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CHAPTER XIII

CENTRAL STORES

Introductory

13.1.1 In May, 1943 the erstwhile Installation Department was redesignated as the Maintenance
Department and the maintenance of the various engineering centres of All India Radio was entrusted to
it. The Installation Section of All India Radio also formed a part of the Maintenance Department till
March, 1948. Thereafter a Planning and Development Unit was created in the Directorate General to
cope up with the increase in the installation work due to the expansionin All India Radio network, and
the installation of new works was passed on to that unit. The Maintenance Department thereafter
confined its activities to the maintenance of stations, etc. In 1968 four offices of Regional Engineers (and
now Chief Engineers) were created and the work of the office of the erstwhile Maintenance Engineer was
divided between these newly created Offices of Regional Engineers and the office of the Station
Engineer, Central Stores. All the technical and supervisory duties of the erstwhile Maintenance Engineer
have been entrusted to the four Regional Engineers (& now Chief Engineers) & the procurement, storage
and issue of engineering stores earlier handled by the Maintenance Engineer is now handled by the
Station Engineer, Central Stores.

13.2.1. Organisation of the Office and Functions of the Branches

The Station Engineer is the head of office. He is assisted by Asstt. Station Engineers, Assistant Engineers
and an Administrative Officer. The organisational set up of the office is indicated in the chart at
Annexure 1.

a) Duties of Station Engineer (Central Stores)

i) To initiate purchase proposals for essential spares and valves for installed equipment as per the
instructions of DE(HQ) and DE(TRU), the expenditure on which is met from the recurring
grant;

ii) To initiate cases relating to the sanction of foreign exchange, follow-up and proper utilisation
of foreign exchange released. ‘

iii) To maintain effective liaison with the concerned Sections in the DGS&D, and the CCI&E,
DOE, DGTD etc.

iv) To investigate the possibilities of indigenous substitutes for imported components and
negotiate with manufacturers for such items.

v) To arrange for diversion of spares or equipments from one zone or station to another in case of
emergency.

vi) General Administrative duties as Head of Office.
b) Duties of Assistant Station Engineer (Central Stores)

i) Preparation of purchase cases and follow-up action and issue of Stores.

ii) Maintenance of lists of major & minor spares and their equivalents held at Stations/ Offices and
Zonal Centres for purpose of diversion in cases of emergency.

iii) Study of technical literature and manufacturer’s literature with a view to import substitution.
iv) General Administrative duties as may be assigned.

N
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13.2.2. Duties of Administrative Officer:

I. Administrative

His duties correspond to the duties of A.O. at a Station/Office as laid down in Chapter VII of Manual
Vol. I (Part I & 1I).

II. Works

a) Scrutiny and recoupment of imprest accounts of Stores officer.

b) Scrutiny and payment of supplier’s and contractor’s bills.

¢) Final responsibility for correct and timely preparation of works accounts and returns prescribed

under CPWA Code and AIR Manual, Vol. I1I (Part-I) including submission of monthly compiled
Accounts to the P&AO, AIR.

Note: The ultimate responsibility for financial regularity of all transactions would rest with the head of the office. While
measurement etc. will continue to be entered in the measurement books by the executive staff, the financial part i.e. checking the
bills and passing them for payment on the basis of the measurement books, entries, etc. would be done by the Administrative
Officer.

(Authority DGAIR Memo. No.16(36)/67-D(S) dated 7th June, 68).

13.2.3. The functions of the various sections are indicated below:—

a) Central Stores Section

The Central Stores are under the physical custody of a Storekeeper. The Assistant Station Engineer

is responsible for direct supervision, maintenance, issue and accounting of stores and the Station:

Engineer has an overall control. The godowns are kept under double locks, one key of which is in the
possession of the storekeeper and the other with the Assistant Station Engineer. The duplicate keys
of the stores/godowns/rooms should be kept in the prescribed manner.

