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GUYANf:; 

Cit at i C<Y"t. 

I Y"tter­
pret at i CtY"t. 

----------------~ 

No. 

HEGUUH IONS 

THE FINANCIAL ADMINISTRATION AND AUDIT 

(Cap. 73:0.l) 

IN ~XLRCISE Of THE POWERS CUNF 

i"1INis·rEf< BY SECl"IUN ::i 0. 

ADMINISTRATION AND AUDIT AC 

THE FOLLOWING REGULATIONS: -

1. These Regulations may 

Stores Regulations 1993. 

2. ( 1 ) In these Regulations 

(a) "coY"tsurnable st1 

s t m-~es which 

as expeY"td 

i Y"tC 1 Ud i Y"tQ S 

other office 

aY"td spare pa 

of· which 

1 
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' 'll 

(b) "Forro" in the 

Schedule Schedule; 

(c) "per·roa·rrent sto-r··es" rnear,s:, stor ·es 

which p u ~--· ch a s;.ecl a s 

fixed asset s li'"!Cludi·r,g 

bui lclir,gs, eq u i prnent , 

machinery and vehicles, the 

Cl.:ost of which is met 

capital expenditure; 

< d ) " s t ol"~es" me.:ns article, 

cc•rnrnod i ty, 

equipmer,t re-

qui red for use by a 

Depart mer,t ; 

(e) . "stc•re"k.eeper" me arts 

officer who under the Act 

c•r these Regulatioy,s has 

Government stores i "1'"1 his 

charge, other than small 

q uaY,t it i es of expey,dabl e 

stores for 



,, 
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Ge·ner·al 
·r~espor.s:. l - · 
01l1ty of 
stc•r·e­
keeper·. 

stor·e-

(2) Referer.ces i·..-, these Regulatic.,..,s 

J 

Ministry 1nclude reference to a department 

local democratic organ a·nd referer.ces 

Secretary include references 

Head C•f Depart mer.t or clerk . c•f a 

democratic organ. 

3. A storek.eeper is persor.a 1 1' . 
pecuniar1ly responsible for the safe Cl 

and ma1ntenance 1n good condition of all 

in his charge and is liable to be surchay 

loss or damage resulting 

failure to c~rry out his duties properly. 

4. The duties of a storekeeper inclu 

(i) observing the Act and t 

Reg1.1lat ioY"•S 

supplementary instructia 

issued by 

the Treasury, Accour: 

General or Permanent 

Sec...-·et .:n·-·y ; 

.,, 
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(ii ) 

( i ii ) 

(iv) 

eY1St..1riY1g 

1.tY1a1..1thc,ri sed 

that 

persc,Y, 

Y'tC• 

has 

access to the store or keys 

tc, the stc,re; 

ensuring that the store is 

kept c leaY,, wel 1 

lated, 

sec1.1re; 

waterprc,c,f 
I 

arraY,g i Y1g the st ores 

VeY1t i-

aY1d 

i Y'I a

manner that makes them easy 

of access and check; 

(v) keeping 1.1nserviceable and 

(vi> 

(vii) 

4 

serviceable stc,res sep-

arate; 

keeping inflammable stores 

in a safe place apart 

other stc,res; 

frc,rn 

making freq1.1ent test checks 

of stores with the bin card 

ba 1 aY,ces; 
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Respc•r-•s i b i­
lity of 
Perrna r-.er-.t 
Secretary. 

<viii) reporting at once to the 

superv is i r-.g o:•f f i cer 

loss c•r irregularity that 

may be discovered or any 

defect that rnay C•CCUr 

the of the 

stc•res; 

dx> reporting to the supervis-

ing officer the existence 

of ur-.serv i ceab 1 e 

stores; a...-.d 

(X) keepi...-.g all recc•rd s ur-.d 

his control up-to-date. 

Every Permanent Secretary is directly 

and pecuniarily responsible for the general 

supervision, control and securi~y of the stores 

and stores records in his Ministry and fc•r 

ensuring that the memb~rs of the storekeeping 

and stores accounting staff perform their 

duties satisfactorily he shall be 

responsible for instituting 3nd rnaintai~ing an 1 

adequate systern c•f i r-.t e>rna 1 cc•r•trc•l 

checks ay,d prope 

segregation of duties. 
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Stores 
recc,rds. 
Forms 1, a, 3 

4,5,6,7 

1::::...-,tries ar,d 
c-c,rrect-
1or,s. 

Ferrms 2,3 

6. ( 1 ) Every storekeeper shall keep Bir, 

Cards in Form 1 to record the receipt and issue 

c,f stc,res. In addition, he shall retair, the 

original copies of Goods Received Notes in Form 

2 and Internal Stores Requisitions in Form 3 

duly filed away in date and numerical seque�ce. 

A Goods received Book i r, Fc,rm 4, a Permar,er1t 

Stores Register in Form 5 and a Register of 

Short Received Goods in Form 6 shall al sc, be 

maintained by the storekeepe�. 

(2) The Permanent Secretary shall ensure

that a Stores Ledger in Form 7 is ma i r,t a i r,ed 

and kept up-to-date by the Accounting Depart-

mer,t. Copies of Goods Received Notes in Form 2 

ar,d I r,t err,a l Stores Requisitions in Form 3 

shall also be retained in the Accounting 

Depart me...-,t duly filed away i r, date arid 

numerical sequence. 

7. ( 1 > Alr entries by the storekeeper and 

by the stores ledger clerk shall be made arid 

initialled in ink. Goods Received Notes i r, 

Form 2, ln�ernal Stores Requisitions in Form 3 

and all other related documents shall 

prepared in ink. 

6 

alsc, be 
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Stock 
levels. 

Or~der i r·,g 
ar1d 
purchas i r1g. 

