
Report on Stores Manual Purchase Training 

The training on Stores Manual purchase was conducted in Kudumbashree State Mission Office on 

29.04.2019.  The training was taken by Mr.Salim a leading faculty from IMG. The training gave an 

overall view of the stores purchase manual. The term stores mean all the articles and materials other 

than cash and documents.  There is three things we should consider before buying a product 

1. Get one request 

2. Give it to inward 

3. Delegation of power 

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 affecting any purchase.  This can be issued by 

purchasing officers according to their delegation of powers.  If the estimate is more than their 

financial power obtin A.S from higher authorities.  Before issuing A.S ensures that there should be 

provision in the budget.  Tender/Quotation is to be obtained in all purchases except in Purchase of 

books and periodicals in all departments involving less than 15000/- at a time and petty purchase of 

less than 15000/- at a time.  Through the training got the opportunity to learn that there are 

different types of tenders like single tender, limited tender and open tender and also the techniques 

of EMD also. 

 The training explained how tenders/quotations to be opened what are the actions needs to 

be taken to tabulate the rates, how to make the selection and finalise the acceptance. The training 

was informative and got insight on quotation and tender and its applications. 
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