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Approval

Procurement Manual prepared for Pimpri Chinchwad College of Engineering (PCCOE) is presented
before Trustees of PCET. The Procurement Manual is approved on |5""@ne 202| and

adopted for implementation from the date of approval. This manual will replace all the previous

circulars, documents, procedures and guidelines related to procurement activity issued till date at
PCCOE.

Any revisions, modifications, additions, deletions in this structure of pages may only be done with a

prior written approval of the/dhdexsigned. <\ ’TM’TQ“—:\ -~ [’ r”L

Directer”
Date: PCCOE
E)L ive Director
PCET
"Approved By
Chain‘nﬁ ) Vice Chairman Secretary eﬁ%
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This Procurement manual is presented and approved in the meeting of Board of Governance of PCCOE

on

Director
PCCOE
Record of Revisions
Date of o Executive Secretary
Description
revision Director PCET
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Preface

PCET’s Pimpri Chinchwad College of Engineering (PCCOE) is entering into an Autonomous
phase. PCCOE envisions being a premier hub in Technical Education at National level. This ‘Journey
of Excellence’ demands establishment and strengthening of Infrastructure, Facilities and Laboratories.
A lot of procurement activity is therefore seen for PCCOE in the coming future which may require
huge resources. Saving in resources can also be viewed as a passive form of earning cash flow.
Procurement with uniform, unbiased and clear guidelines ensures optimum utilization of organizational

Tresources.

A need was therefore felt to come up with a comprehensive, uniform, clear and fair set of
guidelines for procurement at PCCOE.

Procurement Manual Committee took this task and accomplished the same with accuracy and
time limit. It is indeed been a pleasure of our Committee to contribute for the preparation of the
‘Procurement Manual’. Making of this ‘Procurement Manual’ has a truly been an exciting
experience.

We are happy to present this ‘Procurement Manual’ which is an outcome of multiple
discussions and deliberations with online Meetings. Special mention of the enthusiasm, zest and
contributions of all Members which was not at all affected though some of them were suffering from
Covid 19

We would like to express our special thanks to Mr. Swanand Agashe, who has accepted our
invitation to be an Expert on this Committee and positively contributed for COST sheet.

We hope, this Manual serves the purpose and becomes worthwhile for all in the ‘Journey of

Excellence’ ahead.

Procurement Manual Committee

Page 5 of 53

Scanned by CamScanner



Contents

1. Introduction 8
2. Procurcment - Planning 10
2,1. Procurement Plan 10
2.2, Procurement Priorities 10
2.3. Work Flow 11
2.4, Committees and Functions 11
2.4.1. Departmental Committee 11
2.4.2, Institwtional Commitiee 12
2.4.3. Purchase Committee 13
2.4.4. Audit Committce 14
3. Procurcment - Policies 15
3.1. Modes of Procurement | 15
3.1.1. Shopping 15
3.1.2, Direct Contracting 15
3.1.3. Rate Contracting 15
3.2. Civil, Architectural and Furniture Work 16

3.3, Equipment’s/Sofiware/Development Boards/Books/Learning
resources/Desk benches etc. 16
3.3.1. Non-Proprietary items 16
3.3.2. Proprietary items 16

3.4. Hiring of services Operation & Maintenance (O&M) Cost,

Calibrations & Repairs 17
3.5. Policy for approved standard items and suppliers 17
3.6. Emergency Purchasc 17
3.7. Purchase through Grants 18
3.8. Delegation of Financial Power 19
4. Processes L
4.1. Approval Process 20
21

4.2. Purchase Process

Page 6 of 53

Scanned by CamScanner



4.2.1. Shopping

4.2.2. Direct Contracting
4.2.3. Rate Contracting
4.3. Preparing list of Approved suppliers of frequently required items

for one year

Annexure-I Records and Formats ?
- 3

Annexure-II Check List for Inquiry Letter and Purchase order :
52

Page 7 of 53 _

Scanned by CamScanner




This Procurement Manual is prepared to provide the essential information and step-by-step
procedures for procurement of goods, works and services at Pimpri Chinchwad College of Engineering
(PCCOE). This document is intended to guide all faculty, staff and process owners involved in the
procurement activities about various policies and processes. It also intends to achieve uniformity in

pmcurcmcnt processes.

