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GENERAL DIRECTIONS 

For fullilling the duties and functions of various Departments of the Government , "Stores" 

have often to be purchased. The Articles from 120 to 162 of the Chapter VI ("Stores") of the 

Kerala Financial Code Volume-I (available in www.finance.kerala.gov.in)contains the general 

Rules applicable to all Departments regarding purchase of stores required for using public service. 

Also in the case of departments like Public Works, Forest and Wildlife ,Stationery, Police and 

other special departments they have to follow Code and Manuals of the respective 

departments(cxample: P.W.D Code, Forest Code, Stationery Manual, Police Manual etc.). The 

above Manuals and Codes will be co-linearly applied with the Stores Purchase Manual and will be 

supplemented by provisions in the "Stores Purchase Manual" wherever specific provisions arc not 

. made in these Rules. Government have revised the STORES PURCHASE MANUAL as per G.O(P) 

No: 3/2013/SPD dated 21.06.2013 and modified vide GO(P) No.7/2014/SPD dated 28.08.2014 which 

a1·e available in Wv\w.kerala.gov.in(link:Reports&Manuals) and also in www.spd.kerala.gov.in. 

All Government Departments/Offices/Public Sector Undertakings/ Autonomous Bodies etc. 

shall take utmost care in following the instructions deliberated in the Stores Purchase Manual 

2013 while purchasing of stores. 

1. Stores 

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. This will also include 

/\nnual Maintenance Services/Contract for maintenance of machinery/equipment,computers. 

However It docs not include items like dietary articles of the animals in zoos, sundry articles like 

fuel, dietary products.(para 1.16) 

2. Forecast of RetJuirement 

A Government servant who has to purchase stores for the public service should estimate the 

requirements before proceeding with the purchase. Para 6. I to 6.3 of the Stores Purchase Manual 

t.lcals \Vith necessity of forecasting of requirements. The Purchasing Officer should estimate hi s 

requirements before proceeding with purchase and based on this estimation he will be able to 

assess whether Quotation or Tender formalities have to be j(Jl/owed for the particular purchase. At 

the end or each financial year, he should prepare a list of articles required during the next financial 

year. The list may be prepared on the basis of the consumption during the previous 3 or 5 years 

and wit!~ ref'crcnce to !'actors i r any, which justi1y an increase or decrease compared with the 

· average. The Purchasing Officer may effect purchase in order to secure the advantage of 

competitive prices for bulk supply. The purchase of any article in advance of requirements involve 

the locking up of Government money and is therefore not desirable unless it is reasonable likely 

to prove ad\'antag1:ous in regard to price. 

3. Administrative Sanction 

It i~ the duty or each Purchasing Officer to satisfy himself/herself that f1.mds arc available for 
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meeting the expenditure in connection with purchase of stores and that there is valid Administrative 

· Sanction for effecting the purchase. The Purchasing Officer will ensure that all purchases arranged 

by him are supported by valid prior Administrative Sanction as laid down in Paras 6.5 to 6.9 of 

the Stores Purchase Manual. 

4. Purchasing of Stores without quotation 

Ptm:hasing of stores up to Rs.15000/- on each occasion may be made without inviting 

quotations/bids subject to the condition-:; specified in Para 7.3 of the Stores Purchase Manual. 

5 .. Quotation System 

Para 7.4 to 7.6 of the Stores Purchase Manual lays down that 'Quotation' shall be invited 

where tile estimr~led · value of the stores to be purchased is above Rs. 15,000/- ·and upto 

Rs.l ,oo:oOO/-. A specimen form of the quotation notice is given in Annexure 10 of the Stores 

Purchase Manual, since the prescribed form incorporates all relevant terms and condition. it 

renders uniformity to the quotation notice issued from different departments. Short quotation notice 

a , m Annexure /.1 may, however, be published in the notice board of the concerned purchasing 

office and the nearby prominent public places. At least five JVorking days shall be r,iver.. for 

submission of c.p.1otation by the supplier from the date of quotation notice. At least three quotations 

should be obtained for tile purchase efkct~d as per para 7.6 . In such cases finn. can submit their 

quorat~0ns in their own commercial letter papers (para 7.31 ). Purchasing or stores ill tl1is way 

may be mad~ "'ith the recommendation of a Local Purdwse Committee consisting of three 

111cmbers as decided by the Head of the Department alter inviting quotations.(para 7.4) 

