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41.  In Article 146 (the words «through the Control Officers | 9

and returns (j) to (m) are deleted.

42.1 Article 161 (1) is amended to read :— ]
. «The Magistrate of Accounts shaj] exercise a prior control

on the legitimacy of Government contracts.» _ [ Sfores Reg U' a ﬁOns
43. " Article 167 is deleted. o ' . \

Article 2 : | . CHAPTER | |
This Decree shal lenter into force on the date of jts publica- " CLASSIFIC -
tion in the Official Bulletin. . | | ! . ATION OF sToRES
© Mogadishu, 27th December, 1971, ’ o ; Articte |
: ' Classes of Stores
Maj. Gen. Mohamed Siad Barre (1) For g
Ccountmg Purposes st
PRESIDENT (a) Genera] Store Ores are of two Classe, Namely
Stores, '

: . (2) The
(Jalle M. Y. Weirah) nely: Se classes are each divided into

Secretary of State for Finance (a) Comsumw} Store.
. e 01'88,' :

(b) Expgndable Staores;

of the Supreme Revolutionary Coumcil i' ') Central
. : ]
!
|

j (d) Nom-expendapje Stores,

Arti-;l e 2
Genera

Geheral stores g,
Te sto
}x;e}:(tj to the appropriate sub%l;gsa- e, cos
e: on charge a4 accounted f,

d of final expar kS Charged ;.
or by ~nmnherp§1r]1?;'fum' -They . are

Article 3
Central

0n financja| 44 well as numericaslu.iﬁzgz dccount, They are held

(2) Centra] storeg COns;:
ed fq.r_ arrying out Gq
cles in general uze py

=

S B
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. . . roed
n Central stores are issued for use, their cost is charges
t(g )ntheW gggrogriate sub-head of expenditure in the Estimates o{ .
the M-inilst-ry or Office concerned and the Central Stores account
is correspondingly credited. ,

Article 4
Consumable Stores

i ' i issued for imume-
Consumable stores are stor,gs wihich are jssu
diate consumption, e.g. drugs, paint, soap, rations, etc..

- Article 5
Expendable Stores

dable stores are stores which have a short life once
they Efepeguta irfto use, and are l-i's'tedAa:t Appendix A to these
Regulations.

\

Article 6.
Non-expendable Stores

' ich have é'..long life
Non-expendable stores are stores which h. Jong
e.g. furniture, machinery, motor vehicles, ,typewnt_ers, ete.. -

Article . 7
Plant tand

nty includes all fixed and .rpoveable n_lach_i-ne-

S)W\TEBE ?c:‘g ;ng}cabetome a pant of the building in which it is

~used, It covers such items as pwmps ,concrete-mixers, tractors,
but not motor vehicles, :

. . . P by -

1 rises all small hand equipment which may
L(xizd (f‘crfro%ﬁ;lﬁ:m?v%rks or services-in work-shops or.on vehlclf:. ‘
but not consumable articles such as. rfiles-, haclksaw blades, etc. A

Article 8
Power to classify
The Magisfrate of Accounts has the power to direct that

any particular stores shall be included in a par,tix;u}ar class or
category. R : _

E
ponsible f
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CHAPTER II
SUPERVISION AND CONTROL OF STORES
\ .

Article” 9
Gereral Responsibility

very officer of the State is personally and pecuniariiy res-
or State property under his control or in his custody.

Article 10
Responsibility Director General and Heads of Departments

(1) The Director General has overall responsibility for ensuring -
that these regulations are observed

(2) Each Head of Department is responsible to the Director
General for the general supervision and control of the stores ac.
counts of his Department and [or the allocation and proper per-
formance of stores duties by his staff. He shall cause quarterly
inspections of each store under his control to be held

Article 11
Responsibility of subordinate officers
At both the main stores anﬂ branch stores the officer ex-

pressly delegated by the Head of Department shall be directly
responsible for the supervision and control of the stores of their

_department. Thijs delegation does not absolve the Director Ge-

neral or Head of Department from the obligation Imposed by
regylation 10 above, -

Article 12
Responsibility and dutes of - Stores-keepers
The store-keeper in char%e of a store or a section of a store

is personally responsible for the safe custody of the stores in his
ciarge and for, seeing that they are properly sheltered and pro-

tected. This includes.

. (a) Checking, handling and storage of stores recejved,
(b) Checking and packing of stores issued.
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(c) Maintenance of stocks.
i d irregular issues. i
d) Preventing waste and irregu .;
Ee) Periodical verification of stock balances with tally cards .
and ledger balances. - E ore -
(f) Ensuring that no article is removed from the- sto
without his knowledge.

Anticle 13
Inspection of Stores

- i A rtment (S.R. I1)

y fficer delegated by the Head of Depar' ) AL

s(}lllll Egidoq:xcai-rterly -%nspeqtion»s of each store under his _control.
These inspections shall.lnclude: i the stores ledger

rerification of the additions in the stores

- ?nées: \{:;; l‘ct::;mparisfon of the ledger entries with.the
receipt and issue vouchers. ' _ )

{b) A test comparison of the ledger balances with the actual

‘ stock arid tally cands. S )

(c) An inspection of the.condition of the goods in stock an
the-manner in which they are stored. ]

(d) An inspection of the condition of the store-rooms an

yards, locks and fastenings.

(2) The delegated officer shall submit to the Head of his Depari--

ment, with a copy to the Magistrate of accounts, a report on his
inspe'ction. This shall state: ‘
(a) The results of the findings in respect of (1) above.

(b) Whether the ledgers and tally cands are properly kept
’ and entered up to date. , 4

{c) Whether vouchers, invoices and Tequisitions are pr e |

. perly filed.”

(d) Whether any stores are held in excess of requirements : 5;.‘.:3

or are obsolete. .
as a result of the inspection.

(1) Necessary recommendations.

Article 14
Checks of plant and. tools

- Officers to whom plant and tools. have been issueq checks

that such plant and tools are present and for current use shall ]

sastisfy themselves by monthly correct.
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Article 15 B g
S‘ecurity of store-rooms

The Store-keeper shall remain
open, shall be solely responsible fo
gate the duty of locking up the sto
Hhe shall examine locks and fagte

Present when store-rooms are
r the keys and shalj not dele-
T€-rooms to any other person.
nings trequent-ly. °

Article 16 R
Care and arrangement of store-rooms

The store-keeper shall see that the store-rooms and yards

are kept clean and tidy, the-store-rooms properly ventilated, and
the stores well arranged and easy of access.

Article 17
Storage of goods ]

(1) Clothing and other stores subject to deterioratio

or damage by inseats should be raised off the groun
mined frequently.

n by damp
d and exa-

(2) Fluids contained in drums, tins of casks should, where

possible, be stored off the ground to enable leakage to be readily
detected.

(3) Kerosene, petrol, exploisives and other highly infiammable
stores shall be ‘stared in a separate building as’ far away as
possible from the main store-rooms,

(4) Cement should, - if possible, be stacked: not fno.re than ten

* bags high nor remain in store for more than four months,

(8) New Stocks shall so far as possible be stored, behind or be-
neath old stocks in order to ensure that issues are not made from
fresh consignment - whilst balances of old consigments are still -

. on and (See S.R. 74 (2)).

(6). Part worn and obsolete stores and stores condemned by a
Board of Survey should be kept separate from unused stores,

Article 18
Precautions against fire

‘Adequate fire f'i-ghting appliances shall be provided and.

" mantained in a servicable condition readly available for use in all
.. State stores, o ‘

RS A B At
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Article 19
Issues on. loan

(1) On no account- may an article be issued on loan from a

central store. o
(2) General sicres may oniy be issued on loan with the ap-
proval of the Director Ceneral,

Article 20
Cositrol of empty containers

Empty petrol, le-osene, etc,, drums, tins and other saleab‘l'e,_‘j '
containers should be returncd to the contractors, or if not requi-
red for State service, sold and the proceeds credited to Revenue "
Head Miscellaneous, sup-head Unclassified Receipts. Department -
‘shall maintzin sucit coutrol of other empty containers and will

N ensure that the State does not suffer avoidable loss.

Article 21

Reporting Lossres',' ete. .

Stores-keepers shall report to their Head of Pepartmen{,
without delay any casé. of loss, damage or deterioration, -or any:; y.
difference between the ledger bajance and the actual stock. Such . :
losses shall also be reportad to the Minister .of .Finance and the -}

Magistrate of Acconuts. (See also Chapter X).

CHAPTER 111
BOOKS AND FORM GF ACCOUNT

. Article 22.

Store Acccunts

r having in his charge or custody any Stat,.

ger or such other form of recor
Minister of Finance, after consultatiol witl
ion is subject.to if

~ Every olfice
stores shall lLeep a store led
as is approved by tite.
the Mapistra’e of Accounts, This regulat
exception in S.R. 23 (1) below.
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Article. 93

‘Consumables.

(1) Consumable stores bough yo i !

: ght locally or obtained from-Gene
gr tCekntral stores in small quantities ?or imm-:d?:te: l;gemngee;er{gtl
g aken on charge. ” A certilicate should be inserted -on .the vou-
cher to the effect that the stores wereput to immediate use.-

-(2) Bulk purchases of consumable stores in such places as h'o-s-

pitat and schools shall be taken on-charge’i ti
other suitab'e record. They m o off thargs wheo tioy
iner Sultabe reco y may be written off ch.argt'a:when the_\"

Article 24
Expendables

. Lixpendable stores shall be taken on charge in ledg
1r;ftl}e same way as non-e:gpglﬁ%%}barﬁf"’ Tgﬁely;1 rias;ogees“}ﬁgt :nr
?Vit,h;z;viv%réavggegf uSnsgrwc 4bte on the-authority of the Minister

Ll . £
aag s, 2 Board of ! rvey provided that the total value does not-.,

Article 25
‘ Non-expendabie CcntrnI,A- .

