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PROCEDURE REGARDING FILLING AND SUBMISSION OF INDENT FORMS

Step 1 Indent fill by the indenter (with all supporting documents as
notified in the Purchase Process).

Step 2 After its filling, submitted to the Department/ Section Head
for its recommendation.

Step 3 After recommendations of the Department/ Section Head,
the same shall be forwarded to the respective officer for the
items as mentioned in the Section II.

Step 4 The concerned officer(s) mentioned in the Section II is
requested to kindly mark their recommendations on the
Indent and forward the same to the Account Section for fund
availability.

Step 5 If the indented item is not related to the items mentioned in
the Section II, then the indenting section / department head
are requested to kindly forward the same to the Account
Section for fund availability.

Step 6 The Account Section is requested that after mentioning the
fund availability, kindly forward the indent to the Store &
Purchase Section for further processing.




