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As per Govt. of India directions (Rule 149 of GFR) all Goods and Services are to 
be procured by Ministries or Departments through GeM Portal. In this regard the 
following Standard Operating Procedure (SOP) is proposed: 

1 If the particular Goods or Services are not available on GeM Portal, non­ 
availability report may be taken from the GeM before making procurement 
outside GeM. The guidelines pertaining to GeM Availability Report issued 
by GeM is enclosed for ready reference. 

2 Ensure timely payment to all vendor & update details on GeM and check for 
discrepancy, if any. 

3 As per MoU for financial year 2024-25 HUDCO has to achieve 25% of overall 
procurement from MSME, 4% of overall procurement from SC/ST and 3% of 
overall procurement from MSME Women Entrepreneurs, hence all out efforts 
should be made by all Procurement Departments at Head Office/HSMI/ROs 
right from the beginning to achieve the MoU targets. 

4 Ask GeM through E-mails to add new items/goods and services which are 
not available on GeM. 

5. Provide regular feedback on GeM portal for quality of products & services. 

6. As per Presentation given by Receivable Exchange of India Ltd. (RXIL) 
on 14.04.2024, HSMI/AII ROs may please send the copy of GST No. & 
Cancel Cheque of Bank Account on Admn. Wing Head's Email ID 
admnhudco@hudco.org.in positively by 29.05.2024 so that the same 
could be forwarded to RXIL for mapping multiple locations on TReDS 
portal. 

7. After mapping of multiple locations by RXIL all Procurement departments at 
Head Office/HSMI/ROs will be requested for sending the list of Makers & 
Checkers with Full Names, E-mail ID & Mobile Numbers for forwarding the 
same to RXI L. 

Sub: Standard Operating Procedure (SOP) for day to day procurements 
under GeM 

24th May, 2024 

URGENT 

'IJQTm'cf fcra:JfcJT dj~ I <>t ll 

m3Um*m 

ISO 9001 :2015 

7~---- 
dfl,>il<~ ,r,r 
~:.,·,· 

1,11ftcoa~ 
~afr~~ 
Jj,:&<l I e>l <l /{JT.f ~ 'Qdl ~ 

at cf>l~~ci ~afr cf>l~cf>l.fl ~~fqi~ 

~ 

cf> I~ cf> I .fl ~~fqi ('Q"~Trnc,) 

clj,:&<llc,Fll 



~ (t11CJJitl 3i'rm) 

~ ~ Q~.Q~-:rlcii I (tl.fi'>l 413i'rm) 

:fi~lllcti ~ (~3i'rm) 

~ ~ (co1cn~c: Rlrvt&l:ft fcm) 
~PE(Mou) 
~~ 

Encl: As above 

~afi' ~~/cl!&lllc4ll/~ ~'(!'al~ ~ chl.Q{c-1 {l'air chl.Qchl{) ~~Tch'~ c);­ 
fj._ilciil~ mi ~ 3tc;jQlc4i1 ~ ~ fcn<IT ~ i I 

C~oU1 
c)c; Qcnl~T 

{-1(!,l~co ~ (mTRf<;f) 

This issues with the approval of Competent Authority. 
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The Past Transaction Summary will be provided, wherever available. GeMARPTS shall be a 
pre-requisite for arriving at a decision by the competent authority for procurement of required 
goods and services by floating a bid outside GeM and its unique ID would be required to be 
furnished on the publishing portal along with the tender proposed to be published. 

The buyers may preview the categories to identify the categories that match their 
requirement. 

''GeM Availability Report and Past Transaction Summary11 (GeMARPTS) indicates 
availability status of products or/and services searched on GeM and past transaction history for 
the matching product categories. 



" The crisis the world is facing today teaches 
us that way forward is - 

Atmanirbhar Bharat (A self· relianflndia) 
II 

) 
Shri Narendra Modi 

Hon'ble Prime Minister of India \ 
' 



NEED HELP? TRAINING 

ihall be entered on next screen post 
GeM login ID and Captcha validation 

WQKSFG o 
Type the characters in the box below. • 

GeM User Id I CD 

Login In to Government e Marketplace I GeM 

RESOURCES NEWS & EVENTS ABOUTGeM WEB INFO 

(I Register as Seller ,& Register as Buyer 

Not Registered with GeM ? Sign up to experience the Marketplace 



rAQ~ LMS 

NEED HELP 7 TRAINING 

Forgot your NIC Email password 7 

can<iel 

1 1:.n_t0_r_~~_1~_. i:._·m_J_il_l·\_",s_~_w_·t1_.r_11 ~-----] 

I Submit 

Enter NIC Email Password ·(D 

\OV.ln 

NIC Email ID•('.) 

Dear User. 
You can now login in GeM using your NIC e-mail 
credentials. 

