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Compendium of CSIR Guidelines on Stores & Inventory
Management

nerear/ werea/ Madam / Sir,

Stores and Inventory Management is an important link in the Supply Chain
ecosystem of any organisation. While organisations devote maximum attention to
the procurement side of the supply chain, the Stores and Inventory
Management often does not get the attention it deserves.

Over the eight decades of its existence, CSIR has gained a treasure of wisdom
in the area of Stores and Inventory Management, especially in the domain of
scientific equipment, pilot plant, machinery, workshop equipment, office
equipment, and R&D consumables. Unfortunately, all these wisdom have not
been compiled in the form of a consolidated Stores Manual. There have, however,
been certain basic essential guidelines issued from time to time which serve as
the mainstay of the Stores Management. Nonetheless, the extant guidelines are
neither adequate nor comprehensive. Besides, these guidelines issued over
decades are too scattered and not available in one place. Therefore, finding
relevant guidelines has always been a challenge.



As a humble beginning, this i1s our endeavour to compile all
relevant Circulars/OMs pertaining to Stores and Inventory Management as
a single compendium for ready reference. This 1s the first step towards the
preparation of a full-fledged Manual of Stores and Inventory Management.

While all care has been taken to include all Guidelines/ Circulars having
current applicability in the enclosed compendium, it is possible that a few of them
may have been missed out. All are therefore requested to kindly bring to our notice
any such inadvertence at email: spo.policy @csir.res.in.

It 1s needless to say that the existing guidelines may have ambiguities,
inadequacies, operational difficulties, and even conflicts and contradictions.
Besides, the practitioners may have some suggestions or examples of best practices
that could be adopted. All are also requested to email their comments on the existing
guidelines and suggestions for a New Manual of Inventory and Stores Management
in the enclosed format.

wagra/ Yours faithfully,
SRIDEB pae,
NANDA e -

(sivz@ 1/ Srideb Nanda)
g (WER ve )
Controller of Stores & Purchase

Encl: As above

Ferted/copy for information to :

Director General, CSIR.

JS & Financial Advisor, CSIR

Joint Secretary(Admin.), CSIR

All Sr. COSPs/COSPs/ SPOs (Through CSIR website)
All Sr. COFAs/COFAs/FAOs(Through CSIR website)

Head I'T — With a request to publish this letter on CSIR Website under
Notifications
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COUNCIL OF SCIENTIFIC & INDUSTRILA RESEARCH
ANUSANDHAN BHAWAN RAFI MARG NEW DELHI 110001

Serial Circular No. 189

15-11(1)/2002-0&M October 20, 2003

OFFICE MEMORANDUM *~

The Director General, CSIR has been pleased to approve the procedure
for" Clearance, Receipt, Issue, Return and Despatch of Stores” for its
= implementation in all the Labs/ Instts.

This shall come into force with immediate effect. This can also be viewed
in the website hitp://csir.res.in or http:/fcsiradmin.res.in

\

Witz ] 5 I8

{u.gm
Stores & Purchase Officer

Encl: As above.

Copy to:

1. Directors of all National labs/Instts.

2. All Heads of Divisions at CSIR HQ

3. Sr. DS/DSs/ USs/ Sr. Dy. FA/ DFAs/Sr. FAOs/FAOs/Sr. SPO/SPOs in
CSIR HQ, CSIR Complex, New Delhi & Chennai and HRDC, Ghaziabad.

4. Sr. COAs/COAs/Dy. FAs/Sr. FAOs/ FAOs/ Sr. SPOs/ SPOs in all the <
National Labs/ Instts.

2. DS, Office of the DG, CSIR

6. US, Office of the JS (A), CSIR

7. PAtoFA, CSIR

8. PAtoCVO, CSIR.
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Receipt of stores

The receipt of stores will mean receipt of all materials against Purchase Orders or stores

received against local purchases, gifts, aids etc. All these receipts shall be dealt with in
the manner stipulated hereinafter. . : 3.4

Functions of the Receipt Section

The Receipt Section shall be located at a suitable place where all incoming supplies
shall be received.-packing opened,-checked and inspected before its storage or use- the ' ——
functions of the Receipt Section can be broadly summarised as follows. i3 ‘

1. Clear and receive Parcels, Packages, Consignments and all other materials
coming in by Rail, Road, Sea, Air, Post, Courier or any other mode. The SPO of
the lab may decide whether the clearance of import cargo will be done by the
Purchase Wing or the Stores Wing fill suitable manpower is provided to Stores
Wing. ' '

2. Check the materials received and arrange for its inspection.

3. Notify the indentor and Purchase section about the arrival of the materials by the
i ML

next day.

4. Unpack the packages, parcels & consignments and facilitate its inspection by the
Inspecting Officer.

5. Intimate the supplier about the excess, shortage, damage, rejected or defective
supplies. : .

6. Maintain the following registers.
a) Consignment Clearance Register
b) Daily receipt register
c) Register for Samples.-
d) Register for Gifts. . =
e) Register for discrepancies.

f) Register for despatch.
g) Centralized register for local Purchase (Consumables).

7. Raise Stores Receipt Voucher (SRV) for all receipts.

8. Arrange packing and despatch of outgoing consignments like samples, rejected
materials etc. and forward the dispatch documents to the consignee.
9. Arrange Local collection of stores from the vendor as per the terms of the order.

10. Maintain and render up to date account of advances taken for clearance of
consignments including its adjustment.
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11. Arrange open delivery of consignments wherever required.
12.Lodge necessary claims for non-delivery, shortage or damage wherever

required.

13.Ensure clearance of consignment immediately so as to avoid payment of

demurrage/ wharfage. In case of accrual of demurrage or wharfage, action
to get its waiver or sanction for its payment from the competent authority.

14.Keep all weighing balances calibrated

_Clearance of Consignments

\

FOREIGN CONSIGNMENTS:

(i) The clearance of consignments from abroad needs the services
of a professional freight-forwarding agent and clearing agent.
The appointment of single or separate forwarding and the
clearing agent shall have to be made depending upon the
requirement of the Lab/Instt to clear the incoming/outgoing
consignments.

(ii) The role of the freight-forwarding agent is to arrange
transportation from the port of shipment to the port of
destination and the role of the clearing agent is to coordinate
with the airlines, freight forwarders and the custom authorities
etc. for clearing the cargo.

(i)  While entering into a contract for fre:ghtrfomardlng services the
following parameters may inter-alia be kept in view:

a) Advance intimation about the shipment.

b) Safe transportation by the earliest available carrier.

c) Payment of freight within 30 days on receipt of cargo.

d) Prompt issue of Cargo Arrival Notice (CAN)/Delivery Order.
e) Submission of Bank Release Order( BRO) at the earliest.

(iv)  Similarly, while finalizing the contract of the clearing agent

‘following parameters inter-alia should be kept in view/ spelt out

clearly:

a) Immediate clearance of the Cargo within the free pencd
b) Payment of demurrage, Wharfage and other charges.
c) Payment of customs duty (lab/Instt to fix a Iimit)

d) Transportation to the lab/Instt.

(v)  Once the purchase order is placed a copy of the same need to
be sent to the freight-forwarding agent. Besides, a set of
documents needed for clearance of the Cargo i.e. copy of the
purchase order, amendments if any, copy of insurance policy,

-

copy of Letter of Credit, Duty exemption certificate etc. may be

sent to the clearing agent prior to arrival of the Cargo. The
clearing agent will receive the Delivery Order with copies of Air
Way Bill (AWB), Invoice, packing list etc. from the freight-
forwarding agent for clearance. * In case a technical write-
up/literature is needed the same may be provided, -
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(vi)  The Receipt Section shall intimate the Indian agent to be in
touch with the lab/ Instt. about the arrival of the consignment so
that it can be opened in their presence to ascertain any
damage, shortage and lodge insurance claims if needed.

~ (vii)  The clearing agent should arrange for an early clearance of the

cargo. In case open delivery is to be obtained he should take. all
necessary steps to obtain open delivery in the presence of
representatives of the airlines, airport authority, customs, the
Indian agent and insurance surveyor. In addifion- refund of *
customs duty on account of short delivery shall.have to be
obtained by him

-

(viii)  Once the goods are cleared the dues of the freight-forwarding
and clearing agent may be cleared immediately within the time
frame mentioned in the purchase procedure.

INDIGENOUS CONSIGNMENTS:

(i) All railway receipts/goods receipts/post parcels/air consignment
notes shall be scrutinized to ascertain whether the freight has
been paid or to be paid, the consignment is at owner’s risk or
carrier's risk and any other terms as specified in the order.

(i) During the clearance of the cargo the consignment should be
checked to find out the existence of any apparent damage,
difference in weight etc. In case the packing is in sound
condition and there is no difference in weight, the delivery may
be taken subject to inspection. -Clear un-conditional delivery
certificate may not be given while receiving any consignment, as
this will hamper the claim of the Lab/ Instt. if any on account
damage/shortage etc. if found at a later stage.

(i)  In case of any tampering or suspected damage to the packages
an open delivery shgli be taken in_the presence of the
representative of transporter ient lier (if
available). The damage/shortage so noticed shall be recorded in
tHe delivery book of the transporter and a certificate to that
effect may be obtained from the carriers for lodging the claims
with the carrier, supplier, and the insurance company.

Eer bttty . =,
e A i



X

(v)  In case the carrier is not delivering the goods, claims for non-delivery
may be preferred.

(V) In case the RRIGR/AWB is lost in transit or not traceable, the goods
may be cleared through Indemnity Bond/Undertaking quickly so that
the payment of demurrage is minimized,

Procedure for receipt of store gorm oo B P A L

i) Al items that are received directly from the vendor shall be checked with
reference to the Purchase Order to find whether the description of the supplied
item and received item are same or other wise. Any discrepancy noticed shall be
immediately brought to the notice of SPO/ Dy. SPO and shall be communicated
to the firm. The stores shall be as far as possible checked in the presence of the
representative of the vendor.

i) Once the items are found prime facie in order, a receipt will be given to the firm,

The receipt furnished to the firm should read as" Received in good condition

subject to inspecticnh.g_quﬂﬂﬂg_and_finaljgmtanre". Under no circumstances a

unconditional acknowledgement will be given to the vendor as the same may
affect The € materials. Similarly, the receip i g
goods through the transporier, railways, airport etc shall be acknowledged.

However, it should be ensured that the packing is in Sound condition and there is
NO apparent damage to the packing boxes.

i)} The receipt section will arrange for the unpacking of the goods so received.

Before any import consignment is unpacked, the presence of the Indian Agent
and the presence of the user may be ensured,

iv) If any shortage/ damage is found even though the boxes are outwardly in order,
a discrepancy report shall be prepared and sent to the supplier.

v) After the items are received, the same are to be entered in the daily Receipt

Register, Besides the copy of the Purchase Order available with the receipt
section has to be updated to show whether the full supply has been received or
pant supply has been received.

vi) The Receipt Section has to arrange for inspection of the received material to

ensure that the items received are in order. Till such time the items shall be kept
Separalely so as to avoid their mix up with the available stock except the cases
where the indentor has to inspect the item at his premises other than the Receipt
Cell.

vii) Materials received without any document shall be brought to the notice of the Dy, ) /,i?f"
SPO/ SPO for taking into stock through stores receipt voucher. Such entries will

e mm s gy

be monitored through discrepancy register. . -
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Receipt of other materials

The Receipt Cell shall ensure that all ééﬁessaries. tools etc. received with the
machinery and equipment, though not specially detailed in the Purchase
order are entered in the receipt v ' ' ' '

e
identification nu retc. The Dy. SPO (Stores) shall ensure that these are
rought to stock account along with the main equipment.

Daily Receipt Register (DRR)

The daily receipt register is a register for entry of all incoming goods that are
received in the-Lab in a particular day except local purchases, The register
will contain the details about the supplier, order reference, challan no & date,
Bill no & date, Bill value, item description, quantity dispatched, quantity
received, quantity found short/ damage, name of the indentor, inspection
reporn no, rejection cause etc. and will serve as a complete record about the
materials including its installation & commissioning. The register can be
maintained in a computer where all such data will be stored and a print out
can be forwarded to the user and the Purchase section next day as intimation
about the arrival and the need for the inspection.

Heavy and large materials will as far as practicable will be unloaded nearer to
its place of installation to avoid frequent handling.

Accepted materials

The store accepted shall be handed over to the respective storekeepers ——

along with Bills, Challans and Stores Receipt voucher for stock entry on the
receipt of the materials. It must b e that th shall be
made item wise and no entry as "assorted" will be made in the stock ledgers

.Dy clubbing different items.

Materials received in excess of quantities ordered for shall be returned to the
supplier as per the procedure for rejected materials unless approval of the
competent authority for the Procurement is obtained in writing to retain the
excess quantity received.
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Demurrage Charges

In no case any amount paid on account of wharfage or demurrage be
regarded as g normal charge and €very endeavor will be made not to incur
such pena| charges. ‘However, in uUnavoidable circumstances. this may -
become necessary to pay in the first instance. Al such cases are to pe
enquired thoroughly to find out whether there js any lapse on the part of any
individual or firm for this loss and ascertain the “amount, ‘which is to be

recovered. In case of no negngence,_ the amount nai_d__gan_he..mgularizedwith

purchase register instead of daily receipt register for stock entry for items
Purchased out of revenue funds. Stores shal| €nsure that the stock entry is
recorded within g day of its receipt in Stores along with Proper issue slip.
ltems purchased out of capital fund shall be posted in their respective stock
) ledgers as well as in the Personal Inventory Register. Stock entry of the
\ Purchases made at the Project site will be done on receipt of a certificate that
the items are Purchased at the Project site and used for the project there.

INSPECTION OF STORES

based on the SRy Similarly, the adjustment of OBs wij also be made as per
the particulars furnished in the SRV but where any payment is to be made to
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2. Stores such as electrical goods, mechanical instruments, refrigeration

materials, computers etc. shall be inspected by the persons of technical
competence of the respective area

3. Inspection of scientific and sophisticated instruments etc. shall be carried out
by the Indentor himself. If necessary, he may take the assistance of other

experts for inspection of electrical or mechanical portion of the machines and
equipments, L o — st

4.]M the absence of the Indentor the Head of the Division/Section or the Project ﬂ

Leader shall arrange the inspection which shall not be del id late

payment to the supplier.
5. If in any particular case, more time is required for final inspection, at least a

preliminary visual inspection shall be cargiiauummediatefy =To] that]
& discgémﬁﬁage!damage are reported to the Suppliers/Insurance lest
the claim becomes time-barred.

6. Till stores are inspected and taken on charge, these shall be kept separately.

1. Inspection of Stores of General Nature

The stores of general use and repetitive nature e.g. soap, vim, duster,
nails, glassware of standard trade mark, stationery items and chemicals
from standard companies and of standard make for which indents are
placed by the Dy. SPO (Stores)/ SPO shall be inspected by him for
acceptance to avoid undue delays. In case of doubt, about the quality,
make or specification of an item, the advice of the user department shall
be sought before acceptance,

2. Certificate of Inspection:
When the stores are found acceptable in accordance with the quality,
quantity and specifications ordered for, the inspecting officer shall record
the following certificate on the SRV after inspection appending his
_signatures on the space provided for the purpose:-

“ Certified that the Stores have been inspected by me and found
acceptable in accordance with the quantity, quality and £ ndstlnd
specifications laid down in the purchase order,” -

The SRV shall be counter-signed by the Head of the J
HDivisionfﬁectfum‘F'roject leader as the case may be. In O '

be. In_case of—
equipments, copy of the installation report submitted by the fim need to —
|| “I:_:F_atiacﬁea with the SRV, =




Samples for Inspection: |

(i) Sample may be called for where necessary, provision for which
should normally be made in the rate enquiries/advertisement and
these shall be received by the Receipt Section. - Samples thus
received against supply orders placed by the Purchase Section
shall be accounted for in a “Stock Register for Samples”.

(i) Disposal of samples :

The samples shall be placed before the Inspecting Officer, and
after the goods have been inspected and approved, the same shall
be disposed of on the authority of the SPO, either by returning to
the firm through Non-returnable gate pass or to be amalgamated
\\ with the incoming supplies or by other suitable

measures/advantageous to the Council. Care shall, however, be
taken to avoid their unnecessary accumulation, misuse and
occupation of valuable space.

Gifts

The receipt of gifts will be entered in the daily receipt regi thereafterin

?ﬂrrwm_gﬂsﬂn_bg_ﬁﬁya on the approval e Director in the (
esl interest of the Council. _ -

e

REJECTION OF STORES

All materials received not in conformity with the specifications and
requirements ordered for in the purchase order shall be rejected by the
inspecting officer, who will record his reason for such a rejection on the
Inspection Report. The Purchase Section shall immediately take up the
matter with the firm based on the report of the Receipt Section.

“The rejected stores shall be suitably labeled and stored in a separate area
from the accepted or other stores in the Receipt Section pending their return
to the suppliers. These will be handed over to the supplier's representative or
dispatched to the firm as the case may be through Non-returnable gate pass.
The rejected materials will be accounted for in the - “Register_ for
discrepancies” which shall be maintained by the Receipt Section.

ra———

All expenditure incurred on this account shall be recovered from the supplier.
When the supplier on freight-to-pay basis receives the stores, the supplier
shall, be liable to pay the actual freight. After despatch, the Receipt Cell shall
promptly send the relevant documents to the supplier for further action.
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A time limit shall be fixed up for the removal of rejected materials by the
supplier from the Laboratory/institute premises, failing which a final
notice/reminder by Registered post will be sent for removal within a stipulated
period, duly indicating that if the stores are not taken back by the supplier
within the stipulated period ground rent be recovered from the supplier as
fixed by the Director of the Laboratory/Institute.

The matter will be vigorously pursed till their final removal. In case of failure
of any response from the company, appropriate action for their disposal shall
be taken through auction or other means with approval of the competent
authority.

Register for Despatch of stores

At times the Stores has to despatch various items. All the despatches that are
being done shall have to be recorded in the despatch register. The despatch
register will contain the details of the supplier, reference of despatch, item,
quantity, mode of despatch, freight& other charges paid etc. and will serve
as a complete record for despatch of all types of items — be it for repair, or for
rejection or other wise. '

Issue Control Register

An issue control register is to be maintained by the Stores for controlling the
issues made against issue slips. It is an index of all issues and helps to watch
posting of the issue slips after issue and detection of missing issue slips if
any.

The issue control register can be made for a category of stores like
engineering stores, Asset stores, Hardware stores, stationery stores etc.
depending upon the type of stores each lab is maintaining. It shall have
particulars like ICR no, date, issue slip no, division/ project, no of items in
issue slip, etc. Each issue slip will be allotted a number before the actual
issue according to the serial number of the register (like S-1, S-2 or by
numbers after allotting different serial numbers) till the end of the financial
year and shall be known as ICR no. The ICR will be allotted in order of
presentation of the issue slip for actual issue and the issue slips shall be filed
in that order after posting in the ledger.

ISSUE OF STORES

The following procedure shall be adopted while issuing materials from stores.

- e — == w



i)

Issue of stores shall be made in proper issue slip.

Issue slip shall be prepared in triplicate by each
division/ section separately for each category of stores
as outlined in the annexure for (a) Stores Purchased
out of revenue grant and (b) Stores purchased out of
capital Grant to ensure quick issue and easy
accounting.

T e ey ‘—Stﬁres—pt_:rrchased out of revenue grants will be issueq

iv)

U

vii)

viii)

|

~0n pink issue slip and capital items” will be issued in
White | 1

Stores shall be drawn by an issue slip signed by a
person not below the rank of an officer of the division/
section and countersigned by the Head of the Division/
Project Leader. Director of the lab/ Instt may however
authorize a person not below the rank of Group C in [

administration and G ech | to draw stores.

All stores purchased out of capital funds shal a

-be issued to the official indentfng the equipment. Each

lab shall decide about_the mode of maintaining PIR o D

inventory - whether on Personal Iny is (PI) or
Divisional inventory basis (DI) and get the same fo be
followed by the Lab duly approved by the Management
Council of the lab before adoption. Any subsequent
change to the policy shall also have to be approved by
the MC.

No store shall be issued to any one who is not on

regular establishment unless duly authorised by the | -

Director. But it must be ensured that the items issued
to such officials who is not regular employee will be
taken back at the time of his/her leaving the
organization.

The description of store to be given on the issue slip
shall be completed as given in stock ledger/ Bill/ -
Challan/ Bin Card etc. and shall invariably include
identification number, make, type of machine /
instrument in case of articles of capital nature.

