NITIE, Mumbai- 400 087

No. D/FC-27/10

Date: 17.08.2010

Sub: Purchase and Stores Procedures Manual

This is in continuation of IOM No. ADM/S&P/94 of 05.07.1994 promulgating the purchase
and stores guidelines and Office Order No.D/94 dated 06:07.1994 and DB/FC-27/98 dated

01.04.1998 regarding constitution of the Standing Committee to document the practices

with improvements.

TheAfollowing' will be broad purchase and stores procedures to be followed by the

) seclions/departments with immediate effects.

) A) All sections/departments which operate different budget heads must obtain
administrative approval for their requirements (one time requirement, monthly
requirement, six monthly requirement and all other requirements on special

~ occasions) as follows:

iCare, should ‘be taken by the conicemed  units/sections/department to" see that a;
mlnlmUm of two t6 thréé months lead time'is provided for procurement of the items’

i aﬁer obser\/lng all procedures.; Hence they should plan their requirements well in

‘advance and initiate action accordingly.

a) All types of consumable items:

i) In réspect of departments/sections/units under the control of COE
@ - (Programme, Course Material, Faculty Secretariat, Projects,' Academic,
) Hostels, Laboratories, Audio Visual, Computer Centre, Library, CPSC,
. Publications, Placement, Public Relations, NAA, Booking Cell, DCA,

Director's office, Xerox Wing).. 'Kﬁ?ﬁj T'"T"gf (S EBFBVEWHFGH@'H"GOE and

\Reglstrarg- froms Dlrector*or @ffter“ns per delegahon of» powers ey

VR 7:«-‘:;-\5\‘4\ [BaN wv R

ii) In respect of departments/sections/units under the direct control of Registrar
(Estate, Accounts; Audit, Administration, Hindi Cell Telephones, Telex,
Stofes, B&M, Legal, S&T, Land, Dispensary and matters not covered in all
above). Administrative approval through Registrar, from Director or Officer

as per delegation of powers.

b) ‘Al types of. capltal items from Director through COE and Regvstrar/Reglstrar as
rthe case may be:
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B) Kind of Tenders
| i) Advertised Tender Enquiry or Open Tender
- i) Limited Tender Enquiry
i) Single Tender Enqurry
Open Tender (Advertised Tender Enquiry)

- Estimated value of the goods is Rs.25 Lakhs (Rupees Twenty Fivé Lakhs) and

above - by publrc advertisement in.National Dailies and in the Indian Trade Jourmnal.

Limited Tender Enqu1ry

- This method may be adbpted when estimated value of the goods to be procured is
upto Rs.25 Lakhs (Rupees Twenty Five Lakhs) Tenders to be issued as per the list
of approved Contractors/Venders (more than three) including past suppliers. ()
{Single Tenders- - |

i in case of artlcles of propnetary nature i e when there i Is no competrtlon and one frm
‘only manufacture the stores demanded 1n a case of emergency, the requrred goods
fare’ necessanly to be purchased from a parbcular source and the’ reason for stich

demsron to be recorded and approval of competent authority obtained.”

ii) For standardization of machinery or spare parts to be compatjble to existing sets of

equrpment the required item is to be purchased only from a selected firm.

iii) (Necessary ' ‘Proprietary "Articles” Certificate” to be."'p'rbvided before\’ﬁr’obunng'ﬂié:"
. oods from a single source. -

a) Purchase of articles upto Rs.15,000/- on each occasion can be made without inviing

‘Quofations -

quotations.

b) Purchase between Rs.15,001/- to Rs.1,00,00_(_)[- can be made bn each occasion by

the Purchase Cornrnittee without calling tenders or pre-select.
-Purchase Committee

Purchase. Committee consisting of three members of an appropn’ate level as decided by
the Head of the Department can be constituted for purchase of goods valued over
Rs.15, OOO/— to 1,00,000/-.
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The Committee will survey the market to ascertain the reasonableness of rate, quality
and specifications and identify the appropriate supplier\._ Before recommending
placement of purchase order, the members of the Committee will jointly record a

certificate.

"Certified that we members of the Purchase Committee
are jointly and individually satisfied that the goods recommended for purchase are of the
requisite specification and quality, priced at the prevailing market rate and the supplier

recommended is reliable and conﬁpetent to supply the goods in question.”

C) Maintenance of Vendors Registers

The officers to whom purchasing activities have been entrusted in accordance with
the purchase and stores guidelines, will maintain appropriate and separate approved .
vendors registers (subjectwise like civil, electrical, plumbing, stationery, capital items,
miscellaneous items, etc.), which should be updated from time to time. Any direction
given by the Standing Committee or any other empowered authority of the Institute .

and approved from time to time in this re'gard will t;vf;'adhered to.

D) Floating Enquiries

i)y The concerned officers entrusted with the purchase activities of the Institute will
float enquiries in the prescribed enquiry form based on the administrative

approval.

ii) Institute will prepare and maintain item-wise lists of eligible and capable
suppliers. The difficulty of expanding the vendor list in the above case should be
. endorsed by studying further. On an average the list should consist of 15
approved vendors. Efforts shouid also be made to identify a higher number of
approved suppliers to obtain more responsive bids on competitive basis. Vendor
Registration form is enclosed for use. '
i) Where'” there is & “dolibt, " gilidance from "hie’ Standing © Commitiee™ and?*

{Registrar/Director may be obtained

iv) Enquiries may be sent under Courier Post or Speed PosVUCP, as the case may
be and a receipt of delivery may be taken. “In order to reduce lead time for
obtaining quotations, enquiries may also be sent by fax/e-mail. While sending
enquiries the suppliers be advised to indicate the enquiry number and date on the

cover of their quotations. Separate registers be maintained by the purchasing
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unit wherein all inquiries are to be listed along-with the evidence of dispatch such

as postal receipt, courier's receipt and fax counterfoil etc.

V) For articles where administrative approval is for an amount of more than-Rs.25

“Lakhs (for minor works Rs.10 Lakhs) in addition to item i, ii, iii, and i_\/,’ﬁ,qe‘ws_paperf

“ advertisement ‘as per procedures may be given with consolidation of various

“’items " .of procurements for cost effectiveness.” In order to save cost of-

‘advertisement enough items may be planned in advance and consolidated for

advertisement quickly without affecting the workflow of the Institute. Director will -

however decide whether limited ténder/public'tender is fo be invited on case to

case basis for items i, i, iii, and iv also.

vi) The organization should post the complete bidding document in its website and

{ permit prospectivé bidders to make: use of the document downloaded from the .

{ website.

vii) Minimum time for bid to be allowed in three to four weeks.

. “iiiyThe registored Supplier(s) are liable fo be removed from the list of approved
suppliers if they fail fo abide by the terms and conditions of the registrétjon‘ or fail
to supply the goods on time or supply sub-standard goods or make any false
declaration to any. Government agency or for any ground which, ﬁn the opinion of

the Institute, is not in public interest. -

\/ix)/The éohcerned officers author_i;ed to send enquiries must ensure that a copy of
the enquiry alongwith the copy of the administrative approval is'sent to the
Section Head of Commoﬁ Purchase Service Cell (SH - CPSC) im‘médiately after
despatching the enquiries.

' E) Receipt of Quotations

i) All quotations received by the Instjtﬁte - Director"s Office, any officers diréctly
delegated with purchasing activities as detail.ed in the guidelines, CPSC, etc.
must be dropped in the quotations. box fixed near the COE/CPSC office. This
box will be opened at 10.30am in the presence of Standing Committee Members,
normally on the Iast";N‘on(ing' day' of every week ih the manner detailed in the

guidelines.

ii). SH - CPSC will sort out these quotations, based on the enquiry reference number
and date copies of which must be received by him from the concemed officers

who have floated the enquiries.

3
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F)

i)

After the due date is over, these quotations along with the copy of the enquiry
and administrative approval be placed before the Standing Committee for further

necessary action by the SH - CPSC.

Open Tenders are to be opened by the Authorised Officers at the advertised time
and place in the presence of tenderers or their authorized agents. After the
tenders have been opened no revision or abatement of any tender to be
permitted. When the tenders are under examination, no other authorities are to

be allowed to make queries or call for repbrts, etc.

Spot Quotations, Emergency Purchases, etc.