Login in to Government e Marketplace I GeM 

GeM Handbook New-sraom lntroduruon to GeM Terms of Us-e 

RESOURCES ABOUTGeM NEWS & EVENTS WEB INFO 

~ Register as Seller & Register as Buyer 

Not Registered with GeM ?- Sign up to experience the Marketplace 



• In the weke.of a naUrinwlde lockdown, due'fo the COVID-19 pandemic, GeM has fnttlated a number of steps for expedlttous'prccurement of medical and aux°ifiary Covld relatedliems. 
Some of tlie major steps lnc.lude 

1. creation of mote than so+ categories related to health.emerg'ency hems ·and swift on-boarding of sellers under tliese cateqorles (Live tracking of this category list and number 

ViewMore.., 

, ***Asper the OM Issued by the Department of Expenditure. Mfnlstry of Finance (No.F.6/18/2019.PPD), ii is notified that from 01/07/2020, no other payment mode except for GPA and 
PFMS would be available on GeM for pl acing new orders. Payments for all orders must be processed through either GPA or PFMS only. 

• Buyers are hereby notified thai as. per OM No. F.6/1 B/2019-PPD dated 23rd January 2020,·the func1ionality for gener.atihg 'GeM Availabllity Report & Past Transaction summary• is 
now a'vailable at GeM. With effect fiorn 1st J_uly 2020;· it is mandatory for buyer to generate this report for procurement outside 'Gefv1: To know more on how to generate the 
GeMARPTS report, please click here. 

Dear Sir/Mil'am, 

NOTIFICATIONS 

All categories v 



9 

2.0 ORDERS I GEM AVAILABILITY REPORT I 
PRODUCT ORDERS ... SERVICE ORDERS ... ALL DEMANDS BILLS ... INCIDENTS ALL CARTS REQUESTS 0,i MY DASHBOARD 



Process Report ID Created At Status 

GEM/GAR PTS/12062020/YQOGOF3DOFCV Jun 12. 2020 Generated 

G EM/GARPTS/15062020/NRQPCKPONGXX Jun 15. 2020 Generated 

GEM/GARPTS/17062020/LWA30MXTJ3CG Jun 17. 2020 Generated 

GEM/GARPTS/17062020/0SENTGYY3HEA Jun 17. 2020 Generated 

GEM/GARPTS/17062020/668T4W3LLJX3 Jun 17. 2020 Generated 

GEM/GARPTS/18062020/0L2ERRRZECUT Jun 18. 2020 Generated 

GeM Availability Report and past u onsacuon summary rcpon is genercred based on the, product/service specification searched by the Buyer. The specification may be mudified 
appropriately for searching relevant categories on GeM. Buyer may navigate co GeM category page by clicking on the category link 10 view category speoficauons and products/services 
available In the category, 

GeM AvailabilitY. ReP-ort And Past Transaction SummarY. 



, , 

ADD MORE 

Enter your product details Product v 
- _J 

REQUEST ID SELECTED CATEGORY SEARCH PRO DUCT /SERVICE 

Enter your product/service details and keywords to view category suggestions and select categories matching your requirement to generate the GeM Availability Report. You may 
search for multiple products or/and services to generate a single GeM Availability Report. In case category matching your requirements is not found, you may mark so against the 
searched product/service and this information will also be added to the generated report. 

Please move your cursor to the category suggestions to see the category preview. You may also view the category to see all products/services and category specifications. 

GeM Availability Report 



12,... 

~.;desktop 

Computers=Desktop Computers 

Computers»Desktops 

Desktop, Computers, UAT2»Desktop_ Computers_UA T3 

Computer data input devices »Keyboards 

testing new Desktops (mansi)»testing new Desktops (mansi) 

j View Category j 123456 
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<~) The required product category rs a one time requirement and hence I would not be requesting a new category 
creation. 

(~ I would be uploading the specifications of the required product which may be taken up by GeM for new category 
creation. 

It is certified that I halr=-cr-r<7rOcr5'?ty-cnc:c-nc:u arrpr-vJ:/C,'7(C:-<.aL<:5c,nc,:,-::,Uo5C:=>C<:L-rvy-crc:-,yra1 rcr-r-drn satisfied that the 
product required is not cover d I does not fall in any of the suggested categories and can not be procured under 
any of these categories eve after inclusion of List of Values( LOV) wherever possible in cetegory specifications of 
suggested categories. It is !so certified that the technical specification requirements are such that these can not be 
covered even by additin specification parameters using A TC in any of the GeM suggested categories. 

Please certify by choo 

Confirm 

1. There are categories available on GeM matching your requirements (as listed here). You can create a bid on 
GeM with a product closest matching your required specifications and add additional parameters in 
specifications through Corrigendum using RMS functionality. 

