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Is {ln_ \1 HCHJI 15500 (zuzhonmtmn t

orms” used at site?
Are the for m’s scx;dl | nos mentioned in the stock re nstu

Are 1 ;m Sm ofi;u, Cl Iubhousu and Model Flats properly maintained

used at site?
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Is use of helmets and w?uv belrs nopuly enfor

ced? Are ] 12 nos. neat
and clean wi

wte helmers stocked at security cabin in apartment projects
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Yes

Yes

h!t vhstomery' e ‘ o ]
N mml\ bl and pa\mcm_x detarlsregister updated by Admin Officer Yes
regularly” — -
s the condition of 1; hour qu(nlus water and sanitation fduhw in order? No
s there misuse of electric power?
Arer requisitions p:o;ucx[x filed and signed by project manager? No
Are attendance. bu 1ldm<Y matertal, inward, hire charges, cement, Yes
outward, electricity. ete., maintained properly and signed by engineer
| and admin officer at site?
Do weekly reports tally with re rcmsrczx . Yes
T — %wm%_k__mﬁ_m .
Are there any receipts of building material before 9 am and after 6 pm Yes
|_without due authorization?
Iy | job work register being properly maintained? Yes
Is the attendance recorder proper Iy installed and used” Is the 1D n no. | Yes
Tegistered property main ntamed? )
Has seaunny supen sor ensured that all vacant Tats & Villas are > tocked? Yes
Are u‘m p.mc s heing pmpul\ maintained and umccﬂ\ fitled? Yes
i nward o e SRR
Are Bills & De's s Inward outward register being properly maintained No
Stores and stock registers are properly arranged / maintained” No
Is the constructions circular spiral bound in good condition? [s file for Yes
latest circulars and internal memos properly maintained?
Are hire char 2es s and building material photographs being printed from No
| database within one wor kzn;: day?
Are store rooms proper ly secured? Yes
There is no material lving outside the storerooms? No
Stock Register qu(mh v tallies with physical quantity? No




Antofstores checked T ey ehecked (Y N) - | Qualitative rating (G AD)
Flhecirieal o Yes —— Good o
Cemen _Yes L Avemge
Plumbing e L T Avege
Siiﬂéidi‘_\_ e o Yes Lo Good
_CP fittin Mg_i;m_:._y_%m_w__w Yes o Good ]
liles SR B _Yes . Average _
General Material Good
eoly T _ Average
Duoors &hardware - Good ]
Remarks on default in foilowing standamm
Remarks on corrections made m Tegisters or database: Nil
T —
LBt balance matersal moillas 1o be collect and stored at store rooms.
2 Stack statement not tallied with physical quantity, Stock to be update.
Lo Panel bourds are not in lock and key.
2o Steel to store in designated place.
3. Scrap 1o be sold.
4. Bills and Dc register not updated from 06.07.17.
50 Bills and DC's are lying in site,

o

Material issue and material shifting forms are not maintaining at site.

PO are not enclosed for requisitions after 03 days. Req No are T702.70700,70699 &
70693

8. There is no back modem for site.
_ Y. Keysare; not fabeled properly,
Suggestions: Yes

4

I Labour quarters surroundme 1o be cleaned.
-

- Darabase tegistens (o he lubgf_u{;‘ra_’upuz'l_\.

Admin works explamed & traimed 10 Mr, Bhn_;'ﬁuik I -
I, Brometrne devise
@ Eaplained about how 1o use bio metric devise.
. How 1o do entries workers and employees ID’s
¢. Uploading of attendance log.

d. Difference in payments of onsac, Dept and Job work.
e Making of vouchers.

Preparing of job work note

3. Matntenance of admin files,
b Day to day circulars files (filing)
2. Database & database registers

{r

3. How to write register {inward. outward, Bills and De’s, building material and etc.

4. Requisition file.

A Hewto file the requisitions and maintain of requisitions file
pending and requisition completed
bo How to file a4 PO WO for requisitions

of Requisition

¢ How o prepare remarks on stte report of purchase dept




P Wiathout due authorization.

d.

Procedure of wriing out ward gate passes,

<. Procedure of wriing. material shifting

and material issues forms at site,
Miscellaneous

<
4 bxplained how to maintain key labeling and key
b Explamed how o update utility p
¢ Explained about not to acee

regisiers,
ayment record in Google docs.
pt building material before 9am and after 6pm.
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