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Orientation on Store Purchase Manual 

---A Report---- 
 

An orientation programme was conducted on Store Purchase Manual for the staff members of 

the Kudumbashreeon 29
th

 April 2019. Shri.Salim, an external expert had facilitated the entire 

session.  

Stores Purchase Manual is intended to provide with all required rules, regulations, 

instructions, directives and guidance. This 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. 

The following are the brief of the discussions and learnings. 

Store Purchase - Defined 

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 would include Annual Maintenance Services/Contract for maintenance of M&E, 

Computers, etc.However, this would not include items like fuel, dietary articles of animals in 

zoos, dietary products etc. 

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.  

Forecasting 

An Officer intending 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/she should prepare a list of articles required during 

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

Three principles that needs to bear in mind when planning the purchase, which are Economy, 

Efficiency and Accountability. Following aspects should be considered to achieve these 

objective. 

a) Each Department should prescribe appropriate time frame for procurementto reduce 

delays.  

b) Delegate responsibility with the approval of Competent Authority during the 

purchasing process. 

c) Ensure conclusion of contract within the original validity of the tenders.  

d) Discourage the extension of tender validity except under unavoidable circumstances. 

 

Administrative Sanction 

Any purchase requires to have its appropriate sanction from concern authorities. This can be 

issued by Purchasing Officers, according to their delegation of powers. If the estimate is more 

than their financial powers, A.S. needs to be obtained from higher authorities. 
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Detailed list of revised power of administrative sanction was displayed.  

Budget sanction: Ensure that there should be provision in the budget before 

issuing A.S. 

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

following: 

i. Purchase of books and periodical in all departments 

involving less than Rs.15,000/- at a time. (Discount may 

also be considered.) 

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

Government sources subject to the provision in para 9.21 

to 9.25. 

iii. Special purchases in which any other procedure is approved 

by Government. 

iv. Controlled items of stores from controlled stocks. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Purchase of stores without quotation: Purchase of stores up to a value of Rs.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 in the following format: 

I......................................................................am personally satisfied that the stores 

purchased are of the requisite quality and specification and has been purchased from 

a reliable supplier at a reasonable price. 

 

Purchase from Government Sources 

 

Para/Section 9.21: Price preference shall be allowed to products of micro, 

small and medium enterprises within the State of Kerala as a measure of 

encouragement to them. 

Para/Section 9.22: Products manufactured by state government 

institutions/departments, state public sector industries, and institutions would be 

purchased exclusively without tenders for the first five years after they have 

gone into production. 

The price needs to be reviewed by the concern Minister of the department, if the 

rate quoted is more than 25% above the normal market price. Even after the 

review, if the prices are over 25% above the normal market price, the purchase 

should be finalized only after consideration by the Council of Ministers. 

Para/Section 9.23: Tenders should be invited as laid down in the manual with a 

price preference of 10% against the firm outside the State and 5% against 

within the State, in case of products of State government department units and 

State public sector industries and institutions, which have been in production for 

more than 5 years. 

Para/Section 9.24: Units like micro, small and medium enterprises should 

produce a certificate to that effect from the MD, KSSIDC, Trivandrum. 

Para/Section 9.25: Follow the orders issued by the government from time to 

time in respect of individual units, when directly purchasing without tender or 

purchase on price preference from public sector units of the GOI.  
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Purchase by quotation: Purchase of stores costing above 15,000/- and up to Rs.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 would jointly record a certificate as under: Copies of the quotation 

notice given in Ann.10 should be supplied to all firms. It is not obligatory to publish 

quotation notice in the Kerala Gazette. Short quotation notice as in Ann.11 may be published 

in the Newspaper and Government Website. 

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

Rs.1, 00,000/-. The tender includes, Limited Tender, Open Tender and Single Tender (private 

purchase.  

a) Limited tender:The tender system may be adopted whenever the estimated value of 

the order to be given is between above Rs.1,00,000/-  to Rs.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. 

b) 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/-. Invitation 

of tenders can be restricted from manufactures, in the case of purchase of 

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

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

Purchase Committee approves. 

c) Single Tender:This system involves 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 Rs.5,000/- or if more than one kind of 

articles the total value which does not exceed Rs.10,000/-. For 

standardization of machinery or components or spare parts compatible to 

the existing sets of machinery/equipment (on the advice of a competent 

authority) the required stores are to be purchased only from a selected 

firm. 

 When the bill for a purchase made under „single tender‟ is sent for audit. 

The drawing officer should record a statement explaining briefly the 

necessity for deviating from the open tender system. 

 For all purchase involving Rs.1,00,000/- or more tender; forms should 

ordinarily be prescribed and issued at prices according to the scale 

approved by Government. 

 The cost of tender forms may be accepted in cash, DD or by M.O. only. 

