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Department Purchase order Procedure  

 

Management / Director will initiate the process of annual budgeting by calling a meeting of 

Principal, HODs, Unit Heads, and Financial Controller. Financial controller updates 

members about the supporting documents required for each of the requirements and the 

procedure to be followed in preparing the budget proposal. HODs will discuss the 

departmental preferences with departmental faculty members and invite proposal(s) from 

lab in-charges for the next financial year. HODs will scrutinize the proposal(s) received 

based on the need and merit of the proposal. A consolidated statement of department 

proposal is submitted to the Principal by HODs and other units. Principal with the Accounts 

in charge will make the institute level consolidated budget Proposal, based on the proposals 

received from the departments and making provisions for institute level purchases, student 

activities etc. and place the same in front of the Executive Committee. Funds for capital 

procurement are allocated as per requirement and priority. After incorporating the 

amendments, based on the discussions in the Executive Committee, Principal will submit 

the final budget proposal from the institute to the Trustees. The Financial Controller and 

trustees, if required, will seek clarifications form the Principal. The institute budget is 

merged into the budget of the Fr. Agnel Technical complex, Bandra and presented to the 

LCM for approval. The same is then put up for approval to the Governing Council of the 

Society. Final approved sanctioned budget is communicated to the Principal. In case of any 

expenditure escalating beyond the approved budget, special approval may be sought form 

LCM, for escalation up to 10%, beyond which approval by the Governing Council of the 

Society is required. Principal can utilize the contingency fund for urgent 

extraordinary/special requirements. Head of Departments are empowered to procure items 

as per the approved budget by following the set purchase procedures. They are also 

empowered to take decision on sponsorship, department level maintenance etc. 

Head of the Departments, in consultation with faculty members, propose departmental 

budget for the financial year. Principal, in consultation with Accounts in-charge and faculty 

in-charges for various activities, prepares estimated expenditure for institute level expenses 

and student activities. The proposed consolidated budget is discussed in the Executive 

Committee meeting and finalized. Budget is further approved by the Local Council 

Management and the Governing Council of the Society. Budget is also presented in the 

Local Management Committee and Governing Council for formal approval. 
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Budget copy 

 

 

Purchase of equipment was approved at department level during  informal meeting 

discussion between HOD ,lab incharge and lab assistant  

 

 

 

 

 

 

 

 

 

 

 



4 

 

 

 

 

Indent Raising 

 

 

 

 

 

 

  



5 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6 

 

 

 

Quotation 

 
 



7 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



8 

 

 

 

 

                       

 

 

Purchase order: 
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