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NOTE: -

This booklet is intended to give a broad
idea of working of the Dead Stock Section
and should not be quoted for taking peoflicy
decisions. In case of doubts, please refer
to the relevant circular on the subject,



fawa - =g
w09 =N TS G
['i. HHTT 4
z ForeiT T e ST Y T () Ao 4
3.1 el Ele &g S :
32  sERfm i/ sngfistel @ g D
3.3 arqfirateli &t srEifed et taR s 5
3.4 TS (1) HIHT g 4
35 AT (1) 1 A1 6
36 A (D) HT AT 7
37 1) e @) a e | | 7
2) i 3tk e mefr e (Sftewured) F X |8
3) FYfd- e 8
3.8 wﬁmwm%mﬁnmmwﬁmm 9.
3.9 arereh forer Woreet 3 wfafi BU
4 et ot won shoden 0
5. asaqsfraﬂawaa | 1z
6. - o 2
7. w/mmmamarm(ﬁmww 13
7. %) ST 59 ST ‘ | 13
7@ g L N
8 ﬁwﬁxwﬂmasaﬁaﬁaﬂw e 5
9. SIgITE] AT B AT | i
T - FF TSRl 1 are - g (wfafim 15



e

CONTENTS

SR. Ne. * PARTICULARS = PAGE No.
. General 4
2. Indents by the Departments to 4

Dead Stock Section
3.1 Procedure for purchase of Dead Stock articles 5
1.2  List of approved firms / suppliers 5
3.3 Preparation of approved list of suppliers b
3.4  Calling for gquotations 6
3.5 Reccipt of quotations 6
3.6 Opening of quotations 7
8
3.7 .1 Di:gnsal of quolations
il. DGS & D rates
i, Placing of orders . 8
iv. Constitution of Purchase Committee 9
38 Record of orders placed and receipt 10
and payment of Bills etc.
3.9 Entry in inward Bills Register 10
4. Recording and numbering of Dead Stock 10
articles
5. Allotment of Dead Stock articles 12
6. Issue of Dead Stock Inventory advices 12
7 Record of :Dead Stock articles by the 13
Departments / Division
_,{A;,.lssun .of . Brief - cases 13
B) Issue of calculators
8. Verification of Dead Stock articles 14
by the Departments / Divisions
9. Repairs to Dead Stock articles 13



F4H, =iy T,
11, e g s ) 16
12, ] 4T AT Feai t agE 17
13, sreagE & forn fou o st @ faetf =t mifte ait 17

A W SfeE
14. e BIE 99T (F7) F it

F. & ¥
15. WA AT & 9EE / a2 wn e ' 20
16. fafirm o & mnaE 22
16.1 SRR A A 22
182  Ssdw] - IR - o *
163 o ae 23
16.4 T - T (aiEm wfaw (F2e) e 23
16.5  =fagl @1t - 23
166 g amaw 3 fae et 2
16.7 oI &9 TUHT {ored 7
16,8 @z @ gret w§ Arqar w e 73
17 SgATA! & @E TOAA T {0 =T Yo - JI A1fE % At 24
17.1 wite 24
17.2 A 24
17.3 e - §IH 24
17.4 ﬂﬁﬂzﬂ%ﬁm?{ﬁ;@m arehwinnh e it SRS Y
18, v vitey R o s 35
19. Fusrateral / sfygor s / smarsg aared § 25

Sgar F @, WMo gz



— —

SR.No PARTICULARS PAGE No.

