Date
Duties of Purchase Section Officials

06.11,2020

Sr.
No.

Name& Destgnation

Buties Assigned

Alternate official

Shri. Bangal Pravin
Madhay

Sr. Supervisor(R&D)
&

Ms. Klushboo

- Kumari

Je. Techinictan

e —

CieM Procurentent

R, NCB & CAPEX Procurement

Past contract munsgement-Opening of LC, Consignment
Insugance {alt activities}, Payment through LC, Releass of bank
documents, forward document to customs, FAC & other related
uctivities pertaininig to JCB & NCB precurement, ctc.

CPWI POs & post award comrnunication

. Foreign PAC purchases
. Development Tenders
. Forcigners Visit Report

integrity Pact Report
CGeM Procusement Report

Monthly & Quarterty MSME reports

Shri. GV Krishna
Murthy
Supervisor{ Purchase)

LIS

6.

Tnclarge for stationary & Admin stores
LTE, PAC, Rate contract, nomnination Tenders (TEC, NAC, 8D
follow ups ete.) except RFQs.

. Indents and Procurements pertaining 1o Purchase section
. EMD & Security Depostt receipt, extension and refund
. Maintaining EMI/SD register- In hard copy register & sofl

copy.
Teacking of BG/SD Receipts after NAC placement & Keeping

© 'yegudar watch on BG espiry/estension.

Shri. Kaliss Uddin

Shri. Kalim Uddin
Consulfant {(MM)

1. RFQ of LTE, IPAC, Rate contract, Nomination contracts,

o

o g

Pre-contract vendor communication e.g.  sending Tenders
over email & attending queries & responses ele

All puiehasc erders (Except 4.11)

Post contrael vendor Communication

Uploading of Tenders & post award detaifs on SPMCIL
website

Monthly Dissemination Report, Monthly Progress Reports
Quarierly Propress Report & otber Qunterly reports, Imemnal
audit data.

Shri. GV Ksishoa

Murthy

A Sughcer Kumar
Trainee

12 (Admimstrative & Finaneial  approvak
nomination, cvaluation).

411 POs

Tender opening except NCB & 1CB

Maintaining of Liability register

Vepdor Mansgement-  Vendor registration, vendor code
creation. Vendor cede verifications, Maintenanee of MSME
Vendor deiails, registered Vendor details.

CA Helbpdesk Incidents pertaining to Parchase section

Any other work assigned by senior officials as per requirement.

committee

Shiri. Kalim Uddin

e

A




