
No. 8-13/2013-14/IT-III 

Government of India 

Ministry of Communications and IT 

Department of Telecommunications 

Sanchar Bhawan, 20, Ashok Road 

New Delhi-110 001 

 

New Delhi, Dated the 20
th
 August, 2015 

 

Subject: Purchase of Note Book/ Laptop etc. revised guidelines 

 

 

Kindly find enclosed herewith a copy of the Office Memorandum No. 8(25)/2012-

EII(A) dated 19
th
 September, 2014 issued by Department of Expenditure, Ministry of Finance 

regarding purchase of Note Book/Laptop.  

 

2. All the eligible officers of DoT HQ are required to submit the “Requisition for 

Laptop” to IT wing in the enclosed proforma. 

 

3. Requisitions received till 11
th
 September’ 2015 shall be considered in the first batch 

of procurement of Laptop.  

 

4. This is issued with the approval of DDG(IT). 

 

Enclosure: As above 

 

(Vinai Kumar Kanaujia) 

Director (IT) 

To, 

 

1) PS to MOC&IT 

2) PPS to Secretary (T) 

3) PPS to Member(S), Member (T), Member (F) 

4) PPS to Additional Secretary(T), Administrator, USOF 

5) Advisor(O), Advisor(T), Advisor(F) 

6) All Sr. DDG & equivalent level officers, DoT HQ  

7) CVO, DoT HQ 

8) All DDG, JS & equivalent level officers, DoT HQ 

9) All Director, DS & equivalent level officers, DoT HQ  

 

Copy to: 

Sr. Technical Director & Principal System Analyst, DOT-NIC 



 



Government of India 

Ministry of Communications and IT 

Department of Telecommunications 

 

Requisition for Laptop 

[For Deputy Secretary/ Equivalent and above level Officer only] 

 

It is to mention that the undersigned is posted in DoT HQ, New Delhi as per 

following details:            

 

Name  

Designation  

Employee Code/ Employee 

No. (as mentioned in pay-

slip) 

 

Office Address   

Phone (office)  

Mobile No.  

E-Mail [@gov.in or @nic.in]  

 

2. Kindly arrange to issue a Laptop to undersigned for discharge of official work, in 

terms of Office Memorandum No. 8(25)/2012-EII(A) dated 19
th
 September, 2014 issued by 

Department of Expenditure, Ministry of Finance, as per following: 

 

a) It is certified that, at present, no laptop of “Government of India” is in possession 

of undersigned.  

or 

b) The laptop having Model No……….…………. and Serial 

No…………..……..of…….…..…… make, which was issued to me by the 

department, has already completed four years and I want to retain the same by 

paying 10% of the Original Cost. 

or 

c) The laptop having Model No……….…………. and Serial 

No…………..……..of…….…..…… make, which was issued to me by the 

department, has already completed four years and necessary certificate from NIC 

is enclosed. 

 

Note: Strike out the clauses which are not applicable. 

 

 

Signature with date  

ADET (IT-I) 

 


