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k . ALL INDIA INSTITUTE OF MEDICAL SCIENCES
= ANSARI NAGAR, NEW DLEHI-110029
STORES SECTION (DO)

F. No. 1- 4 /Circular/Sty.Store(DO)/2019-20 Dated: 22.01.2020
Circular
Subject : Timelines for issue of Stationery/Sanitation Items-
regarding.

The General/Stationary Stores (DO) issues Stationary/Sanitation items to
various Sections/ Offices and Departments under the jurisdiction of Director
Office. Since long, it has been observed that the Indenter Sections / Departments
generate online indent for required items on and off during the whole month.
Such kind of practice of indenters adversely affects the day-to-day routine works
L.e. processing of purchase proposals, placing of orders, releasing of inspection
note, processing of bills, receiving of goods/material/inspection of material,
maintaining stock inventory etc. '

For smooth functioning of Stationary Store (DO), the following timelines are
fixed for on-line issue of indents:

1. Submission of on-line indents : Between 1st to 15t of every month.

2. Daistribution/ issue of items : Sth to 20t of every month from
10:30 A.M. to 1:00 P.M.
on all working days.

It has also been observed that number of indents are being raised by the
cdifferent user departments, but nobody comes for receiving the goods. Therefore,
the user departments are requested to raise indents for the items which are
recuired by them.

All the Departments/Sections are also requested to adhere to the above
schedule. However, in case of urgent need/special occasion like
meetings/conferences etc., they may raise online indent along with document
showing urgent need to get the goods.

This is issued with the approval of the Competent Authority.

M <
Sr. Stores Officef (DO)




Distribution:-

1. All HoDs of the Departments (Teaching Block)/All Faculty’s/ Departments Labs/CC .
I‘ 2. PPS to Director ‘
3. D.D.A./D.S./Dean (Academic)/Exam Section/OSD office
4.,  Registrar
5. Sr.FA.
6.  Chief Administrative Officer
7. Sr. Administrative Officer
8.  Administrative Officers (Estt.-1, II)
9.  Administrative Officer (DO)/Administrative Officer Recruitment Cell
10.  Administrative Officers (Estate)/ (Legal)/ (ACR/SCST/EHS/RTI)/GPF/Pension cell
1. Administrative Officers (Coordination)/ (Legal)/ (Parliament)/ MSU Section/Cheque
Section/Cash Book Section

12, Administrative Officer (General Section)
13.  Administrative Officer (Faculty Cell)
14, Administrative Officer (Hindi Section)
15.  Administrative Officer (Vigilance Cell)
16.  Superintending Engineer
17.  Chief Security Officer

| 18. Security Officer

I‘ 19.  All Accounts Officers
2 Transport Office
21.  Media and Protocol Division

, 22, Ofhcer-in-charge, Computer Facility

j 23. 3. B. Dixit Library

f 24, CEMT

| 25.  Student Union

,‘ 26. Karamchari Union

; 27. Sr. Warden, Hostel

| 28.  Sanitation Department
29.  Computer Facility
30.  CRHS Ballabgharh
31.  Trilok puri Branch

Officer In-charge, l With the request to upload the circular
Computer Facility J on the ATIIMS website
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