
​Research and Development (R&D) Section Purchase Procedure:​
​A​ ​comprehensive​​set​​of​​purchase​​forms,​​workflows​​and​​Important​​Information​​added​​here​​to​​facilitate​
​transparent,​ ​efficient,​ ​and​ ​standardized​ ​procurement​ ​processes​ ​for​ ​Sponsored​ ​and​ ​Consultancy​ ​Projects​
​which​ ​are​ ​available​ ​under​ ​Download​ ​Forms​ ​and​ ​Important​ ​Information​ ​Tabs​ ​on​ ​the​ ​Institute​ ​Website​
​under​​R&D​​Section​​Webpage.​​The​​Procurement​​Process​​is​​completely​​digitized​​,​​with​​provisions​​for​​e-office​
​processing​​and online submissions to streamline approvals​​and documentation.​

​The​ ​forms​ ​are​ ​designed​ ​to​ ​assist​ ​PIs/faculty​ ​members/researchers​ ​and​ ​Project​ ​staff​ ​in​ ​understanding​ ​the​
​standardized​ ​procedures​ ​related​ ​to​ ​project​ ​execution,​ ​procurement,​ ​finance,​ ​and​ ​compliance.​ ​It​ ​acts​ ​as​ ​a​
​repository of key documents and instructions necessary for smooth functioning of R&D activities.​

​1. Classification of Purchases​
​The​ ​purchase​ ​procedure​ ​is​ ​categorized​ ​based​ ​on​ ​the​ ​cost​ ​of​ ​procurement​​,​ ​ensuring​ ​appropriate​ ​levels​ ​of​
​scrutiny and approval:​

​●​ ​Minor (Direct) Purchase (up to ₹2 lakhs/for non-scientific item up to ₹50,000/-)​
​○​ ​Processed using​​SP-01 Indent​

​●​ ​Medium (Committee) Purchase (₹2 lakhs to ₹25 lakhs/for non-scientific item up to ₹5 Lakhs)​
​○​ ​Includes​​SP-02 Indent​​and​​SP-02A NIQ​​(quotation-based​​procurement)​

​●​ ​Major (Bidding) Purchase (above ₹25 lakhs/Bidding of non-scientific items >₹5 lakhs)​
​○​ ​Requires​​SP-03 Indent​​and formal committee-based approvals​

​This classification ensures control mechanisms and compliance with Govt procurement norms.​

​2. Committee-Based Evaluation System​
​For higher-value purchases, a structured evaluation mechanism is followed:​

​●​ ​SP-03A SPC for SP-02/03​​(​​<​​Rs. 25 Lakhs)​​– Committee​​for medium and major purchase​
​●​ ​SP-03B PFC for SP-03​​(>Rs. 25 Lakhs)​​– Finalization​​Committee for major purchases​

​Additionally, technical and financial evaluations are handled through designated forms:​
​●​ ​SP-04 Technical Evaluation​
​●​ ​SP-05 Financial Evaluation​

​This​ ​layered​ ​approach​ ​promotes​ ​fairness,​ ​transparency,​ ​and​ ​technical​ ​validation​ ​before​ ​finalizing​
​procurement decisions.​

​3. Bid Processing and Special Requests​
​The purchase system includes provisions for handling exceptional situations:​

​●​ ​SP-07 GeM Custom Bid​
​●​ ​SP-08 GTE Proposal​​(Global Tender Enquiry)​

​These​ ​forms​ ​ensure​ ​continuity​ ​of​ ​procurement​ ​even​ ​under​ ​limited​ ​vendor​ ​participation​ ​while​ ​maintaining​
​compliance standards.​

​4. Post-Procurement and Inspection​
​After​ ​procurement,​ ​proper​ ​verification​ ​and​ ​documentation​ ​are​​mandatory.​​The​​e-Invoice​​can​​be​​forwarded​
​digitally along with MIIR through department office for stock entry:​

​●​ ​SP-06 MIIR: Material Inspection Report​
​●​ ​Ensures that delivered goods meet specifications before payment processing​

​This step is crucial for​​quality assurance and Inventory​​management​​in research purchases.​

https://docs.google.com/spreadsheets/d/1liTLxEcRxXrbiXg6PK-bYXsKaZxj0sxycuCf25rj70g/edit?gid=1349187399#gid=1349187399
https://www.iitrpr.ac.in/RnD/download-form.php
https://www.iitrpr.ac.in/RnD/important-information.php
https://www.iitrpr.ac.in/RnD/assets/forms/circular.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/circular.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP01.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-02n.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP02An.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-03.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP03A.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-03B.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-04.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-05.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/GCB.pdf
https://docs.google.com/document/d/19uoKW9tNxsGlgzw6tiiR24iF2oG9ZwaJ/edit
https://www.iitrpr.ac.in/RnD/assets/forms/eOffice-BillSubmission.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-06.pdf