 Tender forms may not be desirable in the case of fuel oils, motor vehicles, 

even though amount involved is more than Rs.1,00,000/- 

 A tenderer may download the tender form the official website of 

Government of Kerala. In that case, tenderer should remit the cost by DD 

of Nationalized Banks and should submit such tenders along with the cost. 
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The Controller of Stationery and the Superintendent 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: 

i. Estimate the requirements and a phased programme may be drawn up for inviting the 

tenders. 

ii. Rush purchases towards the end of the financial year should be avoided. 

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

kinds of materials in the same tender. 

iv. Requirement should be correctly estimated. 

v. 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. 

vi. Comprehensive specification of plant, machinery and specialized equipments should 

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

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

also be allowed to make suitable alternatives. 

viii. The place of delivery should be specified in the invitation of tender. 

ix. Care should be taken to see that sufficient time is allowed to the tenders to submit 

their tender. 

The following minimum requirements are suggested: 

❖ For ordinary stores which can be procured from Indian Market - 15 days 

❖ For machinery and plant which have necessary to be imported - 2 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.(For all ordinary general 

purchases firm period should be two months, whereas for the production of heavy plants, 

machinery, steel equipments and its supply and erection three months. For the scarcely 

purchase and the products of rate changing regularly firm period should be maximum one 

month) 

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

salient features of requirement in brief. Super flows or irrelevant details should not be 

incorporated. The tender notice should contains: 

⮚ 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.  
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The situation may arise necessitating modification of the tender documents already issued. 

After receiving the documents, a tender may point out some genuine mistakes in the tender 

documents. In such situations, 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. 

Amendments/modifications by the tenders 

▣  The tenderer after submitting the tender is permitted to submit alterations/modification to 

its tender so long such alteration/modification are received duly sealed and marked like 

original tender, up to the date and time of receipt of tender. 

 

Opening of tenders 

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

representatives of tenders. At least two duly authorized 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 authorized to open the tenders. 

▣  Responsibility of the tender opening officials (See Para:7.47 & 7.48). The Tender 

opening officials will prepare a list of the representatives attending the tender opening 

and obtain their signatures on the same. 

▣  In order to maintain the sanctity of tendering system the CVC has advised that the 

purchases should preferably be made directly from the manufacturers. 

 

Earnest Money Deposit 

▣  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 (EMD) 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/- (See Para:8.18, 8.19) 

Para 8.14. The EMD should remain valid for a period of 45 days beyond the 

final tendervalidity period. 

Forfeiture of EMD 

▣  Para 8.15. EMD of a tender will be forfeited, if the successful tenderer fails to furnish the 

required performance security within the specified period 

▣  Para 8.16. 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. 

 

Performance Security 

▣  Para 8.17. To ensure due performance of the contract, Performance Security is to be 

obtained from the successful bidder who is awarded the contract. 

▣  Para 8.19. 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: 

i. By Cash 

ii. Demand Draft issued by Nationalized Banks 

iii. Bank Guarantee issued by Scheduled Banks in India 

iv. Government Promissory Notes 

v. Stock Certificates of the Central or State Governments. 
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vi. National Savings Certificates, Government of India 12 years National Plan 

Savings Certificates and 10 year Treasury Savings Certificate. 

vii. Treasury Savings Bank Deposits 

▣  Para 8.30. Performance security is to be forfeited and credited to the Government in the 

event of a breach of contract by the supplier, in terms of the relevant contract. 

(Security deposit to be deposited under the head 8443-106-civil deposits) 

 Firms who are registered with SPD or the DGS &D, New Delhi. 

 Micro and small enterprises and industrial co-operatives within the state which are 

certified as such by the Director of Industries and Commerce or by the General 

Manager, District Industrial Centre. 

 Government Institution/State PSU. 

 SIDCO 

Sometimes the purchase department may not receive sufficient number of tenders and 

situations may also arise, where after analyzing the tenders purchase department ends up with 

one eligible tender. In such situation the purchase department is first to check whether all 

necessary requirements like standard tender enquiry conditions, industry friendly 

specification, wide publicity sufficient time for formulation of tenders etc. were fulfilled. If 

not the tender is to be reissued after rectifying the defects. After that if it ends up with one 

eligible tender only, then contract may be placed on that tenderer provided the quoted price is 

reasonable. 

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. 

On no account tenders received after the time fixed for the opening of the tenders shall be 

considered. 

Tenders received by the post after the date and time fixed, but before the time of opening 

shall also be considered, provided the officer is satisfied that the delay occurred in postal 

transit. 

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

make the selection and finalise the acceptance. As the markets are unsteady, quick actions are 

vital. However acceptance should be made within the period of firmness agreed to by the 

tenderers. 

Tabulation statement should be correct, complete and informative and should be 

authenticated by the competent purchasing or recommending officer. Errors and omissions 

should not happened and it should be neat, easy and self-explanatory. 
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******************* 


