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(An Institute of National Importance under the aegis of Ministry of Education (Shiksha Mantralaya), Govt. of India)
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G¥IW/Tele: +91-11-33861000, 1001, 1005 dmse/Website: www.nitdelhi.ac.in

NITD/R/Office Order/2026/ ]SS~ Dated: 07.10.2026
orifert sneor/Office Order

Subject: Gate Pass Required for Every Movement of Goods In and Out of the Institute

It is hereby notified to all Faculty Members, Staff, Project Investigator, Vendors, and
Service Providers that a Gate Pass is mandatory for every movement of goods and materials
in and out of the Institute premises.

This requirement shall apply to the procurement of goods/ equipment of any kind made through
the following funds/sources:

1. Institute Fund

Consultancy Fund

CPDA (Professional Development Allowance)

Imprest Money (in case of procurement of any equipment)
Advance Amount

Any other fund, grant, or source of money

The Gate Pass shall be issued as follows:

1. For movement of items/materials/equipment from the Institute premises to outside: The
Gate Pass shall be issued and duly authorized by the concerned Section Head, Principal
Investigator (PI), Central Store, Estate Office etc. as applicable, prior to the removal of such
items from the Institute premises.
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2. For movement of items/materials/fequipment into the Institute premises: The Security
In-charge at the Campus Gate shall verify the items/materials/equipment being brought
into the Institute premises and make the appropriate entry in the relevant register/record.
The concerned staff member of the respective Department/Section shall report to the Main
Gate, verify the items/materials/equipment, and thereafter sign and issue/authorize the
Gate Pass mentioning the details of the items/materials/equipment received.

Instructions

1. No material, equipment, or goods shall be allowed to enter or leave the Institute campus
without a valid Gate Pass.

2. The concerned Section Head, Principal Investigator (PI), Central Store, Estate Office, etc.,
as applicable, shall duly issue and authorize the Gate Pass before the movement of any
goods. The Security In-charge at the Campus Gate shall ensure that no goods are allowed
to move out of the Campus without a duly issued and authorized Gate Pass.

3. The Security Personnel deployed at the main gate are directed not to permit the entry or
exit of any goods without a valid Gate Pass.

4. A copy of the Gate Pass shall be attached to the corresponding bill/invoice at the time of
payment processing. The Accounts/Stores Section shall not process any payment without
the requisite Gate Pass.

5. Proper stock entry shall be made in the concerned Departmental Stock Register, PI Stock
Register, or Central Store Register, as applicable.

This notification shall come into effect immediately and shall remain in force until further orders.

This is issued with the approval of the Competent Authority.
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ufer/Copy to:
1. forderm & forsft 38RI®B /P.A. to Director (for kind information of Hon’ble Director)

2. gporafa orifery/Office of Registrar
3. it srfersoIa /fAeieTeIst /36T JiffIpIt /All Deans/HoDs/Section Heads

4. sft 3o 3ii3 Sl-3BRI AGR All Faculty and Non-Faculty members

Note : firwt oft faremfar it Rufer # 3w qearaw @1 stireft o wr= g/ In case of any discrepancies, the English version of this document shall prevail.
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TSI/ 3IOJ8IIPT DT BT FIRI SI? TR IUfIAA BYD3 IS 318 T A/ Al U1 T Aol BT 32
ACTRIT UIH a3l A1t/ 3ua2u o1 faut sifdse 3 88 Sie UIT U3 3318 2 33 SIRY/aifeigpa w2sm
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2. Jdféa SIOJHIISIIEIE] (Section Head), uf¥=ilSToll 3[6AND (PI), DIl ST (Central Store), TICC DRI (Estate
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