10.  Periodical servicing of Dead Stock articles 15
I1. Custody of keys 16
12.  Inventory of articles of small value
13. E:j?;'fyﬁ.fcgfﬂ'g:ﬁik orders placed and receipt 17
14.) Charging of depreciation 19
142 Insurance 2
15.  Disposal / writing off of Dead Stock articles 24
16.  Maintenance of various Registers 23
16.1 Dead Stock Purchase Register 23
16.2 Dead Stock Inventory Register 24
16.3 Repairs Register 24
16.4 Service Contract Register 24
16‘.5 Register of Keys 24
16.6 Purchase orders & Bills Register 24
16.7 Depreciation calculation Register 25
16.8 Register of Dead Stock articles written off 25
17.  Accounting of expenditure incurred on 25
purchases for repairs, depreciation etc. on the
dead stock articles
17.1 Purchases 25
- l? %iwfl_agﬂrsf{w-m; e A S 25
17.3 Depreciation 26
17.4 Disposal of dead stock articles. 20
18.  Compliance of Audit Reports. 26
19.  Purchase, Repairs etc., to Dead Stock Articles 27

at Sub-offices / Training Centres / Residential

Quarters.
2



FH.

]
1.

2.

10.

11.

12.

13.

14,

i | s

16.

17.

T &
=
2

WA (STTE) ET FAAT
Sz T (O () B gEa

FEST Tafaar w1 AT O3

ZE1 wE Tedniaar

—— ot T o v (R fafereers) faam

. Wgae] H9 T

srgat TR T
feramiits srgasq aeqgHEr e

e e Hepdt e

wfaw wfaer (@r292) e

=faaf @ e

Sigaw] & e fue et

e (SSfRiaer) ot

T2 T1a grelt 78 / Fraerd s srgawgat @ e

TSI (77 Tt
e fae ey

Tl - s,
3

HITE - Sgatg - . 1
e - Fzarg- 12

AT - A - . 3
HISTIE - F2EE - F1 4
BT - FEAE- L 1
A - sdsarg-12
gy - srgaw- 13
HIWYE - SgaE - 1 4
arife - dgaw- 15
iy - I2a1 - 16
iy - SgEEp- 17
e - sgan- 18
qmE - FEaE -1 9

T - g - 10
e - Fgan]- T 11

qYfa - Sgag] -1 12

26

27

28

31
32

33

i)

36

38

39

41

42



List of Annexures

SR.No PARTICULARS
1. 2. 3.
| Dead Stock Inventory Advice  GAPD-DS-F1
2 Dead Stock Inventory Cancellation Advice GAPD-DS-F2
3 Certificate of Dead Stock Articles GAPD-DS-F3
Discrepancies noticed
4 Reconciliation Statement for the
year GAPD-DS-F4
5 Desad Stock Purchase Register GAPD-DS-R-]
6 Dead Stock Inventory Register GAPD-DS-R-2
7 Departmental Dead Stock Inventory Register GAPD-DS-R-3
8 Sanction Registér for Repairs GAPD-DS-R-4
9 Service Contract Register | GAPD-DS-R-5
10 Register of Keys . GAPD-DS-R-6
11 Dead Stock Purchase Order & Bills Register GAPD-DS-R-7
12 Depreciation Calculation Register | GAPD-DS-R-8
13 Register of dead stock articles Wntten GAPD-DS-R-9
off / Disposed off
14 Calculator - Issue Register GAPD-DS-R-10
I5  Quotations Register GAPD-DS-R-11
16 Inward Bills Register GAPD-DS-R-12

4

- -

i






MANUAL OF OFFICE PROCEDURE

PURCHASE OF FURNITURE
/ FIXTURES AND REPAIRS TO
BANK’S DEAD STOCK ARTICLES

1. GENERAL

1.1 At Head office and at each Regional Office, the function relating
to purchase of Dead Stock articles, supply thereof to the Departments of
Head Office / Regional Office and repairs thereto whenever necessary, will
be centralised in GAPD ( Dead Stock Section } in Head Office / Admini-
stration Division in Regional office. Dead stock articies covered hereunder
will comprise furniture, fixtures, eclectric installations, computer installations,

office equipments, machines and other fixed assets at office premises and

residential buildings.

