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MAEER's 

MIT Arts, Commerce 
& Science College

(Affiliated to Savitribai Phule Pune University) 

A 

Policy & Procedure 

Purchase Committee 

(To be implemented from AY 2007-08) 



MIT ARTS COMMERCE & SCIENCE COLLEGE, ALANDI (D), 
WORK ORDER PROCEDURE 

Receive the Purchase Requisition form from concern Department. 

Ask quotations from approved suppliers (Minimum 3 Quotations) 

Negotiate the rates with vendor in purchase committee meeting 
and prepare the comparative statement along with the minutes of 

meeting.

Prepare the purchase order and budget note as per the Terms & 
conditions discussed in meeting. Forward along with all above 
documents and obtain the approval from concern authorities. 

After approval send the PO to supplier to start or implement the 

service as per the conditions agreed by them. 

Receive the service in stipulated period and check them as per the
requirement by the Department. 

Inspection /Testing of service from concern department and 
obtain the technical report/ check test report from them. 

Make the entry in Stores Inward Register. 

Forward the Tax invoice to Accounts for payment. 
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MIT ARTS COMMERCE & SCIENCE COLLEGE,ALANDI (D), 
PURCHASE ORDER PROCEDURE 

Receive the Purchase Requisition form from concern Department. 
Check the availability in Stores, if not available then,

Ask quotations from approved suppliers for major items

(Minimum3 Quotations) 

Negotiate the rates with vendor in purchase committee andd 
prepare the comparative statement along with the minutes of 

meeting. 

Prepare the purchase order & budget note as per the conditions 
discussed in meeting. Forward along with all above documents and

obtain the avvroval from concern authorities. 

After approval send the PO to supplier for supply/arrange of 
material as per the conditions agreed by them. 

Receive the items in stipulated period and check them as per the 
requirement by the department. 

Inspection /Testing of equipment from concern department and
obtain the technical report/ check test report from them. 

Make the entry in Stores Inward Register. 

Maintain Receipt/ consumption record register for daily issue of 
stationery items. 

Make Entry in Dead Stock Register of Non Consumable item. 

Forward the bills to Accounts for payment.
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