Flow Chart of purchase procedure (Above Rs 15,000/- and upto Rs 1.00 Lac)

Requirement Generation, Preparation of specifications and list of firms by the
concerned department.

A

Submission of purchase case to HOD with detailed justification(s)

v

Deliberation of purchase case in departmental purchase committee for recommendation on the mode of
purchase (i.e. Single source or limited tender enquiry). Mode of Bid single or Two Bid System.

Principal Approval of the
competent authority (Yes/No).

case will be closed

Formation of purchase committee and its scope of work
Inviting quotations/bids from leading firms and display of NIQ/Tender on Institute
website & Advertisement in case of open tender through PRO

4
Opening of bids, preparations of comparative statement including

satisfaction of terms and condition with recommendations of
committee/HoD.

A

Approval/Sanction of the Competent authority (though Purchase
section)

Release of supply order by the concerned department

v

Receipt of material/stock entries, submission of inspection and
installation report and completion of other formalities

A

Issuance of sanction order by the Deptt./ Release of payment to firm

Competent Authority : Non Plan (Consumable) HoD upto Rs.10,000, Deputy Director upto Rs.50,000
Plan (Non Consumable) HoD upto Rs.50,000, Deputy Director upto Rs.1,00,000