( 2) correction to a f1gure or wor 

shall be made by rul1nq out the wrong figure o 

word and inserting the correct figure or word 

above it. All corrections shall be init1alled 

by the storekeeper or other person making such 

corrections; corrections made by the 

ledger clerk shall in addition be initialled by 

his supervising officer. 

8. The storekeeper shall be res ponsible 

for ensuring that adequate stocks ar·e roai ro· 

tained to meet the day to day requirements o 

the Minist ·r-·y. btock and level 

shall after due consultat1on 

with the Permanent Secr·etary t a k 1 ro g i rot r:o 

account the pattern of usage. Care shall be 

exer~ci sed er.sure that there is 

over-stocking and any resultant i roc i der.ce of 

obsc•l escer.ce. 

9. In respect of consumable stores, when 

the re-order level is reached the storekeeper 

sha 11 pr-·ep.:n-·e a p·r·e-.. ·n• .. tr•l ber-·ed i:.1f"ld 

~urchase Requisition in Form 8 in quadrupl1-

cate, the or1g1nal of which shall be sel'•t 

Sect io'fo of t h e I" I i n i s t r-· y , the 
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Perrna...-1e...-,t 
'stores. 

Fo:;:,rm 8 

Quotation 
of prices; 
purchases 
frora ...-,0"11-
Gover...-,­
me...-,t 
age...-,cies. 

duplicate copy to its Accounts Section and the 

triplicate copy retained by the storekeeper and 

filed in date and numerical sequence. 

10. In respect of permanent stores, upon

the request of the Perm�nent Secretary the 

storekeeper shall initiate the preparation of a 

Purchase Requisition in Form 8 which shall be 

duly apprc,ved by the Perma...-,e...-,t Secr�tary who 

shall ensure that all purchases c,f 

stc,res are in accordance with the capital 

programme of the Ministry and are met 

capital expenditure. 

of 

11. The Purchases Section of the Ministry

shall arrange for quotations to be obtained, 

i .... , CC•Y"1SU 1 tat i C•Y-1 with 

Secretary select the most reliable supplier of 

quality stores at reasonable prices. Where 

goods are available from Government age...-,cies 

purchases shall be made from those agencies. 

Where gc,c,ds are ...-,c,t aY1ai lable from Gc,ver...-,roe...-,t 

Agencies a certificate to that effect (a non-

availability certific�te> shall 

before purchases may be effected 

8 

be c,bt a i ...-,ed 

frc,m c,ther 
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reliable suppliers of quality stores on the 

application of a three quote system (quotations 

from three suppliers). Purchases from any 

other supplier other than those mentioned in 

this paragraph shall require the specific 

authority of the Secretary to the Treasury. 

12. The applicable current tender board 

procedures as issued from time to time by the 

Secretary to the Treasury shall be followed in  

respect of purchases and such purchases shall 

not be sub-divided to bring them below the 

	

limits 	 the applicable tender board 

procedures. 

13. Purchases of stores of a specialised 

or technical nature shall be made only on the 

recommendations in writing of a competent 

technical officer, approved by the Secretary to 

the Treasury. 

14. Upon selection of the supplier, the 

Purchases Section of the Ministry shall 

prepare a pre-numbered and pre-printed 

Purchase Order in Form 9 in quadruplicate. 

Observance 
of tender 
be 
procedures. 

Purchase 
of 
specialised 
stores. 

Purchase 
orders. 
Forms 9 and 
10 

4 
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Receipt of 
goods; 
delivery 
of goods to 
storekeeper. 

The original copy of the Purchase Order shall 

be sent to the supplier, the duplicate copy to 

the Accounts Department and the triplicate 

copy to the storekeeper. The Permanent 

Secretary shall ensure that a register of 

Purchase Requisitions in Form 10 is 

maintained with appropriate columns to 

monitor the status of each Purchase 

Requisition. 

15. 	The Purchases Section of the Ministry 

shall arrange to take delivery of all 

purchases and shall deliver such goods to the 

storekeeper. The storekeeper shall not be 

involved in making purchases. 

Verification 
	 16. The storekeeper shall examine the 

of goods. 
goods to ensure that the quantities and types 

received are in accordance with the 

particulars stated in the supplier's invoice, 

purchase order and purchase requisition. Any 

discrepancies shall be immediacely brought to 

the attention of the Purchases Section of the 

Ministry and the Permanent 	Secretar-y, and 

appropriate entries shall be made in the 

Form 6 	 Register of Short Received Goods in Form 6. 

10 
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RecE·1ved Nc•te. 

Pu-r-·chased 
gc•od:. 
s;ub_Ject 
t C1 St. C:c"r"··e-

keep1ng 
p-.-·c•ced tn·~e: .. 

.l1. fhe storekeeper shall p·r~epa·r·e 

quadruplicate a pre-numbered and 

Goods Received Note ·:::. ,__ 

deta1ls the ~100ds received. T 

duplicate i:.lrtd tr··1pl icate copies of the Gc•o 

F<ecei \led Note shall be submitted to t 

~~CCOUY"tt S Depa·r··tw~Y"tt, OY"te copy to 

affixed to the paymeY"tt vouche·(' a ·r.d t 

fc•r·· updat 1 ng the Stores Ledge 

1. The storekeeper· shall al~ 

wake entries in the Goods Received Book 

~orm 4 1n respect of the goods ·r~eceived 

:.hall tht1 supp l i e·r··• s i f1\/C•l C 

quoting the Goods Received Note ( Fur~rn .:. 

Number··, as evidence of receipt of goods. 

