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SYLLABUS FOR THE POST OF DMS (L-6) IN PAY BAND 9300-34800 WITH
GRADE PAY 4200/~ UNDER PROMOTION QUOTA (66-2/3%) CLASSIFIED AS
GENERALSELECTION POST

l DEPOT WORKING

a) General Organization of the Depots and the location and purpose of the various depots on
the Railway and the area covered by gach.

b} Classification of Stores stocked on the Raitway

c) Stores Nomenclature lists

d) Different types of specification

e) Nature of stocks held on the Depols and the purpose of each Vital, Safety, ordinary,
special. emergency, custody, overstock, surplus stores, passenger amenity. Must change
and other items.

f) Accountal —Raising of debits and credits summaries

g) IMMS

h) General rules for opening and closing of wards

i} Control of stocks under modem materials management aids such as ABC

i) Codification and unificalicn of PL No.

. Wards

a) Organization of wards

b} Duties and responsibilities of various categories of staff in Ward

c) Method of Stacking {requirement of storage racks, types of racks, marking of bing)
d) Responsibilities of ward custodian for safe custody of stores entrusied to them

e} Handiing of valuzable materials in strong room

f) Marking of Iron and Steel bars with differem cokours

g) Care of malerials againsi deterioralion, theft and fire

h) Registration and check of requisitions

i} Periadical Inspection schedule of Steres department

I} Records and Registers necessary for ward work and mantenance of account of “Tools
and Plant”

lll. Receipts

a) Sources of Receipis

k) Progressing of supplies

c) Inspection of matertals (consignes, TRI)

d) Receipts of samples from vendor and testing arrangements

e) Weighment of materials

f) Tallying of receipts and granting of receipt notes

g) Rejection and disposal of rejected materials (rejection advice, warranty rejection, Joint
inspection)

h} Records and registers pertaining to Receipts

i} Clearance of material from Parcel office, Lorry shed. custorns penalties involved (Warfage
and Demurrage charges)}



IV. Issues

a) Different kinds of indents in use

b) Scrutiny and disposal of indents

) The checks maintained at the gate

d) Acknowledgement of Issue vouchers in UDM

V. Verification Of Stores

a) Accounts and Departimental verification — its scope and procedure

b} Frequency of routine stock verification of A B C, T&P, M&P items

¢} Surprise stock verification by other official

d) Factors teading 10 discrepancies of stock taking adjustment of difference revealed
a) Stock sheets and their disposal

fi Methods of investigation and explaining different types of discrepancies

V1. Consignment — Recelpt And Dispatch

a) Receipt of consignment of wagon loads, small parcels and their Accountal — Railway
receipt, PYWWB and credit notes

b) Insured or damaged consignments — Missing consignments and submission of claims

c) Dispatch of consignments and the various dispatch voucher

d) Methad of packing - Different types of materials loading into different types of wagons

Vil. Returned Stores And Scrap

a) Classification of returned stores, ferrous, non-ferrous scrap, tally of materials and disposal
of vouchers, valuation and pricing.

) Reclamation and utilizalion of scrap-repairable slores

¢ Empty receptacles-sorting and accounting

d) Survey commities

e} Surplus stores {prevention & disposal)

fy SCGF relaied to Scrap

VHI. Sales

a) Sale of stores through e-auction on IREPS portal
b} Procedure for delivery of sold lot

¢} Uniform sale condition

d} SOP related to sale



IX. Purchase Management

a) Qrganization of Stores Department on Zonal Railway & Production units

b) Objectives of Stores Department in brief

¢} Functions of Principal Chief Materials Manager & other Officers assisting him
d) Cannons of Financial propriety & its application 10 Stores Matier

X. Delegation Of Power

a) Its nead & necessary safeguards
b Powers of PCMM & other officers for:
1} Purchase
i} Sale
in) Write off
iv) Other Misc, matter

Xl. Purchase Of Stores

a) Important stages in purchase cycle

b) Purchase policy and rules of Indian Railway

¢) Channels & Procedures of purchase of indigenous stores

d) Modes of tendering (including PAC purchase) & other limitations
2) Consideration of Tenders

ft Price determination (reasonability/Workability)

g) Negoliations, Cartel Formation & related nstructions

h) Concept & constitution of Tender commitiee

i} Purchase of MEP/RSF items

) Emergency Purchase

k) MMIS, e-pracurement & GeM {IRS conditions of contract & GFR}

Xil.  Purchase Through Centralized Agencies Like:

a} Railway Boary, DLW, CLW, CORE. ICF elc

XNl. Government Policy on Purchase Preferences

XIV. Supply Contracts

a) Important Provisions of Indian Contract Act & Sale of Goods Act
b) IRS Conditions of Condract
c) Rate, Running & Fixed quantity contracts
d) Special Condition of Contract followed by Railways, RB
el Procedure for tender opening
f} Un-solicited offer
q) EMD & 8D
hy PO Draft & Vetting considerations
i} Contract Management
it Extension of DDModification of PO
i} Penallies for breach of conlracl (LD, GO. RP etc)



XV. Settlement of Disputes

a) Arbitration clavse in IRS Conditions
b Arbitration of conciliation Act. 1996
¢) Dispute resolution between two Govt Deptt. or {CP5U)

XVl. Import of Materials

a) Direct Import by Zonal Railways/Production Units

b} Import through Railway Board

¢) Type of Import Contracts FOB.FAS CIF & FOR

d) Modes of Payments, lefter of credil & its types

¢) Sea & Air freighting of Railway Materials & Insurance Covers
f} Port clearance of imported consignments

g} Claims settlement

XVIl. Concept of Strategic Sourcing {Rational Source Selection)

a) Registration of firms on Railways as approved suppliers

b) Vendor performance evaluation: Vender rating Penal Action against vendors Alternatives
available with Railway Pu's

c} Registration by RDSOACFIMCF/RCFCLWIBLW/PLWY etc.

d) Supply chain concept - relevance to Railway especially Pu's

XVIil. Important Statistics on Stores Matters

a) Submitted to Railway Board periodically
b) Included in Railway Board's annual report & GM's Narrative repon
c) Yard Sticks to measure efficiency of Stores Department

XIX. Establishment

a) Attendance Registers and Muster Rolls

b) Work Study

) Leave, D&AR Rules, Conduct Rule. HRMS Module
d} Hours of Employment Regulations

e) Preparaiion of Muster sheets and Salary bills

f) SOP refated to Establishment matter

XX. Official Language Policy And Rules
a) Statutory and constitutional provisions with regard to Rajbasha, various committees
monitoring the implementation of the same, incentives available for learning and using Hindi
for official purposes, Annual programme.

XX). Public Grievances and Right to Information Act 2005
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