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As per GFR 149, All items available under Government E- Market (GeM) have to be
mandatorily procured from GeM only. The following modes of purchase can be
adopted for the items NOT available under GeM.

1

% JcIeT TG (T &HIG)

Direct Purchase (Local Purchase)

% T @G GfAfd garT @l (Terdrdr.)

Purchase by Local Purchase Committee (LPC)

% Tehel Wi & TG (AT a&] JHO-T)

Purchase by Single Source (Proprietary Article Certificate)

% AT [faer gomel (Teher arel 31K 2 ael)
Limited Tendering Mode (Single Bid and Two Bid)

% el / af¥ash fAfaer yomeh
Open/Global Tender Mode




1. ycgeT @i (25,000/- TIT TF ST HANTIH)
Direct Purchase (Indent value upto Rs.25,000/-)

HARTIA/TEX T AT
Preparation of Indent/No.

J

Sofc H TR AT 3Tdr i give/alie & v fAeers & egales Jred e

Confirmation of Budget availability/Approval from the Director for purchase

J

T SR & Al &l JcdeT WG

Direct Purchase of Items from Local Market

g

GRETT 37T T H-YTASE YHTIT-T/HE-HMTT JHATUT-U/SR AT H el STAT ke

Entry certificate by security /Receipt of goods certificate/Submission of Bills in Store

J

$SR 98T & A & YANOIT F=T
Stock Certification in Store Ledger

4

AT 8 or@n fsmmaT Y foet 1 3T Fear

Forwarding the bills to Accounts for Payment




2. Ty @l afafa g@Err @l
(25,000/- 39T & 3O« 3iX 2,50,000 TUT TF T AIT)

Purchase by Local Purchase Committee (LPC)
(Indent value above Rs.25,000/- upto Rs.2,50,000/-)

ARG 7 IR 3R 39 Wl [T § AT FEr

Preparation of Indent and submission to Purchase Section

g4

Sofc # RN T 3Ttdr i give/alie & AT fAeerd & Al Jred e

Confirmation of Budget availability/Approval from the Director for purchase

J

AT @lie afAfa #r 15T

Constitution of Local Purchase Committee

4

3TaY Y Gfshar @ IeeueT Y Tle fasmer & SAT el

Submission of Quotation to Purchase section for processing

J

T, [qmeT carr Tlle S $H Gany

Preparation of purchase proposal by Purchase Section

g4

TE gEdTd HT SIET-aeT
Audit of the Purchase Proposal

g4

TEATd &I 3HeTAle 3R 3T &1 Hopll

Approval of the proposal and sanction of the expenditure




g

HATCA T FEIfT

Placement of purchase order

J

greaft & gifea

Receipt of the material

J

GR&TT 3Te]HIET ol H-HTATSE FHTUT-GF/HE-ITCT JHIOT-T/3SR 3HTT H el STAT hTer

Entry certificate by security/Receipt of goods certificate/submission of bills in Store

J

3YGNTehcll SaRT He T ATHT, 0T, Hd 31 o1 fareor

Inspection of goods (Quantity, features, functions, etc.) by the user

J

AT 8 or@r fasmmar Y foet 1 3T Fear

Forwarding the bills to Accounts for payment




3. e fAfaer aarT @dig / AfasEr avg yHO-T

Purchase by Single Tender / Proprietary Article Certificate

g

ARG & IR 3R 3@ @l e § AT FEr

Preparation of Indent and submission to Purchase

g

Soflc H URN T 3T i gise/alie & v s & deAlesT ured Fta

Confirmation of Budget availability from Accounts and approval of the Director

g

HIITehcll EERT I I AT IR FEJFA TAUT HAfARIAT a&] FA-TF T T
Collection and recommendation of the Quote by the Indenter and submission of
proprietary article certificate (PAC)

g

mﬁmagmﬁa#@ﬂa%mﬁmm

Submission of the Proposal to Purchase section for processing

Tohel G (RTd) TR 9 Brgel HT IhaT g THIRT & 3efAleed AIed el

Approval from the SPC for processing the file on a single source (PAC) basis

4

Gle N1 SaRT T FEdTa T Iy

Preparation of sanction proposal by Purchase Section

g

TlE gEd1d HT orET-uieTT
Audit of the Purchase Proposal




g

TEATd @I 3HeTAle 3R 3T &1 Hopll

Approval of the Proposal and Sanction of Expenditure

4

HATCT AR HLAT

Placement of Purchase Order

g

QAT T AT / GI&T 3T T He gfafse gaor-aT
Receipt of the Material/Entry certificate by Security

