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i/‘l*lst(.l Date:- 0 1 / /2417/7027
In pursuance to office order n0.6599 /Estt-| dtd.Ol.l().Z()w, it is noticed that whjj.
doing procurement of various materials PToper procedure s pot being followed which
will create future audit objection and fixing of responsibility. In this regard, a detaijle(
Step by step procedure jg outlined in the following tapje for easy disposal of
Procurement process.
Stepsto |
be
__followed | Qs o
Step-I | Materia] reéquisition to pe received from concerned Section /injt through
L unit head which s to be placed in the file._ﬂ_r_“‘

Step-II a) Report of Technica] Committee ag and when F(iﬁuired‘?r]dérgté?utg/.
' Rules/ Circulars issued from time to time.

'b) Based op the requisition, the burchase section (store/e-

] Gov/Dept/unit/section etc.) will check the cost in the GeM portal/ local
| ' market and accordingly file wi]] pe Putup for administrative approval.
~ Step-III ' The estimateq cost has to be booked from the corresponding budget head

Step-1V | Once Sanctioned, the concerned section has to put up filre"'r;élfeasfirngéfr
{

)

.
No. AD

~ Description

S

Step-V ' Order is to pe place‘dTn_El;e\(;‘ef\/fb‘)_/‘foﬁo‘wir{é t'}‘lgiG'éI'\f Ei{ideliné: The
detailed GeM 8uideline is given in the University website WWw.Suniv.ac.in
| SWW.Suniv.ac.in

Step-VI | Once material received, the Section has to do the necessary stock entry

L fand_g_ene_@mQ@C.Thesyste_rpwi“ automatically shoy, the Invoice,

. Step-VII me concerned section has to put up the file along with pj by stating at ;

! the reverse side of the Invoice e, generated from GeMm certifying that “the |
i Materials were received in goo(d condition and entered in stock register
' page No__ & SLNo.__ " It is the duty of buyer to check the portal if any
” LD is penalized by GeM for |ate doh‘vw*y if yes, the buyer has to mention

| 'the LD amount to be deducted from the Gross amount while processing

; —~ | thefile for payment.

|

- Step-VIII | The dccount section has to check al] the documents along with Invoice,

—Lstock register, ,D, Statutory deduction j.e, |1 & Tax on GST before pass &j
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} Payment of the bill. The payment has to pe completed within 10 daﬁa
5\&&9@5&3@_@@ willbe imposed by GeM. =

Step-lx Once payment made by Account section, it js the duty of Buyer to process
| the bill on GeM by deducting the necessary deduction made by account

|
{
{

}\- el DL SonGSTeteitany, ]
| Step-X |[The DDO/PAO has to approve the Payment processed by the Buyer an

| | updates the payment details in the GeM portal, so that the overallé
———— [ procurement cycle will be closed as per GeM guideline. ]

At the time of processing of file, the following steps must be kept in the noting side for
€asy cross check and verification. The steps are as follows:
1. Date of requisition.
Date of Technical Committee Report.
Date of initiation of file.
Date of Administrative Approval & Financial Concurrence.
Date of Sanction order.
Date of placing order.
Date of Receipt of good in the Stock register & CRAC Generation.
Date of processing invoice in the file.
. Date of Payment by DDO.
10. Date of Payment updation in the GeM portal by DDO.
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Further, if any kind of procurement done in advance without following the above

procurement steps shall not be entertained for payment. (‘L }J
Regw

Memo_&é_‘f_@fsttl Date: - G’ez ? 0’67 20 7

Copy forwarded for information & necessary action to:

1. Chairman, PGC

2. All HOD, PG Department

Director, e-Gov/ Director, SUIIT/ Director, HRDC/ Director, CDC etc. Sambalpur

University.

1. COF/AO/Acct-1 & 11/Audit cell/Fund/Bill section, Sambalpur University.

>. OIC/Store & Purchase, SO/Store & Purchase, Sambalpur University.

5. Dy.Registrar/Administrative Ofﬁcer/AE(C)&]E(C)/OIC(E)&]E[E]/ 0IC (Gym)/PEO/
LSy’s‘t'ém-In-Charge(e-Gov)/Placement Officer, Sambalpur University.

7. PA to registrar/Secretary to Vice Chancellor, Sambalpur University.
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