(1) Non-expendable Central stores shall b reco in ‘a -~

tral Stores ledger as described in Chapter X%Irfacqrded e Cen

(2) Non-expendable general stores shall be’ reécorded in .4 Ge-

Exerz_wl Stores ledger. This will be in book form and will be ruled

;;nlcr:e hSt;wréas Font')r{l unée.?s tflllle approval of the Minister of Fi-
as Ceen obtained for .

or Tor & diftsrent raleg r-the use.of a loose leaf or card system

.(3) Regula»tion'25 (2) above shall .l.mt- be applied to stores

:zsgalr:t?{‘jzrxll;‘e.ady in operation at the. date of p‘rorr_x,ulga.twion of these

Article 26
Obsolete and .unservicéable stores .

- Stofes which Have become ‘obsolet \ i
which it is 11 . o ete or .un-serw.ceable but
Separate ledgtzcre.assary to retain-on .charge §h:oul:§ bef'egtgr'gd iﬂ_’{a

P
ey

Sty

5

ST TP
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Article 27
* Arrangement -of ledgers.

(1) -‘Separate ledgers shall be maintained for -each-store or:sub-
-store.  So 'far -as - possible records of articles of the same class
shall"be kept-in-one ledger -and items shall be.entered in atpha-
betical -order. ' :

. The unit-dl' quantity shall be shown at the head of the folio
-and sarticles-shall *be taken -on charge in that unit. :

(2) Separate folios, shall be ‘allocated to the various articles
in stock, and the description of each article shall agree with that
on the tally chad (see S.R. 32). All bound ledger %

numbered consecutively. Looseleaf ledger sheets shall be given
the same number on fromt and back. When new loose leal sheets
are inserfed to continue the. record of any item, they shall be given,
the same number as the first sheet of that article, followed by. a
‘further riumber in brackets, eg. 5 (1), 5 (2), etc.. Completed
~sheets, when taken out of a locseleal ledger, shall be filed in
sumetical “order ;in -a..separate binder.

/
Arti,cl\e 28
JIndexnig

A complete, index -arranged in -alphabetical order shall be

kept in each ledger, except that where more than one ledger is
*in use -or tooseleaf ledgers are used, 'a separate imdex may be

kept. The follo numbers in th eindex-shall be amended whenever - :

sthe-totals -on one: folio -are-carried forward to another.

_Articte 26
Entries in ledgers
A complete record of the receipt and issue of all articles

of-accountable State property and stores, including livestock, shall
be kept in the stores ledgers. These shall be posted daily and

each entry shall be supported by a receipt of issue voucher, the’

number of which shall be quoted against the entry.

12):  All entries shall be made in ink.

(-3). ‘-.'In-the-ca'se of Central stores anid, whenever pdssible, in the

~case o -General-stores, the 'ledgers should be posted by -some of-
ficer ‘other than the store-keeper.

olios shall be -

Article. 30,
Balancing 6f ledgers

A1) In ledg .

e bae S e e s 0o
the end of , : P

Fed by ~ruu'ng.~a l.‘"'f't'!’e_f al:nc-:a].yea:. the- ledgers: Sn.:

(1) A new led
- either been filleq or pami LY b€ opened when the oig one ha
’ S

or
cerefully. preserved fofcgzﬂditunservic-ea:ble. The old_one ‘shal| oo

(2-) ITons in ¢ SE e

when a new Je assification. and arrangement - shialy:

(3) The Openinge tl;als openiad ) all.be.corrected.
renced t

lances in th .
0 i e new led Ik
he closing balances in the oldeleg;é;h:rll{i b‘ﬁgzr?’ss:neie:
. vice.vensa.

. Article 32
_.'! ) Ta“y Cards

) Posted immed;a-
led by the storekeeper. The tally gnd each entry shall be mftiﬁ-

e+placed with
f the- stores maktg;

. Article 33
Distribution ledgers and inventories

use, and wh

Article 34
Claims Register

Each Ministry which ;
register for record sic imports stores: shall keep a claims
dfl'maged (Sea Chagfgejr )f{ﬂl‘fl’-‘? which, are. shortlanded. missing. or. .

5,
R

. e P T

o A o e+

[
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Article - 35
.Loa.n Register.

" b registei oot b aadird i isbue [ ‘stores on loan”
A register SHall bé { to record the fssue ol SiC T
! fA' ‘;e' 19{3;;15};@2 ?chc(ier?i of loanns fhay be kept in th
d fheir relurn. A Te

Tend"g"él" if suitable:

Article 36.
Stores voucher

& i - shall
kept to record-the issue oflzéﬁges;, shall
\enl-) consecutive numbers.

- or sha.l\l be uch
e togather uchers shall be in books of ?e”al Y

e fited together -and -giv
s and requisition sste Vo
numbefed forms: = o hers shall be recorqe]d
. ber of stores vouche . folio to which
(2) The ser Jal'nntL;lr: seiores ledger, aud the l;igge;n the vouchers
againE{t enl‘t;,euses1 have been posted shall be n
receipt or 1ssu . )
i tem. ,
against each i ‘_ ' - which shall
Vorichers shall be raled off after the last entry,
), itialled by the tesponsivle offcer. - e
o ‘ ' 1l copies sha
" If it is necessary to cancel a voucher, all copl
(&) o ecancelleds, initialled b
ned in the book.

vVou p i if l’lcil.

Article 37 -
N(;' erAa'.sure's' or a}ter_zitloqs

) - 'dgerS.
~ : ade in any ledg

3 feratins shall not be mac s. Corrections

tErasu{f:\.regio:igsr requisitions, ‘odr in;,cotl;lcrt;ﬂgh the incoged

registers,’ by drawing 2 line in re ds above it. Cor-

should be made by the correct figures or wor fficer. In the

ety N el be initialled DY I reaP Tt e issuing-office
reotjons shail chers, -Hils shall inc - DO wyer,

case og;s?:;p\:ggfheflf'he recipient of stores, h°we"" :

?:fk;t corrections to an issue voucher.

vy the responsible officer and retai- .

may not

S P S A

R CECEE

‘suffered a loss through misure of th
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CHAPTER 1V
METHODS oF OBTAINING STORES

Article 38 _
Stores to be obtained from Central Stores
As a general tule all stores should be obtained from the

Central Stares, Whete it is Necessary to obtain stores direct
from abroad they-<should be ordered through the Stores Officer. -

Article 39
Local Purchases .

Local purchax-ses ma,y only be made if the articles are urgen-
tly required and are certified as not being available in the Central
Stores,

Article 40
Authorities for local purchases

(1) A.Minister may authorise local purchase as in S. R. 39
a)bs%e provided the value of any one order is not moare than Sh. So,

(2) Repeated purchases of the same article in order to avoid
exceeding the above limit is not permitted,

(3) Local purchases over Sh. So. 1,500 in va
mitte dto the Tender Board for the placi
public tender (See Chapter V).

lue must be sub-.
ng of contracts after

Article 41 -

Qgiw awgistrate of Accounts may challenge ,

“local purchases Excessive stocks

it is shown that the use of local
y the exercise of proper foresight, or that public funds have

e powers of local purchase,
the respansible officer shall be Iiable.




*" the authorised provision in t
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Article 42

. isiti indented for
not be purchased, r’equ_xsntloneg or i
i Storesi le-]; lili?grtnents? The responsible officer mafly fcz sl;;l;g
i!‘ lflic?i? gny lgss that may result from the helding-of e
ial : : .
stocks.

© Article 43
Financial responsibility

i : i imself that proper fi-
ible officer shall satisfy himse .
nanciuZIheall;tel?g?i?;b eii.sts;,l 'I?efogen (;)égem;%e gzns;cl:;ﬁs eg;u lislqm 4,1gt
e e the atores when & a ol d will not cause an excess over
the cost of the stores when suﬁghsute. | |

Article 44 ' . _
Requisitions on the Central Stores

. ‘ i ' the Central Stores
i ishi to 'obtain s’tor'es_ _f.rom ent res
hall (s)xf{)ln?:iisa-‘-:gia“l}l% numbered requisition on the approved fo
siS’cores'F‘onm 13). (See S. R. 75).

Article 45
Idents on the State Ag‘entg

i : nts of the
' be obtained through the Age
| éltZ:te I?l?:ﬁtiéorp\ns:;z;isd tfi)-n quintuplicate on Stores Form 28.

! ' h Ministry
[ bered consecutively by eac
(2)f eslﬂd:eralrtise:hlgglrggb:t:;tend .each financial year, and only one
r . -
ger:ies being used by each Ministry. e e staniocd
‘(3) The stores ordered should so far as possib ek e standard and
(3)‘1 me Ufgent indents should be clee,rrl%'a tn;gr ed so,
:;écg{m{ is unnecessary, this should be s .

icles should not be

ticular firms or special brands of ar:txc':l:s iShoung lc]lging.
() e & indents unless good reasons exis tog
%\mﬁf;eguclg reasons exist they should be fully stated.