All issues shall be scrutinized and authorised by the

Dy. SPO (Stores) or SPO before actual issues are
made by the stores assistant and in their absence by
the senior most stores assistant. In case of any excess
.g_,e_mand the issue may be curtailed where necessary.

P e s o
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Return of store

ix) ; In_order to enable the store keeper to post the

| issue timings for issue of materials from Store be
' fixed in each lab. _ =3
X) | Issue slips having mutilations and over writings or
f incomplete in any respect shall not be accepted
{[ﬂiue of materials and returned to the indentor

|t forth with. 5

Xi) Stores shall not ordinarily be issued in bulk
quantities and the project Leader/ HoDs shall
ensure that minimum quantities of such materials
are permitted to be drawn by them to avoid
accumulations, wastage or likely misuse of such
articles. Whenever any quantity above the normal
consumption is requisitioned, PL/ HoDs may
record reasons for such specific requirement,

xii)  Where the date of expiry is indicated on the
package, endeavors shall be made to use such
materials before the expiry date. In case it is not
possible to use the same before the expiry date,
the same may be disposed off in the best interest
of the council.

xiii)  In order to control the issue/ consumption of stores
like soap, duster, towels etc to officers & other
staff the same shall be issued strictly in
-accordance with the scale which has to be laid
down by the lab/ Instt. ;

xiv) Issue of some items purchased out of reven.a

funds like Tube lights, Bulbs, batteries, tyres &
| , tubes, chokes, electric line testers, umbrellas,
briefcases, computer cartridges, Floppy disks, CD-
| | ROMs, CD-RW, brass civil engineering items etc,
need to be regulated either by insisting the issue
! \ of a fresh one in exchange of the old one or fixing
’ time limit/ fixing quantity of issue as may be
decided by the Director.

xv)  The issue slip books shall be kept in safe custody.
by all drawees and shall be used by the drawee

Ionly. Fresh issue slip books will only be issued

raﬂer it is personally verified by the Dy. SPO

| (Store) that the all the issue slips of the book have
been consumed.

All returns to Stores will be governed by the following procedure.

——— e o |
| ledgers, raising indent for new procurement ete
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i) Capital items shall be returned to the Stores when the same is no
longer required in the Division but are in working order so as to enable
Stores to issue to other Division on demand.

ii)  The user is thus required to obtai i rom the inspecting
authority to the effect that the materials ( Capital items) returned is in
working order.

iii) Before accepting the return voucher the store assistant will compare
the details of item being returned with that of the original issue to -
ensure correctness of the serial number, make, model etc.

iv) The receipt of such returned store shall be done by the concerned
store assistant and will be countersigned by the Dy. SPO Store, the
duplicate copy will be returned to the user and the original copy kept inl
store. All postings need to be completed immediately on the same day.

v) Whenever a new demand arises, the used store shall be issued first

1\vi—5+a*vis the new one available in stock till a committee declares them
as obsolete/ unserviceable.

vi) The position of the stores returned shall be reviewed by the Dy.
SPO/SPO at regular intervals to ensure that the returned stores do not
| get accumulated. In case no section/ division in the lab need these
} | equipments, the same can be disposed off to the best advantage to the
| | council by following the prescribed procedure.

vii) A number of chemicals and other items (Consumables) which get
accumulated in various divisions/sections and lie un-utilised for a pretty
long period result in damage, deterioration in quality, evaporation etc.
In order to effect economy in expenditure, the HoDs shall prepare a list
of such chemicals and other items that are lying in their respective
sections for more than a year without any use. Such List shall be
reviewed by the Director ‘every March and their effective use will be
decided. If necessary, they can be transferred to other sister labs
where needed.

viii) A return control register for return slips will also be maintained in line
with that of issue control register.
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No. 14-5(63)/2005-5V Dated: 11" Nov 2005

To,
The Directors of all National Labs/Institute,

Sir,
.

Computerization of Stores and Purchase activities has been engaging the
attention of CSIR Headquarters for quite some time. This has become all the more
relevant for doing valuation of Inventories as required under the Accrual system of
Accounting. As a first step, codification of Inventory would be required to be done.

Accordingly, based on the experience of a group of officers drawn from Finance
and Stores and Purchase Cadres, the entire range of Inventory has been categorized
into Major Groups and Sub groups. An illustrative list is enclosed.

1t is proposed to introduce 10 digits Numerical code which includes numeral 0
or 1 as a suffix to indicate whether the item Is Consumable or Non- Consumable
respectively. The main group and the sub group would be allotted by the CSIR
Headquarters centrally and would be of 2 digits each. The rest 5 digits are required to
be allotted serially by the laboratory concerned, In case, cituations demand that a
particular item is not codifiable under any main or sub group, the Lab may allot a
ternporary main & sub group No.99 and proceed with the purchase or stores activity

and refer the matter to CSIR for formal allotment of codes.

In order to cover the entire range of Inventory held by CSIR under the main
Groups and Sub groups, an exhaustive list would be required to be prepared. It is
therefore requested kindly to confirm whether the main Groups and Sub groups as
indicated in the list would cover the entire range of Inventory held by your laboratory.
Alternatively, you may suggest further Grouping and Sub grouping required so that the
range of Inventory held by your laboratory gets covered adequately and appropriately.

It is requested that confirmation may be sent to CSIR Headquarters latest by
09" December 2005.

Yours faithfully,

Encl : a/a /
P & iz -
(SC Tyagi)
Copy to :-Sr. COSP, all COSPs & SPOs Deputy Secretary

G'T‘-L"-)
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Main Group

01

0z

03

05

08

07

CODIFICATION OF ITEMS

Animal House

Sub Group
o1 Live animals
02 Animal feed
03 Animal house infrastructures
98 Miscellaneous
Automobiles
Sub Group
o1 Vehicles
02 Tyres & lubes
03 Batteries
04 Spare parls
05 Accessories
o8 Miscellaneous
Civil Construction Materials
Sub Group
o1 Cement
02 Plumbing & Sanitary
03 Bricks & Sand
04 Bitumen & Stone chips
05 Distemper
06 PolishMamish
g8 Miscellaneous
Electrical Materials
i Sub Group
o1 Cables
02 Wires
03 MCBs
04 Poles
05 Fittings
06 Tube lights
o7 Bulbs
o0a Chokes
09 Starters
aa Miscellaneous
Computers
Sub Group
o Computer Hardware
02 Computer softwares
03 Computer consumables
04 Computer parls
05 Computer peripherals
06 ‘LAN iterns
94 Miscellaneous
C s
Sub Group
01 Perishable
02 Explosive
03 Immflamabila
03 Volatile
04 Polsonous
05 Fina bio chemicals
a8 Misceliansous
La
Lab ware Sub Group
o Laboratory Glass wares
02 Laboratory plastic wares
03 Labaratory poly urethane wares
o8 Miscellansous

(illustrative list)




o8 - Electronic components

Sub Group

01
02
03
04
05
06
98

08 5 _Fumniture

Transistor
Diodes
resisiors
Capacitor

ICs

PCBs
Miscellaneous

Sub Group

o1
02

Wooden Office furniture
Matal Office fumiture

03 Wooden Lab furniture

04
04
05
48

Melal Lab fumiture
Madular furniture
Furnishings
Miscellaneous

10 - aboratory Equipment & Ins ants
Sub Group

1 - Plant & Machinery

Equipments
Instruments
Accessories
Spares
Miscellaneous

Sub Group

12 - Tools & Fixture
Sub Group

13 - Office equipment

01 Workshop Machinery

02 Water trealmant plants
03 Effluent treatment planta
04 Gen sels

05 Liquid helium plant

06 Llquid Nitrogen plant

88  Miscellanaous

01 High Speed Tools
02 Tungsten Tools

04 Diamond tip tools
05 Measuring lools
06 Cutling tools

07 Machinary lools
08 Other lools

88 Miscellaneous

Sub Group

14 - ud sual Equl

01  FAX Machine

02 Pholocopler Machine

03 Electronic Typa Wrilers
04 Manual Typa Wrilers

05 EPABXKTS

08 Telephone hand sels

07 Duplicating machinaes

88 Miscellaneous

Sub Group

01 LCD Projector

02 OHP Projector

08 Mulll media projecior :
10 Video projection system
11 Projeclors

07 Visualiser

08 Television



15

16

17

18

19

20

ba

08 VCRvCp
10 PA system
11 DVD Player
12 Speakers
98 Miscellaneous

Refrigeration & AI[-cnngluuﬂing Egyigmun;

Sub Group

Gases

Hardware/Engineering items

1 ol Lubrica

Matals

P aphl als

01 Window AC

02 Spit AC

03 Refrigerators

04 Deep Freazors

08 Central AC Plani
07 Package AC Plant
B8 Miscellaneous

Sub Group

01 Industrial gases

02 High purity gases
03 Medical gases

04 Refrigeration gases
05 Gas mixiuras

88 Miscallaneous

Sub Group

o7
08
0oa
10
o8

Scrows

Nuts

Bolls

Hacksaw blades
Wire mash
Sieves

Abrasive materials
Brushes
Electrodes
Resins
Miscellaneoius

Sub Group

m
02
03
04
28

Painls

Dila
Lubricanis
Spirft
Miscellancous

Sub Group

01
o2
03
04
e2a

Farrous

MNon ferrous
Alloys

MNobla metals
Miscellaneous

Sub Group

01
02
03
o8

Photographic Equipment
Photographic accessories
Photographlc Consumables
Miscallanaous

Sub Group

Allopathic medicines
Ayurvadic medicines
Homeaopathic medicines
Pathologleal items
Medical instruments
Medical Equipment
Miscellaneous

o1
02
04
05
08
o7
88



1

22

23

24

25

26

Safety item

Stationeries

Cleaning material

Printing

Drawing Matarial

Sub Group

o1
02
03
04
ua

Fira fighting equipments

Acceasaries for fire fighting equipmants
Consumables for fire fighting equipments
Protective clothing

Miscellaneous

Sub Group

01 Paper & Paper Products
02 Office Stationery

03 Liveries

04  Printed Matarial

8 Miscellaneous

Sub Group

01 Duslers

02 Detergents

05 Soaps

08 Floor Cleanars
07 Sanilary use tems
98 Miscellanecus

Sub Group

01 Printing machines

02 Accessories

03 Spares

04 Consumables for printing
05 Ofthers

88 Miscellaneous

Sub Group

01 Drawing Boards

02 Drawling Instrumenits
032 Drawing consumables
88 Miscellaneous

Sub Group

01 Filter paper

02 Membranes
03 Seeds

06 Plants

07 Pesticides
08 Insect ides
08 Manura

88 Miscellanaous
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Chief Vigilance Officer

6th August, 2002
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-
0
_The Directors of all the National Labs/Inslts.
Sub: Procedure for "Disposal of Stores”
Sir,

The procedure to be followed for disposal of stores in CSIR is attached as an
annexure to this letter. This procedure, which has the approval of the DG, CSIR, shall come
into force with immediate effect. The procedure can also be viewed on the websile
hitp://csiradmin.res.in. -

7 Hindi version will follow.
—
¢ Yours faithfully,

tU%V

Stores & Purchase Officer (Vig)

Encl: as above
Copy to.

All the Heads of Divisions at CSIR Hgrs/Head HRDG, CSIR Compiex, New Delhi
5r.DS/Sr.Dy FA/DSs/Dy.FAs/USs/Sr.FAOs/FACS/SPOs at CSIR Hars

DS, Office of DG, CSIR

US, Office of JS (A).

PA to FA.

PA to CVO,

PA o LA

Office Copy

ONDO DB WN =



: DISPOSAL OF STORES

1.0.0Introduction

Disposal of stores is one of the most important functions of materials
management in any organization. This has become necessary as the
equipment and other items tend to become surplus/obsolete,
unserviceable etc. over a period of time due to its long usage. The
disposal of this type of stores is needed to be done on periodic basis.

2.0.0Stages of disposal

The steps in disposal are as under :

a.ldentification of types of disposable stores - surplus, obsolete,
Unserviceable or scrap. :

® b.Categorization of item as surplus, obsolete etc.
c.Consideration by the Standing Disposal Committee
d.Inspection.
e.Deciding mode of disposal
f.Fixation of reserve price
g.Approval of the Competent Authority
h.Evaluation of the offers
i.Accounting Entries
j.Removal of the disposed off stores by the Purchaser.

3.0.0The stores for disposal is divided into the following catetjories:

- i)Surplus Stores — Items that are in working order but are not

O required for use in a particular Section/Division/Institute and
stock lying in. stores for more than five years shall be
deemed as surplus unless there is any good reason to treat
them otherwise.

ii)Obsolete Stores — Items in working order but cannot be
put into use effectively being outdated due to change in
technology/design.

lii)Unserviceable stores — Items which are not in working
order, outlived its normal span of life and are beyond
economic repair.



-

\v)Scrap- Process waste, broken & any other item not
covered above but has got resale value.

v)Empties — Empty containers, crates, bottles, plastic jars,
drums ete.

4.0.0 Categorization

The Head of section/ Division shall after obtaining the details from users

of his section/ division compile a list of stores twice a year that have
become surplus/unserviceable etc. citing reasons in the prescribed
format. Similarly, Dy. SPO (Stores) will review the stock of all items to
determine the slow moving and non-moving items, which will also be put
up to the SDC for further action. While reviewing such items, SPC, at the
time of Purchase will review the usage of such items that are lying unused
so as to take a final view on Purchase.

5.0.0Standing Disposal Committee

5.1.0.

The Standing Disposal Committee may be constituted by the Director in
each Labs where a Scientist of the level of Scientist F and above will act
as Chairman. The other members of the Committee are one Scientist,
one Technical Officer who have the knowledge of the stores related for
disposal, COA/AQ (SO (G) if there is no COAJAQ), SFAQ/FAQ (SO (F&A)
in absence), SSPO/SPO (Dy. SPO in absence). Dy. SPO (Stores) will act
as Convener to this Committee. The quorum will be 50%. In case of
dissent by any member, the proceedings of the Committee will be referred
to the Director whose decision shall be final. The Committee shall meet
at least twice in a financial year or as and when required.

The functions of the Standi Disposal Committee will broadl
include the following:

a)lt will inspect the materials that are proposed to be declared as
Surplus, Obsolete, and Unserviceable etc. by the Heads of the
sections/divisions and decide whether the stores are surplus or
obsolete or unserviceable as the case may be,

b)it will decide the mode of disposal. The detailed procedure is at
para 7.0.0.

c)lt will fix the reserve price for disposal of items and also arrange to
ensure that the lifted items are as per the disposal list.
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6.0.0lnspection

The Committee shall examine the stores to be declared as
surplus/obsolete and unserviceable taking into account the stipulated life
period of each item, overall condition of the items, the reasons for
obsolesce etc., requirement of such iterns in future, negligence or mischief
or frauds on the part of any individual for such loss. The SDC may

appoint a technical committee for the purpose, if required.

7.0.0Mode of Disposal

The standing Disposal Committee (SDC) will decide one of the following
modes off disposal:

_-—'-'_'_-_'___-__- i -
t‘j" _» iBygiftto Educationlnsl‘.tuteWﬁaﬂL deletad vicle

ii)By transfer to other CSIR Labs.
iiiyBy public action

iv)By limited tendering

v)By press tender

-~

7.1.0Gift to Educational Institutes

O

The items that have been declared as Surplus or Obsolete and are in

working order can only be gifted to other recognized educational
institutions on the following terms & conditions:

a)The items of equipment will be offered as Qiﬁ on “as is where is

basis".
b)imported items can be gifted to an educational institution as per the
‘-E provisions of FEMA/Exchange Control manual (ECM) of RBL
-

c)The title of the equipment will pass on to the receiving organizations
on receipt of a formal acknowledgement.

d)Any cost associated with transfer shall be borne by the receiving
organization. '

e)Equipments received as gift under agreement with the international
bodies like UNDP/UNESCO etc. would be disposed only in
accordance with the terms and conditions agreed to between CSIR &
such bodies.

f)Preference may be given to schools situated within the campus of
CSIR labs, Central Govt/ State Govt schools/ training institutes.

L; i ll .
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7.2.0. By transfer to other CSIR Labs.

A list of surplus/obsolete stores only will be circulated among all CSIR
Labs after the Standing Disposal Committee recommends the items as
surplus or obsolete. The transfer of these stores from one Lab. to the
other will be made on book transfer basis as per enclosed form. The
SPO shall furnish the copy of approval of the Competent authority along
with copy of transfer voucher to accounts branch to make necessary
adjustment in the Balance sheet. However, the confirmation regarding
adoption of the value of such assets by the receiving lab must be ensured.

! 7.3.0 By Public Auction

The Lab. may consider disposal by public auction if the Standing Disposal
Committee is of the opinion that this is the most suitable course of action
for disposal and the chances of forming a cartel is not there. The decision
() of engaging a Government recognized auctioneer to conduct a public
auction may also be taken by the competent authority if the value of
B, 31” 2 disposal is substantial. Every bidder in Public auction shall have to deposit
‘»[“‘&M:,r,., i)+ caution money to become eligible for bidding. The SD cominittee shall fix
the amount of caution money and shall ensure that the highest bid price is
(Cactem A -‘-'”'J more than the reserve price before a decision to accept the highest bid is
b taken. An EMD of 25% has to be paid by the successful firm at the fall of
EMp " hammer after adjustment of the caution money. The caution money of the
= unsuccessful bidders shall be refunded immediately after the auction.
The highest bidder shall pay the balance 75% within five days and the
stores will be handed over to them. The SDC may attend the public

auction or nominate a sub committee to attend.

7.5.0 By limited tendering

The SDC can recommend disposal of stores costing upto Rs.5.000 lakhs
» by limited tendering for sale of the stores. The tender enquiry should
Sn Liw. 203 include a condition of EMD as 10% of the quoted prica in the shape of
4t 29-¢4-oY  DD/BC. The EMD of unsuccessful bidders will be returned immediately or
M; fo clacs in any case within 15 days from the date of opening. The Tender
Vo Gpanctim Opening Committee in the presence of the bidders will open the
EM‘E y quotations on a particular date and time. The Standing Dispaosal
Committee should ensure fixation of reserve price after the bids have
i been received but before the same are opened. The time limit for the
- bidders for taking delivery of the goods after payment of the bid value
including amount of penalties for late lifting may be decided on case to
case basis by the SDC. EMD of unsuccessful bidders will be refunded

immediately.

cf
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/.6.0 Press tender

The SDC can recommend disposal of stores costing more than Rs.5.000
lakhs by open tendering. In this case all the procedure outlined above at

7.5.0 will be followed. In addition a charge of Rs.100/- to Rs_ 2004+

depending upon the cost of disposal may be levied from the bidders

towards the cost of tender document. A sample tender document
governing the terms and conditions of the sale is enclosed.

7.7.0 Sale of Newspaper etc.

Articles of low or nil value like empties, News papers, Packing wood,
plastics, bottles etc, which are voluminous in nature and also hazardous
i.e. flammable etc, may be disposed off directly by the SPO after
adequate publicity without reference to the SDC on periodic basis,

8.0.0Fixation of Reserve price

Once the bids have been received either by the limited tendering or by
Press tendering the Standing Disposal Committee will meet to decide the*
reserve price for disposal of such stores. The reserve price shall be kept
in a sealed cover and will be opened after opening of the bids to compare
the bid prices with the reserve price. While fixing the reserve price the
Committee shall take into account the overall condition of the item and its
market value,

9.0.0Approval of the Competent Auth ority

i |

As per the provision of GFR the authority competent to purchase stores
shall be competent to declare the store as obsolete/surplus/unserviceable. -
Since the powers to purchase stores has been decentralized in the
Purchase Procedure the Director shall be the competent authority to
declare the store as obsolete/surplus/unserviceable and order its disposal
as per the recommendations of the Committee irrespective of its value,

10.0.0 Evaluation of the offers.

After the bids are opened, a comparative statement will be prepared by
SPO. The highest bid will be compared with the reserve price. If the
highest bid price is more than the reserve price, the approval of the
competent authority will be taken and the items will be offered to the
highest bidder. In case, the highest bid price is less than the reserve
price, the SDC will once again consider and take decision to recommend
disposal of the items by negotiating with the bidder to increase his bid
price for a price equal to the reserve price. If the difference is more than



b

10% and the bidder is not willing to increase his bid, the SDC will convene #*l : .
again to assess whether the reserve price fixed is realistic. In case the - =
committee feels that the price is not realistic, it must record its reasons as 4
to why an unrealistic price was initially adopted and obtain the approval of

the Director for the disposal keeping in view the cost of re tendering. In

case the SDC feels that the reserve price fixed is in order, it can
recommend re tendering.