D)

i)

Prior approval of the competent authority (Regivé‘trarlbirector as. the case may be)
be obtained for obtaining spot quotations for urgent jobs. In this case also
s bR bt B

necessary enquiry form should be filled up and then the spot quotations obtained.
T ——
The approval note, enquiry copy, and spot quotations should then be handed

over to SH - CPSC who will immediately place them before the Standing

C‘omniil'tee\for further action or as directed by the competent autnority.

i)

For any urgent purchase of consumable items (other than through imprest)

costing not more than Rs.25,000/- at any one time, prior approval of Registrar be
obtained. " In all other cases including any type of, capital items, approval of

_Director, ;':ﬂwrough_COEJR_egi:strar ‘as the case may ‘be should be obtained,

' mcludlng constitution of committees, if any, effecting urgent purchases.”

iv), Proprietory items = Wherever proprietory items are to be puichased, the officers’

v)

‘authorised " " 'to " pgrchas'e::;:_r.-_will = take -. prior.-. approval:. of  the:

Registrar/Director/competent authority by submitting self-contained note.

All papers must be routed through relevant files and not in loose folder. All

papers should be serially numbered from bottom to top.

In case of Emergency/Spot purchases the user department should ensure that such

occurrances are not repeated frequently and the amount of such purchases should not

exceed 10% of the annual budget amount. By any reason if it exceeds 10% the same

may be brought to the notice of the Director.

G) Standing Committee

i)

The guidelinés for the Standing Committee have been detailed in office order no.
D/94 dated 06.07.1994.
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ity

iif)

iv)

Vi)

SH - CPSC will place all the-quotations along with the administrative approval

and enquiry copy before the Standing Committee.

Standing Committee Members present will scrutinize these decuments and open

the quotations and initial them.

Thereafter SH - CPSC will send these quotations to the concerned officers who -

have been’ entusted with the purchasing activities such as COE, Library &
Information Officer, Executive Engineer, DR(incharge of S&T), Manager,
Computer Centre, Professor in-charge, AMCE and M.O., who in tumn, with the

help of their section heads, will prepare the detailed Compa'ratjve Statements

“which should also be scrutinized and signed by Dept. Head of A&A. These

Comparative Statements élong with the quotations will then be sent to the SH -
CPSC who will place these documents before the Standing Committee for further
neceséary action. * Whenever necessary the concemed officers will get the
assistance of the user department/expertise of department heads, in the

preparation of the Comparative Statements.

While considering the Comparative Statement, wherever necessary, the Standing

Committee will invite the Head of the user department for consultation.

Similarly, for anytechnical - evaluation is required Standing”Co"mmitteé rhay.
‘recoﬁjmenq to entrust the task to a sub-committee. . If need be, Standing
Committee will‘also recommend re-tender with the specific instrﬁctions/direcﬁons,
in which case the concerned officers will take further action to invite re-tender in

accordance with the procedures outlined above (see items C and D above).

vii) The relevant extracts of the recommendations of the Standing Committee along

with the quotations and Comparative Statements will be sent to the concemned
officers (COE, Executive Engineer, Library & Information Officer, M.O.,
DR(incharge of S&"D, Manager, CC, Professor in-charge, AMCE who have been
entrusted with the task of purchasing attivities, as defailed in the guidelines, by
SH - CPSC. ' |

H) Financial Sanctions

i)

Based on the rates and approved suppliers indicated in the minutes of the

Standing Committee/Comparative Statements, as communicated to the

concerned departments by the SH - CPSC, department will pr'epare- financial

.sanctions in the prescribed form (ail the columns of the form must be filled by the -

(- L2
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J)

officer operating the budget head). The form will be endorsed by the
DR/AR(Audit & Accounts). The financial sanctions will then be sent to the
Registrar/Director/competent authority, as follows, for consideration and
approval. The Standing Committee Meeting Number and Date under which the
rates have been approved and the relevant adminisfrative approval note date

must be indicated on the financial sanction from:

- for all budget heads under the delegation of powers - Registrar is the

competent authority to approve financial sanctions.

- all other budget heads inéludihg all capital items - Director through COE and

Registrar/Registrar, as the case may be.

iiy Original copy of the financial sanction for purchase by the
" units/sections/department concerned, under COE will be retained with COE/SH -
CPSC. One copy will be sent to Accounts and another copy to the concerned

units/sections/department.

iii) In the case of Executive Engineer, Library & Information Officer, M.O., DR(S&T),
Manager, CC and Professor l’n—charge, AMCE, who have been éntrusted with the
purchasing activities related to the items specified in the guidelines, they will send
one copy of the financial sanction to the Accounts Section and the original will be

retained by them alongwith earlier administrative 'appr'ov'al.
Budget Heads

i) DR/AR(Audit & Accounts) will circulate the approved allocation of various budget
heads to the concerned departments well in time so as to plan and regulate
expenditure. Initially, tentaﬁvely approved allocation may be circulated and
thereafter ﬁrr{w allocation of funds may be communicated to the concerned

departments.

i) The departmental heads operating the various budget heads will ensure that the

expenditure should not exceed the allocated budget.

Purchase Orders

i) Based on the financial sanction in the manner prescribed above, the. concerned
authorized officers (COE, Executive Engineer, Library & Information Officer,
M.O., DR(S&T), Manager, CC; Professor In-charge, AMCE as the case may be),
will prepare the necessary purchase orders m the prescribed form and issue to

the supplier. Copies of the purchase orders indicating the Standing Committee
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ii)

- AMCE, who has issued the purchase order about the receipt of the goods, the

K) Iss

(,,

-

Meeting Number and Date, and Financial Sanction Number and Date, aiong with
related Budget Head, should be sent to the DR(A&A), SH - CPSC and SH -
Stores. Regular follow up with the supplier to obtain the goods will be the

responsibility for the concerned officers authorized to purchase the items.

All the goods must be received by the 8l = Stores in accordance with details
mentioned in the Puréhase Order. Once the goods have been received in the
Stores Section, the SH - Stores will inform the concerned departments like MO,
DR(S&T), Executive Engineer, Library & Information Officer, Manager, CC and
Professor In-charge, AMCE who have issued the purchase orders to inspect and
to take delivery of the items from the Stores-_:t'hrough indent procedure. In case of
L_mits,' sections, © departments rehorﬁng to COE the 'concerned
Qnits/sectic;ns/department head/user will b'e informed alongwith COE to inspect

and to take delivery of iter'ns' from the Stores through indent procedure.

SH - Stores will inform the concemed officer, COE, Executive Engineer, MO,

DR(S&T), Library & Information officer, Ma.nager, CC, Professor In-charge,

delivery Challan Number and Date, and Bill Number and Date. The concerned
officer will endorse these details on the office copy of the purchase order and the
purchase order file will then be closed by them. The concemed officers entrusted
with the purchasing activities should also counter-sign the Challan and Bills, as a
token of having received the goods in good condition, snmultaneously sendmg the

indent to Stores

ue and Receipt of Goods, Maintenance of Relevant Registers, etc. by the

Stores Section

i)

ii)

All goods ‘or WhICh purchase orders have been issued by the authorized officers,

will be dlspatched to the Stores Section.

Once the goods have been received by the stores based on the purchase order
issued earlier, the SH - Stores will inform the user department concerned to

inspect the goods wherever necessary, before they are taken into stock.

Whenever the goods have been collected directly from the supplier frbm their
shops base.d on the purchase order issued, the SH - CPSC and/or other officers
authorized to make purchases, will handover the goods along with delivery
Challans and Bills to the' SH - Stores for further action in the manner detailed at i-

iii above.

™,

®
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L)

M)

iv) After the goods have been taken 'into stock (Stock Register, Assets Register,
etc.), the user unit sectibn/department should be asked to send the necessary
indent for lifting the godds partly or fully as the case may be. User
units/sections/department, while sending the indent, should indicate on the indent
the balénce quantity available with them along with the quantity now required.
Wherever the items are required for a specific, UBP, consultancy, Project or Self
supporting activity etc., the same should be indicted in the indent so that the SH -
Stores can send Debit/Credit notes to the Accounts Section. The SH - CPSC
and SH - Stores will coordinate regarding the debit/credit notes so as 1o regulate

the budget heads under the control of COE.

v) SH - Stores will maintain appropriate Stock Registers, Asset Registers, etc. and
indents will be posted regularly. Similarly the concerned units/departmenfs will

also maintain Stock & Issue Register, Assets Register in respect of the
departments.

vi) Wherever stock items are involved, e.g. printing and stationery item SH --Stores
will ensure keeping a minimum stock balance, and inform COE, SH - CPSC well

in advance for taking action to replenish the items.

