CIRCULAR
PDP/Sec/01/12                  Procedure For Material Entry                                                     Date – 07/01/13                 At Gate No 2
1.
Please be informed and inform your respective vendors that when they are required to bring in stores to facilitate their allotted work, they need to produce TWO copies of the challans for items to be taken inside plant/township/construction site. The challans will be shown at the gate No 1 and 2. An entry will be made at the material gate of gate No 2, duly stamped, physically checked and one copy retained and one copy will be returned to the vendor/his representative.

2.
While taking out the items, a contractor’s out gate pass (COGP) will be prepared as hitherto fore, ie items will be mentioned with WO No, Start and Completion date ,quantity and serial No of the entry in material gate register. For each item separate COGP shall be prepared. Total No of items will be mentioned in the COGP in words. The COGP will be initiated by the contractor, recommended by the indentor and approved by the authorized signatory of the respective section/dept. The COGP will have contractors original copy of the challan enclosed.   
3.
Items being brought for central store by vendors will have TWO copies of the challans. On reaching material gate the challans will be shown to the security guard on duty for physical verification, then produced to the material in charge and entry will be made in the COMPUTER following “Gate Pass Management System”. After this, the items will be forwarded to the central store either through weigh bridge or directly. The central store will receive the material and will provide a gate pass for the empty vehicle to exit out.
4.
This has been issued with the approval of the Competent Authority and will come into effect from the date of issuance of this circular.
Col.S.Mishra

DGM (Security)

IFFCO, Paradeep

