








Annexure-1

Proforma for Requirement Approval

1 Details of Works/Purchase
for which approval is
required

2 Full justification as to why
the purchase is considered
necessary

(Please Include the Inventory
of existing IT Equipment,
allocation & condition status)

3 Approximate Cost
4 Head to Which chargeable
5 If Purchase/Work was

made/executed in past than
rates paid and month and
year of Purchase

6 In case of works/Supply
whether any other cost will
be incurred at this
work/Supply

7 Remarks

(Signature of the Competent Authority)



Annexure-2

Estimate for the Purchase of Computers

Sl.
No.

Item Description and Model Serial No. as per
Rate Contract

Rate(as per latest Rate
Contract)

Qty Amount(Rs)

1

Grand Total

Prepared by Recommended by Checked by Approved by








