


 
Obtain File No. from Office of the Dean (P&D) 

 
Get Administrative Approval from Head of the Department 

Check availability of equipment/product in GeM portal, 
 If product available. 

 
 

PURCHASE PROCEDURE FOR ITEM(S) COSTING UPTO RS. 1,00,000/- 
 

                                

                                                              Yes                                                               No, non-availability report (NAC) from               
                                                                                                             GeM portal shall be obtained through S&P section      

                                                                                                                                                         

Original purchase file will 
be returned to Stores and 
purchase section for record 

maintenance 

Submit the documents 
to the Bill Section for 

payment 

Certificate for bill passing (Original Cash 
Bill / Invoice) with stock entry and 

payment details to stores and Purchase 
Section for Asset Register Entry 

Mode of Purchase: GeM 
Issuance of Purchase Order through S&P section /              

Receipt of material at consignee location 

Mode of Purchase: Direct market purchase/ 
PI to issue Purchase Order as per the format/ 

 Receipt of material at consignee location 



PURCHASE PROCEDURE FOR ITEM(S) COSTING ABOVE RS.1,00,000 AND UPTO RS.10,00,000/- 

 
Install the equipment and 
process the payment with 
the following documents 

Original purchase file will be 
returned to Stores and 

purchase section for record 
maintenance 

 

Issuance of PO to the 
successful supplier  

 

Submit the documents to the 
Bill Section for payment 

Prepare comparative 
statement, Conduct Purchase 
committee meeting & record 
the recommendation Obtain 

Financial Sanction 

 

Certificate for bill passing 
(Original Cash Bill / Invoice) 

with stock entry and payment 
details to stores and 

Purchase Section for Asset 
Register Entry 

If the number of suppliers 
responded is still < 3, 

provide a certificate and 
proceed 

 
Performance Security 

(Bank Guarantee) 

Extend the due date after 
approval by HoD 

 

Obtain administrative approval, 
committee members to finalize the 
specification of the equipment and 
the suitable mode of purchase from 

Dean (P&D) / 
Dean (R&C) [for R&C purchase] / 

Registrar [for office purchase] 

Minutes of the Purchase 
Committee meeting (Technical 

Specifications) 
[Approved by Purchase Initiator, HoD, 

Assistant Registrar (S&P)/Deputy 

Registrar(S&P)] 

 
Mode of purchase: 

GeM/quotations/CPPP 

For CPPP/GeM mode: Publish the tender  
For quotations/ltq: Send the enquiries with the 

specifications approved by the purchase 

committee to the supplier/vendors 

Open the bids on the scheduled 
date if the number of suppliers 

responded is >= 3 

 

Obtain File No. from Office of the 
Dean (P&D) 



             

PURCHASE PROCEDURE FOR ITEM(S) COSTING ABOVE RS. 10,00,000 AND UPTO RS. 30,00,000/- 
 
 
 
 
 

             
           Obtain File No. from Office 
                  Of the Dean P&D 
 
 
 
 
 
 
  
 
 
  
  
 
 
 
 
 
 

 
                                                      
                                                        

 

 
                                                                                                                                              
                                                                                                                                                              
 
 
 
 
 
 

Certificate for bill passing 
(Original Cash Bill / 

Invoice) with stock entry 
and payment details to 
stores and Purchase 

Section for Asset Register 
Entry 

Receiving and install the 
equipment and process the 
payment with the following 
documents 

Minute the Purchase 
committee 

Recommendations 
and Obtain Financial 

Sanction 

 

Prepare and publish the 
tender document in the 
Central Procurement 
Portal/GeM (with the 

specifications approved by 
the purchase committee) 

 

Submit the documents to 
the Bill Section for 

payment 

Original purchase file will 
be returned to Stores and 

purchase section for 
record maintenance 

 

Prepare the Draft         
Purchase order 

(Signed by Purchase initiator, 
Department Faculty, 

Deputy Registrar (S&P) 
/ (R&C) [for R&C purchase]  

Obtain administrative approval, 
committee members to finalize 

the specification of the 
equipment and the suitable 

mode of purchase from Dean 
(P&D) and Dean (R&C) (ii) 
Dean (P&D) and Registrar 

[for office purchase] and to 
be approved by 

THE DIRECTOR 

 

Minutes of the Purchase 
Committee meeting 

(Technical Specifications) 
[Approved by Purchase 

Initiator, Department Faculty, 
HoD, Deputy Registrar (S&P)] 

 

    Mode of Purchase: 

  GeM/CPPP 

 

Open Technical Bid on the 

scheduled due date & 

intimation to PI 

 

 
Receipt of Performance 
Security (Bank 
guarantee /DD/FDR) 

 

Issuance of PO to the 
successful supplier 

Open Price bid and returns 
EMD of technically rejected 

supplier(s) 

 

Prepare technical 
comparative statement & 

record minutes of purchase 
committee meeting 



             

PURCHASE PROCEDURE FOR ITEM(S) COSTING ABOVE. 30,00,000/- 
 
 
 
 
 

             
           Obtain File No. from Office 
                  Of the Dean P&D 
 
 
 
 
 
 
  
 
 
  
  
 
 
 
 
 
 

 
                                                      
                                                        

 

 
                                                                                                                                              
                                                                                                                                                              
 
 
 
 
 
 

Receiving and install the 
equipment and process 

the payment with the 
following documents 

 

Certificate for bill passing 
(Original Cash Bill / 

Invoice) with stock entry 
and payment details to 
stores and Purchase 

Section for Asset Register 
Entry 

 

Prepare the Draft Purchase 
order 

(Signed by Purchase initiator, 
Department Faculty, 

Deputy Registrar (S&P) 
/ (R&C) [for R&C purchase]  

Obtain administrative 
approval, committee 

members to finalize the 
specification of the 

equipment and the suitable 
mode of purchase from Dean 
(P&D) and Dean (R&C) (ii) 
Dean (P&D) and Registrar 
[for office purchase] and 

approved by THE 
DIRECTOR/ BOARD OF 

GOVERNORS 

Minutes of the Purchase    
Committee meeting 

(Technical Specifications) 
[Approved by Purchase 

Initiator, Department Faculty, 
HoD, Deputy Registrar (S&P)] 

Mode of Purchase: 

  GeM/CPPP 

 

Open Technical Bid on the 

scheduled due date & 

intimation to PI 

 

Receipt of Performance 
Security (Bank 

guarantee/DD/FDR) 

Open Price bid and returns 
EMD of technically rejected 

supplier(s) 

Submit the documents to 
the Bill Section for 

payment 

Original purchase file will 
be returned to Stores and 

purchase section for 
record maintenance 

Minute the Purchase 
committee 

Recommendations 
and Obtain Financial 

Sanction 

 

Prepare and publish the 
tender document in the 
Central Procurement 
Portal/GeM (with the 

specifications approved by 
the purchase committee) 

 

Issuance of PO to the 
successful supplier 

 

Prepare technical 
comparative statement & 

record minutes of purchase 
committee meeting 


