
Rayat Shikshan Sanstha's 
Karmaveer Bhaurao Patil College of Engineering, Satara 
 

Criterion 7 – Institutional Values and Best Practices 
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Participative Management in the Institute 

 

 

 

Suggestions / Recommendations 
by functional committees 

Principal 
implements 
feasible 
suggestions 

Permission from 
Rayat Shikshan 
Sanstha  and 
CDC 

Implementation for 
recommendations of 

decisions by committees 

Not feasible / 
Review 

Review 
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Stores and procedure for procurement of material 

Stores will be procuring centrally the equipments, consumables, stationary etc. for various 
sections of the institute. After sanctioned requirement received by stores, process to procure / 
purchase will be initiated by stores. Stores will be calling quotations, get approved through 
purchase committee, place orders, procure material, get inspected, and recommend the bill for 
payment after recording to General Inward register (GIR). There will be no goods in stock in 
stores. Goods will be procured subject to demand and supplied to demander, on submission of 
Indent. Demander (department or office or workshop etc.) will issue indent to stores, and after 
goods is received as per indent, same will be recorded in a dead stock register with the 
department, Laboratory, office etc. Store Keeper will be responsible to maintain records, to 
follow purchase procedure,  

1. All the departments, office, workshop, maintenance section etc. all sections will procure 
required furniture, equipments, consumables etc. through central stores only. 

2. All the departments, office, workshop, maintenance section etc. all sections will provide 
list of required goods with detailed specifications to central stores, to enable stores call 
for quotations. The list of material to be procured, and cost of total procurement should 
be duly sanctioned by Principal for further processing. For some special identified 
requirements the department should supply the list of suppliers and related information. If 
purchase is of value more than INR 20,000/- then permission from CDC and 
subsequently from Secretory Rayat Shikshan Sanstha, should be sought. 

3. Stores should call for quotations through proper procedure, following the guidelines of 
Sanstha. 

a. Send enquiry letters, or advertise tender notice if cost of total material to be 
procured is more than Rs. 50,000/- or as specified. 

b. Get quotations through Post or courier and prepare blank comparative statement 
c. Call for purchase committee meeting, open quotations in purchase committee 

meeting, Call suppliers and negotiate, and finalize supplier by finalizing 
comparative statement. 

d. Place order 
4. While demanding goods from stored, demander (department, office, workshop, and 

maintenance section etc.) section will put a demand note to the principal. This demand 
note will be giving list of goods with detailed specifications, approximate costing, and 
proposed expenditure. The note should also specify the availability funds and its budget 
provision for proposed expenditure. Such demand note with approval and sanction from 
principal to be forwarded to the stores for further processing. 

5. Stores should call for quotations through proper procedure, on behalf of principal. If the 
total purchase cost is more than the approval limit of the principal then quotations should 
be called by publishing the tender notice in paper. Three or more respondent should be 
there, submitting quotations in response to the public tender notice. To complete the 
process through Purchase committee three or more quotations must be available. 
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6. Quotations will be collected by stores. The stores will put forth the quotations to purchase 
committee. For scrutinizing the quotations, interrogating and assuring quality of supply, 
stores should ask for experts help from concerned departments.  

7. After Purchase committee has approved the rates and supplier, stores will maintain a 
copy of Purchase committee meeting and place the orders accordingly. 

8. Stores will get inspected supplied goods received from demander department, and after 
approval and inspection report from department bills to be recorded in GIR, and GIR 
registration to be marked on bills. After receipt of installation and commissioning report 
from concerned department, office etc bills may be certified for payment as per terms and 
conditions mentioned in purchase order. Bills to be submitted to accounts will all 
originals attached, and a copy of all to be maintained with stores. 

9. Received goods are to be transferred to the department only after receipt of indent from 
the department, office. Department must register the goods to the related dead stock or 
consumable register. No department should maintain separate GIR. 

10. Stores should confirm that supplier has fulfilled the terms of earnest money deposits, 
tender cost payments etc. from accounts section before placing the order. Accounts 
section must confirm, and issue payment subject to the terms and conditions of payments 
mentioned in a purchased order. 

11. If Purchase order specifies about bank guarantee, than that is to be obtained by accounts 
section and maintain the record before payment. After completion of guarantee period 
original bank guarantee papers may be returned to supplier, on demand, after retaining its 
photocopy in the file. 

12. Format for comparative Statement is as attached. 
a. Do not delete any line / words in comparative statement though not applicable 
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Comparative Statement (print back to back)   Date 1st April 2014 

Comparative statement showing the comparative rates for the material required by ____Office (Xerox 
Center)________ department vide  

A) Requisition letter no _________KBPCE/1234______________dated _08/03/2018___ 
B) Enquiry letter send to suppliers vide ref No: ___KBPCEPS/4642 to 4649___ dated 12/03/2014 
C) Tender Notice Published in daily ________ on date__________  (attach a copy of publication and 

tender document) 

Is put for consideration in ____Local____ purchase committee meeting held on date __________. 

In reply to the above enquiry following parties have responded. 

Sr 
No 

Name of 
Party 

Location/ Address Quotation Reference No. 
and Date 

Inward 
number 
and date 

Party 
1 

Yash 
Enterprises 

“Shanti Sadan” Flat No.12  opp. Police 

Head Quarter, Sadubhau Gosavi Marg 
Vishrambag, Sangali-416415 

YE/14/03/309 date 24-03-
2014 

4113 date 
26-03-
2014 

Party 
2 

Swastik 
Enterprises 

Shivtej Bunglow No.1, Deshmukh 

Colony,Sadarbazar,Satara.415001 

SE/PC/97/13-14 date nil 4107(2) 
date 25-
03-2014 

Party 
3 

Shricom 
Office 
Automation  

Pawar tower, Guruwar peth Nr. Kamani 
Haud, Rajpath Satara.415002. 

