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Abstract 
It is a short description on the topic Stores Purchase Manual of Government of Kerala based 
on the classroom training by Mr. Salim, former Government servant and an expert in Stores 

Purchase Manual 



 

The Store purchase manual contains the general rules applicable to all departments regarding 

the purchase of stores required for use in public service. In regard to particular classes of 

articles like books and periodicals, stationery and printing stores, clothing and liveries etc. 

will be supplemented by the instructions by Finance Departments. 

 

Definition 

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 include. 

 

Things to keep in mind for purchasing  

 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. 

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

a) Economy 

b) Efficiency 

c) 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. 



Budget Sanction 

Before issuing Administrative Sanction ensure that there should be provision in the budget. 

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

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

time. (Discount may also be considered.) 

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

 Purchase from Government sources subject to the provisions mentioned in the stock 

purchase manual. 

 Special purchases in which any other procedure is approved by Government. 

 Controlled items of stores from controlled stocks. 

  Purchase of articles covered by Rate or running contracts settled by DGS & D, New 

Delhi or the SPD, Government of Kerala. It should be indicated while issuing A.S. 

 During the instant of natural calamity or any other emergency as declared by 

Government. 

  Purchase of proprietary items like AUTOCAD, software, tonner, MATLAB, etc., on 

the recommendations of technical experts. 

 

Types of purchases 

1. Purchase of stores without quotation 

Purchase of stores up to a value of 15,000/- on each occasion may be made 

without inviting quotation/bids by the competent authority on the basis of a 

certificate to be recorded by him. 

2.  Purchase of stores by Local Purchase Committee (By inviting 

quotation) 

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. Before recommending placement of the 

purchase order the members of the committee will jointly record a certificate. 



3. E-Procurement 

Under this system the invitation to tender is only to registered vendors. However 

advertisement in one regional and one national daily may be issued for e-

procurement. Short tender notices should also be published in the Stores Purchase 

Sheet of Kerala 

 

4. Tenders 

Tenders should be invited if the estimated value of stores to be purchased is above 

1,00,000/- .These are three types 

I. 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/-. Copies of 

the Tender documents should be sent free of cost directly by Speed 

post/Regd. Post/ Courier/e-mail, simultaneously to all the firms on the list if 

registered suppliers for the stores in question. The number of supplier firms 

should be more than three. Website publicity should also be given for 

Limited Tenders, however the Department can limit the access of the tender 

documents to only the selected prospective suppliers by issuing them 

password to have access to the documents. 

II. 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/-.In the case 

of purchase of manufactured goods or stores (e.g. purchase of printing paper) 

invitation of tenders can be restricted from manufactures, provided the 

purchasing officer considers it necessary in the interest of the public and 

Department Purchase Committee approves. 

 

III. 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 single 

tender system may be adopted in the following case: A small order or when 



the articles required are of a proprietary character and competition is not 

expected to be advantageous. Small order means the value of items does not 

exceed 5,000/- or if more than one kind of articles the total value which does 

not exceed 10,000/- 

 

Closure of Purchase File 

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. 

 

This report is a brief idea about the way of doing purchase in a government 

department of Kerala bases on the stores purchase manual. This report is not 

inclusive of all the information needed for doing a purchase but a small 

information on the topic .For doing a purchase a detailed reference of the stores 

purchase manual (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) 

should be done. 

 

 

 

 

 

 

 

 

 

 


