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Amendment Sheet 

S. No. 

 

 

Date of 

Revision 

Clause 

No. 

Existing Revised Page 

No. 

Version 

1 23.09.2022 5.3 Organization Chart 

Central Stores 

Organization Chart 

Central Stores 

4 5.1 

2 10.10.2022 5.3 Organization Chart 

Central Stores 

Organization Chart 

Central Stores 

4 5.1 

3. 01.02.2023 5.3 Organization Chart 

Central Stores 

Organization Chart 

Central Stores 

4 5.1 

4. 08.12.2023 5.3 Organization Chart 

Central Stores 

Organization Chart 

Central Stores 

4 5.2 

5. 18.11.2024 5.3 Organization Chart 

Central Stores 

Organization Chart 

Central Stores 

4 5.3 

6. 18.11.2024 5.3 DI/CS/PUR/01 DI/CS/PUR/02 (ERP) 7 to 12 5.3 

7. 18.11.2024 5.3 DI/CS/STR/01 DI/CS/STR/02 (ERP) 13 to 14 5.3 

8. 18.11.2024 5.3 DI/CS/WFA/01 DI/CS/WFA/02 (ERP) 18 5.3 

9. 18.11.2024 5.3 DI/CS/SCR/01 DI/CS/SCR/02 (ERP) 19 to 20 5.3 

10. 18.11.2024 5.3 Master List of 

Documents /Formats 

(along with 

attachments) 

Master List of 

Documents /Formats 

(along with revised 

attachments) (ERP) 

21 to 36 5.3 
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CONTENTS 

S. No. Description Documented 

Information No. 

 

1.  Organization Chart - Central Stores  

2.  Responsibility & Authority - Central Stores  

3.  Documented Information for Procurement (External Provision) to 

Pay Cycle 

DI/CS/PUR/02 

4.  Documented Information for Materials (Product & Services)  

Storage, Receipt & Issue 
DI/CS/STR/02 

5.  Documented Information for the Performance Evaluation of the 

External Providers. 

DI/CS/VPE/01 

6.  Documented Information for the Monitoring, Measuring and 

Analyzing the Central Stores 

DI/CS/MMA/01 

7.  Documented Information for Transfer and Write Off of Fixed Assets DI/CS/WFA/02 

8.  Documented Information for Disposal of Written Off and Obsolete 

Assets, Equipment (Product & Services), General Scrap, E Waste, 

Waste Oil and Bio-Medical Waste 

DI/CS/SCR/02 

9.  Master List of Documents /Formats Annexure  

10.  Specimen Formats Attached 
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CENTRAL STORES 

Responsibility & Authority 

 

Central Stores consists of two major functional areas: 

 Purchase (External Provision) of the materials and services (Product & Services) for the 

entire needs of the Thapar Institute of Engg. & Technology Patiala and Off Campus 

LMTSM Derabassi for the Operations and Projects for the new establishment and 

renovation / Expansion of existing Infrastructure. 

 Store handles receipt, storage, Issue of materials (Product & Services) of Office/Printed 

Stationery and other indented products & services such as Lab equipment, etc. as per 

requirement of the Institute. 

 Collection, storage, disposal of the Waste / scrap such as general machinery scrap, E Waste 

as per the govt. norms and regulations. 

 

Responsibilities of Head Commercial & Chief Commercial Officer: 

The Head Commercial & Chief Commercial Officer is the Head of Central Stores comprising 

above sections and responsible for the overall administration of Central Stores lies with the 

Head Commercial & Chief Commercial Officer. This includes Infrastructure in terms of 

resources and manpower for executing the day to day work of the Central Stores. Make sure 

that the timely procurement is done by the staff to ensure availability of product & services. 

Policy decisions, leave sanction, staff Appraisals, deptt related matters recommendations and 

approvals, inter deptt. Coordination mentoring the deptt progress and timely procurement, 

delivery, payments. Train, motivate and advise the staff towards better performance, team 

work and coordination in order to achieve the desired targets and objectives. 

