9.	Special Procurements

9.1 		Procurement of Commodities
a) Prices of commodities, such as grain, animal feed, cooking oil, fuel, and fertilizers fluctuate, depending upon the demand and supply at any particular time;
b) Procurement often involves multiple awards for partial quantities to assure continuity of supply and multiple purchases over a period of time to take advantage of favorable market conditions;
c) A list of prequalified bidders may be drawn up to whom periodic invitations are issued;
d) Bidders may be invited to quote prices linked to the market price at the time of or prior to the shipments;
e) Bid validities shall be as short as possible;
f) A single currency, in which the commodity is usually priced in the market, may be used for bidding and payment. The currency shall be specified in the bidding document;
g) Bidding documents may permit electronic, telexed or faxed bids, if there is no requirement for bid security, or if standing bid securities valid over a specified period of time have been submitted by the prequalified bidders;
h) Standard contract conditions and forms consistent with market practices shall be used.





9.2   Procurement of Spare Parts
a) When new equipment or machinery is procured and installed, the purchasing of spares and components other than the original manufacture or supplier should be made in accordance with the agreement or policy;
b) The CSO may purchase spare parts from the original manufacturer of equipment, or their authorized local agents or independent manufacturers of spare parts, or spare part dealers;
c) If the equipment is not within the warranty period and PE wishes to use genuine parts as a measure of costs reduction it may be used with a recommendation of a technical expert or a committee;
d) However, the spare parts should be new and unused.
9.3 	Repairs and Maintenance
a) When procure plants, equipment, machines and appliances, maintenance agreement should also request for a certain period of time depending on the nature and criticality of such equipment as the standard practice;
b) Repairs and maintenance of such equipment shall be entrusted to the agents or the original supplier of the concerned item;
c) If the rates quoted by the Agents or original Suppliers are excessive or they are not interested in quoting, competitive quotations may be invited from registered Suppliers, Service Providers or other sources. However, approval should be obtained from the authorized officers whenever deviate from the standard practice;  
d) The payments for repairs and maintenance should be made only after obtaining a certificate from the users of such equipment that the repairs or services have been carried out satisfactorily;
e) All offices and divisions shall maintain records for periodic maintenance and repairs.
9.4 	Repairs to Motor Vehicles and Equipment
a) Repairs to motor vehicles and other equipment may be carried out through the local accredited agents of the manufacturer provided the ED is satisfied that the quotation is reasonable, having taken into account the economy of the repair cost, the age and condition of the vehicles.  ED may delegate the authority. However, the concurrence of the ED should be obtained for repairs exceeding the cost of                Rs.100,000/-.
9.5 	Periodicals and Publications
a)	Periodicals and publications may be purchased directly from the publishers or from their agents and if there is any discount it should be so stated in the advice.
9.6 	Purchasing of Fuel
a) 	Requirements of fuel may be purchased from depot/s closer to the CSO’s offices.
9.7 Information Systems
a) Large information technology and systems contracts are among the most challenging to procure because: 
i. their technical content is diverse and difficult to define; 
ii. they are highly affected by changing business objectives, organizational politics, and institutional capacity of the end-user;
iii. they are subject to rapid technological change over the project life-cycle; and 
iv. they entail mixtures of professional engineering services and supply of diverse hard and soft technologies
b)	Two key features distinguish supply & installation of IT systems from goods procurements namely, increased supplier’s risk and complex service requirements. Together these two features increase significantly the complexity and risk of the procurement and require different evaluation and contracting terms. Thus, specialized bidding documents shall be used in procuring complex IT systems.

E-Procurement

a) Procurement Entities, if they so wish may carry out following Procurement activities electronically 
i. In addition to the general advertising process, publish Procurement Invitations on  Web site;
ii. The bidders/consultants will be allowed to inspect pre-qualification (PQ) applications and bidding documents, electronically or otherwise, according to their preference;
iii. The bidders may be allowed to obtain clarifications through electronic media;
iv. Electronic submission of bids will not be allowed.