6. Tender System 

Para 7. 7 of the Stores Purchase Manual stipulates that Tender .Systems sh~)u]d be fol]o,ied 

for the purchase of stores when the estimated c.?M is above Rs.1,00,000/- A specimen form of 

te'1der is given in Annexure 2 of th~~ Stores Purchase Manual. One of the main advantages of 

Tend·~r Sy.;;tem is that tt helps to elicit a number of competitive offers. Moreover, the non

obsen ance of Tender System causes revenue loss to Government by way of cost of Tender Forms 

::md Stamp Papers for prelimina:-y/ final agreements. At least 15 days shall be given for ordinary 

stores which can be procured from the Lndian market(ix of para 7.3~). Single tender can be 

accepted only subjected to the condition specified i:l para 7.20 and 9.49 of the Stores Purchase 

Manual. 

7. Two Bid System 

In case of purchasing capital eqHipment, high v,due plant, machinery, etc., of Co)mplex and 

technical nature , Two Bid system has to be followed. The first part contain the relevant technical 

specification and allied comn:ercial details (Technical Bid) and the second part con!ain dw price 

quc•ted(Financwl Hid). These Technical Bid and Financi<1l Bid should be sca:Cd by th1: tenderer in 

separate cnvns duly ~uperscribed and both these sealed covers &re to be put in a bigger cover 
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which should also be sealed and duly superscribed. Financial bids of technically qualified bids 

alone be considered for selection.(Para 7.50) 

J 8. E- Tendering 

As per G.O(Ms)No:l3 /20l5/ITD dated 12.05.2015, all Government Departments/Boards/Public 

Sector Undertakings should follow e-Tenders for all tenders above Rs.5,00,000/- All 

queries/grievances pertaining to e - Procurement should be addressed to the e-mail 10: 

· etendersheln(mkerala.gov.in and also in the Help Line with Phone Numbers 0471 2577088 and 

0471 2577188 .(Para 1.10 and 1.12 & Note 1 under para 7.33) 

9. The cost of Tender form is given below (para 7.25): 

(i) Ordinary tenders involving supply of ston's: 

.-----·-----·--.---------
Cost of Tender forms Estimated cost of 

materials for which 
tenders invited 

Original Copy e ach (Rs) Duplicate copy each (Rs) 

r Above Rs. I ,00,000/- 0.2% of the cost of tende 
up to Rs . l 0.,00,000/- rounded to the nearest m 

of I 00, subject to 
ultiple 
a mtnlmum 

50% of the cost of the original, 
upper rounded to the nearest 

of multiple of 100 + VAT ( @ 5% 

Above 
Rs.l 0,00,000/-

1 of Rs.l500/-Rs.400* /-and maximun 
+VAT ( @ 5% w.e.f I .0 4.20 12) 

er 
ultiplc 

0.15% of the cost of tend 
rounded to the nearest m 
of I 00, subject to a maXIlllUm of 
Rs.25,000/- + VAT (~i 5% w.e.f 
1.04.2012) 

w.e.f 1.04.2012) 

50% of the cost of the original, 
upper rounded to the nearest 
multiple of 100 + VAT(@ 5% 

w.e.f 1.04.2012) 

(ii) Special tenders with drawing, etc, involving erection of plant and machinery : 

vf E timatccl cost 
materials for \vh 

tenders invitee 
ich 
I 

Up to Rs . l 0 lakhs 

Cost ofTender forms 

Original Copy each (Rs) Duplicate copy each (Rs) 

0.25% of the cost of tender soc~) of the cost of the original 
rounded to the nearest multiple copy rounded to the neare t 
of 100 - + VAT ( @ 5% w.e.f multiple of 100 + VAT ( @ 5% w.e.f 
1.04.2012) I .04.2012) 

Above Rs.l 0 Lak hs 0.20% of the cost oftender 50% of the cost of the original 
rounded to the nearest multiple copy rounded to the nearest 
of 100 + VAT (@ 5% w.e.f multiple of 100 + VAT (@ 5% w.e.f 
1.04.2012) 1.04.2012) L _____ _ 

* In addition to tile amount mentioned above, there will be an additional increase in the cost of the 

tender form as ordered in GO(P) No.409/20l4; Fin. dated 23.09.2014, which is summarized 

below:-

Existing Cost l~{Tender Form 

Up to R~ . l ,000/-

More tha11 Rs . I ,000 '- to Rs.l 0,000/-

Additional amount to be collected 

Actual cost+ 50% of the actual cost 

Actual cost+ 25% of the actual cost 
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Above Rs.l 0,000/- Actual cost + 15% of the actual cost 

: In short, the mini mum cost of tender form '"'.e. f 23.09.2014 is Rs.630/- i.e ( 400+50% of 400)+ 5% 

J nf 600 = Rs.630/-1. Tender forms also can be downloaded from the website(para 7.32) 

I 0. Quotations/Tenders in sealed envelope 

Para 7.33(xi) and 7.38 of the Stores Purchase Manual stipulates that in all cases, 

Tcnders/<)uotatiuns should be obtained in sealed envelopes with necessary superscription in the 

envelope~ . Quotations/Tenders received in unsealed covers should be rejected. Tenders received 

after the specified elate and time for receipt of tenders should not be considered {Para 7.43 & 

9.7(f)}. 

