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To ensure a smooth and efficient process for procuring of the required equipment/ software for the laboratories of the department, the following procedure shall be followed:
1. Needs Analysis:
· Before the commencement of each academic year, the lab in-charge shall identify the specific requirements and needs for the purchase of additional equipment/ software for the laboratory, keeping in view of the existing equipment/ software. This involves consulting with the faculty members conducted the particular laboratory earlier and the group head to determine the type and quantity of additional equipment/ software needed for smooth conduct of the laboratory.
2. Budgeting:
· The lab in-charge shall prepare a rough estimate of budget for the equipment purchase after considering not only the cost of the equipment but also any additional expenses such as warranties, maintenance, and installation. A formal approval shall be taken from the HoD regarding purchase of equipment/ software and with the recommendations from the HoD approval shall be taken from the Principal regarding sanction of the required budget and to call for quotations from different suppliers (Typically from 3 to 4 vendors). 
3. Quotations and Comparative Statement:
· Obtain quotations from multiple vendors to compare and negotiate. Prepare a Comparative Statement based on the quotations received from the vendors. Research and identify potential vendors or suppliers. Consider factors such as reputation, reliability, product quality, and pricing. If required the suppliers shall be asked to demonstrate functioning of their products (equipment/software). 
4. Purchase Committee:
· The quotations received from different suppliers along with the Comparative Statement prepared, shall be submitted to the Purchase Committee of the department.
· The purchase committee after going through the quotations received from vendors based on criteria such as cost, product features, warranty, support, and delivery time along with the recommendations made by the lab in-charge, select the vendor that best meets the requirements. 
· The composition of the Purchase Committee is as follows:
	S. No
	Designation
	Role

	1 
	Head of the Department
	Chairman

	2 
	Overall in-charge for laboratories and in-charge for Lab Master (FFC)
	Member

	3 
	Department Budget Coordinator
	Member

	4 
	Concerned Group Head
	Member

	5 
	Concerned Lab In-charge
	Member



5. Purchase Order:
· Final approval on the purchase of equipment/ software shall be taken from Principal. 
· Issue a purchase order to the selected vendor clearly specifying the details of the equipment/ software to be purchased along with specifications, quantity, price, delivery date, and any other relevant terms and conditions.
· Copies of Purchase order shall be submitted to Accounts section and Department of Stores.
6. Payment:
· Process the payment according to the agreed-upon terms with the vendor. This may involve partial payments, advance payments, or other arrangements depending on the agreement.
7. Delivery and Installation:
· Coordinate with the vendor to ensure the timely delivery of the equipment. Arrange for installation if required and verify that everything is in working order.
· Ensure that the details of the equipment brought from the vendor for delivery are recorded at the entrance gate by the security people. 
8. Documentation:
· Maintain comprehensive documentation of the entire purchase process, including purchase orders, invoices, contracts, and any warranties. This documentation is essential for auditing purposes and for future reference.

9. Quality Assurance:
· Perform quality checks on the delivered equipment to ensure that it meets the specified standards and is free from defects.
10.   Training and Integration:
· If the equipment requires training for end-users or integration with existing systems, schedule and conduct the necessary training sessions and integration processes.
11. Maintenance and Support:
· Establish a plan for ongoing maintenance and support. This may include warranties, service agreements, and contact information for technical support.
12. Recordkeeping:
· Maintain accurate records of the purchased equipment, including serial numbers, maintenance schedules, and any other relevant information.
13. Feedback and Review:
· Gather feedback from end-users and stakeholders about the performance of the purchased equipment. Use this information for future procurement decisions.
By following these steps, we can streamline the process of purchase of equipment/ software and ensure that the acquired resources meet the department's needs effectively.
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