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6. (1) Every stcorekeeper shall keep Ein
Cards in Form 1 to reccrd the receipt and issue
af stcres. In addition, he shall retain the
criginal copies of Goaods Received Notes in Form
2 and Internal Stores Reqguisitions inm Form 3
duly filed away in date and rumerical seguerice.
A Gocds received Boaok in Form 4, a Fermanent
Stcores Registerr inm Form S and a Register of

Shcrt Received Gaads in Focrm 6 shall also be

maintained by the storekeeper.

(2) IThe Fermanent Secretary shall ensure
that a Stores Ledger inm Form 7 1is maintained
arnd kept up—tc—date by the Acccunting Depart-
mert. Coapies aof Gacds Received Nates in Form 2
ard Internmal Stcocres Requisitions in Form 3
shall alsa be retained in the Acccocunting
Departmert duly filed away in date and

rnumerical seguernce.

" 7. (1) Al erntries by the stocrekeeper and
by the stcres ledger clerk shall be made and
initialled in ink. Goacds Received Notes in
Farm 2, Internal Stores Requisiticns in Form 3
and all cther related documents shall alsca  be
prepared in ink.
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duplicate capy tca its Accounts Section and the
triplicate copy retairned by the storekeeper and

filed in date anmd rnumerical sequerce.

10, In respect of permarnernt stores, upan
the request of the Fermarent Secretary the
staorekeeper shall initiate the preparation of a
Furchase Requisitiorn in Form 8 which shall be
duly approved by the Fermarnent Secretary wha
shall ensure that all purchases of permnanent
stores are in  accaordance with the capital
prcagramme of the Ministry anmd are met ocut of

capital expernditure.

11. The Furchases Section of the Ministry
shall arrarnge fcr gquatations ta be obtairned,
ard 17y consultatican with the Fermarnent
Secretary select the mast reliable supplier of
quality stores at reascrnable prices. Where
gacads are available fram Goverrment agevncies
purchases shall be made fram thase agencies.
Where goads are nat available fraoam Goaverviment
Agercies a certificate ta that effect {(a rorn-
availability certificdte) shall be obtained

before purchases may be effected fram cother
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Charnge cof
storekeeper.

Farms 1, %

Handing or
taking

aver
certificates.

Fcrm 2¢

shall be obtaived and the authorit§ for the
lcan quoted. Loans of stores ta arcother
Miriistry shall rot be made without the
authcority of the FPermarvierit Secretary. Nc
stcores shall be issued on lcan ta private

individuals or irvrstitutions.

36. Wher there is a charge of storekeeper
the Permarernt Secretary shall ewnisure that a
physical invertory of the store is taken in
the preserce of both storekeepers. All
discreparncies based on the physical inverntory
shall be reported tca the Secretary tco the
Treasury. Rll surpluses shall be writtern back
immediately to the BRin Cards in Form 1
and Stores Ledger in Form 7. Shartages
shall only be written off onn instructioné
aof the Secretary to the Treasury after a
lass repcrt is submittedf to him and an

investigation carried out by the Losses Hoard.

37 A handing or taking—ovgr statement iwn
Form 20 which shall include détails of any
discrepancies, shall be prepared in
triplicate and shall be signed by the

inicaoming and cutgdiing storekeepers. The
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FORM 7 Regs. 6,17,22,36,39,41

HTORES LEDGER
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