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Chief Vigilance Officer

ectors of all National Labs/Instts.

ub:  Procedure for "Physical verification of stores etc.'

The procedure to be followed for Physical wverification of stores, stores
eccounting, noble metals, codification of the stores items etc. is attached as an annexure
this letter, The procedure has the approval of DG, CSIR and it shall come into force
ith immediate effect.

Under the procedure for "Disposal of Stores”, the followi.ng amendments have
30 been approved.

* The sentence "by Gift to educational Institutions within the State” be read as "by
Gift to educational institutions."

® The Lab may decide the quantum of EMD for disposal of stores in place of 10%
of the guoted price.

3. Formats to be used in stores have been devised and are enclosed for adoption in
all the Labs.

This can also be viewed on the website httpi/esiradmin.res.in.

Hindi version will follow.
Yours faithfully

\j T s
(U,sf%%
Stores & Purchase Officer

Copy to:

I. All the Heads of Divns. At CSIR HQ/Head HRDG, CSIR Complex, New Delhi

2. Sr. DS/Sr. Dy. FA/DSs/Dy. FAs/USs/Sr. FAOs/ FAOs/SPOs at CSIR HO.



Physical verification of stores

{ = Introduction

Physical verification of stores s the process of actual counting, welghing ang
measuring all items of stock, recording the resuits and to ensure that the
malerials ara according to the nomenclature, description, specification shown in
the stock ledgers and the actual balances of such stocks agree with balances
appearing in the books and are confirmed and authenticated. The excess or
shonage if any brought to notice on such verification is Preperly investigated,
accaunted for and reconciled,

"~ Purpose

i} It is an audit requirement that Physical verification of al| stores shall k-
carried out at least ance in a year, :

iii) It is useful as it discloses any weakness or defects in the system for

Iw) It reveals the passibility of frauds, theft or loss and suggests adoption

v} It reveals losses due to wrong issues, negligence, misappropriations,
misuse, leakage, pilferage and theft etc, and suggests measures to
stimulate better control.

wvi) It helps in clearing up surplus and obsolete items thus avoiding locking
up of resources,

wii) It ensures that the stores are well preserved against any damage or
deterioration due to wrong storage or other hazards

viii) It is valuable as it greatly assists in training the staff and making ther
more conversant with stores keeping methods and technigues.

“ - Pre-requisites of verificatian.

i) The verificaticn shall be conducted in the presence of the official
responsible for the custody of storas ar any other responsible person
deputed by him who should make himself available to the stock verifier
till the verification is over,



ii) Stores must bs arranged properly with locations marked on the ledger
folios and identification labelz be tagged theregn for quick and easy
verification,

fii) ltems which are naot the inventory of the Lab/ Instt. cught to be marked
or labeled in advance as suych, Procurement under externally funded
projects will form part of the inventary of the Lab for this purpose.

iv) List Separately any goods that are under inspection,

V) List out items sent for repairs or Processing ar stocks lying at project
sites'and obtain thair confirmation,

Vi) Stores issued on loan must pe accounted for before the stock
verification takes place,

Vi Staff connected with verification shauld not pe permitted to proceed gn
leave during the period of verification. 1

L -Types of verification
There shall ba four types of verification:
iy 100% interna verification of stores.

a) Verification of stock
b) Verification of assets in PIR/DIR

ii') Periodical verification by the Asst (S&PY/ Dy. SPO (Stores).
ifi) Surprise/ spot verification by the Director or his nominee

iv) Test physical verification by CSIR.

100% internaj verification of storas.

" Procedure of vesification

]

1= Verifieation of Stock

a) The: Dirsctor shall assume responsibility for ensuring proper
maintenance and annuzl physical verification of stores by an ¢ ficer
not connected with the stores as required under the rules with the
help of his own siaff,

b} The verification of the stores shall not be entrusted to g person whao
is -

i. the Custedian, the ledger Keeper of the stores to he
verified or js employed under the custadian or,
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g)

shall be as f5, as possibie entrusted o g fesponsible officar who s
independent of subordinate autharity in charge of store.
P,

In order to successfully carry out and complete the verification, a
Programme shaj be planned wey in advance at the beginning ¢r
gach year by the sr. SFQ/sPO with the approyaj of the Diractor.
The verification shall be carried out under the general supervision
of the &r. SPO/SPO. He shall be responsible for the Broper conduct
of all bysiness relating to the verification of stores ang in this
behalf:-

*  Specify the nNames of the stock verifiers for each group of storeg
and prescribe g definite time limit far completion of 1gpe
physical Verification ang submission of report,

= Distribute the wark according to the quantum of work jn such a
way that the Prescribed time limit js strictly adhered fo,

* lssye ap office ardar indicating the names or the teams of the
sStock verifiers, the dates of Commencemeant ang complation of
wark and calling upon gy concerned to ensure thap postings of
receipts gngd 1350es  of respective stock ledgers/ Fersong)
inventory registars ara cempleted and to Cooperate with the
stock verifiers to enable them 1o complete the work within the
Prescribed time limit.

