
Purchase through 
GOVERNMENT e-MARKETPLACE (GeM)



GeM – Workflow and Timelines

How GeM 
works?

DDO(Drawing & Disbursing Officer)
PAO (Payment Accounts Officer)
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GeM – Roles and Responsibilities

What is my 
role?
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GeM - Main Features

• End-to-end digitization of public 
procurement

• Online & inclusive solution for sellers
• Increased coverage & access to 

procurement for buyers
• Common, unified and transparent 

platform
• Enhanced speed & efficiency of public 

procurement
• Transparency
• Cashless Purchase
• No physical audit is required
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What makes GeM unique?

• Compare Last Procurement Price.
• Comparison with other e-commerce 

price. 
• Price Holding for 5 days when we use 

method of Direct Purchase.
• Minimum 10% discount for 

government. 
• Free delivery at consignee location.
• No hidden charges.
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GeM – Benefits to Buyer
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Prerequisite to GeM Procurement

• GeM Secondary User ID (Buyer/Consignee)
(Registration Form at https://sps.iitd.ac.in/sps_final_003.htm). Soft copy of duly filled & 
signed by Head to be sent to drstores@admin.iitd.ac.in. On receipt of message reg. GeM ID 
on Mobile Number linked with Aadhar, SPS may be contacted at 1727 (Mr. Kaushal/ Nitin) 
for activation of account

• Approval of the Competent Authority (Ref: SPS Form No.101)

(Template can be seen at https://sps.iitd.ac.in/sps_final_003.htm). Copy of PFC is NOT to 
be uploaded on GeM (PFC is internal document and not to be shared on with vendors as 
the same carries details of committee & Budget). Copy of approval as per template to be 
uploaded.

• Availability of funds
How to be a 
registered 
GeM buyer?
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Direct Purchase up to Rs.25,000/-

• Log-in on GeM portal (https://gem.gov.in)

• Search for the item.

• Set all the required filters like seller’s registered address 
(preferably Delhi/NCR) rating, turnover etc. 

• Purchase of goods upto Rs. 25,000/- can be made directly. 
Select the item required and place order.

• There is no need to compare or bid. However, you can do 
so, if required.

• PFC booking is not required for a purchase up to
Rs.25,000/-. However, approval of the Competent
Financial Authority (CFA) is mandatory for all type of
purchases. Copy of CFA approval to be uploaded.

• The buyer will ensure rate reasonability.

What is PFC?
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Purchase through Comparison
(Where total value is >Rs.25,000/- but <=Rs.5,00,000/-)

• Before placing order, PFC should be booked for the 
estimated expenditure. Necessary help of the 
Storekeeper of the concerned Deptt./Cenre/Unit 
may be sought to generate PFC No. through ACSS 
(Institute Purchase)/ IRIS (IRD, project purchase)

• Select Consignee location.

• Set required filter/ parameters/ specs of the item.

• Comparative Sheet will be prepared automatically 
on selecting 3 different OEMs.

• Place order to the L1 Party. If you want to place 
order to the L2 or L3, it will go for bidding.
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Purchase through Bidding/ RA
(Above Rs.5,00,000/-)

• Purchase above Rs.5,00,000/- can be done through
Bidding only.

• Select any item of the required specs and publish bid
on GeM portal.

• Minimum bid duration is 10 days.

• After opening financial bid, order can be placed to the
L1 party.

• The buyer is not bounded to place order. On a valid
ground, buyer has right to cancel a Bid anytime.

• After opening financial bid, negotiation with the L1
party can also be done, if required.
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Reverse Auction (RA)

• In a normal bid, after fulfilling certain conditions, all the eligible bidders will submit their
quote. Rate quoted by a party cannot be seen by other bidders. In RA, all bidders will be
able to see the rates quoted by all bidders. This is the only difference between a normal
Bid and RA.

• For example, party X has quoted Rs.100 for an item. It will be visible to all the other
eligible bidders. Party Y may quote less than Rs.100, say Rs.90. Someone else may quote
less than Rs.90. The bidder whose price is the lowest at the end of bidding period will be
L1 and the Buyer will get the best competitive rate.

• If there is limited fund, it is advised to opt for RA.

• RA option can be selected while publishing the bid.

• It can also be selected in between the bid publishing. GeM will ask you, “Do You Want To
Take This Bid To RA Post Technical Evaluation?”.

What is Reverse 
Auction?
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What about Bid Security/ Earnest Money Deposit?

