Procedure for Maintenance

(Maintenance Committee looks after the Maintenance, repairs, Upgradation and Renewal of AMC)

Request made for Maintenance |

!

Request approved

Budget allotted

!

Maintenance Committee /Head Clerk / Accountant

!

Maintenance Committee/Head Clerk / Accountant
(inspects requested items for maintenance )

!

Quotations invited from Vendors for Maintenance

!

Maintenance Order allotted

!

Maintenance Committee/Head Clerk / Accountant
(inspects items after the completion of work)

Acknowledgment is taken from the department regarding maintenance completed \

!

Maintenance bills filed




Procedure for Procurement

(Purchase Committee looks into the purchases relating to Stationary, Furniture, Fixtures, Equipment, etc.)

Request made \

4

Request approved |

!

Budget allotted |

!

Purchase Committee / Head Clerk / Accountant

Quotations invited form Vendors

!

Purchase Committee/ Head Clerk / Accountant
(Inspects items for procurement before purchase)

Purchase Order allotted

!

Purchase Committee / Head Clerk / Accountant
(Inspects items after purchase)

Purchase bills filed

!

Record made in Dead Stock Register

Dead Stock Register number pasted on the purchased item \

Acknowledgment is taken from department on Dead Stock Register after delivery \