1.2 In determining whether an article should be bocked under the Dead
Stock Account, ‘both the cost and the durability of the article should be taken into
consideration. Generally, any article, the initial purchase price of which 1s
more than Rs. 500/-, will be regarded as a Dead Stock Article” No other
Department / Division other than the one mentioned in the preceding
paragraph will purchase articles of dead stock or undertake repairs thereof

2. INDENTS BY THE DEPARTMENTS
TO DEAD STOCK SECTION

21 The Dead Stock Section will entertain the indents of the various
Departments / Divisions / Sections for the purchase/ replacement of and /
or repairs to any dead stock article, as the case may be. All such indents

wawillsbe, properly: scrutinised -and, recommendedbyzthe Officer - in - Charge ;

b o gy el W

of respective Department / Division / Section before they are sent to Dead
Stock Section / Administration Division.






3, PROCEDURE FOR PURCHASE OF DEAD STOCK ARTICLES

31 Order for purchase of dead stock articles should be placed, as
far as possible in bulk, taking inte account the total requirement of the

office as a whole.
Budgetary Allocation

The Section concerned will make purchases within the budpetary
allocation made for the purpose during the financial year It will be cernfied
before according sanction that the towal expenditure meluding the proposed

expenditure i1s within the budgetary allocanon for the yea

3.2 List of approved firms / supphers

Dead Stock Section will maintain a list of wspproved finns/
reputed suppliers and review the same once in every two years The orders
will be placed only with the approved firms enhsted with the National Bank

in accordance with the instructions issued by Head Office from nme 1o ume

3.3 Preparation of approved list of suppliers :

The approved list of suppliers will be prepared afresh every two
years by issuing an advertisement in a few local dailies so that a fairly
large number of firms are enrolled in that list Before prepanng the hst, it
will be ensured that the suppliers to be included theremn have a sales tax
number, bankers reference and penmanent icome tax number. For purchas-
ing of sundry itemns such as, provisions required for lounge, cleaning
material etc., names of consumer’s co-operative stores / small scale / cottage
industries wherever possible may be included mn the hist of approved

_ suppliers. A minimum of five and a maximum of ten supphers should be
t'-'-"-*-_'_gﬁp]_;pgl:lqu:_the approved list, Approval of Depury General Manager ,GAPD
at HO. Officer - in - Charge at R 0. must also be obtamned in all cases

where it is necessary to have dealings with the firms which are not included

in the approved list
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34 Calling for quotations :

In order to secure cﬂmp.f:lili#e rates, quotations in sealed
covers will be invited in the personal name of Deputy General Manager,
GAPD in Head Office and Officer - in - Charge in Regional Office / Sub
Office / Training Establishment from approved firms / dealers in cases, .

g BT

where the estimated cost of articles / repairs exceed @aﬁgﬂ Y il /uﬂ:'

issued to firms /dealers while inviting quotations must indicate about the &;}f-f&a
" " - " . i gh?
definite specifications of the articles work and the date and time upto which<#dl 2

quotations will be received. No purchases will be made without calling for ‘
quotations from atleast five approved firms / suppliers Where the total cost
of the articles to be purchased is less than Rs. 1000/-, orders may be placed
with approved firms which gencrally offer competative rates and quotations

need not be nvited.

Where Head Office’s sanction i1s necessary for expenditure such
quotations / tenders may be obtained in duplicate by the Regional Offices
‘ and. one copy of the same will be forwarded together with a comparative

i statement and the recommendation of officer - in - charge for necessary approval/
sanction.
. = -
¢ Where the cost of the work to be executed or article/s to be
! purchased is estimated to be Rs. 1,00,000/- and above, tenders will be
obtained by publishing an advertisement in 2-3 leading daily
newspaper, one of which should be of Regional Language Before doing
s0, however, a complete set of tender documents indicating clearly the special
conditions and general specifications of the work to be carried out by
tendering parties will be prepared and got approved by Head Office. The
tender documents may be cyclostyled and suitably priced to keep out tenderers
who may not be really interested in the job.

