Flow Chart for Direct Purchase (Upto Rs. 25,000 including taxes)


	Preparation of Indent by the User / Indenter and raise request on
Quartzy / IT based software



	Confirmation of the Budget availability & Expenditure will be booked
by the Finance & Accounts Section



	Approval of Indent from the Competent Authority



	Reimbursement / Invite Quotation / Direct Purchase of Items



	Submit the duly Approved Indent to the Purchase Section, if PO is required



	Receipt of the Material by the Indenter / Stores Section
along with Invoice/ Bills (as case may be)



	Stock entry by Store Section and Issue of the item to the Indenter



	Forwarding the bills to Finance & Accounts Section for Payment






Purchase of Goods by Purchase Committee
(Procurement of more than Rs. 25,000)

	Preparation of Indent by the User/ Indenter and raise request on
Quartzy / IT based software



	Endorsement & Recommendation by the concerned HoD of Indent



	Confirmation of the Budget availability & Expenditure will be booked
by the Finance & Accounts Section



	In case of proprietary purchase: Invitation of quote and proprietary certificate by the Indenter and at the same time from OEM. Prior approval is required from the competent authority



	Store section will check for availability
of the indented item in the Store



	Submission of the duly approved Indent along with enclosures
to the Purchase Section for place before the purchase committee



	Evaluation and Recommendation by the purchase committee



	Audit of the purchase committee recommendation by the Internal Auditor



	Approval of Indent from the Competent Authority



	Issue Purchase Order by the Purchase Section



	Receipt of the Material by the Stores Section along with Invoice/ Bills



	Inspection of Goods / Items (Quantity, Quality, Specifications etc.) by the Indenter



	Stock entry by Store Section and Issue of the item to the Indenter



	Forwarding the bills to Finance & Accounts Section for Payment



