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CHAPTER—I

INTRODUCTION AND TERMS OF REFERENCE

INTRODUCTION

Maunsell Consultants in association with EWP Associates and Price
Waterhouse Associates submitted their Phase IAReport on 21st April,
1981 on ‘Accounting and Financial Services and Tariﬁ Structure’ to CPA.
CPA management felt the necessity of implementing the Report of Phase
I. This called for a separate assignment which was commenced on
5th April, 1984 after entering into contract dated 24th October, 1983

as Phase 1.

Stores purchase of CPA involves a considerable amount of expenditure.
The control and management of stores, therefore, are of great importanco
to management. An effective control and management depends to a large
extent, upon efficient purchasing, storage, and consumption. Each additi-
onal unit carried in' store involves some additional costs. Effective stores
management is essential so as to operate within an integrated and well
co-ordinated system 'whereby the management resolves to minimise total
costs and manages stores at predetermined levels to stabilize investments
in stores. Besides, CPA is going to introduce cost-based tariff which
makes it necessary to design an improved stores system in accordance
with Revised Accounting System.

The Martial Law Committee has recommended a Central Store for CPA
with two wings-Procurement and Storing. Controller of Store is the
head of Central Store while Sr. Procurement Officer and Sr. Store Officer
are respectively responsible for the two wings. The functions of
procurement, storing as well as accounting are centralised. However,
Executive Departments will be responsible for procurement and storing
of some store items like Boulders, Medicine, Cement, Bricks etc. This
has been decided after discussion with CPA to facilitate practical
performance ol work.

in line with the Revised Accounting System and the functions mentioned
in 1.03, procedures for stores procurement, storing, consumption and
accounting have beon drawn up and relevent forms have been designed/

modified by the Consultants.

4
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The stores system in the following chapter deals with :

(i) Procedures for stores procurement, receiving, inspection  and
storing.
(11) Procedures of issue, transfer and accounting of stores items.

(ili)  Other related aspects such as Coding, Quantiiative Techniques for

Stores Planning and Control etc.
The system also outlines :

(1) Use of forms and records necessary for financial accounting as

well as those necessary for costing purposes
(i) Physical verification of stores and reconciliation
(iti)  Statistical summaries.
The procedures and documentations set out in this Manual should not be
treater] as rigid set of “‘rules” tc be followed for all imes 1o come; rather

it should be reviewsd at regular intervais to mest changing situations

whenever arising.
TERMS OF REFERENCE

he terms of reference per Phase 1T Contract was “to recommend procedures

for sireamlining of stores purchases and issues’”

The various aspects of the above Terms ot Reference have been covered i

the Chapters which foliow.

EWP ASSCCIATES - MANAGEMENT CONSCUL
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CHAPTER - 11

DEFINITION AND TERMINCLOGY

1ZANING OF STORES
“Stores” is a general term describing goods which are held in store
house and stock yards. CPA reguires stores for the maintenance of
its equipments and vessels and also for conducting its administrative
activities. Therefore, the goods which will be procured with the above

objectives are termed as °‘Stores’, in the context of CPA. ‘Stores’ also
covers ‘Scraps’ and ‘Empties’.  This definition brings within its ambit
1

boulders and medicines which arc not treated as ‘’Stores items’ by

CPA at present.

L bR}

- ,a i . . " o i 3 ,
Serap” denotos storas  items  which have loat  their utility in thair

original torms. These are suc‘l stems as wsH no cnger be useful for

the purpose for whach they were origi na!!y purah’esed and these will

S
be best disposed oﬁ‘ either by auction sale or by Other special means:

Scraps also cover odds & ends of metal, sweepings, etc. Scraps which

| COS—

R s e o
can be reused for cther purposss shall be kept and recorded separately.

“Empties” mean empty containers such as packing cases, barrels, drums
etc. The empties should be maintained by the Central Store under

the classification of serviceable and unserviceabie. Unserviceable empties

should be classed as scrap under the relevant headings.

]

LASS!FICATION OF STORES

i

roper classification of aii stores items is  essential for easy identification

0

and effective accounting. CPA’s existing classification is neither based
on the naturg of the items, nor, on purpose of their use. Ail stores
items . have been re-arranged under the following classifications as

against the existing classifications :

Existing Classification’ Revised Classification

Forms and Stationery Printing, Stationery and Forms

Uniforms Liveries and uniforms

3
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AUTO AMND MECHANICAL EQUIPMENT SPARES :

Motor and Spare Parts Auto and Mechanical Equipmont Spares.

Small Stores, Tools and Plants  Vessels and Crafts Spares.
lLoose Tools and Instruments.
Hardware, Metal and Sanitary Fittings.
Mooring Materials.

Electrical Stcres Electrical Stores.

Timber and Building Material Construction Materials.

Paints, Varnishes and Chemicals.

Paints

Fuel Fuel, Oil and Lubricants.
—_ Boulders.

—_— Medicines.

General General.

far

Medicines and Boulders have been treated as store items for
purpose. But storing will be done as per existing practice

control

Mos of the c!asstflcatlons Cited above are self explan
nature and type of stores items to be contained therein

atory as to the

However, the

following has been considered for a brief explanation

This group will include
spares «f cars, buses, trucks, ambulance, cargo handling and mechanical
equipments  etc.

VESSELS AND CRAFTS SPARES : Spare Parts of all vesssls and floating

crafts mainly used by Marine Workshop will be included under this group.

it will cover ocose tools and

LOOSE TOOLS AND INSTRUMENTS :

instraments used mainly in Workshops and other areas. it wall a'so include -

medical, surgical and sundry instruments of comparatively low value and

short longevity.

This group will include all items which are not included

GENERAL :
in other groups.

unoer this group.

(i 4
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CHAPTER- 111
ORGANISATIONAL SET UP OF STORES

a/\/‘h(ﬂ Detailed procedures and necessary documentations for stores procure-
ment, storing, consumption and accounting contained in this Manual
have been drawn up on the basis ot M. L, Committee Organisational
Set-up. Under the set-up the main operation relating to stores will
be performed through Stores Department having the branches-Procur-
ement Branch and Central Store. Central Store will store all the
itonis with cortain oxceptions liko Modicines, Boulders, Mooring Materials,
Cement, Bricks, Sand etc. which are to be procured and stored by
the Exccutive Departments. However, the various Workshops and
Maintenance Points ( Civil/Electrical ) will 'maintain Sub-Store for storing
items for a limited period, say, for seven days, more or less on
imprest basis. Procurement Branch and Stores Accounting Section will
continue their existing functions.

1.02 An Organogram in connection with stores procurement, storing and
accounting is illustrated below :

l cPA |
{ Stores ’ Executive Workshop & | Finance & |
;Department i Departme_nts) Maintenance Accounts |
=y - LT EPoims Department |
i
P : - ; " : Stores
Frocuremen entra epartmental]. A i
Sub-Store ccounting
Bra .
| Branch Store Store Section
5
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1.03

Executive departments include those departments which procure, store

as well as consume the store items.

An

STO

-

N

“To prepare and analyse report/statement on SLores

outline of the functions of ecach of the acbove are o5 follows @
RES DL"PARTMENT

To be responsible for Procurement and Storing of &ll stores items,

except certain items as stated above.

To make stores budget and arrange for neccssary lunds
To do stores functions more economically and efcienily
To make available a balanced flow of slores items 10 wvanous

departmients/sections to meet  their demand.

To co-operate with other departments 10 give and receive informa-
tion su that the service is clficiont.

To initiate proper training of the stores personnc

Any other activity as assigned by the higher authority of CPA fromn

time to time.

L}

PROCUREMENT CRANCH

To keep in touch with the sources of stores supply and
information in connection with stores purchase.

To assist in planning and forecasting the stores purchase.

To decide from where the stores should be purchas=d

To make most advantageous arrangement possible for the economic
purchase of stores.

To observe Tender/Quotations formalities for selecting suitable source
of supply.

To collect right quantity at the right time to fit the CPA’s demand.
To maintain - books and records properly arising in connection with

the stores purchase.

6
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— To provide with necassary information as and when required from

time to time.

To do all other functions as assigned by the higher authority.
CENTRAL STORE
To be responsible for storing all stores items (except certain items
as stated carlier).
To co-ordinate with all consuming departments o as (o collect
annual forecast of stores.
— To arrange meeting for final allocation of stores.

- To plan and control stores purchase as to how much to purchase

and when to purchase.

lo wilonm ol matters  etfecung stores winch iy be ol interest

to the management.

—  To direct and control keeping of stores under proper classification,

location, ‘recording, etc.
— To prepare, analyse report/ statement on stores receipts, cosumption

and balance periodically.

. To ensure proper system of perpetual inventory and periodical

inventory control.

- To maintain proper books and records of receipts, issues, transfers

and balances of stores.

To do any other works assigned to them as and when required.

SUB-STORE
—  To keep stores items for a short period.

To ascertain  the periodical demand of stores on the basis of

previous consumption or available information from the Consuming

Units.

7
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To collect stores from the Central Store as per demand/estimate.

To issue stores on proper authorization for maintenance work.

To ensure proper storing and take measures against all sorts of

losses of stores.

To maintain records of receipts and consumption of stores. .
To send periodical consumption report to Stores Accounting Section

through Central Store.

To do any other work as and when required. ’

EXECUTIVE DEPARTMENT

STORES ACCOUNTING SECTION

To forecast the annual requirements of the stores (Medicines, Boulders,
etc.) which are to be departmentally procured.

To obtain sanction from the appropriate authority

To procure the stores after observing the purchase formalities.
To ensure the procurement of the nght quanitity «f the sighit the

in economical way.

To store the goods properly.

T

To send monthly Stores Consumption Report 1o Stores Accounting

5 maintain books and records of purchase and consumption.

“ection for accounting purpose. :5:
To send Stores Receiving Report (SRR) 1o Sto rm
after observing store receiving and |
To do any other job as required by the Authority from L

for stores purpose.

|

)

l

To bu respoqsib!e for proper accounting of stores rece ving, consump- )
tion and balance in both quantity and value.

To isceive and analyse the Stores Consumption Report after puting

value so as to arrive at cost centre-wise and expenditure head-wise

stores consumption.

8
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— To ensuic proper verification of the bills received from the suppliers

for {final settlement.

— To maintain books and records properly.
—  To provide necessary information to Books and Budget Secticn
regarding stores receiving and consumption.’

— Any other activity as and when assigned.

1 1.04 A functional organogram regarding stores procurement, storing, consum-
ption and accounting has becen drawn out below :
iSTORES{
Procure- Stori !
ment toring ‘
Le | Local Foreign ' C | ‘ , Departmental
pr | Procure- Procure-| | Lentra ‘Sub—Store Store ( Exe-
m I ment ment stofe | ‘cutive Depit.)
l I iConsumption !
P “Procurement “Procurement
by by .
P Proc. Branch Exe. Deptt. l Accounting l
9
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CHAPTER - IV

PROCUREMENT OF STORES

1.60 SHORT REVIEW OF EXISTING AND REVISED SYSTEM

1.01 Piesently both local and foreign purchases are made centrally by t#&

Procurement Branch with certain exceplons ee “edicines, Boulder

| etc. which are procured directly by e txecutive Departments. T
| Consultants are of the opinion that s peaciice may be continué

Exccutive Departments will procure Medicanss Soulders, NMooring Materia

Bricks, Cement, Sand etc. duly approved Oy &% Zuthority.

1.02 For procurement of stores, the exisling procegures contained in f
Purchase Manual approved vide BoarZs Resolution No. 154 dat

12.1.1979 will be followed by the Frocorsmass sersonnel with certs

amendments in the existing  documoniaiiass Thos Manual rcprodu’i
the important aspects only of the exisumg procedure of purchase.

s . -
In order to ensure proper burchase of SIoees the following stf

shall be taken :
(1) Forecast of annual requirement of e whole CPA.
(2) Exploring and sortivng out sources of supply.

(3) Invitation of Tenders/Quotations.

(4) Preparation of Comparative Statemsnt of the Tenders/Quotatic

4
=

W

(5) Selection of suitable panel of Suopt
(6) Follow up delivery.

LATNT

2.00 FORECAST OF ANNUAL REQUIREMENT

oueration in CPA ) calls

i preparation of departmental stofes budget.  For this, the diffé

departments at the beginning of the ysar Wil submit ‘Annual Foré

two copies, one copy of which

2.01 Budgetary Control System ( presently

‘ ; of Siores’ ( Annexure: ‘A’ ) in

be sent to the Central Store.

10
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In preparing this document, departmental heads may collect necessary
annual demand from their respective Consuming points or from Sub-

Siores using relevant columns of the same format.

On receiving the Annual Forecast of Stores from the various departments,

SISt

Central Store will prepare ‘Summary of Annual Forccast of Stores’

e e B

(Annexure:'B’) for the items used in more than' one department, and
will make necessary arrangement for a meeting between the following
members to review the forecast of various depariments and io make
alteeations
Controller of Stores
-—  Senior Procuremicnt Officel
—  Senior Store Olficer
Head of the Consuming Denartment/Senior Officer of the Consuming
Departiment

Senior Ollicer from Finance & Accounts Department

— Senior Officer from Audit Department

The Committoe will docide the roasonabio requiroment considering past
three years’ average consumptions and any changes in future positions
of a particular department and will fill up the column designated ‘Quantity
Altotted’ in the Annual Forecast of Stores. Copy of Annual Forecast
of Stores shall be sent to thej members of the Comittee well
before the commencement of the meéting. Every member of the Committee
and the accounts Department will get a copy of annual Forecast of

Stores after filling up the ‘Quantity Allotted’ column signed by the
Committee.

