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Guidelines/Format for request for Supplies & Equipment
	S. No
	Information to be provided
	
	

	1.
	Project identity (SO, OWER, RER, OSER, Product, Activity)
	:
	

	2.
	Allotment No. (AMS Code)
	:
	

	3.
	Date of request
	:
	

	4.
	Consignees’ complete address 

(including name of the person to be contacted, his telephone number, mobile no. if available, fax number and email address).
	:
	

	5.
	Complete description of item (if possible, name of supplier, catalogue no., etc for items like 

· software (name of supplier/platform to be used) 

· audio-visual equipment,

· public address system (preferred make/list of items needed)
· televisions (size of screen/make)

· LCD projectors (make/lumens)

· OH projectors (preferred make)

· VCD/DVDs (make)
· Kits (test and diagnostic)/regents (only in case of emergency and small quantities if available in India – name of Indian counter-parts/agents), 

· vehicles (give two options of make and model)
· 
	:
	

	6.
	Estimated cost (if available)/
	:
	

	7.
	Whether funds available?
	:
	

	8.
	Type of request : Normal/Emergency
	:
	

	9.
	Whether any training required after installation
	:
	


IMPORTANT

1. Lists, numbered serially, in order of priority and preferably typed should be submitted in originals to WHO.

2. If catalogue reference is not known, the supplier’s name and full address may be given.

3. Items from one supplier should, whenever possible, be combined together taking into consideration the order of priority for all items.

4. Please give full specifications.  If not sure, indicate intended purpose/use:

a) For spares parts, state make, model and serial number of equipment/machine for which required.  Also, WHO’s Purchase Order number, if item originally purchased by WHO;

b) For spare parts of vehicles, give make, model, year, engine and chassis number;

c) For consumables for Photocopier indicate make and model of machine;

d) For ‘video’ equipments, give system (PAL/SECAM etc.) and format (VHS etc.)

e) For electrical items, indicate electrical supply details, voltage, cycle, AC/DC, phase;

f) If equipment requested is for use with existing equipment and must be compatible, give full details of the existing equipment.  This is particularly important for video, audio-visual, EDP and laboratory items.

5. Request for books and journals to be made on the special supply request form.

6. Items not identified will be deleted.

7. Unless otherwise indicated, substitution with equivalent equipment from an alternative supplier will be effected if advantageous to the Organization.

8. In the event that funds are limited, items will be ordered upto the value of funds available and in accordance with priority listing.
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