2. If you feel that category TP needs updating you can submit category updating request also through RMS. 
3. If you do not w,~ .. ·~ · •r~ ~·~ .. ~· rh~ ~1~~·-~ ~~•:~~ ~~r1 ... ~.~ .... ~ ~ .. ~r~~r1 ·~~ ~~~r• .v~,~~--t outside GeM, please 

suggest the spe for future 
procurement. 
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Fei,dback Training Cale ndar OM's/Circula, s Galle,·y srousucs 
FAQs LMS G~M Handbook Newsroom tntroducrlon to GeM 

NEED HELP? TRAINING RESOURCES NEWS & EVENTS ABOUT GEM 

Not Available remote Product 

service Catering Service Service 

x computer servers computer Produce 

REQUEST ID SELECTED CATEGORY SEARCH PRODUCT!Sl;RVICE 

Enter your product/service details and keywords to view category suggestions and select categories matching your requirement to generate the GeM Availability Report. You may 
search for multiple products or/and services to generate a single GeM Availability Report. In case category matching your requirements is not found, you rnay mark so against the 
searched product/service and this information will also be added to the generacecl report. 

Please move your cursor to che category suggestions to see the category preview. You may also view che category to see all products/services and category specifications. 

Report 10:G EM/GARPTS/27062020/633 L205WTU DH GeM Availability Report 

Back to index 



: Product 
l 

Category Type* 
' - 

-, Request Type' 
- -· ---- ! 

New Category creation 
i 

Create Request 

Only indispensable conditions that are not covered in and are not in conflict with GeM GTC, Product I Service STC and the 
ATC library, and which are in compliance with the Govt. orders on Public Procurement and are not restrictive and not against 
the core principals of transparency and efficiency enshrined in GeM, can be requested through this RMS ATC request. Each 
such request has to come only after due approval of the Competent Authority in Buyer Organization. A copy of such approval 

of competent authority has to be uploaded here. Buyer organization shall be solely responsible for the impact of the requested 
clauses on the bidding process and its outcome. Clauses in respect of which ATC library clause is available will not be allowed 

through RMS. 

El Request Management 



PRODUCT/SERVICE SEARCH SELECTED CATEGORY 

Product litptop L.1plQp f3;nLcry Pac]. (Rcd1urr,e;ihlP a.1ttery} 
~ 

x 

Pr ouuci de$k!O NOti\11.:tlli.!IJle I 6 I x 

P<oducl computer Not AVailaule x 

/I I 

(:nc~·r your p1 r)d1.Kther vice 1k(il1ls ,111d keywor 1.b to view c.,ni;,gwy ~ug1;1)>1JC111~ .~ntl sefeu aitcgopl!~ 11wtdm1g your r equlr cmenr to g<'11cr<1W d11: GcM /wuilab;lliy Report. YmJ 111t1y 

~eu•Lll for rnutuple products or/arnJ 5e1 vlees lo ~,mer ute ..i .s111s1e GeM Avallabilny Reµw t. lri cus!! cal ego, y matr:bmg your rcn1u1J emcnts ,~ not fowuJ, you rrn,y rn<1rk ~o .ig.:ifn$l lhe 
~l!a1cl:ed product/servn;e and uus info, maunn will also be added to thf! genoratcd report. 

Please move your cursor to the catego1 y SL!j;geslron, lo sec the cetcgory pr evrew, You may also \11!?1'/ the Lt.Hego1 y to see all producrs/serv.ces and c.:Hegory speofrc,.111011s. 

Report. ID:GEM/GARPTS/01072020/M3R7SOTXSPFQ GeM Availability Report 

NOTIFICATIONS + 
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6,847 8, 113 4,259 518 96 706 5,186 

Bid Reverse Auction Direct Purchase Biel Reverse Auction Direct Purchase Catalog Count Category Name 

Order Value (in Lakhs) Order Count 

Search type; Product 

Search Result: Buyer has confirmed that below category meets buyer requirements. 

1. Search String: Computer 

GeM Availability Report and past transaction summary report is generated based 011 the specifications searched by the Buyer. The specification may be modified appropriately for 
searching relevant categories on GeM. Buyer may navigate to GeM category page by clicking on the category link to view category specifications and products/services available in 
the category. 

Order Count and Order Value d,:,p'fayed is on ..:, cumulative basis since GeM inception. 

GeM Availability ReP-ort And Past Transaction Summary 

Generated On: 27/06/2020 
Valid till: 27/07/2020 

Report ID: GEM/GARPTS/27062020/633L20SWTlJDH 
Generated By: Ajay verma, COAL 11\JDIA LIMITED, Ministry of Coal 

I -- 
I Back to index 
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2. Search String: Desktop 
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1. Search String: Desktop 
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GcM AvailabillfY. Report And Past Transaction Sun1marv. 
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