
Flow Chart SOP – for Public Tender 
  

Purchase to receive approved  

Indent / Work Requisition  

with tender documents 

If work requisition (where stores is not involved)                       

           Indent forward to Stores for 

            Availability/Non availability 
 

Purchase 

Receive Indent from stores,  

open folder and check Mode of  

Purchase, Prepare tender notice 

& tender docs. 

 

 

Send a tender notice for approval  

Of CFA & then to Advertising agency 
 

 

After approval  

a. send notice to Ad agency for advertisement in news papers  

b. Issue tender documents  

c. Put tender notice & doc. on web site  

 

             Pre-bid meeting with vendors (if required)  

Purchase /indentor to clarify all querries of vendors 

   

        Opening of responses              If responses to advt. is  Send corrigendum  

                   On due date & time          poor & as advised by  for advertisement  

         by TOC                     Indentor due date to be              

                   extended  

                    

       a. Purchase to check commercial terms    Put up file to GC/CFA              

       b. Prepare QAS if it is single part tender    for seeking approval      

       C. Put up file to Indentor     for corrigendum/refloat                   If approved for corrigendum  

                     

  

       Indentor / GC to             Purchase to Refloat tender  

             1) Give recommendation correctly                         

             2) if two Part tender confirm which 

        Bids are technically acceptable  

            3) Forward file to Purchase                             

                    
             

           Purchase to check             

       Yes  a. If price bids to be opened.       

 

  Purchase to check,             No 

       b. Whether recommendation for placing order is in order                

    Yes  
    

           File forward to SCP                       No 
 

     If recommendation is in order 

                  Dean/CS 

       
       

             Centre Director     

     Tender Value > 200 Lakhs     

 

          Director, TIFR      Head (A &F) 

 
 

  Purchase for Preparing PO/WO       If objection raised      Purchase/ Indentor/GC to give clarification  

  Send file to Head (A&F)             and send back the file to Accounts  

  & then to Accounts 

        

  Receiving file after pre-audit                        Vendor    

  Getting sign on PO/WO and       1.       Supplies material 

  releasing of PO/WO by Purchase      2.     Ask for amendment 
  

 

  Stores to receive material & inform  

  Indentor/GC         

 
 

  Indentor to give Inspection / PR to Stores  
 

 

  Stores – a. Prepare SAI for items accepted & pass supplier’s bill to A/c.   Purchase to remind supplier for replacing the items rejected 

     b. Issue items accepted & items in stock against SRS     If replacement not coming short close the PO, after  

     c. Forward copy of IR, if any items are rejected to purchase  consulting with Indentor 

 

     d. Return rejected items to supplier     

 


