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CHAPTER_I

INI'FIODUCTION AND TENMS OF NEFERENCE

1.00 tNTtioDtJCTroN

1.01 fulaunsell Consultarrts ir'r association with EWP Associates and Frice

Waterhouse Associotes sulrrnittecl thelr Fhase I Report on 21st April,

l gfiX on 'Accounting and Financial Services and Tariff Structuro' to CFA.

CPA rnanagernent felt the necessity of implomenting the Report of Phase

l. I'lris called lor a separats assignmsnt which wa$ cornmenc0d on

5th April, '1984 after entering into contract dated 24th October, 1983

as Plrase I [.

1.02 Stores purchase of CPA involves a considerable amount of expenrjiture.

l-6c t;ontrol apd tnanagetlalt of stores, thersforo, aro of great itnportflllc(,

to management. An effective control and management doJ:ends to a large

exlent, upon efficient purchasing, storage, and consumption. Each additi-

onal unit carried in' store involves some additional costs. E{fective stores

management is essential so as to operate l4rithin an integrated ancl wqll

co-ordinatod systcfi whoreby the management resolves to minirnise total

eosts and nrdnag*:s store$ at predetormined loVels to stabilize investments

in stores. Besides, CPA is going to introduco cost-based tariff which

mal<es it nr)cessary to clesigtl an improvod stores system in accordance

witlr Reviserl Accotrnting Systetlt'

1-O3 The Martial Law Conrmittee has recornmended a Central Store for CPA

with two wirrgs-Procurernent and Storing. Controller of Store is the

heacl of Central Store while Sr. Procurement Olf icer and Sr. Store Officer

are respectively responsible for tho two wings. The functions of

procurernsnt, storing as we!l as accounting are centralised. However,

Exec,.rtive Departments will !:e responsible for procurernont and storlng

of some store ltems like Boulders, ,Medicine, Cemsnt, Bricks otc. This

!ras l)clcl dccicletl after clisr;ussiort witlr CPA to facilitatc pracLical

perfortrtanc,t.' ol work.

1.Oei ln line witlr ttrr: Revised Accounting System and the functions mentioned

irr 1.q3, proce,.tures for Stores procurement, storing, consumption and

accountlng havo boon clrawn up and relevent forms have beon designedl

nrodified b1l the Consultants.

lll' 
1
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-file sLoros systetr in tha fotrlowing chapter de:ls witl-r :

(i) Proc edures for stores procllerpc:tl, f e,-..; . , ,r r-,,;:.''-.:i,-;-1 ii5-rr--{

r;tcrititl.

(ii) Prct:eciules of issue, i:'artster ::rl:l - -' :. ';: 'it:i':'ls'

(rii) Ctl-rer rglaied aspects slicir as Cocling. C- : .-: .'- :. -:'.:li(irius f*r

S tores l-'li:nl:il'lg and Co:ltrol eic.

l-lto sy:;lc;r'l a!so oLttlines :

(i) l"ise l{ forrlis and recorris nece:isary {:r tll)tiil/:, as

urell as lltose no(lcssary [ot r:r-rstittg i)'

(iii Pllysical vorification of stores and Iecr,:-i - : -'

(rri) Statisiical $Lirllrnarios.

i.05 1"he p;",lcrlrlttres e*Cl doCuErrent;tiuns soi cr;t in i' . ':--: : --ld rlot Lre

tleate,i el; rigicl set of "r,lles" tc tlc fcilo',r'ed f;r. ' -:: :- -::rle; :"ather

it sh*uiti ,bt reviewsd st regu:lar !11'[*5r''als to " ' : -itr';'itions

!^Jiiet':,.,ivci a lising.

2"OO TENMS O[i RIFTfrENCE,

z.0t rile iei.ffls {.1{ rofsrOnc$ per rhase [i contract v,'.js '.j :=---'- : .j procedure$

f or $tteaflliinil'6E CIf stolas plii'chases and is' - ' ;

?.*? Ttre rrrrriotrs aSlJeCtS Of the abor,'i: Terms ci Ref=;r-:- -": -:- :lYCiuc i:-r

the CEraPtrtrs w'hich toliow'

2
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CI4A,A3'T"EF{ I I

DEr-lNll"loN Aillil l-ffi fidli\l*LoGY

:.iJ iv'kANlNG OF STORES

:.C': "Stores" iS a general term ciescrii.:ing goods which are held in store

nouse ancl stock yarcls. CPA rcquir*s stores for the maintcnance of

its ecluiprnents arrd vessets anri also 1'or conducting its adrninistrative

activities. T5err,.lore, tho goocls i,tritich rniil! tre procured with the above

objcctives are termetl as 'St<;re:s'. ln the context of CPA. 'stores' also

covers 'scraJ.r:;' arrcl' 'EnlJlties" Tttis definilion brings within its arrrbit

boulders and nreditines wh!ch ar0 rlot treaterJ as "stores items' by

cPA at preseDt. :r)l

i A? "Sr:ra1r" rlonotl6 r;l r'lr,rs ilopri; wlrich hnve lnttt liteiir rrtility itr tiieir

original torms. These are such itern$ as *'t] no f1qlnlllfultor
the purpose tor which they were originral!y pur:hasecl ,and these will

be best dlsposed off either by auction sal6 or by other speclal rne6fts'

Scraps a!so cover otlds & encls of rnelal, sweep-in€is, etc'- S"t'qlt*t-ti"t-'

can [:e reused forZther pwOos*ls sflall be kept and rscorded separately'

1.03 "Empties" m$an empty Cont6iners such As $racking CaSeS, barrels, drurns

etc. Tlte enrpties shouid be maintained by the Central Store under

the classifi aUte' LJnserviceablo empties

slrould be classed *l[,'*p *nrt*,*thu [f,uu*t headings.

2.CC CLASSITICAT{OI\d CT STSNES

2.O1 proper ciassitication of aii $tcres iiems is essential fcr easy identificati*n

and eifective accounting. CPh's existing classificatiosr is neither based

oit the naiturq oi the iterns, nor, on purposo of their uso' All stores

itents , have been ro-arranged under ths following classif ications as

against the existing classifications :

Ex i st i n g c I q ssi [iggf'gl

Forms and Sti-rtionery

Uniforrns

Rovised Ciassification

3
LWP A$S(fCIP.TES . MAhiAGEMEN"T CONSUI'TAN'TS

Prlnting, Stationery and Forms

Liveries and r.,.niforms
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Electrical Stcrr:s

Timber and Builcling Material Construction Materials'

Motor arrd Spare Parts

Snrall SL:rres. Tocrls and Plants

Paints

1-'

Genr:ral

Merlicines and Boulders have

purfrose. But storing will be

iii

Auto and Moclranical Equipmont Sparos.

Vesse!s and Crafts Spares.

Looso Tools and lnstruments.

Hardwaro, Metal and Sanitary Fittings"

Mooring Maierials-

Electrical Stores.

Paints, Varnishes and C' ="'':: s'

Fuel, 0il and Lubric.'-::

Er:ulders.

Medicines.

General.

been treatod as stors ilenrs for control

dcne as per existing Practice.

