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BIS/HQ/Admn/Circular(13)/2019

Bureau of Indian Standards
(Administration Department)

CIRCULAR

Subject: Distribution of Laptops to BIS Group-A officers

This is with reference to the Laptop Policy circulated vide Circular No.
BISHQ/ADMN/Circular(08)/2018 dated 24 April 2018 and procurement of laptops ‘in
accordance with the existing Laptop Policy circulated vide Circular No.
BISHQ/Admn/Circular(05)/2019 dated 21 February 2019 for providing the laptops to the
officers of the Bureau.

2. In this regard, it is informed that Laptops as per Ist PO have been delivered already
at destinations of BIS as per list provided to the selected vendor. Since, these Laptops
are procured centrally in accordance to the requisition in prescribed proforma, from the
eligible employees, the same will be distributed directly to them according to their place
of posting.

3. Distribution of Laptops by stores department of Hqrs office and
RO/BO/Labs/NITS

Laptops will be kept in stores department of Hqgrs, concerned ROs, BOs, Labs &
NITS and will be distributed in the following manner:

FOR BIS HQs

i) The BIS employee who has given requisition for the laptop will get issued laptops
from the store department personally and will submit the receipt of same duly signed by
receiving officer and endorsed by the concerned departmental head.

i) The store department of HQ office will make necessary entry in the Stock register.
The stores department will prepare a consolidated list of all the officers who are receiving
laptops and will send the same to Administration, Estt, HRD, and Finance Department.
The Administration department will ensure all the activities related to distribution of
laptops.

FOR ROs/BOs/Labs/NITS

i) The laptops have been procured centrally for ROs/BOs/Labs/NITS and will be
delivered at concerned ROs/BOs/Labs/NITS.



i) The stores department of concerned ROs/BOs/Labs/NITS will issue the laptop and
submit consolidated list along with all the receipts (filled in as per proforma) of the laptop
duly signed by receiving officer and endorsed by concerned head of ROs/BOs/Labs/NITS
to Director (Administration). One copy of list is also to be forwarded to Estt, HRD &
Finance also.

iii) Administration department will ensure that all the necessary entries are being
made in the stock register of Store Department of Hgrs office.

4. As the laptops are procured centrally and necessary stock entries has to be
maintained centrally. Henceforth, any of the Group-A BIS employee who is
superannuating / resigning/quitting the service has to take NOC from store department of
BIS HQ before get relieved. The Establishment Department / HRD / Finance Departments
is also requested to ensure the same.

(N¢ Vittoba)
Director (Administration)

Our Ref: ADMN/PUR/4:1:12(Policy)
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