II. Rate Contracts of Directorate Gen,~ral of Supplies and Disposals(DGS&D) 

The Directorate General of Supplies & Disposals(DGS&D) , New Delhi i concluding 

rate/running contracts for a number of items in every year. The Purchasing Officers can avail these 

contracts if it is easier and economical to the departm;:nt. If the items are intended to purchase on 

DGS&D rate/running contract, it should be clearly mentioned in the administrative sanction issued 

for the purchas {Paras 7.5(vi), 13.7 & 13.8}. 

In the cas~: of items for which rate/running contracts(not rate fixation) settled by the Stores 

Purchase Department exists or a running contract settled by the Head of a Department exists, it is 

obligaL<:ry ror Government Departments to avail themselves c)f those contracts. The agreement 

· form to be used in the case of running or rate contract is given in Annexure 32. (Para 13 .9 ) 

12. Earnest Money Deposit 

In order 1.0 safeguard against a bidder(s ) withdrawing/altering its bid during the bid 

validity period Earnest Money Deposit should be collected along with tenders(para 8.1 ). The 

amount of' Earnest Money Deposit is /% ( rounded to the nearest rupees)of the total estimated cost 

of the articles fixed by the purchasing officer subject to a minimum of Rs 1500/-(para 8.2). The 

Earnest Money Deposited by the unsuccessful bidders will be. refunded at the earliest after expiry 

of final tender and not later than 30 days of the conclusion ofthe contract (Para 8.16 &14.7 ). 

In the c-Lendering system the Earnest Money Deposited by the unsuccessful bidders will be 

refunded automati\:ally.(Para 1.14) 

. 13. List of Registered Firms 
A certified list of firms/dealers on whom copies of Quotations/Tenders were I are served has 

to be kept in the Office (para 7. 16). Maintenance of such register will help individual enquirers to 

the local firms in the line and will also help to initiate action against registered firms/dealers who 

fail to quote consecutively on four occasions. The performance of each supplier can be watched 

only by keeping such a register. 

14. Tabulation Statement 
Tabulation Statement has to be prepared in conformity with the instructions in para 9.16 

and 9.17 of' th~.: Stores Purchase Manual.. ft is meant to render ready information regarding the 

quotation~/tendcrs received, rates recommended and accepted, the terms and conditions of supply, 
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details of payments etc. The Tabulation Statement should be correct, complete, informative and 

authenticated by the compete nt purchasing or recommending officer. The statements should be 

~ neat and clear. \\'hen the number of items is large, it is preferable to tabulate the rates for each 

item in a :eparme :sheet. 

15. Departmeutal Pu•·chase Committee 

When the total cost of the articles to be purchased at a time is beyond the financial powers of 

the Purchasing Olficer, he should forward the tenders received and other relevant record together 

" ·ith his recommendations to the higher authorities(para 9.39) 

16. Supply Order 

Para 9.51 of the Stores Purchase Manual stipulates that a formal Supply Order should be 

placed with the ~uccessful tenderer/quotationer . A specimen of the supply order is given in 

Annexure 22 or the Stores Purchase Manual .It should contain the description, quantity and price 

of the articles to be supplied. It should also prescribe the terms and conditions of delivery and 

payment ( Para 13.19). Copies of such supply order should be forwarded to the Accountant 

General, Sales Tax and Income Tax Authorities as envisaged in Para 9.53. 

As per para 9.61 of the Stores Purchase Manual , the purchasing officer shall forward a draft 

· agreement to the successful tenderer along with the supply order as given in Annexure 23 

directing them that the consignments need be sent only after executing the agreement. 

