Procurement

PROCESS OF FLOWCHART FOR PURCHASING CONSUMABLES (FC IV)

CONSUMABLES

Committee
Principal
Bursar
Deans
Heads of
Departments

Science Departments - Lab Requirements

\4

Convening a meeting for allotment of money to the
departments for purchasing consumables

A4

Concerned Departments to locate potential suppliers

\4

Getting three quotations and submitted in the Bursar’s office

\\/4

Issue of Purchase order by the Bursar’s Office

\4

Purchase of items after checking for qualitv

\4

Entry in the goods received register at the Departments

\4

Payment of bill by the Bursar

Other Requirements - Office / Departments/
Centres & Hostels

A4

Preparation of list of requirements for routine items
by the faculty in-charge with the approval of HoD /
Coordinator in charge of Centres

Records

A4

Bursar’s office to locate potential suppliers

/2

Getting three quotations and evaluating suppliers

List of items purchased
Stock register

Quotations
Bills

\\4

Issue of Purchase order by the Bursar’s Office

\4

Purchase of items after checking for quality

A4

Entry in the goods received register at Bursar’s office

\4

Payment of bill by the Bursar




