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Ref. No. Date: $147 2025

Standard Operating Procedure (SOP) for Purchasing

l. The concemed deparlment should submit a firnnal purchase rerlrrirement of the
iter-niequipment to the Principal.

2. The Principal reviews the necessity of the required itemlequipment & as per the
requirernent, the Principal will instruct the adinin staff to prepare a note and send

it for approval of the Hon'ble Executive President.
3. Once the approval is received, quotations fiorn at ieast 3 differc'nt supplicls arc

invited by the concerned deparlment for the items/equipment to be purchased.

4. Then a comparative statement is prepared after negotiations.
5. As per quality specifications and negotiated cost, the comparative statement will

be sent to the central purchase officer. The purchase officer then prepares the
schedule and agenda for the purchase committee fi"om the Vlanagement & conve5,s

the schedule to the college.
5" Then the concerned staff-of the deparlment rn'ill inform all three vendors to remain

present on the scheduled date & time before the purchase committee for the
negotiations" The concemed statT, along with the Principal. will also attend the
purchase committee.

7 " Atter finalising the vendor, the purchase committee signs the comparative
statement stating the remark on whorn to give the order of purchase.

B. Then admin staffof the college have to prepare the 'Purchase Order (PO)'& send

it with approved note & comparative statement ta the central otfice tbr getting
signed it by honb'le Executive President.

9. After getting the signed Purchase Order in the college, a copy of-this PO has to be
given to the concerned stafYdepartment by the store in-charge. That
statlTdepafiment will provide it to the vendor.

i 0. 'fhe vendor will supply the item/ecluipment as per the PO rvithin the stipulateci
tirne & gives the 'Tax Invoice'.
Here, the purchase procedure will be over. The accounts department will then
process the bill for payment to the vendor.
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Ref. No. Date: 1518712024

Standard Operating Procedure (SOP) for Purchasing

1. The concerned depar:tment should subnrit a furmal purchase requirement of the
item/equipment to the Principal.

2- The Principal reviews the necessitl, of the required itern/equipment & as per the
requirement, the Principal will instruct the adtrin stafIto prepare a note and send
it for approval of the Hon'ble Executive President.

3. Once the approval is received, quotations fi:om at least 3 difTerent suppliers are
invited bir the concerned department for the items/equipment to be purchased.

4" Then a comparative statement is prepared after ne_qotiations.
5. As per quality specifications and negotiated cost, the comparative statement w,ili

be sent to the central purchase officer. The purchase officer then prepares the
scheduie and agenda for the purchase comrrittee fiom the ft.'lanagement & conveys
the schedule to the college.

6. Then the concerned staff of the depafiment will inform all three vendors to remain
present on the scheduled date & time before the prirchase committee for the
negotiations. The concemed stafT, along with the Principal, will also attencl the
purchase committee.

7 " After finalising the vendor, the purcirase committee signs the comparative
statement stating the remark on whon-r to give the order of purchase.

8. Then admin staffof the college have to prepare the 'Purchase Order'(PO)'& send
it with appi'oved note & comparatir,'e statement to the central office for getting
signed it by honb'le Executive President.

9. After getting the signed Purchase Order in the college, a copy of this PO has to be
given to the concerned staffldepafiment by the store in-charge. That
stat?deparlment will provide it to the vendor.

10. The vendor wili suppiy the itemiequiprnent as per the PO within the stipulateel
time & gives the 'Tax Invoice'"
Here, the purchase procedure will be over. The accounts department will then
process the bill lbr payment to the vendor.
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Ref. No. f)ate: 17/{1712023

Standard Operating Procedure (SOP) for Purchasing

1. The concerned department should submit a fonrral purchase requiremerit of the
item/equipment to the Principal.

2. The Principal reviews the necessity of the required iternlequipment & as per the
requirement, the Principal i,vill instruct the admin stafl-to prepare a note and send
it for approval of the Hon'ble Executive President.

3. Once the approval is received, quotations fiom at least 3 ditTerent suppliers aie
invited by the concerned deparlrnent for the iterns/equipment to be purchased.

4. Then a comparative statement is prepared atler negotiations.
5. As per quality specifications and negotiated cost, the comparative statement will

be sent to the central purchase olficer. The purchase officer then prepares the
scheduie and agenda for the purchase committee from the Managernent & conveys
the schedule to the college.

6. Then the concemed staff of the department will infbrm all three vendors to remain
present on the scheduied date & time befbre the purchase committee fbr the
negertiations" The concemed stafl along with the Principal, will also attend the
purchase committee"

7. After linalising the vendor, the purchase committee signs the comparative
statement stating the remark orr w'hom to give the order of purchase.

8. Then admin stafTof the college have to prepare the 'Purchase Order (PO)'& send
it with approved note & comparative statement to the central office for getting
signed it by honb'le Executive President.

9. After getting the signed Purchase Order in the college, a copy of this PO has to be
given to the concerned staf?depaftment by the store in-charge. That
stat?department will provide it to the vendor.

10. The vendor will sr-rpply the item/equipment as per the PO within the stipLrlated
time & gives the 'Tax lnvoice'.
Here, the purchase procedure will be over. The accounts depaftment will then
process the bill for payment to the vendor.
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