4
i..^ra^r..-r ? ^at.<:.1 Tl,:.v\

il.O2 Mos': ol the classll'ications cited above are seli .-''- - -:- ' ': lc ihe

nature iinc.{ tyrrCI of store$ ltsrns to ba conlainec '.' :'= - - ,'' - ':- ihe

fo!!owinill"ratbeenconsideredforabriefer:l'-:::
jr

AUTO P,\ID IdIECI"IAT{ICAL EOUIPMENT SPARES : ]- - . ] -] ." ^:-itldL}

spares llf cars, buses, trLlcks, ambulance, cargo i':-: - | :- ' - ;- 'atlical

oquiPil'lerltl; otc.

vfssfiLs Aliitl CRATTS SPARES : Spare Parts ci . : : :rcati*g

cra{ts rrrair:iy used by Marine workshop u.rlll be i.- - -- ' - 
- -'- . : g;oup.

instrulrnerris used rnainly in workshaps and oii:=' "'=-. -' -: lrclucle

rnedical,surgicalanclsunclrylnstrunrenisoic:-.:..-....,|leand
sho,t longevitY.

GElrllf:Rrl.L: Thls group will include ali ii=:'s ,.l' - -'= - -: iircluded

!rl rrthe,r groups. tJsually lterns of consu ''':'= - z" -'= c: recorded

unrlsr ittis group.

g
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C}.IAPTER- 1I I

OHGANISATIONAL SET UP OF STORES

Detailed g:rocedures and necessary ciocumentations for stores procure-
ntent, storing, consumptlon ancl accountirug contained !n this Manuai
havt' been .drawn up orI the L:asis of rJl. L, committee organisational
Set-up. Uncler the bet-up the rnain operatiorr 'relating to stores will
bu ;:e rf orrrre<I tlrrougl., stores Departmei:t having the branches-Frocur-
cment Branch and central store. central store will store all the
iLuttl:, vvitlt cot lrtin oxcolrtir.lrrs lil<er Moclicinos, Boulr.lors, Moorirrg Matcrlals,
cenrent, Ericks, sand etc. which are tcl be procured and stored by
tlrc Exccutive Departrnents. However, the various Workslrops and
Mairtteltancc Points ( Civil/Electrical ) will'nraintain Sub-Store for storing
itenrs for a linritec period, say. for seven tlays, rnors or iess on
irllprast basis. Procurernent Branch and Stores Accounting Section will
corrIiirue their e.risilng functions.

An organogram in connec tion witrr stores procuremont, storing and
accounting is illustrated below ;

1.O2

i-+l%l
! Stores I

I D+rortn,unt 
I

i
I

I

I

I

I

-/*ksh* .
Mairrtenance
Points

Sub-Store

Finance 8'
Accounts
Departnrent

I

kul
,";,;;;;'jStoro 

I

Stores I

Accountino ISection 
I

5
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lixur:trtivo cleparttttetrts includo

as \ryell as consume the store

cluparlments wlrich procuro, slore

i.03 l\rt outliltCI oi tlte functions of OaCh of tltu obovc are :s [olh'ws

S]'Cii[:5 DiifrARTMriNT

.--'' Io lle responsible tor Proctlrenlent atici -;"- " , :' - - :' :-:irs'

exr;e[]t certain itetns as statecl above'

io rnalle stores budget atld arratl(Jo l()i ''
-[it clo t]toros f r:trctions lrore ecollolrricr'li'
-[o tiral':e avnilable a L;alatlced {low oi s'-'-: " '.us

rlcparturettts/sectiotru to ltreut their dcmalrll

'l-o pr(lllare al"ld analysc rcportistatenlent ofl Si- "- :

Tocc,-(}peIc]tewitlrotherdepartmetrtstogive-.-
liort s,.r 1.ltct ttt$ scrvictl is oIlicicltt'
-[o inirialr: l)topcr trairrilrg r:{ tlro stores [)'-:i-:-

Ady otlter activity as a:;sigtretl by tlrc lligirer a -r: ''' ' ' J' ;'r 1t

tinre tG tinttl.

PROCUftEMINT CiiANC[.I

To kcrep in touch with the sources of stores s-- - : j --::in

Ittforntation in connection witl-r stores purchis='

To assist in planning and forecastirlg tlte Si I i=:

To clecicje front wher* the stores sllould be ;r-''

Tcl nrr.ke nlost advantageotls arlargelfilcnt po::: ''- - -': rilic

pr,rrchil:io of storos.

To observe Tender/Ouotatlons fOi' Sil:-l --'.-- ;:-JI'CO

o{ supplY.

To collect riglrt quantitY at the

To rnatntain books and records

the strlres purchaso.

6
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I

To provide witl-t

tirttu to titttc.

- To clo all other

CEN'TRAL STOIlE

necossary infornration as and when required {rom

functions as assignccl by the liigher auttlority.

l'o be rcr;ponsiblo for sioiing all stores items (exccpt certain iictns

as statecl carlicr)'

'Io co-orrlinlitc witlt;ill eottsuttting (l()[)artlllcllts so as to (]t)llcct

arrrrua[ {orocast of stores.

To arranfle meeting for firral allocation

To 1:litn i:nd control stores pttrchase as

and wlten to Purclrase.

lu tttlotttt .-rll lllattals ellr:cttrtg storcs

to tlre nli-lnaEenlent.

To direct and control l<eeping of $toros

location,'recording, etc.

stoIcs,

Irow mucl'r to PUrchasa

wlrtclt ltlJY lru ttl llltulcsI

of

to

under ProPor classif ication,

To prepare, analyse reportf statement on stores receipts' cosumpticln

anc.t balanue periodicallY.

-l-o ensure proper system o{ perpetual inventory and periodlcal

inventorY crJntrol.

To ntaintain proPer books

and ba lances of stores'

'Io clo any other works

and recor<Js of rcceipts, issltes, transfers

assignod to them as and whon roquired.

SUB-STORE

To keep stores items for a short period'

.I.oal;,jorl'ainttroporiodicalctemandofstGrosont}robitsisof

prcvir:us consumptlon or available information fronr the Cotrsurning

U nits.

7
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To collect stores from ths Central Storc as per demand/estintate'

Tr-'i issue Stores On proper authorization for maintenance work.

To etrsure proper storing and take tlteasures agairlst ail sorts of

losscs 0f stores.

To nt;rintain records of receipts and ct:nsumplion of stores'

To sencl periodical consumption repgrt t61 Stores Accounting Sectiort

throu1,1h Cen tral Store.

To tio any other work as and wltetl reqtrircrl'

tXECUTIVt: llIP,AftTMEN*T

To {orer:ast the annual requirement5 o{ the stores (i,i.'- -=. 3-- :-rs,

etc.) wirich ar0 to be departmentally procured'

To r:btairt sanction from the approprrate auiil-' : '

l-o ltrocure the stores after observing the p'iJ- -: " 
- : I :':

. It: i"lrlsllr{J tfir.' ptoctlrelr}ellt ol tlttl rl1;llt (;tr': : 
" 

:rrr(;

irr ccorrornit:al way.

To sjlore the goods properlY.

Tr.., n'laintain books and rccords of purcir3se z'= l--:--'-";^

l-o l;end rnonth!y Stores Consumpircn Ru'Io'l i.: S '- - ' :::: - "iitg

Iiection for accounting p'-rc ls3.