 

Responsibility of Deputy General Manager/Assistant Registrar:  

 The day to day coordinating the work of the deptt such as purchase requisition assigning, 

supervising and monitoring of the work of the buyers related timely preparing & floating 

of RFQ, CSQs  (Technical & Commercial), get the recommendations of the deptt / 

indenters by the staff through ERP. Coordinate & guide in negotiation and finalization of 

the Price, delivery, payments and other commercial terms. Coordination with the indenter, 

deptt., finance and external providers. Supervising & monitoring of inventory control, 

Collection, storage, disposal of the Waste / scrap such as general machinery scrap, E Waste 

as per the govt. norms and regulations. Arrange and coordinate the team work and keep 

motivating the staff for the better performance. Assist Head Commercial & Chief 

Commercial Officer in the work related to the deptt. 
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Responsibility of Procurement Staff (Deputy Manager, Assistant Manager, 

Executive, Associate): 

Managing the assigned Purchase Requisition (Import & Indigenous), float RFQ, make and 

monitor the CSQ (technical & commercial), get Indenter recommendations. Arrange necessary 

legal vetting, auditing and approvals. Raise the Purchase Orders / Work Orders / Contracts 

/AMCs & ARCs and send Purchase Orders through ERP Portal. Monitor the deliveries and 

payments and other commercial terms. Follow up for the delivery and payments. Keep the files 

& records updated.  

 

Responsibility of Stores In charge (For CS Items Only – Excluding CMS Store) 

To receive, count and check the supply & invoice as per Purchase Order. Make the relevant 

Purchase order receipt Entries, verify gate entry and keep the stock Retained Documented 

Information (record). Arrange the storage in the Stores or appropriate location and timely issue 

of the materials (Product & Services) to the indenters with proper Movement Request 

Transfer/Issue process through ERP. Keep the materials (Product & Services) (Products) safe 

from the termite and avoid spillage, damage. Handling and disposal of the E Waste, Waste Oil 

and Scrap items generated on account of Written off Assets and other scrap parts in operation 

and maintenance of the Institute. 

 

Responsibility of Supdt. Central Stores: -  

Complete entry and Retained Documented Information (record) of the E Waste Scrap, its 

maintenance and housekeeping as well as entry of incoming and outgoing documents in the 

Central Stores. 
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DI/CS/PUR/02 

Topic:  Documented Information for the Procurement (External  

  Provision)  in TIET Patiala 

Purpose:  Documented Information for the Procurement (External Provision) 

Scope:   All Procured Materials and services (Externally provided products & services) 

  for the TIET Patiala and LMTSM Derabassi 
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Process Purchase Requisition 
 

Definitions: 

 Indentor – Indentor is the employee/staff/faculty member of the institute requisitioning the products & services for the use in 

the institute. 

 Buyer - 

Buyer is the staff of Central Stores to whom the purchase requisition is assigned for the procurement of the indented Products 

& Services through laid down system. 

 

Duly approved PR  

PR 
Assignment By Head 
Commercial / DGM 

Buyer 1 Buyer 2 Buyer 3 Buyer 4 Buyer 5 

Start 

Duly approved PR  

PR 
Assignment By Head 
Commercial / DGM 

Buyer 1 Buyer 2 Buyer 3 Buyer 4 Buyer 5 

Start 

Purchase Requisition Created 

by Indentor & Approved by 

HOD 
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Process Purchase Requisition 

Process PR 

PR TYPE 

Repeat Order 

Single Vendor/OEM 

Director 

Approval 
Director 

Approval 

based on 

previous PO 

within 6 

months 

Yes  

No 

Intimation 

to end user 

for getting 

the approval Done 

A. Process to PO 

No 

C. Process to PO 

Yes  

B. Process to PO 

General PR 
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A. Process to PO (Single Vendor/OEM) 
  

PO Process 

Supplier 

Exist 

Yes  

Publish RFQ 

thru ERP 

 Call Quotation 

Add New Supplier in ERP 

with Vendor Documents 

No 

 Negotiation 

 PO Creation in 

ERP with 

attachment of 

approval & offers. 

