CHAPTER X

STORES

. GENERAL RULES

120. The term “stores” used in this chapter applies gegetall all articles and

materials purchased or otherwise acquired for the use of amep&including nof
only expendable and issueable articles in use or accumulategpecific
purposes, but also articles of dead stock of the nature of, plaachinery,
instruments, furniture, equipment, fixtures, etc.

121. These rules are generally applicable to all departmentsse®mall be applie
on conjunction with special rules which may be existing or maynisde for
particular departments, e.g., S.P.W.D. Irrigation, Power, Forest and S.N.T, €

122. Periodical indents should be prepared and all purchase e$ sstrould bg
made in the most economical manner in accordance with thatedesquirements
of the public service. Care should be taken not to purchase istocesin advance
of actual requirements, if such purchases are likely to prove utaefito
Government. At the same time, where materials are scatec@ntrolled ang
receipt through Government channels may take an appreciaelertdants shoul
be placed sufficiently in advance so as to ensure that deetgrprojects ar
not delayed.

123. Where scales of use or limits of stores have been laid dowenofficer

ordering a supply should certify on the purchase order that the pressciles or

limits are not exceeded.
124.Purchase orders should not be split up to avoid the necessity for
obtaining the sanction of the higher authority required with refereéacthe tota
amount of the orders.

II. PURCHASE OF STORES.
125. Local purchase of stores may normally be made -

(1) when the requirement is immediate;

(i) when the requirement is of such minor magnitude and no bulk c
purchase arrangement exists or is warranted; and

(i) the expenditure involved does not exceed Rs.20,000 at a time.

o

tc.

\1%4

D

L

(D

pntral

44



126. Purchases should conform to the following procedure:-

0] In case of purchases costing less than R600at a time, afte
reasonable market enquiry.

(i) For purchase costing Rs.10000 to Rs.20,000 by direct invitation of
rates from a reasonable number of reliable firms.

(i)  For purchase costing over Rs.20,000 normally through the [State
Trading Corporation of Sikkim.

Note : In exceptional cases of urgency, direct purchases may ke mdh
the specific prior approval of the Finance Department.

127. When stores are purchased from the open market directly tlemsyst open
competitive tender should, as far as possible, be adopted. In theofcalie
purchases of stores costing more than Rs. 10,00,000/- ( Rupees temlgkihether,
to be purchased through STCS or direct, open tenders (through advertisgraid
be invited giving wide publicity in the leading newspapers at asonth before th
last date of submission of tenders. All such tenders should be opge@adgiok by a
Tender Selection Committee of five, which should have one member the
department concerned, one from Finance and one from State Tradingafiorpand
such other members as the Government may decide. The tenders shaddpbeda
only on the recommendations of the Tender Selection Committee. For ottleases
costing not more then rupee one lakh, whether made direct by the deyastngy
STCS, the sealed tenders/quotation through advertisement in local phpeld be
invited. The tenders/quotations should be opened at a given time and mplées i
presence of tenderers as far as possible, by a DepartmerthhggrirCommitteg
consisting of at least three officers appointed by the Head of riDega
concerned/Managing Director, STCS, which should include the AccouriteOdi
any other officer of the Department dealing with accounts.

1%

128. For purchase of goods of value exceeding Rs.20,000 tenderers
normally be required to furnish a security deposit of such amountsmag be
considered adequate by the indenting authority with the approval of Government.

129. While inviting tenders, time limits for the completion of the sugplieo be
ordered, should invariably be indicated.

130. Comparative statements of tenders/quotations should be prepaatd ¢ases
where tenders/quotations are called for. In addition, dHewing points shoulg
be observed:-

(i) The rates should be inclusive of packing and forwarding charg
such charges should be quoted separately.

45



(i) Wherever possible, rates should be F.O.R. destination.

(i)  The quotations or telkers should specify whether the rates
inclusive or exclusive of sales tax and other levies.

Note: Ordinarily goods should be booked by rail at goods rate ankef
transport by road, by the vehicles of the Sikkim Natisedl Tansport. Fo
any other mode of transport, special sanction of Government will be necessa

(iv)  From the nearest Railway station in India, goods will invarialy
carried by the Sikkim Nationalised Transport or under arranger
authorised by it.

(V) Transit risks to the place from delivery from suppliers outSitkim
should be covered by insurance where ever considered necg
Such insurance shall ordinarily be required to be taken by the suy

(vi)  For purchasing high value plant, machinery, etc. of complex
technical nature, bids may be obtained in two parts as under:-

(@) Technical bid consisting of all technical details along
commercial terms and conditions; and

(b) Financial bid indicating item-wise price for the items mentione
the technical bid.

