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STRUCTURE OF PROCUREMENT
SECTION

Managing Director

|

Director (Technical)

|

GM (Procurement)

Y
DGM (Procurement)
A 4 Jf A 4 A 4 y \L
AGM P-1 AGM P-2 AGM P-3 AGM P-4 AGM (MM) Manager
AGM F&C

&
v }

Head Clerk Assistant
N4
v A 4
Junior Assistant Junior Assistant
Jl \ 4
Attender Attender

The Procurement Section deals with all activities related to Procurements for
BESCOM Distribution System, Services and other Consumables and Material
Management. The Procurement Section is headed by General Manager who is
directly under the control of Director (Technical), BESCOM.



ROLES AND RESPONSIBILITIES OF PROCUREMENT SECTION

General Manager (Procurement)

Deputy General Manager (Procurement)

e Collecting requirement of various materials from the field.

GM (P) is the Tender inviting authority pertaining to Procurement of
Goods/availing Services/Works.

GM (P) is responsible for floating the tenders, evaluation, placing the
subject before Tender Scrutiny Committee, submitting for approval and
placing of Purchase Orders.

After placing of Purchase orders, GM (P) is responsible to monitoring the
supply of materials and flow of materials to the field.

Disposal of Scrap materials.

All other issues pertaining to the tendering process.

o Issue of NIT.

e Preparations PQRs & placing before PQR Committee.

e Preparations of tender documents.

e Preparation technical/price evaluation.

e Agenda for TSC and Proceedings of TSC Meeting.

e Agenda for placing before CPC/Board of Directors Meeting.
e Issue of LOI/PO/DWA’s.

e Refund of EMD’s.

e Reply of Audit Para’s.

e Issues relating to RTI pertain to procurement.

e Procurement Price comparison with other ESCOM’s/Utilities.
e Preparation of Store Budget linked with Capex Works.

e Monitoring of deliveries as per PO’s.

o Issue of dispatch instructions/Allotment of materials CAPEX works/other

BESCOM Works.

e Allotment of materials to various works.

e Monitoring and renewal of Bank Guarantees.



Issue of supply completion certificates/returning of BG’s against P.O’s placed on
respective firms after getting supply details and performance certificates from‘ filed
officer’s.

Monitoring of Stock position of various materials.

Obtaining and furnish of the details from the filed regarding supply &
performance of materials.

Allotment of stationary materials to all BESCOM offices.

Issue of Purchase grants to O&M Zone as per their requirement by getting prior
administrative approval.

Process of giving approval to Purchase the materials to the filed officer’s as per
the directions of management.

Inspection of Stores for absolute and other materials.

Disposal of Scrap materials by Floating Tenders.

Any other works assigned by the General Manager, Procurement.

Assistant General Manager - P-1,2,3,4 & Manager

Consolidation of material requirements received from field and submission of
proposal and issue of NIT.

Procurement of Goods/availing Services/Works.

Preparation of tender documents and placing before PQR committee, TSC
Committee for seeking approval.

Technical Evaluation of Tenders

Price Evaluation of Tenders.

Preparation of Agenda for CPC/Board.

Issue of LOI/Purchase Order.

All issues/correspondence/documentation pertaining to tenders.

Any other works assigned by the General Manager, Procurement.

Assistant General Manager (M M)

Consolidation and ABC Analysis of materials requirement.

Preparation of Store Budget linked with CAPEX works.



e Monitoring the deliveries as per the contract & maintaining the progress of
supplies against orders placed.

o Inspection of Materials at firms premises on approval.

o Issual of Dispatch Instructions.

e Inspection of Materials at stores after receipt along with TAQC.

o Allotment of materials to various Projects and as per action plan works
requirements.

e Monitoring of Stock position of various materials on daily basis.

e Issual of dispatch Instructions for NJY scheme works.

e Allotment of stationary materials to all BESCOM offices.

e Process of giving approval to purchase the materials to the field officers as per the
directions of management.

e Any other works assigned by General Manager, Procurement.

Assistant General Manager (F&C)

e Monitoring and renewal of bank guarantee of various purchase orders.

e Refund process EMD/PEMD/Security deposit.

e Tax related issues.

e Cost audit/AG’s audit replies.

e Obtaining and furnishing the details from the field regarding supply and
performance details of materials supplied by the firms against PO placed, before
returning of bank guarantee.

° Getting the lines of scrap materials from Executive Engineer as BESCOM stores
Rajajinagar.

e (Calculation of rates of floor prices & Scrap materials and to furnish the same to
Assistant Executive Engineer (Procurement).

e To call the meeting & the committee to decide the role based on the reserved
price.

e Monitoring of issue of sale order.

e Any other works assigned by General Manager, Procurement.



Senior Assistant (Procurement)

e Head Clerk.

e Procurement Section Meeting Arrangements.

e From and to Tappal Section Supervising.

e Records Maintenance of Procurement Section files.
e Arranging Records Whenever officially needed.

e Imprest Amount Maintenance.

e Other miscellaneous works.

e Any other works assigned by the office Staff, Procurement.

Assistant (Procurement)

e To make detailed entries in the register, of the Bank guarantees submitted to firms
towards Purchase Orders/Contract Orders placed to them by BESCOM.

e To make detailed entries of the above in to the Computer.

e To make entries of Bank guarantee extensions in the register.

e To make entries of Bank guarantee extensions in the Computer.

o To address letters to firms and Banks to request extension of their Bank
Guarantees.

e Onrequest by firms to return their Bank Guarantees, approval obtained and Bank
guarantees returned to firms after receipt of Performance Certificate and expiry of
guarantee period.

o Letters addressed to firms to enclose their Bank Guarantees approved to be
returned to them.

e Letters addressed to firms for amendments.

e Correspondence with firms whenever necessary.

e Correspondence with Banks for realization of Bank Guarantees etc.

e Obtaining verification of amounts paid by firms towards all deposits related to
P.O’s placed from this office.

o Letters addressed to Circle offices and Division offices to obtain Performance

Certificates.



e Reminders addressed to Circle Offices and Division Offices.

e Request to approve refund of deposits to the firms.

e Preparation of OM’s for the refund of deposits.

o Preparation of PEMD OM'’s to declare eligibility of the firms to participate in
tenders at other offices of BECSOM.

Junior Assistant (Proc.-1)

e QOutward Register maintenance.

e To and from File register maintenance.
e Tap pal Register maintaining.

e Mailing of Allotment Letters.

e Master File Maintenance.

e Circular File Maintenance.

e Assisting AGM’s in Tendering and Procurement.

Junior Assistant (Proc.-2)

From Register Maintenance.

RTI File Maintenance.

To and from File register maintenance.

Any other works assigned by the office Staff, Procurement.

Office Attendant Il (Proc.-1)
e Office Attender.

o Xerox works.
e File Binding works.
e Any other works assigned by the office Staff, Procurement.
o Office Attendant I1 (Proc.-2)
VACCANT




