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To
l. All LIC/CFls under PSTCI,
2. All Dy. CFls/SFls under PSTCL
3. Chief Financial Olilccr. PSI'CL
,{. F'inancial Advisor. PSTCL
5. All Addl. SEs/Sr. XFINs/DI,. CAOs under PSTCI,

Mcn'to No.: 3Ot\()31L' l1'-1092

Suh.jcct: Compuler Nornrs and Guidelincs.

F.ndst. No. 3\3*o 3\? /tT-1092

l. Sr. PS to CMD, PS-fCl-. Patiala
2. Sr.PS to Director/F&C. PSl'C1.. Patiala
3. PS to.Director/Adrnin., PS'l'CL. Patiala
1. PS to [)rrcctor/'lechnical. PSI-C1.. Patiala
5. Corrpany Secretary^ PS'[CL. Patiala

r)ateit: 2rlS\2att

'[hc comrrittcc o1' []oarcl ol Dircctors. PST(ll. tn its 49' nrccting hclcl on

21.01.2018 whilc consiciering CI1/tllS&D Al{encla No. lliClF/lllS&D datccl l-s.0.s.2018

rcgarding Cornputer Norn-ts and Cluidelines has dccided that the revised (-'ontl-rutcr Nonns aud

CLridclincs as placcd al Anncxurc-1, shall bc applicablc lor all PSl'CI- olflccs lol cntitlcnrclrt
ol'CompLrtcr ltcms and otlrcr grridclincs.

. 'f hese guiclelincs shall supcrscclc Cirrulttt' lVo. ,16/PSTCl./2010, lutt,d 16. I 2.)010
"Contputer llttt'nt.s qnd l7'Guidelines /itr PSTCI, offices".

"l'hc abovc gLriclclincs arc also alailablc'r"rndcr Ol'flcc Ordcrs ancl ['ircLrlars o1'[']'

scction on ofllciaI rvcbsitc o1'PSTCII., i,c., wrvu,.pstcl.olg.

I ) .1 ..1t ..1 hort

PSTCl.. Patiala

f)alcd:.

Dv. C"icncral Nlanage r/l-l
PS'l'C1., ['atial:t

J" ., l*t 
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Annex urc-l

A: Entitlement o(ComPuter ltcms
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# I'ablets shall be adnrissible to Sr. No. I only (optional' in the place of L'aptop)

* Con.tttretlr per oflice pcr caclre'

abovc tablc. any rclaxatiot-t in regard ttl tlte l'aptop or Mttltititttctton

be allowccl rvith thc approval of thc dcsignatcd ('otnnltttcc of

Director/F&C, i)irectoriAihnin and Director'/'[echnicaI'

Any rclaxarion in rcgard to thc Dcsktop/l-ascr Pritrtcr shall bc allowcd r'r,,rth thc

approvalol-the.onc",oedDirector"IloweverScanncrcanbeprovidedrviththe
apSrroval of llOD to olficc as a rvhoie whcre MF'F has not bcen-jssued'

E,ach t-aptop/Desktop user is cntitlccl to purchasc one no. USil I',en Dnvc 1up to lls"

500/-)irrespectiveofstoragecapacitywiththeapprovalolnexthrglrerautlrorrty.

Folicv negardine Laptops/Tablets for EtCICE/Equivalcnt and abovc

All officers at thc level ol CMD, Dircctors. IllC/C11 ancl cquivalcnt may bc givcn thc

option to choose a [.aptop as per tlte nlaxitrunr iirnit of Rs' 75'000i- (Seventy Five

Thottsand only) including all taxcs'

The procurelrcnt must be macle by the olflcer conccmccl ciirectly liorn the original

trquipment Manufhcturcr (OI:'M) or their itLtthorized dcalcrs'

I-aptops shall hc boirght with tl-rrcc ycars colllprchcnsivc warranty"
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4. I-aptol; purchased lttust Iner:t thc lrrirrintulrr.specification as notilied by the ofllce of'
DCM I l' tr-onr rinrc to tinrc.
'l'he ofllccr can procLlre tlre t.aptop costillg any anlount higher or lesser than tlrc
sallctiollcd Iinlit" IIowcvcr. cortccrtrcd ol'llccr shall bcar thc adclitional cost over ancl
abovc the sanctioned lirnit, if arry.
'l'hc ofliccr shall bc pcrsotrally rcsponsiblc lor thc Laptop issLrcd to him for rts
ittaintctlance. salety, data stclred, rirus atlacks, hacking issues, cyber security issues or
altv Icgal issttcs arisitts or.lt rr.f'piratccl soltr.,narc. copyright law ctc clr-rnng its lifctiure.
PS'l'('i- s.hall rtot bc rcsponsib)c l'or any suclt ntattet^s, ar)s)ng out. during thc- use oj
[,aptop.