11.0.0 Accounting Entries

il Immediately after obtaining the approval of the Director to declare the
! ‘ items surplus/obsolete/unserviceable, these items will be removed from

the Stock Ledgers with suitable entries and shall be entered in the

| Disposable Stores Register, which will be maintained in the Stores. Office

' Memorandum containing details of item, its value and head of account

= etc. will be issued by the Stores & Purchase Officer conveying the

- approval of the Competent Authority to declare such_items

' surplus/obsolete/unserviceable and also convey the items to t_:g vie
in the books of Accounts of the Laboratory/CSIR. A copy of eachorder WWh

1] declaring Stores surplus/ obsolete/ unserviceable should be endorsed to i

A the Finance & Accounts Officer of the Laboratory as per the procedure.

1| Laboratory shall reduce the value of assets & liabilities in the Annual
' Accounts of the Laboratory/CSIR.

l Based on the OM issued by the SPO, Finance & Accounts Officer of the
1
l

{ 12.0.0 Removal of the disposed off stores by the Purchaser

| The delivery of the stores will be given to the highest bidder or his
i authorized representative only after the full payment is deposited in cash
: or through BC/DD. On production of the receipt, the Stores Officer will
1] ey physically hand over the item(s) sold to the party and issue the Gate Pass
| r enabling the purchaser to take out the items sold. The details of the items
| sold to him should be available with the out gate pass in order to facilitate
11| security check etc. Stores Officer shall also record disposallremoval of
| the stores in the relevant columns of the Disposable Stores Register,
which has to be a permanent record with the Stores.
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COUNCIL oF SCIENTIFIC & INDUSTRIAL RESEARCH

RAFI MARG NEW DELHI 110 001

FORM For DECLARING A STORE As SURPLUS / OBSOLETE/

Name:

Section

Sl No.

UNSERVICEAELE.

Designation

Description of stores Quantity Issue Voucher No &

fy



date/ PIR ref

1.0 Certified that the item referred above is in working order but is no longer
used by me/ my division. The item may be declared as surplus.

2.0 Certified that the item referred above has become outdated technically
and is not useful within the laboratory. The replacement parts are also not
available for its repair and so same may be declared: as obsolete,

3.0 Certified that the item mentioned above has lived a normal life of

years and become unserviceable due to normal wear & tear. The item is
beyond economic repair and thus may be declared as unserviceable.

Indentar Holv PL

Section B to be filled in by the SDC,

The material in question has been inspected by us and found to be surplus/
Obsolete/ unserviceable due to its normal wear & tear. The committee
recommends the following course of action for its disposal,

*By gift to Education Institute within the State

*By transfer to other CSIR Labs.

*By public action

By limited tendering.

*By press tendering.



Member Member SPC Sr. FAQ COoA

Chairman

Sample tender document

‘Iﬁ A

1.The tenders should be submitted in sealed covers. Open tenders will
be rejected.
2.The materials offered for disposal is on " AS IS WHERE IS & WHAT
IS BASIS™ Ex-godown in unpacked condition, Taxes & duties that [ ?
may be levied by the Govt will be extra as applicable. "
3.The purchaser may inspect the materials on any working day
between 10.00 AM to 1. PM by prior appointment to satisfy
themselves about the quality & condition of the materials offered.
No complaint whatsoever will be entertained after the tenders are
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submitted or before or after the materials are lifted. No request for

samples or inspection after submission of the tender will be
accepted,

4.Tenders should Clearly quote their rates Per Kgs/ Per Lot/ Per unit as

asked for both in figures and in words exclusive of any taxes and
duties. Any overwriting in rates or any change and/or alteration
without attestation is liable to culminate in the nutn’gh.t rejection of
the tender. In case there is any error between the amount specified

in figures and words, the higher of the two will be taken for
consideration.

5.Tenders should be valid for a period of 30 (thirty) days from the date

of opening of the tenders,

6.Earnest Money deposit equivalent to 10% of the amount quoted is to

accompany the bids in the shape of Bankers Cheque/ Demand
Draft/ cash receipt showing deposit of cash with the lab/ bank
guarantee. Tenders not accompanied by EMD will be rejected. No
interest will accrue on the EMD so deposited.

7.The balance money less the EMD already deposited should be paid

within 5 days from the date of issue of award lelter by cash or
DD/BC. The cash receipt will be presented to the Dy. SPO (stores)
for delivery of the goods within 10 days from the date of issue of
award letter. In case the store is not lifted within the time specified
ground rent as decided by the committee per lot per day will be
charged from the purchaser for a further period of 7 days. The
matarials not so removed will be treated as abandoned lots and the
EMD and other sums paid for the lot will be forfeited without any
reference to the purchaser.. For such abandoned lots, the institute/
lab reserves the right to re-sell.

8.The materials wil| be allowed to be lifted between 10 00 AM to 4.00

PM on any working days. No picking, Choosing or sorting will be
allowed in the premises for the disposal lots.

, Vﬂ:'f{":
Ne .
Al
Lals

'Hnuffi

AT

r”!_l 1



9.Mis-description or error in quantity will not invalidate a sale. A
Proportionate refund will be made to the purchaser when the weight
or number delivered is less than that have been specified in the
tender. .

10.The facility for weighing if available will be provided at the site of the
materials. But the labour, transport and other arrangements will
have to be made by the purchaser at their risk, cost and
responsibility. In case such facility is not available, the purchaser
shall have to make its own arrangement and weighing is to be
made in the presence of our representative.

11.The person authorized by the purchaser will be allowed to take
delivery,

12.The lab reserves the right of withdrawing from the sale of any
material or lots at any stage without assigning any reasons therefor.

13.The address given in the tender shall be deemed to be the
Purchaser's address and correspondence sent on that address
shall be considered to have been delivered to the purchaser. No
claim will be entertained for the reason of forfeiture of the sum
deposited in case the correspondence is returned back
undelivered.

14.The tenders duly completed as per the instructions given herein will
be delivered upto at

15.Tenders so received will be opened in the presence of the bidders,

if any at 3.30 PM on :

10
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FLED
From
& Waear Afaar
Chief Vigilance Officer
To
oy Directors of all National Labs/Instts.
& :
Sub:  Procedure for "Physical verification of stores etc."
Sir
The procedure to be followed for Physical verification of stores, stores
accounting, noble metals, codification of the stores items etc. is attached as an annexure
to this letter. The procedure has the approval of DG, CSIR and it shall come into force
with immediate effect.
2. Under the procedure for "Disposal of Stores", the following amendments have
also 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 quoted price.
_ﬂ.r 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 http://esiradmin.res.in.

Hindi version will follow.
Yours faithfully

S\ LT

Stores & Purchase Officer

N\

Copy to:

iII the Heads of Divns. At CSIR HQ/Head HRDG, CSIR Complex, New Delhi
St. DS/Sr. Dy. FA/DSs/Dy. FAs/USs/Sr. FAOs/ FAOs/SPOs at CSIR HQ.

DS, Office of DG, CSIRY

US, Office of IS (A)

PA to FA

PA to CVO

Office Copy
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Fefae aur e ergayrT gfkug

COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH

FHEUTT Hg9, 2, ¥H) A7, 78 f{se—110 001
Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001

14-5(65)/2005-06-SVG 31.01.2006
No Dated
Serial Circular No:272
From e
wgam afee ()
Joint Secretary (Admn.)
T
! All the Directors of National laboratories /institutes.
Sub: Disposal of obsolete but functional computers to Government
Schools.
. Sir,

| am directed to state that procedure for disposal of all kinds of stores was
issued vide CSIR letter No:15-11(1)/2002-0&M dated 6™ August 2002(Serial
Circular No:148). The disposal of obsolete but functional computers and the
# possibility of donating computers by CSIR Hars. and its Laboratories/Institutes
to needy Govt. schools in rural areas where these could be affectively utilized
for teaching purpose was engaging the attention of CSIR Haqrs. for some time
past. After careful consideration of the matter, DG CSIR has been pleased to
approve that henceforth obsclete but functional computers may be donated to

the Govt. Schools only by following the guidelines as annexed herewith.

It may however be noted that these guidelines are intended for disposal of
obsolete and functional computers only and the broad procedure as outlined in
the disposal procedure should be followed invariably.

Yours faithfully,

| (RK'ﬁ:a’}’J
Stores & Purchase Officer

Copy to:

All the Heads of Divns. At CSIR(HQ)/Head(HRDG), CSIR(CX), New Delhi
All HODs at CSIR(HQ)

DS Office of DG, CSIR

US office of JS(A)

PAto F.A

P.A to CVO

Office Copy

Moo b0 k-

Phones - EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711251, 23714238, 23714240, 23714769, 23715303
Fax : 81-11-23714788, Gram ; CONSEARCH, NEW DELHI E-maill . csirhg@sirnetd ernetin



Annexure

. Every CSIR Laboratory/instts. should make obsolescence plans for
computers and should identify obsolete but functional computers available
for donation to schools periodically, at least twice in a calendar year.

. These identified computers may be donated by CSIR Laboratories/Instts.
to Government Schools on the suitable occasion like Technology Day ,
Labs. Foundation Day etc.

. The Standing Disposal Committee of the concerned Laboratory/Instt. may
decide and recommend whether identified obsolete but functional
computers could be donated to Government Schools.

. The Director of the concermned CSIR Laboratory/Instt. may approve the
recommendation of the Standing Disposal Committee for donation of such
computers along with peripherals and notify the details i.e quantity, brief
configuration, make , model etc. to Directorate of Education of the
State(s) by giving them 45 days time to respond on the requirement of
Government schools . The same should also be put on the website of the
concerned CSIR Laboratory/Institute.

. The concerned Directorate of Education could notify availability of such
computers for donation to various Government schools through its official

channels .

. If no request / demand is received from the Directorate of Education
within 45 days then concerned CSIR Laboratory/Instt. would be free to
approach Government Schools directly.



F &

The request of the schools would be referred to Standing Disposal
Committee of the concerned CSIR Laboratory/instt, for its
recommendation for distribution of such computer systems rationally
among the applicant Government schools,

Based on the recommendations of the Standing Disposal Committee, the
Director would approve and finalize donation of such computers and the
quantity for each of the applicant Government school,

The Government schools will be informed by the concerned Laboratory/
Instt. to receive and make necessary arrangements for collection of the
allocated computers within a nominal time frame , by submitting an

acknowledgement receipt.

10.These computers along with peripherals would be maintained by the

11.

concerned IT / computer division of the concerned Laboratories/Instts. till
their hand over to the concerned applicant Government school.

The SPO of the Laboratory/instt. would obtain the acknowledgement
receipt from the recipient school and thereafter endorse a copy of the
same to Finance along with OM indicating the description of the computer
systems and their peripherals, date of purchase, budget head and book
value after updating the stock ledgers so that the books of account could
be adjusted accordingly.

12. The decision of the Director of the concerned Laboratory/Instt. will be final

and binding.



Fenfre qeun sheNfre erdar Ry
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
SHET Wad, 2, YW Hyl, ¢ fwi—110 001

Anusandhan Bhawan, 2, Rafl Marg,Mew Delhi-110001

14-5(31)/2003-SV  ; Serial Circular No: 171 04/02/2003
No. Dated
From
Wgad wfim (weme)

Joint Secretary (Admn.)
To All Directors of National Labs/Instts.

Sub: Disposal of Condemned items where the book value is not available

Sir,

I am directed to inform you that requests are being received frequently from labs,
seeking clarifications regarding the disposal of condemned stores where the book value 1 is
not available, for the purpose of charging off the same from the balance sheet, '

The matter was, therefore, put up to competent authority and in consultation with
Finance, it has now been decided that the condemned items whose records/book value is
not available at the time of disposal, may be disposed off after assessing the year of
purchase and approximate book value in the best possible objective manner by a
Committee under the chairmanship of Senior Scientist and comprising Sr. F& AO/F&AO,
SPO & Engg/Workshop In charge. The book value arrived at, may then be f;hﬂ:ged off
from the balance sheet. .

Further, it may be kindly ensured that the system prevalent in ycuur lab- for
recording the stock entry details is made fool proof so that invoking the pruwsmns of this

circular is minimized.

The above information may kindly be communicated to all concerned for
implementation,

Yours faithfully,

=]

.o

Stores & Purchase Officer

Fhones : EPABX-3710138, 3710144, 3710158, 3710468, 3710805, 3711251, 3714230, 3714243, 3714769, 3715303

Fax 81-11-3714788, Gram : CONSEARCH, NEW DELHI E-mail: esirhg@sirnald. ernetin
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COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH

sT[EET Had, 2, 91 A, 19 Reel-110 001
Anusandhan Bhawan, 2, Rafi Marg, New Delhi- 110 001

14-2(1)/2002-PUR 19.4.2010
Dated _

From

To

Wy Wit (wamem)
Joint Secretary (Admn.)

All Heads of National Labs.fInstis.

Sub: Modes of Disposal of materials in CSIR Hg. and its Laboratories & Institutes
Sirs,

Joint Secretary (Administration) has accorded approval for inclusion of Electronic
auction (e.auction) as one of the modes of disposal of materials in CSIR
Laboratories/Institutes. Accordingly under Para 7.0.0 i.e., Modes of Disposal, the e-
auction mode may be added. The OM No.15-11(1)/2002-O&M dated 6" August issued
as S1. Circular No. 184 stands amended to that extent.

While resorting to Disposal of old, obsolete and unserviceable items through e-auction,
all necessary steps about the economic viability and quantum of materials identified for
disposal, transparent selection of agency for e-auction elc. are taken care of by the
Standing Disposal Committee.

Yours faithfully,

K. A. Qurieshi)
Sr. Controller of Stores & Purchase(Policy)

Copy to:
1 COAs/ADs/CoSPs/SPOs/CoFAs/FAQs of all National Labs./Instts.
<2 PS to IS(A)
3 PSwCVO . _
4, 2SR Webgle

Fax: 81-11-23714788 Gram: CONSEARCH, NEW DELHI E-mail ; csichai@sirnatd emeat in



CHAPTER - 10

DISPOSAL OF SCRAP GOODS

10.1 Scrap for disposal

There accumulates, in every organization, a large quantity of material which is
neither usable for the purpose for which it was originally procured nor of any other
operational value. Such material is generally called “scrap” and should be
distinguished from other stores and component parts which can be utilized after
repair, cannibalization or re furbishing. Occasionally, scrap may consist of material
which is surplus to the need of the organization or its sister organizations,
Obsolete/Obsolescent items due to technological advancement and no longer useful
and unserviceable items which have outlived its life and is beyond economic repair. Also
empty packing materials, newspapers, cartons and other used paper and other items that
may command a fair price in the market not normally associated with scrap.

10.2 (Classification and Categorization

It is very important to categorize the scrapped items under different trade
groups based on the use to which the scrap purchaser can put it for commercial use,
for example, surplus, obsolete, unserviceable, packing materials and so on. Properly grouped
and sorted scrap is likely to attract better value and help in keeping historical data of
prices and facilitates fixing of reserve prices. The stores for disposal can be divided
into the following broad categories:

01. Surplus Stores - Items that are in working order but are not required for use in
a particular Section/Division/Institute and stock lying in stores for more than
five years shall be deemed as surplus unless there is any good reason to treat
them otherwise.

02. Obsolete Stores - Items in working order but cannot be put into use effectively
being outdated due to change in technology/design.

03. Unserviceable stores - Items which are not in working order, outlived its
normal span of life and are beyond economic repair.

04.  Scrap- Process waste, broken & any other item not covered above but has got
resale value.

05. Empties - Empty containers, crates, bottles, plastic jars, drum cartridges, etc.
10.3 Standing Disposal Committee (SDC)

A Standing Disposal Committee may be constituted by the Director of a CSIR
Lab/Instt and JS (A) in CSIR Hqgrs where a Principal Scientist and above will act as
Chairman. The other members of the committee shall be one Scientist, One Technical
Officer, Civil/Electrical Engineer, Member-Administration, Finance and S&P (not below
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the rank of SO. The SO(S&P) of Stores Section will act as Member Convener. The
quorum shall be the Chairman, Members of Administration, Finance, S&P and one
Scientist/Technical member. In absence of the Chairman, the senior most
scientist/Technical Officer shall act as Chairman.

In case of dissent by any member, the proceedings of the committee will be referred to
the Director of the Lab/Instt or JS(A) in CSIR Hgrs., whose decision shall be final. The
Committee shall meet periodically as and when required but at least twice in a
financial year.

10.4 Functions of Standing Disposal Committee (SDC)
The functions of the SDC will broadly include the following:

01. It will inspect the materials that are proposed to be disposed and declare them
as Surplus, Obsolete, and Unserviceable etc. by the Heads of the
Sections/Division taking into account the stipulated life period of each item,
overall condition of the items, the reasons for obsolescence, requirement of
such items in future etc. The SDC may appoint a technical sub-committee for
the purpose. The reasons for  declaring the items  as
surplus/obsolete/unserviceable etc. should be recorded by the SDC as per the
illustrative format placed at Annexure-10A.

02. It will decide the mode of disposal.

03. To ascertain the probable book value and year of purchase of the item
wherever the same is not available.

04. Will fix the reserve price for disposal of items and also arrange to ensure that
the lifted items are as per the disposal list. (Rule 217(iii) of GFR 2017).

05. Evaluate the offers received, negotiate with the highest bidder, wherever
required and recommend the disposal in favour of the highest evaluated
bidder for the approval of the Director of the CSIR Lab./Instt. or JS(A) in CSIR
Hars.

10.5 Sale of low value items

Articles of low or nil value like empties, Newspapers, Packing wood, Plastics,
bottles etc. which are voluminous in nature and also hazardous, flammable
etc, may be disposed off directly by the SPO/SO(S&P) (Stores) by obtaining bids
from potential local buyers through a three member committee comprising of
Section Officers from S&P, Finance and Administration, as approved by the
Director of the CSIR Lab./Instt. or JS (A) in CSIR Hqrs, without reference to the
SDC, on periodic basis or whenever the need arises. The Director of Lab/Instt
and JS (A) CSIR Hgrs shall approve such disposal.
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10.6. Modes of disposal

The mode of disposal may be determined by the SDC, keeping in view the
necessity to avoid accumulation of such goods, consequent blockage of space and
also deterioration in value of goods to be disposed off. The usual modes of disposal
are:

01. Scrap upto T Two lakh of residual value may be sold on a Limited Tender
basis to locally known Scrap Dealers of relevant category (Rule 218(ii) of
GFR 2017).

02. Sale through the e-auction portal or a tender for disposal or traditional
public auction may be resorted to for residual value above Rupees two
lakh (Rule 218(i) of GFR 2017). E-Auction should be the preferred mode for
such disposals, using the e-Auction platforms of NIC or any other appropriate
portal like MSTC and Indian Railways, etc. after following the prescribed
procedure.

03. Certain items may be usable for other sister Labs/Instts or other Ministries/
Departments/PSUs. Such items maybe disposed-off on “as is where is” basis
at depreciated book value, if required by them.

04. Scrap which is a security or safety risk (ammunition etc.) may be destroyed
suitably in an eco-friendly manner in accordance with guidelines of Central
Pollution Control Board (CPCB) or State Pollution Control Board (SPCB) in the
presence of a committee after obtaining approval of the Director of the
Lab./Instt or JS (A) in CSIR Hqgrs with the recommendations of SDC. The
committee should issue a certificate of having destroyed such items. (Rule
218(iv) of GFR 2017).

05. Saleof hazardous waste items would be governed by the following proceduresin
addition to guidelines/notifications issued by the Central Pollution Control
Board (CPCB)/Ministry of Environmentand Forests (MoF)fromtimetotime .

(@) Sale of old batteries/lead acid batteries will be governed by the
Batteries (Management & Handling) Rules, 2001 or as amended from time to
time;

(b) Sale of other categories of hazardous waste items will be governed by
the Hazardous and Other Wastes (Management and Trans-boundary
Movement) Rules, 2016 or as amended from time to time;

(c) Sale of e-waste shall be governed by E-Waste (Management) Rules, 2016 or
as amended from time to time;

(d) Bidders must submit a notarized copy of the valid registration certificates
issued by the State (or Union Territory) Pollution Control Board (SPCB) and
produce it at the time of taking delivery of the materials, failing which their
bid will be liable for rejection. In case of lead acid batteries, used/waste oils
and nonferrous metal wastes, in addition to submitting necessary valid
registration from the SPCB, the bidder must also submit a notarized copy of
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the valid regijstration certificate from CPCB(or MoEF);and

(e) In case of a sale involving inter-state movement of goods, the buyer shall
also submit an NOC from the concerned SPCB, with whom the buyer is
registered, to the seller before taking delivery, failing which the buyer will be
responsible for the consequences and the seller shall take further decision as
may be deemed fit.