10.	 Contract Administration 

10.1 	Definition 
The term ‘contract management’ is often used to describe the “contract administration” phase. But contract management is commonly used to describe the entire contract process

a) 	The Objective 
The broader objective of contract management is to successfully complete the procurement of a particular works, goods or service by assuring the CSO receives the required services, goods or works on time, in the right quantity, of the right quality, and the contractor is properly compensated. 
b) Typical Contract Administration Issues includes but not limited to: 
· Wrong or unsatisfactory product is delivered; 
· Delay in delivery or completion; 
· Dispute over definition of acceptance; 
· Change orders; 
· Personality conflicts between the contractor and the agency representatives; 
· Limited or no replacement sources of supply; 
· Poor performance; 
· High risk of failure; 
· Use of subcontracts; 
· High costs.

b) To achieve of this objective requires, both parties to agree to perform according to specific obligations: 

i. To ensure both parties fulfill their obligations, the parties should form a contract; 

ii. After the contract is signed, both parties should refer to the contract for direction on how to handle foreseen and unforeseen issues, conditions and problems that arises during the course of contract performance. 

c) To effectively manage a contract the procurement unit of the CSO should anticipate which of these contract administration problems will most likely be encountered and then develop specifications, contract clauses and a contract-monitoring plan to avoid or manage the problems. 

d) The CSO will be responsible for ensuring that the work, supply or service is properly supervised and assessed for the purpose of making interim and final payments. The quality of the Goods, Works or Services should be checked independently before acceptance. Particular attention should be paid to claims arising from disputes and differences during implementation






10.2 Contract Administration Plan (CAP) 
a)  The plan should focus on who, when, where and how to administer the contract; 
c)	Ideally, the CAP should be a product of an integrated product team responsible for the monitoring and surveillance of contract performance; 
d) 	This team must include the contracting representatives and any key representatives of technical and other functional areas that have a key stake in the outcome of contract performance; 
e) 	Typical team functions represented may include financial, logistical and engineering disciplines; 
f) 	The CAP is the baseline document that governs the contract administration phase, and it should be reviewed and approved by the members of the team. A copy should be provided to the contractor which is the clear communication of targeted goals and objectives; 
g)  The CAP emphasizes the process, output and outcome; 
h)  Questions such as what, when, who and how are useful for framing and    critically examining the type of information included in the plan; 
i) 	Supplier/Contractor is responsible for the process, but an awareness of process by CSO officials is important as it can provide important information regarding quality, scheduling & costs of performance; 
j) 	CSO may not be particularly concerned with the “process”, which supplier uses to achieve contract goals but emphasize on achievement of outputs and outcome; 
k) 	CAP share a common framework. However, inclusion of each topic area within the CAP should be a matter of need rather than one of
10.3 Typical Components of CAP
a) Description - All plans should include an introductory statement that briefly describes the scope of the requirement. 
b) Roles and Responsibilities - List of personnel responsible for specific aspects of contract performance and administration is a critical component of the plan: 
i. The roles can include specially named personnel. 
E.g. Mr ‘x’ may be the quality assurance representative is responsible for the quality of the software program being developed, tested and installed on the computer within the CSO. Any validation requirements that are stated in the contract should be included in the CAP. Relevant details about testing should be addressed. E.g. type, evaluation criteria, place, and testing responsibilities etc.
ii. Inspection and Acceptance - Inspection and acceptance criteria addressed in the contract should be briefly included in the CAP or attachments to the plan; 
iii. Warranty Provisions- A brief statement regarding the type and length of warranty provisions should be included in the plan.
iv. Personnel Requirements - The inclusion of personnel requirements (level of education, expertise and other demonstration of qualifications should be stated in the CAP. 
10.4 Performance Assessment Plan (PAP) 
a) PAP is key to successful contract administration. The PAP is particularly useful for “Performance-based Contract.” Performance-based contracts focus on output and outcome and leave process to the contractor. 
b) The PAP is based upon the technical requirements and other relevant terms and conditions to the contract
c) The PAP outlines the proposed actions that will be used to evaluate contract performance. PAP is only valuable if it is adopted and implemented. The PAP should be included within the solicitation documents. So that suppliers understand the standard against which they will be evaluated;
10.5 Surveillance Techniques 
a) An important component of the PAP is the method and level of surveillance that will be utilized during contract performance to ensure compliance with the standards; 
b) If the CAP and the PAP are contained in a single document, the surveillance techniques are a component of the PAP; 
c) The CSO has broad-reaching rights with respect to inspection of services and supplies. These rights are bound by the obligation not to delay or disrupt work while inspection takes place; As a practical matter, the CSO reserves such rights but conducts surveillance in a manner consistence with the level it determines necessary to ensure compliance with contract performance standards; 
d) The purpose of the Surveillance Plan is to develop and adopt a framework for effectively and efficiently conducting systematic surveillance of services; 
e) The Surveillance Plan provides for the monitoring and evaluation of all contract requirements. Monitoring is accomplished through a combination of methods 
10.6 Monitoring Methods 
a) Sampling- written procedures should detail what will be checked, the acceptable quality level, lot size, level of surveillance, sample size, sampling selection procedure ( random etc. ), performance criteria, the evaluation procedure and the analysis of the results; 
b) Check List- checklist are useful methods of ensuring that those responsible for occasional surveillance do not lose sight of specific responsibilities; 
c) Performance Requirement Summary List – Which identify all contractual activity that is to be monitored and recorded. This list includes, the tasks, method of surveillance, standards, acceptable quality level and opportunities etc.; 
d) Other Information – Contracts may contain unique terms and conditions which warrant mention as part of surveillance activity. Such terms and condition may relate to quality assurance clauses, inspection and acceptance clauses or payment provisions tied to performance standards

