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Report on Store Purchase Manual Training  

Kudumbashree State Mission organized training on store purchase manual to the mission 

staff on 29.04.2019 at Main Hall Kudumbashree State Mission office. Stores Purchase Manual 

forms the basis for the procurement system of Government Departments, Public Sector 

Undertakings, Local Self Government Institutions, Universities and Autonomous Bodies.  The 

objective of the training was to give awareness on store purchase manual to all the staff. The 

class was taken by Shri. P. Salim. The following are my learning’s from the training;   

 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. 
 

 An officer has to purchase stores for public service should estimate his/her requirements for 

the year as far as they can be foreseen. At the end of each financial year he/she should 

prepare a list of articles required during next financial year. The lists should be based on 

probable budget estimate. 
 

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

Efficiency and Accountability. 
 

 Administrative Sanction: This is the sanction required for effecting any purchase. This can 

be issued by purchasing officers according to their delegation of powers. If the estimate is 

more than their financial powers obtain Administrative Sanction from higher authorities. 

Before issuing Administrative Sanction ensures that there should be provision in the 

budget.  
 

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

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. 
 

 Purchase of stores costing above 15,000/- and up to 1,00,000/- shall be made after inviting 

quotation, on the recommendation of a duly constituted Local Purchase Committee 

consisting of three members of an appropriate level as decided by the Head of the 

Department. 
 

 Types of Tenders (Tenders should be invited if the estimated value of stores to be 

purchased is above 1,00,000/-) 

1. Limited Tender: - The Limited Tender system may be adopted whenever the 

estimated value of the order to be given is between above 1,00,000/- to 10,00,000/-. 



2. Open Tender: - The open tender system should be used as a general rule and must 

be adopted whenever the estimated value of the contract is above 10,00,000/-. 

3. Single Tender (Private purchase):- Obtaining quotation by issuing Single Tender 

enquiry to a selected source amounts to purchase without generating competition. 

Therefore, this mode of purchase should be resorted to only in unavoidable situation.  
 

 The tender notice for an open tender should be carefully drafted. It should contain all the 

salient features of requirement in brief. The tender notice should contains: 

 Description and specification of the stores and quantity. 

 Period and terms of delivery. 

 Cost of tender/bidding documents 

 Place and timing of sale of tender documents 

 Place and deadline for receipt of tenders. 

 Place time and date of opening of tenders. 

 Amount and form of bid security/EMD. 

 Any other important information.  
 

 On completion of all activities against a contract, the purchase file should be preserved in 

the record room and destroyed after the expiry of the applicable mandatory retention 

period with the approval of the competent authority. 
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