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(Council of Scientific & Industrial Research)
~ /Durgapur-713 209

~ I No MisclAO/2023 ~ I Dated: 31.07.2023

Cf>llIf<;i1l1 ~ / OFFICE MEMORANDUM

Sub: Allocation I Reallocation of works ISection in Administration

In supersession of earlier Orders / OMs on the subject noted above, the Director CSIR-CMERI has been
pleased to approved the following arrangements for better management of the different Administrative Sections
and its smooth functioning:

SL No Sectional Allocation Section Officer in Under the supervision
Charge

1. Recruitment Section Shri Binod Kumar, SO(G) Section to report to both
the AOs,

Shri B P Saw, AO -I

Ms Sumana Majumdar,
AO-II

2. General and CR Sections Shri Suryakant General Section to report
Swaran,SO(G) who will to Shri B P Saw AO-I
also execute the role of
Alternate DDO CR Section to report to

Ms Sumana Majumdar,
AO-II

3. Bill Section Shri Tarun Halder,SO(G) Section to report to
who will execute the role Ms Sumana Majumdar,
of DDO also AO-II

4. Medical and Rajbhasha Unit Shri Sanjeet Kumar, Section to report to
SO(G) who will also Shri B P Saw AO-I
execute the role of link
CPIO & In-charge of Hindi
Cell

Miscellaneous and RTI Section to handle
5. Audit, Election, Observance of days, Shri Biswajit Section to report to

Canteen, Club and other miscellaneous Bhowmik,SO(G), who will Shri B P Saw AO-I
issues execute the role of CPIO

and Departmental Record
Any assignment not specifically entrusted Room Officer
with any of the other Sections, will be dealt
by this unit

Smt Sangeeta Kumari Rajak, SSA(G) will
be posted in this unit
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Subiect: Allocation of Work and Distribution of Manpower in Stores and Purchase
Departme nt of CSIR-CMERI, Durqapur - req.

This is for information of all concerned that the Competent Authority, CSIR-CMERI has
redistributed the assignment of the duties & responsibilities among the SPO(s) in Stores and
Purchase Division of this Institute in connection with Procurement of Goods &
Services, Stores items and also Disposal of Stores of this lnstitute. The redistribution of work
among the Stores and Purchase Officers is given below;

sl.
No.

Name of the Stores and
Purchase Officer

Assignment of Duties & Responsibilities

01 Shri Ravi Shanker Choudhary

(under transfer)

Stores Section and Disposal of Stores

02 Shri Anand Bharti Public Procurement of Goods and Services
through GeM as well as other modes

03 Stores Section

Further, the Competent Authority has transferred Shri Chandan Kumar Mandal, MTS
from Horticulture to Stores & Purchase Division. The staff members of the Stores and Purchase
Division are also reshuffled and the distribution/allocation of staff of Stores and Purchase
division are given below:

st.
No.

Name of the staff members posted at
Stores as well as Disposal of Stores

01 Shri Ravi Shanker Choudhary, SPO (under
transfer)

Shri Anand Bharti, SPO

9n{)24_

Contd. . P/2

Shri Ratan Bage
I

I I

I

Name of the staff members posted i

at Purchase Division 
I

I



02. Shri Ratan Bage, SPO Shri Rajendra Nath Mondal, ASO(S&P)

03 Shri Malay
ASO(S&P)

Mukhopadhyay, Shri Ritesh Kumar, Jr. Stenographer

04 Shri Samit Boot, ASO(S&P) Ms. Priyanka Kumari, SSA(S&P)

Shri Rajkumar Mandal, JSA(S&P) Shri Suman Kumar, SSA(S&P)

06 Shri Chandan Kumar Mandal, MTS Shri Tanmay Basu, SSA(S&P)

Further, in the absence of any Stores and Purchase Office(s) due to leave, tour etc.
other SPO(s), available in station, will look after the work of such assignment.

Further, as desired by Competent Authority, CSIR-CMERI, disposal of stores needs to
be done within six months.

This supersedes all previous notification issued in connection with assignment of work
and responsibilities.

This arrangemenVorder comes into force with immediate effect

Hindi version follows

btrl
Administrative Officer

f o: All Aforesaid Officials

to:

All HoDs : Through Merinet notification.
SlC, CSIR-CMERI, CoEFM, Ludhiana
SIC, DSTC
Adm inistrative Secretariat
Head, lT : For notification through merinet.
Hindi Cell
Office Copy

copy

1.

