualitS reliability and tjmelirlsss, ;t legally binding flontrart or lt,CIrk nrclur in the iorrrr
of a ptlrchaser order should he drawn-up fnr the fioocts in question an* sgneO Uy
hoth thc parties prior to procurement. Deiailed;p-;i;;;"ns such as quantities, unit
pricus, delivery deadlines, Iocatiotts, and paymeni scheduhs shilll be specified in such
contracts.
]"her$ shnukl he a suitablu prervisir:n in lhe term$ & cr:ndjtiCIns *f the cn*t'ar:t f*r
claiming liquidated damages of apprnpriate amount t'rom tlte supplier io,*[" ;;;;;f
delays in supplies.and p*rf*rn'ranse, for which the supplic, i, ,**porrrl;i-.1;;i;
rerovery rhr*ugh liquir{at*d darnages sh*uld be wjthuur pre;ucliie ro tii* pther
renredies to the purclr*ser undel the terrms of the contract.
The requir*meltt of executing the purchase orcler and the contract as specified in thisclilus* rnny Lrn relax*ii by the Fr*j**t lJir**r:rr[s] wherc fhc fii:ocis are being
purchaseti fir:m the online procurement sittls such Amazon, Flipkar.t etc subjeit to thc
provisi*ns slf the Pulcl:ase procsdure.

--
-
I

L Certifying Deliv*ry of Goods and S*rvices

The Pers*n making the rcquisition shall ensure that

i.
It.

IIT"

iv.

Y.

VI,

C*rrecf quantity h*s h*en received and sipred.
'I:he quality and prica nf fioods is as agreed and $aods are checked
against conrl'acts, lvayhills, i,r,oices, or cleliverv nfltes.
Any riifferellccs hetween the cl*cunrents exeluted *nd the physical
checks should be notcd and reporrecl to the cEo, coO, or the p;"i;;;
Director(s].
Person inspecting the coods will sign and mention his nanre, dates etc.
with his insl:ection remarks ("lnspection Rexrarks,,].
Certification r*murks sh;rll he pr*perly rer:oreled.
goods are properly slored.

10.Pnym*nt Frocessing

Once the deliv*ry of the fiaocis ars pl:CIpsrl), certified and if th* inspertion remarks
are pnsitive a F*yrnent for Purchase of Goods and Services ltnC$,,) shall beprepared by rhe Administration team a*ri will h* for"wxrded ru th* Fi;;;;;'iram, The
Finance [{ead willprop*rly inspect th* PPGS nnd rhe ru*p*riion-ffi;;; rhereafrer
rvill approve the satne h*sed its positive observationsl, The ppCS o5ign*; un;
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Iapprovsci hy the Ff nnnce I'{*acr sirail be trren subm;rted tr: the f,f;0, {00, or the prniectIlire(tsr[sJ n'lio shall, ba.sntJ on rl"rei.positive observat,on, sisn e nd approve the sar*e.once rhe pps$ is apprnv*d hy rl're tr*, cn* 
"-; ld"i,;;;cr tr)ire$or{sJ, the financ*re&rn. *fter deducting ne*ess*]y &lx*$ its p*r tl:e Inrlinn L*ruu, shall issue th* rh*qu*.lo thu vendur has*d oru rhe *r.nuot **r*irs s.unmi;;$t*/hor. I..rnwever in **se *fthe Gr:ods are l:eing purchas*ct rtom it** *niine proou,"J**,.,t sites, tlre paynrerlt$ mi{y

[-"X'Jo- 
in advancJ;h'"*s];;;;-*-*i--l-ing tacility sr aily *rher identira] er*rtrunic

Purchases under petg cash rnust not rxceed
tne tncome Tax rtct as amended from tinie to

the maxin:um ornount as presrrihed hy
time.

1 1. Mainten{rn{e of Recprd

m l:fitiiyJ,ll,J ii ii:?J ii J;H :ff1"1,;ffi 
h u se s i * rhe As s e r Resis re r. ni, ch e n rry

a' 
Ifii}:i,9-il'der 

number, datn and name of ttre perlion sisnirrg rh* purchas*

I:::11_:*quisirion a;rprovaI dare and sisniing authority,brief spncifiE*ti*n *:f thi'itern,
date *f enrry in th* Asset nesisrer.,
name r:f the program or pro,gici. '

The cornpany shall maintain sepilrate register for corrsunrable Items anti Fixecl As.setseither phl,sically or electronicaity.

