
REPORT ON STORES PURCHASE MANUAL 

A class on Stores Purchase was conducted on 29/04/2019 at State Mission Office. The Class was 

taken by Mr. P Salim.  

Stores Purchase Manual forms the basis for the procurement system of Govt. Departments, Local 

Self Govt. institutions etc. 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. The rules and instructions are commonly applicable to purchase of stores, materials, 

machinery, equipments, vehicles etc. by Local Bodies, Autonomous Bodies and Public Sector 

Undertakings, under Government of Kerala. The rules to be followed for the procurement of 

materials for use in public service are provided in the KFC Vol. I (Art. 120 to 162) and the 

Stores Purchase Manual. 

After assessing the requirements two conditions must be satisfied before proceeding to make a 

purchase. They are Adminisrative sanction and Availability of sufficient funds. No purchase 

should be made without delegated power or Administrative sanction from appropriate authority. 

The major learnings included: 

 Different methods of purchase 

 Factors influencing selection of method of purchase. 

 Tenders & its types 

 Procedure for inviting tenders 

 Concepts like EMD, Rate contract etc 

The three methods of purchase based on value of purchase or the Probable Amount of 

Contract (PAC) for which the purchase is going to be settled with the supplier. Direct 

Purchase, Quotation & Tender. 

Procedures to be followed for INVITATION OF TENDERS  

1. Estimate the requirements  

2. Invite tenders sufficiently early 

3. Classify the article under different trade group.  

4. Avoid rush purchase towards the end of the financial year.  

5. One tender should normally contain only one kind or class of material. 

6. It is wrong economy to purchase bulk quantities at retail prices. 



7. Tender should not be invited by the same Department for the same class of materials 

several times during the same year. 

 8. Tender specification should be correctly drawn up so that there is no ambiguity and there 

should be no room for changes in specification after inviting tenders.  

9. Tenderers should be allowed to quote for all the items in a tender or a part thereof. 

10. The place of delivery of articles is to be specified in the tenders  

11. Full payment should not be made against shipping or railway document. Payment should 

be completed only after the Receiving officer has taken delivery of store and found them to 

be satisfactory in every respect.  

12. Sufficient time is to be given to the tenderers to submit the tender. Minimum period is 7 

days for materials costing up to Rs. 40,000 as per G.O 

The invitation should specify the period of firmness during which tenderers are to keep their 

rates firm. Minimum period is three months. Tender should be obtained in sealed envelops. 

Tenderers should be asked to super scribe on the envelope the name and number of tender as 

well as their name.  

Essentials of Tender Notice:  

 No. of tender  

 Mention the article  

 Quantity  

 Specification (quality)  

 Cost of tender forms  

 PAC (Probable Amount of Contract)  

 EMD  

 Place date & time of submission 

 Opening date 
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