X - [ . e‘.g.
5) Indents should show clearly any special instructions
&ag-arding packing in a particular manner. ,

-cat
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(6) After registration by the Magistrate of Accounts"i;ndents
should be forwarded to the Stor

I es Officer for onward transmis-
sion. : .

Article 48
Date of submission of indents

(1) In order.that the cost of the stores may be met within the
Vear for which provision for the expendijture is made, indents
shall be submitted as 500n -as possible after the Estimates are
approved. .

(2) In cases where it is impracticable to postpone the submis-
sion of an indent until after the Estimates

have been approved,
application may be made to the Minister of Finance to submit an
indent in advance. :

Article 47
Estimate cost to be entered in nident and in Vote Book

The estimated cost of each item, includin. freight and other
charges should be inserted in the indent. T

e total estimated
costttxf the indent shall be entered in the Vote Book as a commit-
ment,

Article 48
Clearing and forwarding of Stores

Stores arriving from abroad shall be cleared by the Stores

Officer and forwarded to the Ministry concerned, The Stores
bOfniicer,’*?lowevere, may make such other arrangements as may
e suijtable,

Article 49
Disposal of shipping documents

The Stores Officer normally receives the original invoice
and the bill of lading. If these should be sent to the Ministry

concerned, they should be forwarded bo the Stores Officer so that
th estores may be cleared, :

(2) The duplicate invoice, together with any other communi-
ion regarding an ident from the Agents should be forwarded
to the Ministry concerned for retention and necessary actiomn.
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. Article 50
Local purchasses

(1) For each Ministry headquarters, region or district the rele-
vant Minister shall nominate, by decree an officer of not less than
grade A-7 as purchasing officer. This officer shall be responsible
for the purchase of all stores in his area.

(2) For stores bought locally a combined Requisition/Payment
voucher (Fniance Form 4) in quadruplicate may be used. The
original and duplicate shall be handed to the supplier, who shall
return the original to the Ministry with his bill. The original,
with the bill attached, and the triplicate shall be forwarded to
the Comtrol Officer for payment in the normal manner. The
quadruplicate copy, with the payment voucher number duly added
shall support the entry in the stores records.

(3) Where stores purchased are normally available from the
Central Stores, the Central Stores requisition marked «not avai-
lables by the Stores Olficer shall be attached to the payment

voucher. )

Article 51
Preparation of requisitions

No space shall be left before the first item entered on a re-

quisition. A line shall be ruled under the last item and a dial
gonal line rilled across the space that remains.’

CHAPTER V
CONTRACTS AND TENDERS

Article 52
Classes of coniracts

(1) State contracts fall into four classes, namely:

(a) ocontracts for wiorks;
(b) contracts for the supp
specified quantities;

(c) contracts for services; _
(d) contracts for the supply of stores at lixed rates in
unknown quantities for a period, :

ly of stores at lixed rates and in
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(2) The first ; }
onclasses of contracts shall be entered into as

the need ari he L
: ] . ast two
period of tweive months starting %Irﬁgeihzhla;: g]fo ?::lll]a.yrybe for 2

Article 53
—_
Placing of contracts

cost of Sh. So. 1,500,—. T iti i
purchase of stores are sof ou{] ?ncgﬁggg s“gover.nmg fhe. local

- (2) The Minister shall i
a comparatine oo o all, whenever possible, obtain quotationg on

(3) Contracts costing more than Sh, So. 1,500,— shall be made

through the Tender Board. In the case of classes (a) and (b)

;b:nvti chf_I;LstggitﬁhaI{ notify the Tender Board of their require-
list of their probablse ?'e?:lsi?er(r?) 'f& f(d) o i pall furnish &
before e (o002 Deqeoire ents for the following financial year

(4) The issue of a requisition i
5 | requisition in the approved | i
sisgalg gz'r cté]: Ma[gf.ustrgie of Accounts sll)lall be ?amc'or?tli-lg,ctmgr-
when i tnt:ﬁieg tgt?;'gls(.e monm.}';lh contracts are required only
item during a financial year, re fhan one purchase of the same

(5) Contracts affect; ' o Mini '
by the Minister of Finneilgncr:é].ﬂIr e than one Ministry be entered into

Article 54
Summary of contracts,to be notified
A summary of general Stat .
. o iale contracts w| i
articles to be supplied by each mntracboracﬁal?ltfg gg{i‘:ﬁgd l{)s‘;sthoef

Tender Baard to ali Ministri
l 1 Mi es, and Minist i
requirments of these articles irorinthglj:gﬁtt:;i:o?ga%eﬁf?g fheir

| Anticle 55
- Contract’s Inability to supply or default

If any'arf'icles are not avail- V
. e | able from the St
the Board shall be notified and may anuthorizeethei?t;uizgta;:t%lﬁ

* sewhere, U-nsaftisfactnry services by a contractor should be re-

ported to the Boand.

Praos
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Article 56
Tender Board
Te Tender Board shall be composed of the following mem-
bers : ' '

£ Chairman — a member of the Ministry of Financ.e;
Members — a senjor member of each of the other Ministries;
¥/'Members shall not be purchasing officers .of
Ministries (Sée Reguiation 50). ' .
L (1) A quorum shall consist of the Chairman and four members.

/(2) . The Tender Board may delegate its powers, either generally
/ or_specifically, to regions or distriots where circumstances make
" it more-appropriate for Tenders to be so handled or to the State
Agents. i '
v/ (8) The Tender Board is empowered to call upon or invite any
“ officer to assist them with technical advice.

-(4) The Board shall meet, in private, as and when necessary.

Article &7
. .. Calling for tenders .-

(1) The Secretary to the Tender Board shall advertise Tenders
immediately he receives notification of the requirements of Mini-
stries. Tenders shall be advertised in the local press, on the

" Radio, through the State Agents for world-wide Tenders, and by
direct approach to likely Tenderers, as is most appropriate.

(2) Where a deposit is required as a guarantee of the tenderer’s
bona lides the adversiment shall state the amount of the depesit
and specify the merthod of .payment. - The deposits shall be refun-
ded on.the signature of the contract. . In the case of the successful
- tenderer this shall only be done after he has given the necessary
security, if any. '

to the Tender Board shall inform the State Agents of ali details
relating to the tender. The Agents of all detalls relating to the
tender. The State Agents shall normally forward the-best ten-
der from each country involved to the Tender Board for award.

A(4) 'I"h.é State reserves the right to reject lowest or any tender.

(3) Where it is desirable to call for tenders abroad, the Secretary -
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(5) The Tender B . . "
l "1ng tenders where:Oard may.'éuthorlse'PurChases without advertis

(a) the articles required 5o
. o . quired have been st o

| t ((b)) therg is only one supplier; or’ standardised;

: .{¢) in the opinion of the R,

a & served by advertigifg?ard' no useful purpose would
’ In the case of (¢ ‘
purchase without (c), the r.

strate of Accounts

easons of the B ' i
a tender. shall be made a?ari?afbolgat%plt-g?n e

In writing: agi-
f Article 58
: - Proced
i ) | Frocedure for dealing witp tenders
f _The following pr - '
|| tenders of any deseriprion: ¢ “Ml! be observed for dealing with

(a) Tenderers sHaH s

pes ,marked with ubmit tenders in plain sealed - even]o-

the tender number.

| (b) The envelopes inine
: stamped wifh al;:ontammg the Tenders shall be date

1 n official stamp j ia
received and initiafled by the %éggg-;dﬁt?ge tg?;rzre

(¢) They shall then pe put into the box provided by the

Secretary to the Board if
( d if the tenders h

g;nbdy tl}lgahix'e%resentatxve of the tenderea:I, ifc%r;?vzi,egozt'
B wﬁich sga“oxb:h;é}db% fitted with two locks, the ke g
B ! Y two officers detailed by ﬂ?l,e

The envelops shai] be retathe advertised closing time.

ined after the
d:?:. opened, and shall be attach forhe tenders have

(¢) Until tenders have -See k » ‘
| n finally dis

Steal;rgtoa::_;d atggyoil}ali g)e kept u);-lderplcc))scida%fdblile;hgy’rft?e-
ponsible for dealigg wniltlgxmtl;xi:r:t.ed f0 those offcers res-

(f) As soon as the Boa ' v
: rds has made its decjsj ini
;cte;a'(‘:gncfexged shaill submit all thespa;??sfo?c; lscll]]i Aze&'ms"
0 ccoun_tmg:frocedure- legislative decree. e

‘ ol 1 _— il
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~ ‘Article- 59
Forms. and. particulars

(d) local purchases;
(e} retisrfied stores;

The necessary forms .and .general conditions of . contracts
can: e obtfalged onia lxca(tliOﬁ to. tl}e Secﬁetary, Tertliderl l?o;rid T (g) excesses f d b NI
Ministry.of.:Fniance; oga istiu; unless’ o erwise stipulated”in o oun y Bo d 2l
thez tender: advertlsement _ . 1 B a_r of S“WEY of ‘on, stOCkfa}d“g

ARVCRTR ¢ ) ¢ ;conversion, or.manufacture; .

e

‘A:tlcle-éo el R ) Artxcle 63
Acceptance of Stores SR - " - ., g Vouchers supporting rec alpis

Entriés: :

(1) For stores purchased locally under an award by the Tender ‘ ‘ rlesiiy the stores shail be s

- Board, the stores:shall-be examined- before being accepted from L (a) bY duplicate inyoices;;
-the contractor by the Stores Officers of ‘the Ministry. concerned.” L - typ s

ppo'fke?:i .I'a!:;:':‘follows :

A certificate of acceptance shall be .Signed.by.all three officers b o OPy,__bf. the Tei nisition /is e "
-afid shall' be“attachied to the Televant payment ‘youcher.” The Ten- o ‘(c) by the duphcate issue vrn. h o ':"'0 Y fssue Fcu‘:he-',
dex; Board may appoint members to assist the acceptance com- 1 the'transfer is' made; eher of the store from which
mittee,. - ‘ T

' (dl) by the quad o
(2) In regions or Districts where, this is niot possible ;the Re- i ' etivoucher q Ra m“t COPY of the reqmsxtiop/payment
glonal Governor or Dlstrict Commxssxonel shall appomt ‘an accep- . @, A
ance commxttee. oo : A _ o '1;_;(;:,,,) and _(g) by a recelpt voucher

) where necessary,

e TER
ane Minister," ot
" "Board. -

o Stofe'feceipt vouchet S
cate. They shal] be si i ( i oty dared in dupl-
The uplicate shaj| begéigisgdthe omcer ke Lﬁ Fand per B

- “ginal handed to’ the oﬁzcer depoglz:xlggetgiog?nl:: 0 and | ihe °"".