18. All purchased shall be taken t 

the store and shall be subject to storekeep1Y" 

out 1 i ned i ·r· these Reg •J l at i c•ns 

Where, however, it would be impracticable fc 

goods such as boulde·r··s, sand, lumbe·r· to t 

taken physically to the store, then it sha1 

be the duty of the storekeeper to verify tt 

·r·ece i pt of at at the time c 

de l1 ve-r·y. fhe storekeeper shall make entrie 

the Goods Rece1\led Book 

11 
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EY•try of 
g C•C•d S Ol't 
BiY• Cards 
ay-,d PerrnaYteY•t 
Stores 
Register 

Fccrms 1, 5 

Issues 

Ft;crm 3 

shall prepare Goods Received Notes in For~ 2 

with appropriate remarks. Simultaneously, the 

relevant Section of the Ministry shall cause 

an Internal Stores Requisition in Form 3 to be 

prepared in order to issue the goods to site. 

The supe~'V i sory the site s.h all 

rna i Y•t a i y-, a record of receipt and utilisation 

of goods taken to site. 

13. l.lpc•Y• receipt of goods the storekeeper 

shall immediately take steps tc• to 

account in the Bin Cards in Form 1 the goods 

received and shall arrange to have them placed 

iY• their respec·t i ve bins, where applicable. 

IY• respect of permanent stores entries shall 

also be made in the Permanent Stores Register 

iY• Form 5. 

20. The storekeeper shall only issue items 

of stores on the strength of duly authorised 

i Ytt erYta 1 stores req u is it i ccns. 

Secretaries shall authorise pr'e-Yturobered 

pre-pr i Ytt ed Stor·es Req u is it i Ol'tS i l't 

Fc•rm 3 be prepar·ed i y-, t r· i p l i cat e . 

QuaYtt it i es shall be writ tel't i l't both 

Ytumber wor·ds, c:\ l'td r' eq IJ iS it i Ol'tS shall 

12 
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Receipt c,f 
gc,c,ds; 
delivery 
c,f gc,c,ds tc, 
stc,rekeeper. 

Ver i f i cat i c,r, 
c,f goods. 

Fc,rm 6 

The original copy of the Purchase Order shall 

be sent to the supplier, the duplicate copy to 

the Ac�ounts Department and the triplicate 

cc,py tc, the 

Secretary shall 

stc,rekeeper. 

er,sure that 

Purchase Requi sit ic,r,s i r, 

rna i r,t a i r,ed with appl_"C•pri ate 

The Perrnar,er,t 

a register c,f 

1 (I is 

cc,l urnr,s tc, 

rnc,r, it c,r the st at 1.1s c,f each Purchase 

Requ i sit i c,r,. 

15. The Purchases Section of the Ministry 

shall arrange to take deli very c,f all 

purchases and shall deliver such good� to the 

st c,rekeeper. The storekeeper shall r,c,t be 

involved in making purchases. 

16. The stc,rekeeper shall exarni r,e the 

goods to ensure that the quantities and types 

received are ir, acc,:,rd a r,ce with the 

particulars stated in the supplier's invoice, 

purchase order and purchase requisition. Any 

discrepancies shall be irnrnedia�ely brought to 

the attention of the Purchases Section of the 

Ministry and the Permanent 

appropriate entries shall 

Secret a)'·y, ar,d 

be rnade i r, the 

Register of Short Received Goods in Forrn 6. 

10 
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UtJse·r·va·r,ce 
of t e·nd er~ 
tJoar-·d 
p·r"·oced 1_\ ·r-·es. 

Purchase 
of 
specialised 
stc•r~es. 

Pu ·r·ch.::~se 

o ·rde·rs. 
Forms '3 a ·nd 
10 

reliable suppliers of quality stores on the 

application of a three quote system (quotations 

from three suppliers>. 
Purchases froM any 

other supplier other than those mentioned in 

this paragraph shall 
require the specific 

authority of the Secretary to the Treasury. 

12. 
The applicable current tender board 

procedures as issued froM time to time by the 

Secretary to the Treasury shall be followed 

respect of purchases and such 
purchases sh< 

not be sub- divided to br ing them below t 

limit ~~ of the applicable teY1der 

13. 
Pur chases of stores of a specialised 

or techni c al natur e shall be made only on the 

·r-·ecommel",d at ions 
writing of a competent 

tec~nical o fficer, approved by the Secretary to 

14. Upon ~::.e 1 ect 1 on of the supplier, the 

Purchases Sect iol"1 of the 1•11·r, i ~.t r-·y shall 

prepaY·e a · pre-numbered and pre-pr~ i y,t ed 

in For m 9 in quadruplicate. 
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I ss1.1e c•f 
Ytew spare 
parts. 

·Forrn 12 

Procedure 
OY"t issue. 

Fc•rrns 1,3,7 

be closed off by drawing a line irnrnediately 

below the last i tern followed by a 1 iY•e 

across to the bottom of the requisitic•Yt. 

The storekeeper shall have access to 

unused Internal Stores Requisitions in Forrn 3. 

21. All used spare parts shall be 

returned to the Store before any issue of 

new spare parts is made. All used spare 

parts shall be stored separately and a 

Register of Used Spare Parts iY• Form 12 

maintained of them. 

22. ( 1) The original and dupiicate copies 

of the Internal Stores Requisit1on in Fbrm 3 

shall be submitted to the storekeeper who 

shall i Yssert the quaYst it ies issued. The 

shall S i gY"t both copies of the 

I l'tt err-sa 1 Stores Requisitions acknowledging 

receipt of goods while the storekeeper shall 

sirni l.:n-· ly S i gr-s ev i der-sc i r-sg 

add it i or-., the storekeeper shall affix the 

deliver~y starnp Ol'1 the Stores 

Requisition and shall initial and date it. 

13 
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Iss1.1es vf 
p'errnar,el'lt 
stc,res. 

Fc,rrn 5 

Master arid 
sect io·r,al 
1 r1ver1t cit' i es. 

Forms 11, 13 

(2) The storekeeper shall retair1 the

or i g i ·na 1 copies c,f the Stores

in Form 3 and shall ser1d the

duplicate copies to the Accounts Department

for updating the Stores Ledg�r i ·n Fc,rm 7. He

shall immediately take steps to update the Bin

Cards in Forro 1 based on issues made and

shall file the Stores Requisition

in date arid r1wnerical s_equer1ce.