Ofllcer sirall bc rcsponsiblc to takc appropriatc insurancc policy for thc Laptop for 3

years. -l he cost of insurance and comprehensive warranty shall be includecl i6 the
ovcrall limit of cost. Cost of l-aptop fbr thc pllrposc of insurancc shall bc base price ol
the Iaptop irrclLrdrng preloaded OS. Any additional software like of}'ice suire, anti-virus
ctc. shallbc cxcludcd lionr the cost of Laptop fbr the purposc olinsurancc.
I'here shall bc no provisiorr of any clairn regarding write-olT of i-aptop on account ol
any loss/ darnage to Laptop.

I{c-imburscttlcnt to thc olllccr shall bc rladc by I1'wing aficr submission ol. invoiccs &
specitication docunrent.

10. Al'tcr cottiplctiott ol'thrcc years ol usagc o{'Laptop. olficcr can anytinrc pay its rc.siclual
viiiLre as pcr deprccialion tablc (l'able No. 2) to take tlte ownership ot'thc sarne an6 may
cxcrcisc his/hcr option lbr a licsh l_aptop as pcr thc policy.

I l. In case of'the transt'er ol'an ofliccr liom PS'I'Ct- to any other organization (including
I'}SPCI-) ancl the of'flcer is already equipped with L-aptop. rhe ol'flcer shall have the
optlon to bLry back or sr.rrrender the laptop.

8.
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The l,aptops tbr all ofllcers
by the olTicc of DGM/l'f .

except "C" above, shall continue to be procured centrally

2. J'he olllcer shall be personally responsible for the Laptop issued to hin-r fbr its
tltaintcllattcc. sal'ety, data stored, virus attacl<s, hacking issues. cyber security issues or
any Icgal issires arising out ol piratcd sol'tware , copyright law ctc. cluring its lifetirne.
PS'I'Ct- shall not be responsiblc lbr any such nratters. arising oul.. cluring the use of
I-aptop.

3. 'fhere shall be no provision of any clairn regarding writc-oll'of'
any loss/ dantagc to [-aptop.

'1. In case ol'pronrotion oi'an ofllccr. the olllccr shalr continue lcl

the laptop has rrot corn;lletcd lil'e span ol'Iivc years.

-5. l'hc ofllccrs, who arc alicady issr-rcd a Desktop/Laptop, shall not bc cntitlcd fbr ncw
laptop until the expiry of lif'e span ol'already issued desktop.'l"he lif'e span of Laptop
shall bc considcred 5 ycars.

F): General Glidelines:
l" ProPer handlirrg/r"rpkecp oi'all the computer itenrs and clata security shall be ensured by

the rcspectivc officcr/official. However, designated I'f office Lrnder PSJ'CL will act as a

l-aptop on account of

use the'sante laptop if



nodal agency ro ensurc proper ntaintenaltce cllin-ttrovable lT iteltrs (like CPLJ. Monitor.

Printer. UIrS, l<cyboard ancl mousc etc.). both dLlring thc warranty pcriod and bcyonel

the wamanty period" The warranty ol 5 years shali be taken f"or eacir [T iteln. if flnrls

providc.

2. The IT oftlce shall always have sulflcient stock ancl spares available at all the times to

cater to cmergcnt rcplacernents arising out ol unforcscen circlttnstances"

3. l'he user shall be respohsible to rcf rll tlre printer toner/cartridges at his/her ol'flce levcl.

4. Thc problcms rcgarding irrdcpcndcnt intcmct conncctiotts ancl tllcldcurs shall also be

handlecl by the concerned oftlce,

5. The ofticer/ln-charge hirnseltThcrsell- shall be rcspotrsible fbr any legal issries arrsiitg

6ut of piratccl softwarc, copyright larv, hacking isst-tcs ancl I'SI"Ctr,. shall havc no

responsibility of' such l.llatters whatsocvcl.

