SYAND TIG ORDER No, 5 OF 1967

Duties of Staff posted in Stores,
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oo Radio Iaintenance Officer (8tores) -

"he Radio Haiutenance Officer(Stores) will wark
directly under the Quarternaster (R,I.Stores) and will be
responsible to him,

He will be the Second-in~comnaid to the CM and will
be reguired to take over the current duties of the GM in his
absence,

He will pe personally responsible For the safe custody
of records and keys and generally responsibie for the safe
custody aunclapkeep of the Stores,
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“he Rolic0.(Stores) will assist the Quartermaster in
Perfornming his routine Guties and in superviesing the work of
technical gtoremen, For this burpose, e will;-

1« (a) open the Siores every day at scheduled hours after the
saune hasbeen allowed by the QM and after the GM has
cbtained the keye of the double lock from ARO(T);

open the Stores in an Guergency in eccordance with
specific orders of a gazetted officer and in his Presenci
2. Inspect the locks of the key cupboard and stockbook
cupboard and satisfy himscly that they have not been tanp ered
with,

3.% Inspect the precincts of etores before opening and
Will ensure that all locks are intact and that everything is
in the sane condition in which it was left when stores were
closed on the previous day, Ly defects or cases of tampering
of locks will he immediately brought to the notice of the
Ruartermaster in Writing, !

-
o
N’

4, Ifuster Storemen ang Labourers who will initial
attendance register against their naues,

5., Will issue keys anag stock-hooks only to their authorise
holders after chtaining their Signatures in the prescribed
register,

Go . Put up attendance régister before Quartermaster with
a report of late comers, absentees and persmnel who have
reported sick,

Te Be responsible for sanitation an ¢ cleanliness of

stores, proper upkeep of fire fighting equipnent andx allotment
of duties to Labourers,

84 Be responsible for maint enance, Stock-taking and
accounting of articles~in-use in the stores,

9, Verify Issue Vouchers against stock book entries,
10, ?eriodically inspect outstanding indents in groups

and will minutely investigaite a few itenms.,

14, See that 211 bayients to personnel are made in his
& presence, except in cases where another o fficer is detailed
to assist him in this duty,

12, Be responsible for discipline anc¢ welfare of personnel
working in the stores,

134 Be responsible for safe custody of all cash comnitted

to his charge,




%

- 2 1=

14, Vo such other miscell aeous work which may bhe
Ziven to0 him by the Quartermaster,

15, insure that I/C Groups deposit their keye and stock
books in the cupboard at closing time and initial the entry
in the relevant register.s If keys or stock books are not
returned to the cupho ard at the closing time, he will
imnediately call the explanation of the I/3 Group concerned
and forward the same t0 Quartermaster with his forwarding
renark,

16, Close the stores after the storemen and labourers
have #rassed out, at the closiug hour, and stock books and
keys have been culy deposited,

B. Technical Storemen In—-charge of Grouns -

Nature and gcope of duties:

(a) Some Head Radio Operators will he appointed as
“Yechnical Storemen in-charge of Groups in the Technical Stores
of the 2Police lladio Section., They will w rk x under the
control and Supervision'of the Guartermaster (Radio Inspectar ,
Sores) and will be responsible to himn, : '

(b) These Technicel Storvmen in-charge of Groups will be
Personaily responsible for the safe custody, proper accounting
and good upkeep o f stores entrusted to their care and they will
furnish such Security as may he considered proper,

(e) They will be reguired to exhipit a high sense of
integrity, a meticulous regard for ruies andg Procedure and
a vigilant and methodical approach towerds prcblems,

duties -
X, The Techhical Storeman in~charge of a Group will:—

1, Formally take over all stores entrusted to his care,
(4t the time of taking over, he will checXk the ctock against
the stock books ang vouchers and will satisfy himself about
the correctness of all the entries,) He will report shortages
and excesses, if any, and will also report on the exXtraordinary
coildition of any item of stores, After talking over, he will

be fully and Personally responsible for the stores and store
éccount, in as much as it relates to hin,

2 Periodioally do physical verification of stores
committed to his charge and imaediazely report shortages,
if a1y,

3 4rrange for security of stores by locking and
otherwise., In Partvicular,at the time of opening and clo sing,
he will carefully examine all locks and openings and report
if any tampering is observed,)

4, Hot allow unauthorised persons to enter the stores
aild not allow any person except his direct subordinates to
remain there in his absence, (4uthorised persons will be
visiting Gazetted Officers of the Radio Section and other
Officers am ¢ men authorized, to search for stores, by the QM)

5. Visit every part of his steres at least once a day
and arrainge for Proper cle anliness ana cursory inspection,

Ge Count and inepect his keys and stock books every
day and will deposit them in the evening with the HMO Stores.
During the day, he will not allow any unauthorised person to
have access to the keys and books,

Ta Ensure that only properly tested stores are taken

over in stock,

S ———
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a8, Bnsure that all storeos received in Lis branch are
Correotly ang rogularly brought to account, in the proper
quantities, in the relevant stock book and are storecd under
Proper classification,

0. Ensure that stores sent out from his group are duly
authorized for issue, that they are Properly covered anad pPacked
and that k¥ no undue delay occurs in the packing and despatch

of stores. (Orders of the Quartermaster will be obtained in
casos where the urgency of the case Jdoes not permit delay in
obtaining the orders of g Gtazetted Officer.)