2.
3.
4.
5.
6.
7.

I

I

05.
I

I

I
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ggY No. PUR/1 (64)/WNzO24-Zs ffi-o/ Dated: 04-07-2024

In view of the csIR-cMERI oM no. LAdm.(t)/Misc./committee/97-E dated 2g-Q6-2024 and,in supersession of all earlier work allocations oMs the work allocation of purchase sectionstaff is revised as follows:

Name of Staff

Rajendra Nath Mondal, ASO

EoI, Limited Tender etc. on GeM,/Cppp or
any other platform.

2. All types of Audit repties (CAG/Internat,
ISO etc.)

3. Any other work assigned by SpO.

l. Processing all GeM/Nor,_C"M t"r,a.r*g,
viz. PAC/STE, Open, Custom, Boe, GTE,

Ritesh Kumar, Jr. Steno l. Processing.all GeM/Non_CEIW tenaerinfi
viz- PAC/STE, Open, Custom, Boe, GTE,
EoI, Limited Tender etc. on GeM/Cpfp or
any other platform.

2. All AMC related Indents

3. Any other work assigned by SpO.

Priyanka Kumari, SSA(S&P) l. Processing all GeMlNo"-G.M t""d.r*g,
viz. PAC/STE, Open, Custom, Boe, GTE,
EoI, Limited Tender etc. on GeM/Cppp or
any other platform.

2. All LPC Indents.

1l:,',:,:,:



Suman Kumar, SSA (S&p) l. Processing all GeM/Non-GeM tenaering,
viz. PAC/STE, Open, Custom, Boe, GTE,
EoI, Limited Tender etc. on GeM/Cppp or
any other platform.

2. All Miscellaneous (Non-GEM) Report
preparation.

3. Any other work assigned by SpO.

Tanmoy Basu, SSA(S&p) l. AII cEM Indents (upto 25,000.00) _ Fbr
non-project expenditure budget heads
like P-50, P-04, p-02, p-06, p-ZOl /7OZ etc.

2. All cEM Indents from (28,001.00 to
5,O0,OOO.O0) - For non-project
expenditure budget head as well as all
projects.

3. All types of GeM related report
preparation.

4. Aly other work assigned by SpO.

AII the above Purchase staff will directly put up their files to spo.

This comes into immediate effect.

ffir
Anand Bharti

(Stores & Purchase Officer)

Copy to:
l. All Officials concerned
2, DSTC
3. Head, IT for circulation on MERINET
4. Office Copy
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6. Legal and Vigilance Section Shri Sukanta Samanta, Section to report to both
ASO will act as Incharge the AOs,
of the Section without any
additional remuneration
till further orders Shri B P Saw, AO -I

Henceforth, Incharge Ms Sumana Majumdar,
(Vig) will execute the role AO-II
of Convenor ICC

7. Establishment and Works Section Shri Kamal Kujur, SO(G) Section to report to
Ms Sumana Majumdar,
AO-II

Further the following inter sectional transfer is as follows:

SL No Name Present Section New Section
1. Shri Goutam Kumar, Jr Steno Establishment CRCell
2. Ms Sarika Pal, Jr Steno PME Vigilance & Legal
3. Ms Mita Samanta, MTS General Section AO Secretariat
4. Ms Beena Balmiki,MTS AO Secretariat General Section

Note:

1.lt is reiterated that all Section Officers should ensure that work of the section will not hamper due to officer or
dealing hands being on leave / tour.

2. The work of tendering which is on advanced stage is to be completed by Shri Sanjeet Kumar, SO (G), even
after taking over the charge of Medical Cell.

3. The seating arrangement of the SOs' and the staff members will change accordingly.

However, in absence of one AO, the other will look after the entire administrative affairs.

This arrangement I order comes into force with effect from 01.08.2023.

~+1~?>'
Sumana Majumdar

~ ~ / Administrative Officer

Copy to:

1. All CCOs
2. SIC, DSTC
3. Administrative Secretariat
4. F&AO
5. Head, IT - for circulation & information through Merinet for information of HoDs and all concerned
6. Office Copy