Done 

Stop 
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B Process to PO (Repeat Order) 

 

 

 

PO Process 

 Confirmation from Supplier 

with Quote 

PO Creation in ERP with 

attachment of approval & 

offers. 

Director Approval 

based on previous 

PO within 6 months 

 

Yes 

No 

Process as General 

PR   

Stop 
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C Process to PO (General PR) 
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DI/CS/STR/02 
Topic:  Documented Information for the store, receipt, issue of materials 

(Product & Services) in TIET Patiala 

Purpose:  Documented Information for the store, receipt, issue of Materials (Product & Services) 

Scope:  All Procured Materials (Product & Services) for the TIET Patiala 

   and LMTSM Dera Bassi 

A RECEIVING FOR PHYSICAL MATERIAL 

Gate Pass in ERP by Security 

Receipt of material at Store 

Invoice submitted to Buyer from Store In 

charge and proceed for payment. 

Stop 

Start 

 Put away / Issue Slip 

Inspection of 

material by end user 

Return to Supplier 

with Returnable Gate 

Pass 

Accept 

Reject 

Shipment Received at Gate 

Inventory/Capex/Expense 

Direct receipt by End User 

Inventory/Capex Expense 

Verification of 

SITC/Services/

Repair and 

proceed for 

payment. 
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B ISSUE OF PHYSICAL MATERIAL  

 

 

Movement Request Pick Slip generated by Store in charge 

Physical issue (Movement of Material) 

Stop 

Start 

Movement Request generated by End User 

Material in 

Inventory 

Yes 

No 
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DI/CS/VPE/01 
Topic:  Documented Information for Evaluation of the External 

   Providers in TIET Patiala 

Purpose:  Standard Operating Procedure for Performance Evaluation of External  

  Providers (Suppliers, Vendors, Contractors, Service Providers) 

Scope:  External Providers of Products and Services in TIET Patiala and  

  LMTSM Derabassi 

S. 

No. 

Activity Responsibility Reference 

1.  To evaluate the performance of the External 

Providers (Suppliers, Vendors, Contractors, 

Service Providers) of Products and Services 

after 01 (one) year of their supply. 

 

 

Head 

Commercial 

through Buyers 

 

 

 

2.  To evaluate the External Providers as per 

Vendor Performance Evaluation Form on the 

criteria as below: 
o Quality Rating         0 - 100 

o Delivery Rating       0 - 100      

o Service Rating         0 – 100 

o Overall Rating          0 – 100 

Overall Rating is the Weighted Average 

 = ( QRx40%+ DRx40% = SRx20%)/ 100 

Buyer TIET/CS/FT/13 (00) 

3.  Assess the total annual purchase during the 

Financial year and number of external 

providers. Make the list of total supply in value 

by the external providers. Arrange in the 

decreasing order of PO/WO Value.  

The vendor evaluation should cover more than 

90% of the PO Value of Annual Purchase 

volume. 

 

Buyer  

4.  Plan a sample set of external providers to be 

evaluated to include maximum vendors to cover 

maximum PO value as above.  

The no. of vendors for PO Value in Rs. :- 

o More than 10.00 Lakhs 

o more than Rs. 5.00 lakhs to 10 Lakhs 

o More than Rs. 2.00 Lakhs to 5.00 Lakhs 

o Single PO value >Rs. 5.00 Lakhs 

o Any other criteria to cover additional 

vendors 

 

 

 

Buyer  
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S. 

No. 

Activity Responsibility Reference 

5.  Prepare the Vendor Name wise list from the 

Purchase Monitor. 

HOD  

 

 

6.  Prepare the Vendor Performance Evaluation 

Forms for the above vendors with the details of 

quality, delivery inputted from the Purchase 

Monitor.  

HOD  

 

7.  Send the forms to the Deptts / Indenters for the 

Service Rating evaluation. 

 

Buyer  

 

8.  Indenter to mark the Service Rating evaluation 

on the forms and return duly signed by Indenter 

and HOD. 