17. Ped'ormance Security and Agreement 

As per para 8.17 to 8.29 of the Stores Purchase Manual, the Purchasing Officer should 

arrange to take performance Security Deposit equivalent to 5% of the total value of the contract to 

be obtained from every successful bidder for a contract value above Rs.l ,00,000/-. A standard 

form of performance security and a specimen o I' final agreement( para 9 .60) is given in 

Annexure 15 and Annexure 23 respectively or the Stores Purchase Manual. The agreement 

should be exccttled in Kerala Stamp Paper of value as decided by the Government from time to 

time(w.e.f' 1.04.2015 the value of the stamp paper is Rs. 200/-) embodying the conditions of the 

order and providing necessary penal clauses for any breach of the conditions of contract . Payment 

in uch cases will be made only after supplies are received, verified and taken in to Stock. 

lN. Purchase from Public Sector Undertakings 

Government have issued orders permitting direct purchase from Government Departments I 

PSUs I Autonomous Bodies etc. in relaxation of Para 9.23 of the Stores Purchase Manual. Before 

proceeding lor direct purchase from Public Sector Undertakings/Co-operative Societies, such as 

M/s Kerala Stat.c Industrial Enterprises Ltd, M/s Kerala State Electronics Development 

Corporation(KEL"i'RON), M/s Kerala Small Industries Development Corporation 

Limited(KSl DCO I, M/s A11isans Development Co-Operative Limited, Kerala(ARTCO), M/s 

Kerala Artisans Development Corporation Limited (KADCO), M/s Kerala State Rubber Co

Operative Limited ( RUBCO), M/s Forest Industries (Travancore) Limited (FIT), Aluva, M/s Metal 

Industries Limited, Shoranur, M/s Steel Industrials Kerala Limited(SILK), Thrissur etc, the 
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purchasing officer should verify the Government Order in which the rates for the items were fixed. 

· The purchasing olficer should ensure that the period of validity of relaxation of para 9.23 of the 

~ Stores Purchase Manual is in force when the purchases are made as per those orders and also the 

specification and price of each item. Government of Kera/a have not issued any approved rate for 

computers and peripherals, Photocopying Machines am/ Air Comlitioners for the purchase from 

any oftlte abol'e mentioned PSUs. 

19. Registers relating to Purchases 

!11 ~ oicc detaiis should be ~ntercd m the 114ain Stock Register relating l.o th.:: items 

purchased. l'llis relating to pur~hase should not be passed for payments without making 

nccessarv entry in the Muin Stock Register (para 12.22). The details regarding the dcta:ls ui· ElvrD 

~.:ol!cctcd. Pt:rfurmanc<: Security and the scheduled date of release of Security Deposit should also 

i'.: dearly nuted in the EMD/Security Register( para 14.8) 

20. Settlement of Disputes 

Normally disputes should he avoided after settling the contract. However if any such situation 

(1ri ·es, Provisions in Chapter 15 of the Sto!·es Purchase Manual shot.:ld be scrupulously followed. 

21. Maintenance of Purchase Files 

The ri1aint,~:lancl' of' purchase files should be in accordance with the p:-ocedure iaid down 111 

th~ ManLlal nf Oflice Procedure (Para 14.10). For every purchase there should be a scpar~1te file 

containing dctail~ rega.·ding the order · sanctioning the purchase, tender/quotatio.1 notice, list or 

d~alers/firms individually contacted to obtain offer-;, supply order, final agreement ,copies of 

bills/invoice« \\tith stock t.:!ltry certitlcate and details regarding payment' . The current file and the 

Iwte fil€ sholild bt~ ~crially page numbered. A note llle should be invariably prepared and kept in 

· the file inJicating the day to clay actions taken in the purchase procedure. These files may be 

dosed on completion of purchase and final payment is made. For the purchase of the :.ame item in 

rht' nexl linnncJa! year, a n~w file may be opened instead continuing action m a single fi le for 

s2veral ye:=~rs. 

22. Unscrvic·~ahk Stores 

Article I~ 4, I :)S, 1 )(, , and 157 of the Kcrala Financial Code Vol. I deals with the unserviceable 

stores.. Unsen•iceaole stores means ite1•1s thttt L"anuot be made serviceable by repairs at a 

rmsonable cvst(Art !56) . . 

Stores which become unserviceable in the ordinary course or by fair wear and tear may be 

condemned by the authority competent to authorize replacement by purchase. The follov-;ing 

. certiticate my be recorded in such cases. 