Procurement is required to be carried out with various reasons (but not limiting to) as follows:

o

- v

':.ll

Being self-financed Institute major procurement/s at PCCoE happens through Institute budget. Some
procurement also takes place against various grants received by Institute / faculty from funding
agencies like SPPU, AICTE, DST and others. This document describes modus of operandi for different

procurements while meeting following objectives of procurement

(93]

4.

In all procurements, the basic aim is to achieve the right balance between recognition of need and its
appropriate fulfillment. Procurement must follow the philosophy of five R’s which is followed in this

manual.

—————

1. Introduction

Supporting vertical and horizontal growth of the Institution,

Creation and strengthening of laboratories to meet academic requirements and to enhance
experiential learning,

Carrying out demand driven/ focused Research and Development activities,

Nurturing Innovation and Incubation activities and

Developing facilities for training and consultancy.

Ensure accountability and proper utilization of funds.
Maintain transparency and fairness.
Carry out procurement at true worth ensuring viability.

Meet the Institute/Department targets through effective procurement.
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i) Right Quality
The philosophy of right quality emphasizes on Procurement of good quality, high performance

accurate and long lasting equipment among the available options.

ii) Right Quantity
The philosophy of right quantity describes procurement of equipment in right proportion and quantity,

This philosophy avoids frequent buying. There by reducing extra costs and overheads.

iii) Right Price
The philosophy of right price recommends procurement of equipment with leas
quality and right quantity

t cost or price among

the available options, provided the available options fulfill the criteria of right

first. In certain circumstances right price may not be least price.

iv) Right Time
The philosophy of right time involves procurement within the stipulated time so that the proposed

equipment can effectively utilized for what it is proposed.

v) Right Source
The philosophy of right sourcing says that the supplier must be reliable, technically capable, and

financially sound with holding capacity and must have proven track record.

Procurement manual is organized as follows. Procurement Planning is given in Chapter 2
Procurement Policies are mentioned in Chapter 3.Related Procurement Processes are avajlable in

Chapter 4. All related formats, records and cost sheet are collated in Annexure-1 and Annexure-||
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2. Procurement - Planning

2.1 Procurement Plan:

The Procurement Plans of all the departments and sections will be called in by 31 January
every year with due considerations to teaching, learning and research activities for submission of the
budget for subsequent academic year. For example, procurement Plans for 2021-22 will be called in by
31% January 2021. The procurement plans should cover goods, equipment, software, civil works,
services and resource support for the Academic Year.

Procurement plan for the Externally Funded projects can be prepared as per the requirement and
Procedures of the concern funding agency.

The purchases for an academic year must be carried out as per plan.

2.2 Procurement Priorities

In order to decide priority of purchase following utilization categories must be considered:
A. Academics (needed as per the regulations and academic regulations)
B. Research

C. Revenue Generation

The priority chart based on above categories is as follows:

Priority Category
| A+B+C
+
. A+C
A+B
IT1
A
A"
B+C
\Y
C
VI
B
VIl
: ;’p’: _ Page 10 of 53
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2.3 Work Flow:
The flow diagram indicating scope of and interacti

jon among various committees involved in

procurement process is as follows:

Compilation of requirements by
Department Head and
1 1 submission to DPRC

v

rReviewby DPRC J

valuation by DPR

Review by IPAC

--------------- Tesenans

: ReworklNot Reccomended

--------- Vessnsnesseascasecenet

----- dssssasenvessnsecansasaneen
a .

Forward to IPAC &

.
"esvenvave ssvessesssesacesrtcansd .