] decre
e proposal of ‘the’ Chai an“of the.

x‘xu [ .\1 Wk

e S

“checked agalinst th ; d ; ageo snall be earefull . g
‘ard signsof. damaeeSh:-ppigg docunen_s and sxamined for outw{«.

to packages- contdgiin Spacial, attention. ehou}d be cw
de emage b seayaler, g Breé cab.e sfmps or ..i
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Article 66
Damaged packages to be opened and examined
i ' ing been tam-
f packages show signs of damage or of having been tam
peredlwi%?l,'thgey shall be opened and the contents examined in

detail with the invoice (s) in the presence of the ship’s agent or
representative before delivery is taken.

Article 67
Certificate and report of loss or damage
issi certifi-
it is found that stores are missing or damaged, a cer
cate oIffigs;Sorotlilamage shal lbe obtained from the insurance or tl;le:
ship’s agent, ‘giving fuil particulars of the shortage. This cgrt
ficate, together with, a report in triplicate, shall be submitted to

the Head of Department of the consignee Ministry. The report
shall state:

(a) the names of the persons present when the stores were
examined;

(b) the name of the ship and the date of arrival;
(c) particualrs of outward signs of damage;
(d) the method used to open the package;

(e) particulars of shortage or damage;

(f) the broblable cause.

Article 68
Submission of claims

The Ministry concerned shall arrange for a claim to be made

on the Insurance or Shipping Company or State Agent.

Article 69 _
Endorsement of Bill of Lading

i i : taking
ds are received in good order the' officer 2
delivelrfy Tlfal%ogive a clean receipt on the bill of ladingl.l, If'fial:ic;;;’g
shall ever, any are lost, short landed or damaged, the bill o
shall be endorsed accordingly.

T 409 —

Article 70

Removal of stores

. Stores shall be removed f
gosmble after delivery has bee

rom the landing place as soon- as
e provided against loss

n taken. Proper safeguards shall

or da X
these rules shall be liable to e Olficer who fail to obey

be surcharged

e su for any loss sustanjed
arily incurred.

or warehouse rent unnecess

Article 71

Sto;es to be checked on recelpt

All stores shall be checked with th i e
mediately they are received, - € covering d°°“me¥§8;im

Article 72

(1) When stores are recejved Short or d

i amaged, the full ti-
ties shown on the vouchers shall be take g quanti

n on charge.

(2) In cases of stores received from abroad the storekeeper-shall
inform the Head of Department, who shall cause an enFry-fo be
made in the Claims Register (S.R. 34). A e¢laim shall. be sup-
.mitted as in S.R. 63. S L

(3) In the case of stores obtained locally, a claim Shail be for-
warded to the person from whom the stores are received.

(4) If the claim is not met, the shortage shall be deal ‘t
laid down in Chapter X. ge shall be dealt wi h as
Article 73

.Stores to be taken on charge at once

‘Accountable stores s

hall be taken on charge on the day they
are received into store. :
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. o ! stribution shown at the foot of the form. The receiving officer o
CHAPTER VI g shall cg_r’cif]ii on the relevant copies that the stores haw;. é)een A
P TORES i received and either taken on charge, quoting the siores ledger, G
15SUE OF STORES : etc., {olio number, or have been issued for use, and shall return the - }‘
Article 74 ’- relevant copy to the issuing store for filing as in issue voucher. o

The receiving officer shall retain the remaining copy as a receipt

Issue of Stores voucher. (See S.R. 63).

i
! R
' : i s { (2) The same general procedure shall be followed for central
1) Stores may be issued for any of the following purposes : | stores, but in this case there are five copies of the voucher. The- sk
(1) tores ther State services: ‘ se shall be distributed as shown at the foot of the voucher. arit
(2) Works or other Sta’e ; [ (3) A Where no requisition is submitted, e.g., in cases (c), (d)
P o tores; . 1 itted, e.g., 1 ases (c), i |
(b) tramsiers to other stor : and (f) of S.R. 74 (1) above, a stores issue voucher shall be R
{c) on repayment; - : ‘ ’ { prepared and distributed as shown at the foot .of the voucher. gl I
(d) on loam . 4 articles: } (See S.R. 63 (c)). ; o :'55;5
(¢) conversion into manuiac.tured articles; : : i@q%
) destruction or ‘sale gwrite-off». ' A - Article 77 _ gtk
~ tacks which have been longest ' : g

(2) Issues chall be made from S

\ s ; Preparations stores vouchers
Where suifable used stores are available, they shall be i 0

prr

ii?,_itg%efcre new stocks are withdrawn. Stores requisition/issue vouchers and stores issue vouchers ,,i: .
o ' : and stores issue vouchers shall be made out in ink or indelible ik
ticle T8 1 pertcil. Quantities shall be written in words and in figures. No 'g:
Arficle blank space shall be left between the first item of stores entered AN
Requistiions for Stores and the top of the column headed «Descriptions, nor between the bl
Requ ; (st requisitions itentlts) (t)}? tlhe ,;"‘.)t“‘:her ,?Ed ta J[Hl]]e a ,sll;all t;qtdrawnhimlrgel;iia.tely {)e& ;'% 4
. ormally only be issuec agatit Ny nea e last item. e total number of items should be inserte i
1y - Stores should norma:ly ihle officer of the Mi . in words. . y:
' on) the aDP;oVe% formms, signed by a responsibie , 3}‘%
aistry ccncerned. . 4 in qua- : AR |
. . - es shall be prepared ini g © Article 78
(2) Reguisitions for gtine:f(ll- F;Ltv% copies shall be sent to the i %'f""
druplicate. ThehO!}llgma ticles are requisitioned; the fourth copy Issue vouchers not to be altered et |
st {rom wiich the ariles ate (& = Heners ot fo e . il
shall remain as a record m fhi ° hail be prepared in quintu- : Stores issue youchers shown not be altered in any way -i 3
'(Q') Requisiticns for cenfral Si0TES f ﬁh‘aﬂ be sent to the stores _ by the recipient.. If there is any difference between the particu- 5
licate. The original and three copies Sd- the fifth shall remain : lars on the voucher and the stores received, the recipient shall }n;é :
plics which the articles are requisitionst; l11e n on the body of , return the voucher to the issuing officer under cover of a memo- g
1:‘0‘;}“ e book. The vate of charge shall be show randum pointing out the difference. : g
ihe requisition. : i
ticie 76 Artlcle 79 3
A1t_1«01e .uche"s -Store-keeper to ensure the return of completed 5.LV. §.
Stores issve VO ¥
. a se 1t is the duty of the issuing storekeeper to ensure that the - #
1) Every issue of general siores shali bg g]'}p%]hog tsgortgkeeper- relevant copies of all stores issue vouchers are returned to him b
'('if"“‘! numbared stores isqué.,VQ}lCll,er'L?"g%itaﬂé' of the stores.is- . duly receipted. He shall report any undue delay to the Head of o
The issting storsieeper snail fill in e ae the voucher and di-  * his Department.

sued, ins2rt and issus voucher numeber, sign
sued, isott

3 2
= .t
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Article 80
.Stores issued for conversiop

‘ A : k factured arti-
issued for conversion into manu
' “{111]: ns?cf?éﬁge;ﬁ shall quote on the stores issue vou?ggm’fgg
glti:;;ber' of the stores recei ct voucher on which the manu
articles are received into store.

Article 81 7
.Issue of central stores on repayment

' ) f the public or to
es may be sold to members o :
“)' Ce?rtlrétlllle?'rm;rivateycapacity on the authority of the al\r:iléﬂsatr(lag
Offlieﬁled provided that he is satisfied they can be sp
2‘,’2 :ot otherwise obtainable localiy.

' in- value without the prior
le shall exceed Sh. So. 2.000 in-va _
z(ai)lhoﬁgyssfethe Minister of Finance in writting.

(3) Sales to members of the public shall be made only in the
interest of the State.

‘Article. 82
Issue price of central stores 4

i laid down in

hall be issued at a price to be lai 1

e Cellxlst{ all):stg(ll.egnstlile invoice cost plus frglgg;t, packing, handl
?ngnc(ilearge; and local transport, where applica ble.

(2) [Issues to Ministries shall be charged at the price referred to
above. :

y i i lus customs
1I be charged at the issue price, p
((13|)t cza)xtfaerﬁ%/l.,esdﬁ;rtmental charges, excepts where- otherwise
aﬁtﬁorised by the Minister of Finance.