To si()lld Stoles Receiving Repor: iSSi "- 
S::.:' r--- - : J S--:ion

af ter obs:rvlng ,store rcceir'ing 
' 
' ' ." :' ' :' ' -' -' - r:

l'o rJo any other job as requi:'ed L ' "' 
: -:- --' :' : -- : tirrre

;

for $tores purpose.
I

STORES ACCOUtr{TINO SECTION
., t;

Tc b,.r rospoftsib!e fcr prope r accounting of sl,ot.s I:- - - - cc:'>.Jnllr-

tion eltd l-ralance in both quantlty and va i-=

va!ue SO tts to arrive ai COSt Centre-wise and exp='- -l :- :' r:--'i-iviSC

si()ies cr.:rlsLrrnFltion.

B
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To ensure proper verification of the bil!s received from the suppliers

Ior {irtal settlt-lttront.

To mairrtain bool<s and records properly.

To provide necessary information to Books and Budget Section

regarding stores receiving artd consumption.'

Any otlrer activity as and when assigned.

t-0,1 A f unctiorral organogram regarclipg stores procurement, storing, consulll-

ption and accounting has boort drawn out below :

l:ronEs I

I

I

rGAi-
lPro"utu-
lment

l-rorersn- t

lProcure-l
i*unt I

_l
I ,r.*r-
I stor.

L

I

I

Procurerne.n tt
byl

Proc. Brancltl

I

I

I Proctrrer-nent Iluvl
I rxe. Deptt. I

i,

I
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I

lc"trr'rrp-i* |

| lT"--i's t

tT
lp,
lrn

Sub-Store
1 Oepartrnontal
lstore ( Exe- 

I

lcutive Qeptt.)
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CHAPTER - IV

PROCUREMENT OF STORES

St"lOHTRI:VIEWoFEXISTINGANDREVISEDSYSTEM'1.00

1 .Li1 Pri::-;t:n{ly llotit local anrl lorcigil '] -. : : -'r : ) contrally by

Procltrttltottt [Sranclt witlr ceitaii'] ;' - - - ' : ''' - :icirtes' Bottl'

etc. witiclt ilre procttt'tltl rlirectl, : : -'--- li:illtr(nrcnts'

Constrltants arc of tlrc t;1-liiitoir : :l llc ctlntin

Extlt;t-ttiveD0par1melrtsr,vill[)roCL;r:..,.--..

Brickt;, Cenrent, Satic.l ctc. cluly c-- - - ' - ' ' -- ":lrority'

1.O2 [-or [)rocurenlent o{ stores, tlte i : ' --'--'--- -' containcd

Purchase Manual approved r'ic: ::-.- : =""'-' -:r No' 154

13.1..1979 will be followccl by :':. :' '- - '::itel rnritlr cer

ilrircllr.illlcllls itl tltc t:r<istittrl cl '. - - "l:rrruol 
rclrrorJ

tlre irrrportattt aspecls rll-tiy of ' "j of ;>urcltasc

lrr orcler to ensure proper llLi - - :' ' ' rs folloWing

shall tle tal<ell :

(2) [xploring and sorting oui S- -'-: ' -' : - ]

(3) lriviiation of Tenciers Ouc::'' - - '

(4) Preparation of Compai'ati ' = S'' ' -: - 
- '.' ': Terrders/Ouotati

(5) Selecticn of suttable pdi:-r -' : :':

(6) Follor,v uP dellverY'

2,00 FORECAS-I OF ANNUAL R=l - :-"'-"-

2.A1 Budgetary Control Systern I ''i'::--" - :' --ir i1 CPA ) cal

-r:l

preparatiorl of departmert' =: -':: - '-.'-t ':: ,l-::^^t':i :::
at the begin:ri^l :' :- = ' : -' s''-lbnlit 'Annual F

of Slores' (

derltattnrerrts at tue uu:j rr r ' r'

rrf S,cres' ( Annexure: 'A' : ' - --'': copy ol wl'iicti

be srlnt to ttre Central Store'
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rlly by tl''
Boulder

lonts. Tl

conti n ue

3 Maleria

ned irr i
1 54 dat

uitlr ce rlt

r c l.l ro cl r-ri,

lurcttase.

wing stl

iOuotatio

A ) calls

tlre dif{e

rual Fore

whicli

lrr preparing this clocunrent, dopartmental lreads lnay collect necessary

annilal clenrand from thoir respective Consunring points or fronr Sub-

Stores usirrg relevant co!umns of the same format'

Ci^r receiving the A1II9I i"-tJ9gsr 9f Storeg f rom the various departnrents'

Ceritr';rlstolcrvillpreparo'Sr'rnrrnaryr:f{\t'rnuallorTastrl'--f:::-'
(Ar-irrexure:'B') fgr tlie itellrs i,reci i1 rT1or0 tl'iitl-l'olle clepartntent' alld

r,tili n-ial<e leCeSSary arran0errlent for a meelilrg between ttre following

nrr;nrbcrs to rcvielv tire forecast of variOus clepartnrents and to ttrake

Irllc,cations; :

Corrtroller oi Stbrcs

Senior Proc;urenibht Otf iccr

Senior Str:;re O tficer

llcitcl ol lirc corrsuntirr,-1 D,'::irtmerlt'senior of{iccr of tl rc cotrl;unrirrg

Dclrirllttet:t

licrrior olliccr Irorrr Firtance ti Accounts Dc;:artinent

i - Senior Of{icer fronr Audit Departtnent
I

i ii.,,, (:()rllllilLoo will clor:itlu. Llrr,r rsar;on;tl:lo rr;cluilutttt-'llI t:ottr;ittt:rittrl ltitt;t

tlrree years' averaEe consumptions and any changes in future positions

of a particular department and will titl Llp the column designated'Ouantity

Alfultted' irr tlte Annual Forecast of Stores. Copy of Annual Forecast

of stores shall be sent to uhl rnenrtrers of thc comitteu well

before tlle conlmsncelnant of the rnsgting. Evory mentbor of the Conrrnltteo

and the accounts Department will get a coily of annual Forecast of

Stores:after fillirrg up the 'Cuantity Allotted' colurni^r signed btl the

Comnrittee.

3.OO EXPLORING AI{D SORTING OUT SOUHCES OF SUPPLY

The stores itents are procured both locally and from foreign countries

rJependin0 on their availability artrl suitability of the requirement' However'

tl.repolicyofcPAis'totrral<oPurchaseofstorcsinsuchawayas
to onoouritgo clevulopnront o[ tho industrios of tho country to tlts utntost

!

possible extent consiitent with the econorny and efliciency' ln order

to give e{f ect 10 ths abovo policy, prof orenco in nraking Pur'

clrases rru!il l:e givert to goods produced' wholly or partly in

. 11
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.r:r .;, r" 
) .

0

EangSIadei;?r. BLrt c:ilre slror-rlcl be taken tlrat tlte r]uality of .:re 1;roclrrct ir,

st'fficiently !iood for tlre purpose. The Procrrrement Branci-, wiil procrrre

thc slores b1r atloi;ting either of the fo!lorrlirrg fi)ethocls e..lrot for the
iollowing :

(i) Fue!, Oil ancl Lu!:rlcants.

(ii) St.lclt other comrnodlties as rnay be producedrso!d b, C: .:. o'... rred;

lnanaged organrsation/Corporation and which ate o'.,.'.: il be
purchased directly from them.