""Rework/Not Reccomended l

IPAC approval

Receive Trust Approval

Y

Communicate Trust Response/Approval to
begin Purchase Process to respective
Departments/Sections

Y

Purchase Committee to carryout Purchase as
per defined process

Fig. 2.1 Work Flow Diagram

2.4 Committees and Functions:

In order to carry out procurement as per plan, different committees are expected to perfor

various functions, Constitution and functions of these committees is given here

2.4.1 Departmental Procurement Recommendation Committee (DPRC):

This Committee is responsible for approving all the procurements of the department. Al

purchase requirements must be presented to the Departmental Procurement Recommendémc
Committee (DPRC) for finalization.

The committee will evaluate the need of procurf:mtnl
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recommend or otherwise o Institute Procurement Approval Commitiee (IPAC), The Commitiee is

authorized 1o modify the requirement/s submitled by the respective faculty. In the circumstances of

difference of opinion among committee members, the decision of Chairman will be final,

The committee will also recommend inviting external experts for centain procurements if needed or as
per policy requirement on Purchase Commitiee,

Constitution of the Department Procurement Recommendation Committee (DPRC):

Member | = Chairman | Professor / HOD

Member — 2, Secretary | Associate Professor

Member—3 Associate Professor
Member—4 Assistant Professor
Member— 5 Assistant Professor

Normal meeting frequency: Once in a month, however Chairman may decide the frequency as per the
need,

Functions of the Committee:

I. Receive, evaluate and recommend requirements,

2. Plan, schedule and conduct Procurement meetings and maintain proceedings of the

meetings,
3. Ensure strict follow up of the “Procurement Manual”,

Seek guidance from external experts/ Suggest External Expert/s on Purchase committee

24.2 Institutional Procurement Approval Committee (IPAC):

This Committee will approve or otherwise all the procurement matters recommended by
Departmental Procurement Recommendation Committee. The committee will verify the proposals,
availability of funds against sanctioned budgets and forward to PCET. The Committee is authorized to
modify the requirement/s given by the respective Department/Section. The committee may call services
of an external expert/s on Purchase Committee as suggested by DPRC, In circumstances of difference

of opinion among committee members, the decision of Chairman will be final,

Page 12 of 53
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Constitution of the Institutional Procurement Approval Committee: T 3&!‘
Member | - Chairman | Director ‘:_‘__ﬁ
Member — 2, Secretary | Dy. Director, Purchase Coordinator _/_
Member - 3 Dean—(To be nominated by Director) I — o
Member - 4 Dean — (To be nominated by Director) ]
Member - 5 Registrar I, o

Normal meeting frequency: Once in a month, however Chairman may deci

need.

Functions of the Committee:

1. Approve requirements on submission.

2w

2.4.3 Purchase Committee (PC)

Purchase Committee (PC) will actually undertake procurement in ti

purchases in the framework of philosophy 5R - Right Quality, Right Quantity, Right Price, Right Tim:

and Right Source.

Constitution of the Purchase Committee:

Ensure strict follow up of the “Procurement Manual”.
To ensure Budget Utilization as per allotment

Approve External Expert/s on Purchase committee

de the frequency as per he

mely manner. PC must undertak

For Fljﬂd:

Project

For purchases | Up to Rs. | lakh Up to Rs.
f Upitoi 15000/
ter than Limit of per -
Breatt ( P 50000 Limit|
Rs.! lakhs and year per (Limit of per
of per Year)
all imports Department) Year)
Member | — _ Concerned
Trustees Director Respective HOD
Chairman Faculty
Executive , Concerned In-charge
Member-2 , Registrar .
Director Faculty Purchase Section
In-ch
Member-3 Director Respective HOD cnree
Purchase Section
Member —4 Registrar Concerned

Page 13 of 53
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T lhE

take

me

nde

(!l

Faculty

Purchase Section

In-charge

Member-5 Respective HOD
Purchase Section

Concerned
Member—6
Faculty
In-charge
Member=7

Purchase Section

Member-8 External Expert/s

The Committee will perform following functions
1. Plan, coordinate and execute purchase activities,

2. Coordinate End-to-end procurement activity

3. In charge purchase section to maintain record of all Procurements and correspondence

2.4.4 Procurement Audit Committee (PAC):

Procurement Audit Committee (PAC) will carry out audit of procurement activities in all Departments.