11.	Stores (Inventory) Management
11.1 	Objective
a) 	The purpose is to establish rules and procedures pertaining to stores management. These procedures shall be applied in all stores in the main office, regional office and project office of the CSO.
11.2 Definition

a) “Stores” or” Inventory” 
Means any article required in carrying out the services of the CSO. The term includes plant, machinery, equipment, fittings, stationary, computer equipment, furniture etc. but does not include buildings, land, trees etc.

b) Store Keeper or Stores Manager

An Officer who is in charge with task relating to the receipt, custody or issue of stores, who is empowered to supervise the stores functions of the CSO. 

11.3 	Duties and Responsibilities of Stores Keeper / Managers 
a)  Responsibilities of Store Keeper or Stores Managers shall comprise of:
i. He/she is responsible for all transactions of the stores such as receipt, issues, storage, stock control and maintain proper store records, main (master)  inventory books, and a data base of stores;
ii. the acceptance of stores into personal custody, acknowledging them and accounting for them at all times;
iii. proper custody of stores, keeping them in good condition and methodically arranged so as to admit of easy location and verification at any time;
iv. issue and disposal of stores under proper authority;
v. recoupment of stores in accordance with authorized procedures;
vi. maintenance of records, registers or accounts, for all receipts, issues, and disposal of stores in the required manner, supported by appropriate documents;
vii. maintenance of distribution list with proper acknowledgements, for stores assigned under authority to particular officers, regional and project office or units for their official use or temporary custody;
viii. making issues only to persons whose identity has been established;
ix. making available for verification at any time, the physical balance of stores in hand;
x. reporting to the appropriate authority  Finance Manager or Admin Service Manager appropriately  

11.4 	Stores (Inventory) Records
a) 	The main stores and all departments, divisions, sections and project office  should maintain proper books and records pertaining to all stores items in the CSO:
	Issue Order Book
	When articles are issued out of the inventory, an Issue Order should be prepared in original and duplicate by the Store Keeper. The original must be forwarded to the officer to whom the issue is made, along with the article. The duplicate should be retained by the Store Keeper. 

	When the Receipt Order (RO) from the recipient is received, it must be matched with the Issue Order and filed for record. 
Receipt Order Book
When articles are issued from another officer or institution having a separate inventory, RO in original and duplicate should be prepared by the Store Keeper. The original should be forwarded to the officer who is issued the article and the duplicate should be retained in the office with cross –reference.
Balancing of Inventory Books
At the end of each financial year, the inventory books should be balanced in the following manner:

· The receipts and issues relating to each item should be totaled. A line should be drawn across the Inventory Book;
· The difference between the total receipts and the total issues should be entered below the line and under the respective item of stores on the issue side;
· The balance carried forward thus will be the balance in hand at the end of the financial year.