EXPLORING AND SORTING OUT SOURCES CF SUPPLY

The stores items are procured both locally and from foreign countries
depending on their availability and suitability of the requirement. However,
the policy of CPA IS to make Purchase of stores in such a way as
10 encouragoe dwulopmant of tho industries of the country to the utmost
possible extent consmtent with the economy and efficiency. In order

to give effect to the above policy, preference in making Pur-

chases will ba given to goods produced, wholly or partly in

11
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Bangladesh. But care should be taken that the quality of the product is
sufficiently good for the purpose. The Procurement Branch will procure

the stores by adopting either of the following methods except for the

following :

(i) Fuel, Oil and Lubricants.

(ii) Such other commodities as may be produced/sold by Govt. owned/
managed organisation/Corporation and which are ordered to be
purchased directly from them.

OPEN TENDER SYSTEM: Under this system the approved Contractors are

invited to give offer for supplying required items through public adver-
tisement in the most open and public manner possible. Tender received
from an unknown firm which appears to be satisfactory should be

considered on verification in a proper manner of the firm's position.
International Tender will be invited for the items to be procured from
abroad.  Open Tender Systom will not be applicable in the following cascs :

(1)  Where estimated value of items in a Purchase Requis tion is upio

Tk. 50,000 -.

(i) nosuch othoer casos wheie Open Tondor Systom is sotl jusbiiod on
the ground of emergency need, single producer/supplier and the like.
Cost of Tender Schedule will be decided by the management from time to

time on the esiimated value of suppliegs.

LIMITED TENDER SYSTEM: This systom is applicable for storcs moanufa-
ctured in the country by a few firms like Marine Paints and for such
other stores, the estimated value of which do not excesd Tk 50.000/-

-

against any single Pucf_Wn. In such a case, guotations for
supply obee invited from the enlisted Suppliers. For this,
Procurement Branch will maintain an approved list of Supgiiers which
should he extensive enough to ensure that a sufficient number of Suppliers

are available for the stores required by the Authority.
ENLISTMENT OF SUPPLIERS

Notice of enlistment should be advertised through daily newspzper. Detalil
terms and conditions shall be issued by the Senior Procurement Officer
from time to time. The procedures for enlistment shall be adopted as
suggested below :

12
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(i)  The Authority shall enlista supplier for a period of twelve months
ending 30th June.

(i) The Authority, however, shall reserve the right to remove any firm
from its list of suppliers if the dsalings of the firm proves

unsatisfactory. For this, necessary formalities should be observed.

(iii)  Such enlistment will require enlistment fee (not refundable) and

security deposit (refundable) for each group of item as decided
by the management from time to time.

A firm to be enlisted should fulfil the conditions as under -

(a) That it is a bonafied business concern.
(b) That it is duly registered with Income Tax Authority.

(c) That it holds valid Trade Licence.

(d) That it was never found in blacklist maintained by CPA or any

~other Government Agency or Autonomous Body.

(e) That its past performance with the Authority was fair, honest and

satisfactory.

(f) That it has Bank. Solvency Certificate.

(g) Any other points"’whic’h may be considered in the best interest of
the Authority. o

The Authority may forfeit the entire or a part of the ‘Security Money’

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

(a) Failure to supply stores within the date and time mentioned in

purchase order.

(b) Supply of inferior quality of stores andfor such stores which do
not conform to the quality/specificaticn noted in the Purchase

Order resulting in loss to the Authority.

13
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(c) Attempt to make short supply.
(d) Indulging in any fraudulent activity,

(e) Any other activities which may be considered against the interest

of the Authority.

When whole or part of the ‘Security Money’ is forfeited, the Supplier

concerned shall be informed thereabout. Authority's decision, however,

shall be the final and binding upon the Supplier concemed

3 EMERGENCY PURCHASE :  Where time avatlable and circumstances  do

not permit purchase of stores on open Tender System or Limited Tender

system, emergency purchase may be made. This procedures may be

allowed on the following grounds:
(a) Supplicrs do not meet specifications as jaid out in Tender.
(h) Emergency need.

(¢) Suppliers do not respond.

(d) Wide variation in price.

W

(e) Any other circumstances where emergency purchase advantageous.

. { =
Procedures for emergency purchase is outlined in Para-11.00 of this chapter.

4. PURCHASE BY NEGOTIATION : Purchase by Negotiation, =s 2 general rule,

is not desirable. But if circumstances is such that it is more advant-

ageous to procure stores through negotiation, then such purchase may

be made. The method may be advantageous in the following situations:

(a) Where a little cost information is available in respect of purchése
involving equipment of specialised or complicated nature.

{b) Where Purchase price is tixed by any Authority.

14
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(c) Where quotations submitted by the Suppliers are not satisfactory

4s Lo price, conditions or warranties.
(d) When the lowest price is desired to bc reduced further.
(¢) Any other situations where negotiation is deemed essential.

Besides, within the  contract period, stores required in excess of the
quantity contracted for, may be procured through repeat order,
provided, such excess quantity is not suffjciently large to justify the
invitation of  fresh tender. Such an  order may be placed on the
same terms and conditions as the previous Purchase Order when to
the best of the knowledge of the Procurement Branch prices have

not fallen since he last purchase.

TENDER/QUOTATION PROCEDURES

Procurement Branch, on intimation from Central Store for purchase of

stores, will proceed to procure the stores through Tender/Quotations

or Spot Quotation as the case may be. As earlier mentioned, quotations
shall be invited for supply of stores involving an estimated expenditure
not exceeding Tk.50,000/- against any single Purchase Requisition
from all enlisted suppliers. When the estimated expenditure exceeds
that amount, it should be made through Open Tender if not otherwise

directed demanding the situation.
TENDER NOTICE

Procurement Branch, through tender notice, will intimate the interested

suppliers about the requirement of stores. Tender notice shall contain :

(i) Time and place when the Document’s can be seen and Tender
Schedule can be obtained and also the amount, if any, to be paid

for such forms or dacuments.

(ii) Place, time, date and mode of submission as well as opening

of tenders.

15
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(iii) Tho right of the managoement for acceptanco or rejection of

tenclors.
(iv) Detail descripti f s s alov i [ yximate smand
\ ctal escription O stores alony with approxunate demand.

(v) The amount of earnest money.

PUBLICITY OF TENDER NOTICE

For Open Tender, notice should be advertised in the daily leading

newspapers through the Public Relation Branch in accordance with the

instructions from the competent authority. For 1 mited Tender, all
enquiries should be despatched to the enlisted suppliers. The list of
enlisted suppliers 1o whom enquiries have been sent should be signed
by the despatch clerk and placed ”c?n the purchase case file to review
the response of the suppliers. One cOPY of Tender Notice and Tender
Schedule should be displayed on the Notice Board of tne Procurement
Branch. Adequate time shall be provided in the Tencer Notice so that
sufficient suppliers may participate.

TENDER SCHEDULE

Tender Schgq}xle constitutes the basis for the supplier’'s offer to

deliver the stores in accordance with technical specification and on
terms and conditions laid down therein. It should D2 designed in such
a way so that all necessary information is obtained. Tender Schedule
shall state inter-alia.

(a) Description of stores along with approximate demand.

(b) Place, where stores are to be detivered.

{c) period within which the delivery is to be completed.

(d) Who will bear the incidental charges for delivery of stores.

(e) The amount of earnest '‘money to accompany e tender and the
nature of security deposit required in the case of an accepted
tonder. The oarnest money should be sufficiently large 10 be a
security against loss, if any, from the contract. The earnest money
should bein Pay Order/Challan as far as'pra«:i.i.cable.

16
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(f) Validity period of the supply against the quoted price.
(g) With whom or what Authority the acceptance of tender will rest.

(h) Rate ot penal charges in case of failure to supply the ordered
quantity . within the stipulated time.

(i) Tenders should not contain  any erasing or alteration for avoiding

discrepancies which may arise from such practices.

(i) Any other conditions which deem necessary from time to time to

save the CPA’s interest.
RFCFIVING AND OPFNING OF TFENDFR

In response to advertisement in the press or limited invitations, all ten-
ders of whatever value shall be submitted by the tenderers in sealed covers,
stating tender numbor with date and time of opening on the cover. This
may be put in the ‘Tender Box’ maintained at Procurement Branch duly
sealed or sent by registered post with A/D. All tenders received by
post shall be put in the Tender Box. The key of the Tender Box shall
remain in the custody of the Senior Procurement Officer.

On the appointed date all Tenders/Quotations shall be opened before ‘the
members of the Tender Committee. The Committee comprising three mem-
bers from the following departments will be responsible for proper verifi-

cation of the tenders ;
— Store Departme‘r}:t ( Procurement Branch )
— Finance & Accdunts Depz nent
: ‘.
— User Department { where necessary )

The representative of the Tenderer may also be present there at the

time of opening of Tender.

17
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7.CO

7.01.

tHowever, exemption from furnishing security deposit/earnest money

may be granted by the competent authority in case of foreign supp-

liers for occasional orders and also in case of local suppliers in

exceptional circumstances. Bank Guarantee furnished as security deposit/
earnest money should be unconditional and valid for a period upto
three months from the date of expiry of contracted period. The security

money will be deposited by the party through Challan and duly acco-
unted for in the respective head of the General Ledger.

PROCUREMENT

On the basis of Annual Forecast of Stores, the Central Store will be

R wwih

responsible for planning the storés purchase as to :

(i) How |ﬁﬁ¢h should be ordered.

(i) When should it be ordered.

. To cueime to an accurate decision as to quantity and timing of placing

Techniques
for Stores Planning and Control’ (Chapter - XT). The guiding principles

of stores procurement are that :

an order, Central Store should pe guided by ‘Quantitative

(i R would neither disrupt the operational activity.

(if) Nor it would unnecessarily block funds.

Considering the above, Central Store will initiate purchase through
‘Purchase Requisition’ (Aﬁnexure-’D‘). When stores are required 1o
be purchased, Purchase Réquisition shall be prepared in 1wo copics,
original copy to be sent 10 Procurement Branch requesting them to

purchase and the duplicate copy to be retained. Some of the columns

of Purchase Requisition are explained below :

1 Budget Control (in units )

(a) Provision for the period - QUantity budgeted in respect of an
item for the period (vear) will be filled up in this column.

I
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(b)  Purchased to-date - Quantity purchased in respect of an item

to this date of making Purchase Requisition.
(c) Budget available - Column () Less Column (b) noted above.

2. Remaining balance - Column (¢) noted above less quantity requi-

sitioned for an item through this Requisition.

Remarks Column in Purchase Requisition should contain the reasons

for occasional /emergency purchase.

The responsibility for making purchase of all stores items, with the

exception of certain items, lies with the Procurement Branch. The Procure-

ment Branch is to ensure that stores are purchased :

(i) in right quantities as requisitioned by Central Store.
(iiy &t right prices

(ifi) ot the right quality (type)

(iv) from the right suppliers, and

(v) at the right time.

To conform to the requirements, Procurement Branch will follow the

Tender/Quotation formalities properly.

On receiving the Purchase Requisition from the Central Store, Procu-
rement Branch will prépare 'Purchase Proposal’ (Annexure: 'E,) in three
copies for sceking financial concurrence and finally for obtaining sanction
from the competent authority. All the copies will be sent to Finance
& Accounts 'Department for financial views. After obtaining favourabls
views and on completion of the Tender/Quotation formalities, Procu-
rement Branch will send the Purchase Proposal mentioning the name
of supplier along with comparative statement to the sanctioning authority
for final approval. The distribution of the copies of the Purchase Proposal,
after approval, will be as under :
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— Original to Stores Accounting Section.

—  Duplicate to Receipts and Inspection Section.

Triplicate will be retained and filed by the Procurement Branch.
The following points are to be noted in the Purchase Proposal :
“Reasons for Purchase’’ -~ The space is provided for mentioning the
reasons for occasional/emergency purchase which will be availabie in

the Purchase Requisition.

“Suppliers Name” will be put on final acceptance of Tender/Quotation.

“Annual Allotment” will be available in Summary of Annual Forecast

of Stores
7.03 GUIDING PRINCIPLES FOR THE PURCHASE

The following guiding principles should be followsd in purchasing
stores for CPA :

(1)  The purchases must be speedy and at a compel Live price consis-

tant with the specifications/samples/drawings ‘umished by the

Central Store.

(ii)) It must be made in the most economical manncer in accordance

with the laid down procedures against specific demand.

(iii) Specialised knowledge, skills and procedures should be excercised
in efficient and economic procurement particularly as regards
current prices, quality and deliveries of stores from both local

and foreign sources.

(iv) Foreign purchase should be conducted, if possible, through a
Locai Agent (Registered in Bangladesh) in order to avoid pay-
ment of agency commission in foreign currency.