Spares and equipments required for the maintenance of the technical installations of AIR except
transmitting valves and major spares are stocked in the Central Stores. The transmitting valves and
major spares are issued to and stocked at the stations.
The functions of this section are given below:—
i) Scrutiny of stores requisition and obtaining sanctions for issue.
ii) Preparation of requisition forms of articles supplied to Stations.
iii) Checking of materials before despatch and arranging the booking of stores.

iv) Preparation of Stores Received Book and Stores Issued Book and checking of stores ledgers
after each transaction.

v) Preparation of yearly return of stock in form PWA — II from the stores ledgers.
vi) Reconciliation of discrepancies in numerical account.
vii) Physical verification of stores.
viii) Re-arrangement of stores.
ix) Keeping a close watch on issues and arranging for timely recoupment wherever necessary.
x) Suggesting available substitutes wherever exact equipments are not in stock.
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xi) Correspondence with stations in regard to Requisition forms, availability and supply of

xii)

xiii)

stores.

Reconciliation of Proforma Account.
Allocation of duties of watch and ward staff.

4. A register of defective/unserviceable/obsolete stores should be maintained by the Station Engineer
in prescribed form.

13.2.4 b) Purchase Section

The functions of this section are indicated below:-

1

v)
Vi)

vii)

viii)

xi)
xii)

xiii)

Xiv)

XV)
Xvi)
Xvii)

XViii)

Preparation of foreign exchange budget and arranging foreign exchange release for the import
of Equipment Spares, spare valve, Tapes, etc. from abroad. At present the foreign exchange
release is made on six monthly basis. ‘

Preparation of ‘Suspense Stock” and Central Stores Budget, Revised & Final estimates and
watching expenditure under these two heads.

Processing of direct purchase cases of stores costing less than Rs. 1 lakh. Arranging of import
licence wherever necessary.

Keeping close liaison with BEL, DGTD and DOE for arranging clearance from indigenous
angle.

Initiating action for the procurement of initial spares for the new equipments ordered by P&D
Unit so that the spares are supplied alongwith the main equipment.

Placing indent on DGS&D and keeping close liaison with DGS&D for early issue of the
orders and watching the utilization of foreign exchange within its validity.

Scrutiny of tenders received by DGS&D and submitting comments thereon.

Arranging for transit insurance for imported and fragile items wherever necessary through
GIC.

Lodging and follow-up of insurance claims.

Inspection of stores supplied by the contractors and measuring them in the Measurement
Book, arranging testing of the items received in Central Stores.

Release of initial and final inspection notes, and correspondence thereof.
Checking of Customs duty charged on the stores and lodging claims wherever necessary.

Correspondence with Director of Shipping and clearing Agents in respect of despatch of
material against FOB contracts.

Keeping close watch on short landing cases and their follow-up action.

Arranging clearance of parcels consigned to Central Stores, and other functions connected
with this work.

Scrutinising and verification of vouchers in respect of direct orders and debit memos received
through P&AO for their final booking under other Suspense Account.

Lodging of claims with the suppliers for premature/initial failure of valves and following up
the cases till final settlement.

Keeping a close watch on the direct receipt of stores at Stations against orders placed by this
office and Directorate.
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¢) Administration and Accounts

This Branch has two Sections:-
1) Administration and Establishment Section; and
ii) Accounts Section.

The former is headed by a Head Clerk and the latter by a Divisional Accountant. Both the sections
are under the supervision of the Administrative Officer. The functions of these sections are given
below:—

. 13.2.5. Administration & Establishment Section

This branch deals with all establishment and administrative matters and general correspondence. The
maintenance of transport is also looked after by this Section.

13.2.6. Accounts Section
This branch deals with all accounts matters and is headed by the JAO/DA.
13.2.7. Travelling Allowance

The DG has declared that the sphere of duty of the Station Engineer for purposes of Supplementary
Rules (60 read with S.No. 20 of Appendix 13 of FR and SR Vol. II) shall be the whole of India.

(Authority: DG/AIR Memo. No. 15/54/68-A&G dated 22nd February, 1969). -
13.3.1 Approved Deviations from Central Public Works Accounts Code

Some of the rules contained in the CPW A Code were found to be unsuitable to the peculiar conditions of
the department. Deviations from the CPWA Code are therefore authorised in the following specific
cases where the provision of the above code cannot or need not be followed strictly by the Central Stores.
The deviations have been approved by the Comptroller & Auditor General and Ministry of Finance and
take effect from 1st April, 1955 (vide G.1.Min. of I&B No. 4(33)/55-B(D) dated 3.10.55). Subject to these
authorised deviations the rules contained in CPWA Code are applicable to this Department.