06. Certain surplus or obsolete or unserviceable goods such as expired
medicines, food grains, ammunition etc. which are hazardous or unfit for
human consumption, should be disposed of or destroyed immediately by
adopting suitable mode so as to avoid any health hazard and/or
environmental pollution and also the possibility of misuse of such goods
(Rule 218 (iii) of GFR 2017).

10.7 Preparation for disposal

10.7.1

The details of items returned by different users which need to be disposed of
should be first entered in a disposal register as detailed in Annexure 10B which shall
form the basis for the SDC to initiate disposal action. This should be cross linked with
the stock ledger and PIR, if any and vice-versa.

10.7.2

Scrap recommended for disposal should be segregated from other materials
into an identifiable lot. It should be marked as such with a board, indicating the lot
number and brief description. Valuable scrap such as non-ferrous metals should be
secured in lockable rooms.

10.7.3
Determining Reserve Price

The SDC shall determine the reserve price. The reserve price should be
decided between closure of the date and time of receipt of bids and opening of the bids.
However, in case of E-auction the reserve price has to be fixed as per the
instructions of the Portal adopted. This should be sealed immediately after the
reserve prices of all lots are recorded and kept in safe custody. The sealed cover
should be opened after tender opening. Some methods for determining reserve prices
are:

01. Book value with depreciation. In case the Book value is not available or has
become insignificant, the reserve price may be based on 5% of the Original
or Market cost of the new item;

02. Last sale price moderated by quantity, quality, location, market condition, price
trend of various metals, and so on;

03. Prevailing market price ascertained through a market survey; and
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04.  Costing analysis based on costs of various elements of the item (discounted for
melting losses) labour charges and transportation cost; etc.

05. In cases where the reserve price cannot be fixed as per the laid down
procedure an Insurance Regulatory and Development Authority (IRDA)
approved valuer may be engaged for valuation of such material and the SDC
will take into account the valuation given by the valuer while recommending
the reserve price.

10.8 Conditions of disposal applicable to all modes of disposal

10.8.1
‘As-is-where-is’ basis

Notwithstanding anything contained in the e-auction or advertisement issued
on the description and particulars of material for sale, the sale is on ‘as-is-where-is’
basis only and the principle of caveat emptor (let the buyer be aware) will apply. “As
is where is” means that the description/ quality/quantity indicated are
approximate and the seller does not give any assurance or guarantee that the
material will strictly adhere to the advertisement or e-auction. All items shall be
taken delivery of from the site by the successful bidders, with its faults and errors
in description, if any. Neither can the sale be invalidated nor the bidder make
any claim/ compensation, whatsoever, on account of any defect in description or
deficiency in the quantity and quality. No plea of misunderstanding or ignorance of
conditions put forth subsequent to a confirmation of sale shall be accepted.

10.8.2
Inspection by bidders

In view of the ‘as-is-where-is’ condition, bidders are advised to quote rates only
after inspection of items at the site. The bidder or his authorized representative may
inspect the materials as per the inspection schedule mentioned in the tender
notice/auction details say between 11 am to 4 pm (excluding lunch hours) on any
working day at the location specified against each lot with the prior permission
from the contact person, as given in the auction details. The detailed description of
all lots, including the list of spare parts, if any, should be available at the site.

10.8.3
Right to reject all bids

The seller reserves the right to accept/reject and cancel any bid, amend
the quantity under any lot or withdraw any lot at any stage before or after
acceptance of bid/issue of acceptance letter/sale order/delivery order/deposit of
the full sale value by the bidder, without assigning any reason thereof and the
value of such material, if paid for, shall be refundable. The seller shall not be
responsible for damage/loss to bidders on account of such withdrawal at any stage
fromthe sale.

164



10.8.4
Duties and Taxes

Any statutory variations in the rate of taxes/duties are to be borne by the
purchaser. GST rates indicated in the e-auction catalogue or Tender
advertisement are only indicative and the actual GST rates as applicable on the
date shall be payable by the successful bidders directly to the seller at the time of
taking delivery of materials. In order to avoid the imposition of penalty, the amount
deposited by the successful bidder towards taxes and duties will be immediately
deposited with the concerned tax authorities without waiting for the actual
delivery.

10.9 Disposal through Tender

01. Disposal through tender could take place through the e-Procurement portal or
normal tendering. In the bidding documents, General Conditions of Sale
(GCS, in place of GCC in procurement tenders) may be laid out.

02. The broad steps to be adopted for this purpose are (Rule 219 of GFR 2017):

i) Preparation of bidding documents;

ii) Invitation of tender for the goods to be sold/disposed;
iii) Opening of bids;

iv) Analysis and evaluation of bids received;

V) Selection of the highest responsive bidder;

Vi) Collection of sale value from the selected bidder;

vii) Issue of sale release order to the selected bidder;

viii)  Release of the sold goods to the selected bidder; and
iX) Return of bid security to the unsuccessful bidders;

X) Any special conditions of contract for each lot may also be given. Important
aspects to be kept in view while disposing the goods through an advertised
tender are:

a) The basic principle for sale of such goods through an advertised tender is

ensuring  transparency, competition, fairness and elimination of
discretion/arbitrariness. Wide publicity should be ensured of the sale plan
and the goods to be sold;

b) All required terms and conditions of sale are to be incorporated in the
bidding document comprehensively in plain and simple language. The
applicability of taxes,asrelevant,should be clearly stated inthe document. The
bidding document should also indicate the location and present condition of
the goods to be sold so that the bidders can inspect the goods before bidding;

C) Bidders should be asked to furnish bid security (EMD) along with their
bids. The amount of bid security should ordinarily be 10% of the assessed
value or the reserve price of the goods as decided by SDC. The exact bid
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security amount should be indicated in the bidding document. The EMD
shall be forfeited if the tenderer unilaterally withdraws, amends, impairs or
derogates from his offer in any respect within the period of validity of his
offer or fails to deposit the SD 100% value within seven days from the date of
acceptance of the bid;

Late bids, that is, bids received after the specified date and time of receipt
should not to be considered:;

The bid of the highest acceptable responsive bidder should normally be
accepted and an acceptance/sale order be issued. However, if the price
offered by that bidder is not acceptable, a negotiation may be held only with
that bidder;

In case the selected bidder does not show interest in depositing the
balance sale value or in lifting the goods, the bid security should be
forfeited and other actions initiated including resale of the goods in question
at the risk and cost of thedefaulter;

In case the total quantity to be disposed cannot be taken up by the
highest acceptable bidder, the remaining quantity may be offered to the
next higher bidder(s) at the price offered by the highest acceptable bidder.
The minimum quantity to be accepted shall be indicated in the tender;

If the tenderer’s offer is not accepted, the tenderer’'s EMD shall be refunded
to him. No interest shall be payable on such refunds. The EMD deposited
by the successful tenderer shall remain with the seller till payment of the SD
money has been made. It may be adjusted as part of the total SD money at
the discretion of SDC.

The offers should be examined by the SDC and recommendations should be
approved by the Director of the Lab/Instt or JS (A) in CSIR Hars.

The acceptance letter/sale order would be issued to the successful
bidder(s) notifying the amounts and schedule of submission of SD and
Balance Sale Value (BSV);

Successful tenderers, herein after referred to as purchasers, shall have to
submita SD @ 25 (Twenty-Five) per cent of the total sale value of the contract
within seven calendar days of the issue of the acceptance letter/sale order
(excluding the date of issue) or pay 100% of the sale value. The SD shall be
deposited in the form of bank draft/pay order, drawn on any of the
commercial bank in favour of officer concerned as mentioned in the NIT;

Balance Sale Value (BSV): The successful bidder in an e-auction or tender
sale may be allowed 15 (Fifteen) calendar days (including the date of
acceptance letter/sale order) for payment of BSV. The SDC after taking into
consideration the prevailing market rates and trends, may grant an extension
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10.10.

01.

02.

03.

04.

05.

10.11

of time for the payment of BSV with late payment charges @ one per cent per
week or part thereof up to two weeks only and, thereafter, the SD will stand
forfeited without notice. Extensions should not be granted as a matter of
routine. The date of submission of the demand draft in the cash office is the
date of payment for all purposes. No interest will be paid to the purchaser for
the amounts paid or deposited and subsequently found refundable to the
purchaser under any of the conditions of the contract; and

Delivery Order: Delivery Order is an essential document required to be
produced to take delivery of the material from the custodian and therefore
after depositing BSV, the Delivery Order should be issued and the delivery
should be made to purchaser or his agent on the strength of the Delivery
Order and after verifying cashier’'sreceipt.

Disposal through auction (Rule 220 of GFR 2017)

The Seller may undertake auction of goods to be disposed of either
directly or through approved auctioneers;

The basic principles to be followed here are similar to those applicable for
disposal through the advertised tender so as to ensure transparency,
competition, fairness and elimination of discretion/arbitrariness. The auction
plan including details of the goods to be auctioned and their location,
applicable terms and conditions of the sale, and so on, should be given
wide publicity in the same manner as is done in case of the advertised tender;

While starting the auction process, the condition and location of the
goods to be auctioned, applicable terms and conditions of sale, and so
on, (as already indicated earlier while giving wide publicity to it), should be
announced again for the benefit of theassembledbidders;

During the auction process, acceptance or rejection of a bid should be
announced immediately on the stroke of the hammer. If a bid is accepted,
SD (not less than 25 (Twenty-Five) per cent of the bid value) should
immediately be taken on the spot from the successful bidder either in cash
or in the form of deposit-at-call-receipt, drawn in favour of the Seller. The
goods should be handed over to the successful bidder only after receiving
the balance payment as in case of sale through tenders;

The composition of the auction team will be decided by the Director of
the Lab/Instt or JS (A) in CSIR Hqgrs. The team should preferably include
an officer of the internal finance wing of the Department and a
representative of Security Officer.

Disposal at scrap value or by other modes_(Rule 221 of GFR 2017)

If Seller is unable to sell any surplus or obsolete or unserviceable item at the

reserve price, in spite of its attempts through an advertised tender or auction, it may
dispose it off at its scrap value with the recommendations of SDC and approval of the
Director of the Lab/Instt or JS (A) in CSIR Hagrs. In case the CSIR Lab/Instt is
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unable to sell the item even at its scrap value, it may adopt any other mode of
disposal including destruction of the item in an eco-friendly manner.

10.12 Delivery of sold material
10.12.1
Free delivery time and Ground rent

Delivery has to be taken within 30 (Thirty) calendar days (called free
delivery period) from the date of the acceptance letter/sale order (excluding the
date of issue of acceptance letter/ sale order). The delivery of material will be
given only after realization of the demand draft/ pay order. If the purchaser is not
able to lift the material within the free delivery period, he may request for an
extension. Such extensions are generally granted after levying a ground rent @ 0.5
(half) per cent of the sale value per day. But, in some genuine cases, the levy of
ground rent may be waived by the SDC. The amount realized as ground rent should
be noted by the stock holder and will be responsible for remitting the cash to the
cashier and obtaining a receipt.

10.12.2.
All risks to the buyer

The items shall remain, in every aspect, at the risk of the buyer from the time
of acceptance of his offer. The seller will not undertake any liability whatsoever for the
safe custody, protection or preservation after the sale has been confirmed. Lots are
put up for sale, subject to change by nature’s wear and tear. No complaint regarding
the quality or description of the materials sold will be entertained once the bid has
been accepted.

10.12.3.
Terms of delivery

01. No picking, choosing, sorting, welding, cutting or breaking of goods or
materials sold will be permitted unless otherwise specified. In used/waste
oil, separation of oil and water, and so on, shall not be allowed at the site. If
these actions are allowed, there is possibility of leakages. In mixed lots, the
buyer may take undue advantage by leaving cheaper components behind. If
whole machinery is sold and cutting and breaking is allowed, it would be
difficult to ensure that the purchaser is taking out only his own cut material
and not other unsold material or from other scrap lots. If any foreign materials
are found to be mixed in the lot, other than the items included in the auction
catalogue and acceptance letter/sale order, the seller reserves the right to
remove them at the time of delivery. The buyer shall not be entitled to re-sell
an item, lot or part of a lot while the goods are still lying within the premises of
the seller and any such sale or assignment of the buyer’s right to the material
sold in an auction will not be recognized. All documents for releasing
materials will be made out in the name of the buyer only.
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02. The material will be delivered only to the successful bidder or his authorized
representatives against the presentation of the buyer’s identity proof. If the
successful bidder desires to authorize a representative or an agent to
accept delivery, the bidder shall produce a suitable power of attorney or
authorization letter for each lot separately, duly attested, by a notary
public authorizing his representative or agent to lift the material from the
seller.

10.12.4
Default by seller

The seller will not be, in any way, responsible for failure to deliver the
material due to causes beyond his control such as a strike, lockout, cessation of
work by labourers, shortened hours, act of God or other causes or other
contingencies whatsoever. The buyer shall not be entitled to cancel the contract and
the period of delivery shall automatically be extended proportionately.

10.12.5
Default by buyer

Materials sold but not removed within the specified date will become the
property of the seller and it will have the right to dispose of such goods in any
manner as he deems fit without any notice.

10.12.6
Witnessing delivery

All materials sold shall be weighed or counted before delivery, this being
supervised by a committee comprising the following:;

i) Representative of Stores Section;
i)  Representative of Finance;

iii) Representative of the Security Officer;and
iv) Representative of the purchaser,if he wishes tobe present

10.12.7
Deliveries of Scrap

01. At the time of delivery of scrap material to the purchaser, the weighment
is to be done in the presence of the above committee for
witnessing the delivery, who will sign a joint statement indicating the
type of scrap, name of the party to whom scrap is delivered and quantity
as per the weighment slip. The representative of the Stores should arrange
for the deliveries to be affected according to the agreement and terms and
conditions of sale. He should take every possible step to expedite delivery of
the auctioned materials. The Committee should count, measure or weigh each
lot or part of a lot after comparison of the description and quantity shown in
the sold lot to ensure that only such kinds and quantities of materials as have
been shown in the sold lot are being issued. They should sign the gate passes
and issue notes in token of such a check.
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02. The empty and loaded trucks or carts should be weighed and particulars of the
gate passissued recorded.

10.12.8.
Variation in available Quantity

01. At the time of delivery, the actual quantity may vary from the quantity
mentioned in the delivery order. In case of excess available material, the
seller reserves the right to retain material in excess of quantity in the lot at
its discretion. The purchaser may be allowed to lift the additional quantity
after making the requisite additional payment to the seller.

02. If the quantity in a lot on actual weighment or count is less than the
announced quantity, the seller will not make good the deficiency under any
circumstances. The purchaser thereof will be entitled to obtain a refund for
the undelivered quantity at the quoted rate. No interest will be paid on the
amount of short delivered quantity.

03. Any refund in this regard will be made with the recommendations of the
SDC and approval of the Director of the Lab/Instt or JS(A) in CSIR Hgrs. Copies
of the weighment slip will be the based for determining the refund amount. In
case of a short delivery of the material, the refund of taxes will be the
responsibility of the successful bidder only.

10.12.9
Conclusion of delivery

The seller’s responsibility ends after the consignment has been loaded and
handed over to the representative of the purchasers. The seller will be no party to
any dispute that may arise after the loading has been completed. At the conclusion
of the delivery of the lot or lots, pertaining to the item of scrap, any stock, left over
should be verified by the Stores Section with the book balance and any
discrepancies adjusted. Such “left over” stock may be transferred to fresh scrap of
similar description. At the conclusion, a report of sale account of goods disposed has
to be prepared by the Stores Section and submitted to Finance & Accounts for
necessary action. A format of the report is shown in Annexure-10C (Rule 222 of GFR
2017).
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dwfaw aur steatfs sreeunr aRug
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
2- vhy 7t @ Reaft-110001

Anusandhan Bhawan, 2 RAFI MARG, NEW DELHI - 110 001
Tel. phone no. 011-23470417/426, Tele-Fax — 01 1-23353631.

F.No. 13-4 (04)/2015-16/S&P/Policy Vol-1I Dated: 06.11.2020

To,
The Directors/Heads of all the National Labs/ Instts, /Units

Sub: Guidelines for donation of surplus, obsolete and unserviceable items of stores to
educational institutions

Sir,

Disposal of surplus, obsolete and unserviceable (non — functional) stores have been
dealt in Chapter — 10 of CSIR Manual of Procurement of goods 2019 (MPG-2019). Being a
premier R&D organization in the country, CSIR Lab/instts procure and dispose-off many
R&D/non-R&D items of stores every year, Although the items being disposed off may not have
any utility for CSIR labs/Instts, they may still be useful for educational purposes in Schoaols,
colleges, University, Polytechnics etc.

Keeping in view the possible use value of such stores, it has been decided to introduce
“donation to educational institutions” as another mode of disposal, in addition to the modes
already provided in chapter — 10 of the MPG — 2019. The detailed guidelines for the same have
been formulated and the same is being forwarded herewith for information and guidance.

The guidelines have the concurrence of FA, CSIR and the approval of DG, CSIR and is
in consonance with the approval accorded by DoE/MoF vide ID No. 8(2)/2018-E A dated 31"
December 2019.

This shall be effective from the date of issuance of this communication.

Yours faithfully

Sr. Contrller of Stores & Purchase

Encl: As above

Copy to:-
1. DSto DG, CSIR
2. Head, IT for publication on CSIR website
3. PS to JS(Admin)
4. PStoFA, CSIR
5. PAto CVO
8. PAto LA
7. Hindi officer to kindly render the guidelines (ends) in Hindi for circulation.
8. Office copy

Please Whlaed &n csER wehbootie
i
Py & honole| Saqev (374 %]E'I"I?-'m




Guidelines for Processing of Proposals for Donation of Surplus, Obsolete and
Unserviceable (Non—functional) items of Stores to educational institutions

This guideline for donation of surplus, obsolete and non-functional (unserviceable) stores is
formulated in pursuance of the permission granted to CSIR by Department of Expenditure,
M/O Finance vide their 1D No. 8(2)/2018-E.llA dated 31* December 2019 as a mode of
disposal in addition to those prescribed under Rule 218 of GFR 2017.

: ¥

Objective

The items of Stores categorised as surplus, obsolete or unserviceable by the
Standing Disposal Committee (SDC) may be considered for donation to eligible
educational institutions, in addition to the other modes of disposal stipulated in
Chapter 10 of CSIR Manual on Procurement of Goods 2019 (MPG 2019), with the
purpose to facilitate such educational institution in furthering their mandate by
utilising these stores.

The policy of donation of surplus, cbsolete and unserviceable stores including the
terms & conditions and the calendar of schedule of donation of Labs/instts/CSIR
Hars, shall be published in the respective website for information of all concerned.

Eligible Educational Institutes

Educational Institutions such as Schools/ Colleges/ Universities/ Polytechnics/ ITls
etc. which are owned by Central/ State/ Local Self- Governments shall be eligible for
receiving the donation.

Schools other than the ones mentioned in 2(a) above, run within the campus /
residential complex of CSIR Labs./Instts. provided CSIR authorities are part of the
management of such schools,

Procedure for donation

Normally, stores which are not required by any CSIR Labs./Instts/ CSIR
Headquarters, will be offered for donation to the eligible educational Institutions
before considering them for sale through e-Tender /e-Auction etc.

However, the equipment having radioactive material, explosives and unserviceable
computer/ ICT equipment/ peripherals shall not be offered for donation.

This offer for donation will be made at least once in a financial year, for which each
Lab/Instt / CSIR Hars may decide a schedule for donation.

Notwithstanding 3c above, the Director of the Lab./Instt. may on case to case basis,
decide to donate any surplus, unserviceable or obsolete stores, duly identified by the
SDC, to any specific eligible educational institution, any time during the Financial
Year. However, in case of CSIR Headquarters, JS{Admin.) will be approving
authority in respect of such stores other than the scientific equipment / instruments
lconsumables etc on the recommendation of SDC. As regards scientific
apparatus/equipment in CSIR Headquarter, the recommendations of SDC shall be
submitted to Scientist 'G' level officer from scientific Division concerned for approval.
Independent Units of CSIR Hgrs. like TKDL, HRDG, HRDC, URDIP and IPU ete.
operating outside the premises of CSIR Hars. at 2, Rafi Marg, New Delhi, will have
their own SDC and Head of such units shall be the approving authority.