2
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(v) Purchase Policy ot CPA should encourage Loca! industries with

a view to promoting indigenous production of CPA’s requirements. ‘

7.04 PURCHASE PREFERENCE
Keeping in view the policy of CPA to encourage devetlopment of
indigenous” industries, preference will be given in the following orders

- in making purchase of stores.

Firstly, to articles which are produced in Bangladesh in the form of |
raw materials or are manufactured in Bangladesh from raw materials ‘
produced in Bangladesh provided the quality is sufficiently good for

the purpose. ) ‘

Secondly, to articles wholly or partially manufactured in Bangladesh from

imported materials provided that the quality is sufficiently good for

the purpose.

Thirdly, to articles ‘of foreign manufactured held in store in Bangladesh

| provided that theyv are of suitable type and requisite quality.

Fourthly, to articles manufactured abroad which is needed to be specially

imported.

The above preference is io be accorded after considering the price

of the products.

7.05 After having obtained the sanction, Procursment Branch will pre-
pare ‘Purchase Order' (Annexure: ‘F') in five copies, the distribution
of which will be as under :

—-  First copy to Supplier.

—~ Second copy to Receipts and Inspection Section.
—  Third copy to Stores Accounting Section .

— Fourth copy to Audit Department, and

—— Last copy is retained. 1
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Columns provided for “Receipts Ref.”" will be filled up on final receipt

of stores.

8.00 FOREIGN PURCHASE

Store . Department on the basis of the Annual Forecast submitted by

the departments and stock position, will prepare a budget after estimating

value of stores to be procured from abroad. This foreign currency bt idget

will then be placed to the Government through Chairman 10: obtaining

sanction of foreign currency expenditures.

Initially, a tentative allocation of foreign currency expenditures is given
by the Ministry of Finance which is made known to the User Department
so that necessary adjustments, if required, may be made in the Annual
Forecast of Stores. However, Stores Department will from time to time

the 1 3 3 cation

maintain liaison with the concerned Ministry until the al alloca
is obtained. On receiving the intimation of final allocation, Stor=Department
will communicate with the Ministry of Communication and Fort Shioping
for releasing the fund.

EROM -
N

(
|

OBTAINING *“ NO OBJECTION CERTIFICATE ©

MINISTRY OF INDUSTRIES REGARDING THE PURC HASE
OF STORES FROM THE FOREIGN COUNTRIES

Stores, Department has to obtain, before any foreign purchase No
Obiject.on Certificate “( N.O.C.) frcm the Ministry of Industries Stores
Department will place the detailed list of the slOTEs which are intende
to be purchased from the foreign countries to 1€ Minsstry O dustries
through I\/hmstfy 0: Communication and Port Shipping for thewr gerification
and finally prr issuing N.O.C.
! OBTAINING IMPORT LICENCE

A5 soon as StoresDepartment decides to procure stofes Irom foreign
countries, it will float International Tender and 3t 19 same time will
apply for Import Licence to the Co/llec{or of Imports anc Exports in
the prescribed form through its own banker supporied connected
documents. Separate licence should be obtained for mmport of separate

items. While applying for an Import Licence, Import Trade Control

Regulations should be taken into consideration.

24
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ESTABLISHMENT OF LETTER OF CREDIT

On obtaining the Import Licence, Procurement Branch will place ‘Purchase
Order’ with the Foreign Supplier. In the meantime, Procurement Branch
will proceed to open Letter of Credit with its own banker through
Finance &. Accounis Department. For opening Letter of Credit, care

should be taken on the following points :

— Terms and conditions of Purchase Order relating to the opening

of Letter of Credit.

-- Special documents required from the Supplier over and above the

‘Shipping Documents’ before making full payment e.g. Inspection Report,
Certificate of Origin, Catelogue, Manufacturer's Test Certificate etc.

-- Shipment date, and expiry date of Import Licence.

— Execution of Marine Insurance Cover.

RECEIPT AND RETIREMENT OF SHIPPING
DOCUMENTS

On shipment of the goods, the Supplier presents the original shipping
documents to the  agent of the banker abroad for getting payments
against the Letter of Credit. The foreign agent then forwards the documents
to the local bank. The supplier also sends non-negotiable copies of
the documents to the nominated officer of the Chittagong port Authority
as instructed in the Purchase Order. |f all the documents are seen to
be in accordance with the terms 'and conditions of Letter of Credit,
the bank retires the bill. After retirement of bill, all the documents will
be sent to Store- Department through CF & AO for custom clearance.

25
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9.00

CUSTOM CLEARANCE AND DESPATCH
OF THE GCODS

Scon after receiving the non-negotiable documents the Clearing

Agent will be informed. C&F Agent will make necessary arra-
ngement for the clearance of the goods. Accounts Department
will arrange fund for payment of duty, charges etc. as per bill
submitted by the C&F Agent. After observing all custom and
jetty formalities, C&F Agent will take delivery of the goods and
handover to ‘Receipts and inspection Section” of the Central Store.

PETTY CASH PURCHASE OF STORES

For smooth functioning of work, every Head of the Department/

Brarch will maintain an Imprest Cash for an amount == decided
by tho nanagomont. Somothnoesr storos ftoms y ¢ : o ho
purchased out of Imprest Cash for day to day works when these
are not available in store. In these circumsiances, 7= approving
authority  of such purchases must ensure from Stores Reguisition
Note/Stores Transfer Note that the items which are gomg 1o De
purchased are not available in Store and the involvemsnt n gach

itom must not oxceed Tk.300/—.

The following will be the procedures for purchasing anc accounting

of stores purchased out of Imprest Cash :

(a) An approximate amount will be taken as advance through
‘Requisition for Advance of Imprest Money’ (Annexure CC) trom

the Imprest Cashier.

(b) Such requisition must be made against specific 0D and or

Cost Centre.

(c) On being purchased, these will be recorded in ‘Imprest

Stores Register” (Annexure : DD).
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()  Subsequently, these will be issued to respective job/work through

Issue Voucher (existing) which should contain job number and

date (where applicable) of the issue.

(¢) If any unused stores are issued subsequently, remarks column
should contain the purchase reference of the same.

() The bill should bear the number and date of the Requisition for
Advance of Imprest Money.  The passing Authority should examine
the Requisition and pass the bill.

(y) Al purchages are to be analysed under different chargeable heads and
reported through Imprest Account Book (existing). Stores purchased
will tequire to be further analysed into jobs and Cost Cenlios

for proper costing in Imprest Account Book.

10,00 PROCUREMENT OF UNIFORM

In addition to the rules and procedures enumerated earlier for the
purchase of stores the following instructions should be followed while

o ningg nnifonn
.

(a) The Head of the Departments will submit the consolidated require-
ments of uniforms category-wise to the Senior Store Officer by

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

for summer uniform and by the first of Octobor for seasonal

uniform.

(b) Senior Store Officer. will consolidate the demand and work out
the total requuement of basic cloth for uniform and stitching
(quantity) of umfrom and of seasonal items taking into consideration,

the stock in hand.

(c) Senior Store Officer will place requisition to the Senior Procurement

Ofticer for purchase of basic cloth, who will invite tenders.

(d) A Tender Committee consisting ot Secretary, Director Security,
Chief Finance and Accounts Officer and Controller of Stores will

be responsible for purchase of basic cloth and uniform as well

27
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as approval of the sample well, in  time.

(¢)

(f)

(9)

(h)

Standard size of ready made sets of uniform fixed by the comipetent

authority will be supplied to the eligible persons through
department/branch.

concerped

A Committee consisting of Senior Procurement Officer, Deput
g puty

Chief Finance & Accounts Officer, Deputy Secretary and Oeputy

Director Security will select the Tailors through invit ng tenders.
They will also jointly and separately be responsible for the quality
of stitching and timely supply of the uniforms

Standard sample of basic cloth/uniforms duly apoioved by the

Tender Committee shall be kept by the Senior Store Officer, who

will see that the supplies are in accordance with

sample
To ensure timely supply of basic cloth/uniforms Fina: 2 & Accounts
Department is authorised to deduct 2% of the tora amount of
il for each day of delay subject to maximu J°= deduction,
it supply is made within a month of scheduled date. The Earnest;
Becurity monoy will be refundad 1o the T o cxpiry  of

Iwo months from the due date of completion ¢
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11.00
11.01

11.02

11.03

EMERGENCY PURCHASE

The departiments may require stores which are nrgently needed. In this
circumstances, Consuming Department will prep @ ‘Occasional/Emergency
Stores Demcnd’ (Annexure. ‘C’) in three copies, two copies of which
will be sent to the Central Store. On receiving the copies, Senior Store
Officer will enquire the stock position of the same, sign the copies
marking the course of action to be taken and first copy will be

returned back to the Requisitioning Department.

The course of action implies :

(a) Placing of ‘Stores Requisition Note’ by the Requisitioning Department

to the Central Store if the item(s) is or are in stock.

(h) Initiating for purchase through ‘Purchase Requisition marking the
reasons for emergency purchase in the ‘Remarks Column’ in the pur-

chase Requisition.

Procurement Branch will make necessary arrangement for immediate
purchase of the stores items through spot quotation, provided, CPA
enlisted Suppliers are not available locally or stores urgently required
are not in their ready stock or any other means advantageous to the

interest ot CPA.

On receiving the financial concurrence, as well as, final approval through

Purchase Proposa! from the appropriate authority, Purchase Order/Verbél
Purchase Order will be placed to the suitable supplier. For these purchases,
_‘¢_——:—-—"—__:2=—-——

a Committoo consisting of tho 'membors from tho Usor Dopartment, Pro-"

(‘;fr‘ement Branch and Finance & Accounts Department will be formed
Miri;e responsible for procurement of the stores items and handing
over same to the Consuming Department. Although, these stores items
need not be routed through Central Store, proper documentation like

preparation of Stoiezsi_Receiving Report, raising Stores Requisition Note

’-""'—‘_——’—__—__—— pi
and recording thereof in Stores Ledger, Stores Register and Bin' Card

must be made.
P et R

11.04 Stores Accounting Section will make adjustment of the advance money

(if any) given against this purchase on receiving the bill/cash memo.
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2.
3.
4.
5.

&

Signature of the
Committee Mambers :

KE
Prepared by  Controller of Stores
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i ANNEXURE : ‘C'
! THE CHITTAGONG PORT AUTHORITY
' OCCASIONAL/EMERGENCY STORES DEMAND
»
' ‘ No-—
g T e
4
:' Requisitioning Department/Branch......................Sub-Store.......
. Purpose of Purhase......................_...................Reasons......-....
! ' '
St Description of ‘ Store Unit Quantity Remarks
No, Stures l Code
| = D R —
| \
i / \ \
.
|
: |
|
|
: i
|
! !
i . 7
g H
¥ ;
b ' |
b \ ': :
-‘ |
f |
: |
:
e "H‘;(‘:" % ‘
‘ ‘.
i The stores items are/ara not
available. Please make
arrangement for jssue/
emergency purchase
B = i
Senior Store Officer Originated By Head of the Consuming
' Department
f
-
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THE CHITTAGONG PORT AUTHORITY ANNEXURE : ‘D’
PURCIIASE REQUISITION

Requisition No..vvrerreeen.

Piaese Purchase the item(s) DELE...% eeiinaivesnitns
listed bolow
— ST ’ -
. Budget Control
Description 1 Quantity | Date (in Units) il
n ot Store | (R)/ | Unit — | . e - apei K
e Stores  [Code | (N Required in Requited Piovision pyr- | Budget | N8 emarks
L (N 4 Stoi:k far the | chased | Avail batance
peariod | (o date | able
i
i
!
|
|
Store Keeper ! Store Officer Senior Store Officer
(R Ragnisament
(N} = New ltam(s)
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ANNEXURE
THE CHITTAGONG PORT AUTHORITY
REQUISITION FOR ADVANCE OF IMPREST MONEY
No.
Date... ccooouvis oimmm
Description A i- Particulars Cost Centr Job ;
s‘:;:m Unit Quantity muptgrgglst Uf'\:\z}‘ks Cada . No. Remarks
|
|
|
|
|
! a
“Approved by Requisitioned by
36
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CHAPTER - V
RECEIVING AND INSPECTION

1.00 RCCEIVING AND INSPECTION OF STORES PURCHASED THROUGH
PROCUREMENT BRANCH

Receipts and Inspection Section under Central Store will perform the

functions of receiving, inspection and finally handing over the stores

which ae procurod through  Procuromont Branch. This Scction  will
receive Purchase Proposal and Purchase Order from the Procurement
Branch against which it will be responsible to take delivery from the
suppliers. The supplier will deliver the stores through ‘Delivery Challan® .
to be submitted in seven copies, one copy of which will be given
back to the supplier as a token of acknowledgement of stores and
the othcrs will be retained. Receipts and Inspectionfection. on receiving
the stores will :

check the Purchase Proposal and Purchase Order with the supp-

lier's Delivery Challan.

make sure that the quantity and description correspona with the

Purchase Order and sign the Delivery Challan with comments, if any.

-— write to the supplier regarding shortage, damage, etc. for repla-
cement/rejection (existing format will continue).