- Pt = - m— T T

.: .:.L;s..'.sp.‘,ﬁ;.iﬂ-‘ ,. “RBCEiFt Df Ql.lﬂtatl.ﬂl'll : ,l ™ = "ﬁp ='l‘a'ﬂ"l‘-h'- Iﬁlh-'ﬁ i -‘:"-' ol - —-.:'E'-i-':.ll'-ﬁ-: e e R

All quotations received upto the specified time and date will be
entered in the Quotations Register maintained in the Section with particulars

of serial number, date, name of the firm and office reference for calling such
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quotation as appeanng on the sealed cover. The entries in this Repister
will be checked and authenticated by an officer in Gr 'B' / 'C’ attached
to the Section. All quotations received before the stipulated date and time
will be kept unopened inthe custody of Manager / Deputy General Manager

36 Opening of Quotanons

The quotations received will be opened on the date and time
specified, if any, or on the working day following the last date for recept
of quotation in the presence of Deputy General Manager / Manager of
GAPD, Head Office- / Officer - in - Charge at Regional Office and two
other officers in Gr. *D" 7/ 'C’ /"B / *A" whoare present will subscribe

their initials on the cover as well as on every sheet of the quotanon

submitted. Where tenders are inwvited by an advertisement, the tenderers o

their representatives may be allowed to be present on the occasion

After the quotations / tenders are opened in the presence of the
above said officials / representatives (it will be ensured that quotations /
tenders are opened in the presence of the said officials. /  repre-
sentatives ) it will be ensured that the quotations / tenders and enclosures
thereof as well as corrections therein if any, will be minalled with date in

the space provided therefor in the quotation register.

Quotations opened in the Signaiure Date and tune

presences of officials

Deputy General Manager

Manager

Deputy Manager

Development Officer/Assistant

Development Officer ] AR

e o gy v = - A e I e il e . <

The particulars of the quotations will then be entered in the Quotation

Register.
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37 (1) Disposal of quotations:

Where the expenditure for purchase / repairs relating to the
inviting of quotations is within the sanctioning power of the Deputy General
Manager of GAPD / Officer - in - Charge in Regional Office under the
National Bank's Expenditure Rules, the quotations register and the office
recommendation will be put up to him for sanction / approval. Generally,
the quotation will be accepted depending on the specifications and quality
of articles etc. Where the quotations other than the lowest are accepted. the
sanctioning authority will record in the Quotation Register the reasons for
selecting the higher quotation and accord approval under his full signature
with date. In case none of the guotations were accepted for any parncular
item, the reasons therefor will also be recorded in the quotation register by
the sanctioning authonty. With a view to prevent any possible demand by
supplier for escalation n the quoted rates, orders for supply of articles /
execuiion of work may be placed with the concemed firms as expeditiously
as possible and in any case not later than a week from the date of approval
of the quotation and sanctiau of expenditure.

37 (i)DGS&D RATES Dwoc}m‘i& Genaral 3] ‘S‘“H’t‘““’ﬁ

= ‘ 'r'aﬁi,:wuu-hL.
The DSS will ensure that thc articles purchased, to the extent

possible, will conform to the quality specifications laid down by the Bureau
of Indian Standards ( formerly ISl ). In the case of bulk purchases and
articles of high cost, the section may purchase the same at DGS&D rates.

e —

L —

3.7 {m} Placmg Orders

While placing orders, the firms / suppliers will be advised 10
round off the amount of the bill to the nearest rupee. It will be ensured
that once orders are placed, no request / representation for increase in the

fﬁﬂﬂf@pﬂiﬁhﬁhﬁﬁﬁﬁ*'sp-dciﬁcatiuns /" quotation“etc” shall' be”entertained.
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3.7 vy CONSTITUTION OF PURCHASE COMMITTEE

|. One time purchase of Dead Stock Articles / Stationery items
besides awarding of contracts involving an expenditure exceeding Rs  5,000/-
(Rs. 10,000/~ for Head Office) should be approved by a Purchase Commit-
tee constituted specially for the purpose. The constitution of the Committee
should be as under :-