• Bidder may be asked to submit Earnest Money Deposit (EMD)/ Electronic Performance Bank Guarantee
(ePBG) only when estimated value of the item is more than Rs.5,00,000/-

• Maximum rate of EMD and ePBG would be 5% and 10% respectively. However, due to pandemic in the
current scenario, it is not applicable. For more detail, please refer to MoF OM No. F.9/4/2020-PPD
dt.12/11/2020. The same can be accessed within the GeM portal while publishing bid.

• As per Rule 170 of General Financial Rules (GFRs) 2017, Micro and Small Enterprises (MSEs) and the
firms registered with concerned Ministries/ Departments are exempted from submission of Bid Security.
In lieu of Bid Security, bidders are sign "Bid Security Declaration" accepting that if they withdraw or
modify their bids during period of validity etc., they will be suspended for the time specified in the
tender documents.

• Due to the pandemic, there are instructions from MoF that notwithstanding anything contained in Rule
171 of GFRs 2017 or any other Rule or any provision contained in the Procurement Manuals, no
provisions regarding Bid Security should be kept in the Bid Documents in future and only provision for
Bid Security Declaration should be kept in the Bid Documents. It will be applicable for all the tenders
issued till 31.12.2021.

• Wherever there are compelling circumstances to ask for Bid Security, the same should be done only
with the approval of the Competent Authority.

What is EMD 
and EPBG? Who 
is exempted to 

pay EMD?
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Types of Bidding

Bidding can be categorized in four types-

• Normal Bidding :- As discussed on previous slide.

• PAC Bidding :- If there is a requirement of a particular model of a specific brand, for example ‘One Plus 8 Pro’, it
can be procured through PAC (Purchase against Proprietary Article Certificate) Bidding. Approval of the CFA will be
required for such bidding. This is like the normal bidding. The only difference is buyer will have to select ‘PAC’
option.

• Custom Bidding :- Any item/services with customized specification can be procured through custom bidding. Item
which is not available on GeM can also be procured through customized bidding. In this purchase, buyer needs to
publish the required item/services on GeM portal after generating GeMARPTS Report. Minimum Bid during for
Custom Bidding is 21 days. However, it can be reduced to 10 days with approval of the CFA (i.e. DDO/ Dean, R&D).

• BoQ Bidding :- This is the latest feature introduced. Items/ services (should be of similar category) in bulk can be
procured through BoQ Bidding. For such bidding, GeM provides an *.xls pro-forma. The buyer will upload filled-in
Pro-forma with all the detail like name of the item, specs and quantity etc. on GeM Portal. In BoQ Bidding, minimum
Bid duration is 10 days.

• The buyer is not bound to place order. On a valid ground, buyer has right to cancel a Bid anytime.

• Additional T&C (ATC) can be specified, if required.

• After opening financial bid, buyer has option to negotiate with the L1 party.
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Purchase against Proprietary Article Certificate (PAC)

• Specific item of a particular brand can be purchased through PAC bidding with
approval of the Competent Authority.

• PAC bidding is always discouraged as there will be no competition.

• In PAC bidding, there is monopoly of the OEM.

• OEM may charge exorbitant rate for the item which may be available at a
reasonably low cost with the same specs.

• Reason for PAC bidding with proper justification (like requirement of particular
item, it’s unique features which are not available in others etc.) need to be
recorded clearly.

• The same will be uploaded on GeM portal for review and monitoring purpose. If
there is any objection from bidders or GeM Authority, the buyer will be responsible
to reply.

Want to 
purchase a 

particular item 
of a brand of 
my choice. 
What to do?
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When price is higher than e-Commerce site

Tools have been deployed on GeM portal to show the price of compared products on
other e-commerce sites (wherever available) and also the rates at which orders have
been placed on GeM for such items in recent past.

While taking decision on reasonableness of price, the buyers may also take into account
the discount over MRP; Last Purchase Price on GeM, Department’s own Last Purchase
Price; rates on other e-commerce websites etc.

The prices on e-commerce site give a broad idea and its terms and conditions may be
different. If it is found that the price available on GeM marketplace is not reasonable or
is substantially higher than e-commerce sites or LPP, the GeM Portal provides tools for
online bidding or reverse auction which can be used by the Buyers to get better
competitive rates and then satisfy themselves about reasonableness of the price as per
GFR -2017 before placement of contract.

Available at 
cheaper rate 
on other e-
commerce 

websites. Do I 
still need to 

purchase 
through GeM? 
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Approval of Competent Authority when less than three bids are 
received

If less than 3 bids are received, the last date of bid submission may be extended. If less than 3 
bids are received even after extension, approval of the CFA is to be sought to open the bid(s).