1 . OPEN '!'i:!'\iDEFl SYSTEM: Under tlris systenl thc appro,. : -: a , i I ': rr.c

irtviteri to give of f er for supplying requirecl items Lhrc- _ r: -.. i)r -

tisententirlthernoStopenandpublicn1annerpoSSiDl'--.
{rt-:rrr iln Lrnl<n<twr-l f irni which appears to [:e sati5f .._: _- _.- - ]_,,j

considt.rrecl osl veri{ication in a proper rnanner of tr ,: ' . * - -- : -)n .

lr:ternartinnirl rencJer will !:e invited for tlro itorns 1c - -. -, ;.,r:r)

iilrr()it(I, Olrun Turliol'Systani will not bo applicahlo in t -. ,: _ . - .; ;

(i)\^lltcrt.:estiti.tiltedvalttcofitemsinitPr-trchasci]'
Tl(. 5{t,000i-.

(rt) ln;ur,lr tillrt;i cilsus wltu.ru Q1-rurr Turrcltlr Sy:, l, ir

the gi,:urrd of emergency need, sirrgle producei- s-::- -' - : -- -.u-.

Colit of I'i)rrricr Sr:Lrec{ule will be cloclded by ttrc rr'}e r-ri:;-' :' - - : - j i.o

tirrre on th,? esitilated value of supplie$s.

l. LlMll[D ][-i\D[:[l SY{iTEM: This syslorrr is u1r1'rlicirr,lc'---. ..f,r

ctured in the c$u,ltry by a few f irrns like Marine P; -:= = - '-. :;ch
otlrcr storos, tlro ostigrll;teci value of which rlo not 2, , == - - - - - -.t
against any single Fuchase Hequlsition. In such ? c-::- - - -.:'. -": f or

supply of stores shall be invited from the enlisted S- -- : . I*. : ,:s,

Procurement Branch will maintain an approved iist c' S -- - -': .'.:tich

should be extensive enough to ensuro that a sufficier: r-- ':.- -' S-:-,,r.rs
are avfli[a!.r!e for the stores rsEuired by the Autltc:.:.

EI\LISTMEN'' OF SUPPLIEBS

Notice of enlistrnent should be advertised through da , : =,...., .' D:iail
terms and condit[ons shal! be issusd by the Senicr ?:zc -'.- . -: Of iicer

frorr-r time to tirne. The procorJuros for cnlistnre;it s^:: '-:;l3L:i8C as

suggesied below :
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(i) The Authority shall enlist a supplier for a period of twelve months
einding 30th June.

(ii) The Authority, however, shall reservo the right to removeany firrn
Irottt its list of suprpliors if the doalings of tlrs firrn provas

unsatisfactory. For tliis, necessary formalities should be observsd"

(iii) Such en listment will require enlistrnent fee (not ref undable) anri

security deposit (refundable) for each group of item as decided

by tlre rlanagement from tirne to time.

A firm to be errlistcd should fulfil the conditions as under :

(a) That it is a borraf iecl business concern.

(b) That it is duly registered with lncome Tax Authority.

(c) Tliat ir holds valid Trado [-iconco.

(d) Tlrat it was never found in blacklist nraintained by cPA or any

otl)oy Govornrnont Agoncy or ,Autonomous BocJy.

(e) That fts past performance with tho Authority was fair, honest and

satisfactory.

That it has Bank Solvency Certificate.

Any other points ''which nray be considered in the best interest ot
, ,,,,

the Authorlty.

The Authority nray forfelt the entire or a part of the 'Security Money'

with or without giving any notice on any of the followlng grounds :

(a) Failure to supply stores within tho date and tirno mentioned [n

purchase orcler.

(Lr) Supply of inferlor quality of stores and/or such stores which do

not conforrn to the qua!ity/specification noted in the Purchase

Order resulting in loss to the Authority.

{e
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(c) Attempt to make slrort suPPlY'

(d) lridulging in any fraudulent activity,

(e)Artyctilcractiv!tiesl'viiicl,rnaybeconside:'eCtr--'i:l;;i'-'re5t
oi the Aurtitority.

Wlren vultol* or part of the 'security Money' is ':"' :-' S-'pplier

coricerned shall be in{ornterj therealror-rt. Ai,ir '-' : . . "-',iivct'

shail b.r tlre fitial antj bindirlg Llpotl tlro SLip; ' '

:1. l'Mljlt(]L.NCY t'l.Jl{Cl-iASE : Wllcre titlti: iiv'tii':: ; j tl'r

ilotJ;ertnit1litrc[rasoofStoreSOnoi]enTe:-lrj,.S.
sYslelil, al'ilor$oilc! purchase may be ntadtl T' '= . - ' - ': ' 'i be

ailorr.reel oft t!.ie fcNlowirrg Erounds :

(a) SirppiiL:rs clo irot nleet speci{ications as I'' - : - '

( tr) [ttttlt(Jr,:i.lcY g ti;e''l '

(c) Sr-rgrpliers tlo not resPonc!'

(d) Wido variatron in Price'

(e)Ar^ryotheicircumstanceswhereemergencVc-':-:::-::-:tJecus'

Prccedurcsforemergencypurchaseisoutiinedin?..z-..-.-

4. PURCHASE tsY NEGOTIATION : Purchase by Negotiation' as a general rule'

is not desirable' But if circumstancos is such that il is more advont*

age6us to procure Stores through negotiation, then SUch purchase nlaV

bs macle. Tl'le method may be advantageous in the follo'aing situations:

where a little coFt information is available in respect of purchase

involvingequipmentofspecialisedorcomplicated:i3ture.

'' i"l

ib) Where Purciiaso price [s fixed by any Authority'
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(c) Where quotations submitted by the Suppliers are not satisfactory

il!i to price, corrclitions or warratlties.

(d) When the lowest price is deslred to bc reducecl fr:rtl-rer.

(r:) Arry otlrer situatiorts wltrlre r-rcgotiation is cJeetnec! csscritial.

lJosirlt:s, witlr in tlrr: contr0ct petiotl, stor0s rii{:ti.riI0d in 0xce$s of tilo
cliranlity contracted for, nlily be procured tirrougir repeat order,

provicied, such excess quantity is not su{tjciently Iarge to jristify the

irrvilltion of {rcl;lr tonder. Str<:}r an orElor rnay bo plact'cl on llrr,l

sarrlu trlnns arrcl conditior-rs irs the previous P -ircliatse Order wlren to
tlre t-rest of the I<nowledge of the Procurenreir t Branch prices ltave

r)ol- [allcrr sinco Lltc last purcltar;t:.

4.OO TENDEH/OUOlATION PROCEDURES

Procurement Branch, on intimation from Cen'oral Store for purclrase of

stores, w,ill proceed to procure the stores through Tender/Ouotat!ons

(rr Spot Or-rotation as the casr: nray be. As earliar rnentioned, quotations

shall h:e invlted for supply of stores involving an estimated expenditure

not exceerJing [k.50,000/- against any singte Purchase Requisition

frorn trll elrlisted sr-lppliers. W[ren ttre estirnat,?d expenditure exceeds

that arnount, it shoulC be made through Open Tender !f not otherwise

tiiroctcd rlemi:ncling the situation.

