
  
 

 
 

 
             

      
 

 

  

 

 

  

 

 
 

  

     
 

 
  

 

 
 

  

 

 

  

 

 

 

  

    
  

 
  

 
 

  

 
 

  

 

  

  

 

 

 

  

    
    

    
  

 
  

 
 

 
 

C H E C K  LIST FOR EQUIPMENT R EC EIP T 
midj.k psd fyLV 

Following checklist to be ensured while receiving the delivery of n e w l y  s u p p l i e d  equipment: 
midj.k dh izkfIr ds le; dEiuh }kjk iznk;xh lkeku dh iq"Vh ds fy;s psdfyLV 

S r .  N o .  Particulars fooj.k Y e s  gkW N o ugha 
1 Packing iSfdax 

( i )  Total number of boxes received (as per invoices / 
challan / R.R. / technical specifications) dqy izkIr ckDl 
¼Pkkyku@buokbZl@rduhdh ekin.M vuqlkj½ 

(ii) whether the supplier present during the time of delivery / 
receiv e d  t h r o u g h  t r a n s p o r t a t i o n  midj.k iznk;xh ds le; 
iznk;drkZ dh mifLrFkh 

(iii) whether the equipment packed in good condition iznk;xh 
midj.k dh iSfdax dh fLFkfr Bhd gSA 

2 Unpacking midj.k [kksyus ij
 (i) whether equipment is received in good condi t i o n . midj.k 

Bhd fLFkfr esa ik;k x;k 
(ii) If received in damaged condition has this been 

mentioned in the delivery challan, invoice and informed 
to higher authority and supplier / manufacturer midj.k 
Bhd ugha  ik;s tkus ij iznk;drkZ @fuekZrk ds fMysojh 
pkyku@buokbZl ij fLFkfr dks mYysf[kr fd;k x;kA 

( i i i )  whether all spare parts / accessories / consumables 
received as per order / technical specifications midj.k ds 
lHkh Lis;j ikVZl~ @,lsljht Ø; vkns'k@rduhdh ekin.M vuqlkj 
ik;s x;s 

( i v )  whether equ i p m e n t  i s  i n s p e c t e d  b y  p r o c u r e m e n t  a g e n c y  
and inspection report is received during delivery midj.k 
iznk;xh ds lkFk izksD;wjesaV ,tsalh dk fujh{k.k izfrosnu izzLrqr fd;k 
x;k gSA 

3 Installation midj.k LFkkiuk 
( i )  w h e t h e r  e q u i p m e n t  i s  f i t t e d  p r o p e r l y  midj.k lqO;ofLFkr 

LFkkfir fd;k x;k gSA 
(ii) whether demonstration of equipment given properly 

midj.k dk fMekLVªs'ku fd;k x;kA 
(iii) whether equipment is working satisfactorily midj.k 

larks"ktud dk;Z'khy gSA 
( i v )  whether the operational traini ng provided to the staff 

and nos. of staff trained midj.k lapkyu ds fy;s LVkQ dks 
Vªsfuax@izf'kf{k.k fn;k x;k A -------  LVkQ izf'kf{kr gSA 

(v) whether operational manual and maintenance manual 
provided by the supplier / manufacturer midj.k iznk;drkZ 
}kjk midj.k dk vkizs'ku ,oa esaVsusUl essU;woy miyC/k djk;k x;kA 

4 Warranty 
( i )  whether warranty card & terms of warranty received 

5 Stock Book entry page no. LVkd cqd izfo"Bh ist uEcj 
6 Contact Person for repair & maintenance (Address & Phone 

nos.) 

Signature of Head of Institution 
gLrk{kj foHkkx izeq[k 