The technical bid and financial bid should be sealed by the bidg

separate covers duly superscribed and both the bids sealed in

cover duly superscribed to be opened by the Purchase Committes
bids received after the specified date and time fixed folipeoé the
bids shall not be considered.

Procurement from a single source may be done in the following ca

(@) It is to be confirmed by the Department that the only acodati
Firm is the Manufacturer/Dealer of the goods required.

(b) In case of emergency, the required goods may be purchased
particular source duly recording the reasons for such decision
the approval of Competent Authority.

(c) For standardized of Machinery/Equipment and to ensure tha
parts  purchased are compatible to the exis
equipment/machinery, the required item may be purchased
the authorized dealer.

11 ACCEPTANCE OF TENDERSFOR DIRECT PURCHASES

131. The tenders/quotations for direct purchases shall bedaaild accepted k
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or under the orders of Government except where powers to acamphdle beer
specifically delegated. The purchases should be made from tlestltenderer
unless there are any special reasons to the contrary which should b
recorded in writing. Sanctions on the basis of acceptance of tenoeeations, as
also when purchases are to be made at controlled ratate aontract prices fa
identical stores, will be issued in each case by Government archyasithority as
may be nominated by it. Such sanctions will indicate the quarditysupply,
specifications, rate, prices and mode of supply, consignee, classificof
expenditure, etc. When the accepted terms of supply requirgpaymaents of any
amount in advance of supply, specific mention to the effect shall de nma the
sanctions. Otherwise, payments shall be made only afteresipyive bee
received in accordance with the supply orders and the goods havadoepied by
the indenting authority. At the time of making payment it should en déat the
rates paid are not in excess of those entered in the contraegreement made for
the supply of stores and that suitable notes of payments are cc@gdmst the
indents and invoices concerned to prevent double payment.
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IV. RECEIPT OF STORES

132. All materials received should be examined, counted, measured or weighed|as the
case may be, when delivery is taken and it should be ensured that nhigeguare
correct and the quality according to specifications ordered. Aficaie to such
effect must be recorded on the relevant cash memo or inwhich is to form the
documents on which the payment for the supplies will be made. Thersffi
reeiving the stores should also record a certificate that herttased the stores
the appropriate stock register, mentioning the page number of tisteran each
case.

V. CUSTODY AND ACCOUNTING OF STORES

133. (1) The departmental officersntrusted with the care, use or consumyg
of stores of any kind are responsible for their safe custodiprakeeping them ir
good condition. They should also arrange for the proper maintenancewfita
of the stores and tak@dequate steps for preventing losses through deterior
theft, accident, fraud, etc. Any loss or damage to Government sthoesd
forthwith be reported by them to their immediate superiors.

)

(2) An inventory of the dead stock shall be maintained in all Gawenh
offices showing the number or quantity received, the number or quanfitysdis of
(by consumption, transfer, loss, sale etc.) and the balance in haadhokied of
article. The inventory shall be priced where the valueenfistis to be recovered from
private persons or bodies. Articles of dead stock shall be physicaifiedeonce a
year and the result of verification recorded on the inventory.di8drepancies shal
be investigated and brought to account immediately so that the inventgry ma
represent the true account.
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(3) When articles of dead stock e.g. tools and plant are leoc#éb bhodies
contractors, etc. the hire and other charges as determined unaeibpresules shal
be recovered regularly.

(4) Priced lIsts of stores, recording both quantities and value shall

maintained in cases where the stores are to be issuedttactors for use on works

or the cost of stores is to be distributed over workssitem objects on whic

they are actually used. In such cases, the expenditure on storelsesbldirged tc

stock suspense in the first instance, instead of to the final head of account.
Item wise list and accounts shall be maintained and accuuates lia respec

of goods and materials in stock have to be maintained so ikgbaossible to chec

and confirm the actual balances with book balances at any poimteoffthe account

shall be maintained in the form prescribed separately for:-

(i) Fixed Assets such as plant, chanery, equipment, furniture, fixtures, etc.

Form I.

(i) Consumables such as office stationeries, chemicals, mamte spare parts, e

in Form II.

(iii) Library books in Form Ill.

(iv) Assets of historical/artistic value in Form IV.