J

ATIThcll SaRT AT T 0T, AET, FaATar, Hr& 3nfe & f@defor
3R AT 1 FEATT 3N FHi
Inspection, Installation, and Acceptance of Goods

(Quantity, Quality, Features, Functions, etc.) by the Indenter

J

SUGRTRAT T STRY el TAUT Teleh TATUTA g HSR 3TN H foer STAT ahdelm

Submission of Bills in Store for Issue to the User and Stock Certification

J

ITaTT gd or@T AT F f9ar & 3T FEr

9 9

Forwarding the bills to Accounts for Payment




4 @fAa fafaer gomrelt / Limited Tendering Mode

25,000 29T & 3f&er 3 25,00,000 T & Hed H A
(Indent Value above Rs.2,50,000/- upto Rs.25, 00,000/-)

fafder & faevor S &=, gfee, A, e 3nfg /
He 1 el derd / el e & JoFd AT AR T

Preparation of Indent with Specification details

(nomenclature, Units, Quantity, and Features, etc./previous cost/life of the item, etc.)

J

golc & T Hr 3uarstrar Hr o 3TTHTIT &I gf@c’/‘i?l?%m &7 31o1a-|\|qo1 gred shdel

Confirmation of Budget availability from Accounts and approval of the Director

J

g e 5.00 oG T9F § A g dl A & 3igres /
I Hed 5.00 g e9F F 308 g1 off THNE v epeian AR fAcern @ 3egAleT
Approval of Director if less than Rs.5.00 lakhs / if more than Rs. 5.00 lakhs

Recommendation by SPC and approval by Director

l

s-¢sfar, aiferar & wifta 3R @refer
E-Tendering, Receipt and Opening of Bids

J

ARTHA/ATATY SarT Hedishst

Evaluation by the Indenter/committee

Y HH JiAfhdcdAS stell (T, 1. IEATE) T IdT o[ & o
JetelicHe TeRor (FHIAd, 3Tqfcd @1 erd 3R &5H) TR S
Preparation of Comparative Statement

(Price, Terms and conditions of supply) to ascertain the Lowest Responsive Bid (L.1. offer)

J




g omere 5.00 g 94 & 348 § o T WATT & fauR v e

Consideration and recommendation of purchase committee if cost is more than Rs. 5.00 lakhs.

J

UETT T 3fefHIe 3R 7 Hr Al

Approval of the Proposal and Sanction of Expenditure

J

T A IR FHLAT

Placement of Purchase Order

J

QAT T IS / GR&T 3FTeAT T HAe gfafse Ao
Receipt of the Material/Entry certificate by Security

J

ATl SaRT AT T A0, AET, faAar, Hr& 3nfe & f@defor
3R AT 1 FEATTT 3N FH
Inspection, Installation and Acceptance of Goods

(Quantity, Quality, Features, Functions etc.) by the Indenter

4

ST I STRY el AT TCleh THUTA §c] HSR IHqemman H el STAT el

Submission of Bills in Store for Issue to the User and Stock Certification

4

ST & AT fIsmaT ol foell &l 3@ e

Forwarding the bills to Accounts for Payment




5. gel/dReas fafaer goreh
(25,00,000 ¥9T & IfOF FAew i 7AL)
Open/Global Tender Mode
(Indent Value above Rs.25,00,000/-)

fafaider & faeror S &, gfete, AT, faRIvare 3nfg /
He 1 el aerd / el e & JFd AT AR T

Preparation of Indent with Specification details

(nomenclature, Units, Quantity, and Features etc./previous cost/life of the item etc.)