As and when the stores are identified for donation, the list of the same, giving brief
details of the items such as year of purchase, basic technical specifications, features,
condition and exact location of stores etc. (some items may be available at project
site) shall be uploaded in the website for seeking proposals for donation from eligible
educational institutions by a specified date. The offer shall, inter alia, also indicate
the objective, terms & conditions of donation.

Labs./ Instts./CSIR Hqrs will make reasonable effort to bring awareness among the
eligible educational institutions about the donation palicy of CSIR, so as to enable
them take best advantage of the same..

Requests from the Heads of the eligible educational institutions alone will be
considered. However, in exceptional cases requests made by appropriate authorities
such as Registrars or Dy. Director (Admin) etc., may also be taken for consideration.

The SDC shall consider all the requests so received on the principle of equity,
specific need and possibility of better utilization, by factoring in the past donations to
the same institution and submit its recommendation to the Director of the Lab./ Instt
or JS (A) CSIR Hrs, as the case may be. The decision of the Director / JS(A), as the
case may be, shall be final.

Once approved / decided by the Director/JS(A), the respective institutions will be
intimated by email, post and as far as possible through telephonically for taking
delivery of the stores within the stipulated date .

Delivery

The stores shall be delivered on "As is where is Basis", Delivery of the items kept at
the project site has to be taken from the said site

The Stores should be lifted by the recipient Institution within the stipulated period
intimated to them, by following the terms, conditions and the procedure for delivery.

The Cost of transportation ex-CSIR Lab./Instt. will be the responsibility of the
recipient organization.

Lab./Instt/CSIR Hgrs. will reserve the right to cancel the offer of stores to the
shortlisted institution, if delivery is not taken within the specified.

The Director/JS(A) may extend the delivery time, if a specific request is made to this
effect by the Head of recipient organisation.

The delivery of the Stores would also mean the transfer of ownership along with all
concomitant risk and liabilities (statutory or otherwise) to the recipient organization

The Lab /Institute/CSIR Hgrs may add any other delivery condition as it may consider
relevant

Statutory Compliances (Tax/ Safety/ FEMA etc.)
All donations of imported items shall comply with the provisions of FEMA/ Exchange

Controller Manual (ECM)of RBI or any other guidelines that may be issued by RBI/
Gaovernment.



Gifts from UNESCO/UNDP etc. shall be donated only in accordance with the terms &
conditions agreed between CSIR and such bodies

Taxes, Cesses and Duties , if any ,applicable on such donations shall be realised
from / paid by the recipient Institution

Labs./Instts /CSIR Hars shall comply with all legal and regulatory compliances that
may be applicable to each specific stores being donated. Special care shall be taken
in respect of equipment having e-waste / hazardous material, Batteries/ lead acid
batteries as well as vehicles, boilers and the like. Attention of the recipient
Institutions must be drawn to the special legal & regulatory provisions that may be
required to be complied by them upon receipt of such stores on donation

Acknowledgement/ Accounting/ Record keeping

It shall be ensured that the recipient Institution gives a formal acknowledgement of all
the stores received

As regards the accounting treatment of such donated stores, the same procedure is
to be followed as is prescribed for disposals made under other permitted modes.

The Lab /Institute shall maintain detailed record of all such donations made during a
financial year

Other Terms and Conditions

 The recipient Institutions must give an undertaking to the effect that they shall
themselves be making use of the stores received by them in donation and that they
would dispose off the same by following the procedure of their respective
department.

The lab./Institute may add any other term and condition as it may consider relevant.
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| Dated_ i
AR (V) FINANCIAL ADVISER
Jotind Segrelary (Admin,)
ALL THE HEADS OF LABS./INSTIS.
Gty Londemnation & replacement of vehicles ardd

procurement of new vehicles

Tha Governing Body of CSIR in its 1Z24th HMeeting
Meld on Z24th September 1991 had delegated powers to the
Mrector—-General, CSIR for condemnation and replacement
af old vehicles with the concurrence of the Fimancial

Adviser. For procurement of any additional new
vehicle, the proposals are to be approved by the FMember
(Fingnce!. All the proposals received from Lab./Instt.
for condemnation % replacement of vehicles as well as
purchase of new yvehicles, are examined by the Finance
Wing of CS5IR before these are submitted to the DG

CEIR/ Member (Finance) for their approval. It has bheen
nbserved that in the absence of complete details, it
hecomes npecessary to call for additional information
from Labs./Instts., resulting in prolong correspondance

delav. In order to streamline the procedure and avoid
delay, revized FProformas have been devised and  are
enic losed herewith. For condemnation and replacement of
# vehicle, information should be furnished in both  the
Proformas. Mhereas, for purchase of any additional
vahicle, the proposal should be sent in Farm=11
alangmith defailed Justification. Details of total
vehicles owned by the Lab./Instt. and deplovment of all
Lhis vehicles should also be sent alonawith the
proposal.

s fim  per instructions contained in Government of
India, Ministry of Finance Motification i .
FLIZ1 . E.T1(AY/93 dated Zlst May 1993, for condemnation
af a wvehicle, the following lives of various type of
vahicles in fterms of distance pun (in kms.) &nd length
af wuge (in vears), whichever is reached later, have
HBeepn Tived -



i)

Tvpe of vehicles Filometres Years
(i} Heawvy commercial Motor 4,00,000 {1
Vehicles

(ii) Motor wehicles fitted with

engines upto 20 hp. (RAC) 2,000,000 3
(iiidHotor Cvcles fitted with

Engines of 2.5 hp (RAC)

or above 1,20,000 74

(iv) Motor Cycles fitted
with engines of less
than 3.5 hp (RAC) I 5 26, OE &

(v) The 1life of a Tractor shall be taken as 10,000
hours or ten vears, whichever is reached later.

5n A cartificate from one of the following
Authorities to the effect that the wvehicle is not fit
for any further economical use has to be obtained and
sent alongwith the proposal for condemnation:—

(i) fAin Electrical % Mechanical Workshop of the
Natimnnal Airport Authority;

(ii) The Workshop of State Road Transport Corporation;

“(iii) At locations where Workshops mentioned at (i) and
(i1} are not available, Transport Workshops under
the Central or State Government Departments.

4, Before the proposal is sent to CSIR, it may,
therefore, kindly be ensured that the above
instructions for condemnation of vehicle are fulfilled.
In case any of the condition is not fulfilled, detailed
justifiction for recommending the vehicle for
condemnation should accompany the proposal.

It may kindly be ensured that till approval of the
competent authority is conveyed, no vehicle should be
disposed off and order placed for new vehicle, even if
Budget provision exists.

5. With a view to have 2 consolidated information
about the vehicle8 ouned by various Lab./Instt.,
following information may kindly be furnished urgently
8® 3s to reach this 0Office by 15.6.97. :-—



i

i1}

11%)

iv)

preLs %

Details of total vehicle owned by the Lab./Instt.

Sanction MNo. and date of CSIR approval for
purchase of different vehicles.

Number of sanctioned posts of Drivers.

Mumber of filled up posts of Drivers alongwith
Mame of Drivers and their date of superannuation.

Eindly acknowledge receipt.

Yours faithfully,

(S

(A.D. CHAWLA)
DY .FINANCIAL ADVISER
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PROFDORMA FOR DECLARATION OF OLD VEHICLES TO BE
COMDEMNED AND DISPOSED OFF

PART — 1 (TD BE COMPLETED BY ADMN. OF LAB./INSTT.)

7 B Mame of the Lab./Instt. @
2 Particulars of Yehicle
1 Type of Vehicle

Reopistration Number 3

. Petrol/Diesel Engine =

4. RAC Horse Pouer

<18 Date of induction into service @
& Whether on road or off the road :
T Date from which off the road :

B. Mileage aupecte& per litre for a

vehicle in good condition
tkm. per litre)

L 4 Current Fuel Consumption (Per Litre) :
i0o. Total Kms.fHﬂurs_run :
11. Ems./hrs. run after last overhaul

12. Purchase/cost of the Vehicle :

15. Total expenditure incurred on repairs
and maintenance so far :

14. Date of last major repairs :

13. Cost of last major repairs :

UNDERTAK ING

S e e

In case, the above proposal is approved, the
condemned vehicle will be disposed off within three
months from the date of receipt of the new vehicle.

The rﬁpurt will be furnished to the CSIR Hgrs., within
a week .

(Controller of Administration)
OFFICE SEAL



PART -

al

b)

[~

d)

a)

b}

cl

d)

el

i)

ii)

iii)

a8.

10.

i {TO BE

Date af Inspection @

Present mechanical condition. Engine No.

COMPLETED

BY THE INSPECTING AUTHORITY)

Engine compressian
in cylinders :

Engine Pick-up

Top Overhaul 1z

Major Overhaul

L]

Transmission System:

Cluteh :
Gear Box @
Power takeoff :
Prop shaft :
Differential/
differtials :
Steering :

Suspension 3

Brake System 3

Cooling system ¢

Raediator @

Water pump :

Hoze connection :

Chassis No H

Body @

Upholstery :

Poor/Satisfactory/Good
Poor/Satisfactory/Good
Required/Not-required

Regquired/Not-required

Slip/spin/pulsation/noise/needs
overhaul/satisfactory/good

Huming/noisy/slipout/needs
Overhauling/satisfactory/good

Huming/noisy/slip/neads
overhaul/good/satisfactory

Vibration/mettalic rattle/squel/need
replacement/satisfactory/good

Huming/regular knock/knocking while
turning/need 0.H./good/satisfactory

Stuff and hard/excessive free movement
/noisy/need oil/good/satisfactory

Moisy/tossing/need over—-haul/
satisfactory/good

Spongy/sluggish/pulling sidewise/need
overhaul /satisfactory/good

Rusty/not coolino/damaged/perished/
choked/need 0O.H./satisfactory/good

Moisy/leaking/satisfactory/good

Perished/cracked/leaking/good

Bent/cracked/damaged

Rattling/rusted/body and floor needs
renovation/satisfactory/good

Meed repairs/need renovation/satisfact



i i S

i)

ii)

i)

iv)

vl

(i)

143,

PLAC

DATE

Electrical System 3

Startar motor Meeds O.H./Unserviceable/satisfactory
Dynamo/Alternator Needs O.H./Unserviceable/satisfactory
EBattery charger Needs D.H./Unserviceablessatisfactory

Electrical/connection Needs replacement/needs repair/
satisfactory

Control pannels Meeds replacement/needs repair/

csatisfactory

Whether the reguired/
norms are fulfilled
ar not : Yes/Nao

Condition of fitment
items z

Tyres ({ii)Battery

Estimated cost of repair/reconditioning ;
of the above vehicle to bring it to road- 'Rs.
worthy condition for atleast 3 years !
(about 30,000 KM use). '

REMARKS

Recommended/not recommended for condemnation.

Signature
E :
MAME «

Office Seal of the Designated
Authority



EORM = II
PROFPOSAL FOR PURCHASE OF VEHICLE
“NGME OF THE LAB./INSTT WHETHER REPLACEMENT OR ADDITION__
TOTAL STAFF STRENGTH___
A. PARTICULARS OF VEHICLES OWNED BY THE LAB./INSTTI(DTHER THAN BUSES)
SL.NO. TYPE OF WEHICLE ND.OF SL.ND. TYPE OF UEHICLE NO. DF
VEHICLES VEHICLES
1. Cars - “ e ow 5- Thl"EE’NhEElEI"E S Emoe s E e
2. JBEPS J4¢ seana (- Demonstration vehicles/
Test eguipment vehicles
. Station Wagons/
Pick up Vans o Field Burvey vehicles,
Mini Bus etc. with special body
and extra fittings
4. Motor Cycles eevss 8.
B PARTICULARS OF VEHICLE FROFPOSED TD EBE PUHEH&SED
Brief No.of Estimated cost Purpose/ Whether new Adeguate
Descri- vehicles and ref. Project post/s aof justification
ption reguired to provision far which driver/s is/ far the purchase
in sanctioned required are required. {additicon or re-—
budget. If so refer— placement) should
ence to be given in the

proposal sent
far post/s.
(for additions
only))

cavering note.
For replace-
ments, particu—
lars of old
vehicle should
be given in
FORM—= TI.

e e i e e o o e e Ty e S S B W e e e R e o Sl D e e e RS B o e e S S e S (N o e o B P o o ) e o S N e k(P e e i B e e e e T T et e e

e tATLIDE COA/ADMINISTRATIVE OFF1CER



[TC BE PUBLISHED IN THE GAZETTE OF INDIA EXTRA~ORDINARY
PART II, SECTION(3) AND SUB-SECTION (1i)]

GOVERNMENT OF INDIA

MINISTRY OF FINANCE
DEPARTME EXPENDITUREE

‘New Delhi Dated,the 26~9-18956
NOTIFICATION

In pursuance of clause (3) of article 77.of the
Constitution of 1India, the President hereby makes the

- following rules further to amend the Delegation of

Financial Powers Rules, 1978, namely:-

: gt (1) These Rules may be called tha Dslegation of
Financial Powers (Amendement) Rules, 1936.

{2) They shal} come into forca on the date of their
publlcatioﬂ in the Offic131 Gazatta

In Schedule VII to the Delegation of Financial
Fowera Rules, 1878, against the entry relating to
condemnation of motor vehicles and motor cycles, under
column 3,in para(a) for the item (ii) and the entries
relating thereto, the follwoing shall be substituted
namely:-

"{ii) Mator vehicles fitted 1,50,000 Kms. 6-1/2 years."

with engines upto
20 H.P.(RAC)

R e e S S B S et e S S e R A e N St e e S e A e e i e S

_Note: The Dalegatian of Financial Powers Rules, 1978

published_vide Notification No.S0.2131, dated
22nd July, 1978 have subsequently been amendad

by:-
(i) Notmficatlon No.S0.1187, dated 9.6.1879.
(i) < No.SO. 2942. dated 1.8.1879.
(i) . No.S0.2611, dated 4.10.1980.
(iv) iy No.SO.2164, dated 15.8.1981.
(v) 3 No.S0.2304, dated §5.9.1981.
{vi) ? No.S0.3073, dated 4.9.1982.
(vii) - 2 No.50.4171, dated 11.12.1%82,
(viii) " No.S0.1314, dated 26.2.1883.
tiR) " No.S50.2502, dated 4.8.1884,
- {x) " No.SO. '22, dated 5.1.1535,

(xI) Corrigendum No.So.1358, dated 11.5.1335,
(x11) Notification No.S0.3082, dat=d 6.7.1525,

(xii1) - Wa.50.3974, davsd 24.8.18&5,
XTV G. " d&-l-l -1112-1:35.
{ ) " No.80.5641,
(xv) "y NG.SD.154B, da.sid 19.4. 15886,

{xvi) : . N0.S50.3183, datad 20.9.1956.



- g -

(xvii) Not1f1catwun No.S0.3787, dated 8.11.1986.

(xviii) : No.50.2508, dated 19.9.1987.
(xixy = No.S0.3092, dated 7.11.1387.
(xx) % No.S80.3581, dated 10.1Z.1988.
(xx3) " No.SO. 841, dated 17.3.1980.
{xxii) WL o No.S0.1469, dated 26.5.1990.
(xxi1i1) i No.S0.2173, dated 18.8.1990,
(xxiv) b No.S0.3033, dated 17.11.1930.
(xxv) " No.S0.3414, dated 22.12.1990.
(xxvi) v . No.SO. 534, dated 23.2.1991.
(xxyii) g . No.S50.2235, dated 24.8.1891.
(xxviii) e No.SO.547(E),dated 24.7.199Z.
(xxix) = No.SO. 466, dated 13.3.1983.
{xxx) = No.S0.1292, dated 12.6.1993.
(xxx1) = No.SO. 685, dated 12.3.1994.
(xxxi1) . No.S0.1232, dated 28.5.1894.
(%xxi1i1) ) No.SO.1945, dated 13.,8.1894.
(xxxiv) 3 No.S0.2451, dated 24.5.1334.,
(xxxv) 3 No.SO. 174, dated 28.1.1985.

’ < Nn.ﬁwyh b"l).
' ... {NARAIN DAS)
UNDER' SECRETAHY TO: THE GOVERNMENT OF INDIA

(No.F.1(18)-E.11(A)/88)

To

The Manager,
Government of India Prass,

Mayapuri,_ New Delhi.
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faeita wemEsw Council of Scientific & Industrial Researckt
Financial Adviser Anusandhan Bhavan, Rafi Ahmed Kidwai Marg, New Delhi - 110 00

42-1(1)/Accounts/2005-2006
Dated 12.01.2006

To

The Controller of Finance/

The Finance & Accounts Officer

All the National Laboratories/Institutes of CSIR

Sir,
Sub: Inter-Laboratory transfer of Assets

You are aware that inter-laboratory transfer of fixed assets should not have
any impact on the consolidated accounts of CSIR. Therefore, it is essential to ensure
that the assets transferred out by one laboratory must be taken as transfer in by the
other laboratory within the same accounting year.

The depreciated value of assets transferred out would be reduced from the

concerned asset block on the Asset side with simultaneous reduction in the Industrial

Research Fund on the Liability side in the Balance Sheet of transferring Laboratory.

The Transferee Laboratory will also incorporate an entry by increasing the concerned

asset block with the depreciated value of assets received with simultaneous increase

- in the Industrial Research Fund. However, it is to be ensured by both transferring and
transferee laboratories that the entries are made in the same accounting year.

You are requested to incorporate C-Vouchers relating to assets transferred out,
if any, positively by 15" February, 2006 and send a copy of the C-Voucher to the
Finance & Accounts Officer of the transferee laboratory and the undersigned. On
receiving the copy of the C-Voucher from the transferring laboratory, the Finance &
Accounts Officer of the transferee laboratory should persue the matter with the
concerned departments and ensures the incorporation of the same under the head
‘Assets transferred in’ positively before 28th February, 2006. The FAQO of the
transferee laboratory should also send a copy of the C_Voucher to the FAO of the
transferring laboratory and the undersigned.

w No C_Voucher under the head assets transferred out or assets transferred ir
F‘ shall be entered in the month of March, 2006. The laboratories are requested to carry
U) out- reconciliation of inter-laboratory transaction. among each other in the month o
m) March so as to ensure that value of assets transferred out matches with the value o
Lb-y) assets transferred in during the year. Therefore, there should not be any transfer o
asset after 15" February.

mﬂﬁ_ [ nh

A\ ob



A little care from the laboratories shall avoid am unnecessary and perennial

rio-audit criticism,

Yours fai ully,
/; e

i
(Rattan Lal Sharmar—

Deputy Financial Adviser

L____/-—-\

k

Copy to:
Controller of Stores & Purchase/Stores & Purchase Officer of al| National
Laboratories/Institutes — with a request to forward a copy of challan of

asset transferred out each to Controller of Stores & Purchase/Stores & Purchase
Officer and Finance & Accounts Officer of the transferee laboratory. On receipt of the
asset, the Controller of Stores & Purchase/Stores & Purchase Officer of the transferee
laboratory shall record the same in DRR immediately and forward a copy to Accounts
Section for necessary incorporation in the Accounts,
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No.1(1)/Acctt/2000-2¢
Date:6" September, 20

To:
E/@ of all National Labs./Instts.

Subject | Non-accountal of assets procured from externally funded projects

.................

The Principal Director of Audit, Sclentific Departments, in his audit repart on
accounts of CSIR for the year 1998-99 has observed that a large number of assets ara bei
acquired for externally funded projects, which are neither taken in the regular stores ledger
the Labs. nor the value of such assets is being reflected in the accounts of the Laboratory.

As per the standard terms and conditions for sponsored/ grant-in-aid projects, any ass
acquired out of externally funded projects remain the property of the sponsoring agencie
unless these are gifted out to the Laboratory/ Instt,

The extant procedure being followed in CSIR in terms of letter of even number date
26.10.1988 is as follows:

i. On conclusion of all externally funded projects a formal consent from the sponsorin
body for gifting the asset to the Laboratory is required to be obtained. After gettin,
the consent of the sponsoring body, the assets are taken in the regular store
Ledger and accounted for in the Balance Sheet under the relevant assets heads o
asset side and the corresponding value is shown on the Liability side under the hear
‘Assets acquired from Sponsored Projects’.

ii. Qid items where more than 3 years have lapsed after the completion of the project

shown in the Balance Sheet treating such asset as “deemed to have been gifted by

/ Laboratories were advised to take the assets in the regular stores Ledger and value

M A
Yo e
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the sponsoring body."