. Dccasfonally Visit the groups to see that the work is in pPrograss
and if considereg Necessary, tast check the work done by the
verifiers, :

* 3enda Copy of tha Pregram to Csip

The resylt of the verification sha|l be recorgeq in the stock ledgers
by the stock verifier. He shajl encircle the iterns tallying with the
balance ang 2ppend initialg thereen after verification.

Al the close of the verification, the following cetlificate shap be
given by the stores assjstant and Countersigned by the Dy. srPO
{(Store),

“ 1t is certified that gy slores under My charge have truly been
Produced ang correctly hean verified by the stock verifior in my



—~

I 2FU, TITR, LUCKMOLW nszz 2613221—'——‘_‘—-——-—.__‘2___?___

presence and the Postings had been braught Up-to-date prior to the
commencement of verification. No store has been kept back oYy me
frorn verification - .

- - Verification of assets in the PIR/DIR

3. The assets lying fn divisions are ISsued to the scientists on personal
inventory basis er on divisional inventory basis a3 per the
Procedure for issye of stores.

register. In such labs a list of all assets issued to an individual wil
be sent to him by 15" March SVEY Year with a copy to the
divisional heads, The divisional heads wi| ensure that the stocks
held by these scientists are verifieq by ancther scientis/ officer
within the §roup. The report duly authenticated by the HoD should
be immeciately submitted to the SPO/Dy. SPO (s) before 15" Apri|

¢. Where ever divisional inventory system is followed, the divisional
head whe g already having the list of iterns in his divisjon will get
the stock verifiaq by one member of his group and send the report |
to the SPO/Dy. $PO(s) Jatest by 15" Aprilf Once the recerds of the
stores are coemputerized, the stores can forward the list of assats
issued to that division which wi|l facilitate the physical verification,

"2 Preparation of ihe verification regort.
The repor may generally consjst of thea follawing three parts:
E &. List of discrepancies.
The list of discrepancies wil show the balanes available in tha
ledgers aither stock ledger or pIR or DIR as the case may be ang
the halance found ph_ysical!y.
b. Marrative report.

The narrative reper shall include a critical observation on the
system of stoek control, custody of stores giving suggesfions/
recommendations ete. far improving the working of stores and
measure for avoiding such lapses/ discrepancies in future.

c. Mafters which the verifier may like to Sring to the notice of the
authorities canfidentially,



Tha report will be submitted to the SPO/Director for further action with a copy to

CSIR not later than 30" April svery year,

L+ - Z Follow up of the report

Fa

On receipt of the report from each verifier the same shall be
thoroughiy examined by the Sr. SPO/ SFO who will initiate action to
reconcile each discrepancy.

He wilt take action to reconcile the discrepancies by tracing out any
left out entry of receipt or issue including mix-up of items or items
lying in a different location that could not ba verified due to
unforeseen circumstances.

in case of major and irreconcilabie discrepancies, he will cause the
investigation to be conducted to find out the lapses/ negligencs as
per procedure eirculated for writing off of losses,

He will also take suitable action to avoid recurrence of such
discrepancies in future and take punitive action where necessary,
He will ensure that the action on the report of the stock verifier is
Completed and finalized within a period of three months from the
date of submission of repaort.

Duties of the stock verifiers

The duties and functions of the stock verifiers are as under:-

Demand a certified list of all stock ledgers both main and
subsidiary. :

Demand a certificate that the posting of ail issue slips, return slips
&lc have been made up to date.

Examine whether the system of stores conform to the prescribed
system.

Examine whether the forms used are in canformity with the
prescribed cnes.

Whather the classification of stores as assels and consumables
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- Ensure that any unaccounted for items are listed and brought to

- That item of domestic use has been kept under lock and key ang

. See that Proper security arrangement exjsts particularly where the

- Ifitis not Possible to finish counting or weighing of an jtem within &

© spPo.

- See that the Surplus materials are not kept with sup stores after the

- That vajuable store has been safely kept and Possibility of pilferage

ledgers and the actual balances tally with the bogk balance angd
record discrepancies i any under dated signatures.