Utilisation and Consumption Regisfer

All consuming sections of various items (Estate, Library, Dispensary, Programmes,
Computer Centre, Xerox Wing, Course Material, F.S., Hostels, etc.) should maintain
a utilization and consumption register indicating all the materials received day-to-day
consumption of goods, balanée, etc. The consumption record should be maintained
also for items drawn from Central Stores periodically through indents. Their
consumption should be tallied through entries in the work orders/complaints/receipts,
etc. It should be seen that only such quantities of materials (Cement, etc.) are
issued to contractors as are required for use on the work within a reasonable period.

These registers will be open for audit from time to time.
Bill Passing

Based on the purchase drders issued by the authorized officers, the SH - Stores, on
receipt of goods, delivery challan and bills, will process the bills and send fo
Accounts Section through DR(Admn) in-charge of Stores. Necessary bill passing
register should be maintained by the SH - Stores. The bilisfinvoices should be sent
to the Accounts with due inspection report//\cceptance and certification within 7 days

from the date of receipt of materials/works.
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Payment

- All payments for supplies/Confracts should be made within 25 calendar ’daysb from

N)

0)

the date of submission of the bills to the Purchaser by the Suppli_er/Contractor_ All

discrepancies (if any) in their bills should be identified at one time and the same

should be brought to the notice of the competent authority. All payments should be

in the form of A/c payee Cheque/ECS and issued through the central dispatch unit
(after obtaining stamped receipt in case of personal collection) with a covering letter

detailing out the bill No.; Amount claimed in the bill; ‘deducﬁor\s if any, etc. Copy of

‘which may be endorsed to the concerned purchase officer by the Accounts

department. Failure to compiy with the above procedure should be brdpght to the

‘nofice of competent authority/Grievance Officer of NITIE.

Urgent Purchases

Wherever urgeht purchases have. been apprr)ved by Register/Director through
advance-s, necessary papers will be routed through SH - Stores, who will ob_taiﬁ the
indent from the concerned department, make necessary entries in the relevant
reg_i§ters and note down relevant page number efc. on the cash memo. Thereafter
the concerned:Dep:a‘rtment will take baek these papers and settle the advances after
making necessary expenditure entry in their budget head Register/Stock & Issue
Register/Assets Register,,as the case may. be.

Bulk Items like Cement, Equrpments Electrical, Civil, Plumbing, 'MedicinesJ

Printing of Brochures etc.

Whenever these items have been purchased by the authorized officers detailed

above, these items will be directly taken over by the user department if necessary.
However, all the relevant papers such as purchase order, delivery challan, bills
indent, indent etc., should be sent to the SH - Stores for making necessary entries in
the relevant registers. Here the material should be taken through an indent and also
the indent should indicate balance quantity available and the quantity now lifted.
Thereafter SH - Stores wil process the bills and send to Accounts Section through
DR(Admn) in charge of Stores. SH - Stores will also inform the concerned
depar’[ments regarding the details of the de'livery Challan,. Bill Number, etc., so'as to

enable them to close their rélevant purchase order file. The concerned officer should

maintain the utrltzahon/consumphon reglster/assets reglster with regard to these

items also.
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P) Purchase of Capital Itemns - Financial Powers

i) While Director is empowered to sanction expenditure upto Rs.10 Lakhs for
‘purchase of capital |tems “and'up to Rs.20 Lakhs for capital works (i.e.
major/minor works) at any ore time, necessary, proposal for obtaining approval

of the Chairman/Board may be made for purchase of capital ltems/works beyond

the l_lmrls, by the concerned departments.

ii) The same procedure as explained above for purchase of consumable items will
be followed for purchase of capitals items also, i.e., limited tenders upto and
including capital items costing Rs.25 Lakhs and below at any one time. If the
administrative approval for individual capital itemn is more than Rs.25 Lakhs at .
any one ftime, similar procedure detailed at B-i above shall be followed.
W!}er_ever ‘necessary the Director: will _ccnsult Standing Committee in this regard.
Same procedure will be applicable for purchase of capital items on repeat order
basis and for minor (capital) works upto Rs.10 Lakhs at any one time (i.e. item D

(i) to (vi) above will be followed).

iii) Work Orders: For approved capital jobs work orders will be approved for release

in full or in stages by the Director.

Q) Observance of Govt. of India Orders

T‘Bg"'ccﬁcemed officers authorized to purchase goods for the Institute should ensure’
“that Govt.of India orders received by the Institute from time to time'relating to local
" purchase of goods from Cooperative Stores, Small Scale Industries, Kendrrya

Bhandar, National Co-operative Consumers' Federatron of Indla Ltd.(NCCF), etc. are;
gf'gaﬁé?éarto; "

1Wherever “this™ Purchase ‘and Stores Procedures Manual are silent related to7

procurement “of “stores, provrsrons "'GFRs and instructions/guidelines issued

.j;thereunder from time o time may ‘be adopted

In case of the Institution directly procures DGS&D rate contracted goods from the
suppliers, the price to be paid for such goods shall not exceed those stipulated in the

rate contract.

Negotiation with bidders after bid opening must be severely discouraged. However,
in exceptional circumstances where ‘price negotiation against an ad hoc procurement
is necessary due to some unavoidable circumstances, the same may be resorted to

only with the lowest evaluated responsive bidder.
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R) Procedure for Dlsposal of Consumable-Capital ttems Survey Commlt’[ee

)

All departmental heads ‘who have consumable ltems/capxtal items under their

control which are beyond economical repairs should prepare details of these

. items in the prescribed form annually and submit the same to the Survey

Committee through its Secretary for further necessary action.

The secretary to the Survey Committee will scrutinize these details submitted by

the concemed departments in the prescribed form and present the same to the

‘ Survey Committ e from tlme to time.

ii)

iv)

Vi)

Vi)

The Survey Committee will inspect these goods and make suitable

recommendations to the Director.

All consumable items will then be disposed off i in the manner recommended by

the Survey Commlttee and approved by the Dlrector

As far as disposal of capital items are concemed the recommendations of the

Survey Committee will be put up to the Chaxrman/Board for con5|deratjon and

-approval.

On approval, SH - Stores will make necessary entries in the Assets Register

regarding disposal. of capital items from time to time and intimate Accounts

Section for deleting these items and values from the balance sheet.’

In case of disposal of consumable items, these will be deleted from the stock

register as well as utilization/consumption register once these are approved for

dlsposal

viii)lmmediately on-receipt of-approval from the Secretary to the Survey Committee,

‘the SH - Stores will delete the item from the relevant Assets Reglster/(Stock

Register in case of consumable items) and intimate to Accounts Section to delete
the value of the capital items form the Balance Sheet. Slmultaneously the user
department will also take snmllar action to delete the dlsposable items form the
Assets Register/Stock Reglster “Once the item are dlsposed off by SH - CPSC
the amount received will be credited to the respective Budget ‘Heads e.g.

BCPAAAMain alc, efc., by the Accounts Section.  Similar procedures with

mutandls mutandls shall be followed by lerary & Informahon Officer and
'SH(T ransport)

o
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ix) The SH - CPSC will take necessary action as approved by the compétent
authority for disposal of capital as well as consumable items, by public

tender/limited tender as the case may be.

x) Surplus, obsolete or unserviceable goods of assessed residual value above Rs.2
Lakhs should be disposed by (a) obtaining bids through advertised tender or (b)

public auction.