50, Enaire that g proper watch is kept onthe return of
receipted copies of vouchers by consignees,

: & i Ensure that outstanding demands arc pericdically

brought to the notice of the tuartermaster and thay recessary
Provision action is taken well in ime,

12, Scrutinize indents and demends received from Range

i, 08, HeG.08, Worksheps anc other branches of the Racdio HGs,
agaiist past issues ang briiig to the notice of the Cuartermasten
obviously abnorial denands,

13, Ensure that indents ané issue cerders aie not delayed and
the Inspection eports ang correspondence are dealt with 5yste~
Betically and Gxpeditiously, (e will organize ti:e brancl: in
Sucli a way as will facilitate the checking of stores anc fixing
of responsibility in case of loss or danege., Indents will
normally be d&sposed off within YHEREE DAYS of their receipt.)

14, Pronptly and thoroughly investigate all losses an d
discrepaiicies in Sstock, whether discovered at tie time of Stock-
taking or ot herwise and ensure that they are reported to the
Proper authority and will e responsible for the varacity of
explanation offered o1 loss statements and will see to it that
they are borne out by stock records,

15, Bring to the notice of the Quartermester any case of
apparent waste 1 eXchange or misappropriation of storos on the
part of Range ..08, Workshops and aily other branch of the
Radio Section or any outside agency which come <o his notice,
(He will particulerly look out for the return of non-standard,
non-go wernment pattern stores which should not be accepted.,)

16. Ensure that CGeonomy is observed in all tenders, bille
and estinates subuitted to $,R.0, and see that exzcessive rates
are not being paid and that they are correct in every respect.,

17, Ensure that orders regarding his charge are clearly
understood by him and that they are correctly anqkeasonably
interpreted with due regard to the expeditious disposal of Govt,
work,

185 - Supervise the work of the Storenmen (E.0. or A.04)
bosted under hinm, who will be regspongible to him,

19, Lleport to uarternaster whether Bubordinates working
under him ere honest anu competent to perform the duties allotted
to them. and where necessary, to delegato definite responsi-
Rilities to his subordinates, ensurii g that such responsibilities
are understood aud are properly discharged,

20, .To bring to the notice of superior authoritioes stores
which can be put into comission after repairs and stores which
need condennation or write off,

21, Yeke steps to safeguard the stores aug records against
Fire, burglary, misapQropri&tion, fraud, wazite ants, corrosion,
Wetting_'ldaexposure to sunlight,




Ce AsBistant Storencn —

Hature and scope of dutics:

(2) 4ssistant Storemen will be posted in various groups of
the Technical Stores for assisting the Technical Storemen In-cheary
of Groups, They will work directly under the Technical Storemen
In-charge of the Groups and will be responsible to then,

(b) These Lssistant Storemen will be jointly responsible
with their Technical Storeman Incharge of Group for the safe
cusiody, proper accounting and good upkeep of stores entrusted
to their care and they will furnish such security as may be
considered proper,

(e) They will be required to exhibit a nigh sense of
integrity, a meticulous regard for rules and strict obedicnce
of their immediate superior officers,

Duties -
The Assistant Storeman posted to a Group will:-

1. perfomra such duties connected with store-keeping which
nmey he assigned to hin by the Technical Storeman In~-charge of his
Group; '

2 perform such other duties which may be assigned to him
by the Guartermaster from time to time;

3. perforn the cuwrent duties of the Tecmical Storeman
In-charge of a Group in his absence;

4. maintain store records like deployment sheets, room
ledgers, price lists, copies of vouchers, quotations and misce-—
lianeous correspondence;

5, check all stores received at the time of their arrival
end at the time of their despatch and prepare such docunents
wiich may have tobo prepared for their wnroper accounting;

6 throughly femiliarise himself with the description and
nomenclature of stores so that they cen be iscued without any
wastex of time;

Te issue stores after they have boen duly euthorised to be
issued and after all%he records have been conpleted, and account
for all transaction conducted hy hin;

check stock held in his peregonal custody and cursorily
gﬁeck stock in his group every days

9, not allow any unauthorised persons to have eccess to
the stores, records & or keys;

10, acvively assist the Storenan In-charge of his group
and perform his duties, as given in the duties of Tec mical
Storemen In-charge of Groups, while acting for him;

i1, arrange for safe custody of stores and their proper
upkeep, cleaiiliness etc.;

12, take steps to safeguard the stores suG records against
fire, burglary, misapprppriation, fraud, white ants, corrosion,
wetting and exposure to suniight, r -
C:..,-bll' j’ '
Lw/
( C.P. Joshi )
DIG of Police,
Stete Radio Officer,
U.Ps Police Radio Haqrs,
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Dated: Luclknow, May 20,1967,