On completion of the delivery, the stores received will be recorded

in ‘Stores Receiving and Inspection Register’ ( Annexure: "‘G'). Thereafter,

Receipts and Inspection Section will issue ‘Information Memo for Inspe-

ction of Stores’ (existing format will continue) to the members of the

Inspection Committee.

1.02 The Inspection Committee will verify the stores received from the supp-

lier for final acceptance of the same in terms of description, specifi-
cation, quality, size etc. mentioned in the Purchase Proposal and
Purchase Ordar. The Committee will be composed of
as mentioned in A, B or C depending on the financial limits determined
by the authority from time to time. The Consultants suggest financial

d Tk.1,00,000 for A and B respectively and

the members

limits upto Tk.20,000 an
above Tk.1,00,000 ifor C.

AL 38

LWP ASSOCIATES » MANAGEMEN‘T CONSULTANTS

- — >

o

LS

W E ©

-

F &9

»

N
[o0d



) Procurement Officer
2) Store Officer

3) Audit Officer !

4) Officer from the User Department

) Senior Procurement Officer
2) Senior Store Officer
3) Senior Audit Officer

4) Senior Officer from the User Department

) Controller of Stores

Z2) Chief Auditor

3) Head/Deputy Head of the User Department/Branch.

completion of the inspection, the Receipts and Inspection Section
il prepare ‘Stores Receiving Report’ (Annexure: ‘H’) in three copiess
Stores Recnix}ing and Inspection Register’ (SRIR) and the copies of the
Oelivery Challan must be signed by the Inspection Committee which
will be treated as final acceptance of the stores items, subjoct to
-omments.  All the copies of ‘Stores Receiving Report’: (SR R) along
wth the stores and Delivery Challan (two copies) will be handed over

‘0 Central Store for taking the same into stock and thereafter distri-

bution ot the copies \(\{NI be as under

Original copy of SRR and a copy of Delivery Challan to Stores
Abcouming Section.

Duplicate copy of SRR and a copy of Delivery Challan retained
by Central Store.

— Triplicate copy of SRR to Receipts and Inspection Section.

All bills in connection with imported stores §hall be routed through

Stores’ Accounting Section to enable proper costing.
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CHAPTER—-VI

STORE KEEPING

P
I

1.00 STORING POINTS

1.01 All the stores items used in CPA will be stored in Central Store,
Sub-Store and Departmental Store, as was discussed in Chapter 111,
before putting them to final consumption. Stores specially purchaszd
for emergency and direct use may not be physically taken through the
Central Storo. In these cases, necessary documents regarding receipts
and issues of such stores will be routed through Central Store for
recording purpose.

1.02 The organisational set-up for store keeping has been framed wilh the

following objectives :

--To have elfective control on stores

—To facilitate regular supply of stores to various Consuming Points
maintaining comparatively minimum stock

—To intrcduce job costing system in the Workshops

—To ensure proper accounting of stores consumption

2.00 PROC‘EDURES FOR STORES KEEPING

201 The store-keeper(s) responsible for maintaining particular group of stores

in Central Store and Departmental Store will acknowledge the receipts
through Stores Reckiving Report. On receiving the stores

should be coded ant stored in a definite location after recording them

§¢]

jery item

in the ‘Stock Recortl’. Sub-Store will receive the necessary stores at

the week-end or any other time if circumstances demand from the
( STN Annexure : ‘M)
and ‘Stores

Central Store through ‘Stores Transfer Note’
Stock Record here implies mainly, ‘Bin Card” (Annexure - 'l

Register' ( Annexure: ‘J'). A Bin Card must be attached with each
item which will facilitate easy indentification.

be rﬁqintained by Central Store saparately for

Stores Register should
each group of stores

42

EWEP ASSOCIATES - MANAGEMENT CONSULTANTS

.

e ——




2.04

3.00

3.01

nd tend ae A record of the quantitiea of eaah type of atorea teceived,
issued, transferred and on hand. Sub-Store and Departmental Store
will also maintain Stores Register in the same format for quantitative
movements of stores.

The following .points contained in Bin Card and Stores Register are
to be noted : ‘

‘Rack No." is provided and, therefore, the record may be employed to
determine the location of every item in the storehouse.

‘Maximum Level’ and ‘Ordering Level’ will be determined by applying
the Quantitative Techniques for Stores Planning and Control (Chapter XI1)

‘Transfer'—This space will be filled up by the Central Store only in
case of stores transfer to Sub-Stores. ‘Remarks’ column should contain

whether the goods are in order and audit notes, it any.

Every Storing Point will record opening balance, receipts, issues and

closing balance of each item.

The basic documents which will give the information of recording are

as follows :

Receipts . Stores Receiving Report
Stores Transfer Note, Stores Return Memo
Stores Inventory Sheet

Issues . Stores Requisition Note
Stores inventory Sheei

Transfer . - Stores Transfer Note

MEASURES FOR EFFECTIVE ,STORE KEEPING

" AL 4y ” P
Propor storage of stores will considerably minimise loss of stores due

to deterioration, eveporaticn, eabcorption by moisture etc. So,
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4.00

every Storing Point shouid taka step in this regard.  The following

TR E P L Rbe- S A sugyeslad Tur papsl shisbnng ol atouh

—— Ta maintain bins, rqcks, sholves or other containers separately for

each type ot stores.

—  Number and sizo of guch hins, racks eto. cshould be fixed il

due regacd to maximum guantity to be held

— To keep the item in Its proper place in ordsr of use, nature of

itern ete. for easy idantification.

—  The Ioading, unloading, stacking and other movements of stores
should be made under the supokvision of responsible  stafl.

—  To take precsutions for the protection of stores against deteriara-
tion and JoOss.

—  Sulficient and easily accessable fire fighting and protection appa-
ratus and iittings should he made available and vained staff are
ilsa required for this purpose.

= Slore ;'Ji'emiSEB shauld be kept under the watch of Ine security statl

c= A the store rooms sheruld be propey lockad and securnity fastenad,
Siogre khalasi should not leave ihe depot premises at any tins

without being searchied by the watchman at the gale

—  Sulficient , securitios chould be furnished by the store-keoperfstafl

wiho e in custody of stores.

_ The store-keaper will look  after tha cleanliness and  tidiness af

sioroes undoer s control.

- Any other maasuies as the circumstancas demand.
NORMAL LOSS

There may be some siares items which are subject to nermal loss due

to evaporation; handling ste. A commitiee shall be set up to detanning

e percentage of notmal loss.
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AMBEAURE - 50

THE CHITTAGONG PORT AUTHORITY
STORES REGISTER
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CHAPTER VI
CONSUIMPTION AND TRANSFER

MEANING OF CONSUMPTION AND TRAMISTER

e obpecl ol stoies procuyement 15 to utilise them al the right time
o the right works, Thu utilisation of these stores to a specific work
will be called 'Consumption'. lssues from Central Stora thiough Stores
Reguisition Motz will be trested as 'Consumption’ and issucs from Central
Slole to Sub-Store throogh Starss Toonster Note will be treated as
Transies’.  Corsuamotion will be shown when thess will ba issusd 10
particular qjob or cost conlre, Since, stores  consumed only will e
charged 1o rovenue under various heads, carg should be takon for proper
dealing with  consumption sod transfer. Tha following  contain tha

sonsumption and fransfer  procedures :

(a) DIRECT CONSUMPTION FROM CENTHAL STORE @ Stores issued
rom Central Store against a particular worle which can be related
to @ Cost Centre wil'! bo treated as consumpiion. Central Sloic
will mainteiny records of these conswmption and provide nocessary

information o Stores Accounting Seation at the end of every month.

(h) CONSUMPTION THROUGH SUB - STGHE ¢ Marine, Mechanical and
Electrical Warkshops  and Civil and Electrical Stare (Sub-Store)
will obtain stores from Central  Store on imprest basis. Consu-
mption  will be shown  subsequently whon  these are issued to
particutar job or Cost Ceptre. Sub-Stores will record the consu-

" oo

mpdions and roport 10 the Storgs  Accounting Soction monthly

throwah Contral Store.

{c} DEPARTMENTAL DIRECT CONSUMPTION : Boulders, Medicines,
Mooring Materials, Cement, Bricks, Sund etc. will ba consumed
by the Executive Departments from the stock procured and stored
by themselves. For accounting purposs receipts as weil as monihly

consumption will b2 reported 1o Stores Accounting Section.
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2.1

PROCEDURES FOR STORES CONSUMPTION

when the Consuming Unit tequires stotes for specific waork, it will
maice out five copies of ‘Stores Requisition Note” (5. B, N} (Annexure g P
All the copies should be signed by an  authorissd person, fout
copies of which are to be forwarded to the Staring Authority § Coentral
Store/Sub-Stora/Departmantal Storae ) dor u;iﬂtiw,-w;/ Storekecpers  should

Beawer dull dlietnibis ool they pooog olegrigpontion el Bmposiooen Gigoeaedore e

the pe'sons empowored to approve Stores Requisition Note. Specimen
Signature Card {Annexure : 'R*) will be maintained by the Storing Points
far this purpose,

Considlaring the information shown in the Store Reguisition Note, tho
foilowing points to be noted :

“Department”, “Soction”—-This space i provided to insert the name of
the depariment and section raising tha reguisition.

“No T This js for the purpose of conwtolling documents and must be
pre-numbered,

“Sigre Dode' =—This cods number is used to identify the stores accurately.
The user is nommally expected to insert this number but whare  he
poglects or s unable to do so, it is for the storskeeper to see that
it is recorded,

(antity Reauired and Deliversd '— Quantity Required is o be guoled
by the user who prepares the document. Stores raguisitioncd lor, may not
avmays be available or may be insufficient.  The storekacper will fill up
tho ‘Cuanlity Delivered® after actual delivery.

cluantity  Atlatted and Detiverud ™ to doio'' = Budgeted  Allotmont ol un
ilem against section/depariment and guantity delivered 1o-date against
such allotment will bz recorded in these columns.

“Cost Centre Code”—This column will contain the code of Cost Cantre
(to bu filled up by the Consuming Unit} to which the stores conswinption
relates, ) '

: |

“Name of the Asset/Section’”. -This space will contain the name of 1he
| .

asset/section, concerned where the stores are issued.

“Anpoved By'—teore, appropriate person who is empoweared 1o sign
‘Staros Heqdisitlﬁn Note” will sign.

» ok Mo~ This column will be filled up by the workshops in case of
repaiting works.
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spoapieat By Hone the receipient at the stores will sign to provide
evidenoe of reccipl. Rocoipients signature must tally with his specimen

signature earlicr abizined befare approval on this document.

On receiving the cupies of Stores Requisition Note, SL[Jrﬁkt’:ﬂpﬁr;'f&mf_{:
Asuistant will make out entry of the sume in ‘S H.N. Recaolving HEE]it‘-i':.-.'rl"
toaiestire L L Serial vanaber of S RN Heceiving Begistor wall o put on
(e foee of S HEMN with date and initial of the ontry maker. Thon the
storckesper will go throogh the &RN. to find out exactly whal is
wonted) and will arrenge for supply ol stores whizh are availabile in

clock He will glso check tho code numbers.

Tand copy of SR.N and two copies of the Gate Pass { discussed
later en ) along with the stores will be handed over to the authosised

recaivar,  The distribution of the copies of SAN will be as under :
st copy lo Stores  Accounting Secton.

- Seeond copy retained hy the Staring  Unit as evidence of having

machy the isaue,

rhired copy 1o Consuming  Unit as evidence of the demand., After
checking, Conzuming  Unit will send 3rd copy to Finance & Accounls

Dacnrtmant.

Fourth copy of the SRN. will be sent directly by Central  Store/
. g B :
Su-Storel Depattmental Store 10 the Stored, Approving Officer mon thily

Wil a dorwarding  letter who will check these with third copy.

CROCLDUKES FOR STORES TRANSFER

Marine, Mechanical and Electrical Workshops, Coentral Electrical Store
and Civit Engineering Branch will maintain small stores for a short

period { say ior seven days ) which they will  obtain from
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Crantial S ol sush wansker ol s es Lodn Cantial tare 5 s

Stare, the Sub-Store will preparé 'Slores Transier Nate’ (S.T.M.) {Annax

for each uansfar. First TwWo copies
y a Senior Officer authorised by the

W) in three coples of 5

Teanster Nowe duly signoed b
af ihae Department will bo forwarded

g the Stores Transfer Mot will enter them in
g it Mumber of . T. M. Hed

o Central Staro. Contral
ail nnelv =
fiocsiuing Register (Annguie . M-
the farr ol 8 T. N with date and imitial nf 1he

vl e oo
e SOl

paker.  Qn transierring the goods, Cantral Gtore will ikl up
ad and Quantity Transferced o date’, QU

kopt for Quantity Delivir
yrapsier Mot

i odnte wiil be avaitable from Stores

teoristerredd
g h-Store.  Dlores alargg weith 56

sopirataly spbntained for gach
copy nf Stores Transtor Nve will be ngndad  owver 10 the auth
nerson. Sub-5tore will tile the capy proporly diie
Trensier Note rotained i Lk,

Fronm Contral Slors th

[ incorpotaling el

ity detivered in tha copy of Stores

jnaintensnce points will have to lake SLOL85
anainst which theay ¢ tuking

SRN apzcifying tho Cost Contra
Hut ne SCR will e sent by

Thes: points will maintain Store Hegislor

uh

Centaal Store will report shesa StoTes #@s consumption throagh St

Linauce & Acoounts Department.