6. Anti-virus liccnsc scrviccs lor thc dcsktop collputcrs shall also bc procurcd in bullt"

centrally by the olllce otr'DGMilT. l'he rccorcl of Anti-virus licensing. Windows

liccnsing and all othcr OS and software liccnsirrg shall also bc kept ccntrally by [he

office of DGM/lT. I-his will also help to avoid overriding of onginal software with the

prratcd soltrvare.

1 " The movable trT itcms (c.g" tr-aptop, 'tr'ablet ctc.) shall be issucd by name and rccord

shall be maintained centrally in the office of DGM/lT"

8" The immovable IT items (e.g. CPU, Monitor, Printcr, UFS, Keyboard, lt4ousc c-tc^1.

shall be issued to the post/office and the officer concerned/in-chargc' shall ensure

maintcnaricc of propcr rccord/cntrics of all imnrovablc I'I itcrrs as issucd/pror"rclcd tcr

lndividLrals in respective offlce -I&P Registers. l'he eonccrned ofllcer r,r'rll

procure/rcpair keyboard. lrousc. tJPS on its on'n allcr thc cxptry (ll\\'arrallty period.

g. The laprops issuecl to the oftrccr shall relnain the property ot'PS'|CL but in posscssion

of the officer till the tinte thc of Ucer sun'ctrders the laptop.

10. Dcprcciation olall I'[ itcms shall be chargcd Qu32(',/o olthc cost pcr ycar oti stratght littc

rnethocl subjecr to the condition tirat the disposal price in any case is not lcss than l()%,

oIthc book valuc.

I l. Depreciated/Residual value of Il-

Tlble No

Year DepreciatedlResidual value

(rtt% of purchase valrte

itenrs shall be calculatccl as belorv:-

- , iqz'giq't$'TY4ry-,,- ,,,-:
I 0% of purchase value

12. To calculate rlcpreciatcd valuc lbr a part of the ycar. proportionatc dcprcciatiorl rates

shall be appiicablc.

13 l'he [-l* item issued to a specilic post or person shall he transt'crrcd to any othcr post or

person (if rcquircri). Lrnclcr intimation to thc olflcc ol DCIM/11- and ncccssary rccord-r

will be kcpt at centralized levei.

All cxisting computcr itcms in PSI"CL, officcs as issucd by crstivhilc PSF.ti or PSP('1.'

shall be treated as property o1'PSTCL. Howu-vcr. ongoing rvarrartty/AMC provisrons t-or

such itcnrs shall rctrain in forcc.

the end olyear I

ofycar 2

,At the end of year 3 & beyond
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After waranty period, up-gradatiott/replaceuteut of the Cotlputer itetrs' if required'

shall bc sLrb.ject to spcci{ic approval ot'IlOD'

Obsoleteiun-scrviceable Computer systcttlsiitenls like PC/Laptop, printers, UPS etc"

nor in working ordcr, if any shall be surveycd off by the respcctive office(s) with the

approval of lloD and shall be rctumed '"w,ithortt t,olt.te" to nearest PSTCT- S&D Store

for its firrther disposal.

ClViDiDirector/Clriel l:ngineer/CI:6/I;A can also opt l'or owtting the I'f iter-ns provided

bv IrS'l Cl. fbr thcir canrp olli'cc in thc cVcnt 0f rctire tllctrL' rcsignationi transl'cr by

ntaking payrnent of the residttal value to takc the or'vnership of the sarne'

F.ach ol'thc llOD,olflccr,in-charge shall assess the computer skills otr'otllccrsrofficials

wgrkilg u6dcr his charge and requircmcnt o{' up-gradatiol of'skills, training, ctc' shall

hc intintatcd to rlre l'l'ofIlcc. PS't'Ct- r.vhich slrall organize corllputer trainirrg progran'ls

in c.lsr-rltalcy with thc trainiug ccll fiorl timc to tirnc, bascd otr tltc abovc rcquircmcnt'

l'f rving shall tinalize minirrum technical specifications of conrputer hardware/sofiware

itcuts froru tintc to tintc so as to mect with thc basic lT support requircmcnts in PSI"Ci-

of llces.

20.'l'cchlical specilication of colltpute r harclware/softlvare requirelnent arising tbr any

specific proiccvpurpose shall bc dccidcd on case to case basis.

F. "l'he lile span ol'various itcms shall be as under:

'l'able No. 3

1T

Name of ltem

'l,il'e-spa n
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