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महोिय / महोिय/ 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. 
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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 Hqrs 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 Hqrs., 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 
Hqrs. 

 
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 Hqrs 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 ₹ 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 may be 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 Hqrs with the recommendations of SDC. The 
committee should issue a certificate of having destroyed such items. (Rule 
218(iv) of GFR 2017). 

 
05. Sale of hazardous waste items would be governed by the following procedures in 

addition to guidelines/notifications issued by the Central Pollution Control 
Board (CPCB)/Ministry of Environment and Forests (MoF) from time to time . 

 
(a) 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 registration 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 
from the sale. 
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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):  
 

 Preparation of bidding documents; 

 Invitation of tender for the  goods to be sold/disposed; 

 Opening of bids; 

 Analysis and evaluation of bids received; 

 Selection of the highest responsive bidder; 

 Collection of sale value from the selected bidder; 

 Issue of sale release order to the selected bidder; 

 Release of the sold  goods to the selected bidder; and 

 Return of bid security to the unsuccessful bidders; 

 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: 

 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; 
 

 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, as relevant, should be clearly stated in the 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; 
 

 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 the defaulter; 
 

 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 Hqrs. 
 

 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 
submit a 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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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’s receipt. 

 
10.10. Disposal through auction (Rule 220 of GFR 2017) 
 
01. The Seller may undertake auction of goods to be disposed of either 

directly or through approved auctioneers; 
 
02. 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; 

 
03. 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 the assembled bidders; 

 
04. 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; 

 
05. The composition of the auction team will be decided by the Director of 

the Lab/Instt or JS (A) in CSIR Hqrs. The team should preferably include 
an officer of the internal finance wing of the Department and a 
representative of Security Officer. 

 
10.11  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 Hqrs. 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; 
ii)      Representative of Finance; 

 Representative of the Security Officer ; and 

 Representative of the purchaser, if he wishes to be 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 pass issued 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 Hqrs. 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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Tjpe of vehicles 

( . ) ' 1 , �lea•-;y commercial Motor 
Vehicles 

Kilometre':::; 

LJ., 00, 000 

( i i ) MD t O I' V eh i C 1 es f i t t e d 1.1) i th 
engines upto 20 hp.(RAC) 2,00,000 

Ciii)Motor Cycles fitted with 
Engines of 3.5 hp (RAC) 
CJ!' atlOVf"' 

(iv) Motor Cycles fitted
with engines of less
than 3.5 hp (RAC)

1,20,000 

1,20,000 

Years 

10 

8 

7 

6 

(v) Th� life of a Tractor shall b� taken as 10,000
hours or ten years, whichever is reached later.

3. A certificate from one of the follo�ing
Authorities to the effect that·the vehicle is not fit
for any further economical use has to be obtained and 
sent al□ngwith the proposal for condemnation:-

( . ) 1 , An Electrical & Mechanical Workshop of 
Natinnal Airport Authority; 

the 

(ii)_ The Workshop of State Road Transport Corporation; 
i·J·'· 

-{iii) At locations where Workshops mentioned at (i) and 
(ii) 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 th� vehicle for
condemnation should accompany the proposal.

I� may kindly be ensured that till approval of the 
competent authority is conveyed, no vehicle shbuld be 
disposed off and order pla�ed for new vehicle, even if 
Budget provision exists. 

� With a view to have a consolidated information 
about the vehicle$ owned by various Lab./Instt., 
follrn,,ing information may kindly be furnished urgently 
So as to reach this Office by 15.6.97. •-

















� ·tfrlit,&i H 
Financial Adviser 

To 

Phone: 23711255 

Fax:23711117 

��lf.qq; � �filf11i:h at-jtilaH qfi�\ 
� "1<R, 2 m � � i,rrt, "n �. 110 001 

Council of Scientific & Industrial Research 
Anusandhan Bhavan, Rafi Ahmed Kidwai Marg, New Delhi -110 001 

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

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 withi.n 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 15th 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 FAQ of the 
transferee laboratory should also send a copy of the C _ Voucher to the F AO of the 
transferring laboratory and the undersigned. 