As per the feedback received from different Labs. it has been observed that either the
Laboratories are not prompt in approaching the sponsoring body for getting such asset as 'gift'
or even if they approach no reply was forthcoming from the concerned sponsoring/ granting
organization. As a result, huge assets of considerable value remain out of accounts of the
Laboratories/CSIR.

In view of the Audit observations, it has now been decided with the approval of Financial
Adviser that the assets acquired for the externally funded projects may be accounted for in the
books of accounts and their value reflected in the Balance Sheet immediaiely after the closure
of.the project for thich edure as indicated below may be followed:- !
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Cont .

On completion of the externally funded projects, the project leader will intimate

concerned about the closure of the project and obtain a list of assets acquired out
the project fund along with the value and approach sponsoring/ granti
organization for gifting the assets to the Laboratory and also Intimate that

anticipation of thefg consent the assets are being accounted for In the Balan
Sheet of CSIR.which will be returned to them as and when asked for on “as Is whe
is basis", He will also issue instructions through the Project Monitoring Cell

account for such assets in the stores ledger as well as in the Balance Sheet of ti
Laboratory.

The Stores Officer in turn will prepare a transfer voucher in triplicate for transferrir
the assets from sponsored project ledger to Laboratory Stock ledger. In the transf,
voucher reference to Project No. for which the assets were acquired; reference
both the stock ledgers ( Sponsored project ledger from which the assets transferre
and the Laboratory stock ledgers where the assets transferred). One copy will b
sent lo Finance & Accounts section for reflection in the Balance Sheet and anothe
copy to Project Monitoring Cell or the project leader, as the case may be.

On receipt of the Transfer Voucher from the Stores Officer, the Finance & Account
Officer will account for the asset in Balance Sheet through ‘C-Voucher' withot
waiting for ‘gifting’ consent from the sponsaring/ granting organization. At this stag
provision for two additional entries have been made in IMPACT — (1) Project Nc
and (2) Original Voucher. The project number against which the asset was originall
procured should be entered in this module. The original voucher' should be the C
voucher that will be taken automatically. This ‘original voucher' has to be entere:
when the entry for effecting return of the asset, if any, is made (as in para —
below).

If, subsequently, the sponsoring/ granting organization claims the assets back, the
same should be retuned and shown as “transfer to the sponsorer” and struck of
from the Stock Ledger. In the Balance Sheet a reverse entry should be giver
through 'C-Voucher' by entering figure with negative sign in ‘Asset amount’ field. A
this stage reference to the ‘original voucher and the project number as mentionec
in para-c above must be given,

Immediate action may kindly be taken to account for the assets acquired for all

externally funded projects which have been closed as on date.

.I'-""’..r
(D.K. CHAKRABARTY)
Consultant (B&A)

Sr. FEAO/FEAD of all National Labs./Instts.

Stores & Purchase Officer, all National Labs./Instts,

Shri A. Wahid, Head, IMPACT Software Team — with the request to incorporate
necessary maodification in in
IMPACT programme

All Divisional Heads in CSIR Head quarters
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No.1(1)/Acctt/2000-2001
Date:6™ September, 2000

To: ;
(/te/ad of all National Labs./Instts.

Subject : Non-accountal of assets procured from externally funded projects

The Principal Director of Audit, Scientific Departments, in his audit report on the
accounts of CSIR for the year 1998-99 has observed that a large number of assets are being
acquired for extemally funded projects, which are neither taken in the regular stores ledger of
the Labs. nor the value of such assets is being reflected in the accounts of the Laboratory.

As per the standard terms and conditions for sponsored/ grant-in-aid projects, any asset
acquired out of externally funded projects remain the property of the sponsoring agencies
unless these are gifted out to the Laboratory/ Instt.

The extant procedure being followed in CSIR in terms of letter of even number dated
26.10.1988 is as follows:

i. On conclusiofn of alfexternally funded projects a formal consent from the sponsoring
body for gifting the asset to the Laboratory is required to be obtained. After getting
the consent of the sponsoring body, the assets are taken in the regular stores

" ' Ledger and accounted for in the Balance Sheet under the relevant assets heads on
asset side and the corresponding value is shown on the Liability side under the head
‘Assets acquired from Sponsored Projects’.

ii. Old items where more than 3 years have lapsed after the completion of the project,

! Laboratories were advised to take the assets in the regular stores Ledger and value
' / shown in the Balance Sheet treating such asset as “deemed to have been gifted by

the sponsoring body.”

As per the feedback received from different Labs. it has been observed that either the

Laboratories are not prompt in approaching the sponsoring body for getting such asset as ‘gift’

or even if they approach no reply was forthcoming from the concerned sponsoring/ granting

organization. As a result, huge assets of considerable value remain out of accounts of the
Laboratories/CSIR.

&

&f\,\\“ﬁ In view of the Audit observations, it has now been decided with the approval of Financial

\»L,kk Adviser that the assets acquired for the externally funded projects may be accounted for in the

7 books of accounts and their value reflected in the Balance Sheet immediate‘ly after the closure

ovfrthe project for (hicc %Qaedure as indicated below may be followed:-
(| o/
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Cont .p-2

a. On completion of the externally funded projects, the project leader will intimate all
concerned about the closure of the project and obiain a list of assets acquired out of
the project fund along with the wvalue and approach sponsoring/ granting
organization for gifting the assets to the Laborafory and also intimate that in
anticipation of thefg consent the assets are being accounted for in the Balance
Sheet of CSIR which will be returned to them as and when asked for on "as is where
is basis", He will also Issue instructions through the Project Monitoring Cell to
account for such assets in the stores ledger as well as in the Balance Sheet of the

Laboratory,

b.  The Stores Officer in tumn will prepare a transfer voucher In triplicate for transferring
the assels from sponsored project ledger to Laboratory Stock ledger. In the transfer
voucher reference to Project No. for which the assets were acquired; reference to
both the stock ledgers ( Sponsored project ledger from which the assets transferred
and the Laboratory stock ledgers where the assets transferred). One copy will be
sent to Finance & Accounts section for reflection in the Balance Sheet and another
copy to Project Monitoring Cell or the project leader, as the case may be.

. On receipt of the Transfer Voucher from the Stores Officer, the Finance & Accounts
Officer will account for the asset in Balance Sheet through ‘C-Voucher' without
waliting for __*_g_lfﬁﬂgl_ggnsaﬂt_frp__%lh_a_sponsn_ri@g.f_g;an_ti_r_:g_m_‘ginizatiun. At this stage
provision for two additional entries have besen made in IMPACT - (1) Project No.
and (2) Original Voucher. The project number against which the asset was originally
procured should be entered in this module. The ‘original voucher’ should be the C-
voucher that will be taken automatically. This ‘original voucher’ has to be entered
when the entry for effecting return of the asset, if any, is made (as in para —d
below).

d. If, subsequently, the sponsoring/ granting organization claims the assets back, the
same should be retuned and shown as “transfer to the sponsorer” and struck off
from the Stock Ledger. In the Balance Sheet a reverse entry should be given
through 'C-Voucher' by entering figure with negative sign in ‘Asset amount’ field. At
this stage reference to the ‘original voucher' and the project number as mentioned
in para-c above must be given.

Immediate action may kindly be taken to account for the assets acquired for all
externally funded projects which have been closed as on date.

/

(D.K. CHAKRABARTY)
Consultant (B&A)

Copy to:

1. Sr. FRADIF&AD of all National Labs./Instts.

2. Stores & Purchase Officer, all National Labs./Instts.

3. Shri A. Wahid, Head, IMPACT Software Team — with the request to incorporate
necessary modification in in
IMPACT programme

4, All Divisional Heads in CSIR Head quarters
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OFFICE MEMORANDIIM

The Governing Body at its 154" meetling held on 3" Seplember 2002
ive approved lhe enclosed procedure for * Losses & its write off” including the
legation of financial powars for writing of the losses,

This shall come inlo force with imimediate effact

Hindi Versian will follow
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1. Directors of all national |abs! Instls.
2. Alithe Heads of divisions at CSIR HO,
3. Sr. DS/DSsNUSs/S. Dy. FA Dy, FAs! St, FACS! &1 SPOMSPOs e C5IR i
HQ and CSIR Complex New Dathi

4. Sr. COAS/COASIST FAC{SEIS/ISR.FADS S, SPO(SGY 8. 570sISP0s in
all the national labs/insiis,

5. DB, Office of the DG, CSIR for kind information

G. US Office of the .3 (&), CSIR for kind information.

7. PA o FA for kind informalion.

B, PAto CVO for kind information

9. PA e Letal Aduisar for kine infrrmaaiine



LOSSES AND THEIR WRITE OFF

Introduction:

The write off of the value of stores is necessitated only in cases where the
item in question is not physically available, No separate sanction of write
off of the value of the stores is required when the items are physically
available and is declared as obsolete, surplus or unserviceable. The
procedure for disposal has been dealt with in detail separately.

Kinds of Losses:

The tlosses that are generally found in our Laberatories can be classified
into the following two categories.

(a) Losses due to theft, fraud, negligence etc. - Losses due to
theft or fraud, neglect or negligence, purchases in excess of requirement,
sabotage etc. will falt under this category.

(b) Losses not due to theft, fraud, negligence etc.- Losses due to
fair, wear and tear, act of god, natural causes or calamities like flood,
earthquake etc. will fall in this category.

In addition to the above there may be different types of losses like
loss due to damage, breakage or wastage in handling, due to faulty
storage and lack of preservation, due to leakage, spillage, evaporation,
due to shortage , breakage in transit or due to the discrepancy discovered
during stock verifications. These losses can be either due to negligence
or not due to negligence and thus may be put in the above two categories

as decided on case to case basis.



Responsibility for losses and their enforcement:

Every officer shall realize fully and clearly that he will be held personally
responsible for any loss sustained by Council through fraud or negligence
on his part and that he will also be held personally responsible for any loss
arising from fraud or negligence on the part of any other officer to the
extent to which it may be shown that he contributed to the loss by his own
action or negligence.

Report of Losses

The user through his HOD shall report the loss of stores giving
details there of to the SPO, vigilance officer and l_)i_re_c@g_gf the lab/Instt.
Director of the lab may decide as to whether the same is to be reported to
CSIR or not. Simultaneously, the vigilance officer of the Laboratory would
take up the matter with Police, if deemed necessary. The Heads of
Laboratories/Institutes should exercise their discretion in determining at

what stage report should be sent to police keeping in view the fact that

police investigation would be seriously handicapped with lapse of time.

Investigation of losses:

On receipt of the report of the loss from the user, SPO shall put up the
matter to the Director for appointment of an Investigating Officer to
investigate the losses. The investigating Officer wili normally submit his

report within a month so that prompt action could be taken.



The investigating officer should recommend measures to be taken to
prevent future recurrence of such losses. While investigating, the

provisions contained in—Rule 21 Appx.1 of GFR may be followed the

details are attached in the annexure.

In case of loss due to negligence on the part of an individual or group of
individuals, the matter shall be investigated into the circumstances leading

to the loss and the element of personal responsibility shall be assessed for

recovery of cost, proportionate orfull as the case may be, or other form of

disciplinary action as per rules will - be taken. In case, personal

responsibilty can not be fixed after enquiry, a_ loss statement( as per

format enclosed) will be raised for the approval of the competent authority

for write off and a copy of the enquiry report shall be attached therewith.

Value of Loss

The term “Value” for this purpose shall be interpreted as meaning the
“book value”. In all cases the book value of the materials shall be written
off and not the depreciated value. In absence of book value, market value

shall be written off.

Procedure for write off of losses due to theft, fraud, negligence and

sabotage etc.

After the investigation, if the loss is found to be irrecoverable, it shall be
regularized by raising a loss statement ( as per format enclosed) in
triplicate and the sanction of the competent authority shall be taken for its

write off on the recommendation of the Investigating Authority.



In these cases the book value of the materials shall be written off,

Losses not due to theft, fraud, negligence

In all such cases of loss, the matter shall be fully investigated by the
investigating officer and a certificate to the effect that the loss is not due
to negligence on the part of any member of staff is to be recorded. Similar
certificate may be needed for write off of losses that are revealed during
WA VETTIEIDN after checking the receiptsiissue slips to find out that the
discrepancies are not due to erraneous or non posting of vouchers.
Losses due to natural calamities like accidental fire. flood, cyclone,
earthquake elc. shall be _reported to CSIR immediately mentioning the
book value of the stores lost or damaged or destroyed etc.
Register of loss
A Register of loss or loss statements shall be maintained as per formal

enclosed by the Stores of the Laboratory so that the details of loss can be
found out immediately.

Powers to write off of losses

The following powers are proposed for writing off of losses:

Types of loss Director Management | Director, General

Council CSIR.

| Irrecoverable loss of stores | Rs 10,000/~ | Rs.50,000 | Ful powers
due to theft, fraud,

negligence elc.

Loss of stores nol due lo | Rs.50,000/- | Rs.2,00,000/- | Full powers

thefl, fraud, nagligance stc, L
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¢ Directors of all National Labs/lnstis.

Procedure for "Physical verification of stores ete.'

. The procedure 1o be followed for Physical verification of stores, stores
caccounting, noble metals, codification of the stores itenis eic. is attached as an annexure
Cto this lewer, The procedure has the approval of DG, CSIR and it shall come [nte farce
Cwith imimediate effect.

L Under the procedure for “Dispasal of Stores”, the following amendments have
- also been approved,
© & The sentence "by Gift to educational Institutions within the State® be read a5 "by
Gift to educational instimtions,”

* The Lab may decide the quantum of EMI} for disposal of stores in place of 108
of the quoted price.

I s, Formats to be used in stores have been devised and are enclosed for adoption in
il the Labs:

This can also be viewed on the webisite hitpy/esiradmin.res.in,

Hindi version will follow.
Yours fithfully

Lot
(1.5 Bas) “M’
Stores & Purchase Officer

Copy 1o:

L. All the Heads of Divns: At CSIR HQ/Head HRDG, CSIR Complex, New Delhl
2. St DS/Sr. Dy, FA/DSs/Dy. FAS/USS/Se. FAOs! FADS/SPOwat CSIR HO,



Physical verification of stores

{ = Introduction

appearing in the books and are confied and authenticated. The excess or
shortage if any brought to notice on such verification is properly investigated,
accounted for and reconciled.

5 — Purpose

i) Itis an audit requirement that physical verification of all stores shall k-
carried out at least once in a year.

ii) It is essential as it checks the accuracy of stores records and brings
about an overhaul of the stores section specially its physical condition.

iii) It is.useful as it discioses any weakness or defects in the system for
the custody and control of stock besides bringing the stock accounts
up-to-date. :

iv) It reveals the possibility of frauds, theft or loss and suggests adoption
of additional preventive measures to stop them.

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

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

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

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

% — Pre-requisites of verification. e

i

4 i) The verification shall be conducted in the presence of the official
résponsible for the custody of stores or any other responsible person
deputed by him who shouid make himseif available to the stock verifier
till the verification is over.




i) Stores must be afranged properly with locations markeg on the ledger
folios and Identification labels be tagged thereon for quick and easy

verification. :

ltems which are not the inventory of the Lab/ Instt. ought to be Marked

or labeled in advance ag such. Procurement under externally funded

Projects will form part of the inventcry of the Lab for this purpose.

iv) List Séparately any gocds that are under inspection

V) List out items sent for repairs or Processing or stock
sites and obtajn their confirnation.

Vi)  Stores Issued on Joan must be accounted for before the stock
verification takes place.

Vi)  Staff connected with verification shoulq not be permitted to Proceed on
leave during the Period of verification,

i)

S lying at project

L4. - Types of verification

Ly s

E

There shall be four types of verification:
i) 100% internal verification of stores.

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

ii) Periodical Verification by the Asst (S&P)/ Dy. SPO (Stares).
iif) Surprise/ spot verification by the Director or his nominee

V) Test physical verification by CSIR.

; ':lﬂﬂ'fn internal verification of Stores.
38 —————a Verification of stores.

Procedure of verification
Fl — Verification of Stock

a) The Director shall assume responsibility for ensuring proper
maintenance and annual physical Verification of stores by an _nfﬁ_cer
not connected with the stores as required under the rules with the
help of his own staff

b) The verification of the stores shall not be entrusted to a person who
is -

i. the Custodian, the ledger keeper of thg stores to be
verified or is employed under the custodian or,



Y on T Pemadie 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.

ii) The Dy. SPO (Stores) should also exercise a periodic check

brought to aceount.

i)  Besides the above, he should independently verify at least 5
items per week to ensure that the stock accounts represent

by % Surprise verification by Ditgctn[ or his nominee

Directer or his nominee shall make a Surprise/ spot check at least twice a year to
see:-

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

b) That posting of vouchers are up to date.

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

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

e) Record the findings on the stock ledger.

it T&st?eﬁﬂcaﬂunb CSIR
—===="lcalion by CSIR
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g)

ii. not conversant with the classification, nomenclature
and techniques of the particular class of stores fo be

The verification shall not be left to the low paid subardinates and
shall be as far as possible entrusted to a responsible officer who is
independent of subordinate authority in charge of store.

In order to successfully carry out and complete the verification, a
programme shall be planned well in advance at the beginning ¢:
each year by the Sr. SPO/SPO with the approval of the Director.
The verification shall be carried out under the general supervision
of the Sr. SPO/SPO. He shall be responsible for the proper conduct
of all business refating fo the verification of stores and in this
behalf:-

* Specify the names of the stock verifiers for each group of stores
and prescribe a definite time limit for completion of 100%
physical verification and submission of report.

* Distribute the work according to the quantum of work in such a
way that the prescribed time limit is strictly adhered to.

* Issue an office order indicating the names or the teams of the
stock verifiers, the dates of commencement and completion of
work and calling upon all concerned to ensure that postings of
receipts and issues of respective stock ledgers/ Personal
inventory registers are compleled and to cooperate with the
stock verifiers to enable them to complete the work within the
prescribed time limit, ;

* Occasionally visit the groups to see that the work is in progress
and if considered necessary, test check the work done by the
verifiers. o : \

* Send a copy of the program to CSIR

The closing stock at the end of the financial year shall be taken up
for verification by physical counting, weighing or measuring, as the
Case may be, in the presence of the custodian,

The result of the verification shall be recorded in the stock ledgers
by the stock verifier. He shall encircle the items tallying with the
balance and append initials thereon after verification. )

At the close of the verification, the following certificate shall be
given by the stores assistant and countersigned .by the Dy. SPQO
(Store). ' :

“ It is certified that all stores under my charge have truly been
produced and correctly been verified by the stock verifier in my




presence and the Postings had been brought up-to-date prior tg the
Fin

commencement g verification. No store has been kept back by me
from verification, ” -

- Verification of assets in the PIR/DIR

C. Where ever divisiona] inventory system is followed, the divisional
head who js already having the Jist of items in his division will get
the stock verified by one member of his group and send the report Sy MR
to the SPO/Dy. SPO(s) latest by 15% April£Onee the records of the ™™ ( (
stores are Computerized, the stores can forward the [ist of assets
issued to that division which will facilitate the Physical verification.

Ly .

'- 2. Preparation of the verification report. _
The report May generally consist of the following three parts:
- a. Listof discrepancies.
The list of discrepancies will show the balance available in the
ledgers either stock ledger or PIR or DIR as the case may be and
the balance found physically. : '
b. Narrative report.

The narrative report shall include a critical observation on the

system of stock control, custody of stores giving suggestions/

recommendations etc. for improving the working of stores and
¢ measure for avoiding such lapses/ discrepancies in future,

C. Matters which the verifier may like to bring to the notice of the
authorities confidentially.



The report will be submitted to the SPO/Director for further actign with a copy to
CSIR not later than 30" April every year. _

Liv1i = Foliow up of the report

<" On receipt of the réport from each verifier the same shall be
thoroughly examined by the Sr. SPO/ SPO who will initiate action to
reconcile each discrepancy.

78" % He will 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 be verified due to
unforeseen circumstances.

#:2% e In case of major and imeconcilable discrepancies, he will cause the
investigation to be conducted to find out the lapses/ negligence as
per pracedure circulated for wiiting off of losses.