Article 83
Sales of general Stores

‘ ’ _ )
General stores shall not normally be sold u({lle;ssi?sgyfla}rn

been d el red surplus or unserviceable by a Board o Survey. In

been decla s, however, such as medical supplies, tl'!e %a‘eter stores

iy castehc'nrised generally of specifically by the Mlmilg er of Bl

m:gcg ) a’ll‘l;w price shali be based on the principles la (

g.R. 82 (1) and 82 (3) above.

.-and signed by the borrower,
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Article 84

Sales of surplus or unserviceable Stores

. Sales of 'surp‘lus Or unserviceable g
public auction -or by tender after

. ) public advertisement, ynjess
otherwise authoriseq by the M

inister of Finance,

Article 85
Payment for sales of Stores

Payment shall be made for s
The number and date of the reye
the stores issue voucher. Th
appropriate revenue jter,

tores sold before they are issued.
Nue receipt shall be recorded on
€ proceeds shall be credited to the

Article 86
Loan of Stores

(1) Central stores may hot be issued on loan.

(2) General stores shall only be issued-on loan on the authority
of the Minister concerned. In such cases 2 stores issue voucher
shall be made out, clearly marked «issyed on loan for’ (period)a,
The issue of tools for cutrent use js

dealt with in Chapter XIV. :
Loans should be recorded in a
should show the name of the barrower, date, stores issue .voucher
number, articles lent, length of loan and date of return. This

register should be reviewed by the Head of Department from time
to time to see that borrowed stores are returned. (See S.R. 35).

n appropriate register, which

CHAPTER VIII
RETURNED STORES

Article 87 A
Unused stores: expendable or consumab]e'

Expendable or consumable stores w
not used shall, if not required, be returp
on charge. In th
on charge in the stores ledger at the curr
central stores account shall be debited with t

hich have been issued put
ed to store and taken baci
e case of central stores they shall be taken
ent issue price. The
he stores were isstied

tores shall he either by'

e T O S R ST e e m e L L

o K :
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t, the vote for the
i 3 inancial year or for d_evelopmen_, e
:ar/lo:l?eo: asrgfwfég asflhall g’e corlﬁsportgmgln); (i;eggﬁcclh t}lfe;hfv esrt:ri(;-
‘ “than the o :
aredreiﬁ;n:gegﬁ :hZfla'I:gc!attgrrevznue. No adjustments is required
is:eth'e case of general stqres.

Asticle 88
Unused stores : Non-expendable

: i i d and charged
- dable stores which have been issue ¢ ;
to a sl;lggiaelxginexira?)rdinary work but not used.shall either

(a) be issued for other works, if required immediately, or

(b) be returned to the departmental general store and taken
on charge.

In either case the necessary financial adjustment shall be
made between the votes concerned..

Article 89
Part worn Stiores

, that, as

icers i of works are required to ensure :

Omttl:-lirswg:'kc?:rgcfmple'ted. all part-worn gengraz ;;t?ézsi :ra

i:tour:'nisd to the departmentgl genere':l1\;,"corele,f t?xl:::rlevgr targe in @

d stored separately. -Ifi, ' de stores

P el ledger‘an ks, they need not be returne 3

'?‘gl?srqulg{iii ft%r I(J)ctlt]}?re?c,;gﬁdable and non-ex‘pendable stores, ex
cept as provided in-S.R. 91. B

Article 90
Recovered Stiores

. ’ ith i as. -
Recovered stores shall be dealth with in the same way

part worn stores.

Article 91
Plant in use

: : ' pecial or ex-
lant issued and charged to a spe =
; dI_ten;s (\);olrakrgneeepdanot necessarily be returr:ied toS ;gc;;: cYeéi'-
ﬁiz‘éq\l;c;:ka'ig completed provided that the plant ledger
"ly where the plant Is located.
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Article 92
Returned stores to be Issued before new stoclks

Cére’ stiould be taken to issue returned ‘stores from stock
before new stocks, - ‘ P

CHAPTER IX
'HANDING OVER STORES

' 'Ant-icle 93 .
General procedure for handing over stores

When an officer handg over control of stores to another
Officer, he and the :inco:

ming officer shal verily that the balances
shown in the ledger are actually in stock and recorded on the taly-
ly.cards. Both_'offi,cers shall sign a certificate to this. effect in
diiplicate, One copy’ of the certificate shall

be forwarded to the
Ff?.ad of Department and the other shall be filed by the incoming
officer,

‘Article 94 -
Reporting differences
| Any excesses and deficiéncles shall pe listed

signed by both officers shall be attached to the certificate fogether.
with an explanation of thg'differg_ncgs by th,e;,ou_tg_oln%a ficer.

] Ken al Deficien-
cies shall be referred, if necessary, by the ‘Minister, concerned
to the Minlsteg -of Finance for . o

, and the list

e Arrticle' 95 -
Board of -Survey in absence of outgoing officer
1T the -outgoing -officer is ﬁﬁable to. hand over fersonally,'
his successor shali apply to'the Head of Degar’tment or the ap.
pointment of a Board of Survey to check and and over the stores.
e incoming-officer shall be Present throughout the procee‘edlnﬁs
of the Board and heand the members of the Board shaj| sign the
handirig over certificate and the list of differences, in any.. These:
shall -be :disposed: of ag in S.R.93. . " ‘

\

‘-~
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Article 96
Responsibility for deficlences

The out oing officer shall be responsible for all dteﬁ(t:)ientfifg
eported, while the incoming officer shall be liabtle d_0 cot:-r held
;egponsil'nle for any deficiences not reported but later l.s ] v

Article 97
A ‘Handing over furniture -

The handing over of furniture in Government quarters is
dealt with in Chapter XIII.

Article 98
Handing over Stores Regulatlons

the same
: ffi hnads over stores, he shall at e
‘lime }}Zggﬂosgr ?o lfﬁ; incoming officer his copy of Stores Regu
lations.

CHAPTER X
LOSSES OF STORES AND WRITE-OFFS

Article 99
Liabillty

: . ' f the neglect or
time a loss occurs by reason of !
fault cl:i' 'eilrtxyacr:f]f,i\:e.xl:‘,1 the officer shall normally be required to ma}(e
good the value of the stores involved.

I rd
-Simi officer who has supervisory duties in rega
to suc?gn;ilc)ilgg 'nf:)y also be liable to make good the tl‘lm’}ufh:f lgslg
loss sustained in whole or in part, if it is shownt h? Jhe I
was facilitated by his failure or neglect to carry out his .

. Article 100 .
to deal with losses below
Losses to be reported - Authority
. 7 sh. So. 100

. i diately

uspected losses shall be reported immediatel

to theAlLflf(i)c?:lSi oirn?me%iate superior- with copies to tile . é\ﬁcl)rfusﬁl:
concerned, the Minister of Finance and the Magistra
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counts. Where the loss does not exceed Sh. So. 100, in valye it
may be dealt with b

y the Minister concerned 45 seems appropria-
1€ 10 each case; the decisiop of the Minister in
be commupicated to the Minister of Finance and t

istrate of
"Accounts, he Magistrate o

Article 101
Police to be informed

The Police sha
theft or fraud has b
committed.

Il be informed immedi

ately in all cases where
een committed or is g

uspected of having been

-Article 102 .
Reports may not pe with-held

No officer shall haye discretion to with hold a teport on any
loss, even if restitution has al

ready been made. Reports shall not
be deferred to enable restitution to be made, .

Anticle 103
Full report to be submltted

After submission

of the report referred to in S.R. 100 above,
investigations shall be carried out and a full 4
on the loss," (Finance F

_weeks to the inlstry ¢

-Finance and the Magistrate of Ac
cedure is not

counts. - Where the abovye pro-
that period, _

Possible, an interim report.shall be submitted within

Article 104
Resp_onslblllty for loss

It shall be the duty of the Minister t
or officers the res onsibility for the losg |
one officer is hel responsible, the indjyi
fault on the part of any officer. Wher
was in fact neglect or fault, the Minijst
ponsible officer to make good the loss,
to the Minister of Finance and the Ma

o decide on which offjcer
ay and, where more than
dual degree of neglect or
e it is decided that there
er shall call upon the res-
reporting the action taken
Bistrate of Accounts.

such cases sha]]
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W | CHAPTER X1
- BOARDS OF SURVEY

Article 110
Appointment of Boards of Survey

V Minister ‘of Fi-
" Boards of shall be appointed. by the { |
o 1‘308319‘s(;‘xfchs E{X:x}: officers as ﬁe may appoint in rri{:)nig'r;sc;)réi?
nan::;,o;ng at such other times" as may be necessary
211'}(’1 r_ebort_ on State Stores,

(2) - Copies of the letters of appointment shall be sent to the
" Magistrate of Accounts.

(3')" "Boards are of threekinds :
(a) Annual;
. (b Suprise;
(- (c) Emergency.
. ) Asticte’ 111
S Constitution of Boards
' B rds shall consist of a president and ag-‘ﬁa:"tsmg xtrcl,eré:
' 02‘- -shall not include the storekeeper o Istry in charge
bers. 1;1 ?yo-r more than one member from the Min sf ?he Ministe-
' 3??%?&5':2 The President shall not be an officer o

i ts and Audit officers
' . The Magistrate of Accoun
;r}l'a;?]ntftell:egppointed to serve on a Board of Survey.