VI. |ISSUE OF STORES

134. When materials are issued, a written acknowledgement shoolitd&ieed from
the person to whom they are delivered. In case of stores iss@edotatractor the
cost of which is recoverable from him, the acknowtend should give ful
particulars of the materials issued including the recovery eatdsthe total valu
chargeable to the contractor.

134 (a). Hiring of Assetss When Assets are hired to local bodies, contractors
proper record of the Assets shall be maintained and the hirgeshaecovere
regularly at rates fixed by the Competent Authority and depositeddat@rnment
Accounts.

VIlI. TRANSFER OF CHARGE OF STORES

135. In case of transfers, the officer-in-charge of stores sbhalthat the stores in I
custody are made over correctly to his successor and a proper receipt takBimir(

VIII.PHYSICAL VERIFICATION

136. (1) A physical verification of all stores must be made atleace in every yea
by the head of the department or such oticer as may be specially authoris
by him in this behalf, who should after verification record &fioate in the stock
register indicating the results of such verification. The watibn should not
however, inany case be entrusted to a person
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(1) who is the custodian, ledger keeper or the accountant of the stg
be verified, or who is a nominee of, or is employed under
custodian ledger keeper or the accountant; or

(i) who is not conversant with the classification , nomenclaamd
technique of the particular classes of stores to be verified.

(2) The verification shall never be left to low paid subotdsmand in cas
of large and important stores, it shall, as far as possibleenbasted to
responsible officer who is independent of the subordinate authority in charge
stores.

137. Verification must always be made in the presendeeobfficer responsibl
for the custody of the stores or of a responsible person deputediny All

discrepancies noticed must be brought to account immediately, sthéhatores
account may represent the true state of the stores. Shaatajdamages, as well

unserviceable stores should be reported simultaneously to the autbanjgtent tg
write off the loss. In case of loss of books or items of a vataeegling Rs. 1,000
(one thousand only) and rare books and items irrespective of value, shetipeely
investigated and appropriate action taken with the approval of the Government.

138. (1) In order to ensure that stores are not held unnecessarilycesse of the
requirements of a reasonable period, ¥We#ry inspections should |
conducted by a responsible officer who must submit a report of usurpr
obsolete stores to the authority competent to issue orders of their disposal.

(2) All stores, which may be declared as obsolete, surplus or ueabls
shall be disposed of under orders of the authority to whom powers nusldgated
in this behalf. Obsolete and unserviceable material of resiclaé less then Rs
10,000/- (Rupees ten thousand) the mode of disposal will be determined
Competent Authority keeping in view the necessary to avoid accuomlatisuch
goods and also to avoid deterioration of such goods to be disposed afrpilissof
obsolete and unserviceable material of assessed value above Rs. 1haJ0@@es
disposed of by obtaining bids through quotations or tenders by advertisemieat
Sikkim Herald and few local papers. The bids should be supported loyed
security deposit as may be determined by the Competent Authority. I&vieoyany
Department is unable to dispose of the obsolete items in spttgocattempts for
disposal through advertisements, they may dispose the same at itgadgeapith the
approval of the Competent Authority in consultation with the Finance, riRev&
Expenditure Department and if it is still unable to dispose of émasitat scrap valug
any other mode of dispose may be adopted in the most eco-friendly marsae
account of the goods disposed of shall be prepared in Form V duly signed
Officer who supervises the sale.

(3) All profits and losses due to revaluation, stock taking or aiheses sha
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be duly recorded and adjusted where necessary. Formal sanction ofripetent
authority shall be obtained in respect of losses, even though no fayrmatton or
adjustment in the accounts is involved.

(4) Losses shall be grouped under the following heads:-

(1) losses due to theft or fraud,

(i) losses due to neglect;

(i)  losses due to an act of God and other calamities such a
enemy action, etc;

(iv) losses on account of surplusages or obsolete stores or of
purchase in excess or requirements;

(v) losses due to depreciation and

(vi)  other losses due to damage, etc.

Subject to delegation of powers, the previous sanction of the Government
with the consent of the Finance Department, shall be obtameariting off all
loses, deficiencies or depreciation in value of stores.

