PROCESS OF PROCUREMENT OF ANY

PRODUCT/SERVICE ON GEM

Search the approved
item on GeM

No

>[ Generate GeM non availability report ]

—

Fill Procurement form (attach
the screenshot/specifications)

Follow-up with the seller
for delivery and
acceptance of order

!

After receiving the item,
process the bill offline

-~

Buyer's Responsibilities \

Selection the item as per
specification

Reasonability of Rate of the item
Taking approvals for purchase
Ordering of item/s

Followup for delivery of items
Receiving of item/s from admin
Giving undertaking for the quality
of item/s received

Processing of Bills

—

Updation of details in Xcel sheey

Make entry into GeM
register in Admin

Make entry into Xcel
sheet of your
department

(Consignee’s Responsibiliﬁ)

¢ Receiveing of items

¢ Maintaing GeM register

¢ Receiving of bills

¢ Generation of CRAC

¢ Processing of Bills online
on GeM portal

¢ Submit bills to accounts
for payment

—_ [ Submit form to the Admin ]

—

Place order
(After approval from
Director)

—

Application submitted
to purchase committee
for approval/ review/
comment

Documents to be submitted to admin by buyer for processing of bills

1. Approval Form

2. Undertaking for CRAC

3. Bill Form

4. Contract order

5. Copy of original bill/Gem bill

p

n

PAO's Responsibilities

Receiving of Bills
Payment of bills within 10
days

Maintaining GeM register
and purchase Xcel sheet
Updating of transaction
details on GeM portal to

close the purchase