In case of doypt about the identification, seek the assistance of
technical expertin the line or relevant catalogue,

Encircle the items tallying with the balance and append initials thera
on after verification.

charge,

there is no un usual or excessjye consumption of these articles,

materials have been stored outside,

day the day, the stock of such counted item shall be kept separate
from the unchecked balance.

Keep a recorg of items not tallying. Record the discrepancies in the
stock ledgers with initials.

Intimate major discrepancies immediately in writing to the Sr. SPOy

See that the ledgers are maintained Properly, any items of

unnecessary Purchases, any item where the stock levels need
revision, ete,

work s completed.

is not there,



periodic verification by the Stores assistant/Dy. SPO.

i) Each stores assistant shall check at least 10 items of stores
per week and should ensure that all the items under the
charge are verified during the year and the result are
recorded in a register maintained for this purpose.

i) The Dy. SPO (Stores) should also exercise a periodic check
to examine the accuracy of stock held by the custodian. He
should further ensure that verification is actually carried out
by the stores assistant and the discrepancies have been
brought to account.

i) Besides the abave, he should independently verify at least 5
items per week to ensure that the stock accounts represent
a frue and correct state of stores,

urprise verification by Director or his nominee

irector or his nominee shall make a surprise/ spot check at least twice a year to
eg- !

a) That stock accounts of impertant and costly items are
maintained correctly and properly.

b) That posting of vouchers are up to date.

c) That stores are well preserved and protected against risk
of damage or deterioration.

d) That the general security, fire precautions, cleanliness and
up keep is satisfactory,

e) Record the findings on the stoeck ledger.

Test verification by CSIR

10 ensure that the process of verification is ongeing as per schedule, CSIR may
:_depute a team of officials to have a test check on the stores activities. The duties
f the test verification teams shall be as per the stock verifiers outlined above.
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NOBLE METALS

Platinum ware and noble metals are classified into-
(1) Consumable

Generally : the ccrﬂsﬁh'lables are Platinum wire, rods, gauze or
foll ete. and their salts, Goid wire, tablet or lump etc., Silver wire,
rod or lump efe, and Salts of all the above.

(i} Assets

The assets are usually Platinum boat, basin, crucible, dish,
electrode and tipped tong, Thermocouples, Stirrers stc.

2. Custody:

) All noble metals e.g. platinum, gold and silver and their salts
shall be kept in the custody of Dy. SPOS) or the senior
most Asst (S&P) in a safe with double locking arrangement.
One key shall be kept by Dy. SPO (S} and the second by any
other officer capable of identifying noble metals duly

z authorised by Director for this purpose, :

{if}) The duplicate keys of the safe shall be sealed in a box and
deposited with the cashier in his custody.

i (V] In zonal Labs/Field Stations, platinum ware and other noble
= metals shall be stored and treated on the same lines,

3. Issue of platinurm ware and noble metals of assets/non-consymable
nature:
) The noble metals of asszets nature shall be issued for a

stipulated period te an official in his individual name on white slip and
simultaneocusly reflected in his Perscnal Inventory. At the end of the
stipulated period he shall return the same to the store. It shall be the
responsibility of the official concerned to return it to the Dy. SPO (3)
after the stipulated period.

¢ ¢+ Article(s) of consumable nature as given in the above Para shall be

issued only on the specific approval of the Director and the official will
be personally held responsible for the maintenance of proper zceount
of their consumption item-wise/size-wise which can be produced on
demand by audit.

¢ {t1! The noble metals can be issued o an official above the grades of

Technical officer A cnly. He! She shall take every care and precaution
o keep the same in safe custedy, He will be held personally
responsible in case of misuse or loss By him.

14

4, Write-off of loss;



a) All losses in weig:ht of noble metals of assets nature due to fair wear
and tear shall be written off under order of the competent authority@.
case the same are found afler annuaiiggfli:ahon._' ?

b} In case of cor{sumabie noble metals their consumption shall be
certified by Head of Division/ Project. Wherever wires as scrap are
available the same shall be returned to stores.

No write off sanction shall be necessary except In case of loss by theft or
misappropriation,

-

¢) These scraps and other items when not in use for long time can be sent
to the manufacturing firms for re-conversion or exchange with a new item
and the losses be written off.

5. Verification of platinum and noble metals;

a. 100% verification of the noble metals in a Laboratory/instt. must be

regularly carried out internally every year. Any discrepancy coming to

notice is brought to account after full investigation.

h. Surprise checks by higher officers are also carmried out from time to
time:.