TENDER I\OTICE

Prr-rr;urunrclrt Branclr, tltrough tortder notice, wiN! intimatei the interested

suppliers about the requiremerrt of stores. Tender notice shall cont;lin :

(i) Tin-le anci J:lace when the Document's can Lre soen and Tender

Schedule can be obtained and also the arnount, if any, to be paid

lor $uch forrns or {ocuments'
I

(ii) Place, tinie,

<-,{ tcltclers.

,,i

date and nlode of submission as well as opening

15
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(iii) Tlro rigirt of
;

tenclors

tlro n)arragolt]ont f or sccoptanco or rojectiorr ot

(iv) Dctiril clescription of stores irlotrg witlr approx:rrrate dt.:rtlilttd'

(v) The afilount of earnest nlolleY'

(tr )

(,c)

( ci)

(e)

PUBLICITY OF TENDEB NOTICE

ForopenTender,noticeshouiribeaclvertisedinthedailyleading
newi;pallersthroughthePtlblicRelationBranchinaccordancewiththe
instrr_rctiorlsfromtheconrpctentauthority.ForlimitedTender'all
crrrqttirios sllorrlti he clespatcherl to the enlisted surpliers- The list of

r:lt!isteclsuppilorstowhomonquirieshavebeense..:strouldbesigrreti
bry 'rhe riespatch clerk and ptacect h the purchase case fite to review

the resllonse of the suppliers' One copy <lt Tender l{ctice atrd Tctrtler

Sclredultrshouldbedisplaye(lontheNoticeBoardoitheProcurel]]ent
Bralrch.AdequatetimeslrallboprovidedintheTenderNcticesothat
sufficietrt suppliers rnay participate'

TENDEB. SCHEDULE

TerrclerSchqcluleconstitutesthebasislorthesupplrer.sofferto
deiiver the .trr., in accordanc- J,n technicat sp:cifrcation and on

terrnsandconditions|airltjowntherein,ltshouldb:designedinsuch
a way so ttrat ,ri necessarv information is obtainec' Tender schedule

slrall s ta te i nter -al ia '

(a) Description of stores along with approximate iemand'

Place, wirere stores are to h:e delivered'

Period within whiclr the delivery is to be completed' 
i

Who will boar tho incidental charges for delivery of stores'

.l-he amount of earnest'moaey to accompany tne tender and the

nature of securlty deposit requrred in the case of an accepted

toltcler. Tlrn oarnost morioy should be sufficier'tly largo to be a

security against loss' if any' from the 
-contrat]-^^r1" 

earnest moneY

shutrlcl be in Fay order/challan as far as'pracricable'

16

Ewp AssoctATE'' *o*'io'*t'ur coNsuLTANTs

ri



(f) valiciity 1:eriod of tlre :;upply against tlre quoted price.

(g) With whcrn or what Authority the acceptance of tender will rest.

(it) H;rte of penal charges in caso of failure to supply thc ordored
quantity . within the stipulated time.

{i) 'funders sltould rrot corrtairr aily erasing or alteration for avoicling
disorepancies wlrich rnay arise from such practices.

(i) Any other conditions which deem nocossary from tirne to tirne to
save the CPA's interest.

RFCFIVING AND OPFNING OF TFNT}FR

In response to pdvertisement in the pross or limited invitations, al! ten-
ders of whatever value shall be submitted by the tenderers in sealed covors,

$tati!r$ tondor numbsr with dsto and timo of oponing on ths covor. This
rrlay be put in the 'Tender Box'mainta[ned at Procurement Branch duly
sealed or sent by registerod post with A/D, All tsnders received by

post shall i.le HUt in the Tender 8ox. fhe key of the Tender Box shal!

remain in ttre custocly of the Senior Procpremgnt Officer.

On tltc alrpoirrterd date all Tenclers/Ouotations shall .bo opened before the
meryt|:ors clf the'lender Cornrnittee. The Conrmitteo comprising three mem-

t:ors frorn the lollowing departnrents will be responsibls for propsr verifi-
cation of the tenders ;

Store Depirrtmen! ( Procurernent Branch )

Finartc'e ft Accdunts Dep:, :snt

ri
User Department ( whoro necessary )

Ths re;present;rl i,;r.l of the Tsnderer rnay also bo pressnt thoro st tho

time of opening of Tes':tjer.
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l-lowevr;r,exem;:tionfromfurnishingsecuritydeposit/earnestrnoney
tnay be gfantccl hy the competent autlrority irr case of forcigtr sut]p-

liersforoccasionalorclersand'alsoinCaseoflocalslppliersin
oxceptional circumstances. Bank Guarantee f urnished as securlty deposit/

earnest ntoney should be unconditional and valid for a period upto

three months {rom the clate of expiry of contracted period. Tr-.e security

mo,)ey will be cleposlted by the party through challan and duly acco-

unted for in the respective heacl of the General Ledger'

7.CO PTIOCLJRF.MENT

7.01, On tlit: basis of Annual Forecast of Stores' tlre Central S:-::

resporrsible for planning ttte stores purchase as to :

'ri
(i) l-low mtich should bo ordsrod'

,;i,,
(iil VVhen itioulri it be ordered'

Tocfilnetoanaccurateclecisionastoquantityandtinr'ngofplacirig
an ord€rr, Central Store should po guided by 'Ouantitative Teclrniqttcs

;; ;1;;;, riunning and contror, (chapter - Xr). rhe suidins principles

o{ stort-ls l)rocuromant aro that :

(i) lt wouliJ neither disrupt the operational activity'

(ii) Nor it would unnecessarily block iunds'

Consideringtheabove,Centra!Storewiltinitiatepurchasetlrroug[.1
,purcrrase nuquirlti"n' (Ar\nexure -'D'). wlren stores ate required to

be purchasetl, Purchase Rbquisition shall be prepared in tvjo copics;

originatcopytobesenttoProcurementBranchrequestitigthemto
Purcltaseandthoduplicatecopytoberetained.someofthecolumns
of Purchase Requisition are explainod below :

1. Eudget Control (

(a) fllovision for

iterrl for tho
l,

in units )

the Period - quantity

poriod (Yoar) witl btr

budgeted in respect of an

lilled uP in this colurrin'
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(b) t)urclursed to-date - euantity purchasod in respect of an itenr
to tlris date , of nraking Ftrrchase Requisition.

(c) BLrclgct avail'ablo - colunrrr (a) Loss colurirn (ll) notocl abovc.

2. llcrnainrrlg balance - colunln (c) notod abovs less quantity requi-
sitioncd for an itern throu53lr this Requisition.

flctttarl<s Colunrn in Purchase Requisrtion should contain lhe reascns
Iclr or;uasional/crrtergelrcy purclrase.

1-'n2 The resporlsi[:ility for nraking purchaso of all stores items, with the
exception of certaitt itcrns, lics with tho Frocuremsnt Branch. Tlre procure-

rnent Branclr is to ensure that stores are purchased :

(i) igl right quantities as requisitioned by Central Store.

(ii) zit right pricos

(iit) ol tlro right qerality (type)

(iv) frorn the right suppliers, and

(v) at the rigirt time.

To conforrn to tlre rpquireltents, Frccurernent Branch will follow the

Tender/Crrotation forrnalitiss propcrly.