- xi) For goods with residual value less than Rs.2 Lakhs, the mode of disposal will be
determined by the Competent Authority, keeping in view the‘necessity to avoid
accumulation of such goods and consequential blockage of space and also

deterioration in value of goods to be disposed of.
S) Maintenance of Assets Registers

Maintenan‘cevof Assets Registér (including Projects) for all capital items will be the

resbonsibi]ity of the following officers:

- For equipment, furniture and fixtures etc. - SH(Stores)

- For vehicles ~ SH(S&T)
- Fd( books - Library & Information Officer
- For buildings - Executive Engineer |

In addition to the above, all section heads with the guidance of Department Heads,
are required to maintain separate Assets Registers relating to capital items under
their custody’ (such as computer items, furniture like tables, chairs, cupboards, filing
cabinets, cots; water coolers, stabilizers, refrigerators, equipments, tybewriter, paper
copier, duplicating machines, etc.). It will be the joint responsibility of Department
Heads and Section Heads to maintain separate Asset Régisters of their réspective

sections. Internal Audit Section should inspect all Asset Registers periodically.
T) Buy-Back Offer

When it is decided with the approval of the competent authority to replace an existing
old item(s) with a new and better version, the department may trade the existing old
item while purchasing the new one. For this purpase, a suitable clause is to be
incorporated in the bidding document so that the prosbective and interested bidders
formulate their bids accordingly. Depending on the value and condition of the old
item to be traded, the time as weli as the mode of handing over the old item to the

successful bidder should be decided and relevant details in this regard suitably
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u)

V)

incorporated in the bidding document. Further, suitable provision should also be kept
in the bidding document to enable the purchaser either to trade or not to trade or not

to trade the item while purchasmg the new one.

Miscellanedus

The budget meeting will be held in'the month of November every year after f finalizing

the programmes - SEPs/UBPs/Consultancy/Seminars/PGP based on focus - in the

~next year. Budget meeting will be attended by Registrar, COE Manager ce.

Executive Engineer, M.O. , Library & Information Officer, DR(incharge of Admn/S&T)

and Professor In- charge, AMCE and Departmentat Head(A&A). The budget will be
allocated under the categories of: -

1. M&R to Furniture and Fixtures: 2. M&R to Building; 3. M&R to Estate equipments,
these will be controlled by Executive Engineer However Executive Engineer will
distribute the amounts to various heads dependmg upon the requirements of
maintenance and repairs. Slmllady the M&R to Office equipments, Lab equipments
will be under the control of COE to. be distributed to different departments/sectxons
falhng under COE and Registrar. M&R to Computers and related items such as
UPS, Stabilizers etc. will be kept under the charge of Manager, CC to be allocated to
various sections depending upon the computer allocation to vanous sections under
COE/Registrar. The overall budget for pnntlng and promothn will be controlled by
COE to be distributed to admmlstrahon and faculty Slmrlany, statlonery and
promotion as well as dispatch and promotion material will be under the control of

COE to be distributed to different sections. The advertisements, ‘transport and

promotion budget will be kept under Registrar to be allocated to different divisions. -

Travel budget - both foreign and domestic for facultyiofﬁcers will be kept under

Registrar to be allocated to different sections for the purpose. All statutory payments

-budget will be with Registrar and Executive Engmeer dependrng upon the category

of statutory requwements lerary budget will be under the control of Library &

-Information- Officer and the medical budget will be under the control of Faculty

Incharge, Health Programme and Medlcal Care.

Recelpt Stock and Issue Procedure g

All purchases of capital eq‘uipments/furniture will be as per the budget approval and

entry in the Central Stock Registrar should be made before clearing the payments to

- the suppliers. These items will be released to the ‘user departments/sections on

demand affer maklng necessary entnes in stock registers and the user

‘@,
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departments/sections will also make the entries in - their registers. Consumption
items also will be purchased, entered in the Stock Register, stored properly and
issued to user departments/sections on demand. User department will maintain a

register for the receipt of the items for details, see item J above.
Disposal

Unserviceable items both capital and consumable are to be identified by the user
department/sections to be declared as unserviceable. Necessary Survey Report
should be made by the user departments/sections and the same may be cleared by

the Survey Committee from time to time in the manner detailed at R above.

Vendors Registration Form

A specimen form is enclosed for implementation.

The purchase and stores guidelines and terms of reference to the Stahding Committee

referred to above will form part.of these procedures. However these procedures will take

precedence over any other orders/guidelines issued earlier relating to these issues.

Director's decision will be final with regard to ihtérpretation of any of the above

procedures.

Encl: - Purchase & Stores Guidelines

- Terms of Reference - Standing Committee - Purchase Guidelines

- Vendors Registration Form - Contract Cell
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No.DIFC-27/98
Date: 1.4.1¢¢8

OFFICE ORDER

With immediate efiect, the enclosed Purchase & Stores Procedures Meanuzl will be

In operation and all concerned officers will comiply with the procedures contained
therein. - '

' s _
aTn I
"%EL’J#;
DIRECTOR

Distribution:

Registrar |

Cot

Mznager, CC '
Co-ordinatar (Operations) AMCE
DR(S&T)

Senior Librarian

I.E.

Medical Officer

aish Ail Departmental Heads.
All Section Heads
Chairman, Standing Commitiee’s



No.D/FC-27/98

Date: 1.4.19938

Sub: Purchase and Stores Procedures Manual

This is in continuation of [OM No. ADM/S&P/94 of 5.7.1994 proml_l"mrv7 the purcha;c
and stores guidelines and Office Order No. D794 dated 6.7.1994 regarding consttution of

the Standing Committee to document the practices with improvements. |

The following will be the broad purchase and stores procedures to be followed. by the

B o 2sb 4 . i
sections/deparuments with immediate effect. *

\ A, All sections/departments which operate  different  budget  heads | musi  obtain
administrative approval for their requirements (one time requirement, monthly
requirement, six monthly requirement and all other requirements on special occasions) as
tollows. | | |

) Care should be taken by the concemned units/sections/depariments o se2 that a minimum
of o 16 three "mc‘)mhs lead time is provided for procurement of the items after
observing all procedures Hence they >hould plan their requnremc:ms weil in advance and N

initiate action accordingly. - . : H

) a. r\” ty pes ofconsumable nems

A Bookmw Cell DCJ\ D\rauor s Oﬁﬁce Zerox \‘«mq)’ '~\dmm15tr3u\e appro»al

throuwh COFE and Ruuswar from D:rector or Oﬁicer as pﬁr deleuanon ot

powers. '

il
b



C.

A A B L R e e

ii. In respect of departments/secuons/unus under the d\rcct control of Recistrar
(Estate, Accounts, Audit, Administration, Hindi Cell. Telephones, Telex, Stores,

B&M, Legal, S&T, Land, Dispensary and matters not coverad in a.i above).

Administrative approval through Registrar, from’ Director or Officer as per

deleaation of powers.

k4

b. . All types of capital items from Director through COE and Registrar/Registrar as the

case may be.

Maintenance ot Vendors Reaisters

The officers to whom purchasing activities have bezn entrusted in accordance wiih the

purchase and stores guidelines, will maintain appropriate and separate approved vendors

registers (subjectwise like civil. electrical. plumbing, stauonery. capital items.

misce'laneous items etc.). which should be updated Som time to tme. Any direction

aiven by the S(:mqu Commmae or any other empowered authority of the Institute and

approved from time to time in this rc'r:srd will be adhered to.

Floating Enguirieg

L. The conuemco officers entrusted With the purchase activities of the Institute will

float the enqumes n (he prescrived enquiry torm based on the administrative

approval

__f,jii_‘,_wFor every, \te'n handled there :hou{d be atleast \3 credxble vendors with relevant:

T}*' d\Fﬁ\.ult» ot e*cpandmﬂ the vendor list in the-




iv. Enquiries may be sent under courier post or speed post/UCP, as the case may be,
and a receipt of delivery may be taken, In order to reduce lead time for obtaining .
quotations, enquiries may also be sent by fax/E-mail. While sending enquines the
suppliers be advised to indicate the enquiry number and date on the cover of their
quotations, Separate registers be maimained/by the purchasing unit wherein all

. inquiries are to be listed along with the ‘evidence of despatch such as postal

receipt, courier’s receipt and fax countertotl etc.

For articles where administrative approval is for an amount of more than 5 lakhs

(for minor works Rs.3 lakhs & for others Rs.4 lakhs) in addition to item 1, i, 1,

s e

and iv, newspaper advertisement as per procedures may be given with

censolidation of various items of procurements for cost effectiveness. [n order.to

save cost of advertisement enouch items may be planned in advance and

. consolidated for adverisement quickly without affecting the workilow ot the

Instittte. Director will however decide whether limited tender/public tender is (0
be invited on case to case pasis for items 1, ii, i, and v also.