4.00 GATE PASS SYSTEM
4071 Slores wransferred O Suh-Store  Of jssued to Consurning Uni
by Gate Pass. This will

undar propst pizcp st

~opiral Store must e secompanted
aiores o the right pisad

0y shall b prapared

dqp deliveries ol
(ANn3RUTS :

authiorizuion. Gate Pass
s handed over 10 tha rectl

Eop
couias, WO copias of wauch i

the stors wad will lzaws on2 C39Y to Gale Koepel.

407 The Gatg Respar who should b2 2l amtoyaz of tha Sas ity S

ot the Central Store with

chack afl tha goods passing oul
Store Re

1o ths enties in thp Gate Pass anc the copy Of
Mot acuumaahylng the gootls. Tho Gait

MoteSiores T snsiay
the documenis and to

should ba litorats anough 1o verify

that (e Gme Pass kas been corectly prepared n-ji_:_ﬁ_:aigned
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wisan  authorised in this hehslf. For this puwrpose the Gate Keeper
shiould b supplied with the spasziman sionature of all tha persons who
v be authorised to sign the Gate Pass.  If tho coods sgrese with the
Gate Pass, he will write the word “PASSED” on the Gate Pazs with
innature and date and then allow the goods to go aut after retaining
the Gate Pass, The Gate Pass will then e sent to the Tssuing antho-
Aty aller recording the some io ‘Stores Desaatch Registe:
oo WVediy its gendinenass. Tnis cony will ha kept with the solav.
nt Biores Heauisition Note/Storss Transfer Mots by the Control Store,

T

fARne LTS

ECTEDING AND RERPOHTING SYSTEM OF STORES CONSLMPTION

Contral Svare, Sub-Store and Exacutive  Deoartmenis owill report thels

dlate wise slares  consumptions twough Stores Consumption Roepodl

(3.C.H) (Annexure: 'Q) to ne made out (rom Stoies Reaister.  Siores
Conzumption Ropont will be peepared a0 Levo copies by Contral stor,
Deparimental Store and Sub-Stores covering a pediod of one month fron
fet day to end of a particulars seonth. While preparing  thiz  report,
st L onsueed 'Lllml_ atl Slores Reguisition Notms as por SN F\:I;;-':-.*.-
wing Regisier has been incorporaied in ihis report. While jreparing
ihe Stores Consumption Beport it should be kept in mind that Storos
consumption are recorded forming a sub-total of stores consumption
of a particular item which will bo posted to stores ledger,  Closing
latonce will Be reportad for eesch item againat sub-tatal of consumption.
Head of expenditure column will bo tilied up by the ‘Bocks & Budget
Secetton’ and Cost Conlre Cods will ba filed ta by Sub-Storos/Costial
TAcre. Shires consumed will be valued by the Stores Accunting Section.
Column provided for "Closing Balapce™ in the Stores Cansumption Repoit
wili be filled up by the Sub-Store poly.  The Sub-Stores will send SCR
Lo Lae Central Store which deperiment will record tha month eqd balan-

.l|-“1|

e ol gl flenrs in the emarks column of Store Register apd then send
SCH 1o Finance &  Accounts  Dopartmont.  Executive  Departments
will send SCH directly to the Finanee & Accounts Department.  SCR
shail be sent susported by copy of SRN th the Cential StorsFinancs
U Acoounts Departreent by Sub-Swomfirecutive Department by the second
werk af the month foltowiag tho manth of Consumption.  Contrul Store
shall send SCR (of self and  sub-stare) te the Financa & Accounts
Bepattaient by the third waek ol the month following the month of
Consumption.  If the sub-stores fzil to send SCR in tims they will be
Given catra Tiva d;'ﬂ,}sl time with a reminder about the consaquess that
stores will be  given to the Sub-Stores by the Central Store against
SHN onily {not STHY :J'Iftlﬂr expiry five days tims till the SCR’s are regularised
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of this nature will be docurnenied by the use of 'Stores Return Memo'
{ Aonexure : 'S ) prepared in three copies by the SeciionsSub-State
Sec

peeponsible for sending  tho stores. The Returning stior/Sub-Stora

will distribute the copies &s under after having these signed by the
peeegun of R sipres
Original 15 used as & hasis for entries correcting the Slores Ledger

fcconnts and  rotained by the Stores  Accounting Section.
- Duplicate shall be fiiee by the Receiver of the Stores.

Tristicate shall be jetainea by the returming section Stin-3tore.

Al Sterss Beturn Memo' st ha incorparated in ‘Stores Consumption
Heport' with @ brinf note in the ‘Bamarks Column’ so that Stores
Aceountina Section may liak with the Stores Return Moemo received
frorn the Consaming Sectinn. Mo Accounting treatment io peeded for
the rotarns made by the Sub-Store 10 Cantral Store as those ara not
1-:I!::u.;téd 1 the record of Stores Accouniing Saction. However, Central

Siore will anointain roearcks ol sueh returns for contirol purposs.

AL tha ponth éad, Dlores Aceounting Section will compaie the Stores
Peturn famos  with the Steres Consumption Repeort to chack their
correctness.  After analysing the Stores Return Memos, Sto7es Accounting
Saption will take eniry in the Stores Ledger, Slores returned from
Conauming  Hnits, {taken through SAN) should be crocitad to the head
o expenuiture & Cost Cenire whaote those wore ariginally booked!
The pricing o theso roluins cwould be made at the rete hess W

nrininally issued 1o Constm o
TERMAL THANSFER OF STOReS

1
Any Sup-Stors/Cost Centra may have surplus storas of Sioreg whidl
will nat be usad shortly, Such staras may b2 transferrea to anothe
i ¢ ot Cenlre where these drs Do ad.  Transfer of thi

:.:I\-;.ih A f_':‘:-.wl..”':-: 4 gt



nature will be documentod through “Internal Transfer Mamo' (Annoxure
Ty prepared in four copias by the Transferer Section. The distribution of
the copies wolld be as under alter signing all tho copies by the Transfores
Scclion,

Original copy o Stores Accounting Section.
— Duplicate copy to Storing Point trom where these are

originally issued transiarred.
. Triplicate copy to Transferee Secclion.

Last copy reiuined and filed by the Transtarer Soction.

702  Accounting of these transfers will be dealt in the similar way as those of
stores retuny, although no entey 1S nesded 1o bo passed in Stores Ledger

for such transfoers.

B.O0 SPECIMEN SIGNATURE CARD

The Censuming Departments!Branches shati sand specimen signature card
(Annexure ; ‘R’) annually to the Cential Store/Sub-Store Deparimental
Store which shall contain  specimen signatura of the Sstoies approving
ollicer and two stores drawing staff Changes, if any, will LS duly
communicated from time to time. This wili be presoerved by the Central
SLnru_:i':'.uL--5|um;‘[.}r:[mnnwnmL Sioro and compared with the GHN to onsure

proper issee of S1ores,
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THE CHITTAGONG PORT AUTHORITY

S, R, pb RECERVING REGISTER

ANNEXURE L'

5 R0 H 1
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™ Cate Nawie i Regiisitionin g igem of the Bemarks
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1
|

o
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TR CHITTAGONG FORT AUTHORITY ANNEXURE ; "0
GATE FASS

Brck Mo e e srnbase o N, .. R e = S

Calivon ad 10 Scn[iu:‘.l-'Suh-Stﬂre......,.......St{}rthk'- Reguisition/Transtor Nate Mo o
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] aloros L Cadle Lt C}u:zi‘-utlwl HEIRlRS
!

Fuceivad the s{oras 48 stated
choave andd in g e o
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ARE e

wosever | Sigratare ) Stora keeper Store Officer

At Gosignation



THE CHITTAGUNG PORT AUTHURITY
CSTOREDESTATOH REGISTER ANNEXURE : P
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THE CHITTAGONG PORT AUTHORITY — ANNEXURE: G
STORFS CONSUMPTIOM REPCRT
For the Month of . .ooov0e-2 138 oh 3
et
Department . oo ee e 0
Central StoreSub-Store/
Departmental Store ... ..
Classification of Store e

i ; Iﬂ" ke Head
. sy ; nly. | Cost :
s Eii!ﬁ N DH:I:UIJLIL?]_H %10|-& Unit i Con- | Rate { Value Centre| Ci ~
0% ol Stores | Code ited l Cadoe Expendl-
sumed; ¢ Tura
| |
I
|
[ |
gﬂég:”” Gl Hatance Job MNo. Remarkhks

-
]
L

. Funweu.:.im{ iy Proparad by




THE CHITTAGONG

SPECIMES SLaNATURE CARS

PORT AUTHORITY

ANMEXURE R’

O pit JEranch ..
I ' S . Signature of
Plmuae o] I I i i Estab- | : £ 2744
| mffinee) (ETRIOYOE & o S i Soucinen Head of the
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ANMEXURE :
THE CHITTAGONG PORT AUTHORITY

ATQRES RETURMN FEMO

Cate ooooiien

Oviginatly Issued/Transferred To Under Stores Heguisit!
' - - [Transfer Note
2 : o ~ 1 Cost Centre  Expense vy
Department|Section Sub.Stord ntrs [Expens -
. partma L?Pmmnbub Store, Bois 3k No. ‘ Date
For Balance
broc g Lo St Uik Ciuan- Stores Ajcs. i aftar —
T Bhores Code C it T ' bl eMarks
l : ¥ Rate Value L
.- = S S | receipt
S |
i | |
|
I
|
i
|
| .
| |
o
' {
| i |
Preparad by Hoturn Approved  Store Keepar Stora Officer Arice
by (Central Store)  (Central Store) Ledger

by



ANNEXURE 3 T
THE CHITTAGONG PORT AUTHORITY
INTERN AL TRANSFER MEMO

iy [

RE : ©
e S, S s s
i Originally issued 10 { Transferor } lNransterred to { Transfore:s )

_ iy . = ke

! Section! | Cost |E.:—si§ﬂm‘ Cost !

: Expense ; 1 Expense
Devartiment| Sub- | Centre KE:(!P Department | Sub- | Centre ;.'i d;

| | Store | Codo i Store | Cods | ™
| R | |
e _i_ o ! B { =
! | For Stores Acs, |

| Description | Stare : I e
| af Storss Fede it (}..flnluw:na“J Vailiia Remeaks

SR e I T e ,_ -
| | ' ! | |

Frepared by .ﬂ.ﬁp}d{red !;q:"_ Hucﬂiwdg Friced and Accounted by
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CHAPTER—V11 '.

G ; B!
. DEPARTMENTAL STORES [
i
1.00 MEDICING J
1,01 PROCUREMFENT :
Madicai  Bepartment  is  responaible  fat pocuremaznt of all typas of
madicines.  The following procecures will ba followsd for procuramaent
! f &
ol madicines :
{u) Madicsd Denactiment will plan the medicing purchase  deponding
ot Ahe hudget available and oxnectd tses.
() Medisines should b purchasad ouarterly so as to taks the advontiges
af mirimuem black of Tynd.
0 B LELEETRS My pirchase, price cuntations  will be  coltoeted  From
manuticiaarsimpartors for local and foreign purchase, as-tho aase
ey D, cither through rress tender ar through individen!  affsr "
which will facilitate for solection ef suitable supnlisrs,
(d} A Committes consisting of the following members will evaluats the
price lisls submitted by the mandlncturers/importers =0 as o finaling
the Hel ol sopsplicrs -
Chiel Medical Offjeer
= Al Medical Superiniendents
— Al Senior Medical Offieors
(e} Store Section of the Medical Department will prepare party-wise
‘Purchasa Proposal” (Annexure ; 2" ) In two copies for gesking
financisl coneurrence and finally fur obtaining sanction ram the
Competant Authority,  The distiibution of thae cosics of the Puraine.
Preposal, afler approval, will bo as upder -
= Original copy to Stores Accounting Section

- Duplicate copy 1o be retaincd and  filed.

6‘4
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(1) Having obhtained the sanction, Medical Store Section witl prepare
‘Purchase Order” { Annexurs 1 'F ) in three cgopies, the distribution

of which will be as under
rust copy to Supplicr
Second copy to Stores Accounting Scclian

Third copy is retained

() The sgupplier will make deliveries through 'Delivery Challan’ to be
submitted in three copiss ; one copy of which wili be given back

in the supplicr as a token of acknowledgemeant of the recaipts

S0 e Awppies e 08 recervas by a Comnuttel consisting or
A Seoior Medicol Oicor and Storo Sapelt, (Medical ), Coormninenty,

if any, on the supplies will be made on Delivery Challan.

e

(9 Cn ecehving e mindicines, Modical Stores Seution will prepaic
‘Siores Heceiving Report' {Anncxure  CH') in two copics, one copy
of which  will be  sent to Sleres Accounting  Seclion,  Stores
Accounting  Section will {ake into account, Purchase Propasal,
Parchase Order, Dolivery Challan and  Stores Receiving Report

Tvafowran uavusingg the Ll
(i} Pricing and posting will be made by the Stores Accounting Section,
iShBLESR

Al issues of medicines from the Madical Store will be made thraogh
‘Stores Requisition Note'. {Annexure W), The procadures for proparation
and distribution of tho copies are outlined in poagne 48 & 49, Thu.
Medicai Stores will also be responsible Tor submission ol ‘Siores Con-
sumption Heport' to Stores Accounting Scction.  Procedures of such
reporiing s outlined in Page 51, Medica! Department will procure all
othar stores items except medicine fram the Central Store through Stores
Raguisition Nois from time to iime,

65
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200
2.