Register of Consumable Stores
Register of Consumable Stores should be maintained in the CSO under an officer to whom the subject of distribution of consumable is assigned. All receipts of consumable items to be taken into the register. Requests for drawings should be on the form of approval by a staff officer and issues should be recorded in the register and balance at least once a month. The staff officer in charge should periodically inspect this register.

Bin Cards
		Bin Card is a record of receipts, issues and balances available with the physical stock of an article itself. It is done by a “Bin Card” to the bin or racks containing the article, using a separate card for each item in the stock. These are simple cards giving the code number, description of the item, the unit of issue, the quantity received and issued and the balance remaining in the bin.

Computer Accessories Register 
A separate Register (CR book) to be maintained for computer accessories in the Bank in the same manner of the Inventory Register. 

11.5 	Handing over and Taking Over of Stores
	Handing Over
	A storekeeper or any other officer entrusted with custody of stores or any other property goes on transfer to another post or goes on long leave, should hand over to his successor or any other officer delegated for the purpose, all property for which he is responsible, and obtain an acknowledgement for the items handed over in duplicate. The original duly counter signed by the out-going officer should be forwarded to the ED or his delegated officer.
	Taking Over
	The incoming officer will check the inventory balances as appearing in the Inventory or Stock Book, with the physical stock in the presence of the officer who is reliving. Any discrepancies observed should be reported to the ED or his delegated officer. The Inventory books must be balanced by the out-going officer and signed by the incoming officer. The officer thereafter be responsible for the stores he has taken charge.

11.6  	Storage 
Store house have to be built sufficiently strong of constructions, doors provided should be restricted to the minimum, and fitted with adequate locks. All keys of the store house should be numbered and registered. There should be written instructions nominating the persons responsible for them. The keys of the stores should be deposited in a locked key safe. The number of duplicate keys should be restricted and a senior officer should hold them in safe custody. The storekeeper is responsible to stores the items for easy access and prevent from deterioration. 
11.7 	Stock Controls
a) 	Stock control is a process of determining the quantities of inventory items which need to be stocked and the regulation of receipts and issues of stores;
b) 	The stock control is the responsibility of the Stores Manager/Sotoe Keeper;
c)	The extent of stock and the stock holding of the CSO should depend on the operational needs, lead time to obtain the items, availability of budgets and the cost of storage;
c) The Stores Manager/Store Keeper should categorize all stores items into A, B and C. The category A items (vital few) should pay more attention in stock control which represents high usage value from the financial point of view. Category B is the medium usage value and the Category C is the low usage value;  

d) The Stores Manager/Store Keeper should prepare and submit a computer generated monthly report before 10th the following month  to the ED or his delegated authority, the following  information pertaining to category A items of the Main Stores of the CSO:

i. Maximum and Minimum Stock Levels
ii. Re-order Levels
iii. Economic Order Quantities
iv. Lead time for such critical items
v. Price changes
vi. New Items
vii. Dead stocks ( items with no movements)
viii. Surpluses and deficiencies

e) The Stores Manager/Store Keeper in turn sends this information to the Officer in charge of Procurement Unit of the CSO.

f) In case of regions and project office, the requests shall send to the respective regional office, or project office of their quarterly requirements of inventory items. These reports must send to the respective regional head one month prior to the beginning of   the coming quarter.  The regional heads shall consolidate such requests and send them to the Procurement Unit. 

g) Once the requested inventory items are received, the Head of Administration Service Unit shall inform to all regional and project office to collect such requested items noted in the Issue Register maintained at the regional office. This register should include: date, items and quantity requested, value, date of issue, signature of recipient and remarks, if any.

