1.1
Material Management

1.1.1
Introduction

Material management department issues the various stipulated items for works executed under DDA.

1.1.2 
Description 

· Zonal Requirements

The CEs of each zone sends their material requirement of stipulated material for the financial year with work wise and quarter wise break up.  The EE (P) then compiles all the requirements gathered from each zone and makes assessment for the purchase of materials. 

· Estimation

The EE (Store) makes the estimation for the required materials.

· Approval of Estimation

Dir (MM) makes arrangement for procurement of materials.

· Supply Order

The EE (Store) prepares the supply order for items (EE Store-1) for cement and EE (Store-2) for steel.

· Approval of Supply Order

Dir (MM) approves the supply order before sending it to the agency.

· Testing of material

The Receiving authority tests the material at govt. approved labs and keeps record of this (In case the supply is not from DGS&D).

· Goods receive sheet

The receiving authority makes entry in to GRS as per the challan.

· Bin card

The issuing authority makes entry in to the bin card after receiving/issuing items.

· Indent detail

The field JE/AE (field) raise indent for material, EE (field) approves the indent and sends it to respective stores.  AE (P)/EE (Store) approves the indent and sends it to the store for issue of item.

· Issue of item

The issue authority issues the items approved by AE (P)/EE (Store) to the authorized person.

· Payment Detail

All payment made through financial department.

· E-Tendering

E-Tendering is going to the centralized for all departments.  Each departments tender will be online by this system.

· Civil Related Work

All civil related works will be incorporated in Engineering Wing SRS.

1.1.3 
Organizational Hierarchy































1.1.4 Flow Diagram












Is the amount >70 lakhs

Yes
No












A
  B   






A

   B
Director (MM)





EE (P)





F.O.





EE (HQ)





EE (SD-1)





EE (SD-2)





Same as SD-1





4 AE





AD





2 UDC


1 LDC





4 JE





AE(P)-I, II, III





1 Assistant


2 UDC


2 LDC





1 AE (P)





Draft Man





1 JE (P)





1 Steno





1 Steno





2 UDC


3 LDC





HC





A.A.O.





2 UDC


2 LDC, 


1 Cashier





Receive the detail of item required for the financial year (break up quarterly) from the CE of all 6 zone.





As per the demand EE (P) makes the compilation.





EE (P) forwards compilation sheet to store division along-with detail of requirement.





Then the list put up for approval to DIR (MM).





EE (Store makes the estimation and forwards it for approval of DIR (MM) for issue of NIT.





Director (MM) approves it for procurement.





WAB approves it for procurement.





DDA pays the payment in advance.





Open the tender/quotation find the L1.





Agencies submit the bid with EMB.





DGS&D raises the payment request.





For cement EE (SD-1) sends the requirement detail to DGS&D.





For steel EE (SD-2) issues the NIT/ NIQ to the identified agencies only.





End





The issuing authority makes entry in to the Bin Card for each transaction of receive or issue of items with the details of GRS or indent No. respectively.





After receiving the items the receiving authority (authorized by EE (Store) hands over it to the issuing authority (authorized by EE (Store) for further issue to divisions.





After assuring the quality of material as per the test report the receiving authority checks the quantity as per the challan and receives item with making entry in to GRS.





The receiving authority tests the quality of item at approved lab in case of supply is not through DGS&D.





The authorized agency issues the item to DDA as per the supply order with challans.





DGS&D generates the supply order and sends it to the authorized agency.





Award the work and make the agreement in case of NIT only.