.

viy The concerned officers authorised to send enquiries must ensure that 2 copy ot

\ [hC en

|

1” Section Head of Common Purchase Service Cell ( SH - CPSC). imimediately

quiry alonz with the copy of the administrative approval is seat to the

| after despatching the enquiries.

) .. D:. Receipt of Quotations N

Gehe- aikierlvn:

2

u"r'cha'sih?f Ctivities as:detailed in‘the wuidelines. CPSC, etc.must

e

hb‘rﬁiél_lyf-_jqn" the’last” working ‘day ‘of every! W_éébk""i'n'i'lhé"‘mar{hc'r'.’delailed':'_in" the




SH - CPSC will sort out these quotations, based on the enquiry reference number,

and date, copies of which must be recewed by him from the concemud ofhcers

who have floated the enquines.

i After the due date is over, these quotations along with the copy of the enquiry

and administrative approval be placed before the Standing Committee for further

necessary action by the SH - CPSC.
S e

E  Spot Quotations, Emergency Purchases etc.
= ==

i, Prior approval of the competent 'authorit‘y.(Registrqri"Director as the case may be)

be obtamed for obtaining spot quotations for urgent jobs. 1In this case also

necessary enquiry form should be filled up and then the spot guotations obtained.
Ay e G e e

ii. The approval note, enquiry copy, and spot quotations should then be handed

over to SH - CPSC who will immediately place them before the Standing

Committee for further action or as directed by the competent authonty.
‘/_‘—"—'/____,____,*—’{ -

. For any urgent purchase of consumable items (other than through imprest)
costing not more than Rs. 10,000/ at any one time, prior approval of Registrar
be ob[amed In all other cases mcludmu any type of capital items, approval of
Dxrcclor through COE/Registrar as the case may be, should be obtained,

including constitution of commuttees , if any, effecting urgent purchases.

_iv!{ Proprietory items - Wherever propnetory items are o be purchased, the officers

—_—

‘ alﬂ?_ris,eg_/____@lrcha'se” will  take 'prior approval  of  the

) ¢ Remstrar/Dlrector/competent authonty by submmmﬂ self—comamed note

: y. All papers must.

be routed thromh relevam ﬁle 'and ot n loose folder All

1e<ceed 10 7o ofthe annual buduet amoum By "my reason 1f 1t e\ceeds IO% the s%me., <

may bc brou“ht to [hc noncc ofthe Dlrector



F. Standing Committee

Jidi L =

i The guidelines for the Standing Committee have been detailed in otfice order no.

D/94 dated 6.7.1994.

s i SH -CPSC will place all the quotations along with the administrative approval

and enquiry copy before the Standing Committee.

_ i, Standing Commuttee members present will scrutinise these documents and open

L the quo(anons and injtial them.

* .

iv. Thereafter SH - CPSC will send these quotations to the conC°rned officers who
: have been entrusted with the purchasing activities such as COE. Senior Lioranan

: [E. DR incharge of S&T, Manager, Computer Centre, Co-ordinator (Operations)

V(CE and M.O., who, in turn, with the help of their section heads. will prepare
/ : = the detailed comparative statements which should also be scrutinised and signed
\ 'l “py Dept. Head of A & A. These coﬁpamivc statements 2long_with the
© quotations will then be sent to the SH - CPSC who will pla se documents
before the Standing Committee for further necessary action. Whenever necessary

the concerned officers will ‘gel the assistance of the user depanment/expertise ot

department heads, in the preparation of the comparative statements

Y \\ﬂﬂ\e considenng ‘he comparative statement, wherever necessary. the Standing

Committes will invize the Head of the user department tor consultazion.

L el

Vi, Sxmllarly, for any " technical evaluauon is requxred S(a'\dm" Committee may

A e oa N B 'recommend to entrust the task to a sub-committee. 1f aeed be. Standing

""re tender wuh .the _speciﬁc

acer,_CC,
. Co- ordmator (OperanonS) AMCE) “who- have been entrusted with the task of'_ '

| @ Ofﬁcefs (COE, [E Semor leranan \/[ O-’DR mcharge of S&T. Man
VIS

purchasmg activities, as detalled in the guxdehnes by SH - CPSC.
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Purchasing order forms will be senally aumbered and the following colour will

be used by the concerned officers.

COE , 5 - \White )
[E g e Pink
sl . - Cream
MO - Light Red
R(S&Tj " Green
Manager, CC - Yellow
Co-ordinator (Operations) AZ\[CE *- Blue

The copies of Purchase Orders will be numbered as copy 1. copy 2, copy J,

copy 4.

G. Financial Sanctions

i

Based on'the rates and approved suppliers indicated in the minutes of the

Standing Committeecomparative statements, as communicated to the concerned

departments by the SH - CPSC, depanmems will prepare financial sanctions in
the prescnbed form (all the columns of the form must be filled by the officer
opera[m" the budﬂet head). The form will be endorser* by the DR/AR(Audit &
)\ccoums) The - ﬂnangal sanctions will then be sent to the

Registrar/Director/compezent authoritv as t'o\lowi for consideration and

aporoval The Standing Committee Meeting No. and date under which the rates

have been approved and (he relevam adrmmslrame appro»al note date must be

'mdlcated on the ﬁnancna] sancnon form

“"for all budszet"heads‘under the deleﬂanon of powers —‘-Reus&rar is' the

,-w

i)
s
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Original copy of the financial sanction for =~ purchase by  the
units/sections/department concerned, under COE will be retained with COE/SH -

SP/S/C, one copy will be sent to Accounts and anothér copy to the concerned

units/section/department.

[n the case of [E, Senior Libraman. M.O., DR(S&T), Manager. CC and Co-
ordinator (Operations) AMCE, \vho have’been entrusted with the .purchasing
activities related to the items speéiﬁed in the guidelines, théy will send one copyv’
of the financial sanction to the Accounts Section and the onainal will be retained

by them along with earlier adminisirative approval.

H  Budeet Heads

DR/AR (Audit & Accss) will circulate the approved allocation of various budger
heads to the concemed depariments well in time so as to plan and regulate

expenditure. - Initially, tentatively approved -allocatidn. may be circulated: and

thereafter firm allocation of funds may be communicated to the concerned

departments.

The departmental heads operating the various budget heads- will ensure that the

expenditure should not exceed the allocated budget.

[. Purchase Orders

L

-Based oa the financial sanction in the manner prescribed above, the concerned

authonsed officers (COE. [E Senior Librariam;, M.0., DR(S&T), Manager, CC,
Co-ordinator (Operations) AMCE as the case may be), will prepare the necessary
purchase orders in the prescribed form and issue to the supplier. Copies of the
purchasé orders indicating the Standing Committes meetiné_ number and date,
and financial sanction number and ‘date, along with related budget head. should
be sent to the AR(A&A), SH - CPSC and SH - Storés. Regular folld_w uf) with

the supplier to obtain the goods will be the responsibility of the concémed

officers authonsed to purchase the items..

N
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All the goods must be received by the SH - Stores in accordance with details
mentioned in the P.O. Once the goods have been received in the Stores Section,
the SH - Stores will inform the concerned depariments like MO, DR(S&T), [E.
Sc. Libranan, Manager, CC and Co-ordinator (Operations) AMCE who have
issued the purchase orders (o inspect and to take deliverv ot the items trom the

Stores through indent procedure  In the’ case of units, sections. depariments

“reporting to COE the conczmed unit/sections/department headfuser will be

informed along with COE to inspect and to take delivery of items from the Stores .

through indent procedure.

SH - Stores will inform the concerned officer, COE. [E. MO. DR(S&T). Sr
Librarian, Manager, CC, Co-ordinator (Operations) AMCE. who has issued the
purchase order about the re:zif:t of the goads, the delivery chailan number. and

date, and bill number and datz. The concemed otficer will endorse these derails

on the office copy of the purchase order and the purchase order tile will then be

' should also counter-sign the Chailan and Bills , as a token of having received the

goods in good condition. simultaneouslv sending the indent to Stores.

J. Issue and Receint of Goods. Maintenance.of Relevant Revisters erc. by the Siores -

Section

.’

All goods for which purchase orders have bezn issued by the authorised officers,

~will'be desparched to 'th;.vStores Section.

Once the goods have been received by the stores based on the purchase order
issued earlier, the SH - Stores will inform the usér department concerned to

inspect the goods wherever necessarv, before they are taken into stock.

