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Report on Store Purchase Manual Training 

Training for Store Purchase has been conducted on 29/04/2019 for all the state mission 

staffs at Kudumbashree State mission Office by Mr. Salim. Through training got to know about 

an overview of store purchase manual. The term stores mean all the articles and materials (other 

than cash and documents) this will come in the possession of a government servant for use in the 

public service. Before buying a product we should follow three things 

1. Get one request 

2. Give it to inward (Generate a file) 

3. Delegation of power (never entertain piece meal) 

At the end of each financial year an officer should forecast and prepare a list of articles for 

the next financial year and the list is prepared based on the previous consumption. The lists 

should be based on probable budget estimate. For any purchase, the purchasing officer should 

bear in mind three principles:  

1. Economy  

2. Efficiency  

3. Accountability  

Administrative Sanction 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 A.S. from higher authorities. Before issuing A.S. ensure that 

there should be provision in the budget. Tender/Quotation is to be obtained in all purchases 

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

time. (Discount may also be considered.) And Petty purchases of less than 15,000/- at a time. We 

also learned tenders and different types of tenders (single tender, limited tender and open tender) 

and got an idea about how to invite a tender and open a tender and the time limit. Tenders who 

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.  



Also explained the text to be entered in tender notice and the conditions for making 

modifications in tender. 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.  

Afterall the class was very informative and got an insight on quotations and tender and its 

applications 
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