
ANNEXURE-I

Proforma for Sending Demand for the Purchase of Items to Store Purchase Organization
	S. No.
	Subject
	

	 1.
	Name of the Office 
	 

	2.
	Date of receipt of funds
	

	3.
	Date of submission of proposal for financial sanction
	

	4.
	Date of receipt of financial sanction
	

	 5.
	Name of the item required to be purchased 
	

	6.
	a.   Quantity required.
	

	
	 b.  Balance in hand.
	

	
	c.   Justification for increase.
	

	 7. 
	Approximate cost per unit. 
	

	 8.
	Detailed specifications. 
	

	 9.
	Preference for any particular make/brand if any, along with reasons.
	

	 10.
	Is the Item in use in other Dept./Office of the LUVAS and if so, what is the performance of the item?
	

	 11.
	Name and address of the reputed manufacturers/ authorized stockists/dealers of the item, if known. 
	

	 12.
	Date by which the Dept./Office would want the items. 
	

	13
	It is certified that the funds are available in the budget of the Dept. for the year 
--------and sanction has been obtained  to meet the expenditure on purchase of the items(s) and the copy of the financial sanction enclosed
	


Head of the Department 
Endst. No. _________________________     
Dated:  ___________ 

Forwarded to the Store Purchase Officer, LUVAS, Hisar for placing orders of the items given in the above proforma. 

Head of the Department