12' Records of donations and sampres received by the company

The con*erued,pr*granr I{ead [sJ /Fnr"tfcli"'L lvrrLEr rrsu r I uH'r arn fleacltsJ/Portt3li-o Managerfs) shall be required to maintainthe-inventory/details of sucli'ir--ivsifts/sampres in their r,\un rarnrrre --r ^/samples in thei:::tf :::: .1: 
**u un*.i 

-",-'i 
_ 
"iff 

;"{;T#Ti_ lfi.f :';d 
-X: 

i:Ti*;_:*" :n 
" 

p u.t * *i;; ; r'h ;'i; ;ffi; ;, -;l - x, fi lx Ji jr:- il illTi- ffl, -Xfi - ff f*ilffiffi;
13.Write of[ Cmndrrnnntion and l]ispos*l

H-;:Xnlx'J:Il::*fl:l:i.?yjur:av i:e written orras per rhe provisions or
fwhite fi,irro.r.^ r*^!ylr* ,reqarin-S 

the Financial Statement) inO f*o**lfwhile fi uins rhe rncome r,l ;1ilf;ilffi;,ilriff;ilmi !

b.
f,.

d.
e,

'l'ax Act

$
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l4.Arnendnrent in the policy 
:

The company, through a Board Meeting [physicar or circuration], wherein thequorum of any Ex-ofticio director iny viriuJir?ilr.'p*ririon in ll't KanpurJ of rhe
:if;i:,|Lfll be nrandatbrilv required, .*u ,**nJ, ria o. rnoduy any piovision (s)

15. CCInflict of Interest

Purchase staff *nd all merxhers *f rire Furchase c$$lnlittes rvill he required to sign a'conflirt nf interest' r{ncuntent stating thilt th;;;iil'il purchaso gonds 
'r seryicesfr*m a cCImpany they have * u**i*Jinterest. 
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IHUB NTIHAC FOUNDATION
CIN IJ853OOUP?O?ON PLl 34I 33Rosisrsrert orfice: c3iBuirJffiiir K;;il; d;;il Kanpur up ?0s016

Preqmhle

THIS O*IUMNNT }$ A $I"IFPI,SMHNTARY N$CLrMINT Or" TIIE PU&CilA$E POLiCY Or IHUSNTIHA( FotiI{'ATIoN [tlre "coMpA]'JY"). T]mis* *u]Dxr"rN*s [xptAJN rirg- pnorf;ss nF
IIffi ilfi 'J.:orFFr 

R HNT' Go* ns e * n/o n s s-;i;;, * ;ilffi ;##;, oiiro,* on oi* un

lr*ii.
] HXCS,_ 

v r\s,,, 
i :::: rnctuding taxes r:n each occasion rr:ay bey*f: direcrly ft"om the rnarkel withoui
invitiug quotations or bid.s with the approval
of the com$e,ronr aurhority md rropriil;;
as per the following rnrnn*,

l, Purchase Requisition Form [pRF] sh*ll
be praperly filed and submiit*U. ' 

- '-'

Ilr'*per sp*rifieations of the requiretl
gnadslservices and all the .*i*"unt
infurmailon mentioned iu ttr*
Purchase Requisition Form shall be
verified.

ii,

iii. Plr*hasc It*quisition F,ornr shall be

tv.

v,

sub.mitted with the ilornpetent
authority far its approval,
Ttre Competent aurhority shall rnake
all thr relevant market .****rrn un*
due diligence on the cost of the Goo,t,
before going ahead with the pu..frrru.
The appropriate authoriry ri,if i .".ri?'y
anel record his/her:statsm*nr o* uu*i,

)

rrrd 
. 
fisl'e jlren purrftcsmf io* u

Fx"rfha*q p{t}spdilre

n ress*n*$Jr



PIIRCHA$H OT

soonsl$xRvtflEs AHovH
R$. $ IAHHS (BYTHI

i PURIHASE C0HMITTHH
SASEN Oil T}IH
QI]OTATION$ ANn
T[NnSHtNfi pROCXSS.]

vi, Thn Purchase rnquisition shall he then
linally approved by the Proiect
I)irector.

The dentancl for Goocts shall not be divided
into srr:all quantities t* n:nk* piece meal
purchases ter avnid th* neccssity r:rf initiating
tender process and mbraining tir* sanction of
high*r authority required with reference to
th* nstimated value of rh* total demand.

Pxrchasa of Soads abov* Rs. 5 {five} lakhs on
'each oecasion fiIay be madc 0n the
r&csmffiendafions *f the Purchase Committee.
The notice inviting sealed tenders/quotations
along with the specifications should be

upl*adetl an the Company's we***ite with a
minimum duration af 1.0 days for submitting
the quotes. The Purchase committee may opt
either for the single bidding (submission of
price and technical birt together) or two
birtding (submission *f technical nnd price bid
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