 

Indenter & HOD  

 

9.  Compile the report of the all the forms with 

vendor names in a excel sheet and make the 

report in descending order for the analysis of 

Vendors with rating as below: 

rating        90-100 

Rating      80-90 

Rating      < 80 

Buyer  

 

10.  Finalization of report with all forms for 

signature of Head Commercial. 

Buyers & Head 

Commercial 
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DI/CS/MMA/01 
Topic:  Documented Information for the Monitoring, Measuring and Analysis 

of the Central Stores 

Purpose:  To monitor, measure and analyses the Purchase Process, Inventory and Externally 

Provided products and services 

Scope:   Complete Indents and Purchase Order processing and Store Stock inventory in Central 

Stores for TIET Patiala and LMTSM Derabassi 

S. 

No. 

Activity Responsibility Reference 

1.  Update the Purchase Monitor / MIS periodically 

for the date wise stage completed. 

 

Buyer Purchase Monitor 

2.  Make the Weekly MIS of the Purchasers ( Name 

wise) from the Purchase Monitor / MIS for 

following details: 

o Indents Pending (Purchaser Wise)  

o Indents pending ( no. of days analysis) 

o PO Raised  

o Delivery Due (Purchaser wise) 

o Delivery Due ( Pending in no. of Days) 

o Payment and Invoices pending Payment 

Buyer MIS Reports 

3.  At the Stores Stock, every month end: 

o Prepare the Store Stock Summary 

o Prepare table of the OB / Receipt / Issue / 

CB 

o Prepare a graph of the Inventory Stock   

from Month to Month in Stock value in Rs. 

o Graph of year to years Stock value in Rs. 

o Monitor the Non Moving / Dead / Obsolete 

List 

o Monitor Shelf Life Items Stock & Life 

Store Incharge MIS Reports 

(Store Stock) 

4.  Maintain a list of the Bank Guarantees in Excel 

with details of Open / Closed  / Returned 

Buyer  

5.  Analyze and evaluate the reports and provide 

feedback to the concerned purchaser. 

 

Buyer  

6.  At the year-end on 31st March: - 

o create the complete Performance sheet of 

the Indents Processed 

o Physical Verification of Stores and Short 

Excess Report 

 

Buyer & Store 

Incharge 
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DI/CS/WFA/02 
Topic:  Documented Information for the Transfer and Write Off of Fixed 

Assets in TIET Patiala 

Purpose:  Standard Operating Procedure for the transfer and Write off of the Fixed Assets  

Scope:  Write off of Fixed Assets in TIET Patiala and LMTSM Derabassi 

S. 

No. 

Activity Responsibility Reference 

1.  To constitute a Technical Committee in deptt. 

for the Write off of Assets (Lab Equipment, IT 

Equipment, etc.) in the Deptts. Consisting of 

HOD, Faculty, and Lab Supdt, CMS/CITM. 

 

HOD  

Representative  

 

 

 

2.  Mention the Assets to be written off in the 

Survey Report of Stores with details as 

mentioned. 

 

HOD  

Representative 

TIET/CS/FT/16 (01) 

 

 

3.  Technical Recommendations of the 

Committee. 

HOD  

Representative 

 

4.  Handover the Survey Report to Central Stores 

for the verification of the Asset Details such as 

Year of Purchase, Value of Purchase. 

 

Store Incharge  

 

 

5.  Handover the Survey Report to FO (for WDV 

Calculation) 

HOD  

Representative 

 

6.  Put up to the Director for the Approval for 

writing of the assets. 

HOD  

Representative 

 

 

7.  Provide approved Survey Report to Central 

Stores for the arrangement of disposal. 

 

HOD  

Representative 

 

 

8.  A copy to the Finance Section for the Write off 

from the Capital block for updating the asset 

records of accounts. 

 

Store Incharge  

 

9.  Transfer of the Fixed Assets by any employee 

or deptt;, the Asset Transfer Form duly filled 

is to be submitted to Central Stores by the 

employee and HOD of Deptt. transferring the 

asset. 