No C _ Voucher under the head assets transferred out or assets transferred ir 
shall be entered in the month of March, 2006. The laboratories are requested to earl) 
out- reconciliation of inter-laboratory transaction. among each other in the month o· 
March so as to ensure that value of assets transferred out m·atches with the value o 
assets transferred in durin.g the year. Therefore, there should not be any transfer o 
asset after 15th February. 









Phone: 3710500 

Fax: 3710500 

To: -�d of all National Labs./lnstts. 
No.1 (1 )/Acctt/2000-2001 Date:61h September, 2000 

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

i. On concl.usi6n-of alf externally funded projects a formal consent from the sponsoringbody for gifting the asset to the Laboratory is required to be obtained. After gettingthe consent of the sponsoring body, the assets are taken in the regular storesLedger and accounted for in the Balance Sheet under the relevant assets heads onasset 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 valueshown in the Balance Sheet treating such asset as "deemed to have been gifted bythe 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. 

(\ g_;0' 

J"�'I'-
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 immediately after the closure / o�):he project for chich �edure as indicated below may be followed:- " 
I)._� '" ,, '�Q J ;l ( -;; \ J;:�z� � ._; � 

,r\,-,-''<;,� / , nM�0,./f� Co.A \) _ � � \--
W\ <; J;-A-o \ s: \ o 

[/2 I) \ �







I 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 losses that are generally found in our Laboratories 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 fall 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 leak�ge, 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 Director of the lab/lnstt. 

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 __t\ppx.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 or full as the case may be,, or other form of 

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

responsibility 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. 
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Council of Scientific & Industrial Research

� lijqi:f 2 tt8t��� 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: 19th April, 2016. 
From: 
,fi �chi �(lJ�TT.) 
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 

Hqrs. and accordingly the relevant formats for submission of the requisite information have been 

framed and enclosed at Annexure-I & II. 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, 

Encl: As above. 

Copy to: 
(1) PS to DG,CSIR
(2) PS to JS(A), CSIR
(3) PS to F A,CSIR
(4) CoSPs/SPOs of all National Labs./Instts

Yours faithfully, 

� 
(R.�

Sr. Controller of Stores & Purchase 

ANNEXURE I 



ANNEXURE -I 

100% Physical Verification Report for the year 

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

Name 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 

(Date) 

% of PV Finished Remarks 

Glass 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 th  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, 

If any 

100% Verification of IIR, 
If any 

Position 

as on 
(Date) 

% 	of 
PV 

finished 

Remarks Position 

as on 
(Date) 

% 	of 

PV 

finished 

Remarks Position 

as on 

(Date) 

% 	of 

PV 
finished 

Remarks 

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 th  Sep of 

every year. 



ANNEXURE -II 

Report on Disposal of Stores*  

go 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 
disposal 

the 
disposed 

lots 

concerned 
stock records 

(Stock 
Ledgers, 

PIR/DIR/IIR, 
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. 



3TVf4r9-  EftErs, 
COUNCIL OF SCIENTIFIC & INDUSTRIAL RESEARCH 

2, Tttr  	 .110 001 
Anusandhan Bhawan, 2, Rafi Marg, New Delhi- 110 001 

No  	 • 

From 
13-4(10)/2015-16/S&P/policy 

#1-4ff  ti 	 (APTRIff) 

Joint Secretary (Admn.) 

To 	All COSPs/SPOs of CSIR Labs./Instt. 

Dated 	  

ls.u5.2016 

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 Hqrs. 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 th  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 

(Vinay Kumar) 

Stores & Purchase Officer 

Phones : EPABX-23710138, 23710144, 23710158, 23710468, 23710805, 23711251, 23714238, 23714249, 23714769, 23715303 
Fax: 91-11-23714788 	 Gram  : CONSEARCH,  NEW DELHI 	Website : http://www.csirres.in  








