
Standard guidelines for the Departments/Conveners of Society for procurement of goods and 

hiring of service  (For detailed instructions, please refer to the GFR 2017(General Financial Rules) 

with its time to time amendments). 

 

I. Before finalization of any purchase proposal, the following aspects may be ensured: 

 

➢ Requirement of the item of purchase must be justified considering its 

 available stock position, technical knowhow of its operation, available space for its 

functional   installation and relevancy with the working of the department/societies/units. 

➢ In case of purchase against existing stock in the dept./units, working condition of the same 

along with condemnation status must be referred to in the proposal. 

➢ Estimated cost must be worked out by the indenting dept. /units while initiating    any 

purchase proposal. Do not indicate a requirement for a particular trademark, trade name or 

brand. 

➢ Approval of specifications (if any) by the technical members / technical committee /purchase 

committee must be attached with the proposal. 

➢ Ensure availability of funds-do not place supply order without funds. Availability of the 

funds with the dept. must be reflected in the purchase proposal. 

➢ Administrative Approval & Expenditure sanctions by the competent authority can be 

proposed after providing the above details. 

 

II. Purchases can be carried out by GeM (Government e Marketing) or by eProcurement tendering 

System on CPP Portal (Central Public Procurement). As per the provisions of Rule 149 of GFR 

2017, it is stated that “The procurement of goods and services by the Ministries or 

departments will be mandatory for the Goods or Services available on GeM” 

Procurement in the college is done through Government e-market place. This is the process to 

procure goods or services through GeM. 

 

1. Approval from the head of the institute for the purchase. 

 

2. Parameters like location of the vendor, item specs, make, model etc. as required and 

approved from the respective Department are checked for the availability on GeM. If 

available, 

 

a. Direct purchase is done upto Rs.50,000/-. 

b. If the total value of the Item is more than Rs. 50,000/- and upto Rs. 10,00,000/-, the 

said item is purchased from the L1 vendor, and the Comparative Sheet is prepared 

by selecting 3 different OEMs or purchased through bidding or RA if the requisite 

specifications are not met with in the listed item. 

c. If the total value of the item is more than Rs.10,00,000/-, Bidding or RA                  

(Reverse Auction) is the only option to make purchase. 

3. After receiving material in good condition, CRAC (Consignee Receipt & Acceptance 

Certificate) is generated. 

4. Bill for payment is sent to the concerned Accounts Section. Payment to supplier is made 

electronically (RTGS/NEFT) as per Institute norms. 

5. After making payment, detail of the same is uploaded on GeM portal. 

 

 

 



III. Goods can be procured by Proprietary Article Certificate (PAC) buying, after taking approval of 

competent authority and bid submissions will be only for the selected make and model. Multiple 

make and model selection is not allowed at the same time. 

 

IV. If the item could not be procured on GeM/ or by e- Tender then under   special circumstances, 

requisitioned/ buyer should obtain the approval of the Principal giving the suitable justification 

for the same.   

 

V. For goods / services not available on GeM, non-availability report should be generated. 

 

 

 

 

Steps to procure items 
outside Gem 

Competent Authority 

Purchase uptoRs.50,000 PI/Individual Faculty is allowed to Purchase 

No quotation is required and the purchase is made through open 

market as per GFR . 

If Purchase is above 
Rs.50,000   and 
up to Rs.10,00,000 

PI/Head is the Competent Authority to grant approval for this 
purchase 

Purchase with three quotations by 3 Member PFC is allowed 

If Purchase is above 
Rs.10,00,000 

PI/Head is the Competent Authority 

At least 3 quotations are required or E publishing on NIC 
portal &e-procurement is mandatory 

If Purchase is above 

Rs.50,00,000 

Governing Body is the Competent Authority to grant 
approval for such purchase 

E-publishing on NIC portal &e-procurement is mandatory 

 

 



 

 

INFORMATION RELATED TO PROCUREMENTS 

SERVICE ORDERS 

 

 

 

 
 

 

 



 
 

 

 

 
 

 

 

 

 
 

 

 



 
 

 

 
 

 

 

 
 

 

 

             PRODUCT PURCHASE 

 
 

 

 



 
 

 

 

 

 

 
 

 

 

 
 

 

 



 
 

 

 

 

 
 

 

 

 

 

 
 

 



 
 

 

 

 

 
 

 

 

 

 

 
 

 

 



 
 

 

 

 
 

 

 