Article 112
Members of Board to report inability to serve

| ers appolis y shall report imme-
i ted to a Board of Survey s :
diatelgf{éc%xse ac%‘r’lovi:ngng officer If they are unablé to serve

Article 113
Date of Annual Survey

TN

entry.

(1) I there is a difference betwee

ted, '

—~ 27§ —

Article 114
Suspension of Issues

Stores shall pe closed while g Board is being held and no
sue shall be made except w

is ith the sanction of the President, nor
. shall any stores.he taken op ledger charge, ‘

Article 115
Store-keeper to be present
* The store-keeper shalj be present daring the survey

Article 116
Procedure — General Stores -

In the case of General Stores the ledger shall be entered up
to date and balanced By the store-

keeper before the Board begins
its duties. The Board shall then ch i
with the ledger balance, verifying at
priate, that the ta)]

agrees with the Jedger balance, the
against a small line to be drawn

’ , : Central Stores

(2) In the case of Central Stores the Board shall check the
stocks with the tally cards, which

shall be subsequently verified
or reconciled with the ledger balances, Where the stoc agrees
with the tally card the Board shall initia] the tally card.

Article _117
Excesses and Déficiencies

n the aetuai' stock and the
led erftally card balance, the correct balance

shall be entered

in the ledger/tally card in red ink and initialed by the Board, In

e case of surpluses 3 receipt entry will be mad‘,; by the store-

keeper with the narration: «Found surplus by Board of Surveys,
Shortages sha] be entered as: «Written off by Board of Syrve

and im due course the date of approya] to write-off shal] be quo-

AT e e
E sl ot g
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11 differences - dute of Diffe-
ist all differences on a Sche o
@ a8 llg‘oazrlr; -sgtll\?l‘l}l hany -explanation they canl in :heo;:%:rfril;relg-
renes d showin the value (Le. replacement cosb) o e arent
cc_;lumn anh Scase o% central stores, the value shall hewn K
‘\:1‘:? E'p"rétr:lé't%iieid",th(a ‘aiue g surpluses shall -also be snowi. -

i arge shall be entered
3) i {o found in store but not on charge s  enters?
@ thé Is?o?é-tllczleepeguon the ledger and shown by the Board ©
Schedule of Diference as a surplus.

. Aficle 1B
" Unserviceable - _
oo U i Board
Unserviceable. stores shall be.listed %ﬂ 2;)REWP%‘;E: Scom-
DS urve apon Unserviceable Stores (S.F. nendation should
2 Sg;vffon re%arding their- disposal. This recom .
‘t‘;?(rt‘a one of the following forms:  °

. (a).sale by.:public .auctign; S R
b ((3 sale by tender after publ}c"a(?\'rerﬂsq.mqul ! tor” s
S (e) use for some-other public service ,t{ha‘.nz iat for W
.. the stores were purchased; " .

. d tafistér:to an institution or oFg: nisgfions: *
(o) Hestructiod. N e the stores have
' id record its opinion whether th ise.
t(?') r:;[:l 3£Zgidc::€llé through fair wear and tear of 10th:x:ent cost
o where possbe the dte o urdite 21 FRECEE, cae
- iven tores- KL L8 o of recel
S gentral sres sl be Eer 03 L ot o rsi
O'Ce_' R ._'"..- . . ) JETT. L
shall'be glven-. . o0 - oL L ot be rentoved
o 12;1)23?: r&:?: N here they shall be kept untll directone -
0as i di See also S.R. 26).
j disposal. ( 40
{ie:lilsve:eggirnéh?:e;air I;hall be, liepir'ﬁ&??r.ate- '

T Adtale 1190
et Repeit by Bk gFSNEY L
st e T Ty i prepare a repor
O gl e sty b DO U o
.ggrﬁfm‘gg.t on.the ,gollow‘r:r:lg".: R l:, ond :
:(£)={£cédmodaiiqn in and general €
; {b) security of the stares;

o

jont of- the.sfores;
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(c) manner in which the store records have been kept;
(d) whether any dilliculties were encountered;

(e) whether, in the opinion of the Board, in the case of
discrepancies any offices has been negligent.

(f) whether any stores appear to be obsolete or over-stocked.

(2) Al four copies of the Repdrt together with Jour copies of
the Schedule of Dilferences and of Unserviceable Stores and the
comments of the store-keeper thereon shall be forwarded without

delay to the convening office, who shall send ‘them to the Minister’
concerned.

Article 120
Action on Report by Minister

(1) On receipt of the Board of Survey Report, the Minister shall

-investigate the deliciencies, if any, and shall attach the Schedule

of Differences to a Finance Form 42 recording thereon the resulis

of his investigation. In the case of unserviceable stores, he may
approve their disposal and direct that they be written-off charge,
if within his powers under S.R. 109, ’ ‘

(2) All copies of the Report shall ve forwarded to the Mini-
ster of Finance. _

Anticle 121
Action by Minister of Finance

(1) The Miniéter of Finance shall circulate the Report to the

Accountant General and to the Magistrate of Accounts fsr com-
ment. He shall then record his decision on the Report. .

(2) The coples of the Report form shall be distributed to the

Ministry concerned, the Accountant General and the Magistrate of
Accounts.

(3) The Finance Form 42, if any shall also be circulated to the

1| Accountant General and the Magistrate of Accounts for comments.

AThe Minister of Finance shall then record his decision on the form,
or take such action as is required by S.R. 105.

(4) The Minister of Finance shall also record his decision, if ne-
cessary, on the Schedule of Unserviceable Stores.




Article 122 -
Disposal of unserviceable stores
' oar hall
J iceable stores condemned by a Bpg_rd of Survey s
remaik%sr?r&(;ge in the ledger until Lhe lIl\rhmstg:}ll'ooifs fdmtig;:: doll'
iate Minister, as the case may be, has author |
:gg;:}).naTﬁey shall then be sthruck off ledger charge supported

t ) f central stores
: a reference to the Stores Form 22. In the case of
' lt)geaig:uz value shall be that of the current price list.

Article 123
Responsible officer stock check stock .
1 Boards
f Departments are not relieved by Annua
of Suljve:ydsfrgm thI:eir responsibility for satisfying themselves by

occasional stocktaking that,the balances of stores on charge are
actually in stock. :

Article 124
Emergency Roards
| i ion that certain
Head of Department is of the opinion
s(tlo)res“'s,llllc‘ilrllltil bei?mdemned and disposed of without further delay,

he shall ask his Minister to request the Minister of Finance to
appoint an Emergency Board of Survey. .

(2) The procedure laid down for Annual Boards shall be followed
so far as it is applicable.

~ Article 125
Surprise Boards

The Minister of Finance shall ap oint from time to time such
Surprise Boards of Survey as he thinks fit.

Article 126
Stock Verifier

' ith the check-
i f Boards of Survey in connection wi :
ing o’gh:tg#«:éésmoay be carried out by a duly appointed Stock

Verifier. -
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CHAPTER Xl1
CLAIMS AND INSURANCE

Article 127
Procedure for making claims on the State Agents

(I) <Claims for breakages or shorts es of stores ordered through
the State Agents shall be made in acc%rdance with the .instructioﬁs
contained in the State Agents’ printed memorandum  ($-231-4).
This memorandum must be carefully studjed to avoid any action
or omission which might- prejudice a claim either on the i

(2) No claim shall pe made on the
amounts of less than Sh, So, 20.

(3) Claims shall be submitted at once,

Marine Insurance Fund for

Article 128
Claims Register

"~ (1A Claims’ Register‘shall be maintained by each Ministry
ordering stores from abroad, In this register shall be entered the
quantity and value of breakages or deficiencies noted on the re-

ceipt of any goods; and the relevant issue voucher number shall
be quoted (S.F. 72). Co-

(2) . The Claims Register shal] pe inspected at regular intervals
by the Head of Department to ensure that positive action is taken
to follow up and clear al] claims. - :

Article 129
Claim Account

. Ministries with central stores shall maintain 2 separate

laims Account in respect of shortages or breakages of stores on
first ‘purchase. '

Article 130
Settlements claims

(1) No claim shall be considered settled until either the value

1as been recovered in full, the stores replaced or a write-off has
been authorised,

o

e
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(2) Ammounts received in settlement of a claim in respect of
central stores shall be credited to the advance account. In the
case of general stores the credit will: normally go to revenue.

- Article 131

Stores written-off
Where the value of central stores received short or dama-
ged has to be written-off, the loss shall be charged to the appro-
priate expenditure vote for losses of State funds and stores, and

the advance account correspondingly credited. In the case of
general stores no financial adjustment is necessary.

' CHAPTER XIII
FURNITURE, OFFICE EQUIPMENT

Anticle 132

Furniture and office equipment fo be obtained from Sfores Officer ;

All {furniture and office equfpment.for offices, quarters and
other State buildings shall be obtained from the Stores Officer.

Article 133
Responsibility furniture, etc.

(1) Director General shall be responsible for the safe-keeping

and recording of office furniture, equipment etc.

2) Responsibility for the general control and the maintenance
(gf)a resell?ve store of furniture for quarters rests with the Stores
Officer, or his representative. Elsewhere the senior Admlmstra-

tive Officer of the 'station shall be responsible.

Article 134
Recording of furnlture eic.

(1) Where reserve stores of furniture, office .equlpment, medical
stores, Police and Prison stores, are maintained, they shall be

recorded in stores ledgers.