Constitution of the Procurement Audit Committee:

Member 1 - Chairman | Dy. Director,

Member — 2, Secretary | Secretary DPRC

Member — 3 In-charge Purchase Section

Member — 4 Account Officer

Audit frequency Bi-annual.: August and February.

Functions of the Committee:

. Conduct audit of all procurements in the institute.

2. Submit a report to IPAC.
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| 3 Procufément - Policies

3.1 Modes of Procurement:

e AR the following Mo
Procurement is to be carried out using any one oLt o 8 des ag Per th,

. S,
policies mentioned in this chapter. G o _ ! |

3.1.1 Shopping _ L i . 1

. e ‘ ‘ ' ring price quotations from
Shopping is a procurement method based on Ctom‘Pa g price q SeVery| Sy,
usually at least three to ensure competi,’[i_\"3 prices 7
3.1.2 Direct Contracti'ng |

The procedure for Direct Contracting may be adopted if any one of the following conditiong isny

UbOEjl‘;-
which are specifically certified as of proprietary in natu.'re,lor where only a particy[a firm i

I. The single quotation systém-may be adc‘)pted_iﬂ case of articles including equipmep

manufacturer of the articles demanded or in case of extreme emergency.

2. The single quotation system without competition shall be an appropriate methog under |
following circumstances Cik j :

* Extension of existing contract for works or goods awarded with the prescribed procedu

justifiable on economic grounds; o '

Standardization of equipment or spare parts to be compatible with existing equipment n:
Justify additional purchases from the original supplier;

The required item is proprietary and obtainable only from one source; and

* Works are small and scattered or are situated in location where mobilization costs woull:
unreasonably high
3.1.3 Rate Contracting

for the quantity of items required.

For purchase of regular, frequently needed jtemg like Stafionary-' projectors standard services ¢ l

FRE, gty o 2 3 . /'SU
uld enter in rate Contracting by'.identifying supplier/s for such item’s
hase;l__fs |

the Purchase section wo 0

Approved list will be available with pyre

' )'[‘
itre y : ' be dIF‘L
; . . ection. Procurement of these items can
done by placing order with ident; e ,

qu SUP_p'ligr é:t predefined ‘price.l
Page"ls.;c‘)fs‘s. ;& | ‘ i
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3.2 Civil, Architectural and Furniture Work

Considering Institutional/Departmental Development plan for Horizontal and Vertical Growth

Department is expected to submit these requirements to Deputy Director’s office. Deputy Director
is expected to consolidate requirements from various Departments/Sections and present to the
Director. Further these requirements to be submitted to PCET Trust. PCET Trust will have Full

authority to create and handover the infrastructure to the Institute.

3.3 Purchase of Equipment/ Development Kits/ Boards/Software etc
3.3.1 Non-Proprietary items

. Procurement Method
Expenditure Category Value

Equipment’s, Development

| kits/Boards, Software, Books, Shopping
| . Up to 20 lakhs
| Learning Resources,

Educational Materials

Desk benches, Table, Chair
A separate procedure for

including consumable items
etc. Above 20 Lakhs

procurement will be followed after
discussion with Trustees e.g.

Tendering, International quotations.

3.3.2 Proprietary items

Expenditure Category Value Procurement Method

Equipment’s, Development Direct Contracting,

kits/Boards, Software, Books, From Sole authorized distributors /

Learning Resources authorized dealers / authorized
= | Any Value ie Providing a valid
Educational Materials suppliers upon Providing a vall

Desk benches, Table, Chair

etc.

dealership certificate.

page 16 of 53

I

Scanned by CamScanner




3.4 Hiring of Services Opera

i ﬁon & Maintenance

(0&M), Calibrations & Repair

Expenditure Category

Value

Procurement Methoq

Operation & Maintenance
(O&M) Cost

Expenses incurred on
maintenance of
equipment, vehicles and
buildings, hiring cost of
vehicles and offices,
housekeeping, security, lift

and consumables etc.