Head Office Regional Office

1. Chairman GM - (Dept) DGM/Mgr (Admn )
(i.e. other than OQIC)

2. Member GM - GAPD My

3. Member GM - (Deptr) DM / DO (Tech)

4. Member GM - (Deptr) Mgr. / DM of a
Departinent other
than GAD

5. Member

Secretary DGM - GAPD DM (Admn.)

2. The proposals pul wp to the Purchase Commitice may be
the form of a Memorandum.

Admimistrative  sanction of the expenditure may be obtained
before the proposals are put up to the Purchase Commnlice

ad

4. The meeting of the Commitiee may be held as often as
necessary for which a notice will be given to the members

in advance.
- e 5 2 The prﬁduuﬂ'fnr the purchase of items to be cleared by the
- Purchase Committee will be in accordance with the

instructions in force.
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38 Records of orders placed and receipt
and payment of bills ete.

With a view to monitor nmely receipt of articles for which
orders have been placed, the GAPD - Dead Stock Section will keep a close
watch on the entries in the Quotations / Purchase Register to ensure that
orders placed with the firms are executed by them within the stipulated

time viz. 15 to 30 days.

5 5 1 All bills received from the firms/suppliers will be enterzd in the
Inward Bills Register. It may be ensurcd that a cemficate as under 15
recorded in the bills received register. " Certified that the above works have
been camed out / articles recetved in good condition, conform to the
specifications and have been entered in the Dead Stock Inventory Register”
The bills thereafter, be scrutinised and sanctioned for payment by the
appropnate authority. The particulars of the bills, the date of payment
thereof will be entered in the Inward Bills Register, after the bill 1s finally
paid. All such- payments will be made only through ‘Account Payee’
cheques and no payment will be made in cash or through bearer cheque;

4 RECORDING AND NUMBERING OF
DEAD STOCK ARTICLES
4.1 A Dead Stock Purchase Register (DSR1) will be maintained by

Dead Stock Section / Administration Division wherein particulars of all dead
stock articles purchased will be entered after the physical verification re-
garding their quality, quantity and specifications as per order is carried out
by the Assistant Development Officer (ADO) / Development Officer (DO)
looking after the dead stock work. All the entries in this register will be
authenticated by the said ADO / DO. The Deputy Manager of the Section
shall ensure that all the entries have been made and duly authenticated.
 Further details regm‘dmg maintenance _of this regisier and ulhcr r:lnuw.:
registers are given in ‘paragraph 16 to this chapter.

4.2 For facilitating effective control over the dead stock articles and

10
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w-ith a view to identify National Bank’s property all dead stock articles will
be numbered serially and category - wise. Inventory numbers to the articles

will be given both in Hindi and English.

4.3 All major articles of dead stock will be assigned distinct serial
numbers as indicated in the Annexure. Further, there will be two distinct
numbering patterns; the dead stock articles at offices will bear the legend
" NB " while the articles of dead stock held at the residential quarters /
visiting officers flats, will bear " NB-R “. Further, dead stock articles of a
particular category viz., chairs, tables, etc. will benumbered in a running
serial order, as per their entry in the Dead Stock .Inventory Register (DSR2)
prefixed by the senal number of the category and the abbreviated name of

NABARD. A few examples are shown below

Office Fumiture Inventory No.
English

Chairs - | 2 NB |
2 NB 2

2 NB3

Cupboards -- 5 NB 1
5 NB 2

Residennal furniture

Tables -- I NB-R |
I NB-R 2

e consmint. AT 5 S e gt i arabr D N B-Ris Lamisicgrsitn
2 NB-R 2

Other sundry items of dead stock articles not included in the major items
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-wiIl be numbered with Code No.49 in the Annexure.