11.8	Method of Pricing of Issues
a) 	All issues must be based on First in First out (FIFO) method.

11.9	 Stores Verification
11.9.1   Surprise Verification 
a) In Addition to the annual Board of Survey, the ED or  the  local  head  or  officer-in-charge  of  a  divisional, or  branch  office  of  the  CSO  must,  at  irregular  intervals,  but  not less than once in three months, make test checks of the Inventory Book with the inventory  vouchers,  and  must  verify  a  few  of  the  articles  actually  in  stock  with the  book  balances;  

b) This surprise verification should be done without prior notice at random intervals by a committee of two members or  more appointed by  the management to safeguard against errors, theft and fraud of the stores particularly for  high value (Category A ) items and the report should be forwarded to the ED;





11.9.2   Annual Verification

a) A Board of  Survey should be appointed by 15th December of each financial year by the ED for the verification of inventory items and to report unserviceable items held in the bank;

b) The  Board  should  Consist  of  Two  Responsible Officers other  than,  and  not  immediately  subordinate  to,  the  officer  or  officers directly in charge of the store.  One  of  whom  is  acquainted  with the type  of  technical    stores,  if  any, verified; 

11.9.3 Functions of the Board of Survey 
a)  The Stores Officer should provide the Board with a certificate to the effect that the arithmetical accuracy of the balancing, from the last certified verification or handing over, been checked and found to be correct;  

b)  The  board  must  ascertain that  the  balance  in  hand  at  the  last  Annual  Board of Survey is duly signed as correct;

c)  They must then check every article with the balance shown in the Inventory Book  as at the date of verification and enter any difference found 
d)  A Board of Survey may be required to verify inventory items of the stores and report   on unserviceable items 
e)  A copy of the Board of Survey should be sent to the ED. 
f)  ED should thereafter obtain the explanations of the officer or officers responsible  for the differences, if any;
g)   The ED being the  Accounting Officer shall deal with any  discrepancies, shortages and  losses,  and  grant  authority for  adjustments  and  write  offs  or report to the BOD in  appropriate  cases;

11.10 	Unserviceable Articles 
a) 	A Board of Survey charged with the task of surveying unserviceable stores should not recommend their sale or destruction unless they are satisfied that the articles are not of use to other divisions or project office of the CSO; 
b) 	Where necessary, inquires in this connection should be made in advance by the CSO for the information of the Board so appointed;  
c)	The Board should forward its recommendations to the ED;  

11.11 	Disposal of Condemned Articles 
a) 	Furniture, equipment, machines, vehicles and stationary etc. which are considered as obsolete, redundant or beyond economic repairs or any other items so recommended by the Board of Survey shall be disposed; 
b) 	The following rules must be observed in connection with the sale and destruction of unserviceable articles:- 
i. Appoint a Committee (Tender Board) by the ED.  A member of the Board of Survey must be present at the sale and at the authorized destruction of article;
ii. Define tradable items and non-tradable items;
iii. Reasonable publicity must be given to the notice of sale of tradable items when appropriate;
iv. Take valuation report from the Valuation Committee for tradable items;
c) If the items are to be disposed of by public auction, an auctioneer should be selected by calling CVs 

d) Take justification and necessary recommendations to destroy non –tradable items and Take necessary actions to destroy non –tradable items under the supervision of the committee;
11.12     Actions to be taken for the Disposable Items
a) Take necessary actions to sell tradable items as follows:

· The sale of stores , whether unserviceable or not to CSO  Officers except on auction sale  or at rates fixed for sale to the public, requires the approval from the ED;
· A Tender Board may be appointed by the ED to dispose articles;
· All  articles sold or destroyed written –off the Inventory Book and  Stores Records;

11.13	Losses 
a) The basic rules relating to responsibility for losses are should be followed in damage or loss to CSO Assets;

b) Losses include:-
i. Physical loss   of   CSO’s   property,   including   money,   stamps, stores, livestock, crops, plants, tickets, etc. 
ii. loss  of  or  damage  to  property  of  monetary  value,  is held in its custody; 
iii. Expenditure    by    way    of    payment    of    damages    due    to  neglect,  carelessness, delay, or omission on the part of CSO’s  officers; 
iv. Over-payments,   irregular   or   incorrect   payments   and   payments   to  incorrect parties; 

11.14      Inquiry and Fixing of Responsibility 
i. As soon as a loss or damage  occurs,  inquiries  should  be  instituted  to  ascertain  the  extent  and  causes  of  the  loss, and to fix responsibility;
ii. In  the  case  of  a  loss  or  damage  assessed  at  Rs. 200,000 and over,  preliminary inquiries   should   be   commenced   immediately;
iii. Losses should be reported to the BOD/Council;  