Note : It has been decided in consultation with the Accountant General concerned that the revised rules contained in the Second
edition of the Central Public Works Account Code 1965 and subsidiary instructions issued by competent authority under those
rujes from time to time, will apply to works relating to All India Radio subject to the deviations authorised of Ministry of I&B
letter No.3/88/54-B(A)-1 dated 11.3.55 and letter No.4(33)/55-B(D) dated 3.10.55 with effect from 1.4.55. Since the
Maintenance Department of AIR has been wound up and in its place the Central Stores Office has been formed with effect from
16.9.68, these rules etc. will be applicable to All India Radio Works in the case of the Central Store Office with effect from
16.9.68.

{Authority: Ministry of I&B letter No. 19/14/67-B(B) dated 21.10.67, 24.3.69 and 4.3.69).

13.3.2 Receipts of Stores

The minor head ‘Suspense’ under the major head 2221-A-Broadcasting has been sub-divided into three
sub-heads, viz. ‘Purchases’, ‘Stock’ and ‘Miscellaneous P.W.Advances’, as in the case of P.W.D. The
value of all stores received by the Station Engineer (from whatever source and for whatever purpose)
should be debited to the sub-head ‘Stock’ mentioned above by per contra credit, where necessary, to
‘Purchases’ the adjustment being based on estimated values if the actual is not known.
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The outstanding credit under ‘Purchase’ would be cleared when the payment is made or debit received.

When, however, the payment is made or debit is received the actual amount sometimes differs from the
amount originally credited to ‘Purchases’ by per contra debit to Stock’. In those cases adjustment should
be made as follows:—

i) When the difference exceeds 5% of the original debit, the difference should be debited or minus
debited direct to ‘Stock’ if the articles concerned are unissued till then. If the articles had already been
issued to a Radio Station or Unit, the difference should be communicated to the latter by the Station
Engineer, Central Stores, necessary acceptance obtained from the Head of Office (which should be given
by the Head of Office after making suitable corrections in their store records), and the difference debited
or minus debited by the SE Central Stores under A.1(11) Suspense (after making necessary entries in the
Central Stores ledgers etc.).

ii) When the difference does not exceed 5% of the original debit, it may be debited direct to A.1(11)
Suspense without incorporating them in the stores ledger etc. In other words, small amounts relating to
supplementary debits and minus debits should be pooled and treated as a separate unit; and the Station
Engineer, Central Stores should prepare a budget estimate for that unit and include it under A.1(11)
Suspense as in the case of any other Radio Station.

Note 1 : The procedure for incorporating the supplementary debits not exceeding 5% of the original debit in the proforma
Accounts is indicated in the Chapter on Commercial Proforma Accounts.

Note 2: It has been decided in consultation with Ministries of 1&B and Finance and the Comptroller and Auditor General that
the provisions of para 7.1.4(a) of the C.P.W.A. Code need not apply to works pertaining to the Central Stores; the provision of
para 22.6.2 of AIR Manual Vol. 1, will continue to apply.

(Authority): Comptroller and Auditor General’s u.o. No. 1248-Admn. 11/245/61 dated 26th July, 1961. Ministry of I&B u.o.
No. 4(39)/59-B(D) dated 7th August, 1961. DG, AIR u.o. No. 10(11)/59-EII dated 25th August, 1961).

Note 3: The procedure laid down in respect of stores belonging to Zonal Chief Engineers received at AIR Stations will also apply
to stores received at stations for and on behalf of Central Stores. One measurement book will be issued by the Station Engineer,
Central Stores to each station for recording such entries.

(Authority: DGAIR Memo. No. 2H.37.EII/57 dated 4th July, 1958).

13.3.3 Subject to the above modifications the rules laid down in Chapter 13 of the C.P.W.A. Code
should be followed by the Station Engineer, Central Stores.