BOULDERS

PHUCUHEMENT

Anauid Demand is 1o he submitted by KEM {HAHEDUH] 1z the Deputy
Chief Enginesf (Ciuvil) which will be approved DY the Budgst Commitioe
A the basis of the budget and actual requitament. Tander will be called
From time 10 time by the Civil Engineefiﬁg Branch. Order shall be given
st the lowest Lidding rate ta ths fo2st bidder as wall as 1o thoseé pariies
wito ars willing 10 suppiy &t this rate, Thisis 1o s dona 19 ansure supply
ol bouldars at e jight time and quantity. From prepating annual dermand
e placing oidar, the sams procedure will be followed as outlined in this

manual for cement, hricks, sand. mooring materiais etc.

Thi boulders will be supplied by the parties at differant locations according
o the instructicns from CPA.  Alter proper siacking of the boulders,
measuremant will be taken by the AEN (H) and Audii Qfticer and noted 10
the Measuremant Hook. One nouldar Register (Existing) will pe malnta-
med by the [ or L-uﬂh lacatinn.  AEN {Harnnur']'s office will inaintain
moulder Recelpts Regisier, Boulder lssus Register and Boulder Aaceipts
and lssug Absiract Regisier {Existing) respectively. These books will be
el ntained an tha basis of Monthly Boulder Statement (Exisﬁng} to be
ERETAR! 1:':,r i 0. WL

Tha 1]IE:I].rT,'1|' wiil submit bills 1o the AEN's Qffica which will be forwarded 1
tho Finance ff Accounis Dept. along wilh Stores Haceiulng-ﬂﬂpurt. Stor

Heceiving Heport wull] L prepdiad Ly ALCND alfice nn the hasis of Measd

Lo

erment Book and signed bY AEN in place of Stores Officer of U
tormat.
ISSUI':JE
Raqu‘.sitiah fjor Bouiders will be placed. by l._G. W, 1o Whe
wwough AEN  This wii] be dﬂcumar]ttﬂd in Stores Requisition Note: I8

witl be recorded inthe Boulder Register 10 DB maintainsd: at site N

St

hasis of the SAN.
Stores Copsumprion Report will b preparsd by, AEN's Dffice and. sent
e Finance & Accounts Dopartment manthiy, Monthly statements PIe

o dartly by AEM Officy ot managemant iﬂiarmation:m.ri'.'l continug in



S DTAENT DRICKS SANDIMOORING MATERIALS ETL.
These items will be purchased and consumed depattmentally.  For this

s the follawing proeadares regarding  purchase shall be followend

U The depsrtment 4 branch congerned shalt estimate annual raguirement
o0 each itern which shall be placed for approval to the Committee

composzed ol the following members .

‘20 Hesd of the Consuming Department
=) Senior Officer from Finance & Accounts Depariment

fc) Senior Officer from Audit Department

0 Desartmoent/Branch concorned will take natiative for purchase thiough
Porchese Hequisition.  The Pachase Reguoisition shall lae prepared
1 two copios — one copy will be retained and the other will be
used for taking approval. Tender procedure will be the same as

applicable for othér store itoms except tha Committee which will

be composad of the membors from the fallowing departments

(a)  WUser Department

) Finonce 8 Accounts Department

(3 Purchase Proposal will be prepared for 1aking financial concurtence
ate. in three copies — 1st copy for Stores Accounting Section,

2nd copy for Inspection Committes and the 3rd copy fo retain.

S0 despeation Copunittes will be composed of the members from the
following departrmgnis |
(a)  Audit Department
() User Department

The procedures outlingd for other  stores items shall also be

iollowed where applicabla for these itoms excopling the above

&7 ;
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CHAPTER--IX

STORES ACCO UNTING

100 NEFD FUR STORES ACCOUNTING
101 Adegquate S107ES Accounting Systom i5 needed .
{ay To moicate the value of stores in siock

by To provide a8 basks for siofes costing

(¢} To arovide the means oOf gporating clock conuol by value
(b T snable wlicocation of stores costs 10 various cost centres
In & cott actounting system, COSts of stores consumed will Fave 1

centre-wise, whit
is dasigned accordingly.

booked jobwiseicost -y gan he possible when
grores Accoupting Systam

detailed procedures of stores pricing, treat

i tenance of books ond records, satilemont of sup

e olieter contalns the

i.'_ u'.-'.-l}.-'r'll.-':H
funclions will be cntrusted with tho Stoms A

Spotion under Fiuanos & Accounts Depattment.

O LT e ALE et

Gy PRICING OF STORES RECEIPTS AND ISSUES
a0 Frizind of srores s ol graat  impartance, since it foims @ b
arcl coest of stores consumption which will affe

stoclk waldation
and  Expeaditure  Aucount Alt

Galeice  Sheet and  income
i use in pricing of sroreyg, Cost Baso

TP ET) IRRTRTRS [ NTSTN R LLEE]

vl e Iollowed by CRA

natlind’, cost anplivs the prce paid lor of
given ingluding all olner incidental expenses 1o AcqLire
Al cests of whatever nature incurred vpto the point of placin
{or issuance from the Store should

Aot Ueiehes Plal LRISC

ceralion

L]

in a condition suitable

fhe casl price of storos
Ta hawa a botesr understanding of the meaning of cost a3 ap
(his Manuad, L18 noecced Lo oive axamples of incidental €
rofaling 10 the acquisition of stores. .




t3
fand
[

L2

i

S

(1) Franaportation) Freight

() Tuxes {1 unyif.l,‘;

(3} Insurance of gnods in lransit
Expenses paid 1o C f F Agents
(5 Surcharges

{6y OCther, it any.

| an inveice contains more than one ltem, then total incidental expenses '
euired T connection with that inveice will be distributed in proportion
w the valga of individeal iem.

Wilies the purchaso price of an Mem has boen dotermined  as  outhingd
above, 1L jonms tihee bhasis of the price to be used for the costing of
ssnes from store.  For peicing of all sorts ol stares issues Monthiy

Weighted Average Method® will be {aliowed,

ACCOUNEING

Yo provide information about the value of stock of stores held, the

value of receipts and the wvalue of issuos, two  main  records  are
=

invalved

(i) Records maintained by Stores Accounting Scction,

(i) Hecords maintained by Books and Budyst Section.

e el tostids makitamed By the Stores Accounting Secuon will be
‘Stores Ledger (Annexuig : ‘U, Group-wise Stores Ledger providing @
soparate page for each liem will be maintained showing opening balance.

recoipis, issues and closing balanee both in gquantity and volue.
The sources 1o recard receipts and  lssues o Storas  bedyge will De

the follawing documants :

Go
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RECEIFTS 1S5UEE

(it Silores Fecelving Report (i) Stores Consumption Repork

(i} Stores Heturn Memo (i} Stores Inventory Sheet
(far shortage)

(i) Stores Invoentory Sheet {iii)  Internal Transier Memo

{tar surplius)

fivy lnteroan’ Transioer Meno.

203 On recewing the Stores Receiving Roport  and Storas  Consuim-
prinn Report with necessary supportings, S10FCs Accounting Section will
male pricing af such receipts and iszues for posting them 1o Steres
Ledner.  Receiving entry will be passed from S. R. R. as and whe
rrecived from the Central SorelDepartmental S1ore. But consumptio

will e shown ance in a month from the Stares Consumption Report.

S0t For aseorlaining WJJobh owise slores  consumption, Cosling Section Wi
bave to analyse Stores Consurmpricn feport received from the worksho
e ss to arfive al total stores consumption for  each particular Job
Cas CentreVehicle/Equipment. This will he presented through "Stor

Cost Sununary’ (Annesurs @ V) and posting will be made 1o Job Regist

fenn this cocument.

S06 Stores Accounting, Section  will prepare Stores Consumption  Analy
Chect | Annoxuee W), which weill provide socounts head-wise
cost centie wise stores conswned {wmount) dunng a manth.  This al
wth Stores Consumption Beport will be sont  to Books and Bud
Soction for making necessary entfies, Therefors, entries  for sl
conswmption will be gween by Books and Budget Section manthiy o
Sumimary ol Stores Recciving Report” (Annexure - Ky showing  ar
~.-ui.5-:;|nmnthl~,r stores  purchased  will also be prepured by e 58
Acoounting t‘»rat:liér,l. for making entries of the recoipts in the Books
Budge! Sacien. This  summary ctatement  will include those 512

Poceiving  Heport aoaingt which Lill has already boen passed.



+d Budget Soction will rnaindaln

accounis which il cortain

oS receipts, issues and balance held.

L)

]
&,
i
St
i
tn
A,
=y
{2
in
i
=
o
£

Tilals!
wh BNy
-

pntries are necessaty fof SIOTSS 190

i

wvise Storos Account

filors  Storos Supchivs

T R

Copenditin g XK

cariTe-yina sloras (Conl

upowise Swres Account

Ll

25

q the  stores through

noted in columns)

AER

L]

cad ol the accounting pariod, when Ralance Sheet and Incoma
]

Secount are being  peparcd,  ihe ot value  af

Llank

o ohtnined by extracting the mnddances  of  the qrobp-wise

(L SIRNNER 1

05 IN TRANGIT

neumed o connecticn wilh o slores procurensnt which  are

ceocreid will e doebited (00 "Daores in lransit’ Account. Un

Stares Rocoiving Report this account will

[ I_I_i_i!l'l.
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B0 TREATMENT OF NORMAL LGSS

parmal loss will not be valuoed senarately for simpiitication of accourn-

ling procedure.  Actuel loss will he determined on physical vetification’
Le ransteried to Stores Adiustment Account.

e walue of which will
with actual loss for control purposs.

MNarmal loss will be compated

600 SCTTLOMENT GF SUPPLILR'S BILL
Stores  Acoounting Secuon will do the following nocessiary junerion i

connection with setllement of he supplior’s'bill

Lpcal Puichass |
(1) This seciion will tecaive a copy of bill trom tha Supplisr aiong wit

detivary  challan duly signed by the Inspection Comnmilize and ent

ol

iy o il Register”

(2 CThe ddealing stafi will wenfy the bils wdth thae Purchass Propo
Puchase Crder and Stores Recewing Heport received sarlier

Proper verification of these documeants will &ns

from

Stores Department.
that the itoms received were actually orderad for and approved by 17
authotity and have boco taken into stock.

(3) Pricing of the siores will be done in Stores Hecelving Re
huoping  the Bill, Purchase Proposal and Purchase Crder in view

(1) Un buoing satisfied and signed by the Accounts Oificer {Stor
Fuichase Froposal,

sont to Cash Section tor payment and  thergafter posting in 510

Purchase Order, Delivery Chation and 8ill il

Ledger and Fersonal Ledger will be made from Stores Recelving, He

71 r'('uHrH_‘_.N PURCHASE ACCOUTNING

refating  to procurement of SIORES tiomn abwoad e

Ail prayenchiis
Cegtioe Fees, C & F Value, Duties, © 8 § g

Covargges,  lmpot

Commission  efo. witl D ielfected in the Cash  Book Bills Pa

HQegisier Books and Budyet Ssction will primarily boox the expe

=4



dndar the Account ‘Stores in Transit' separately  fot pach licence on the
Lasis of Cash Dook/Bills Poyable Register.  Alter receiving the foods
sndd payment of aft charges, e amounl COiUmIS of SHR will be
Ulted up by Stores Accounting Sectien taking figures from the reta'lram
Stores-in- Transit Account.  Tha amnunts which cannat be diractly related
o a particular item under a loence, shiould he allocatad to all items
under that licence proportionals 1o C & F value. The items of S.H.8.
will then be posted (o respective Siores Ledger by Stores Accounting
Coction Boobs and Budgot Suction will moke entry debiling 1espeuiive

group of stores and eraditing Staras-in-Transit Adcount.

Pl charges payable w GPA against import of CPA's slores, Journal

Vouchisrs will be initiated by the Charging Dapartment.  Buoks and
Mgddoel Secilon will neghae entry m e Stores in-Transil Account  lor
such chargos bassd an Journal Book.