Whenever the goods have bez=n collected directlv irom the supplier from their
shcps based on the purchase order issued. the SH - CPSC and’or other officers
authorised to make purchases. will handover the goods along with delivery

challans and bills to the SH - Stores for further action in the manner deailed at [-

il above.:

—_—

\ closed by them. The concerned officers entrusted with the purchasing activiiies
\ g . j ==

T



After the goods have been taken into stock (stock register, assets register etc.),
the user unit/section/department should be asked to send the necessary indent tor
lifting the goods partly or fully as the case mav be. - User units/section/
department, while sending the indent, should indicate on the indent the balance
quantity available with them along with the, quantity now réquired. Wherever the
items are required for a specific. UBP, Consultancy, Project or Self supporting
activity, etc., the same should be indicated ‘i,_n the indent so that the SH - Stores
can send debit/credit notes to the Accounts Sectior. The SH - ‘CPSC and SH -
Stores will coordinate regarding the debit/credit notes sé as o r¢§u|ate the

budget heads under the control of COE.

v. SH - Stores will maintain’ appropriate stock reuisters, asset rezisters, etc. and
indents will be posted regularly. Slmlldl(‘/ the concerned un1(<'Gep(s will also

rmunt:un stock & issue register, assets remster in respect of the deots.
" vi. Wherever stock items are involved, ¢.g. printing and stationér}’ items SH - Stores

- will ensure keeping a minimum stock balance, and inform COE/SH - CPSC well

dvance for taking acnon to replenish the 1tems

- Utilisation and Consumotion Register

AJ] consuming section.s of various items (Estate, Library, Dispensarx" Programmes.
Computer Center, Xerox Wing, Course Matenal, F.S., Hostels, etc. ) should maintain a
utilisation and consumpuon register indicating all the materials ece:\'ed,- day-to-dav
. consumption ofgoods, balance etc. The consumption record should be mainained also
for items drawn ﬁ-Qm Central Stores periodically through indents. - Their consumption
shohld_ be tallied through entries in the work orde‘rs/complaints/receipts etc. [t should

be seen that only such quantities of materials (cement etc.) are issued to contractors as

are required for use on the work within a reasonable period. These registers will be

open for audit from time to time.
‘. ‘

L. Bill Passing

—.*_—‘J
Based on the purchase orders issued by the authorised officers, the SH - Stores, on

receipt of goods, delivery challan and bills, will prbcess the bills and send to Accounts
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Section through DR(Admn.) in-charae of Stores. Necessary bill passing register should
be maintained by the SH -
with due inspection report/Acce

receipt of matenals/works.

Pavment

. All payments tor Supplies/Contracts should be made within 23 calender davs trom the
pay pp : )

date of submission of the bills to the Purchaser by the Supplier/Contractor.  All
descrepencies (if anv) in their biils should be identified at one time and the same should
brought to. the notice of the competent authonty. All pavments exceeding Rs. 1000/-

(Rupees one thousand onlv) should be in the form of AJc pavez cheaues and issued

through the central despatch unit (after obtaining smmped receipt in case of personal

collection) with a covering letter detziling out the bill no.; Amount cla\med In the bill;

deductions if any etc. Copy of which may be endorsed to the concerned purchase

officer by the A/C department.

s

Failure to comply with the above procedure should be

SREA G

brouaht to the competenr authoncty/Grevance Officer of NITIE.

Ureent Purchases

Wherever urgent purchases have been approved by Re°1<ter,D|rector through advﬁnues
necessary papers will be routed through SH - Stores who m]] obtain the mden[ from the

concerned department, make necessary entries in the relevant registers and note down

relevant page number etc. on the cash memo. Thereafter the concerned Department

will take back these papers and settle the advances after making necess
entry in their budget head registe

be.

BuH\ (tems like Cement. Equioments Elecmcal Civil, Plumbmr7 A

ledicines,

Prnting of Brochures. etc.

Whenever these items have been purchased by the authorised officers detailed above,

these items will be directly taken over by the user department if necessary. However,

. 2
Stores. . The bills/invoices should be sent o the Accounts.

paance and ceruhcation within 7 davs trom the date of

1
|

r/stock & issue register/assets register, as the case may

e iyt

i

ary expenditure '



“order fle.

all the relevant papers such as purchase order, delivery challan, bills. indent. ete. should

be sent to the SH - Stores for making necessary-entries in the relevant registers. Here

the matenal should be taken through an indent and- also the inde_hl should indicate
balance quantty available and the quantty now lifted, Thereatter SH - Stores wAll
process the bills and send to Accounts Section through DR{Admn) in charae of Stores.
SH - Stores will also inform the concerned dé’partmems rezarding the decails of the
delivery challan, biil number etc. 5o as to enable them to close their relevant purchase
The concerned officer” should maintain the uulisation/consumption

register/assets register with reaard to these items also.

O. Purchase of Carital ltems - Financial Powers

I While Director is empowered to sanction expesditure upto Rs. 4 Lakhs for
purchase of capital items and up to 5 lakhs for capital works (i.e. minor works) at

any one time, necessary proposal for obtaining-approval of the Chairman'Board

may be made for purchase of capital items/works bevond the limits, bv the.

concemed departments.

il The same procedure as explained dbove for purchase of consumable items will be
fbllowed for purchase of capirals 'items also, 1.¢., limited tenders upto and
including capltal items costing Rs.3 Lakhs and bc‘ow at any one ‘time, If the
administrative ‘approval for mdmdual capital item is more”than Rs. 3 Lakhs at
any one time, similar procedure detailed at - C-V above shall. be followed.
Wherever necessary the Director will consult Standing Commmv in this regard.
Same procedure will beAapplicable for purchase of capital items on repeat order

basis and for finor (capital) works upto Rs. 3 Lakhs at any one time (i.e. item

C(1) to (vi) aboe will be followed).

N Work Ofder_s : For approved capital jobs work orders will be approved for

release in full or in stages oy Director.

i

e o T e



P. Observance of Govt. of India Orders

The concerned officers authorised to purchase goods for the [nstitute sheuld ensure thag

o )

Govt. of India orders received by the Institute: from time to time relating to local

—

purchase of goods from cooperative stores. small scale industries, etc. are adhered to.

P 4

Q  Procedure for Disposal of Consumable:Caoital ltemns - Survev Commuttes

; 1. All departmental heads who have consumable items/capital items under thei
control which are bevond economical repairs should prepare details of these

items in the prescrived form every three months and submit the same (o the

Survey Commities through its Secretary for further necessary action.

. The secretary to the Survey Comraittes will scrutinise these dezails submitted by

) | g _
' the toncemed depariments in the prescrived form and present the same to the

Survey Comrmuttes from time to time.

. The Survey Committes  will inspect these goods and make suitable

recommendations to the Director.

v All consumable items will then be disposed off in the manner recommended by
the Survey Commitiee and approved by the Director.

v. As far as disposal of capital items are concerned, the recommendations of the

Survey Commjne;will be ‘put up the Chairman/Board for consideration and

approval.

vi. On approval, SH - Stores will make necéssary entries in the assets register
regarding disposal of capital items from ume to time and intimate Accounts

Section for deleting these items and values from the balance sheset.

vil. In case of disposal of consumable items, these will be deleted fom the stock

reaisier as well as utlisation/consumption rezister once ‘these are .approved for

disposal.

viii. Immediately-on receipt of approval from the Secretary to the Survey Committee,
the SH - Stores will delete the item from the relevant Assets Register/ (Stock

Register in case of consumable items) and intimate to Accounts Section to delete”
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the value of the capital item from the Balance Sheet. Simultaneously the. yser

dept. will also take similar action to delete the disposable items from the Assers

Regisier/Stock Reaister.” Once the item are disposed off by SH - CPSC. the

amount received will be credited to the

BCPAAMMain a/c

respective Budget Heads eg
etc. by the Accolints Section.  Similar procadures with
mutatis-mutandis shall be followed by Sr. Libranan and SH (Transport).

The SH - CPSC will take ﬁécessary action as approved by the competent

authonty for disposal of capital as well as consumable items. bv public

tender/limited tender as the case may be.

Maintenance of Assets Reaiszers

Maintenance of Assets Register (including Projects) for all capital items will be the

responsibility of the fullowing officers - —

- tor equipment, fumniture and fixtures etc. - - SH (Stores)
- for vehicles - SH{S&T)
- for books - Sr.Libranan

- for buildings =~ TE.