SC/SA/QT/SA/PC/18/13-
14 date Nil 

5107(1) 
date 25-
03-2014 

Party 
4 
 

    

Party 
5 
 

    

 

Continued on page 2         Page 1 

 

 

 

 

 

 

Do not delete any line / words in comparative statement though not applicable  
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Continued from page 1 

The material description and quoted rates are as below 

Item 
No 

Description of 
material 
(Specifications, 
make, model etc) 

Qty Rates quoted by party 
1, YAsh Enterprises, 
in Rs. per unit 

Rates quoted by party 
2, Swastic Enterprise,  
in Rs. per unit 

Rates quoted by 
party 3, Shricom 
Office Automation, 
in Rs. per unit 

1 Toner cartridge for 
Richo make model 
No officio 
MP2000L2,  Part 
No 1230D Black 

12 
No 

Basic rate 
Rs.__3246.00____ 
Net Rate inclusive of 
All levies and --
%GST 
Rs.__3408.30_____ 

Basic rate 
Rs.__2902.86_____ 
Net Rate inclusive of 
All levies and --% 
GST 
Rs.___3048.00____ 

Basic rate 
Rs.___3200___ 
Net Rate inclusive of 
All levies and --% 
GST  
Rs.___3360.00___ 

3 Quotation Valid up 
to 

 ------ 30 days 30 days 

4 Delivery period  Ex Stock ------- ------- 
5 EMD amount, 

receipt No and 
Date 

 ------ ------ ------ 

Remarks: 

1. The rates mentioned in comparative statement are inclusive of all levies and taxes, and for free 
delivery at institute. 

2. The rates mentioned are after deduction of discount offered. 
3. The technical specifications of the material quoted are same as per requirements mentioned in A 

above 
4. Further after comparing the rates it is recommended to place the order for 

a.  Item no 1 above with party no 2, i.e. with Swastic Enterprises, Shivtej Bunglow No.1, 
Deshmukh Colony, Sadarbazar, Satara.415001 

b. Item no 2 above with party no 3, i.e. with Shricom office, Deshmukh Colony, Sadarbazar, 

Satara.415001 
5. The Total Order Value against this comparative statement is Rs.___________ (Rs in words) 

 

Sign and name: Prepared By:      Checked By:  

Sign and name: 

 

Member 1      Member 2    Member3 

 

 

         Principal 
       KBP College of Engineering,  Satara 
            Page 2 
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Mechanism for Settling Audit Objections 

 

 

Internal Audit, 
Verification of 
external audit 
clearences 

Clearence of Audit 
objections, and 
generation of 
statements of accounts 

Cashier / Table Clerk 
generate voucher 
against transaction 

External Audit by M/s 
Kirtane Pandit and Co 

Audted, certified 
statements of accounts, 
Audit reports with audit 
remarks 

Accountant records in 
books of accounts, 
verifies budget 
provision, preserves 
voucher 

Audit Objections 
 and clearences 

Quarterly Audit 

Audit compliences 
for next year 

Annual Audit 
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6.2.2 Recruitment Procedure 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Faculty & Staff Requirement of 

KBP COE Satara. 

Application 

under CAS 

Faculty Appointed. 

University Approvals. 

Rayat Shikshan Sanstha, Satara. 

Post Sanction from University. 

Roaster Approval from 

University/Government. 

Advertisement Approval from 

University 

Publication of Advertise In 

National Daily & Application 

Received. 

University Appointed Interview 

Committee Interviews. 
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Recruitment Procedure and Promotion Policy  

 Rayat Shikshan Sanstha’s Karmaveer Bhaurao Patil College of Engineering, 
Satara is established in 1983. Since establishment the institute is affiliated to 
Shivaji University Kolhapur. 

The faculty and staff appointing authority for institute Karmaveer Bhaurao 
Patil College of Engineering Satara, is parent institution, Rayat Shikshan Sanstha, 
Satara. 

The Faculty recruitment was done as per prevailing regulations of Shivaji 
University Kolhapur. In 1994 AICTE taken over the approvals to the institutes and 
since then AICTE guidelines are mandatory for faculty recruitment. The faculty to 
students’ ratio is maintained to 1:15 as per guidelines of AICTE and the approval 
for recruitment is accorded by Shivaji University, Kolhapur. 

The faculty in cadre ratio of 1:2:6 (Professor: Associate Professor: Assistant 
Professor) is recruited with the post sanction from Shivaji University.  

Establishment section of the Institute receives the work load computation and 
accordingly faculty requirement from every department. Accordingly requirement 
of faculty is computed. If available approved faculty is less than required then post 
sanction is requested to the affiliating University. After posts are sanctioned from 
University, approval for advertising the posts is taken from University. 
Advertisement is published in national newspapers. Posts are filled by selection 
from University appointed selection committee. Further approval is granted by 
University. 

Normally posts are vacant due to resignation or retirement of faculty. When 
university approval process is likely to take a long time, to avoid inconvenience 
faculty is appointed on ad-hoc basis. 

For faculty the promotion is by selection on higher posts. Some higher posts are 
filled by CAS (Career Advancement Scheme) as per AICTE guidelines. 

Various posts in staff are filled as per requirements through advertisement and 
interviews by parent institution Rayat Shikshan Sanstha, Satara. Time to time 
additional requirements of staff are fulfilled by appointing the staff on ad-hoc 
basis. 
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