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It is circulated for information of all officials of the Bureau that Executive

Committee, in its 137t meeting held on 05 April 2018, has approved the Policy for
providing Laptops to the officers of the Bureau. The approved Policy is enclosed.
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POLICY FOR PROVIDING LAPTOPS TO THE OFFICERS OF THE BUREAU

GENERAL

The policy supersedes the earlier policy for providing computers/ Laptop to BIS
officers and staff that was circulated by Administration Department on 24
October 2013 vide reference no: Pur/4:1:12 (Policy).

For the purpose of this policy, laptop, tablet, notepad, ultra-book, notebook,
netbook and devices of similar categories may be considered in the same
class. They are referred to as “Laptop” in this policy. The eligible officers under
this policy of the Bureau may be provided with light weight laptop, including
software and all its accessories, within the monetary ceiling.

ELIGIBILITY

All regular Group-A officers of the Bureau are eligible to get the laptop issued
in their name for discharge of official work during meetings, presentations,
seminars, tours, holidays, closed days. However, the laptop can also be given
to any junior officer on the basis of justification according to the functional
requirements with approval of DG-BIS.

The laptops shall be provided to the eligible officers against their requisition in
the enclosed proforma (Annexure-1). The officer, to whom the laptop will be
provided, must carry the same with him for discharge of official work during
field duty, meetings, presentations, seminars, tours, holidays, closed days.

The eligible officers of the Bureau can receive the laptop and keep the same
permanently as per the terms and conditions mentioned hereunder:

i) The cost of device including Standard software shall not exceed
Rs.80,000=00. Standard Software means any software (Operating System,
Antivirus Software or MS-Office etc.) that is essential for the running of
device towards discharge of official functions/ duties.

i) The officer who is given the device, shall be personally responsible for
its safety and security as well as security of data/information, though the
device shall continue to remain the Bureau’s property. In case of its loss,
cost will be recovered from the officer based on the book value of the
device. Since, the officer has to carry the laptop with him for inspection
and performing their field duty, therefore, the Bureau will get the device
insured at the office expense.
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iii) Only one device may be issued to an entitled officer. The officer shall
retain the device permanently after five years of usages.

iv) For the purpose of calculation of the book value, a depreciation of 25%
per year, on straight line method, be adopted.

V) No new device may be sanctioned to an officer, who has already been
allotted a device by the Bureau, up to five years or till the fitness of such
device is certified by the authorized service centre of the OEM or by the
vendor providing AMC services for such devices to the Bureau,
whichever is later. No proposal of replacement will be, however,
considered during the manufacturer’s warranty period. Upon the transfer
of the officer to another station, he will carry the device with him to his
new place of posting under intimation to Administration Department, BIS
HQ, New Delhi. The necessary entries shall be made in the stock
register maintained centrally by Administration Department.

vi) Upon resignation, superannuation or quitting the service due to any
other reason, before the completion of five years from the date of issue
of the device, the officer has to make the payment as per the book value
of the device on the date of resignation, superannuation or quitting the
service due to any other reason after the depreciation on straight line
method at the rate of 25% per year.

vii)  The condemnation and disposal of the device would not be required unless
the device is returned by the officer due to his resignation, superannuation
or quitting the service due to any other reason, before the completion of
five years from the date of issue of the device. However, the disposal
of the gadgets may be as per extant norms prescribed for e-waste

disposal.
PROCUREMENT, REPAIRS & MAINTENANCE

The total cost of a laptop and licenced standard software alongwith all
accessories i.e., the operating system, office suite, PDF reader and antivirus,
procured under this policy shall not exceed Rs.80,000=00, the limit specified
by Government of India. If the cost of the laptop including standard software
and accessories exceeds Rs. 80,000/-, the excess amount is to be borne by

the officer concerned.

Purchase procedure prescribed under GFRs/CVC guidelines may be followed.
Laptops having a warranty period of three years or more, should preferably be
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procured. No proposal of replacement will be considered during the
manufacturer’s warranty period.

The Bureau shall undertake repair & maintenance of the equipment through
its original manufacture or the authorized service centre of the OEM during its
warranty period. After warranty period, the device will be kept under Annual
Maintenance Contract (AMC) through the OEM or its authorized service centre
or through a reputed vendor providing maintenance services under AMC.