"Certified that I have personally satisfied myseli'that each item written off in these proceed1ngs 

has bcorne unservicedble in the ordinary course through proper usage or by fair wear and 

tear"(Article 154 <. C KFI_' V c)J I) 

ILm ikm bccom~ unserviceable clue [0 the negligence or avoidable carelessness or a fJCTsor., t!Je 

~lem should r:ot bt~ condemned until alter th;: value of the item has be~n ·,witten olfhy tb.: autho,·iL.v 
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competent. to write off a loss of cash equivalent to their value OR the recovery of the amount has 

been effected from the person responsible [Article 155(a)]. Condemned stores which are quite 

worthless should be ord~red to be destroyed. 

The unserviceable stores/scraps can be disposed if they are physically present. The Head of the 

Office should record full particulars regarding all condemned stores in suitable lists from which 

their disposal can be checked.(Article 156). 

Tn all cases where the stores are condemned, the orders should be supported by a survey report 

m Form 21 (survey report of stores which are obsolete/unserviceable) of the Kerala Financial 

Code Volume- II ( ·"!ote below Article 156 of the KFC Vol. I). The other forms to be used in this case 

arc Form 20 (Auction Register- should be maintained by the officer during the auction process) 

and Form 20A (Sale Account- should be prepared when the sold articles are released). 

Procedures to be adopted for the publi{~ auction of unserviceable stores 

(Article 156A of the KFC Vol. I) 

I). Wide publicity should be given . for conducting the .auction and the form of publicity 

should conform to the rules prescribed in the departmental Manuals. In the absence 

of any provision regarding the publicity to be given, the officer sanctioning the sale 

shall decide the nature of publicity to be given with due regard to the assessed value 

of the articles to be old. 

2). Head ot' the office or any other Gazetted Officer authorized by the Head of the Office 

should attend the auction and record the final bids. A register in Form 20 should be 

maintained by the officer. 

3). Earnest Money Deposit at the rate of I% of the assessed value of the articles to be 

sold has to be realized from . the intending bidders before the commencement of the 

auction . 

4) . when the sold articles are released. The officer shall prepare a sale account in Form 

No.20A, the entries in the sale account should be attested by the dated signature of the 

officer who is present when the sold articles are released. 

The delegation of powers regarding the disposal of unserviceable items/Scraps were issued 

as per G.O(Ms) No: 223/ 12/Fin. Dated 17.04.2012, G.O(P)No: 110/13/Fin dated 1.03 .2013 and 

modified vide G.O(P) No: 506/2013/Fin dated 5.10.2013 which are summarized as below:-

The Admi nistrati vc Departri1ent 

The Head of the Department 

The District Oflicc:r 

Rupees 15 Lakhs in each case without annual limit. 

Rupees 5 Lakhs 

Rupees 2 Lakhs 

The sale procecdr; should be credited to the miscellaneous receipt of the department concerned 

(Article !56 (i KFC Vol. J) 

23. Sur_Pius stores 

Stores remaining in stock for over a year should be considered surplus unless there is 

sufficient reason to treat them otherwise. If on verification it is found that stores are held in 
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surplus, the Head of office should make out a list of such surplus stores with essential details and 

forward it to the Head of the Department. No sale of these stores should be made until it is assured 

a· that no Government Department requires them. The previous sanction of the competent authority 

should be obtained for the sale of stores regarded as surplus. (Article 157 of the KFC Vol. I). 

Before orders are placed with private firms, the surplus stock of articles available with other 

Departments of the Government should be first utilized, irrespective of the cost at which it is 

available. (Article 129 of the KFC Vol.- I ) . 

Forms to be used in this cases are Form 21 (The condemnation order should be supported by a 

survey report of the stores which are surplus and for condemnation), Form 22 ( A report of 

the surplus stores for disposal shall be prepared in this form and should be signed by the Head of 

Office/a Gazetted officer authorized by him), Form 20 (This Form should be maintained by the 

officer during the auction process.) and Form 20A (this form should be prepared when the sold 

. articles are released and the entries has to be compared with the report in Form 22, before this 

form is authenticated by the competent officer) 

24. Important Articles relating to Stores in Kerala Financial Code Vol. I 

(a) Purchase sanction (Art.125) 

(b)Receipt and verification ofstores-Art.l47( I) 

(c) Payment for stores-Art.148( a) 

(d)Stock accounts- Art.l49( 1 ) 

( e )Stock accounts for raw materials, furniture & stores, books, forms and stationary (Art. 150) 

(f) Valuation of stores in stock accounts(Art.l5l, 152) 

(g)Inspection of stores(Art.l53) 

(h)Unserviceable and surplus stores(Art.l54, 155,156, 157) 

(i)Verification ofstores(Art.l58, 159,160) 

(j)Discrepanci~s found on verification of stores(Art.l61) 