Any value

Iy

ShOpplng

3.5

Policy for approved standard.items and vendors

Purchase section will identify frequently required items in bulk and will enter into rate contracting i

suppliers by adapting predefined process given in Chapier44. This list of approved suppliers for w

frequently required items will be availa_blé with Purchase Section.

Expenditure Category Value Procurement Method
R
Standard Items (As per Any value Rate Contracting,
approved list at Purchase
Section)
4-///
3.6 Emergency Purchase

Purchase of goods and services that arises from an urgent on-the-spot need for?
continuation of vital programs and/or operations and where normal purchasing procedurcs re
either a regularor a competitive sealed quotation may not apply.

Applicable normal purchasing procedures must be followed at all times. Planning for all pv
should be made by the respective ofﬁce/Department Heads and should allow for normal P! ur

lead time. In cases, however, when there is an urgent on-the- -spot need for the purchase 3

qu Il.'

fot
‘.m 4

UUO

e i

services and normal purchasing methods may seem impractical, the purchase of g goods 2"
_ u
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through regular canvass or sealed quotation may be waived to give way to an emergency purchase upon
the approval of the Director.

A purchasing request may only be considered an emergency if it meets criteria | plus either criteria 2,
3, 4.

1. Is not the result of a lack of planning and needs an immediate extraordinary response (e.g.

is the result of a sudden calamity or a similar unforeseen disaster).
2. Isaresponse to an unforeseen circumstance that requires an immediate action due to threat
to life or property (e.g. medical emergency).
3.  Inaction or a lack of response will result in a significant loss to the Institute,
4. Not purchasing the item or service immediately would result in a major disruption of
Institute operations.
Outside of these situations above, all requests must be processed by following the standard operating
procedures.

Following table indicates the scope of authority for emergency procurement

Expenditure Category Value Procurement Method

Emergency Purchase Less than 10,000/- Cash Purchase by seeking
approval from HoD/Section In

charge

More than 10,000/- and Less | Shopping by seeking approval
than 50,000/- from Director

3.7 Purchase against External Funding

t and Director of the Institute

A separate joint account in the name of Principal investigator of the projec

oses. Principal investigator

or as prescribed by sanctioning authority is to be opened for account purp

must follow the procurement policy laid down by the project sanctioning authority. In case no policy is

: ) for procurement at
mentioned by funding authority then t

hey can follow the policy routinely followed

roject, however will be auditable by procurement audit

institute [evel. Expenditure under the p

committee, if required for utilization certificate.

Page 18 of 53

e
AR

Scanned by CamScanner



3.8 Delegation of financial Powers

i is given below:
: ffice bearers
In normal operations the extent of financial powers of ©

Remarks
ignati Financial Power (Rs.) : dk |
I CREEnaiTON 1.00.000/- ‘ Total Per department per
e ’ financial year
HoD/ Section In charges 50,000/- Jota fer ﬁnanc'lalicﬂ"\_
Facul 15000/- Total Per financial year
aculty il

The incidental purchases may be done up to Rs. 5000/- .These purchases must be authorized py.

faculty and may be commenced without calling quotations

. A cash advance may also be granted fo:
faculty for such purchases.

For all the purchases above 50(0)- appropriate procedure (Sh0pping’
contracting) may be followed. The financial power of

direct contracting or ra
individua] faculty must pe verified by th
concerned before resorting to the procurement. |

In all cases of procurement above Rs. 10,000/~ no C

ash transactiong are
in this regard states that cash transactions must be gy |

p
oided as far as possib|

vailing ®Xchange | el

‘ UIGS and r .

! egu| nd

central government must be followed by the proposer. All S ations of state a

emitted. Procurement polic

& A
In all cases of imports of any value and worth pre

S

UCh purchageg Will be approve by PCET.
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