
 

Process Flowchart for Purchasing Books (FC I) 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Department Requirements  
 Available copies of existing books 
 Thrust Area in the curriculum 
 New courses introduced 

Bills 
 Triplicate for books / CD’s (submitting the 1st copy of 

the bill to Bursar Office, 2nd copy filed in the Library and 
3rd copy to dept. for filing) 

 Duplicate for other items, original bill to the Bursar and 
the copy to the department 

 Duly signed by HOD / faculty in-charge  
 Indication of Head of Account 
 

 List of Books  purchased 
 Stock register 
 Bills 
 

Records 

Payment of bill by the Bursar 

List of books given by the departments / 
Centres 

Purchase of Books 

Norms for ordering 
Online by Department 
and Librarian 
 

•    Advance  for Cash on 
Delivery to be received 
form the Bursar’s by 
giving are request 
letter to the Bursar to 
be received form the 
Bursar on Request  

Identifying the requirements for purchasing 
books (General Library / Departments / 

Centres 

Management 
Funds 

Government Grants 
Convening a meeting for allotment of money 

to the departments 

Allotment to Library / Departments / 
Centres by the Principal & Bursar 

Books sellers are called for a meeting with the 
Principal / Viceprincipal, Bursar and the 

Librarian 

Purchase order will be issued by the Bursar 

Books will be sent to Library by/ 
Departments & Centres for accessioning & 

processing 

Submission of books and bills in triplicate to 
the Librarian with the signature of the HoD / 

Co-ordinator 

Entry of Accession No. on all bills & submission of 
bills to the Bursar’s Office by the Librarian / 

Department 

Supply of books by vendors decided by 
Principal, Bursar and Librarian (based on the 

maximum  discount offered 

• Aided Account 

• SF Account 

• Management Account 

• Grant Account (Each Grant 
Separately) 

Members 

• Principal 

• Bursar 

• Deans 

• Heads of 
Departments 

 
 

UTILISING 



  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Purchase Order 
 Discount 
 Delivery 
 Time Schedule 
 Checking for 

quality  
 

Purchase 
Committee 
 Principal / VP 
 Bursar 
 HOD/ 

Convenor/ 
Coordinator/ 
grant recipient  
. 

PURCHASE OF EQUIPMENT (FC – II) 

• In case of branded products the distribution is 
done by the company order will be placed on the 
distributer  

• If there are more than one authorized dealer for a 
product quotations will be obtained from as 
many authorized dealers who may have interest 
to supply 

• For sole authorized dealer, three quotation are 
not required 
 

Arranging for demonstration/ 
meeting of Purchase Committee if value exceeds 

Rs.50,000 and negotiate the price 

Selecting the vendor and issue of purchase order by 
Bursar’s Office 

Purchase of items after checking for quality 

Entry in the stock register 

Submission of quotation, order & bills signed by 
person incharge and /or HOD to Bursar & copy for 

dept. file 

Payment of bill by the Bursar a 

Evaluating 
Suppliers 
 Price 
 Quality 
 Previous 

experience 
 Reputation  
 Services 
 Delivery time 

Quotation 

 Three quotations will be 
received for items worth 
more than   Rs. 1000/- for 
Government Aided 
Accounts  

 Three quotations will be 
received for items worth 
more than  Rs. 5000/- for  
Management Accounts  

 List of items purchased 
 Stock register 
 Purchase Order 
 Quotations 
 Bills 
 

Records 

Identifying the requirement for Purchasing 
Equipment (Office / Departments / Centres) 

Management 
Funds 

Government Grants 
Allotment to Library / Departments / 

Centres by the Principal & Bursar 

UTILISING 

Convening a meeting for allotment of money 
to the departments 

Members 

• Principal 

• Bursar 

• Deans 

• Heads of Departments 
/VicePrincipal 

 
 