11.14.1 	The following losses need not be reported if no fraud, negligence or other fault is involved:- 
i. losses  of  consumable  stores  not  exceeding  Rs.5000  in  value,  and no  write-off is involved;
ii. Losses not exceeding Rs.5000 in value and full recovery are made. (This  includes  losses  causes  by  overpayments  or  incorrect  payments  provided for  on  vouchers,  pay sheets,  travelling  claims),
11.14.2 Preliminary Report

i. The Preliminary Report  should be sent  to the ED immediately,  if  a  delay  of  more  than  seven  days  is  envisaged  for making   a   full   report. 
ii. Matters Disclose in Preliminary Report:  
· As the nature and extent (quantity and / or value) of the loss, 
· the cause, Place, Date
· the name and designation of  the  officer  involved, 
· and  the  type  of  investigation  which  is  being  conducted. 
· Adequate arrangements   should also be made regarding the security of the books, records, etc., involved. 

11.14.3 The  Full  Report
a) 	After  inquiry,  the  Full  Report  should  be  submitted  within  three  months  from  the  date  of  loss  (or  its  discovery).  It should state, where applicable- 
i. total original cost of the property or value of cash, stamps, etc. lost; 
ii. approximate or estimated value of property at time of loss; 
iii. replacement value, or cost of repairs to the article; 
iv. quantity, if applicable, the number of items (or categories and number  in each category), 
v. Causes which led to the loss;
vi. Name and designation of the officer or officers directly or indirectly  responsible for the loss; 
vii. Whether fraud, negligence, delay, omission, or other fault is involved; 
viii. Recommendation  regarding  recovery  of  the  loss  and  whether  any  disciplinary action is proposed; 
ix. Whether the loss was the subject of a Court case and if so, the result; 
x. Whether  the  loss  was  covered  by  insurance  or  guarantee  and  if  so,  what the recoverable amount was; 
xi. Steps, if any, taken or proposed to be taken to prevent similar losses in future. 

11.14.4 	Accounting  procedure  for  a  loss  of  cash,  tickets,  stamps  etc. 
a) In the case of a loss of money, tickets, stamps, etc., due to a shortage, misappropriation or   other   cause, the   amount should   be   made   good   immediately. Where immediate recovery  from  the  officer  responsible  is  not  possible, such  a  loss  should be made good by obtaining an advance from the Head Office;
b) When  the  loss  is  subsequently  recovered,  it  should  be  credited  to  the Head Office;
c) When  any  part  of  the  loss  is  un-recovered, an  equivalent  amount  should be credited to the Head Office  Advance Account,   after the order of write - off and /or waiver has been obtained;





11.14.5 	Order of Write-Off  
a)	In these Regulations the term "Order of Write Off" is used to indicate the final order relating to losses;
b)	It is made only after all the   preliminaries   have   been   completed,   including   the   determination   of   the recoveries to be made from all sources (surcharge, insurance, security, etc.);
c)	Reference to the order of Write-off should be made in the inventory, etc, when an entry therein is struck off;
e)	The CSO should maintain a registers to record losses. This shall includes
i.	 Dates of Loss
ii.	Particulars
iii. Original cost (if available) 
iv. Approximate Value at time of  loss
v. Replacement Value (or cost of  repairs)
vi.  Maximum recoverable 
vii. Amount determined for recovery
viii. Reference to Bank papers 
ix. Date of final Recovery 
x. Authority     for write-off
xi. Date of  write-off     
a) The should prepare for each financial year statements relating to losses.  

b) Surcharges 
Recovery in monthly installments may be authorized as follows:- 
i.	not exceeding 12 installments - by the ED
ii.	Exceeding 60 installments - by BOD.
iii.	In these instances, it must be ensured     that recovery     does not     extend beyond the optional date of retirement of the officer concerned. 
11.15 	Data Base
[bookmark: _GoBack]a) 	CSO should maintain a computerized data base pertaining to Stores Management.