13.3.4 Issue of Stores

All stores for the maintenance purposes and assets costing less than Rs. 2500 are supplied by Station
Engineer, Central Stores to AIR Stations direct on the recommendation of the respective Zonal Chief
Engineers. When the spares/ assets costing Rs.2500/ - or more are required by the existing stations and
recommended by the Zonal Chief Engineer concerned, they will be supplied to the station by the Station
Engineer Central Stores after obtaining sanction of the Director General. In the case of spares they will
be accounted for under the Head A.1(11) Suspense and in the case of assets the adjustment of goods
would be made between the Station Engineer, Central Stores and the Zonal Chief Engineer concerned
and the adjustment should not be passed through the regular accounts of Stations.

13.3.5. The suspense head ‘Stock’ should be credited with all issues made by the Station Engineer,
Central Stores whether to AIR Stations or Zonal Chief Engineers. The heads of account to which the per
contra debits are to be given would, however, vary with reference to the destination and type of the article

as detailed below:
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a) Supplied to Zonal Chief Engineers:

In these cases the Station Engineer, Central Stores should take credit to the suspense head ‘Stock’ and
raise debit agains the Zonal Chief Engineers concerned through the cash settlement Suspense Account in
accordance with Appendix 7 of the C.P.W.A Code 1965 edition. :

Note : Stores purchased from the recurring grant at the stations should normally not be transferred to Zonal Chief Engineers.
In cases of emergency, where such transfers become necessary, the stores should be sent direct by the stations to the Zonal Chief
Engineer simultaneously furnishing to Station Engineer, Central Stores full particulars of stores transferred together with their

cost. The Zonal Chief Engineer should immediately on receipt of stores acknowledge the same to Station Engineer, Central
Stores and the Stations concerned. The proforma and financial adjustments should be made in the following manner;:—

i) Proforma Adjusment

The stores should be shown as transferred to the Station Engineer, Centrgl Stores in the Profprma
Accounts of the Station concerned. The Station Engineer, Central Stores will also include them in the
proforma accounts.

ii) Final Adjustment

The Station Engineer, Central Stores would debit them to his ‘Suspense Stock’ by credit to the Head
‘Central Stores’ and also simultaneously raise debit against the Zonal Chief Engineer concerned by credit
to ‘Suspense Stock’.

(Authority: DGAIR Memo. No. 2E.L.I1/60 dated 18th May, 1960).
b) Supplies to AIR Stations

The Station Engineer, Central Stores should take credit to the suspense head ‘Stock’ and should raise
debit against the head of account “2221-A-Broadcasting-A.1(11)(1)”. All stores supplied to AIR
Stations/ Units by the Station Engineer, Central Stores should be debited to this head in the books of the
Station Engineer, Central Stores on the strength of acceptances obtained by him from the stations
concerned, by per contra credit to ‘Suspense Stock’. This would also mean that the budget for A.1(11)(1)
to cover all such supplies to all Stations should be prepared by the Station Engineer, Central Stores in
consultation with the Zonal Chief Engineers. When articles of stores are returned to the Station
Engineer, Central Stores from AIR Stations under orders of DG, their value should be debited to ‘Stock’
by contra credit to A.1(11)(1) Suspense stock.

¢) For the purpose of audit, the Station Engineer, Central Stores should at the time of preparing his
Budget Estimates in respect of A.1(1 1)(1) “Suspense” Stock as contemplated in (b) above, also prepare
and estimate of supplies to be made to each individual station an unit during the ensuing year and get the
estimate approved by DG and forward a copy to the PAO, AIR to enable the latter to audit the supplies
made to AIR Stations/ Units against the sanctioned estimate. To facilitate audit by PAO, AIR thestock
account furnished by the Station Engineer, Central Stores along with his monthly accounts should

contain an abstract showing the value of materials supplied to each AIR Station/Unit during that
month. -

d) The invoices for articles supplied to Radio Stations/ Units under (b) above should be prepared in
quadruplicate. One copy will be sent to the Station along with the materials and will serve as a packing
slip/advance intimation. Two costed copies should be sent to the consignee, of which one should be
returned by the consignee duly accepted. All the accepted invoices should be numbered serially, filed
month wise and retained for check by Audit during local audit.