23. Ir1 respect stores, i Y-1 

addi t ior1 to the procedures c,ut 1 i r,ed i Y"I 

regulat ior1s 20 to 22 i Y"IC 1 US i Ve , the 

storekeeper shall make appropriate entries 

in the Permanent Stores Register i Y-1 Form 5 

indicating clearly the location to which the 

stores are sent and the custodian thereof • 

24. Secretary shall er1sure 

that Master and Sectional Inventories in Forms 

11 and 13 of permanent stores are kept·and are 

prc,perly that quarterly 

physical inspections and reconciliations are 

carried out. All discrepancies shall be 

repo�ted to the Secretary to the Treasury �nd 

the Auditor General. 

1 '+ 
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Register of 
Goverrrrnerrt 
b u i 1 d i rr g s. 

Forms 14,15 

Hi stc•rica 1 
records. 

Form 16 

Trarrsfer of 
perm a rrerrt 
stores. 

Mark i rrg of 
permarrerrt 
stores. 

The Permanent Secretary shall ensure 

that Registers Fcorms 15 of 

buildings under his control is 

26. The Permanent Secretary shall ensure 

that historical records of vehicles, plant 

and equipment in Form 16 are maintained. 

27. ( 1) All transfers of permanent stores 

1 ocat i orr shall be 

authorised by the Permanent Secretary and the 

Invent or· i es shall be adj liSted 

(2) All transfers of permanent stores 

from one Ministry teo another shall require the 

authority of the Secretary to the Treasury who 

shall inform the Auditor General of all such 

t rarrsfers. 

28. The shall 

ensure that all permanent stores are properly 

marked so as to readily identify them as 

Government property. 

1 ,::; ,_, 

I! 
I 
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Lc,g 
bc,c,ks. 

Forro 17 

Issues of' 
coY,surnable 
stores tc, 
Mi Y1i stry. 

Dietar}-1 
issues. 

2'3. books 17 shall be 

roa i y,t a i Y,ed for all motor yehicles, plant, 

roach i y,ery and eq ll i prneY,t , except 

vehicles assi gY,ed to MiY1isters c,f the 

Government, holders of Constitutional offices 

and persons of similar status. 

30. Issues c,f stc,res tc, ay,c,ther 

Ministry shall not be made without the exprss 

authority of the Permanent Secretary ay,d 

upon the written request of the Permanent 

Secretary of the other Ministry who shall 

caa.\se · paymeY,t fc,r the cc,st of the stc,res 

so issued to be effected. All i SSl\eS tc, 

c,ther Ministries shall 

similar tc, 

be treated 

purchases by 

iy, a 

the 

receiviY,g MiY,istries. Upoy, receipt of 

that 

the Perrnanen� Secretary shall 

the relevaY,t sub-head from which the 

stores were purchased, or revenue is credited. 

31. Dietary issues shall be made according

to the approved diet scale or C•Y1 the 

written order of the relevant officer iY, 

charge. 

1 E, 
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i"led ical 
issue: .. 

Returned 
stores. 

Gifts 
received. 

Forto 18 

Register 
c•f stor-·es 
OY• leoay,. 

Forrn 19 

32. Medicines and medical comforts shall 

only be issued on the written order of a 

IVIed i ca 1 Officer. 

33. Stores which . have been issued but not 

used shall be returned to the store, and 

the procedure set out in regulations 16 to 19 

inclusive shall apply. 

34. All gifts received shall be subject to 

Y•ormal storekeepi y,g and stores accounting 

the procedure ~et out 

regulations 16 to 19 inclusive shall apply. A 

Gift Register in Form 18 of gifts shall be 

by the storekeeper, and the 

Secretary shall furY• ish the 

Secretary tc• the Treasury, the Acccn.1Y1t ay,t 

GeY.eral and the Auditor General information 

relating to all gifts received froro tiroe 

to time. 

A Loay, Register in Forro 19 of all 

steores issued on loan shall be kept to indicate 

the article, date eof issue, period of loan, and 

date eof return. The signature eof the borrower 

17 

4 
I 
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ChaY,ge c,f 
storekeeper. 

Fc,rrns 1, 7 

HaY,diy,g or 
takiY1g 
c,ver 
certificates. 

Fc,rrn 2(1 

shal 1 be obtained and the authoriti for the 

lc,aY, quoted. 

MiYiistry shal 1 

aut hc,r it y c,f 

stc,res shal 1 

LoaY,s c,f st c,res 

Y1C•t be rnade 

tc, aY,other 

without the 

the Permanent $ecreta�y. No

be issued c,y, lc••Y• tc, private 

individuals or institutions. 

36. Whey, there is a chaY,ge of storekeeper

the PerrnaY,eY,t Secretary shal 1 eY,sure that a 

physical inventory of the store is taken in 

the presey,ce of both storekeepers. All 

discrepancies based on the physical inventory 

shal 1 be reported tc, the Secretary tc, the 

Treasury. All surpluses shall be written back 

irnrnediately to the Bin Cards iY1 Fc,rrn 1 

Stc,res Ledger in Forro 7. Shc,rtages 

shall only be written off upon instructions 

c,f the Secretary to the Treasury after a 

lc,ss repc,rt is subrnitted i to hirn and aY1 

investigation carried out by the Losses Board. 

37. A haY,diY,g c,r takiY,g-over staterneY,t iY,
·I

Forro 20 which shall include details of any 

discrepaY,cies, 

triplicate aY1d 

i Y1CC•rn i YI Q aY1d 

18 

shal 1 

shall 

be 

c,utgoiy,g 

be 

prepared iY1 

sigY,ed by the 

stc,rek.eepers. The 
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PermaY.eY•t 
Secreta·r"y 
teo repc•rt 
d i sct~epa ·,..,c i es. 