On receiving the Purchase Requisition from the Central Sloro, Procu-

rotll0nt lSranch wili prbpare 'Furchase Proposal' (Annexure: 'E,) in threo

cog:Ior; for sookirrg {inanciol concu!'ror}ce and finally for obtaining sanction

frorn tho competent authority. Alt the copios wlll bs sent to Finance

& Accounts 'Departtnent for financial views. A{ter obtainlng favo*rabNo

views and on com6rletion of the Tender/Ouotation formalities, Procu-

renlent Branch will sentl the Ptrrchase Proposal rnentionlrrg t!rr-' nafirc

of surpplier along with cornparative statement to ths sanctionlng aLlthority

for firral approval. The distributlon of the copies of the Purchase Proposal,

after approval, will bo as under :
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l)riginal to Storos Accounting Section.

Duplicate to Beceipts and lnspection Section.

Tripliuate wilI bo relaineci and filerl by the Prcc.,r,-,'l:irl Bi'.,rrclr.

l-lre foliowingl poirtts are to be notcd in the PLli'..,.,: P;ol,osri[ :

"Reasotrs f or Purchaso" - '- Tlre sl)aco is provitlecl ior : ': -'I in1; ttre

reasons lor oocasiona!/orttergency ;'lurcltase whlch .', i, -, . ' .'blu iEt

tlre Purchase Requisition.

"Sup;tliers Namg" will be put on final acceptanc: :' .-: -.-iaiiofi.

"Anrruat Allotment" will bs available in Sunrrn:'. -' : - Forecast

of $t,rror;

7.03 GI-IIDIT.JG PRIT{CIPLES FOR TI.IE PURCHiS:

The f ollovrring guiding priniiptes should be '. -.','- - - p Jrchasing

storeF for CFA :

The purchases rnllst be speeCy and at a -: ..' , = l' -3 consis-

tant with tho spocifications/samples/drai. - r: -'-'=-;'J by ths

Cer:traI Store.

(ii) lt rnust bo rnado in the most econo;r,:i, -, accordarrcc

with ths laid down procodures against s:.: ' : -:-:1d.

(i)

(iii) Specialised knowledge, skills and procedures droqld be

in efficierrt and economic procuremont particulaly

current prices, quality and deliveries ol gores frsn

and ibreign sources.

(iv) Foreign purchase should be conducted, if possible,

Locai Agent (Registered in Bangladestr) in order to

msllt of agency comminsion in foreign currency'
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l

li

Purcltase Policy of CPA sltou!cl enooL!rage

a view to promotin$ indigenor:s production

TT

Local !trdustries with

o{ CPA's requirenrents. '

ir

rlt

(v)

7.01 PURCHASE

Keeping in

indigenouf
in rralcing

PRIFTNENCH

view the pollcy of cPA t0 oncourage developrnent of

inclustries, prelerenco wiIl bo give1 in tlrsfoliowirrg orc.lers

trlurchase clf stores-

Firstly, to articles whlcl"r ar<: procluced in Eangladesh in the {orm of

raw nlateria!s or are manufactured !n Bangiadesh fron'l raw rnaterials

produced in Balglaclesh providecl the qualit',r is sufficiently good {or

the purpose.

Secopdly, to articles wholly or partially manuiactureci in Banglacleslt from

imported materials provided thai tho quality is sufficiently good lor

tlre ptrr posLr.

Thirdly, to articles of foreign manufacturel held in stors

providod that they ,are 
of suitablo typs anC requisite

Fourthly, to articlo$ rnaftufactured abroad which is noederj

irnpcrted.

in Bangladesh

qLla'itY.

to be sPeciallY

The above preferencs !s io be accorded afler consrdering the price

of the products.

7.05 After lraving obtainod

pare 'Purchase 0rder'

of which will be as

tlre sanction, Procuroment Eranch will pre-

(Annexure:'F')infivocopies,tlredistribution
under :

First copy to SuppNier.

Socond copy to Roceipts and inspection Soction'

Third copy to Stores Accounting Section '

Fourth copy to Aurjit Dopartmont, and

Last copy is retained.
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UUJr!a.,vl 3 U?t,r.aUL.: I !{.u.!.. " .a{.rir'l {i,i-: lvritits[ry uf ifui-i{..!o.rt0$. b...,....;

{illed uP on final receiPt
Columns provided for "Beceipts Ref"' will be

of stores.

B.OO FOREIGN PURCHASE

Store Departtttcnt on the basis of the Annual

tltc (lcl)artmonts and stock position' will prepare a

' vitlttc of stores to be procured front abroacl' This

will tlten be piaced to ttre Governnlent tltrough

sanctionof{oreigrrcurrencyexpenditures.

Forecast submitted bY

bucJget after estinratinll

{oreign curlencY buctget

Chairmarr ior obtairrirrg

lnitially,atentativeallocationofforeigncurrencyexpendiiuresisgiven
bytheMinistryofFlnancewhichismadeknowntotheUserDepatln.lent
sothatnecessaryadjustments'ifrequired'maybemadeintheArtnual
Forecastofstores'However,StoresDepartmentwillfromtirrretotinte
ntaintainliaisonwiththeconcernedMinistryuntilthetil:laliccation
is obtained. on receiving the intimation of final allocation' Storeoe;artmerlt

will communicate with the Ministry of cornmunication and Fot shr rprrtg

frlr rclrlilsinE; llro ftrncl '

oBTAlNlNG,,NooBJEC"IlottJCERTIF1CATE..FRoMTi-l€

IVIINI$TRY OF INDUSTRIES REGARDING THE PURCHASE

' OF STORES FROM THE FOREIGN COUNTRIES'

store:;Departmenthastoobtain,beforeanylordgnp'*rchase,,'No
;;_;;,; Lertiticate,, ( N.O.C. ) frcm the Ministrv or lod,srvb- stores

Departmentwil!placethedetailedlistoftheSto]6u,tlidsreintended
tobepurclrasedfromtheforeigncountriestotheMiirisr':llndustries
througlr 

,Ministry of communication and Port Shipping fu dre'r rerification

and finallY for issuing N'O'C'

I OBTAINING IMPORT LICENCE

-r^^iJ^c r^ nrrlcure srof6 ittrn loreign
As soon as StoresDepartment decides to ptocul 

: will
countries,itwillfloatlnternationalTenderandatthesrnetttnt
apply for lnrport Liconce to the C9)q€l* 

,ol -rmnorts 

anc Exports in

tlre prescribed form through its o,in banker SupPxted b, connected

docunrents.Separatelicenceshouldbeobtainedforinporlofseparate
items.WhileapplyingforanlmportLicence,lmportTradeControl
Regulations should be taken into consideration'
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t,ESTABLISHMENT OF LETTER OF CREDIT

On obtaining the lmport Licence, Procurement Branch will place 'Purchaso

Ordor' witlr the Foreign Supplier.' ln the meantlme, Procurement Branch

rr,,ill proceed to open Letter of Credit with its own banker through
Firrance fr. Accounts Departnrent. For opening Letter of credit, caro
shou!cl be taken on the tollowing points :

-[.ernrs and conditions ol Pr"rrchase order relating to the oponirrg

of Letter of Credit.

special documents required from the supplier over and above the
'shipping Documents' before making tuli payment e.g. lnspection Roport,

Certificate of Origin, Catelogue, Manufacturer's Test Certificate etc.

Shipnrent date, and expiry date of lrnport Licence.

Execution of Marine lnsurance Cover.