T » . . - . be
2) Office furniture, equipment, etc., which is in use shall
r(egorded in stores ledgers and inventories shall be used to record

the distribution.
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Article 135
Annual check

At least once a year the Director G i
) eneral shall
gt_'ti'.}cer to check the ledger balances against staOCk gn }faprfglnkﬁ;
Hlerences shall be reported at once fg the Minister, .

Article 135
Furniture ledger -

The main stock of furniture for. ;
1 I * quarters shall b i
a furniture ledger. In this shal| pe entered al] nz\;ecfc:;r%ei?u:'rel:
«whether recejved into store or issued direct to guarters), issues
to quarters and furniture returned to store, written-off, etc:.

Article 137
Inventories (quarters)

(1) The distribution of furniture to
) € quarters shall be sh
inventories, one cogy of which, signed by the pf;rsone cfc::;;igg

the quarter, shall be ke t by t ; .
shall remain in the fluar’Per. Y the Stores Officer. Another copy

(2) Inventories shall be numbered and the Stores officer’s co-

pies shall be filed in order of quart
Quoted n thg predn ol quarters. The numbers shall be

(3) The Stores Officer is r i i
not exceed the authorised sc:fgonmble for seelng that issues do

Article 138
Checklng of quarters inventories

. Whenerver an officer vacates a State quarter, he i -
sible for arranging with the Stores Ofﬁcerqfor the inv‘:nigigo?o
be checked.. Whenever an officer takes over a quarter he should
in his own interests, check the inventory before he signs it, since

Egv:}_]:(}.l be held responsible for any shortage sub-sequently dis-

Article 139
Deficiencies ‘and surcharges

If any furniture or equipment is lost, broken » -
regularly, or is submitted to undue depre'ciation, ’aorl; giglzleadti;rn




i ' tody of

i the officer responsible for the cus f

?Ealgrlzieclggtal?fe %hggpla;ation is unsatisfactory he may be sur
chirged with the value of any loss incurred.

~ Article 140
Purchase from offlclals

ther
- In no circumstances whatsoever ma furnitturfe ?111' :gyo?ftiE:l:r
roperty be purchased by or on behalf ofthe St?i e fro
gvitgout the prior approval of the Tender Board.

CHAPTER X1V
PLANT AND TOOLS

Article 141
Purchase of plant and tools

(1) Plant (See S.R. 7 (1) may only be bought from a special
vote provided for the purpose.

. N
(2) Tools (including wheelbarrows, etc.) shall normally be o
tained from the central stores.

Article 142
Plant ledgers

] i lant Ledger, which

be taken on charge in a Plan !

(111) llhgllioplc:%rrllttas&alall d:tailed invgntory of all_t tools and equipmen
:s:ociated with each particular item of plant.

(2) A separate ledger shall be main’ca_l.ined for each workshop,'
garage, etc.

.

‘ ; ill written-off under
at shall remain on charge ti er
(ﬁszéxl-teamu?hgiig}agf- Sunti_l transferred to another department
Enoi‘kshop.

Article 143
Receipts for movable plant

ip f-rom the officer
. t a receipt shall be taken r
t whlcj?nr iltn?:?gie%lafgr f:se. If an liltelrln blS Ejli)atl;?xieegm‘lfﬁzn;)lzzt
y ipt e .
i : fresh receipts shall :
glflr;(l:le rretr?laeilg.o .illze\:-r’e;er, on charge in the issuing office.
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Article 144
Hire of plant

. .Plan’g ‘may be hired tq. non-State bodjes and’ individua]s at
the discretion of the

e dj Minister concerned, subject to
priority of State requirements,

(2) Hire charges. shal] pe levi

ed in accordance with rates lajd .
own by the Minister of Finance, = :

Article 145

Tools stores ang ledgers

/ rkmen, They shal| be
ools Ledger and shall remain on charge

Article 146

Tools Registers

Tools issued for current use shall, unless the Head of De art-
ment otherwise directs, be entered in a Tools Register, which shal]
also record. their returp, to store. T I

he balance in the Register shall.
e the number of t

issue at the time ang. these balances .-
taken away from the ledg:

er balances wi] gi
tools in stock. :

' (2) Entries shall be
chers; or by signature,

ve the number of

Supported by stores issue and receipt vou-
S in’ the register.

Article 147
Tools Inventories

Ollicers to whom tools are issued shall keep an inventory
(S.F. 6), which shall be amended to sho

W issues or withdrawals. {
eceipt and issue vouchers shall be quote

d on the inventories whe-
re applicable;

AR A

the overriding
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Article 148

Rengnsibility for plant and tools

(1) Officers to whom'plant and tools have been issued are per-
sonally responsible for them until they are returned to store.

(2) -Supervising officers should, howevere, satisfy themselves by
(Tonthly checks that articles are correctly held by their subor-
inates,

Arficle 149
Rt;turn of plan't and tools

All plant and fools issued shail be-returned to store before
an officeran olficer proceeds on leave, transfer, etc.
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CHAPTER XV
STATIONERY

, Article 152
- Sfationery to be obtained from the Storeg Officer
Except where other

arra
of Finance, exist, al s’ca’tione;l S iy Approved by the Minister

tained from the Stores Offic’ s o OHiCe requisites shal) be pp.
regualtion includes printed f%gl‘m?;ahonery for the purpose of f?ﬁs

Article 153
Requisitions for stationery

Requisitions fo i ;
form and shall comprlyStahonery shall be made on the approved

fficer. with any instructions given by the Stores

Article 154
Maln Stocks

Article 150.

Write-off of unserviceable expendable tools

In Ministries where stock

» strie s of station i i
| LesS ti;gskfgcggfec:-r lssue to branch Qffices, the;r]s/hzﬂdb:f?::o:ggglﬁ;
" era) spoidger. ecepts and issues shall be vouched for as ge-.

Expendable tools which have become unserviceable may be
written-off charge by the Minister concerned. He will in every.
case obtain from the supervising officer in charge a certificate in
the following formi: ' :

«l certify that | have personally inspected the undermentioned
expendable tools in the custody of ...... .. which have become
unserviceable thorugh lair wear and tear and have been condem-
ned and destroyed by me>.

Article 155
Security of office stocks

. All stocks -of stationer )
. in charge of a responsible o?[isgra.“ be kept und

er lock and key .

Article 151

Article 156
Economy

N
B ¥ R

2
Bl

Write-off non-expendable tools

T b A

::”.’.g,—

a3

- Non-expendable tools may only be written-off on the recom-
mendation of a Board of Survey (See S.R. 111).

Al

The utmost economy-shall be applied in the use of statlonery,

¢
7

2
Al
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CHAPTER XVI
CENTRAL STORES ACCOUNTS

Article 157
Authority for Central Stores

(1) "The prior approval of the Minister of Financé is required
before Central Stores may be opéned.

(2) The Minister of Finance shall lay down the maximum ba-
lance that may be held.

Article 158
Maximum stocks

Ministers authorised to maintain central stores shall take
every precaution to ensure that the value of stocks is kept within
the limit approved. When it appears that the limit is insuffi-
cient, the circumstances should be reported to the Minister of Fi-

‘nafnce.-.:

Article 159
Standard stocks

The size of standard stocks shall be based on the estimated
requirements for such periods as may be necessary to replenish
stocks from overseas. The figures shall be recorded in the stores

ledgers as well as on the tally cards.

Article 160
Financial ledgers

Minis_tl:ié.s,holding central stores shall keep a financial !ed-
ger in which the value of stores taken on charge shall be debited
. and the value of stores issued shall be credited. The ledger shall

.be balanced monthly.

- Article 161
Monthly accounts

(1) A monthly statement embracing all debits and credits ente-
red in the financial ledger during the previous ‘month shall be
prepared on the Stores Eorm 26, and shall he sent to the Accous-

statement' shall be su

i pported by schedules of r

;;?al‘ﬁ ggt:ﬁs and by priced copies of the storeos iEfodeq tcl)i e va-
gned by the Stores Offiger. ) voachers. 1t

(2) If the ol thly statement reveals any excess over the autho

rised maximum stoc i
Minister of pom sto k: an explanation shal| be furnished to the

Article 162
Monthly reconciliation
Monthly reconciliations shall pe made between the closing

balances in the financja| ] .
ding account with the Acggggfazrtlthéx:e?:ll.ances in the correspon-

Article 163
Annual Baldnce Sheet (Tabular Summary)

(I} . As soon as possible after th T
. . . he close of a o
.:\;r;n:;l lfBal,ance Sheet (Tabular Summary) Sh);(aiillbse ?)crgoirll'fji %g
Tespect' of each central store, It shall be’compiled as lt?ollow.;'

l. Value of opening balance of stocks,

2. Debit in the finaneial ledger in respect of :
(a) Purchases; V
(b) “transfers from other stores;

(d) adjustments;
(d) surpluses.

3. Credits in the financial ledger in resp;ct of :
(a) Issue {to votes): .
(b) sales;

() adjustmer’s;
(d) Write-otis.

4. L i : i i
coolf:f)o'r gain on stapd-ard prices (Price Fluctuation Ac-

5 Vv H
. fi:ilé?alo;et:ss.ng balance of stocks at the end of the




(2) The Annual Balance Sheet shall be accompanied by a state- |

i i i ding

ing the debits and credits with the correspon g
mec:rcl):ulx‘fc‘:\)r?tclllliﬁg Accountant General.' It shall. be sngniicctg:l rf{ls.
;;‘inister of Finance, and copied to t"e Magistrate of Ac :

Article 164

Stocks valutation return

: b rted by a Stock
| Balance Sheet shall be suppor A
Valut;rtl}gnAlggt‘:j-n prepa{_ed fl;gm the srt&;els bl:?ag:g:s; a’flget&:t:tg?
shall show the ledger fo ios, the nume balances and the sto-
. Any differences between the total
;zsdl?ggeglg:ilﬁgshalzmt):,e of the Annual Balance Sheét should b_e
fully explained.