" o He will also take suitable action to avoid recurrence of such
discrepancies in future and take punitive action where necessary,

“7" = 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 report.

2o tet  Duties of the stock verifiers

The duties and functions of the stock verifiers are as t_mden--

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

b. Demand a certificate that the posting of all issue slips, return slips
etc have been made up to date.

C. Examine whether the system of stores conform to the prescribed
system, :

d. Examine whether the forms used are in conformity with the
- prescribed ones.

f. Whether assets are finally issued from the stock ledgers and their
r distribution and location have been shown in the ledgers.

9. Whether adequate and proper fire fighting arrangements, safety
arrangements for noble metals, costly chemicals and poisons
exists,

h. See that the matenials according to the nomenclature, description,
specification, location and other particulars shown in the stock




!gdgers and the actual bajances tally with the book balance and

In Case of doypt about the idenﬁﬁcation. seek the assistance of

could be E-Iiminated,

- Encircle the items tallying with the balance and appenq initials there
. on after Verification.

. That inflammapje stores are not stacked near Combustible items j o
timber, Paper, straw elc. is not stacked near Petrol, alcohol, Spirit

- Ifitis not Passible to finish counting or Weighing of an item within =

Keep a recery of items not tallying. Recorgd the discrepancies in the
Stock ledgers with initials,

- Intimate major discrepancies immediateiy in writing to the 8r. SPo/
SPO.

See that the ledgers are maintained Properly, any jterns of

Lrnnecessary Purchases, any item where the stock levejs nesd
revision, etc.

. See that the Surplus materizls are not kept with sub s_tcres: after the
work is completed.



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

ii) The Dy. SPO (Stores) should also exsrcise a periodic check
to examine the accuracy of stock held by the custedian. He
should further ensure that verification Is actually caried out
by the stores assistant and the discrepancies have been
brought to account.

i}  Besides the above, he should independently verify at least 5
tems per week to ensure that the stock accounts represent
a true and correct state of stores.

prise verification by Director or his nominge

Director or his nominee shall make a surprise/ spot chack at lsast twice a year to

a) That stock accounts of important and coslly tems are
maintained correctly and properly.

b} That posting of vouchers are up to date.

g} That stores are well praserved and protected against risk
of damage or deterioration.

d} That the general security, fire precautions, cleanliness and
up Keep js satisfactory.

€} Record the findings on the stock ledger.

Test csl

Ta ensure that the process of verification is ongoing as per schedule, CSIR may
" depute a team of officials to have a test check an the stores activities. The duties
. of the test verification teams shall be as per the stock verifiers outlined above.
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_ Dated: 19.12.2005 29/04-/oR
STORES ACCOUNTING

Procedure for maintenance of Stock Ledgers:

* Stock ledger is the nerve centre of Storage organization and it contains all information
pertaining to procurement and distribution of items. It contains details like purchase order
reference, source, quantity, cost, date of receipt, date of issue, stock levels, annual
consumption and data regarding location of stores etc. The format of stock ledgers is
enclosed.

a) Consumable Stores: Form No. S-05
b) Asset Stores: Form NO. S-03

Opening of Stock 1 s:

While opening a stock ledger it shall be ensured that the pages are counted and
serially numbered. A page certificate as given below shall be recorded on the inside cover
page pf each ledger under the signature of the concerned officials “certificate that this stock

ledger number ___ containing pages is in use from (date)” for
_(Category of items).
Asstt. (S&P) _ Dv. SPO (stores)

Closing of Stock ledgers:
Stock ledger shall be closed only when the Dy. SPO (Stores)/SPO is fully satisfied

that all the pages in the ledgers have been utilized. It shall be ensured that the stock balances
have been correctly transferred to the new ledger folios.

Dy. SPO (stores) shall record the following certificate in the ledger: “certified that this

stock ledger no. ___ with pages 1 to __pages is hereby closed on
for further entries and balance forward to Ledger NO. ko
Asstt. (S&P) Dy. SPO (stores)

Maintenance of ledgers:

!
1. Ledgers should be closed only when it is essentially required. Frequent opening or
closing of ledgers otherwise should be avoided.\

2. Each stores ledger should have an index of all entries in the ledger folio with the
generic name of the items. The index should be handy, convenient and easy for
reference. Duplicate entries should be avoided by all means.



3. Entries in the ledger should be neat, legible and shall be made in blue/black ink.
Any correction/amendment or alterations <o postings shall be made in red ink to
be initialed and attested by the Dy. SPO (Stores)

4. All items having different messurements should be accounted for separately and
not in ope page. Holdings of stores in asserted heads should be discontinued
forthwith.

. Whenever an entry is made erronepusly which is reviewed subsequently the
posting shall be suitably amended by inserting word “To adjust wrong posting” in
red ink These corrections should be made neatly by scoring cut the incomect
figured or other entries and writing the correct one above them in red ink.

6. In case of losses where charges off and write off have been issned; necessary
charge off entries will be made in red ink giving reference of the relevant office
order.

i Excesses or shortage detected 2s a result of the physical venfication shall be
adjusted by preparing Stores Receipt Voucher (SRV) or Stores Issue Voucher
(SIV) as the case may be. These vouchers shall contain the explanations and
reasons for discrepancies or proposed justification of shortage and shall be signed
by the Dy. SPO (stores)/SPO.

8. A suitable unit of issue shall be fixed for sach item of stock and this unit shall be
used for all receipts, issued, procurements and other uses. This accounting unit
should not ‘be changed. The Stock ledger shall contain the cost of the marerial per
unit and the total cost to facilitate project costing or other accounting needs. The
entries of the stock ledgers shall be attested by the Asstt. (S&P) and the DY. SPO
(Stores).

9.  Posting of vouchers should be made in the order of ICR/SRV/RCR number wise.
Posting of transactions without relcvant and proper voucher shall not be made,

Consumable Stock Ledgers:

The consumable stock ledger shall bear the details of all consumable items item-wise
including the rates. At the close of the financial year this register will be audited by the
Imternal Verfication Team, the cost under each head of account shall be totaled and intimated
1o audit along with balance quantity availzble. In addition the ledger will be closed and the
entries will be brought forward to a new consumable stock ledger, which will start, from ¥
April in the next financial year. In case the stock ledger in user contains sufficient space to

J cover the transactions of subsequent years necessary demarcation may be made at the close of
the financial year and the ledger is used for distribution of items for all subsequent years till
the same is closed.

set S dpers:

The Abstract Asset Register (AAR) will be the main register containming head og
account Wise expenditure and other procurement details including the stock entry reference of
the relevant purchase. Besides AAR, stores will have a distribution stock ledger, which will



show the receipt of each item and its distribution. Incase the lab. is following Personal
In\;entory Register (PIR) system the names of the person to whom the item has been issued
including the PIR ledger reference should appear on the distribution stock ledger. In case the
Divisional Inventory Register (DIR) System is followed, distribution ledger will contain the
name of the division to which the item has been issued. The divisional heads will be
responsible for maintaining the DIR containing the items they have received from stores, its
location and the persons respousible for its up keeping so that the same can be shown to
audiv/Stock Verifier on demand.



Aceounting of the Vouchers:
a) .- Receipt Voucher:

Thtrt:eiptsncﬁnneﬁhemuﬁﬂhawthcdzﬁilsnfﬂlmuip‘tsthalmmmh;gm
a Lﬁlis.'[h:SRVwillhepmpmdinqundmpiinsm-i“mpywillbckcptinSmm,z“
will  be sent to Accounts, 3" to Purchase and 4" to the Inspecting Officer, The Receipt Cell

vdﬂmninﬁnthn[edgemprmn‘hedinmcguidclhcs.fmwudmaﬁm.TheSRV

mgﬂhﬁwiﬂmecmofthnahﬂha.bmpumhmnrMﬁc.Wﬂlheﬁledssﬂan}rm
per SRV number once the item has been entered in the receipt cell. Receipt cell will
monitor theSRVmThsmtmﬁmy:ﬁadfuraﬂthmwmhnmmﬂchymfnrthr
consumable  stores and lﬂymfartheaun-cunsmhlampmvi&dthmismOB or
audit Para  pending in respect of the item.

b) Issue Youchers:

Onee the item have been issued from stores the original copy og stores issue vouchers
(SW}vﬁﬂbcrﬂsimdbymcm.ﬁmmiipmpamdinuipﬁm-lnmpyw
Stores, Zﬁcnwfmm&f'fmm.MS_Wsﬁﬂbeﬁhdumheatd:tufmr.
issue mmlmgistarandvdﬂ_bak@ptcﬂhnmiﬁnhcmﬁdn.m@&ﬂ or in
centralized place, as decided by the SPO/DY. SPO. The retention peried for these
vouchers shall be 5 years for the consumables stores & 10 years for the mon-
consumable  stores. The Asstt. (S&P) who makes the stock entries will ensure that the bills
ofthe party  are certified within the prescribed time limit as per the purchase procedure.
The receipt  cell will ensure that bills are collected from different groups of Stores and sent
to Purchase after making necessary entries on the DRR. A copy of SRV must be sent
along with the bill if not sent earlier 1o the Account Section. The Purchase Section will
check the bill to find out the correctness and send it to Aceounts Section for payment.

Note: The provision of pricing the consumable and asset stock ledgers, PIR and DIR ¢ystem
can be implemgnted only if a suitable software for the working of the stores is developed and
is in place else it may not be practicable to handle these activities manually




Codification of items
Th items in stock shall be codified in the following manner.
1. All items shall be classified into the following main groups.

01 - Animal House
04 - Automobiles

10 - Building materials
15 Computers

20 . Chemicals

25 = Glassware

30 Electronics items

35 Furnitures

50 Apparatus & Equipmenis
55 Hardware

80 F:aints. Qils & Lubricants
65 Metals

66 _Photographic materiais
67 Refrigeration & Air-mndiﬁﬁning
68 Safety item

69 Stationeries

70 Printing

2. Each main group is then subdivided into sub groups as under:
Under Main Group 01

01 Live animals

L



02 Animal feed
03 Animal house infrastructures

Under main Group 04
01 Vehicles

© 02  Tyres & tubes
03 Batteries

04  Spare paris

Under main group 10

ﬁ 01 Cement
02 Plumbing
03  Sanitary

04  Other building materials
05  Electrical fittings

06 Electrical lamps & tubes
07 MCBs

Under main Group 15

01 Computers

02 Computer softwares

03  Computer consumables
04 Computer spares

05 Otehrs

Under main Group 20
01 Laboratory Chemicals

02  General Chemicals
11 Others

Under main Group 25

01 Laboratory Glasswares
02  Others

Under main group 20

¢ 01 Electronics items
02 Others

Under main Group 35

01 Steel furnitures



7] Wooden furnitures
03 Guest House furnitures
04  Furnishings

Under main Group 50
01 Testing equipments
02  Spares of testing equipments
03 Meteorological equipments
04  Spares of 03

Under main Group 55

01 Hardwares
02 Others

Under main Group 60

01 Paints

02 OQils

03 Lubricants

04 -Gases

05  Others
Under main Group 65

01 Iron —angles

0z iron —rods

03  Iron-forrods-

04  Iron— Channels

05 iron — plates

06  lIron - joists

07  lron - un equal angles
08 Iron — cheguerad plates
08 Gl Sheets

10 Aluminium ingots

11 Aluminium plates

12 Aluminium foils

20  Copper wires — insulated
21 - Copper plates

30  Alloy steels

80 other metals

Under main group 66




01 Photographic Equipment
02  Photographic accessories
03  Consumables

Under main group 67
01 Refrigerators
02 Air conditioners
03  Spares
04  Consumables

Under main Group 88

01 Fire fighting equipments

02 Accessaries for fire fighting equipments
03 Consumables for fire fighting equipments

04  Protective clothing
05  Safety shoes

06  Hand gloves

07  Others

Under main group 69

01 Office stationeries
02  Liveries g
03  Printing of office staioneries

-

Under main group 70

01 Printing machines

02 Spares & accessorias of printing machine

03 Consumables for printing
04  Otehrs

3. Under each sub group the items will

be serially numbered.



- NOBLE METALS

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

Generally the consumables are Platinum wire, rods, gauze or
foil etc. and their salts, Gold wire, tablet or lump etc., Silver wire,
rod or lump etc. and Salts of all the above.

(i)  Assets

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

2. Custody: -

(i) All noble metals €.g. platinum, gold and silyer and their saits
shall be kept in the custody of Dy. SPOST 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

- authorised by Director for this purpose.

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

W @‘ In zonal Labs/Field Stations, platinum ware ‘and other noble
metals shall be stored and treated on the same lines.

8. Issu lati ware and nobl Is of as non-consumabl
nature:

2) The noble metals of assets nature shall be issued for a

stipulated period to an official in his individual name on white slip and

simultaneously reflected in his Personal Inventory. At the end of the

stipulated period he shall retum the same to the store. It shall be the
responsibility of the official concemed to return it to the Dy. SPO (8)

: 11t} The noble metals can be Issued to an official above the grades of

‘ Technical officer A only. He/ She shall take every care and precaution
to keep the same in safe custody. He will be held personally
responsible in case of misuse or loss by him.

4. Wirite-off of loss: i




a) All losses in weight of noble metals of assets nature due 1o fair wear
and tear shall be  written off under order of the competent authority(ih
case the same are found after annual verification. ]

b) In case of consumable noble metals their t::nnsumpﬁon shall be
certified by Head of Division/ Project. Wherever wires as scrap are
-available the same shal| be retumed to 2

No write off sanction shall be nNecessary except in case of Joss by theft or
misappropriation,

5. Veri ion of platinum an le Is:

a. 100% verification of the noble metals in a Laboratory/instt, must be | " coy . -_

regularly carried out internally every year. Any discrepancy coming to
notice is brought to account after full investigation, “

b. Surprise checks by higher officers are also carried out fram time to
time.




FORMS FOR STORES SECTION

DAILY RECEIPT REGISTER
CLEARANCE REGISTER

DIS CREPANCY/REJECTED REGISTER
STORES RECEIPT VOUCHER
ABSTRACT ASSET REGISTER (AAR)
STOCK REGISTER (Assets)
PERSONAL INVENTORY REGISTER
STOCK REGISTER (Consumables)
GIFT & SAMPLE REGISTER
DESPATCH REGISTER d
DISPOSAL REGISTER

LOSS REGISTER

ISSUE CONTROL REGISTER

RETURN CONTROL REGISTER
CONTROL REGISTER OF STOCK
REGISTERS

STORES ISSUE VOUCHER (consumables)
STORES ISSUE VOUCHER (Assets)
STORES RETURN VOUCHER

STORES TRANSFER VOUCHER
RETURNABLE GATE PASS
NON-RETURNABLE GATE PASS
SURPLUS:’UNSERWC;QBLE!OBSOLETE
/SCRAP DECLARATION VOUCHER
Remarks of SDC

LOSS STATEMENT FORM

S-10
S-11
5-12
513
S-14
S-15

5-16
5-17
S-18
S-19
5-20
S-21
§-22

S-23
S-24




(Name of the lab.)

!

Form No 5-0]
DAILY RECEIPT REGISTER
—2-L) RELEIPT REGISTER
wma SRV | GRRR/PWE/ | PO No. & Supplier Delivery Description of item Unit [ No. of Pkg, | Qly Qly
No. CN/AWB/B/L | date Challan No. & weights | dispatched | Recd
/PP No. & & date
date
_
¥y Qty Name & signature of Invoice Invoice | Indentor Section/ Main Remarks
ort/ | Accepted | Stores Asstt. receiving | No value Division Stock
cess ' | material & date ledger No
& page

| Note:1. SRV no & DRR no are same,

2. Fill in the invoice details of CHA/ FF etc in the invoice column also,

ue




(Name of the Lab)

Form No §-02
CLEARENCE REGISTER
X
V' | Date | PONo. & [ Description of items Name of Mode of | Name of the Carrier Datcof  [No.of | GRRRIPW |
Dale Consignor / Despatch receipt of Packages & | B/CN/AWE
Sendor intimation weight /PP/B/L No.
& Date
fe  of | Date of | No. Budget | Freight Customs | Other Demurr | Total SRV B/E Signal Signature | Remarks
‘ding | Clearan | of Head wmnaunt incident | age expenditu [ No. & | submissi ure of [of Dy,
cume | ce days | al charges | re Date on dale | SPA SPro
o in cxpense to AD
aring clear 5
e anee




Form Ne. 5-03

Y ON

ATERIAL / DISPREP EGISTE
[STNAME & [SRV | PKa. LIST/| NAME TP.O [DATE [ QUAN | DETAILS OF | DISCREF [ ACTT [ SIGN |
N| ADDRESS OF CHALLAN/ INVOICE | OF ; TITY | DISCREPANCY ANCY ON | OF
O| THEPARTY I NTHY o Tor AMT | ITEM | NO RECD. | ODSERVED IN THE | coNvEY | com SPA
. e . . MATERIAL ED  TO | pLET
PURCHAS | ED
E /PARTY | FOR
ON RIM
OVA
L OF
DISC
REP
ANC

a3




(Name of the Lahb)
Form no §-04
STORES RECEIPT VOUCHER
(in quadruplicate)
SRV No. Date:
SUPPLIER

(Name & Address)
i

ud ead of account: 0. & e:
3 4
voi & date: Invoice Amount
5 L]
Project No. e of
7 _ 8
[SNo Description with-Code : Qry. | Quy Qv. |[Qu Stock reference
| : Disp | Received | Excess Accepted
arch /short/
ed Damag
, ed
& 10 1] 12 13 14 15
||
Asst (S &P)/receipt cell Dy. SPO Asst (S&P)/Custody Dy SPO

14



i ==}
(Name of the Lab)
Farm No.5-05
Abstract Asset Register
t Head Year:
Opening Balance:
| S.No. | SRV No. Supplier  [PO No & [ Bill No & | Description Qty [ Stock ledger | Cosl Progressive | Sig. | Sig of
Date date Ref. lotal Of DSPO
SPA
i
Total:

Less Depreciation:
Less Write Off:
Closing Balance:

30




(Name of the Lab)
STOCK REGISTER
(ASSETS)
Name OF JEITIIR, oo mtsitss i b0 s Location. .,
Material Code..............c.ovenns oo Unil........
RECEIPTS-
Date  of [ SRV/R [ AAR Reference Nomenclature/Specifications Qty. | Progressive Signatures  of [ Signature
enlry CVv with code recd. | Qty. SPA s of Dy.
No SPO(S)

& H.u.m_m

Form No. ¢




) PERSONAL INVENTORY REGISTER

form No. §-07

e ; — Designation
) No. Division
ISSUES RETURN/TRANSFER F
SIV No. | Items  with Qty | Stock Signatur | Signatur | RCY Qty. Balance | Stock Transferre [ Signature Signatur | Rema
. | & Date | Identification Ledger |e of | e of Dy. | No. & Returne Ledger d to PIR | Of SPA e of Dy, | rks
mark ete, reference | SPA SPO Date d reference | of (with SPO
PIR Ref) .




(Name of the Lab/Insll.)

STOCK REGISTER
IForm No §-08
(Consumable Items)
me of the m:mn_w..l Maximum level .y
it ROL B
lalerial Code ROQ
Minimum level o

le | SRV | PO [ Name of Supplier | Bill Rate/ | Taxes [ Bill amount Qty. SIV No. & [ Qiy Balance | Signature _mmnzu:_alT

No. | No, No. & |Unit |& received | date issued * | instock | of SPA of Dy,
ry | & & Date duties SPO

Date | Date .




(Name of the Lab)

Form No 5-0¢

Date | SRV PO | Name of Supplier | Description of Qty [SIV [Quy Clubbed | Returne | Balance Signature | Signa | Remarks
No. |No Item Rece | No. |issue | vide d vide of SPA | ure of
& Date | & ived . | & d Stock Gate Dy.
Dal Date Ledger | Pass no. SPO
c Referen
cc

10




(Name of the Lab)

DESPATCH REGISTER

Form No. §-10

Date | PO | Name of | Qty | Name & Purpose | Gate Returnable/ | Mode of Despatch details
No. | Maierial address  of Pass | non— despatch (RI/PWS/GN/
& the No. & | returnable AWD No. & date)
date Consignee Date
It to  pay/pre-paid [ Date  document | Freight charges | Date of receipt of items | Remarks

sent to consigne

(if  returnable)
SRV No. & date

with

21




(Name'of the Lab.)