Stock 
ve:r~i fi­
Cat i C•YI. 

Fc•rms 1, 7 

Cori g i Y1al copy shall be kept by the 

storekeeper the duplicate 

CC•py shall be kept by the C•Ut gco i Ylg 

storekeeper. The triplicate copy shall be 

forwarded by the incoming stor~keeper to the 

Permanent Secretary together with a written 

explanation by the outgoing storekeeper of any 

discrepancies discovered during the check. 

38. The Permanent Secretary shall 

teo the Secretary to the Treasury any 

dis_crepaY.cies fc••.tY1d, with his recornmey,dat ic•Y•s, 

which shall iY1Clude his opinion as to 

whether the outgoing storekeeper shall be 

surcharged for any deficiencies. A CC•PY C•f 

this report shall be forwarded to the Auditor 

3'3. It shall be the duty of the Permanent 

Secretary to ensure that each item of stores 

is checked at least once a year. All shortages 

or other discrLoancies shall be investigated 

immediately and a report submitted teo the 

Secretary to the Treasury, copied to the 

Auditor General.All surpluses shall be written 

back to the Bin Cards in Form 1 and to the 

Stores Ledger in Form 7. 
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Lccss ccf' 
stccres 
ar-,d 
accider-,ts .. 

Survey of 
stc,res at 
year er-,d. 

F cn--·rns 1 , 7 

40. ( 1 ) Losses ccf Gccvernrnent 

accidents invcclving Gccvernrnent 

eq u i prner-,t shall at be 

st c-.res ar-,d 

vehicles ar-,d 

repc,rted 

writ ir-,g tei the Perrnanent Secretary by the 

ccf'ficer whee discccvers ccr suffers the lccss ccr 

sustains the accident. 

(2) The Secretary shall 

investigate and repccrt tee the Secretary tee the 

Treasury, on any lccss ccf public stccres ccr 

accider-,t i r-,vc, l vi r-,g a Gc,ver. ·,rner-,t vehicle c,r 

equipment, and shall subrnit recccrnmendaticcns as 

tee the fixing ccf responsibility fccr the l ccss 

c,r accider-,t and as tee the rneasures fccr 

preventing a recurrence. C9pies ccf the repccrt 

\ 

shall be forwarded tee the Auditccr General. 

41. (1) Stc,res shall be surveyed at the er-,d 

of each year by a Bccard c,f Survey appccinted 

by the Sec-ret�ry tc, the Treasury fc,r th is 

purpose. The �ccard ccf Survey shall check the 

st c,c-k with the balances shown ir-, the Bir-, 

Cards in Forrn 1 and Stores Ledgers in Fccrrn 7 

ar-,d shall sign the Bin Cards and Stccres 

Ledgers as evidence of such checks. 

20 
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• 

D·i sposa 1 o·f 
·serv 1ceable 
r 

}"O"td 
•xnecoY"tOrtl i ca 1 
l?.trcr"'·ec· 
.•• \ .- :::>. 

<2> If the Board of Survey finds that there 

are excesses or deficiencies in the stores, 

the Board of Survey shall forthwith report the 

matter to the Permanent Secretary who shall 

inform the Secretary to the Treasury. All 

stor~es which appear or are represented to be 

unserviceable shall be examined by the Board 

of S1.1rvey reported upo~ to the Permanent 

Secretary. 

(3) Except in the case of minor art1cles of 

a perishable nature, which may be condemned at 

the discretion of the PermaneY"tt Secret ar··y 
\ 

concerned, articles shall only be condemned as 

unserviceable by a Board of Survey. 

shall be submitted to the Permanent Secretar~y 

1n either case. Reports by Boards of Survey 

on unserviceable shall i Y"tcl ude a 

recommendation as to the respons1b1lity of the 

storekeeper or other persons for the cond1tion 

of the unserviceable stores • 

4;::::. (1) s.e;····,.·iceable stores shall be 

witt-·,c::c•..tt the author1ty ot the 

'df2cr··et a·r ·y t. ..-, t. he r '('·£~as U'r''·y who shall ensure 

that such stores are not only surplus to the 

.-·. ·• 
c 1. 
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) 

D 1 spc•sa .1. eof 
•J ..-.se·r-·v 1 c ea b l +:? 

stor-·es. 

alsu ~~Ur'plus to the of 

~- e·,.-- v ice;:;, b 1 e which longer~ 

econom1cal to ma1n t ain. 

(2) All serviceable stores and all stores 

~o-Jh:tch d·r"··e o_tt·oecc•roorol i cal to maintain shall be 

d1 s posed of by public auction. 

shall be publ1shed 1n the daily newspapers and 

in the Gazette. A copy of the list of items so 

cl i ~~ posed of·, the person or agency to whom 

stores have been disposed of and the 

from the di s po s al s~all be subrni t ted to the 

S ecretary to the Treasury aY"td the Auditeo..-~ 

General along w i th d copy of the auctioneer's 

43. 1::.-r:cept for unserviceable items of a 

wh1ch may be disposed c•f 

·r-·espo·rosi bi l i ty of the 

:~)ec ·,.···et a ·..-·y with the approval of the 

t o::c t t-·,e Treasury, all unserviceable 

1 tems shall be dispo sed of by public auction 

t h e p rocedure outlined in regulation 42 

c::. h .::. :t J. C:!ppl >/ · 



Receipts of 
roeoY1eys from 
d i sposa 1 c•f 
stores. 

MaiY1 aY1d 
sub-stc•re. 

Register 
forms. 
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44. Any receipts of monies consequent upeon 

the disposal of serviceable and unserviceable 

stc•res shall be credited to revenue. All 

receipt vouchers for sums realised by sales of 

Government property shall be supported either. 

by the auctioneer's account or by a detailed 

of the sale showing the rates and 

quantities of each article seold. 

