
Introduction to Store Purchase Manual 

Tutor: Salim 

Date: 29/04/2019 

Venue: Main Hall, SPEM HO 

 

Learning Points 

 

Stores include 1) all articles and materials except cash 2) Annual Maintenance services/Contract 3) 

Computers. It does not include 1)dietary articles of animals in zoos 2) fuel 3) dietary products  

Purchase Manual is includedin G.O. (P) No.3/SPD/2013 dt.21.06.2013 and G.O. (P) No.7/2014/SPD 

dt.28.08.2014 

This manual contains the general rules regarding the purchase of articles like books and periodicals, 

stationery and printing stores, clothing and liveries etc.  

Guidelines for the procurement of goods and services in LSGD in Kerala are explained in G.O. (P) 

259/2010/LSGD dt TVM, 8/11/2010 

At the end of each financial year a list of articles required during next financial year should be 

prepared based on probable budget estimate.The list may be prepared based on previous consumption 

of last 3 to 5 years. 

For any purchase, three principles criteria should be kept in mind :Economy, Efficiency, 

Accountability 

Purchasing Powers of Heads of Departments are as follows: 

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 a year. 

Administrative sanction is required before 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 A.S. 

from higher authorities. 

Before issuing A.S. 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 less than   Rs 15,000/-  

 Petty purchases of less than 15,000/-  

 Purchase from Government sources 

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

 Controlled items of stores from controlled stocks. 



 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. 

 Invite simple quotation from leading publishers and book sellers and place orders on the basis 

of competitive quotation so that maximum discount may be obtained, in case of purchase of 

books and periodicals above 15,000/-. 

If the rate quoted by the Government Sources is over  25% above the normal market price, the price to 

be reviewed by the minister in charge of the department. If even after the review the prices are over 

25% above the normal market price, the purchase should be finalised only after consideration by the 

council of ministers. 

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

by Local Purchase Committee consisting of three members as decided by the Head of the Department. 

Short quotation notice may be published in the Newspaper and Government Website 

Types of tenders are :Limited Tender, Open Tender, Single 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/-. 

Single Tender enquiry to a selected source amounts to purchase without generating competition under 

unavoidable situation 

Whenever tenders are invited, the following rules should be followed: 

 Estimate the requirements  

 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. 



 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. 

 The invitation should also specify a period of firmness of the rate. 

 Tender documents should preferably be sold up to one day prior to date of opening of tenders. The 

sale of tender documents against open tender should not be restricted. 

The tender notice should contains the following: 

 Description and specification of the stores and quantity. 

 Period and terms of delivery. 

 Cost of tender/bidding documents 

 Place(s) 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.  

If any issue necessitating modification of the tender documents already issued, it is necessary to 

amend/modify suitably prior to the date of submission of bids. Copies of such amendments should be 

sent to all concerned. 

Tenders are to be received through Tender Box or by hand delivery to the nominating purchasing 

officer. Tender box shall have two locks of one will be with the head of office and the other with the 

officer nominated by him. 

In the case of open or limited tender, late tenders should not be considered 

All the tenders received on time shall be opened in the presence of authorized representatives of 

tenders. At least two duly authorised officials of the department should jointly open the tenders. After 

opening every tender shall be numbered serially, initialled and dated on the first page by all the 

officials authorised to open the tenders. 

In order to safe guard against a bidder’s withdrawing/altering its bid during the bid validity period in 

the case of open/Limited tender Earnest money deposit is to be obtained.  

The amount of EMD shall be one percent of the total cost of the articles tendered for subject to a 

minimum of Rs.1500/-  

The EMD should remain valid for a period of 45 days beyond the final tender validity period 

EMD of a tender will be forfeited, if the successful tenderer fails to furnish the required performance 

security within the specified period 



EMD furnished by all unsuccessful tenderers should be returned to them without any interest 

whatsoever, at the earliest after expiry of the final tender validity period but not later than 30 days 

after conclusion of the contract. 

To ensure due performance of the contract, Performance Security is to be obtained from the 

successful bidder who is awarded the contract 

The Performance Security should be equivalent to 5% of the total value of the contract rounded to the 

nearest rupee.  

The security may be taken in any of the following forms: 

 By Cash 

 Demand Draft from Nationalised Banks 

 Bank Guarantee from Scheduled Banks in India 

 Government Promissory Notes 

 Stock Certificates of the Central or State Governments. 

 National Savings Certificates, Government of India 12 years National Plan Savings Certificates 

and 10 year Treasury Savings Certificate. 

 Treasury Savings Bank Deposits 

 Post Office Savings Bank Deposits 

 Post Office Cash Certificates 

 Deposit receipts of recognized bank and co-operative societies approved by Government for the 

purpose. 

No tender should be rejected by the tender opening officials at the opening stage. 

Tenders which are in the prescribed form and are accompanied by the requisite EMD shall be 

included for consideration provided they have been received before the time.  

Tenders shall be excluded in the following cases: 

a) Tenders are not in the prescribed form (where forms are prescribed). 

b) Not accompanied by EMD. 

c) When the tender is not signed by the tenderer. 

d) The tenderer is ineligible. 

e) When the tender is from a blacklisted firm 

f) When the tender is received late. 

After the tenders/quotations are opened, quick action needs to be taken to tabulate the rates, make the 

selection and finalise the acceptance.  

The lowest  eligible tenderer’s rate is reasonable and acceptable, negotiation can be made him only. 

When the price of the lowest offerer’s (L1) is not reasonable price negotiation may be conducted with 

him in the first instance. 



If (L1) doesn’t agree to reduce its price, then the price which has been reduced as reasonable may be 

counter offered to all the eligible tenderers including L1 for further action. 

Payments are effected only after effecting the supplies satisfactorily. However it may become 

necessary to make advance payments in the following types of cases: 

i. Advance demanded by firms for servicing of Air-conditioners, Computers, other costly 

equipments etc. 

ii. Advance payment demanded by firms against fabrication contract, turnkey contracts etc. Such 

advance payments should not exceed: 

 30% of the contract value to private firms. 

 40% of the contract value to a State or a Public Sector Undertaking. 

In the case of maintenance contract the amount should not exceed the amount payable for 6 months 

under the contract 

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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