The repair charges in the fourth or subsequent years shall not exceed 25% of
the original cost of the equipment, on the date of repair. In case, the repair
charges in the fourth or subsequent years exceed 25% of the original cost of
the equipment, the device may be treated as Unfit for use. Such devices shall
be disposed of as per extant norms prescribed for e-waste disposal.

The safety and security of the device as well as security of data/information,
implying careful handling, protection from damage & theft etc. shall be the
personal responsibility of the officer in whose name the device has been
issued, though the device shall continue to remain the Bureau’s property. In
case of its damage or loss, the cost will be recovered from the officer based
on the book value of the device.

ACCOUNTING, CONDEMNATION & DISPOSAL

Accounting, stock entry and the disposal of the laptops shall be done centrally
at Head office (Administration Department).

For the purpose of calculation of the book value, a depreciation of 25% per
year, on straight line method, be adopted.

The officer can retain the device after five years. An officer leaving the
organization on resignation, superannuation or quitting the service due to any
other reason, before the completion of five years from the date of issue of the
device, can retain the device after making the payment as per the book value
of the device on the date of resignation, superannuation or quitting the service
due to any other reason.
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Annexure-|
BUREAU OF INDIAN STANDARDS
REQUISITION FOR LAPTOP

Sl.No: Particulars/ Information Information provided
required
EMPLOYEE No:
NAME
DESIGNATION
DEPARTMENT
PLACE OF POSTING
E-MAIL ADDRESS
MOBILE No:
TELEPHONE No:

O NO |0 WIN =

(i) | have read and understood the terms and conditions for issue of laptop to the officials by
the Bureau.

(i) 1 have also understood the policy for providing the laptops to the officers of the Bureau
that has been circulated by Administration Department vide Reference No:
ADMN/Pur/4:1:12 (Policy) dated 24 April 2018.

(iii) I accept the terms and conditions for issue of laptop to the officials by the Bureau. | request
for providing a laptop for official work during meetings, presentations, seminars, tours,
holidays, closed days.

OR
| request for providing a laptop as the earlier laptop issued to me bearing serial no:
, Model No: and Make , on
has already completed five years and certificate of unfit for use is attached.

(Signature of the officer)
Date:

Departmental Head
Director (Admn)

FOR USE IN THE ADMINISTRATION DEPARTMENT
(BIS STORE)
DESCRIPTION OF THE LAPTOP ISSUED TO SHRI

Make
Model

Serial Number
Entered at serial no: Page No: of Stock Register of LAPTOPS

= LR =

Dealing Assistant Section Officer (Store)




RECEIPT

Received one laptop of Make Model Serial No

on (date) from Bureau of Indian Standards, New Delhi.

(Signature of the officer)
Name:
Designation
Employee No
Department
Place of Posting

Departmental Head

Director (Admn)

TERMS AND CONDITIONS FOR ISSUE OF LAPTOP

Cost of the device, including standard software and accessories, should not exceed Rs.
80,000/-, if the cost of the laptop including standard software and accessories exceeds Rs.
80,000/-, the excess amount is to be borne by the officer concerned.

The officer who is given the device, shall be personally responsible for its safety and security
as well as security of data/information, though the device shall continue to remain the Bureau'’s
property. In case of its loss, cost will be recovered from the officer based on the book value of
the device. Since, the officer has to carry the laptop with him for inspection and performing
their field duty, therefore, the Bureau will get the device insured at the office expense.

Only one device may be issued to an entitled officer. The officer shall retain the device
permanently after its life span of 5 years.

For the purpose of calculation of the book value, a depreciation of 25% per year, on straight
line method, be adopted.

No new device may be sanctioned to an officer, who has already been allotted a device by the
Bureau, up to five years or till the fitness of such device is certified by the authorized service
centre of the OEM or by the vendor providing AMC services for such devices to the Bureau,
whichever is later. No proposal of replacement will be, however, considered during the
manufacturer’'s warranty period. Upon the transfer of the officer to another station, he will carry
the device with him to his new place of posting under intimation to Administration Department,
BIS HQ, New Delhi. The necessary entries shall be made in the stock register maintained
centrally at Head office (Administration Department).

Upon resignation, superannuation or quitting the service due to any other reason, before the
completion of five years from the date of issue of the device, the officer has to make the
payment as per the book value of the device on the date of resignation, superannuation or
quitting the service due to any other reason after the depreciation on straight line method at
the rate of 25% per year.

Disposal of the gadgets, if any, may be as per extant norms prescribed for e-waste disposal.
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