45. Where a Ministry has a main steore 

and a sub-store, all purchases shall be 

effected fro m the main store. 

a sub-store shall be made as the need arises. 

4 6. Th e Permanent Secr etar y s h all ensure eof 

that a ll forms c•ther 

relating to storekeeping and stores acceounting 

are properly safeguarded. A Register of Forms 

iY1 Form 21 shall be maintained and issues 

shall be made in numerical sequence based on 

the pattern qf usage. Care shall be taken tee 

ey,sure that the minimum number of forms are 

issued. Forms shall be issued Ctl'"l the 

authority of the Permanent Secretary. 
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SCHEDUL~ ~ . 2 

FOI~i'1 .l Regs. 6,19,22,36,39,41 

BIN cmm 

!''1 1 N 1 b T H Y / 0 L:_ P I • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • . • • • • • . • . • 
DE S C R I ~- · . r l 0 ~-j U F .l . r E 1''1. • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • . • . • • • • 
BIN f.~E-. 1~ • .••..•• L. UCnT IOI'.J OF BIN ••• . •. •• • . .••••• 1'1INH1Ui'1 S 10LY ..... .. .. . 
MA XIMUM s rO Ck ....... . ... REORWER LEVEL ........ REORDER UTY .... . ..... . 

... ·-- ·-· ... _ --,---_ .. ·- ·-· -·--·-- - - -·- ·-· -----·- ·-· -· - ---- ·- - · - ·- --- ·- --- ·-- - ·-·· - -·· -·- -· . . ... . .. ·-·· --- · ..... -- --· ---· -·~- ·- --

UP. I L l:c< f~ I'•J. 

iKl . 

f~ E CE IPTS 
DTY . 
HEC ,D 

' 

I S SUE S 
ISR 

NO. 
U.TY. 

ISS UED 

BAU=!NCE 

-·· ·- ·--.... -- -· -·· ···- ·--···- ···- ·-·· -·- ·-- . ··- ··- ·-- ..... -- -- --· ·- ·-- ·- ... . .. -- ..... ·- -·· ·-·· -· ··-· ·- · -·· ··- ·- · 
I 