7 ALLOTMENT OF DEAD STOCK ARTICLES

5.1 As soon as new articles of dead stock are purchased, Dead Stock
Section / Administration Division will arrange to number them in the senal
order and then allot to different Departments / Divisions, indicating n the
relative Inventory Advices the Inventory Numbers of these articles also.
Articles like water coolers, tube light fixtures, ceiling fans, etc. which are
not allotted to any particular department will be entrusted to the Caretaker’s

charge and recorded under a separate folio under his name.

52 Articles of dead stock held in different Departments / Divisions
will not bear any distincuve number or alphabet to indicate Deparmtment’s
Division's name. The Departments / Divisions will, however, be advised of
the senal numbers of articles of dead stock held by / sent to them and
therefrom record will be maintained in the Departmental Dead Stock Inven-

tory Register (Form DSR -3 )

34 An article allotted to one Department / Division will not be
transferred to another Department / Division without the wrtten orders of
the Manager / Deputy Manager in charge of the Dead Stock Section /
Adminstration Division. Such transfer wili be recorded in the Departmental
Dead Stock Inventory Register only after it has been posted in the Main
Dead Stock Inventory Register ( of Dead Stock Section / Admimstration

Division) and subsequent Inventory Advices issued

6. ISSUE OF DEAD STOCK
INVENTORY ADVICES

ﬁ.ﬁm Inwentqry_,:\dvme%h(&qhﬂ} DS - FI ) will b;_l fﬁ“—d to the
‘vanous Dcpartmcnts / Divisions under the sngnature nf thl: Assistant Devel-
opment Officer in charge of Dead Stock Section / Administration Division,
Inventory Advices will be serially numbered and will also indicate the

Inventory Number of all the articles supplied to the concemed Departinent
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Division. Each Department / Division will maintain an article - wise record
in Departmental Inventory Register indicating Inventory Numbers of dead
stock articles held by it, under the initial of the concerned Officer.

7. RECORD OF DEAD ARTICLES BY
THE DEPARTMENTS / DIVISIONS

7.1 Each Adminmstration Section of the wvarous Department /
Divisions will mamntain a record of e allocated dead stock arucles in the
" Departmental Dead Stock Inventory Register” ( Form DSR-3 ). The
Assistant Development Officer in char o of Admmistration will ensure that
gll the entnes pertaining to the alloted dead stock armcles are posted upto
date, duly venlied and authenticated in this Inveatory Register. This Reg-

ister will also be countersigned by the concemed DO,

7(a) Issue of Brief Cases:

- The Dead Stock Sections. .at. HO / RO will .maintain a proper
record of Brief Cases issued to Officers and other eligible staff A register
mamntained for the purpose will reflect inter alia particulars relatng to cost,
date of purchase, etc, so as to facilitate its retum / reissue, For detailed
procedure on eligibility / retention of bref - cases, the offices will follow

instructions in force as advised by HRMD - PPD from time to time.

7(b) Issue of Caleulators

The Offices will wiuntain  a proper record of all types of

calculators - ( Pocket / Printer / Scientific ) purchased and issued to '._'ariuus
- Departsments / Officers . The calculators will not be issued to any officer without
requisite a:knnwledgumcnt with_full slgzwlum and date The proforma of

Lok a—e s T s R 3

Regfsrter to be mamtamca is Tumished H’:ﬂ;’mne:ur‘e DS 7 R T IE I w
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8 VERIFICATION OF DEAD STOCK
ARTICLES BY THE DEPARTMENTS /

DIVISIONS
‘_ e ]
8.1 Once a @%Tl on 30th June, 30th September, 3lst

December and 31st March, the Department / Division will carry out the
physical venfication of the articles with refercnce to the entries in the

Departmental Dead Stock Inventory Register and submit a cernficatc to the
Manager of the respective Department / Division at Head Office / Officer

- in - Charge at Regional Office.