RECEIPT AND BETIBEMENT OF SHIPPING

DOCUMENTS

orr shipment of the goods, tho suppliar presents tho original shipping
docurnents ro thc agont of the banker abroacJ for gotting payments

against tlre Letter of Credit. The foreign agent therr forwards the documents
to the local bank. The supplier 61E6 sends non-negotlabte copies o;
the documents to the nominated officer of the Chittagong port Authorlty

as instructed in the Purchase Order. lf all the documents are seen to

be in accordance with the terms 
land conditions of Letter of Credlt,

the banl< retires the bill. After retirement of bill, all the documents will

tlo sent to Store.:-. Department through CF & AO for custom clearanco.

t,
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CUSTOM CLEARANCE AND DESPATCH

OF T!-IE GCODS

soon after receiving the non-negotiablo clocuments '.i - clu'r'r'rg

Agent wiii !:o inforrned. C8F Agent will make oece:>':I\ zt(a-

nEOtltent for tlre clearance of tlre goclcls. Accottnts l' :' ': " --r-'t

will arrange iuncl for paynlent of rluty, charges etc -:: i;' :'ril

submittcc.l by the C&F Agent. After observing e : - -':1r-. "'l
jetty formalities, caF Agent wilN take delivery ol 'i:,-J -----; :"J
handoverto'BeceiptsandinspectionSection'oft\':(-'''"'-::-

9.OO PETTY CAi'H PIJRCHASE OF STOHES

Forsmoothfunctioningofwork,everyHeadottheDeparnent/
Brarrch will maintain an lmprest cash for an ilnx)unt a decided

lry tlrr-r nl;Itiruu||lol]t. []rltrt(|tlltltltl 6t()ro!t Itorlrr ttury rtrS-tt l" lro

purchased out of lmprest Cash for day to day worts dar these

are not availabte in store. ln these circumstances' tf- 4glOving

authorlty'lof such purchases must ensura lrom Stges B4isition

Note/StoresTransferNotethattheltemswhicharegt[rgtobe
purchased are not available in store and the inuohsrsrt in each

itcnt nrust not oxcood Tk'300/--

Thefollowirrgwillbetheproceduresforpurchasingarrdaccounting
of stores purchased out of lmprest Cash :

(a) An approximate amourrt will bo takcn as atlvrrce througtt

,RequisitionforAclvancooflmprestMoney'(Annerrre:cc)lront

ttre lmPrest Cashier

(b)Suchrequisitionmustbemadoagainstspeciliciobandor
Cr.rst Centre.

I

(c)Onbeingpurchased'thesewillberecordedin'lnrprest
Stcires Register' (Annexure : DD)'
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I

strbsoclucntly, tlreso will bo issuod to respoctlvo job/work tlrrotrglr

lbsue Voucher (existing) whiclr should contain iob number and

date (where applicable) of the issue'

lf 0ny utllsecl stores are issued subsequently, romarl<s colUmn

slroulcl contain the purchase reference of the same'

l-lre bill slroulcl bear tlre trunrber and date of tlre Requisition for

Aclvarrcc of lrrrprost Moncy. Tho passing Autlrority shoulcl cxantittt-r

the llequir;itiotr and pass the bill'

All pr-rrclriisos are to be analysecl uncler differeiit chargeable lteads arrd

re!)ortecl tlrrough lmprest Account Book (existing). Stores purcliaser-l

vvill rurlr.rirc to bc furtlrcr arralysod into jobs alrd col;t cutrttos

for propcr costing in lmprest Account Book'

li).00 PROCUT-iEMENT OF UNIFORM

In arlclition to tlre rulcs ittrcl procorlures enumeratecl e'rrlier for tttc

purchcsc of storos the following instructions should bo followed while

l,r(rr rlirlt, lrtrilotlttt.

(a) Tlre !'leacl of the Departments will submit the consolidated require-

rnents ol uniforms category-wise to the senior store of{icer by

the first of March for winter uniform, by the first of August

forsllmmeruniformanclbythefirstofoctoborforseitrsonal
uniforrn.

(b) Senlor Store Olficer will consolidate the demand and work out

tho total requirement of basic cloth for uniform and stitching

(quantity) of uniirom and of seasonal items taking into consideration'

the stock in hand.

(o) Senior Store Offioer will place requisition to the Senior Procurement

ollicerforpurchaseofbasicclclth,whowillinvitetenders.

(cl) r\ Terrder Conrmittee consisting ot Secretary, Director Security,

Clrief Finartce and Accounts Officer and Controller of Stores will

be responsible for purchase of basic cloth and urlifornr as well

2t
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as approval of the santple weil, in time.

Stan<;{;rrcl size of reacly made
autlrority will be supplied to
tlol:a rtrnr:n t/bra nch.

sets of uniform fixed Lr,,t!re conipctent
the eligible persons th::ugh concernet_l

(f ) A Comrr.littee consisting of Senior procureme n: t,.i :..r.Chief Finance & Accounts Officer, Deputy Sec:.=:_ . a:CDirector Security wi!! solect the Tailors thrcrg - jlhey w!l! also jointly and separately be resp:.-..: _ , - ._.
of stitchirlg and tirne!y supply of rhe unifc:::

Deputy

Depury

iCndCIS.

quaiity

(S) Sitarrdarcl sample

l'ender Committee

wil! seo that the

of basic cloth/rlniforrns a.. . _ _- ,.,i.tlrc
shall be kept l;y the Se,.':: _ _._ --,, -;r_, wlio

supplies are in accorda;.rci ,., ._ _, . - ^.. .,

(lt) 'l-o 
errsll.o tirnely supply of irasic clotit,, unifc.;^-- = : j _:currt:;Departnie nt !s autliorised to decjuc t .l , c: : a+ ^r- -_:i( UIi-,ril for each day of delay subject to :r-._, _--. * 

_ j-. _:iion,i{ supply is maCe within a rflontl.j of scie;, =_ _, : jincst/ii<:rrrrrity rnon{)y will ho rcfrip<Jrrrl l,r i t.V r.riLwo rrrorrths fronr the due date of con,l;ie: : -

I
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t
1,i.OO EMEROEI''JCY PURCI-IASE

11.01 1'ltc rjr;prarttpettts trray require stores which are urgently needed' ln this

circumstances, Consuming Departmont will prep. ;'0ccasional/Emergency

Stores Demi:ncl' (Annoxure, 'C') in three copies, two copies of whlch

will be sent to tlre Central Stors. On recoiving the copios, Senior Store

Off icer will enqr:ire the stock positior: of thb same, sign tho copios,

rnarl<ing the courso of action to bo takon and first copy will bs

returnecl back to the Requisitioning Department.

Tlre c0urse of action imPlies :

(a) placing of 'stores Requisition Note' by the Bequisitloning Depattnlent

to the central store if the item(s) [s or are in stock.

(tr) llritiating [or [)urchaso tlrrough 'Purchass Roquisition' marking tho

reasonS for emergetlcy purchase in the 'Hemarks Colunrn' in the pur-

cl-rosB Requisition.

11.O2 procurentent Elrancft will make necessat'y arrangement {or inrmediate

purchasg of the stores iterns through Spot quotatlon, provided, CPA

enlistecJ Subpliers are not available locally or stores urgently required

are not in their ready stock or any other means advantageotls to tho

iilterest of (iPA.