13.3.6. Stores Account

The revised procedure (approved by the Comptroller and Auditor General and the Ministry of Finance)
for maintaining stock accounts in the Central Stores of the Zonal Chief Engineer’s office applies to the
Station Engineer, Central Stores also, with the modification that unlike the Zonal Chief Engineers, the
Station Engineer, Central Stores is permitted to prepare the return in P.W. form 12 (as amended) once a
year instead of every six months.
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~ Under the revised system the Station Engineer, Central Stores may continue to maintain the SRB,
SIB and Ledger in duplicate in the AIR forms i.e. AIR-7B, AIR-8B and AIR-A-9 respectively, one set
being maintained by the Storekeeper for quantities only and the other set by JAO for quantities and
values; at the end of each year the Storekeeper should prepare from the Ledger a yearly return of stock in
form PWA-11 (as slightly amended in respect of Zonal Chief Engineer’s Office) supported by certificates
of physical verification by competent authorities and send it to the JAO/ DA; the latter should check the
correctness of the return and utilise it for preparing a yearly register of stock (in quantities and values) in
PWA form 12 (as slightly amended in respect of Zonal Chief Engineer’s Offices).

13.3.7. The alternative forms ‘Summary of Stores Received Book’ and ‘Summary of Stores Issued Book’
which have replaced the PWA form 9 and 10 in Zonal Chief Engineer’s Offices apply to this office also.

13.3.8. Measurement Book

The revised form of measurement book applicable to the Zonal Chief Engineer’s Offices (AIR-A-99)
accepted by the Controller General of Accounts and the Ministry of Finance, is applicable to the Station
Engineer, Central Stores also in respect of his stores transactions (the existing form PWA 23 being used
only for construction work, if any).

Note: Please see Note 3 below para 13.3.2 above.
13.3.9 Delegation of Powers

Reference is invited to the AIR Manual which contains chapter on Delegation of powers.

The power to record measurements in respect of all supplies, stores, etc. in measurement books with
effect from Ist April, 1949 has also been delegated to the Station Engineer, Central Stores vide
G.1.Ministry of I1&B letter No. 22(3)49-B-I dated 18th January, 1950.

13.3.10. The general procedure laid down regarding the maintenance of Muster Rolls in the Zonal
Chief Engineers Offices will also apply to the Station Engineer, Central Stores.

The Muster Roll forms are kept in the custody of Head Clerk and issued duly numbered and signed
by the Admn. Officer.

(Authority: DGAIR Memo. No.11(17)Ell/63 dated 26th February, 1964).

13.3.11 General

The rules contained in the Central Public Works Account Code and subsidiary instructions issued by
competent authorities under those rules from time to time apply to Central Stores Office subject to the
modifications authorised in this Chapter. Other chapters of this Manual also apply to this office to the
extent they are not repugnant to the rules contained in the above codes.
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ANNEXURE I

(See paragraph 22.2.1)

Organisational chart of the office of Station Engineer
Central Stores, All India Radio, New Delhi

Station Engineer — 1

Assistant Station Engineer — 3 Steno — [ Administrative Officer—1
(Purchase Section Asstt. Station Engineer — 2 JAO — 1 H.C.—1
Steno — 1 (Store Section) CGI—-2 CGI—1
C.GII —6 Store Keeper — 4 CGIl —4 CGIl —4
CGI-—1 Daftry — 1 -
Daftry—1 Sr. Technician—] Peons—4
Technician — 1 Frash — 1
Carpenter — 2 Safaiwala—1
Driver — 1
Khalasi — 5

Security Guards — 4

10
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CHAPTER XIV

CHIEF ENGINEER’S (ZONAL) OFFICES

S.No. Subject Paras
1. Introductory 14.1.1
2. Organisation 14.2.1
3. Duties & Responsibilities of Staff 14.3.1
4, Functions of Section in Project Wing 14.3.4
5. Installation 14.3.12
6. Installation Officer 14.3.13