B.2 The Manager of the respective Department / Division at Head
Offiee / Officer = in - Charge at Regional Office well submit a physical
venfication l;l:mﬁi.iti: { Form DS F3 ) 1o Gﬁ PD{ Dead Stock Scction )

at Hi:r.ul 'I:IFF{:: i:ﬁ'r.rg__‘alf year i, e. nson 30th June and 31st December and

] o R =

the said certificate should reach Head Office within 7 da days of such verifi-
:u;iuinr excess or shorage detected i respect of any article will be
lh_uwn in the certificate with . reason for the vaniation and efforts made
to detect the article. Necessary remarks about the discrepancy /ies will be

made in the Dead Stock Inventory Register,

B3 The list of articles held by ecach Department / Division as
recorded in its Inveotory Register will be reconciled with the Main Dead
Stock Inventory Register by the concemed Department / Division annually
in June and the fact of reconciliation recorded in both the registers under
the imitials of Deputy Manager / DO of the respective Department / Divi-
ston. The Regional Offices will have to submit a Reconciliation Statement
(Form DS - F4 ) to GAPD ( Dead Stock Section )at Head Office, annually.

L Wy F Ty - e Ll el o -.-u-l-'dq-l-"im"ﬂ-'-ll_"'&u"\-_:
9 - REPAIRSTO “DEADSTOCK JARTICLES = = = = 05
2.1 Whenever repairs to any dead stock articles have to be carried out

the ADO i charge of Dead Stock work of the concemed Depanment /
Division will, after consulting the Manager / Deputy Manager, report the



9.2 #ur dfee (wffw wRae) & swin wifie weawell & ame T wdfum
fasrr / o e & 39 wd & @ wed &%, fawd amr g dfas =W e
mar & sk 3% sEvaw wowe ¥ gfed 1 @afe, s@l sewa ad 5200/~ A
\SaTET B W HANE B, WOWA & WA HU1 H AvEE FHEE ¥ AT SHWT
g W fog and ol woww / owmend wd v 200/ ® ww ¥, whifyn fafiey
wifor faer warewE st kg SEAE SN S e Ry S |

93 wgAw # @iE & wg el M/ aEt A m e s § s %
IyEE at Hivew () § war am foww ag gidia oo oF fsowld
saft % A 4% yes fed Fa /@t @ oFEen # e 1 A 33 85 )

10. WgAwSH @1 GHY - UG W WG - WEE (wiEtET )

10.1 &= F =9 il & siovla amgge (oFn wfewm ) sl faga dwand,
Fav A, vy, Al 61 e @il aad vEmry, St w0 qifeer g et
seaal ® gud A dafag @l w0y ¥ ofy o &G & i A ot &
T wE ¥ sl dEfn 3 g9 @ fem w6 @ e e & aw, nffs
AR W, W R (0 FRE) ST % (9 0% e 0) §5 5 o af
® WY BM O T oA & owme v s 5 owd ) s qea st efgw
stouel 9 &1 @it 8 | '

10.2 fﬂfaﬁﬁmaﬁwﬁﬂtmﬂﬁﬁmmﬂﬂ?ﬁq?%mmwmm 1
o ey gm0 wfifim at s o wn

(=) W 4T (W A9 &) af f
(@) Ftra, yfieafan sk ST oy, foperdt / ot 7 dar o !
et S i e ‘?E'mﬁwmm-*
(wafas ) sifvem g |



matter to the Dead Stock Section / Administration Division giving details of
repairs to be carnied out along with its mmventory number. The Dead Stock
Section /' Admimistration Division will then make suitable arrangement to
carry out the required repairs to the dead stock article promptly.

