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requisitions to Purchase immediately 2. Send this report to
purchaseamodipropetties com, sh a a modi 
Admin offices shall not leave the site witl?o t

ie com and raikumarn@rnodiproperties com on every Saturday, 3.
tng this report. 4. Ensure that inward numbers are written on the

Requisitions, clearly showing the ite s not received on a daily basis. 5. Mention PO & MRN no. on DCs / bills 6, Report
to be signed by Admin manager & Pr ject filed at sites 7. //Suggested remarks For technical details frorn

site, For negotiations'quotations, Local pufehasec ForMDs approval/input, 8. $ Suggested remarks - Ready with supplier,

Supplier not contacted, Supplier not reachable, Material in transit, WO - under fabrication, WO - material for fabrication not

received. WO - material received fabrication not started, Delivery van delay, Delay by purchase assistant, Supplier arranging

for material, 9. Purchase to send reply to this report within one week. 10. Follow up for WO is the responsibility of engineers

at site --- purchase to Wiite 'NA' in reply to this report ll. Admin omcers/managers must call all suppliers on a daily basis for

follow-up - DO NOT CALL PURCHASE!
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