ANNEXURE
(Seerule127)

The Public Accounts Committee 1977-78 in their first report on twuats of
Electricity (Power) Department has observed: The Commigels that to avoid
malpractices, contracts for purchase/supply should be with regdisieck reputed
firms only. The Committee recommends that in future all pueshaser rupees one
lakh or any specified amount as may be fixed by the Government, mawade on
the basis of open tenders invited at Gangtok after giving wide pybhcihe local
and national news papers at least a month before the last dat#roission of
tenders except in cases of emergent purchase the reasons for whmuld be
recorded in writing by the competent authority. All such tenders shoubgpdreed at
Gangtok by a Committee of five, which should have one member from the
department concerned, one from Finance and State Trading Corporatiorareh
such other members as the Government may decide.

2. The P.A.C. (1978-79) in their second report has further observesplyn
to a query made by the Committee, the Department (Power)tedrtiat it had no
so far initiated any proposal for constitution of such a commitides committee
finds this apathy toward the Committee’s recommendations to be higblgrable
and recommends that immediate steps should be taken for constabtitsuch a
committee under proper orders of the Government not only foreparnent of
Power but also for all the other major purchasing departments.

—F

3. The Committee also recommended that recommendations maeigard
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to Power Department regarding procedure to be followed in inviting reradel
assessment and acceptance should be made applicable in tlod Steste Trading
Corporation also.

4. Accordingly the matter was examined by the Government andbééal
decided that the procedure set out in the succeeding paragnapldise followed in
the case of all purchases by the departments including the StdiaglrCorporatior
of Sikkim with immediate effect.

TENDERS

5. In the case of all purchases of stores costing more than Rs.1(&&0
one lakh) whether to be purchased through S.T.C. or direct, open tendmugh
advertisement) should be invited giving wide publicity in the legdiewspapers &
least a month before the last date of submission of tendeksudi tenders shou
be opened at Gangtok by a Tender Selection Committee of five, siinchd have
one member from the department concerned, one from Finance and iauitey

Corporation each and such other members as the Government may dEbale.

tenders should be accepted only on the recommendations of the Tend&ors
Committee.

6. For other purchases costing not more than rupees one lakhwisth
direct by the department or by S.T.C., the sealed tenders/quotationsht
advertisement in local papers should be invited. In this connectieremee tg
instructions contained in Finance Department Notification No.11/Redd21.10.76
is also invited. The tenders/quotations should be opened at a giveantinpéace i
the presence of tenders as far as possible, by a Departiranthhse Committeg
consisting of at least three officers appointed by the head of the depar
concerned/ Managing Director of S.T.C. which should include the AccQifter
or any other officer of the department dealing with account.

7. For materials available at D.G.S & D. rate contract,amalets may b
necessary. Firms holding D.G.S.& D. rate contract may be eegpistvith State
Trading Corporation who may procure the materials at the D.G.S. #ie.contrac
from such firms. No such procurement shipilowever, be made from the agents
the D.G.S. & D. rate contract holding firms. Similarly procedues be followed
for articles which are specially certified as of proprietaayure or when it is cleg
that only a particular firm is the manufacture of the stores required.

(Government of Sikkim instruction) Not. No. 45/Fin/Adm dated 9.12.97

1.1 Matters relating to procurement of store items form the aistmbrdealers
manufacturers on tender basis, the provision of the annexure to Rule
Sikkim Financial Rules, 1979, is mandatory. Of late it has been brooght
notice of the Government that provisions contained in the said annexufeute
128 to 132 are also not complied with causing dissatisfaction of de
companies in not getting sufficient time for them to participatéhe tender
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guotation. To maintain not only the standard in quality and cost of itemaldaut
to obtain most competative rates, the participation of maximunbeuof tenders

in imperative and also to have transparency in the mode of d¢temmsanust
confirm with laid down rules and procedures.

1.21t is, therefore, directed that the following directives be folldvie avoid the
above stated lapses:-

(a) Minimum time for tender notice in national papers, on no account, bthbss

30 days form the date of issue of notice inviting tender.
(b) Preference may be given to the manufacturers and agenciesghoédd
contract with D.G.S. & D.

(c) In the notice inviting tender it may invariably be mentioned that témder

guotation will also be received by registered post and consideredgeived
on or before the appointed date and time. The authority iny
tender/quotation shall not be responsible for late receipt due to postal de

INSPECTION AND TEST

8. For materials procured not at D.G.S. & D. rate conirsgection

should be carried by an officer of the indenting department nomingtie ihead of

the department before despatch commences from supplier's premises.

9. The above procedure shall be followed in case of all purchasesew
made direct by the department under specific orders of the com
authority or through State Trading Corporation of Sikkim under
existing orders. The State Trading Corporation of Sikkim shallaalept
the above procedure mutatis mutandis.
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