SCRAP AND LMPTILS

[

i waual el sone stoees items will be turpned  pUL as sorap attur
Lwion dost dheie serviccability, Hhe Central Store will doal with such
sorap ilems Whanewor sGrup ilems are sent w Central Stare by the
Cousuming Unil,Sub Stose, o ‘Scrap ltems Note” {Annoxurt ¥ ) shall
pe piepatoa in triplicate and s2nt 10 the Central Store.  The Centra
Siaie on feceiving the note  siall make tha necssuaty changuesiollurations,
cecieid nunossary, of T Serap e Note Altor giving acknowe
ledgemant in the pote, Gontr Grore will kaep the articles 0 the
fuspestive bins and mainjain separate cards o the scrap items which
cra o of high vaipe and distimguishable. Gut items of smalier value should
be resarded in ‘Lot Subsequently, onging: COPY will be sent 1d
Synres Accounling Section, Liphcate copy wit! o returnad 10 Consuming
Unil'Sub-Siore and duplicate copy will be otained and filed by the
Central Srore,
O receipl of copy ol the note. Stores Accounting Section will nuke
necessury entries in the 'Regisior of Sorapy A7) anrl 4ile ihe
vopy. b 4 ne essary 1o mention  that onky  quantitative "ECO”JI‘.& 2
ceynp itenis shall be kept both i Central Store and Stores Agcounting

= . |
Saoction.,, i

|
P ]
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£.03

d.04

8.0%

It is tha responsibility of the Senior Stors Officer to inform the managemant
ulbaur the sciap ilefs pericdically se that nocassary aclion may ba Tk,
Tie management shall direct the Senior Store Ofticer as to the tispozal
and tho naturesmode of disposal of the scrap item b auction or direct
cale.  The gecision from the view point of time and nature of disposel be

s o the following factors

(i} Size of accumulated scrap.
(i) Estimated waluo

(it Lenoth of Gme te carry the ftoms in Store,

Tre sorap itoms iF used for further use will be dosunsnied tivough Stores
Requisition Note ar Stores Transfer Mata, as the case may be, as no walue

itoern .

Gofore any item can be sold as scrap, it should be deciared as sunh by

AL

the Compoetent Altharity appointed by the management.  The Exocutive
Oiticer should thed obtain orders of the authority to the sale of such
matarials, H the'materials are sold cut throuoh auction sale, a timely
intimation of the duction should be sent to the Flnance & Accounts and
Audit Papartment, so that they can depute ther representatives 1o witoess
the auction sale and ses that the pwocedures of auction sale arg being
vhsarved,  On complstion of the auction, the purchasor has to present g
dolivery order made out by tho auclioneer authorising the Store Depat tn
wake such delivery. The Delivery Order should be accompained hy o
copy  of the Challen  showing  Finance & Accoonts Der:ﬂrrmre*.i‘e;.'

acknowledgement  to the money  deposited  and  Gate  Pass,

4
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A AT
1)

Oy compbeiion of detivery of  materials ‘ha  auctionoer  will  subimit
Prispusal  Buport aitn il following infurmation to tho Finence b

focounits  Departmant through S1ores Accounting Saction

(at Dok i Ao Sk (1ad Craneriptions of itemns
fey o 1ot Moo L) Cuantity otivied in Avction (o) Cuantity
acknab |y dattvemd 1) Hato () Tomd sE A par jised

(hy Chollan Mo, and Date (1 Remarks.

RS

The repiescatative of thie Finance G AcSounis Dapartmant wiill @50

submit 'Disgosal Report’ 10 Senior Storg Offic and Store Accounting

1

Gaption jor propear yatitination.  On recaiving the Disposal Reporl’ Sioies
Appaunting  Seation il give Fosling to the Remistor of Scran. Books

[

sepllansnus Reseipts’ with thaz sates

and Budiet Seciion Wil cecdit "W

woaloy nf o serap

Simibur procodines Jhould be followed in respoct of emplies. in oidar,
Lowever, to keep awatch ove tha retutn o Central Siores of all cmptics

by Lhe Sub AtarefConsytung Umit, the Contrap Slofk should  maintat

4 ueparate Degistes whsein gt the omplies sipplisd 10 ancd  ceturned
by Lha comenining Seclion shat ba cenorded, Unservicoobic pmplics shoUa

Ly Classified a5 sarap upder ihe relevant hipding s.

OBSOLETE GTORES
N sz T T . ouead for gl creeea olja 1o deyelopment
fany stores cahn ot he gaed inroany [BLUTPOSE gz 10 SN E R HeaL T

in technology or other reason this fact shall be oported,  The velus
ol thean stores may he

prensurzd by LS poichtial uss
— written ol

Suparale quantitative racords of sush obsolele ctares shall b2 ket
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J""\T‘\:E‘\:_}{.UF' + B
THE CHITTAGONG PORT AUTHORITY
STORES LEDGER

Clascitication of SIGrEs . e Maximum Level oo
Description at StOres... - cooraeere Ordeting Level .o e
Crore Cado. i s [ TS T

' " Reoapt fssue Balance _ _ |pes

Datur.-ﬂu;. ||ﬂuan1.it~,r n._ilB: Value -Iﬂuuuti.w !Iﬁato Value | Uuantityﬁaie: Value |arb

| 1
I

=" |

i'| B I!'i SRR a
L | | | | -

LR

4




ANRD UL . W
THE CHITTAGONG PORT AUTHORITY

ATORES COST SUMMARY

B TS O O Job B s e st spm s
Wlarkshom oo s Cost Contre Code .. .v

Wahicle/Equipment No. ... ...

R F - e -,

b SOH. M Dascrintion of  [Quan- ; Unit | Total
Dl L TR ‘ ; :
‘ . No. : Bytine | ity Unit | ~ | Cost Remarks
I l 5 ' | I |
| | | |
: | |
| i ‘ \ i

mEd b

PREPARED BY POSTED BY
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ANMEXURE @ W

THE GHITTAGONTG PORT AUTHORITY
STOARES COMIUMPTION AMALYSIS SHEET

For tho Maonth of .« oo

—h

58
Sheet Mo,

e L EE

Brarne ol the Heaod
ol Aoount

E Cost Condre Codo |
Ancounts e

Codo ,..i i ol ws .|
|

Total

|
| | |
| | .
L o ‘
| | ¥ i H |
| ] |
| |
i I
. ! -
| . -
i 1 |
o
: | : .
| i I
| i
| \ ]
| | i . !
l | .
|
' |
| |
| i |
| | I i 1
‘ : |
| .
I — - o
Tatl \ ‘ ‘ | | !I
Prepared By Posted By " Accounts Officer
(Books & Budget Scction) {in-charge of Stores)
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ANMENKURE Y
THE CHITTAGONSG PORT AUTHORITY
CORAP ITEMS MOTE
RepHiimadiit. ..., Bio
Saction!Sub-Siore.. o Chate...
- . : T | | I £ ‘r I :
| 51 Description of ?:mj_d Unit [Quontity | Location | Valus Remahs |
% No by YR | LOoE ! { I! | {f 1”}"} |
T i i |
i i i :
| | | | | |
! i Y | |
' ! ’ ; i I
: | | i |
: ' | : | | .
| : | i | | ll
i | ! | | ?
. | ' | | |
j : : | | ! |
: | i 'n | !. |
i ! ﬁ | 4 '
| | | | |
i | :
! |
| [
| i |
|
I
: |
| i |
| | ; | ,
| | L | L

STORE KE-PCR STORE OFFICER ALTH

URISED 8Y

LG
acrap

Store



ANNERURE @ L
THE CHITTAGONG PORT AUTHORITY
REGISTER OF SCRAFP
gatripion of
crap Mem/Lot......... Locatian ...
o Code........ [y L) A ——
feceipts o " Salg/Disposal i 1 T
Date' 77 77 T 'Bstin Tt T Bemarke
‘ | Hefurence Quinlity |E““t“(“fihi§!ff|“'}| Relerence {Juant!w;‘u’ﬂluei
e Lk Sty o S S A, ST, PTSTREO | PV
E | | | | |
| | !
| | |
| i | f
I i |
' ' | I |
| | |
| | | | i
| | L
: | |
| | |
|
|
!

.
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CHAPTER-X

S10HES INVERNTORY AND

\ 60 PHYSICAL VERIFICATION OF STORES
book balancas,

sy 0f qLu'.n‘.'!’.ﬂ.!ir.r-.-:
of 510res

P b st GEOUTE

Lol s choential Phisical veritication

Trcurrineg [osses arising frofm el
Loy types ol Bloes

bt
tolbowing

PN P = £ RETE
IR .-i."'.!. E

(1 Padodical Ivwentony

Spaesial eeentary

miferage, abaoleanence,

Central Store, Sub-Store 7= -

RECONCILIATION

phiysical yerification |

will save CPA 110T
misEppropri-

tpventory Systum

il

PERIOEICAL INVENTORY @+ All sipous al

Craprn Lnuniad Biore mivgt te checked physically at lonst Rce 3¥8 |

iy ety e onndd af e gt P Aodit Ofticer wiin will he ovess

e wl stenk Ly sy docide o chack the stock Al uny e

during  the yu, i he considers it convenicn qiicl more appropria
the Audit Officer should prapare 8 programme 68

in tHis respats

Bgiors comnenaemant,
sioohk takvoag,

send acireular notifying thum thist stock !
hat duving the stock taking no

copcial INYENTORY Specidl |nventory may
fraud or mis-appropriation 20

Lani s domand,  Genarally, when thett,
b soecial slock thalking weith b carricg Qul

the reouest ol e dapartmenial heed of
fatg e conuneneing  the

ey weonks are essential

(1) Stores lwentory Sheet (Annexure :

Leation ciode nambor, el

Liilosed oagn §1008

B2

Alacate exact duties i his statl memiers
pegrds ate matde uplo ©

piysical veritication o

cwery Staing aint in order o rack and locadcn
‘Stock as per Record’

W opias foe ihe chocking &

jate

ctores shall be issued.

-onducted when

AAY should be prepares
giving the name  ©

column should nol

tnff.

Lig
by the Auadit LY gpran LE ==
at his owen initiative. 4
stares, the [ollowiSs
&,



i)

(i)

Al staring Moz oeust pasare  thar the stores ars 50 arranged

that thoy can be chockied in the shonlest possible time.

Boilr Storing Points and SioTes Ancoualing  S=zotion should an3urs

tist stock records are upto-rate.

(i Programms capuld bz propared by 1he Audit Depariment for stozk

takine, allosatigg e exact duties tohe gtalf moimnins. Spucific

LL

parsen should  alsa be denuted from 1ha Storiag Points,

103 To ensure  smooth and  Giticent ctock taking certain  measlires are

ganpnanted baio

(i)

(1)

{1E)

{vi)

Each page ol Inventory Thaet must be  signed by ihe shecking

porsons a5 wodl as e mambors of stora staff assisting in chacking.

Crossiryg of Crasing should be aveided and, it oany, must be

intanlled.

Checking showld ba el eo-ordinaled and done aysiomaticatly, s0

1hivt, responsibilitng for paali item ocan ba placad an inchividuinl s1oci
i

taker when nocessary.

while ehrcking, i any item s golected which doos not appesr

o tha list, then ils pame, suantity, condition ete. must b noted.

An effective marking of items physically checked shoukd he arranged

toy avoid g

(a} Counting o itoms twice, and

() Qenission of ters

Curing ci\ea:la.iﬂ;;, il any itam  looks chaolete or deteriorated, a

pote o that effecs shatl be midle
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—

A5 oouns

i ity ; | R T o L [ s ik
RERAT (5~ PSR dr SRR 1 LETE LTRSS AL 13

RECONTILIATION wr 2L 0CK

Sisck of stores reflected in the books of Stores Accounting sec
pusl tally weithy tose ol Coonteal Stoere, bocouso, sosen oo il
e with the Sub-Store at » particular dato.  As such, reconc

of Lalance shown by Central Store amd Stores Accounting Szcis
he recessary which will be done by the Central Store at the yass
Far this, necessary infarmation will be pravided by Suh-Stora 23

as Stores Accounting Section,
TREATMLNT OF DISCREPANTIES

Vorifreation of stores olien revezls discrenancies in actual quant o

compared 1o their book nolances,  Sush discrepancies may b2 559

big.. Discrepancies, small or big, require to be adiusted 2ot

making adinstment each discrepancy must be catefully investigaiss
the tesults reportad to the Authorily. I any adjustment is ca &=
st ba dane Csuitably only with the pricr approval of the apess
authodity,  After an adpstment has beon approved, the samz WS
made: in the Stores Ladoer, Stores Hegister and Bin Card The
shorliade of GKcass in slores should be adiusted by transtoring
Storos  Adjusiment  Account  and finally Lo lncome and Exps

Acvounl

Disutepancias between stock records and physical records cansd
ennrely chiminared bul  they can be taduced to tha minimum °F ¢

ieeontoy g propertly dono.
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Location of Store oo o v

ANMEXURE :© "AR

THE CHITTAGONG POWF AUTHORITY

Classification of Stores. ..

