
STORE PURCHASE-REPORT 

 

The term “stores” means all articles and materials (other than cash and documents) 

which come into the possession of a Government Servant for use in the public 

service. This will also include Annual Maintenance services/Contract for 

maintenance of M & E, Computers etc. However items like dietary articles of 

animals in zoos, fuel, dietary products etc. doesn‟t come. Expenditure on stores is 

included under contingent expenditure (except wherever it is treated as otherwise) 

and is therefore, subject generally to the rules contained in chapter VI of the KFC 

Volume 1 (Article 120 to 162) which govern the expenditure. Stores Purchase 

Manual is intended to provide with all required rules, regulations, instructions, 

directives and guidance. Government as per G.O. (P) No.3/SPD/2013 

dt.21.06.2013 had issued orders revising the Stores Purchase Manual. (vide order 

no. G.O. (P) No.7/2014/SPD dt.28.08.2014 certain amendments were also made in 

the manual) The revised manual is having 18 Chapters and 32  Annexure.  It is 

appended with circulars of Central Vigilance Commission etc. 

                                An Officer has to purchase stores for public service should 

estimate his requirements for the year as far as they can be foreseen. At the end of 

each financial year he should prepare a list of articles required during next 

financial year. The lists should be based on probable budget estimate. The list may 

be prepared based on previous consumption of last 3 to 5 years. 

For any purchase, the purchasing officer should bear in mind three principles : 

 Economy 

 Efficiency 

 Accountability 

Purchasing Powers of Heads of Departments 

Group I:-HODs who usually purchase worth 1crore or more in a year. 

Group II  :- HODs who usually purchase worth between 20lakhs to 1crore a year. 

Group III  :- HODs who usually purchase worth below 20lakh 

Budget Sanction 

 



Before issuing A.S. ensures that there should be provision in the budget. 

Tender/Quotation are to be obtained in all purchases except the f ollowing : 

1) Purchase of books and periodical in all departments involving less than 15,000/- 

at a time. (Discount may also be considered.) 

2) Petty purchases of less than 15,000/- at a time. 

3) Purchase from Government sources subject to the provision in para 9.21 to 9.25. 

Invitation of Tenders 

The Controller of  Stationery and the Supdt. of Government presses are authorized 

to purchase stores up to Rs.10lakhs at a time without reference to the Government 

or the DPC. Whenever tenders are invited, the procedure in the following rules 

should be followed: Estimate the requirements and a phased program may be 

drawn up for inviting the tenders. Rush purchases towards the end of the financial 

year should be avoided. The articles should properly be classified under different 

trade groups and tender should then be invited separately for each group. The 

tenders should not be made unwieldy by including too many items of different 

kinds of materials in the same tender. Requirement should be correctly 

estimated.Tender specification should be carefully and correctly drawn up. So that 

there is no ambiguity about the correct type, size, packing etc. of materials 

required. There should be no room for change in specification after inviting tender. 

Comprehensive specification of plant, machinery and specialized equipments 

should be given with the term or „similar‟ added wherever possible.Tenderer 

should be allowed to quote for all the items or part of thereof. They should also be 

allowed to make suitable alternatives. The place of delivery should be specified in 

the invitation of tender. Care should be taken to see that sufficient time is allowed 

to the tenders to submit their tender. The following minimums are suggested: For 

ordinary stores which can be procured from Indian Market – 15 Days. For 

machinery and plant which have necessary to be imported two months. For heavy 

equipments involving foreign manufacture of plant and machinery, their import 

and erection – Three months. 

These are the important points I captured from the session .Due to the time 

shortage the session is not much effective. 


