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Sub: Timely disposal of Files, Bills and Requests received from the User
Department/Employees-Reg.
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It has been observed that files, bills and requests received from the user Department/
Employees and Tenders for Procurement of Medicines/Equipment/ Furniture/ Outsourcing of
Manpower/ AMC & CMC/ Salaries are not processed and disposed of within the stipulated time
limit as prescribed by HQRS. Files should not be kept unprocessed for more than 7 working days
and all bill payments to the Vendors should be made through Electronic Clearing system (ECS)
within 10 working days from the date of bill submission.
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Further, it is also come to the notice that requests received from the Departments and
employees are not disposed in time bound manner. Hence, it is advised that such request
should be examined properly and disposed in timely manner. In case, the request could not be
completed due to non-entitlement or any other reasons the same to be informed to the user
Department/Employees promptly.
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If any pending files, bills and requests attract financial implications to the Corporation, it will be
viewed seriously and suitable administrative action will be initiated against the erring Branch



Ofticers and Officials as per Rules.
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All the HODs/HOBSs are instructed to identify the requirement of the Department with detailed

specifications for equipment, consumables and general items as per ESIC, GFR and NMC
norms.
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It is noticed that the deficiencies in many of the requirement requests are leading to

unwarranted delay in the process of procurement. Hence, the User Departments are advised to

checkthe requirement requests are complete in all respectincluding the details of specification
before submitting.
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It is once again directed to comply with the above instructions, failing which the concerned
Officer/official will be held responsible and suitable administrative action will be initiated.
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This is issued with the approval of the competent authority i.e. DEAN.
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Dushyant Pande
Joint Director (Administration).

Copy to:

1. Dean Cell/MS Office.
2. AULHODs/HOBs.
3. Forallconcerned through Notice Board/website.



