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 The training on the Stores Purchase Manual was done very effectively explaining all 

concepts and do's & dont's during procurement of goods and services. 

 Every purchase will be initiated with a forecast of the requirement for the entire 

financial year bearing in mind the economy, efficiency and accountability. A timeframe for 

procurement if fixed after which avoiding delays by extension of tenders unnecessarily will 

ensure timely procurement. 

 Obtaining Administrative sanction is the next step after ensuring that there is a 

provision for the same in the budget. As a measure of encouragement, price preference is 

given to medium and small scale enterprises within Kerala. 

 The guidelines for purchase of items from Government sources were explained. Also 

different methodologies of purchase for various price ranges was taught. Local Purchase 

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

the Department needs to be constituted in the organisation. This committee will give 

recommendation for inviting quotation for all purchases between Rs. 15000 and Rs. 1 lakh. 

Between Rs. 1 lakh and Rs. 5 lakhs, either of the 3 types of tenders should be invited. 

 a) Limited tender - Purchase between 1 lakh and 10 lakhs 

 b) Open Tender - Purchase > 10 lakhs 

 c) Single tender Purchase < Rs. 5000 per unit or Total  value < Rs. 10000 

For any purchase above Rs. 5 lakhs e-procurement should be the mode used. 

 

 



The location and tender time also needs to be specified. 

 a) Ordinary purchase - 15 days 

 b) Machinery - 2 months 

 c) Heavy equipments - 3 months 

 Opening of tenders has to be done in the presence of authorized officials after which 

every tender is numbered serially, initialed and dates by all officials authorized. All 

unsuccessful tenderers will be returned their EMD at the earliest not later than 30 days 

after conclusion of the contract. Details of cost of tender forms and annual maintenance 

contract was also mentioned. 