[n addition to the above, all section heads with the guidance of Dept. Heads, are

required to maintajn separate Assets Registers relating to capital items under their

custody (such as computer items, ﬁerture like tables, ch:urs cupboards, filing cabinets,

cots; water coolers, stabilizers, refngeratorshequipmen[s, typewriter, paper copier,

duplicating machines, etc.). It will be the joint responsnbnlxw of Dent Heads and
Section Heads to maintain separate Asset Registers of their respective sections.

Iriternal audit sections should inspect alI Asset Registei's periodically. i

Miscellaneous

JThe budget mestinﬂ will be held in the month of November e every vear aﬁcr finalising

the programmes - SEPS/UBPs/ConsultaHC//Senunars/PGP based on focus - in the next
year. Budget meeting will be attended by Registrar, COE, Manager. CC. IE, VL@, St



N

[

Librarian, DR incharae of AdmS&T and Co-ordinator (Operations) AMCE and

Departmental Head (A& A) The Judoct will be allocated under the categories of -

. M&R to Furniture angd Fixtures: 2, MER o Buildinas; 3. M&ER 0 Estare

equipments, these wil| be controlled by [E, However, TE wil| distnbute the amounts (o

various heads depending upon the requirements of maintenance and repairs, Similarly,

the M&R to office equipments, [ap Lqumen[S will be under the control of COE tg e

distribufed to different depariments/ sacuons fal lling under COE and Reaistrar. MER (0

Computers and relared items such as UPS. Stabiiisers etc. will pe Kept under the charge

of Manager, CC, to be allocated 10 varous sections depending upon e computer

alloc:mon to.various sections under COE/Remstrar The overall budaet for pnmmn and
— S

ed to admmisuanon and faculw

ifferent sections. The adver‘n%’nefus

transport and promotion budger will he kept under Registrar to be allocateq to different

divisions. Travel budget - both foreian and domestic for faculty/officers wij] be kept

under Registrar to be allocated o different seciions for the purpose.  Al} siatutory

Payments budget will pe with Regisirar and IE depending upon the'categor}f or
statutory requirements. Library budaer will be under the conirol of St. Librarian and

the medical buduer wil] be under the control of Fa

and Medical Ca" "

culty Incharge, Health Programme

Care.

T. Receipt Sto‘ck and [ssue Procedure

All purchases of capital equlpmems/ﬁmuture will be as per the budget approval ang

entry in the Central Stock Register should be make before clearing the payments to the

suppiters.  These items wdl be reieased to
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demand. User department wil| maintain a register tor-the receipt of the items For
details, see'item J above.

U. . Disposal

'Unservicenble‘items both &apita[ and consumption are to be identified by the user
deparmment/sections to be declared as unserviceable. Necessary survev report should ke
made by the user departments/sections and the same mayv be cleared by the: Surve
. Committee from time to time in the manner detailed ét Q above.

V. Vendors Revistration Form
~Yendors Registration Form

A speciman form is enclosed for imelementation,

The purchase and stores guidelines and terms of reference to the Standing- Committes
referred to above will form part of these procedures. However these procedures will take

precedence over any other orders/guidelines issued earlier relating to these issues,

Director’s decision will be final with fegard to interpretation of any of the above procedures,

Encls: - Purchase & Stores Guidelines

- Terms of Reference - Standing Committee - Purchase Guidelines

- Vendors Registration Form - Contract Cell

A



No 19-17/2005-1FD

_ : N Government of India [
PAE N A Ministry of Human Resource Development /
"‘f‘ : Department of Higher Education /
‘ New Delhi, the 7th June, 2010
To
The Heads of all Autonomoys Organizations under Ministry of
Human Resource Development
‘ﬁn*_}iz’; Subject: General Financial Rules, 2005 _ Applicability  to Central
3 Mo Autonomous Bodjes regarding. '
\J\ .
PR
p "\\‘
m\/\/\ Slr,
gk D ; | am directed to refer to this Ministry’s letter of even nur_nber dated
) the.24h July, 2007 on the subject mentioned above 3 copy of which is enclosed
) for ready reference. The central autonomous bodies under this Ministry were

advised vide the above said letter to bring their Financia
the Reviseq General Financial Rules(GFRs), 2005.
bodies which do not have there own approved manuals

- were required. to follow. the Provisions-of GFRs, 2005 a
issued there uncier. :

The central autonomous_
On purchases, works etc,
nd -instryc_tions/guidélihe's

issued thereunder from time to time. A repoit of

Yours faithfully,

) /& |

(J.R. AGGARWAL)
| Dy. Secrctary to the Govt. of Indin
Copy to

jil Bureay Heads — for information.
2, All Divisional heads in MHRD for infor

respect of autonomouys bodies under t
3 PS to AS&FA

4. Director (IFD) and aji officers in IFD

mation and follo,v Up action in
heir administration .control.
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e ) ‘

. No.19-17/2005-IFD
Government of India
Ministry of Human Resource Development
Department of Higher Education
Integrated Finance Division
Naw Deihi
Juiv 24,2007

T,

The Heads of all Autonomous Organisations under Ministry of Human Resource
Development -

Squect: General Financial Rules, 2005 — Applicability to Central Autonomous

' Bodies regarding
Sir, '

: As you are aware, the Genéral Financial Rules (GFR) of the Government of India
were comprehensively revised and updated and the new GER-2005 came to force w.e.f -
7-2005 in place of the GFR 1963. The revised GFR,“2005 as well as subséquent
amendments thereto are available in the official website of the Ministry of Finance at
www finmin.nic.in - Subsequently, Ministry of Finance have also issued manuals on (1)

Purchase of Goods; (i»i)?;'ocurement of Works; (iii) Employment of Consultants which

are available in the same Wwebsite.

2. Consequent upon.the revision of the GERs, it. was. incumbent on the Central.
Autonomous Bodies having their own Financial Rules to bring it in conformity with
revised GFR-2005. Similarly; the: Central Autonomous Bodies which do not have own
approved manuals on purchase, works etc are to.follow the provisions of GFR 2005 and
instructions/ guidelines.issued there under. : -

3. The Autonomous Bodies are therefore requested to take urgent necessary action
to amend their manuals of Financial procedures to bring them in conformity with the
GFR-2005. In case any autonomous body does not have any approved manuals on
Finarcial procedures, they may adopt the provisions of GFR-2005 and the other manuals
on purchases, works etc by the Ministry of Finance. A report of compliance may please
be sent to the Ministry urgently.

Yours faithfully,

3
ﬁ?‘M)

Deputy Secretary (Finance)
Tel:2338-9247
Copy to: _ W
(1) Bureau Heads - for information

(2) All Divjsional Heads in the Ministry of HRD for information and follow "
up action in respect of autonomous bodies under their administrative
control. '

(S."Mohan)



MITIE, Bombay 400 087 30th June, 1994

The

PURCEAEE AN.DA STORES GU IDELINES

following procedures will be followed while -purchasing

materz‘-ixls for the Tnstitute with the overal objectives of:

2)

1)

e)

To maintain \minterru'pted flow of materials.

To ' .procure materisls economically &% & cost consistant

with the quality and service 1equirec.

)\h\'»rJ,L; ;
Bowewver, all purcnases may be made/\at ‘\‘..{’16 overall lowest

cout.

Te wprovide informatio'n_to the varlous departments/sectiorxs
with regard to mz=rial avallability, suppliers ‘czpablility,

perfcrmance etc.
Te enlist/promot‘a oW SOUrces.

To maintain Institute’s reputation and credibility py. feir

dealings.

SLLOCATION OF ' PURCHASING FUNCT ION

The Ins’cirtute's purchase aétivities_ki}l be consolidated into the

following groups: .




Purchases rei&ted to all academic service scheme such &s
sPBEs;, aEDPs, UBPs, Computer Ceqtre, all consumableé and
movatle assets of the hostels, all consumables gnd movable
assets of the Institute, R Saction, Course Material, DTF,

Printing and Publishing, staticnery, uniforms/gtc.

Institute Engineer:

Purchases related to developmzsntal and maintenance’ of all
Institute s immovable assets including electrical, civil,

carpentary and plumbing materials/etcr and movable assets for

_ the quarters. (othe1 than Printing & Stationery consuma®-le

items) . Necessary related Budget Heads will be operated &

sonteelled by 1B, &s hitherto.