4

golc & TfA i 3uarstrar Hr o 3TTHTIT &I t_fr'@d | AcUh 1 31u1a-|‘|qa1 9T el

Confirmation of Budget availability from Accounts and approval of the Director

4

TR Y TR AR fACereR @ 3efHlesT

Recommendation by SPC and approval by Director

4

$-3sRer, AR 97 & g 3R aifedt & it ik @rerer
E-Tendering, Publication in News Paper and Receipt & Opening of Bids

J

ey TAAVe JoFel cohelieh! WIATT @RI Hediehel

Evaluation by the Technical committee consisting of External Expert

{

a8 FA gfafrdicAs diell (T 1. 9Ed1@) &7 IaT &elel & ol
JetellcHe TaeRor (FHIAd, 3Tqfcd @1 erd 3R &5H) TR S
Preparation of Comparative Statement (Price, Terms and conditions of supply)

to ascertain Lowest Responsive Bid (L.1. offer)




TR eanrT faur 3R sregerEr

Consideration and recommendation by SPC

l

YT I 3eTAIE 3R o3 & Hoplr

Approval of the Proposal and Sanction of Expenditure

4

T A IR FHLAT

Placement of Purchase Order

4

QAT T IITT / F&TT 3T T HAe, fafse gaAmor-aT
Receipt of the Material/Entry certificate by Security

J

HITehcll GART FGT T IOTEedT, AT, TV, HRT 3T Hr @ eror
3R AT 1 FEATT 3N FH
Inspection, Installation and Acceptance of Goods

(Quantity, Quality, Features, Functions etc.) by the Indenter

4

ST I STRY el AT TCleh THIUTA §] HSR IHqemman H el STAT el

Submission of Bills in Store for Issue to the User and Stock Certification

4

ST & AT fIsmaT ol foell &l 3@ e

Forwarding the bills to Accounts for Payment




HSR_ITHIT oh YR 3N Solehl Hrd
CATEGORY AND FUNCTIONS OF STORES

1. AT AR 31?_{841'JT | General Stores

>

T HEA & SN TS HF e[0T & 707 3 F & ¢
Function under the control of the Stores and Purchase section of the Institute.
g TTHAT FH F 3o dTel HSRT A Tl J W@dT gl

Will stock all the general-purpose items.

A 1 AN el R AT d@ @ 3HRr It T B

It will issue the items on demands on specified dates.

qoTeTd ATel HUfRT ol &7 I&XETT el

Maintains the CAPITAL GOODS ASSET REGISTER.

S1g H 3¢ WS HITehc /o971 feam Sl &

ALL capital goods are received by the general stores and issued to respective
Indenter/sections.

5ot faavor Geftra sl aeg-g oot & &of foham ST g
The details are entered in the respective Personal Inventory Register (PIR)
Yolera #el & fefoee Sita & ater &1 e &

The physical verification of the capital items is carried out every year.

2. 2. 5T dHarhr HSR (HETH) Central Technical Stores(CTS)

>

AETH & IHART FHT & HAIT07 7 S T gl
Function under the control of the Faculty-In-Charge — CTS
SANTRATT F &I 37T dTel FA Pl Eleh H @l g
Will stock all the technical items for lab use.

AWET 3THY Tleh Uoll T I@IETT T g

Maintains the Accountable Consumables Stock Register

g5 3%, U 3184, AT3H, HI-AI5 dUT ofd THT doh A Mol el 3T A,
AW 3YHTT FAel & Hcddd 3T g

Hard disk, Pen drive, Mouse, Keyboard and other long durable usage items are treated
as accountable consumables

He &I A qU g AT 38k A5¢ gl Silel TR HFTehcll/3THTT GaRT 38 dller feam

ST T1fgu|

Needs to be returned by the Indenter/ sections on expiry of life/damage
3UHITT GTAAT ST I@IEIT FAT ¢
Maintains consumables registers.

3afe d 9T A7 T ¢

Issues the items periodically.




3. femir / aRASET i3/ g (3rrET)

Departmental / Project Stores (Imprest)
> famemegsr/aRAST edvd & [AIIT H FIH FAT B
Function under the control of Head of the Department(HOD’s)/Project Investigator(PI)
> 3R A1 aRASer @A & @l dr e arelr FAar 1 Fie FdT gl
Will stock all items purchased from Imprest/project funds

> YANERIAER I7 IRATSAGR Tele 9faal &l @WEE 1 gl

Maintains the stock register by lab wise/project wise

>
The physical verification of the items will be carried out at periodical intervals by
the HoD’s / PI
€7 ¢ / Note:

% T HUSR TAHRT & I3 YUT TTATT & Sclelc W 3Tae gl
All Purchase and store forms are available on the Institute Intranet.

By
Stores & Purchase section
IIITDM KANCHEEPURAM