ETCORES IMYEMTORY SHEET

Stock Taking as on..oooanee

| |
¥oosn
Mo l ol Stures
3
: -...i_.. —— —
| \
|

| i
- i
! S
| |
b
|. !
g | !
- . !
| |
z |
| |
|

|

Srtorag Weepin

|

Desoription] Store

e i —

FWP ASSVCIATES -

Coeacliz

L

Uik

e

| Siock ~Diflerence | Stock
PP T Auantity Tgkg 5
| e e STy TR i R 1 t{jf;;
As par | As par | oo el ;
4 | physicai] =% Kgoper's
pcord  phyaica Shart
' = L ass | 2 Hemark_s_t
i
i
i
' |
| i
|
|
| |
| |
| |
- |
i I
I
| I
|
| —

S_'L-!'Jre Diticer
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CHAPTER X
QUANTITATIVE TECHNIQUES FOR STORES
PLANNING AND CONTROL

1.00 NEED FOR STORES PLANNING AND CONTROL

101 Stores Planning and Control i3 the means by which steres of the
correct auantity and  quality 15 mmade swailohle as and when rerjuired
with due regard to ecenomy in storage and ordering costs, purchass
prices and working  capital,

107 The ohiect of stores Panning ancd Control s io avold a situation of
G bnwesiment o under wvestent 10 stores.  The investmaent n stores
dhould be al the ontimum level. Over investment will resuit in {a) the
Lnnocessary He-up of the CRA'S funds and lase of profit and (b} proessive
carryinn costs. The grcussive level of stores, consumes fund which
connot B owrod for any other purpose and thus inavaolvas an oppofiunity
cost, The catrying oosts such  as.  the costs ol storags, nandling
Genranes, recording and  bspoction also increase in proportion 10 108
volume Bf stoias.

Ihe conseguence of under-investment in STOFCs means maintaining inade-
quiste leval of stores which result in disruption of activities and 1hercoy
lss to the CPAL

au TECHMIGUES

97 this seclion sels out the techininues (o be foliowed by CPA in Stores

slanning and Control which will ensure . L
(1} the aninteorgpled aolviies
(i} the minimisation of carrying costs and times

(i) the control of investiment in stores and keeping it at an optimu™= )

!u."n.l't'ﬂ] ;

CCONOMIC CRDER QUANTITY (E.O.Q0 ¢ The economic order quanlity
o that stores level which minimises the total of ‘ordering’ and ‘currying
cosle.  Uha [oemula for  determining the sconomic order guantity 18

aiven laabow
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E.0.0Q,= ‘-"12 = R = E_..:'-_'J__
T 0

Vhore @ HQ--Reguired Ouantity
CO-Cost par Order
" CU--Cost per Unit of material

CC = Carrying Cost

COrduring Cost o reprisents cost incurred in the following ostivitiss !
1) ronuisitioning
b prchese ordering
o) Aransporting
) reaeiving

¢) Inspecting, and

£y storing (store placemant}

The crdering oost increases with the incrensing number of order and

decregsos with the increasing sigce of  slores

‘Carrying Cost means cosis which aieg incurred for holding a grien
leve! of atores.  These juclude opportunity  cost of fund invested in
stores, insurance, slorage cost and cost of deterioration and obsoles-
conce.  Opportunily cost is not the nieigst on borowings, but the

aarnings loregone on the best available investment opportunities.

BLOUMUR LEVIL - Tlis s the ldvel beyond which stoch shoutd not
be maintained. The main objest is to avoid over-stocking and therchy
use of working capital in a proper way, The level will he fixed up alter

having considered lead time, consumption, nature of the cammodily elc.

ORDERING LEVEL : The ordering level is that stock leval at which
an order should be placed to replenish the stock. To determine the
ordering  level, Procurement Branch should also know the lead .time,

consumpiion and economic order quantity.

o7
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LEAD TIME - The lsad time is the time normally {aken in receiving 2

detivery of stores after the arder has been placed, Lead time shod
nciude :

{1y Tmuue to issue purchase order
(i) Wenakon s delivery time
(i Hecoiving and  insgrection

(ivi Materials handling dine (o place in store,
ABC ANALYSIS

Prescatly, CPFA has to maintuin several iypos of stores, it is =
demirabilo to keep same degres of control on all the items, it shou
poy miaintum attention o those items whose value s the highs
CrA should, therefore, clasaily stores teo ideantify which itams shoco
recuive the most effort in controlling.  This analvtical approach is c2
AcC analysis and tends to measurs the cosl sighificance of items
stares.  The high-value items are classified as "A itemms” and wou
be undet strict control.  'C items” represent relatively least value ==
would be under simple control. “B items’ fall in between thesa ™
cateuories and require ressonable attention of contral. Thyg ABCT oo

corcge ildies on imporant items abter olassifying in their relative val
e foilowing steps are invalved in implementing the ABC plan

(i} «iassify the items of stores determining the expected use in un
and price per unit for each item.

(if) vetermine the iotal cost of each item by mulliplying ihe expect:
gaits by its unit grice.

i1y eank the items in accordance with the total cost giving tirst ras

fe the item with highest fotal cost and so an. |

&8
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(iv)
=g
(v)
s

Compute the ratios (5} of
iits of abl items and  the
tatal cost of all itemn.
Conbine ilems on
ciderornies A, B oand O

aumber of  units of each item 10 gratad
tatio ol total cost of each (tem o

B3

iho hasis of theor

felative walue to form three
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CHAPTER =1
STORES CODING

CEA reguires o large number of ctores items for its nosrational and
g tenanee wotkes  Although acouraie icdentification of siores e in
st oway s essenlial for ofivctive contral and proper  accounting,
s emingicg G awisg aucounl sicber used for identification ¢onnol

peeot ghie danonds I s necssEary, thereloie, 1o codify the slores ilems.

Flisets wl Lol wl the aiphabel (or o colntinodenn o fbiers el
fsilors) ore wssigned too oiEnge classificatien in a coding plan. Codes
are o coimmonient device for Llentification and distinguisiing the tams
0 a0 classiiicanon,  Codiffcation of stores items 1 being  lstroduces

cvith [nllasding objestives

i T o repeated use i lonyg chascrjotivi tilles,

iy e faetiters e lesabng and iduentitication of items

(it wssist in revealiagp cirons iy,

() To canvey information concisely, preciacly, and ioa manoes Il
va iy undarstoas),

(w)  Ta enebie mechanical peoording.

(Wit Jo sewp contiol and check on storas,

T LT it standardisation and e reduction af wariinos

ool prbann D bz chabloe] out givimg i1 oansisiency, CONCTEanesESs

derl Hesibilivy o ascommndale e itoms as jor as possible. The codes

vl hotp o ulentily o slone ilem by ity classificallan, s main caisgary.

cub-cateouny and specification, A oight digit coding plan has bean

REIEINE vl wntin r 17 nn (I AR

e Classiiication of Slutes
O fiain category
L Sub-caloegary

Ao Specifications

90
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Classitication of Stores - The Tirs e digits signify the classification of stores;

ior instance, Auto and Mechanicsl Cquipment spares,
Crafts and Vessels Spares, [rinting, Stationery and
Tarms ote. Thaso will be the sobsidiary accounts

arieler stores and Spares Account.

Slain Calegory - fhe pest twn digits reoressnt main calejory of stores

updier 4 particuntal classification af siores, {or instanco
Coment’ unde Construction Matorials,
AT by P mnead fwro glgits dfler main category ol sinraes
indicatcs ihe typa of ftem, This s a further classifica-

an of the naluee of ent.

il Heation - The Liisi teeo digits are for sponiiyend fhe stores L,

for inetonee size, colour, make vie. ol the prarticular

The above olassilications and coding of atars has the following morits

() 1t covers the whoie 1ango ot etoros in uza or Nkoly to be wsed i

iULL!|-1:.
(i) Closaiineaitons o desigined 1o mee U etz ol the CPAL

iy Phe nomber of digits @ conslant for ali sams.

(i) Mutnboing s arranged so inat  thoere is adeguato yoom for uture
partien o amendinent without, tha risk of duplicoticn of chanping

L L 18 TE BUAERIRL I ALIRN
(v 11 dsfines an ilem cleatly and praciscly.
{vi} 11 is easily understood by those who are 1o uss it.

91 |
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1.04

-

LA

Any difustration. will give a clear undersiending of the Coding Pian

o= ; PR |
Clousification | Main Category | Sub-Coregeny | Sacificalion) l

e it A % e

Paifits, Warnishes
aped Cnocmicals

i XX ¥ ' X X

Vhenove: ode numbors ane assignad to new items or any change mada
in the exisling codes, an Advice for change/Allotment of store cocs
{ Antisure LU witlh L qaitaal ] by Cuoatral Stwrw g el B weith

G LN

Owe copy retainsd by Cenwal Stare,

Oz copy to Stores AccolUnibmg Sueoliun.

A Siows Vocobulary is prepaved and publishad covering Al stores items
pirasantly vibd in CPA. Howower, new (tems could  be incorgorated
vnder o ppopiiate classiicution and code numbors as and whan puirchasaed.
Coeen of ihe Stores Vacabulury will be available in Contral Store ds
el um Siovas Accounting Section for maintaining  Lheir  day o dey

H TR
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ANNEXLIRE : 'dB°
THE CHITTAGONG PORT AUTHORITY

ADVICE FOR CHANGES'ALLOTMENT OF STORE COLDE

T 1 A i

ihe GHicer-in-Charge ol Stoies Accounting. ' Date......c...
flease nole the channes'ndditions in the assignmaent of store code as under :

.-

o S

Desoription ol Stores Linit Quantity | Old Cods FNEW Code

: i
[ i
L |
| |
|
L |
| | H
5 i
| |
|
; 1
| ! | |
| |
|
| |
II IL
i
I I
Flepse achnewledge receipl and relun the duplicate copy.
Otticer-in-Charge Senior Store Officer

(Stores Accounting)

an
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THE CHITTAGONG pORT AUTHORITY

Liny OF REWISED i-;‘;l:Mi:REGIBFEM

DML IRG FORMS
REGISTERS (TD BE DELETED)

Soncol Demnd

Jopal Doanand valuabion
[emmnd Mot

Propretise Chrckar
Sappby Orae

Commintoee Hutiete

P05

Fionthly [0S, Suninary
Qwin Moo
Srores  Rensiving Regisler

Wandint]

bpsedennl
tndaent Hegrgtir
Convol  Hugiste
| by 5.
MLty Pl Duuidly
Py Lol
Wardes

Preed

Slores | gt

Fass

Gale

aveniory Sheot

Giliel ealnlig Forns fHegistens

sy

Abl
FATRRNY

a4

ER e

L5 AGAIRET THE EXISTIMNG MES

N FORMS3/REGISTEAS
(PROPOSED)

Anpual Forecast of Storas
Gacasional[Emergency Storas Demand
Summary of Annual Foretast of Stores
ourchas: Reguisition

Purchase Proposal

Purchasa Order

Cigres Recsiving and inspaction

B agister

Siores Recaiving Report

Summary of Stoeres Recolving Report
Giores Transfur Mole

Srores Aueguisiiion Note

G AN, Receiving Register
S 7., Becwwing Hegister
Slares Consumption Report
Siains Consumption Anadysis Shoot
o Cord

Sigros Registor

Stores Lodge

Speciman  Signature Card
Gate Pass

Srares Despatch Regisier
Srores Return Memo
fnternal Transfer Mamo
Stores Cost Sumimaly

Serap ttems Nols
Registar of Sorap

siores |nventory Shoet
Advice of Changes/Allatmant
Store Cede

it

Raguisition for Advance of Imprest
Manaoy.

imprest Staras FRagislar.

will continus in the

rh abovd,
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SHOGESTED SUTS OF VARIGUS FONMS

"BLUE

. BROWN
YELLOW
| WHITE

ol

-—n

- TOTAL NUMBER | |z
J NAME OF FORMS AND REGISTERS| OF COPIES IN \é i
M. ONE SET &3
SMNEXURE
nd 1 .-"}nn:l;;l |'|‘.-|'[E1‘.£.i.'-l T L T Fit 2 : |
ot A Sy of Annual Fovecast | |
) of Btores £ 1 !
3 Qeeastonal/Bmergency Stores | ‘ :
Demand c | 2
4 Purchase Bequisilion D 2 1
B Purchase Proposai L 3 [ 1
G Purchasa Order f o E1] 1
4 Grores Heceiving  and
Inspection Rogistar G Multipla il
sid 8  Stores Receivirg Raport H 3 L1
9 Bin Card I Muliipie I
10 Stores Hogiste 4 Multiple o
17 Stoies Boguisiion Nogn K ) s
12 5HN, Receivig Begisier L nultiple !
T3 Gtoes Transfie MNole I 3 L1
14 5. T.N. Recewing Register. N Multiple ! !
15 Gate Pass . 0 3 11
16 Stores Despatuh Register p Multiple
oot 17 Steres Consumption Report Q 2 |
12 Specimen Sionatues Card 2 i i
|4 Llores fietorn e 5 3 1] i
20 Internal Transter Nlemo T 4 1
27 HGtares Ledger L Multiple
272 Stores Cost Summary Voo 1 | |
23  Siores Consumption ' | !
Analyzsis Shest W 1 ; i
24 Sumimary of Stores |
Recueiving Report X 1 ]
25 Scrap Iltems Noto ¥ 32
20 Register of Scrap z: | Multiple
27 Stores inventory Shoet AL Multiple
28 Advice for Changes/
Alfotment of Store Code oo 2 1 |
28 Requisition for Advance nf '
mprest Money co 1 .
f 30 Imprest Stortes Registor noD Mulliple ‘ |
arest — e i e I l
tho

&b
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