Sr. Librarian:- -

Purchases related to the library such as books, Journals and
binding of back volumes. (Other than Printing & Stationery).
Necessary Budget Heads will be oberated & controlled by ©Sr.

Librarian, as hitherto.



. Assistant Reglistrar (Security & Transport):

4.
All purchases related to the Institute vehicles, consumables
for vehicles, overhauling. etc. and purchases for security
section. ' (other than Printing & Stationery) . Necessary'
rvelated Bﬁdget Hesds will Dbe operated & controlled by
AR (S & T), as hitherto.

. 5. Medicsal Officer:
Al Apurchases o.f consumables, (othar than Print_ing &
Stationery), purchase of medicines, surcical consumables for
,dis'pensary. Necessary related Budget Hesd "Hospital» '&
Medical Miscellanecus” 1is transferred to Hedical Officer from
Stores ‘& Purchase section.

STRUCTURE

1

Controller of Examinations:

A Sr. Supdt (Purchase) will assist'thc CoE with regard to -
iasue of.'enquiries for the functions listed above. The Sr.

Supdt. will develop, select and maintain a suppliers list for

vinviting quotations taking into considerat.ion the legal, cost

and tax aspects_after'obtaining the spécific administrative

approval from the competent authority.



Institute Eng ineer:

Supdt. of the estate section will assist 1.E. with regsrd - %0

jasue of enquiries for the #unctlions 1isted above under I1.E.

The Supdé, will devalop, select and mnaintain a suppller 1ist

for inviting guotations tal:ing into consideration the legal,
cost and tax aspects after obtaining the specific

administrativé approval from competent suthority.

gr. Librarian:

Librarian 4111 aszist Sr. Librarian with regard to issue of

enquiries for the functions listed. above under Gl Librarian.

'The Librerian v_Jill develop, select and maintain -a supplier
1ist -for inviting émotations taking into cq_r1§‘1deration £he

‘legal, cost and tax aspects gfter obtaining the svecific

administrative approvel from competent authority.

Supdt . (Security & Transport) will assist AR (Security &
Trans.port) with regard to {ssue of enquiries for the
functions 1isted above under AR (Security & Transport). The
Supdt. will develop, select and maintain a supplier 1list for

inviting gquotations taking into consideration the legal, cost

and tax aspects after obtaining ihe -specific administrative

approval from competent suthority .



5. Medical Officer: . . TR

Dispensary Supdt. willv assist Hedi-:"al Officer with regard to
issue: of enquiries for the functions l;sted above under
-Medical Oificer. The Supdt. will dévelop, select and
mainta'in. a supplier list for inviting quotations taking into
consideraticn the legal, Cosii,--and tax aspects after obtaining

the zpe

(@]

ific administrative . approval from competent

authority.
STOCK REGISTERS

Each user group shall maintain a Stock Reglster by making
appropriate entiries like- opening balanca., “receipts; consumption
end closing balance/ etc.. regarding the materials received from
stores sectioﬁ. Audit section will check thedse registers from

time to time.

RECEIPT OF QUOTATIONS
: €]

All 'quotatiops shall Dbe received by the Ge_rztr’cf_f Purchasing’

Service Cell (_CPSC) under the overall charge of .the' CoE who will

be: a;lssisted by a Sr. Supdt. For receipt of quotations,a box will.'

be kept under the custody of Sr. Supdt (CPSC) and the box will be

opened at 3.00 p.m. on the last working day of every weék under‘
I ——

——

the overall supervision of. CeE:::- The Br.Supdt. will rlace all the



>0

quotations before the Standing 'Committee. Aftér the - cjfl'otﬂa‘ti'ons
are -open‘ed and signed by the members of the Standi_ng Committes
present, the quotations will be sent to 'the. respective groups for
pr_e;-aration of qomparative statement and putting up ‘of +the
coréparatiy.e st&temerl‘t aélong with the quotations to the Standing
Committee through PSC by ﬁarious groups. In Addition, CPSE will
cocrdinate and provide service for the‘pur,chasing actiﬁities of
other groups.. The 2r. Sapdt. (CPSC) Wwill also act as convenor of
t}.we Sta;nding Cemmittes. In eddition, the Sr. Supdt.(_CESC) swill

ensure the following:

7 Al policy system -and Procedures as laid down are followed by

" the various ETrOULs.
2 Supervise overall contract and statutory regulations.

8, Modifications in 1line with Govt. of India rules if any

wherever appliceble.

4. Checking the requirements of the various groups wlith  regard

to budget provisicns and maintaining records.

STANDING COMMITTEE

The Standing Comnittee, which is constituted by the Director,

will generally perform the following:



- To review

and set purchase policy on requirements of materials

from time to time; to direéct end coordinate the activities of

purchases of various groups through CPSC and satores

- To

every six

open. tenders/quot&tions to examine unserviceable

section.

stores

months and recommend action as per rules/procedures.

- To meet periodically to neke recomméﬁaationé for purchase by

the various groups as per procesdures.

- . To

record the proceedings oif the meeting and

to maxe

recommendations for further action by competent authority. The

Sk

Supét. (CPSE will act as the convener of the

committee.

standing

- - Any other terms of reference that may be given to the Standing

Committee by the Directcr from time to time.

CONSTITUTION CF STANDING COMMITTEE

CHIRMAN
HMEMBER
MEMBER
HEMBER

MEMBER

(One of the Frcfessors)

(Oﬁe of the Facult?) o
(One of the Faculty). _
(Registrar) ‘

(Institute Engineer)

MEMBER-SECRETARY (CoE)

CONVENOR The Sr. Supdt (CPSC)

!

In. addition, Staending Committee may invite 1respective

heads whose i1tems are in the agendﬁ.

function



PLACING ORDERS /-

Oh approval of the proceed.ings of the Standing Committee Dbythe
competent: authority, the Sr. Supdt (CPSC) will forward the same
to the refspect.ivé groups for taking further action. Each group
as per their functional reaulirement shall prepare t};e financial
sanction for approval by competent authority. On receipt cof

approval, purshase orders will be got prepared by the individual

_groups in th= approved format signsd by CcE/IE/Sr. Librarian/AR

(Becurity " & Transport)/Medical Officer as per the functicnel

respon svibilitiesv given above.

The -~<copy of the purchase order shall be sent to Accounts, Audit
Section, CP3C and Stores Section alcng with copy - of financisal

sanctions.

STORES SECTION

Registrar will be the custodian of all stores as delegated by the
Director. He w11l be assisted by DR (Admn) and Sr. Supdt.

(Stores).

STRUCTURE

The ©Sr. Supdt. -(Stores) will be incharg’e of Stores and will

report to DR (Adr.nn). ‘



RECEIPT & ISSUE OF MATERIALS

511 materials ordered br the various groups shall be received by
the - Sr.Supdt (Storés). Ali' the purchases will Vbe tgl(en int.o
stock by making a‘pprop:iate entries 1ip the Stock Reglster .after
Ce:rtii"i-:ation ty the individual groups. After taking ltems into
sLOER certificaﬁion of the supplier.js bills, as per procedure,
wi ) | be made and sent to sccount section for making 'payment as

r twerms &nd conditions by the Sr. Supat (Stores) through DR

Ay

P
(/. dmn) &and Fegistrar. The centralised Stock Ezcister will Dbe.
maintained indicating czening balance, receipt, issue and closing

bz lance. Audit ssciion will checlk the stores <tock rexister from

papylte ]

time TO LAME . The itsns will be issued to user Eroups based on

requisitions.

ASSETS REGISTER

"

Nece

[l

aary Assets Kegisters (including _Projef:t.s) sor all cepital

item_‘s,will be mainrtained by the following officialsvt

For Equipment, Furniture & Fixtures - 5r.Supdt. (Stores)
For Vehicles ' _ S(S&T)

Fof Bobics . - Sr. Librarian

For Buildings : - 1IE

Audit Sectlon will periodically check these hssets Reglsters.

e

X —_—




OPERATION & CONTROL OF BUDGET KEADS

 The . operation & control of various Budget Heads being done by

various Departmeni Heads/Section Heads will continue, except what

changes have been mentioned =bove.