11.03 Orr receiving the fihancial concurrence, as well as, final approval througlt

Purcliase Proposal from the appropriate authority, Purchase Order/Verbat

Purbhase Order wil'l bo placed to the suitable supplier. Fo, tl3=jgg$S,
rr Cbrnnrittoo corrsist'irrCI of tlro 'rnombore front thq-t]ggl iggg1!1pttt, Prq;

Iurement Branch and Finance & Accounts Department will be formed
.-* - ffi
rIr,6-"rirr.b; r;.p"*',blu iot pto"urg

ffisumingDepartmont.Although,theseSt0reS!tems
nffi-ffi *"p"r dncumentation liko

@l9g-iyilg.R"pryt, t l,lg gtoteq Requit

frJ1""*Jing thereof in Stores Leclg-er, Storqs Register and Bin Ctllt

must be made.

11.04 Stores Accounting Section will make adjustment of the advance money

(if any) given agairrst this purchase on receiving the billlcash memo'
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THE CHITTAGONG POHT AUTHORITY
ANNUAL FORECAST OF STORES

For the yeEr 19......

ANNEXURE : "A"

Shcet Nq
Dete........--
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Z

I

I

I il.r
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rl

I

'<,
t
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Committoe 
. 
Mamberu
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2.

3.

4,

5.

L

iir,
Prepared by'::

Controller of Stores Senior Store O6crr H..d o{ chc DePlrlmcnt
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THE CHIfiAGONG PORT AUTHORIfi

OCCASIONAI-/EMERGENCY 
STORES DEMAND

Sub-Store

Reasons--.

ANNEXURE : ,C'

Date...

Remarks

Recluisitioning DcparttnentiBranch

PurPose of Purhase

n:,\
unit 

I
Stoto
CodoDosc riPtion of

S tores

Tho stores items ore/aro not

availablo. Pleaso maxe

arrang€msnt for it;stie/

€lnorgollcY Purchoso

Senior Store Oflicer
Originated BV
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THE CHITTAGOI\G PORT AUTI.{ORITY
I.'I' RCI IASE REOUISITION

ANNEXI,IRE: 'O'

Requisition No.........,.....

Dat e. ^.... ........Praesa Purchaso thB itern(s)

lr.;lorl LoLrt^' :

I lou.,,,n,'on I

I 

-t 
I 

sr',i,", 

i:Lli:

,.r" I

Required Provision
I for tho I

I I ucriorJ II I -."1

Store Officer Senlor Store Officer

(i'i)
(N)nlng

,itl 6l r ri ,1r 5.1.I I dn I

- New ltonr(s)
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THE CHITTAGONG POI1T

REAL'ISITION FOR ADVANCE ()F

ANNEXURE: CC

AUTHORITY
IMPREST HONEY

Particul ars
of wol}s

ATprovedli Requisitioned bY

36
f,WP, ASSOCIATES' MANAGEMENT CONSULTANTS

.!\.

6t,
Ntr.

Doscription
()t

S tr-:ru i



I

:
=a
7:

)d1u\F
!G
r'\_u
^EU
+U

&,90
=l-
v l--,1 6!,u
<d
,O-
y- !:
i
l.rl
I
F

c
.9
n-* (,
-Or:'"" S
f@rt

37
r:.WP ASSOCIATES - MANAGEMENT CONSULTANTS

.l\

I

lx
lcv

dl
al 

-.-.----Al ',I g'c;
| 642
I 6 04i->

-t -;-
-l -d

irt_---olldl

ll&



CHAPTER - V
BECEIVING AND INSPECTION

1.OO RICEIVING AND INSPECTION OF STORES PURCHASED TFTROUGH

PROCUREMENT BRANCH

Receipts anrJ lnspection Sectlo:r under Central Store will perfortn the

functions of rcceiving, inspection and finatly handing ov,rr the stores

wlrir;lr i.rr()l.rrclr:urotl tllrouglr Ptoourolltul-tt Brurrclt' Tlris :)r -tr(-)rr will

rccuivc Purchitsc Proposa! and Purchaso Order from the ?rocurcrtlottt

Brilrrclr ilgninst wllich it will bo responsihrlo to tako doli'':r,' frorn thtl

suppliers. The supplier will delivcr thdstoros through 'Del'':ry challan'

to be submittcrd in seven coples, one copy of which '."lil be given

bacl< to ths sir.rpplier aS a token of acknowledgement c: siores and

the othcrs will be retained. Receipts and Irrspectionjecticn :r receiving

trhe stores will :

cltcckthePurcltaseProposalandPurchaseOrderwi:rtlresupp-
licr's Pslirrert Challan.

make surr) that the quantity and description corr6Posd with the

Purctrasc 0rcler and $ign the Dellvery Challan with conr--ents' if any'

write to the slrppller regarding shortage, damage, etc- lor repla-

cementfrejection (existing format will continue)'

on completion of the delivery, the stores received wrll be recorded

in ,stores Receiving and lnspection Register' ( Annexure: 'G')' Thereafter'

Receipts and lnspection Section wi]l issue ,lnformation Merrro for lnspe.

ction of Stores, (existing format pill continue) to the rr.:embers of the

lnspection Committee. '

The lnspection committee will verify thg stores recelred {:cm the supp-

lier for linal acceptance of the' same irt terms of description' specifi-

catiorl, qrtality, size etc' mentionecl in the Purchase Proposal and

purclrirso orrl:lr. TJre Conrmittoe will bc composod of tlte nrctrtbers

as mbntioned in A, B or C depending on the tinancial limits determined

by the auth*rity from time to timo. The Consuttants suggost financial

.linrits upto Tk.20,000 and Tk.1,00,000 for A and B respectively and

above Tk.1,00,000 ifor C.

1 
r:twp ASsoclATEs ' *o'3*u*tnt coNSuLTANTS

1'.02



1)

2'

3)

4)

1)

2)

3)

4)

Procurement

Store Ofticer

Audit Offlcer 't , I

l,
User Dopartment

Off icer

Of f ict:r f ronr the

1)

2l

3)

Senior Procurernent Officer

Senior Store Officer

Senlor Audit Officer

Senior Officer from the User Departntent

Corrtrollcr of Stores

Clrief Auditor

Head/Deputy Head of the user' Department/Branch.
I

-rr cottlpletion of the inspection, the Receipts and lnspection Section

'.'iil prepare 'stores Roceiving Report, (Annexure: ,H,) irr three copies,
:-:oros Rccoi',rirrg; ancl !rrspcction Rogistor.(sRlH) ancl ttre copies of tlre
):livery clrallan must be slgnecl by the tnspection committee whictr

". 
; ll be trc;lted . as f inal acceptance e;f the storas itcr-lrs, sul-rjr-rct t{-)

lnlnlcnts. All rlie copies o{ 'stores Re coiving Rcport, (S n R) alorrg
.'.itlt the stores and Delivery Challan (two copies) will Lre hanclccl over
'i Ccntra.l Store for taking the santc into stock and thereaftcr rlistri-

Ii

original copy of sRR and a copy of Derivery challan to Stores
Accountilrg Section.

Dupticate copy of SRR and a copy or o"tiu.ry challan retainecl
by CentraN Store.

Triplicate copy of SRR to Receipts and lnspection Section.

imported stores shall be routed through;'
enable proper costing.
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