Disposal Register

Form No. S-11
USR  No. | Name of | Section/ Ledger | PIR Descripti | Qty. | Loc [ Boo Disposal Signatures of Remarks
& date individual | Divn, Ref. Ref. on of atio |k details
Stores n Valu
e Date | Gate | S&PA Dy.
Pass Sro
No.

22




(Name of Lab)

Form No. §8-12
LOSS REGISTER
NAME DU/ | PIR/ | NAME OF ITEM [QTY [RATE |TOTAL VALUE LEDGER | SIGNATURE [ SIGNATUR REMARKS
pp DIR VALUE | WRITTEN | REF, OF S&p E OF DY.
NO NO OFF ASSTT. SPo

28




sroup of stores:

(Name of the Lab)

Form No. §-13
Issue Control Register
Iate ICR No. | Issue Slip | Div./ Name of [ No, of | Signatures of | Remarks
No. Sec. Scicntist Items Stores-& Purchase
I & Date Asst.

2




(Name of the Lab)

Return Control Register

Form No. 5-14

Date | RCV | Return Divn./ | Name of [ No. Signatures | Remarks,
No. | slip No. & | See. Scientist | of of Stores
date items | &
Purchase
Asst.




L RE

OF

Form No. 8-15

K REGISTERS
[ EN. [ STOCK NAME OF STOCK DATE OF NO.OF | DURATIONOF | SIGNOF | SiGN
REGISTER | REGISTER OPENING PAGES | EARLIER SPA OF DY,
NO REGISTER PERIOD SPO
—




¢

Farm No, 8-15

Book No.:

S.No.

Date:

(Name of the Lab)
ICR No.

Date:

Stores Issue Voucher Consumable

1. Indentor’s Name Project No.
2. Designation LD No —  Hea Of Accoum
3. Divn/Section DU/DP No L -
S.No. | Description with code Quantity Cost Stock Ref.
Indented Issued ()

1

2,

3. -

4..

. |
Name & Sj Name & Signature Authorized by DY, SPO
of Indentor of Project Leader

J
Name & Signature Issued and posted
of receiver Name & Designation of SPA

Posting checked by DY Spoy/ ¥
Authorized Persop




Form No. 5-17

Book No.:

S.No.

Date:

(Name of the Lab)
ICR No.

Date:

Stores Issue Voucher Assets

1. Indentor’s Name _ Project No.__
2. Designation LD No J Head Of Account
3. Divn/Section DUDPNo
S.No. Description with code Quantiry Cost PIR Ref [ Stock |
(Rs) Ref.
Indented Issued
1.
2.
Pl 3
o e
35,
-
Name & Signature Name & Signarure Authorized by DY, SPO
of Indentor of Project Leader
rI
Name & Signature Issued and posted
of receiver Name & Designation of SPA
Posting checked by DY Spoy §
Authorized Person




Form Ne. 5-18

L )
(Name of the Lab)
Book No.: RCV No.
S.No. Date:
Date: L8
Stores Return Voucher
l. Indentor’s Name Project No,
2. Designation 1.D No Head Of Account
3. Divn/Section - DU/DP No
[ S.No. | Description with code Quantity Cost PIR Ref | Stock
(Rs) Ref.
Returned Received =
1.
2
&
4,
5.
L
Name & Signature Name & Signature Authorized by
of Indentor of Project Leader DY. SPO
Received and posted
Name & Designation of SPA

PDSﬁnngkﬁdb]fDYSPOf =

31




(Name of Lab)

Form No $-19
STORES TRANSFER VOUCHER
STV No. Date
Returned by Transferred to
Section/Div./Lab, Seclion/Div./Lab,
Name & Designation Name & Designation
I.D. No. L.D. No,
Project No, DU/DP No. Project No, DU/DP Ne. l.
PIR Ref DESCRIPTION OF STORES QTY. | COST LEDGER REF. OF REMARKS
wilh Code RS. TRANSFEROR TRANSFEREE

_Signalure of transferor

DU/DP Leader Signalure of transferes

DU/DP Leader

Slores Assistant Dy, spo




Form §-20

_

(Name & address of the Lab.)
Gram: Place:
e-mail: Fax:

RETURNABLE GATE PASS

(in friplicate)
Beok No, A S.No
Date —

Name of the Person

Division / Firm

S.No. Description of Materia] Quantity Remarks

Purpose for which material takcn out;

The Gate pass has been entered in . Registerat Sr. No..___ Page No..........

Name & .Sig. of I/C Receipt Section
Received items as mentioned above.

Signature

Name Dy SPO/Authorised Signatory
Address

Certified that the above mentioned goods have been checked and found correct.

Security Officer
To Dy. SPO(Stores

Two copies wil] pe Presented by the vendor out of which one copy for the vendor and one for
e Security. The vendor will present his copy while bringing the jtem back.

e

16




Form §-21

(Name & address of the Lab.)
Gram: Place:
e-mail: - Fax:
NON RETURNABLE GATE PASS
(in duplicate)
BookNo S.No
Date
Name of the Person Division

Security Officer may please allow the follos
(Name of the Iab)

S.No. Description of Material

Reason for which material taken out:

Dy. SPO/Authorised Signatory
Certified that the above mentioned goods have been checked and found correct.

Name & Sig. Of Security Officer
Received the items as mentioned above
_ Signature
A Name
Address

15 -




: Form No 8-22
Sl (
Y (Name of the lab)

SURPLUS/OBSOLETE/ UNSERVICEABLE/ SCRAP -
—— DL VILEABLE/ SCRAP

DECLARATION VOUCHER
Disposal Stores Ref. (USRNo)......co....... DM sy
Section A - To be filled by User/Holder of the item
Date:
Name:
Designation__ IDNo: PR A/CNo.
SectionfDivisiun:__
S. No. | Description of stores Quanﬁt}' PIR Ref.

Certified that the item mentioned above has lived a normal life of years and become
unserviceable due to normal wear & tear. The item is beyond economic repair and thus may be
declared as unserviceable .

4. Certified that the jtem mentioned above has been extensively used and is no lenger useful and has
y got only a scrap value.

PS-Strike out if not applicable

INDENTOR DU Leader DP Ieader




Form 5-23

The materinl mentioned i the enclozed vouchers (mention number of Hems) having book value of Rs.

F have bigery thoroughly inspected by us and out of the
il of Hems, iterns as per annexure A was found to be Syurplus, * fems as per annexure B was found (o be ohsolele, * ilems ns per nnnexure C was foumnd
i be unserviceable and items a5 per anncxure D was found to be Scrap due 1o ils normal wear & ftear. The Committee in jis mecting held on recommends {hat:

a)  to circulate the list of surplus jtems among the Lab first and then among CSIR Labs,
b) Disposal to be made by adopting the following mode after following the prescribed procedure,

By gift to Education Institule.

|
2, By transfer to other CSIR Labs,
3, By public auction,
q, By limited tendering
5 Dy press tendering (after clubbing requirement)
IEMBER MEMBER , SPO/Sr. Sro
ime Name
ssignation Designation
\O/Dr. FA COA/AO CHAIRMAN
Name
Designation
itrike out if not npplicable,
Director may kindly approve the recommendations of Standing Disposal Commiitice for the Disposal and also accord approval ta charge off the equipmeny/ instrument hinving
ok value Rs. .
*. 8PO STORES& PURCHASE OFFICER
RECTOR :
5 = 29
1 L
' -t




(Name of Lab)
LOSS STATEMENT FORM

e L LA L LA 11}

Forin no. 5-24

¥

(in duplicate)
il Mo
Dale
L]
ltem with Code Qiy linie Total Cost to be written ofT Remarks
. Certified that the stores in question have been lost/ broken by while

W Certifled that the loss is

list

due to -L_E_..-_ calamily/ fuir wear and tear/ prolonged use. There is no negligence on the part of any individwal for this oss.

Head of the Division

and that the cost there of be written off/ realized Trom

Henee the loss may be writion ofT,

26 K
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SUDHIR KUMAR, 1as COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH
Joint Secretary Anusandhan Bhawan, 2, Rafi Marg, New Delhi-110001
5 :
Head. ISTAD
No. 14-1(01)/2005-S&P 29.03.05
To

All the Directors/Heads of National Laboratories.

¢ Sir,

The Physical Verification of Stores is an essential annual task on the part of each
and every laboratory/institute. For this purpose time and again CSIR (HQ), issued
instructions/guidelines to conduct the 100% verification of stores to ensure that the value
of assets reflected in the Balance Sheet are also physically available.

It has been brought to notice that the laboratories have failed to comply with the
instructions issued in this regard. The CAG in its report on the accounts of CSIR
expressed great concern over this lapse and desired that immediate steps should be taken
to ensure 100% physical verification every year.

With a view to achieve this objective, it has been decided that CSIR(HQ) shall
regularly monitor the progress of 100% physical verification being conducted by the labs
every year.

It is therefore advised that all the laboratories should draw the programme of
carrying out 100% physical verification of stores including field stations etc. each year
by 15" of April. A coby of the office order indicating (a) the names of officials deputed
for the work detailing the sphere of verification assigned (b) the date by which the
officials/teams should submit their report shall also be intimated to the CSIR so as to
reach us not later than 21" April each year. The programme as approved by the
Director/Head of the Laboratory should be strictly adhered to failing which officials will
be held responsible and suitable action may be taken for non compliance,

While conducting the verification, the Stores Verification teams are required to
follow the guidelines/instructions contained in the CSIR Physical Verification Procedure.
The Reports of the Physical Verification teams shall include critical appreciation of the
procedure and method of storekeeping and accounting; upkeep and maintenance of stores



and stock ledgers ete, etc. and should not be merely listing of quantitative discrepancies
detected during the course of verification of stores.

A copy of the final report should be forwarded to the CSIR (HQ) immediately on
receipt from the verification teams, within the deadline set every year. Transmission of
the copies of the final Reports to the CSIR (HQ) need not be delayed on account of
settlement and /or reconciliation of the discrepancies mentioned in the Reports.

Senior-most Stores & Purchase Officer shall be responsible for ensuring proper
maintenance and annual physical verification of stores of their Lab with the help of their

own staff,

I request y{::u to kindly percolate the information to all the concermned officials for
strict compliance.

Yours sincerely,

-

(Sudhir Kumar)
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Council of Scientific & Industrial Research
HIEYUTA Had 2 I ARt a5 eah 110001

Anusandhan Bhawan, 2 Rafi Marg, New Delhi-110001
Tel. Phone No. 011-23470417 & Tele-Fax — 011-23353631
Email:sr.cosp@csir.res.in

F. No. 13-4(10)/2015-16/S&P/Policy Date: 19™ April, 2016.
From:

Ggard giaa(year.)

Joint Secretary (Admin) BY SPEED POST
To,

The Directors of all CSIR Labs./Instts.
Subject: Monitoring formats for Physical Verification and Disposal of Stores.

Sir,

It is informed that the competent authority has desired to monitor the activities
relating to physical verification of stores and disposal of stores of the CSIR Labs./Instts. at CSIR
Hqgrs. and accordingly the relevant formats for submission of the requisite information have been
framed and enclosed at Annexure-I & IIl. Based on the inputs received from the CSIR Labs./Instts.,
DG,CSIR would be apprised of the progress.

It may kindly be noted that the progress on the physical verification is required to be
submitted on monthly basis while the progress on disposal of stores is to be submitted on
quarterly basis and the report from the CSIR Labs./Instts. should reach CSIR Hqrs. latest by the 7th
day of the following month from the date they are due.

It is requested that the contents of this letter may please be brought to the notice of the
concerned functionaries for compliance.

Thanking you,

Yours faithfully,

\3@\@ |
(R.KTRAO)
Sr. Controller of Stores & Purchase
Encl: As above.

Copy to:
(1) PSto DG,CSIR
(2) PStoJS(A), CSIR
(3) PSto FA,CSIR
(4) CoSPs/SPOs of all National Labs./Instts

ANNEXURE |



% Physical Veri

the vear

ANNEXURE -|

(This form contains Part-A & Part-B & should be submitted on Monthly basis)

MName of Lab:

Whether the programme for 100% Physical Verification has been drawn & notified: Yes/No

If Yes, the details of the OM No. & Date:

Whether the PV activities have commenced as per schedule: Yes/No

Part-A

100% Verification of Stores in stock *

Type of Stores / Parameter | Position as on % of PV Finished Remarks
(Date)

Cilass ware

Plastic ware

Chemical

Filter papers

Work Shop

Stationery

Cleaning materials

Electrical

Hardware

Building materials

Noble Metals

Other items

|

Signature of CoSP/SPO with date:

* Note: Please ensure that 100% verification of stores in stock is completed latest by 15" May

of every year.

P.T.O




Part-B

100% Verification of Stores in PIR/DIR/IIR*

100% Verification of PIR,

100% Verification of DIR,

100% Verification of 1R,
If any

Position
a8 on

( Drate)

% of | Remarks

PV
finished

“Position
as on
(Date)

If any
% of | Remarks
PV
finished

Position o5 of | Remarks
as on Py
(Date) finished

Signature of CoSP/SPO with date:

* Note : Please ensure that the reports indicate the progress on monthly
basis and 100% verification of PIR/DIR/IIR is completed by 30" Sep of

every year.




ANNEXURE -1

Report on Disposal of Stores*
(To be submitted on quarterly basis)

Name of the Lab:

Report for the quarter ending:

No.of | No.of | Book Value OM No.& Date for Net Whether Remarks
lots lots Charged off Charge off revenue entries
disposed | pending earned for | updated in
off for the concerned
disposal disposed | stock records
lots (Stock
Ledgers,
PIR/DIR/IR,
USR etc.)

Signature of CoSP/SPO with date

* Note : Please ensure that the disposal activities are initiated and completed at least
twice/thrice every year.



No.

From

To

Fax

Phones : EPABX-23710138, 23710144, 237101 58, 23710468, 23710805, 237

A T SN S qeg
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH

STIHA 9AH, 2, ¥ °E, 9F fEesit. 110 004
Anusandhan Bhawan, 2, Rafi Marg, New Delhi- 110 001

13-4(10)/2015-16/5&P/policy Dated s os2006——

YT WU (5
Joint Secretary (Admn.)

All COSPs/SPOs of CSIR Labs./Instt,

Subject: Monitoring formats for Physical Verification and Disposal of Stores.

Sir(s),

It is informed that the competent authority has desired to monitor the activities relating to
physical verification of stores and disposal of stores of the CSIR Labs./Instts. at CSIR Hgrs. and
accordingly the relevant formats for submission of the requisite information have been framed and
hoisted on CSIR website vide our letter no. even dated 19" April 2016. Based on the inputs received
from the CSIR Labs./Instt. DG, CSIR would be aparised of the progress.

It is however, regretted to inform you that the rquisit information has not been received
from majority of the CSIR Labs/ Instt.

All COSPs/SPOs of CSIR Labs who have not submitted the requisite information till date are
requested to kindly furnish the same immediately and also ensure submission of the information
timely in future.

Thanking you.

Yours faithfully
k]
[Vinay Kumar)
Stores & Purchase Officer

11251, 23714238, 23714249, 23714769, 23715304
91-11-23714788 Gram : CONSEARCH, NEW DELHI Website - http://www.csir res in
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e Anusaadiian Bhavan, 2. Rall Marg, New Deihi-110 601
o, W PO8-RET . Dated dth April, 2001
i .

Tiie DireotorsHeads of all the Mational Labs/lnsns.

Sub: Delegation of Powers to the Heads of Depurrments i.e. DirectorsiHeads of
Plational LabeTugies. of CSIR.

118

| drn dirested 10 state that in pursuancs of ihe deliberations i the Direstors’
Canfevence. the Director General, CSIR had constiostsd 2 commines 1o congider the
simpitficauan af Rutes inciuding Delezation of Powers 1o the Direciors/Heads or the
wanonm Labwinsns of CSIR.  The pan recommendations made by the Commmines
wirth regam o Delsganon DI'P‘DM\ETS were placed before the Goverming Body of CSIR
for s consioetion &t i 150 messing heid on 13.2.2001, The Govemning Sody
congigered W= manes and approved Delsgauon of Powers w the DirectorsHend of
nanonal Laporiones as given the Annexure-|

The Directors/Heans of the Manonal Laps may pow exercise diese powers,

{1 18 reaussied thai the Deleganon of Powers. as approved by the Goveming
Sodv, may sindly be brought to the noues of all concsmed in wour LabJInst. far
thasr miormanon. guidancs and Necsssary acIon,

It may also kmdiv be noted that the dzlcpﬂ.un of powers cannat be deleyul=d
mrtnes dovwm e jine

Yours fanhiuliy,
f oy
I,

{Amar Singh)
D, Secrerany
Encl As zpove '
Cooy & ]
I All Dyvisianal/Secnonal Heads ar CSTR Hars.
% SriFinoncs & Accounts DiTicers of all the Labs.Insas.
1Al Depury Sseretanesinder Secretanes,
1 PRS0 DG, CSIR
S PSS {Admin}
d  Paoto Finaoseial Advisor, CEIR
7 D5.CSIR Complet.

J 1

i h:mm CERBX - 3710198, AT10184, ITI015E, T0480, ITI0008, I71251, JTI4238, 3714249, 3714785, I 0003
Fux 1 81- 113714708 Gimm 7 CONSEARGH Mew Dadhl E-mall : cairhg@sirnotd.ernel.ln
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Approved by (e Governing Body ol CSIR atlls 150
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i
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distance nm and langlh ol vse

Tal Wisiling  ofl iirecoverabile
losses ol stoes or ol pliic
mangy  qof_ie o el __or
nagliyence,

oy Writing off inecovernble:
lozses ol slores nr ol puliic
imomey i cases ulhar i ol
{a}above.

Wiiling of Tosses of mevenue o
Anecoverahlie lesmrns aml
advances.

Enisling
T

P IR

ei grawe

Err] Ity
Rs, 10, DINK-

Lije In
fis.2, TWaly-

Liga 1y
s 2, (HIY-

'.Wh:g ofl obsolete, suiplus

ard unserviceabla slores

[

1]

Trant ol Sludy feave [wilhin
Imifia) as per CCS {Leave)
Rules, 1972

Irehifing Speclal Rigpals

pha
g 10, O0Uf-
lth gach case

Iis. G lalkh

o power

T

Exieni of power
lalegatod

Full powm

Full power

Upio
fs.20, 00T

Lip o
s, 10, o

Unto
Mts.5, HOO!-

[Tenms and condlitions, ifany.

AmmEare = j.

e Diveclors/l leads ol Malinnal Labs./lustls. A
" meeling held on 15.2.2001

¥

For exerclising (e delegaled power. =
E

{A] Subjaci in ie prescribed condiliony
and il he conderminedt vehiclo will be
disposed oll within- a period ol ﬂ1m§
monthie alter Iollowing e prescri u‘

riocedtn e, !
NOS—
iy “Bubjiel “i6 ha condemnation] of|
vahlcle by oie of the prescribed authorily;
anel vehicle having Leen disposed ofl ki,
pcordanca wilh the  prescribed’
procedure, S

Eulact 16 vsual terms B conditions o
tha recommendalion of 8 | commilles]
wihich will invostigate and cerlily thal loss’
was nol ceused due lo thell or
negligence, ,

Adiar Toliowing the mesaibed procedure
and CSIIGO! instructions Issued from
fivee 1o fime, ¢

Aler Toliowing The prascribed procedure
and CSIRIGO nstruclions issued from
thuie b Ve

= - ‘_ 7

lpio
w50, 0O0- .

Alier Tollowing Wie prescribed proceduie |
and CSIRIGON Instructions lssued from:
Ui o time,

L o

e

s, 10 Lalil willy
tha approval of

Miar Toliowing ha prascibed procedurs
and CSIVGO! Instructions fssued from
T B Hime,

Fuil power

ipie
s 10 Lakl

Subjecl fo [ulfliment of lerms ard
condillons laid down In CCS (leawa)
Rules, 1972 as amendad [rom lima
lime and CSIR  Insinuctions: an ihe
sullect  with e concumence  of
ST EAD of the Latyinatl,

Subject 1o terms and condilions specilii
o GSIR - OMMNo,  2(1)-B4-Flnanci
Dalad30.9. 1984 subject 1o the condHlon:
a) Preliminary aslimales are
cerfified as comrect by lhm
concemed Divislon/Engg. Unit af
tha Lab. i g B
Praposal 13! concurred | i By
Sr.FSAQIFRAD of the Lab, T
Budgel allocation ls provided aini.
communlcated by CSIR Hers,
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