​5. Documentation and Tendering Support​
​Additional forms support documentation and tender processes:​

​●​ ​SP-11 CPPP Tender Document​
​●​ ​SP-12 Clarification Request​
​●​ ​SP-13 Corrigendum Request​
​●​ ​SP-14 EMD Bank Guarantee​
​●​ ​SP-15 Negotiation Request​
​●​ ​SP-15A Negotiation Invitation​
​●​ ​SP-15B Negotiated Offer​

​These ensure proper record-keeping and adherence to procurement policies.​

​6. Integration with Digital Workflow​
​The entire purchase process is integrated with:​

​●​ ​E-office systems​
​●​ ​Email-based submission options​
​●​ ​Defined workflows & timelines​

​This reduces paperwork, improves efficiency, and enhances traceability of approvals and transactions.​

​❖​ ​In​ ​addition​ ​to​ ​the​ ​eFile/eReceipt​ ​tracking​ ​in​ ​eOffice,​ ​access​ ​to​ ​the​ ​Real-time​ ​updated​ ​Register​ ​of​
​Indents/Purchase​​Orders​​&​​Debarred​​Vendors​​Register​​along​​with​​processing​​time​​of​​all​​indents​​are​
​available under the R&D Download Forms/Important Information sections.​

​7. Inventory Management​
​Personal​ ​Inventory​ ​is​ ​managed​ ​on​ ​Samarth​ ​Portal​​.​ ​Before​ ​processing​ ​the​ ​MIIR​ ​for​ ​payment​ ​after​
​Department​​Stock​​entry,​​every​​non-consumable​​item​​is​​entered​​on​​the​​samarth​​portal​​and​​issued/notified​​to​
​the Indenter. Prior to that all the bills are entered in the Daily Receipt Register (DRR) of the Stores, R&D.​

​8. Purchase Orders and Sanctions​
​Final procurement approval and execution involve:​

​●​ ​Sanction​ ​Sheet,​ ​Indian​ ​Purchase​ ​Order,​ ​Import​ ​Purchase​ ​Order,​ ​Amendments​ ​to​ ​orders,​
​Customs/Transport clearance,  etc. A set of forms are available​​for R&D Office Use​​.​

​These​ ​forms​ ​formalize​ ​the​ ​transaction​ ​and​ ​define​ ​contractual​ ​obligations,​ ​including​ ​delivery​ ​terms​ ​and​
​compliance requirements.​

​The​ ​purchase​ ​forms​ ​provided​ ​by​ ​IIT​ ​Ropar’s​ ​R&D​​section​​establish​​a​​well-structured,​​transparent,​​and​
​scalable​​procurement​​framework​​.​​By​​categorizing​​purchases,​​incorporating​​committee-based​​evaluations,​
​and​ ​digitizing​ ​workflows,​ ​the​ ​institute​ ​ensures​ ​financial​ ​discipline,​ ​accountability,​ ​and​ ​efficiency​ ​in​
​handling​ ​research-related​ ​procurements.​ ​This​ ​system​ ​supports​ ​both​ ​routine​ ​and​ ​complex​ ​purchases​ ​while​
​maintaining compliance with institutional and governmental guidelines.​

​❖​ ​Indent/PO​ ​Register​ ​for​ ​office​ ​records/suo​ ​moto​ ​disclosure​ ​under​ ​GFR​ ​174(i)/Govt​ ​Procurement​
​Manual Rules 1.12, 7.6.1:​

https://www.iitrpr.ac.in/RnD/assets/forms/SP-11.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-12.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/CorrReq.pdf
https://docs.google.com/document/d/18Wl5z-UL3-7GcejxmVO7WNovEZ4L4X_xLNdg9LkyqBY/edit?tab=t.0/edit
https://www.iitrpr.ac.in/RnD/assets/forms/SP-15.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-15A.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/SP-15B.pdf
https://www.iitrpr.ac.in/RnD/assets/forms/circular.pdf
https://docs.google.com/spreadsheets/d/1liTLxEcRxXrbiXg6PK-bYXsKaZxj0sxycuCf25rj70g/edit?gid=1349187399#gid=1349187399
https://docs.google.com/spreadsheets/d/1i5YGiVubrx-_HDvqBRK-TwwxbKv4cWmFIcfEGlhG5GE/edit?pli=1&gid=578560249#gid=578560249
https://docs.google.com/spreadsheets/d/1i5YGiVubrx-_HDvqBRK-TwwxbKv4cWmFIcfEGlhG5GE/edit?pli=1&gid=578560249#gid=578560249
https://iitrpr.samarth.ac.in/index.php/site/login
https://drive.google.com/drive/folders/1ebg7BEtq51Xk_Y2CinT0T5gzLIlblwVL?usp=drive_link



