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PROCESS FLOW CHART: PURCHASE OF SERVICES FOR SECURITY

AGENCIES

Instructions from BM/HO to seize the
assets of the unit by office order

v

Preparation of note by the Recovery Officer for
engaging the services of security agencies

v

» Review and update list of approved suppliers

v

e Finalise Terms & Conditions for purchase of service

and the number of guards to be present at the premises
e  Endorsement on the Panchanama for seizure by the Security Agency

e  Placement of Purchase Order with specifications like Date, time, Location

v

Initiate note to BM about seizure and the details of

services of security agencies engaged

Advise F&A Dept.
for payments

v

Instructions from BM/HO to lift seizure of
the assets of the unit by office order

v

Endorsement on the handing over
Panchanama by the Security Agency

v

Initiating note by the Recovery Officer for withdrawal of

Advise F&A
Dept. for stop

security agency after handing over of assets

v

Supplier evaluation with respect to criteria

A\ 4

payments

Continue the services YES NO Discontinue the
— | of supplier services of supplier




