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Flow Chart for Purchase 

1. Accounts department will send the sanctioned Budget to all departments. 

2. Accounts Department also will send the notice to all departments for purchase the 

requirements as per the sanction Budget. 

3. Then head of the department will circulate the notice to their departmental staff for the 

requirement(s). Moreover, staff will be submit their application as their requirement to 

the respective departmental HOD. 

4. Then Department Technical Purchase Committee will call the meeting and they will 

discuss the details as received. Decided final requirement forwarded to Central 

Technical Purchase Committee as mentioned in format. 

5. The collected requirement forms and their details will be discussed in Central 

Technical Purchase Committee meeting and remark will be give either sanctioned or 

not sanctioned then, the details will be forwarded to Purchase Committee. 

6. The finalized requirement as passed by CTPC will be put in front of the purchase 

committee in their meeting. 

7. Purchase Committee will discuss on this requirement(s) and finally they approved /not 

approved requirement as per allocated Budget and then forwarded to Purchase Officer.  

8. Then, Purchase Officer will forward the finalized list requirement to to the respective 

department 

9. Then department will call the quotations from minimum three vendors and will prepare 

comparative chart of the approved requirement. Then prepared chart will be submitting 

it to the Purchase committee. 

10. Purchase Officer will call the meeting of Purchase committee and reviewing the all 

Quotation for further negotiation which will be done in front of all purchase committee 

members. 

11. Lowest negotiated rate will be considered to make the work order. Then, the details of 

vendors who have gained the work order will be informed to central store. 

12. Moreover, Central store will communicate to the respective department about the 

making of Purchase Order of respective material(s). 

13. Respective department will prepare the Purchase Order of the sanction 

material/Equipment.              Back to Index 

PURCHASE POLICY 
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14. Central store will collect the all prepared purchase order and distribute the order to 

respective vendors.  

15. Received Equipment/material form approved vendors will be checked and confirm by 

Central Store department. 

16. The purchase instrument/material/Equipment will be in inward in the General Purchase 

Register (GPR) 

17. Then central store will hand over the all material/Equipment to concern department. 

18. The lab assistant will note down the material in departmental register and HOD will 

arrange the installation and training programme of the purchased instrument through 

their staff. 
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