.... --- ·-· ·- -·- -·· --· ·- - ·- ···- ··.- --·· -- -·- - - --,.-· -- --· -- ·-·-- -·- ··-· ·-- ____ ... __ -·- - · -- ---· - ---1-- -··· - ··· ·-- ···-- - - ·- - ·· - - - - -· ·-- ·-·· --· ---- .. ·- ... ·- ·· - ·- .... -....... , _, --· -- ·-- _,. --·-

~~~ ol~1'1 2 Regs. 6 , 7 ,17,18 

GOOD S RECEI VED NOT E 

N~41~ 1E 01=- 1'111\JISTr<Y I DEPT. •••••••••••••.••••••••••••••••• DATE • ••••••••• 
HDDRESS •••...• • ••••••••••••••••••••••••• • ••••••••••••••••••••••• • •••• 

P R . NO ••.. • .• P URCHAS E ORDER NO •••• • •• SUPPLI E R,S INVOI CE NO • •••••••• 

. . DEscRlnwN ·oF rTE~ ~~~~~~ ~~j~ BI~~~~; tr;~= :;~ ~;:_~~~s : -~--:~ 

= = ==================~===== -=======--~=====-==-====: =========== = =====~ ' 
-· ------------- ------~------- -- - - - . _____ ____ L ____ _ 

01? ' 1 V F.2 r -·ecl by ... • •• • •• • • • • · • • • • • • • • F<ece i ved by .••••••..... .. • . .. 
p,_\·,·· c h c. s e s Dept St o ·r··e k ee per-
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FUf<l'l .:, Regs. 6, '? ,18,20,22 

INIERNAL STOR~S H~QUISITION 

I'·H-\I"IL. Ltf 1'1 I. N .l ~:: • I l~'r / Df.· Vf .. . .. . . , r· . - • • .. • • • • • • • • • • • • • • • • .. • • • • • • • • • .. • • • • • I) ~l -r C:. .. .. • .. • • • • 
H () U I·< L. ~:; ::' • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • _ • • • • _ • • • • • • 

: l..J I tiL:. ·::J I UHE::. I··:,CL.I-'LH 
Pl ea s e 1ss ue the follow1ng 1tems: 

------------- ------ ------ ------- -------
IESCRI PTION Olo' ITEM PART NO. 

QTY. 
REQ'D 

QTY. 
SSUED 

UNIT 
PRICE 

-- - ---------- · ----- - --- - -- -----

VALUE 
BIN 

CARD 
REF. 

STORES 
LEDGER 
~F. 

- ·• --·--·-·- ·-- ---· -------------- -----1-
-::J-:====~ -: = ~-:~~ ~ :: ~_: : -~= ~=~== :: :: =-

. __ , ,_ -· .. ······ -- - - ~ 

I ' • E: [:! i.:.r'· E:'d 

' 

..... ·: -· ·-· ............. -·- --, 
I 

~ -- - · - .. 
I 

' -r ----- -·-- · --- -- -- -·-·· --
___ ·-··- -··- ..... -·--- --· -·- .... ···- ··- -··· --· -· -- -- ·-- - - ... - -- - -- - - - -- - -- - - - I .... 

t. • y . . - . . . . . . . . . ~i u t t-. u, - 1 sed 
He.:::. c! •:•l Sect. 

b y . . - .. - . • . . . . 1 ~:,. ~,~ ued 

He.:::.c! of Dept. 
L• y' - • -



PR 
REF 

PO 
REF-· 

GRN 
REF 

'I 

Regs. 6,, 12,18 

GOODS RECEIVED BOOK 

NAi'rlE OF SUPPL IE f~ DESCRIPTION OF GOODS INVOICE REMARKS 
REF 



DATE 
PR 

REF. 
PO 

REF. 
GRN 
REF. 
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FORM 5 Regs. 6,19,23 

PERMANENT STORES REGISTER 

DESCRIPTION OF ASSET 
ISR 
REF. TO WHOM ISSUED LOCATION 

SIGNATURE 
OF 

RECIPIENT 
REMARKS 
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Regs. 6, H' 

ur:nE 
HEC'D 

GF<~·J 

REF. 
QTY. REI'r1ARf-'~S 

----------1 ----------

=========~-
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Begs. 6,17,22,36,39,41 

STORES LLDGEF� 

1•1.L NI :3 rf<·t .. LIE�·, • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • . • . • • • • • • •

DLSCH r Pf I 01'.J UF· r TE1�1 • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • •  

l:.:<lN CARD HE:.F •••••.••• i'lINIMUM STOCf<' ............ MFIXIMUM '.3TOCh ..•••••••• 

l·<EURDE:f< 1.-EVLL. • • • • • • • . • • • • • • • • • • • • F�EORDEli QTY •••••••••.••.•.••••.••• 

r
------r--------------------------------------------------- _ -------

RECEIPTS ISSUES BALANCE 
DAl"E GRN. 

HEF. 

QTY. UNIT VALUE • 1SR QTY., UNIT CHY •. UNIT VALUE 

······----- --����- -·--·---- _! �:: �-- . --··-·--L cosT _J_ ---··- _cos r ..

:::===== ===== ===== ====== :====· = -=.::= .. =t=====
j

===== := : ..•. ··-·-·- -·-·-----· ··-··-··-· ..... -.. ·----- .... -

FORM B ,  Regs. 9,10 

PURCHASE REQUIS!TION 

-·····----1 '.··- -·-- ···1

-·-··-- .. ·j

- :�1··�:. .!
.. -- �- -·

·- ..... ··- : 

. -� . ·- - ..

_... -· -

NAME or M 11·.JI S"ff<'( /DEPT •••••••••••••••••••••••••••••• DATE ••••••••.••• 

ADDRESS ••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••. 

ru THE PURCHASES DEPARTMENT 
Please arrange for the following items to be purchased: 

[�;;�����������;��;���� ;����;��:��;;;;�-�;;;;;REQUIRED;F� R ;���;;;;;J

:�����������;������������������:-�������:�����������������������=��:] 
Requested by • • • . • • • • • • • • • • • •  

Steirek.eeper 

Rpprc,ved by 

Head af Department 
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NAM� OF MlNlSlRY/DEPT. 

�WDRl::::SS. 

,u (SUPPLIER'S NAME> 

ADDRESS ••••••••••• 

FORM '3 Reg. 14 

PURCHASE ORDEF� 

Please supply the items listed below: 

··,····---··--
.... _.!,. _______ - ·--

-------- ------------------------ ----- -+------

······-·- ....... -r-··----- ·--·-··--·· 

======t ======�=. = 

DATE:.. 

TOTAL 

Prepared 

DATE. 

by........... Checked 
Purchases Dept 

by ....•..•••• Approved 
Accc,,.,.,.,t s Dept 

Pf� 

REF. 

FOHril 10 Reg.14 

REGISTER OF PURCHASE REQUISITIONS 

DESCRIPTION OF GOODS 

30 

PO 

REF. 

GRN 

REF. 

by • • • •  

He.:�u of Dept 

REMARKS 



N.B: 

.. -------r·· -------- -·-

DATE 1 SF< 
F~E F--

··· I --- -···- --··· 
I 
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FOt<f•l ll Reg 2 4 

MGGTER /SLLTIONAL INVENTORY 

(CONTROL_ SHE.:.ETJ 

THE FORMAT FOR THE MASTER AND SECTIONAL INVENTORIES IS THE SAME 

FOF~i'1 1 2 Regs. 21 

REGISTER OF USED SPARE PARTS 

-------------------------------- 1-----------
DESCRIPTION OF USED PART PAR r DISPOSAL 

NO. DATE 
f'rH·i~~NE R OF 
DISPOSAL 

REtr1ARKS 

··- --- -· -·· -· j -· -- - ... - - . --- -- -- - -- --- -- . ---- -·· ------· ------- ---· - ---- -·· ·---· -·-- ·-·-
I -- ·-· --·- ·-- --·r-· -- -·- -- --· -
I --------1· 

-- ----· -· ·- i· 

. --1 
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FORM 13 Reg. 24 

MASTER INVENTORY 

<INDIVIDUAL ASSET> 

DESCRIPTION OF ASSET. . . . . . . . . ASSET REF. NO .......... . INVOICE NO ............. . 

DATE OF ACQUISITION .. .NAME OF SUPPLIER. . COST .... 

QUARTERLY INSPECTIONS 

1ST QUARTER 2ND QUARTER 3RD QUARTER 4TH QUARTER 

DATE CHECKED 
BY 

REMARKS DATE CHECKED 
BY 

REMARKS DATE CHECKED 
BY 

REMARKS 

t,.B: THE FORMAT FOR THE MASTER AND SECTIONAL INVENTORIES IS THE SAME 

CHECKED 
BY 

RE. 
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--- ----~-- - - -- -- -------------- -- -

HSSET 
REF. 
NO. 

DESCRIPTION OF BUILDING 

FORI'1 14 Reg. 25 

GOVERNMENT BUILDINGS 

(CUNTROL SHEET> 

- -- -------------,---------------~------ -- ------~ 

LOCATION NATURE 
OF 

USE 

REI'1ARI<S 



DESCRIPTION OF BUILDING ...... . 

DATE OF CONSTRUCTION/PURCHASE. 

DATE 

1ST QUARTER 

INSPECTED 
BY 

REMARKS 
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FORM 15 Beg. 25 

REGISTER OF GOVERNMENT BUILDINGS 

<INDIVIDUAL BUILDINGS> 

• ASSET REF. NO ............. LOCATION • 

CONSTRUCTION/PURCHASE PRICE ............•.••.••.•••.•... 

DATE 

2ND QUARTER 

INSPECTED 
BY 

QUARTERLY INSPECTIONS 

REMARKS DATE 

3RD QUARTER 

INSPECTED 
BY 

4TH QUARTER 

REMARKS DATE 
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FORM 16 Reg. 26 

HISTORICAL RECORD OF VEHICLES/PLANT/EQUIPMENT 

DESCRIPTION .......... ·; .................. MAKE .................. MODEL ... . ............ IDENTIFICATION/REGISTRATION NO ... . 

SERIAL/CHASSIS NO ................ . ....... ENGINE TYPE .......... ENGINE NO ............ . 

DATE ISR 
NO. 

REPAIRS AND MAINTENANCE 

FUEL LUBRICANTS 

QTY. AMT. QTY. AMT. QTY. AMT. QTY AMT. 

-----r-
_____ -

----- -
----- -
----- -
----- -

-~------ -----
- -----
- -----
- -----
- -----
- -----

N.B: ADDITIONAL COLUMNS MAY BE DRAWN UP AS CONSIDERED NECESSARY 

REMARKS 

-------------------~ 

.,.,,.} 
~~~: 