• Dy. Director (Ops.) is the CFA for Institute Fund purchase.

• Dean (R&D) is the CFA for Project related purchase.

For more detail, please refer to this Section’s e-mail dt.17/07/2020-

https://sps.iitd.ac.in/Notifications/ISPS-mail01.pdf

Less than 3 
bids are 

received. 
What to do?
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Mandatory Steps After Delivery of Items

1. After receipt and inspection of item delivered, Provisional Receipt Certificate (PRC) & Consignee Receipt & Acceptance Certificate 
(CRAC) is to be generated by the GeM buyer as soon as possible  

(Buyer/Consignee: Login + OTP)

2.  Registration of Supplier, if not already registered (Buyer/consignee + Storekeeper)

3.  Submission of NC Form along with GeM bill/ Invoice to Stores & Purchase Section for GIS purpose (Recording of item in Inventory of 
Buyer) and for releasing payment (Buyer/Consignee + Storekeeper)

4.  Process online GeM Bill/Invoice on Portal (Buyer: Login + OTP)
(Please see ‘Steps to Process online bills’ at https://sps.iitd.ac.in/index.html) 

5.  Updation of payment details on Portal (Buyer or SPS: Login + OTP)

(Updation of payment details can be done ONLY if step No.4 is complete)

Advisory: When making a purchase, faculty are advised to assigned the role of ‘consignee’ to the storekeeper so that steps 1 to 3 can be 
done by the consignee. While step 4 is to be completed by buyer, step 5 can be done SPS.

Made a purchase 
successfully. What 

to do now?
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Local Purchase outside GeM
According to the provisions of Rule 149 (ii) of GFR, 2017 Procurement of common use
Goods and Services are mandatory for Goods or Services available on GeM.’

Procurement should be done though GeM as far as possible. The items/services not
available on GeM can now be procured through customised/ BoQ bidding.

I can't wait. Want 
to buy right now.
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In what cases purchase outside GeM is allowed?

• For petty expenses like stationery items, small repairing, office day-to-day expenses. Cash expenses should
not be more than Rs.5,000.

• In a case of emergency, if goods are necessarily to be purchased from a particular source within a short
period, then the reason for such decision is to be recorded and approval of competent authority is to be
obtained.

• For such purchases, if any, outside GeM, relevant GFR Rules/ old purchase rules shall apply.
(Pl. ref. SPS circular Dated 18.10.2019 (https://sps.iitd.ac.in/sps_final_002.htm)

• GeMARPTS ID is mandatory for publishing a Tender on NIC portal.

• For more detail on ‘Steps to procure items outside GeM’ refer to following link-
https://sps.iitd.ac.in/Notifications/GeM_Pur_Proc.pdf
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Who should procure and process the bills?

• There is a dedicated Storekeeper in each Deptt./ Centre who is
responsible to purchase, process all the bills and maintain purchase
records.

• All the Faculty members are advised to take screenshot of the
item/service required and insist Storekeeper to procure for them
and complete the purchase process.

• GeM Purchase cannot be completed in a single step. After placing
order, there are many steps to complete the purchase cycle like
generating PRC/CRAC, Registration of suppliers, Processing Bills,
Updating payment detail etc.

I am a 
faculty. I have 
lot of things 
to do. I have 
no time for 

procurement. 
What to do?
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Need Help?

• If you are stuck and need help, contact to your departmental 
Storekeeper. He is the master of such things.

• Any further assistance, please contact to Stores Purchase Section 
or GeM helpdesk at-1800-419-3436, 1800-102-3436
(8 am - 8 pm Mon to Sat ).

• You can also raise a ticket on GeM portal (helpdesk-gem@gov.in). 
A team of expert is available round the clock to help you.

Help! Help! 
Help! I am 

stuck. To whom 
should I contact?
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Thank You!   
For any assistance regarding GeM Purchase, feel free to contact our 
officials-

1. Sh. Hariom Kumar Ph.2659 7154, e-mail- a26896@admin.iitd.ac.in
2. Sh. Nitin Kapoor Ph.2659 7154, e-mail- nitin@admin.iitd.ac.in &
3. Sh. Kaushal Ph.2679 1727, e-mail- kaushalkaushik143@gmail.com

(For GeM Registration & Payment Updation)
4. For suggestions please write to- drstores@admin.iitd.ac.in
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