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fowa/Subject: W—WW%W@%W@ZWWW/Implementation of a

New File Movement Workflow for Purchase-Related Files.
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All staff members are hereby informed that a new file movement workflow for all purchase-related files is
being implemented with immediate effect to streamline the process and ensure the timely processing of all
procurement matters. All sections/divisions dealing with such files are hereby directed to strictly adhere to
this new standardized procedure, the details of which are comprehensively outlined in Annexure-I to
Annexure-1V, attached to this circular, covering the entire process from the initiation of indents to bill

processing and payment.
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This is issued with the concurrence of Sr. Accounts Officer and the approval of the Director.

Digitally signed by
Sunita Hiraman Khamkar
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Annexure-|
Indent Work Flow for Direct Purchase under GFR 149/154
HoD <-> Indenter
N2
Section Officer (Stores)<-> Dealing Assistant (Stores)
{ - For Administrative Recommendation
Sr. Administrative Officer / Administrative Officer
N2
Section Officer (Accounts) <-> Dealing Assistant (Accounts)
N2
Accounts Officer
- For FC
Sr. Accounts Officer
{ - For final approval
Director

Nz

Section Officer (Stores) -> Dealing (Stores)For generation of PO
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Annexure-ll
Indent Work Flow for Purchase under GFR 155
HoD <-> Indenter

N2

Section Officer (Stores) <->Dealing Assistant (Stores) <->Will convene the committee and seek
recommendations

{ - For Administrative Recommendation
Sr. Administrative Officer / Administrative Officer
N2
Section Officer (Accounts) <-> Dealing Assistant (Accounts)
N2
Accounts Officer
J - For FC
Sr. Accounts Officer
{ - For final approval
Director

N2

Section Officer (Stores) -> Dealing (Stores)For generation of PO
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Annexure-lll
Indent Work Flow for Purchase under Bid
HoD <-> Indenter

N2

Section Officer (Stores) <-> Dealing Assistant (Stores) — Prepare draft bid and seek approval, request
for technical and financial evaluation committee
{ - For Administrative Recommendation

Sr. Administrative Officer / Administrative Officer
N2
Section Officer (Accounts) <->Dealing Assistant (Accounts)
N2
Accounts Officer
{ - For Financial Vetting
Sr. Accounts Officer
{ - For final approval
Director

Nz

Section Officer (Stores) -> Dealing (Stores) - For Bidding
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Annexure-IV
For Payment
Dealing (Stores) — Verify Bill, Issue Slip and Prepare CB
N2

Section Officer (Stores)

N
DDO

N2

Section Officer (Accounts) <->Dealing Assistant (Accounts)

N2

Accounts Officer
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As per nomination of the Director, a Standing Local Purchase Committee (LPC), as under GFR 155, has
been established at the institute for local purchases, consisting following members:

1. Senior Administrative Officer (In the absence of the Senior Administrative Officer, the Administrative
Officer or Section Officer (Administration) shall serve in this capacity.)

2. Accounts Officer (In the absence of the Accounts Officer, the Section Officer (Accounts) shall assume
this role.)

3. Scientific* or Technical Expert (Mr Vinay Koli will be responsible for matters related to Electronics,
Electrical, and Equipment; Mr Jagdish Patharvat will address concerns related to Civil, Furniture, and
similar materials.)

4. Scientist*
5. Invitee Member (Indenter)

*In accordance with procurement requirements for services, consumables, and furniture, any one or two
scientists from the constituted committees for chemical, scientific services, Equipment, furniture,
computers, purchases, etc., will be called as members of LPC. Furthermore, among these two members,
the senior scientist will act as the chairperson of the committee.