)1~\ 
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l7 Reg. 29 

LOG BOOK LAND AND WATER TRANSPORT GENERAL NO • 

.\fiN IST R Y /DEPARTMENT • 

~ choclell.uft No Or Name Fuel 111 t3nk st;:art 
of month ... ...... . .. Fud - End of month . . . . . .. ... . -

, Odometer 
Fuel & 

JOURNEY 
Odometer Reading 

Lubricant.J 
Onvcr's Rt:MARKS (includinr· 

PucpoK c f S•gn~turc: TIME Re•ding No. of Supplied >- - ~ Travelling Time Lost Sag'"\1 

DATE journey and of Officer Miles ~"'~1 0< through Breakdowns, 
work. order No . ~uthorasmg ,. run Fuel Oil "' . ~ c~pt.airt's Minor Rep:.Un, Oil Ole 

(if >.ny) ~/' ,.,<'" 
U....:....Jz Si.,uturc Of 

FROM TO JOu.Tl'lC::Y Return Ou.nges etc.) 

QL'l ~· 
Dcputurc:: Gallons Pints 

~ 

. - ~ 
-l 
~ 

I 
'" \... 

I . . ,,....,.... 
'I 
1 
-I 

\ 

/ 
I 

I} 

- - -- --t-- l 



or~TE 

_ .. 

GRN 
REF 

AI--<T I CU::. 
DESCRIPTION 

91 

F UP1'1 lU Reg. 34 

G I r··l FH.-.b 1 :.:, I 1::. f' 

RECEIVED ON BEH~L~ 

OF GO'v1EW..Jf'1UH 8Y 

-------------------- _:~~~~-~~~~~~~~~~--
-----1-------------
-- ·- -·-·l·- ------····--- -·- -

==============~ -=====r~===========~ --~~---------- __ J ___________ -~ 
=============== =====t============= -=~============~~===~:~~~~~~~~~=~=~~~~ 
===============~=====~~============-:~=~==================== =============] 
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DESCRIPTION OF ARTICLE CHY. 

-�--------------------. -

TO WHOM LOANED 

FORM 19 Reg. 35 

LOAN REGISTER 

DATE AUTHORITY 

FOR LOAN OF RETURN 

SIGNATURE 

OF BORROWER 

DATE 

RETURNED 

RECEIVED 

BY 

REMARI 

--------------- ------�-- ---------- ----------- ---------- --------- -----+---

--------------- ---------- ---------- ------------ ---------- --------- ------� 

--------------- ---------- ---------- ------------ ---------- --------- -------� 

============r========== 
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FORM 20 
Reg. 37 

STORES HANDING OVER STATEMENT 

M 1 ·h 1st ry / Depi.\rt rnent ••••••••••••••••••••••••••••••••••••••••••••• 

0 l V l S i O '(1 / [) l St 'r'' l Ct • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • • 

Name of Off1oer Witnessing 
Ha·r,d i ·r,g Over 

(BLOCK LETTERS) 

Name of Officer Taking Over •••••••••••.•••••••••••.••••••..•...• 
(BLOCK LETTERS> 

Date of Handing/Taking Over ••••••....•..••••••••••.•••.•..•••... 

We hereby certify that a physical check 
i�ventories has been made and found to be 
and bin card balances, with the exception 
shown on the certified list attached. 

of all 
cc,rrect 
of the 

st,:,res a·nd 
as per ledger 
di sere pa ..-,c i es 

Signature of Officer 
HaY1diY1g Over ...••.•••••. Desigl"t��ic,..-, ••••...••• Date ....•.. 

Signature of Officer 
Taking Over ....•....•••• Designation ••.•.•.••.• Date ..... . 

1 hereby certify that the Handing/Taking 
stores was done in my presence and the results 
are true and correct. 

Signature of officer 

Over of the above 
iY,dicated abo�e 

witnessing the • 
har,diY1g/tak1..-,g ,:,ver .. ; ••••.••• Desig..-,atio..-, •••••..••.•.• Date •.•..• 



DATE:. 

R I::: C E I 

1NVOICE 
NO. 

P T S 

SERIAL NOS. 

�: ORM .•• l Reg. 46

REGISTER OF CONfRULLED FORMS 

I S S U E S 

DATE 1 SR NO. SERIAL NOS. 

Made this 

SIGNATURE 

OF 
RECIPIENT 

REMARKS 

day of JuY-,e, 1 '3'33 

' 
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