Article 165
Costing of Central Stores

3d in a Prime
' i f central stores shall be recorde €
Cost {l;gg(gs'gg :hall include all charges relating to kt'l:':e pl?;tl:-
cular purchase, i.e., invoice price, the cos of freight, packing,

dling charges, local transport, etc.

Issue price of Stores

i ach item shall be
i rice per unit of quantity for each i
f('gc)ed El::i ls,slf:ﬁ gelcpull))lished in ca(ialogue form, sgb]ect ;loa Heg;ll);
'l iew. Alterations to the fixed price at other times s gl on v
{::Vrlnade in cases where the cost price has varied appreciably

" the catalogue price.

‘ i 1 he Stores Officer
' atalogue price may be revised by t
é%)an;'r ht?m?haeocgonsigers, a revision to be necessary.

t and catalogue
; ifference of more than 5% between cos
[S?i)ce ‘sl,\hnaylldl;e ebrrought to the notice of the Stores Officer.

i ice is known, issue
! tores are issued before lhe price Is : the
\%Lchﬁge;%asl‘lobe endorsed ‘Price o follows. a&sisgggn as
price is known, the receiving officer should be advised.

. red at the close of

stores accounting as m

purposes, provided they conform to t
_these R '

be sent to the Minist
for information,

by the Stores Officer shall be used
with large stores responsibiiities ma
of the Accountant General, design 1
ticular needs,
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Articlé “[67
Price fluctuation account

When a cdnsignmenl is recelved, it shall be ta

at catalogue price. The difference. between the ¢
and the

] cost price, as determined. in S.R. 165, shall
debited to a price fluctuation account.

the financial year to

ken on charge
atalogue price
be credited or
This account shall be clea-

revenue or expenditure as
the case may be.

Article 168
Central Stores ledger

(I) The receipt and issue of central stores_shall be recorded both
in quantity and value i a Central Stores Ledger. Entries in this
ledger shall be supported by receipt and {ssye vouchers in the
Same manner as for allocated storeg.

es. -
(2)  When any stores are recejved before the cost is know
shall be taken on numerical charge at on
price. Entries relating to the price will b
he cost. is known, 4 :

1, they
ce in the ledger at ljst
e completed as soon as

CHAPTER XVII
MISCELLANEUS

Art. 169 S
Deparimental stores
Ministers may issye such additional instructjons regarding ;.
ay be necessary to suit their particular

e principles laid down in
Copies of such additional instructions should

er of Finance and the Magistrate of Accounts

agulations.

Article 170
Stores forms

The standard Stores Forms, listed at Appendix B. supplied
whenever. possibie. Ministers
¥, however, with the approval

edger forms to suit their par-




Article 171 -

New accounting systems
Belore introduclng a new accounting-system or .revising an
existing one the approval of the Minister of Finance and the con-.
currence of the Accountar.. General should be obtained. S

Article 172
Preservation of accounting records .

Stores ledgers should not be destroyed.  Stores vouchers
and similar accounting records may be destroyed after seven

years.
. Article ..173
.+ . Amendments to Stores Reguiations

Allﬁoff,i.c.:érs passéssing copies of these regulations shall keep

" . them amended up to date.

S Artlcle 174
Libraries
of books from State libraries is

‘Each Ministry should devise a
ts in accordance with S.R. 171.

The ‘accouhtiﬁg for and-issue
- excluded- from these regulations.
system sititable to its requiremen

Article 175 .
‘Surcharge

or other recovery, levied under these regu-

Any surcharge,
salary of the responsible officer.

lations may be-d_ec_iucted from Lhe

}

© PN o AL oo
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24,
25,

EXPENDABLE STORES

Brushes, all types

Thermometers clinical

Thermometers clinical
Crockery '
Limen

Tyres

Uniforms

Spades

Shovels

Picks
Wheelbarrows
Earthemware
Cooking equipment
Lamps

Torches

‘Ward equipment, EI &SS & aluminjum

Padlocks
Syringes

APPENDIX A - ¢

Surgical instruments of under Sh. So. 200 each item in vaiue

Thermos flasks
Test types

Ropasoyer 1Yy clreumference

Empty tins and conﬁainers which arc not retur,able
ET/LT dry batteries for receivers

Inert cells for télephones




- . . - .".'~ ,
— 288 —~ — 289 — BT
A
b INDE X o
APPENDIX B . —_ _
- . \\" . ]
| 4 | ' . i
STORE REGULATIONS ,l A A, Art.
LIST OF FORMS [ Accounting for '
; central stores - ) . 187, 163 )
furnitare . 134, 136, 137 ;
llibrarles 174 o
) X 0sses : 108 . j
1. Allocated Stores Ledger — Bound : plant - 143 S
2. Allocated Stores Ledger — Loose Leaf : :?aot;f;]gei; . lgi ' {‘ :
: Stores Ledger Sheet ‘ tools : 145, 147 . et
3. Unallocated Sto A | unserviceable stores 26 R
4. Tally Card o ﬁccountting rec?rds, Preservation of 172 ¢
. : . - qccounting systems, new 171 oo
5. Furniture Inventory Agents, Sﬁite . 38, 45 1
* 8. Tools Inventory » Alterations, not permitted © 37, 78 ‘ '
: o A Amendments to Stores Regulations 173
. 9. Decree/Requisition ' ﬁnnuall BBalaé]ce ngEEt 11?3 196, 7T
isition — P.O.L. : : niual Boards of Survey 0,126 ..o L,
(- Reduisition — P Stationer . Appointment of Board of Survey - 110
11. Requisition/Issue Voucher-Stationery . : "+ Arrangement of Stores 16
12. Requisition/Issue Voucher — Allocated Stores . - AUth:eth-’af]og fores 151
13.  Requisition/Issue Voucher — Unallolcated Stores local purchases = ' : 40 e .
, ’ write off 24, 100,105, 109, 150) -
14. Issue Voucher . S write off to be quoted 107 ‘
I5.  Issue Voucher — P.O.L. A )
16. Issue Voucher — On Repayment B.
17.  Receipt Voucher

: Bill gf Lfading 69
' Co Boards of suryey
20. Board -of Survey, Stores — Report :

annual

S i mimin Wt st SIS R

110, 126- -
21. Board of Survey, Stores — Schedule of Difference . gg’eﬁ'g:gc%ver o lgg
o . i tores i ) ‘195 ¢
22. Board of -Survey, Stores — Unsel‘V}ceablé Stores Boarsdirg“tﬁl der . E6
" 25. Unallocaled Stores — Summary of -Issue? '

' 26. Unallocated Stores — Monthly Abstract c _

: C.
Central Stores
tion Account o v definition 1,3 .
27 Ra l~o.n . , accounting : : 157, 168
28. Indent " _ S Boards of Survey e .
29. Indent — Continuation Sheet. ) issue price - 82, 168
' : loans of .

19, 86
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Checks of plant and tools
Claims
Claims register .
Claims submission
Classes 6f

contracts

stores )
Clearing of stores
Conta.ners, empty
‘Confracts
Consumabtlie»stores

15

accoun ng for o

=20

) Damage )l
-t Damaged’ packages’
o Damaged stores;. accounting
- % -Date:of ‘Board -4 Survey, mmual
= " Default of.contractor . o
Deficiencies, Board of Survey
" Deficiencies. of furniiures
- Departmental. stores mstructlons
- Differences on -hand over

Direcfor.General responsibility

_Disposal of uniserviceable stores
Dlstribution register )
Duties store-keeper -

E,

Eme:g cy Board of Survey

‘&,Emp ontainers .-
'Efas) not. permitted

Exam iffe¥ion of damaged puckages

ocks

“Excesses.nBoard of survey
‘Expendable stores definition

. apcounting

) . of A
g - .\.‘r,xp r‘%d{\_f tools,.wrlte off
{

Fire preceutrons € i
Forms, stores-. _;P
: ,Furmture ~.

U7
138
© 169

14

127, 131
24 128

67

. 85,66 o
2 o
113

65

. 94, 96

‘10, 135
122 :

-8
12, 79, 116

124
29
37,78
42
117
1, 5,App. (A)
04

87
150

18
170, App (B)
132, 140

ad 4.

General Stores
" definition
Board of Survey
loan of
sale of -
‘Goods, storage of

Handing over
stores
stotes tegitlations

Head of Departm t '
Hie 0{ ola gt en responsxblllty

!.
Inabxhty to sery g
Indents.. e on Board of Survey

Inspect;on of stores
Inveatories -

- Inventories, office, check of

Lnventorjes quarters
Issues’
of stures
of returned stores
o eonverslor
on repayment

- Issue price, central stores

Issue vouchers

"Ledgers »arrangement of

Liability for losses
ibraries

Loans .of stores

Loan register

Locai pu-chases

Loss or- damacre report

Losses .
accountmg for
liability
Poliee to’ be informed
reports: of
surcharge for
write off

1, 2
19, 86
" 83

17, -

93 97 .

10, 123
144

27, 31
99

- 174

.19, 86

85,86 .
T .39, 41,50
67

108

99-.
101
2é 100 102, 103

loo, 105 107, 109