 

HOD and Store 

Incharge 

TIET/CS/ FT/11 (00) 
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DI/CS/SCR/02 

Topic: Documented Information for Disposal of Written Off and Obsolete 

Equipment (Product & Services), General Scrap, E Waste, Waste Oil and 

Bio-Medical Waste 

Purpose:  To document the information for the disposal of Scrap 

Scope:  Scrap of Written off Assets and equipment, E Waste, Waste Oil, Bio-Medical Waste 

and Obsolete materials (Product & Services) in TIET Patiala, TSLAS and LMTSM Derabassi 

S. No. Activity Responsibility Reference 

1.  Receive the duly approved Survey Report of Write 

off of  

a) Fixed Assets 

b) Scrap & Misc. Items  

from the concerned deptt 

Stores Incharge  

 

 

TIET/CS/FT/16 (01) 

TIET/CS/FT/17 (00) 

 

 

2.  Maintain the Retained Documented Information 

(record) of the above in Central Stores. 

 

Stores Incharge   

 

3.  Arrange disposal in coordination with Deptt, 

Security. Receive the payment duly deposited in the 

TIET Bank Account. 

 

Stores Incharge   

 

 

4.  Make entry in the scrap register and take the signature 

of above. Prepare the  

a) Delivery Challan and 

b) Non-Returnable Gate Pass (NRGP) 

for the Scrap with details. 

 

Stores Incharge   

 

 

TIET/CS/FT/10 (00) 

TIET/CS/FT/08 (00) 

5.  Receive the E-waste in the authorized E-waste Store. 

Keep the Retained Documented Information 

(records) as per format of E-Waste (Management) 

Rules 2022. 

 

Stores Incharge  

6.  Receive the Waste Oil in  the authorized Store. Keep 

the Retained Documented Information (records).  

 

Stores Incharge  

7.  Disposal of the E Waste and Waste Oil to be directly 

and solely through the PPCB Registered E Waste and 

Waste Oil Recyclers Only. 

 

Stores Incharge   

8.  Prepare the  

a) Delivery Challan and 

b) Non-Returnable Gate Pass (NRGP) 

and receive a copy of the Manifest from the E Waste 

and Waste Oil Recycler.  

Stores Incharge   

 

TIET/CS/FT/10 (00) 

TIET/CS/FT/08 (00) 
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9.  Arrange collection and storage of Bio-Medical Waste 

in the Health Centre and Bio-Technology Deptt. in 

respective colored bins as per the PPCB Bio-Medical 

Waste Rules. 

 

HOD 

Representative  

 

10.  Disposal through Authorized Recycler of Bio-

Medical Waste periodically. 

 

HOD 

Representative 

 

11.  Collect information of Bio-Medical Waste collected 

and disposed and submit annual report to PPCB. 

 

Store Incharge  
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ANNEXURE 

 

 

Attached: The Formats (FT) are as attached herewith 
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Purchase / Fund Clearance Indent  TIET/CS/FT/01 (00) Page 1 
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Purchase / Fund Clearance Indent  TIET/CS/FT/01 (00) Page 2 
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Master Inward Register (Central Store) TIET/CS/FT/02 (00) 
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Contingency Register TIET/CS/FT/05 (00) 
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Store Requisition / Issue Slip  TIET/CS/FT/07 (00) 
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 NON-RETURNABLE GATE PASS TIET/CS/FT/08 (00) 
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 RETURNABLE GATE PASS TIET/CS/FT/09 (00) 
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 Delivery Challan TIET/CS/FT/10 (00) 
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 Asset Transfer Form TIET/CS/FT/11 (00) 
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 Vendor Registration Form TIET/ CS/FT/12 (00) 
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Vendor Performance Evaluation Form TIET/ CS/FT/13 (00) 
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 DSIR Deptt. Undertaking / Declaration TIET/CS/FT/14  (00) 
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 DSIR Declaration Certificate  TIET/CS/FT/15 (00) 
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Survey Report of Stores - Write Off of Fixed Assets  TIET/CS/FT/16 (01) 
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 Survey Report of Stores - Disposal of Scrap & Misc Items TIET/CS/FT/17 (00) 

 