92 In the case of Dead 3Stock articles covered under service contract,
the Deptt, / Division, concemned may contact directly the firm, with whom
the Service Contract had been entered into, and advise them to camy the
necessary repairs Where, however, the charges for repairs are likely to be
in excess of Rs, 200, the estimate for repairs may be passed on to the Dead
Stock Section for further necessary action. Where the reépair /7 replacenment
charges are: less than Rs. 200/, the relatuve Bill, duly certfied, may be

passed on to DSS for effecting payment m due course.

9.3 The guarantee / warranty cards issued at the time of purchase of
Dead Stock articles may be filed separately and kept in the custody of
Deputy Manager of the Section, soas to ensure thut the benefit of the free
service / replacement of parts during guarantee period could be availed of
by the Bank.

10, PERIODICAL SERVICING OF

DEAD STOCK ARTICLES
101 Under the Bank's Expenditure Rules, Offices are allowed to incur
expenditure to attend to the work relating to lcr'-'-ii:ing of dead stock articles
such as air conditioning units, electncal nstallations, typewniters, machines,
repairs and maintenance of vehicles, polishing of furniture, etc. For this
purpose, D‘ft'{csi will -cn!a: inte service contracts with reputed firms in
rupccu'vr._ lines of services, or their agents, on an annual basts, wlich will

s correspond, (~as-far as possible ), to_the Bank's accounting year. Care” will

~ be taken to see that the work / repair is undertaken promptly and at the
llafced intervals.
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102 In the case of the following kinds of machines, their servicing
will be amanged by offices at intervals indicated against the respective

articles -

a) Typewriter ( of all makes) . Monthly
b) Xerox, Duplicatng, & franking - Quanterly /
Halfl yearly /
machines, calculators and other as adwised
by the
machines. manufacturers
OF servieing
agencics

MNOTE -

The above periodicity will not apply for servicing arranged by
the suppliers during the guarantee period of the machines as a part of the

ment.
sale agreement.

Fire - c:tiniuisht‘urﬁ .
103 In the case of fire extinguishers installed at office premises and staff
guarters, their inspection will be entrusted by the offices to competent servicing
firms every six months and their replacement / refilling arranged whenever
necessary. An inspection chart will be malatained for each flre
extinguisher indicating the date of s inspection, name and signature of the
person / official who carried out the inspection. For efficient performance of
extinguishers generally installed in offices, proper care and maintenance
including cleaning and greasing the components of the extinguishers is

| necessary at periodical intervals,

: The operative instructions pertaining to fire.- extinguishers, etc., may be
inv mﬁﬁﬁq_jﬂ_%‘liﬂfi,ﬂﬁnllii_lhﬂﬂ“}h;.Im‘_.'ilElﬂ_ﬂﬂlﬂlﬂ-. Il possible, the
procured from the manufacturers at the time of purchase.

e S ——

CUSTODY OF KEYS

L TLY At Head office the duplicates of all keys will be kept in the
Custody of the Manager of the concerned Department / [Division and
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therefore, the Register of keys ( Form DSR -6 ) will be maintained in each
Department / Division. At Regmrﬁfﬁdés;.-aﬁiicams of all keys will be
kept in the custody of the Deputy Manager { Administration ) and the
Register of keys will be maintained by the Assistant Development Officer
looking after the dead stock work,

11.2 As and when there is a change in the incumﬁﬁncy of the official
holding charge of duplicate keys, the new incubent will verify all duplicate
keys stated in the Register of keys, take over the keys and sign in the
Register for having taken over charge of these duplicate keys. Similar
procedure will be followed when the permanent incumbent holding charge

of duplicate keys proceeds on leave elc. for more than 15 davs

12. INVENTORY OF ARTICLES
OF SMALL VALUE

12.1 An inventory of all durable articles costing less than the
prescnibed limit such as crockery, torches, lanterns, scissors, locks, number-
ing machines etc. ( which are purchased by debit to Other Expenses A/c -
Miscellaneous) will also be recorded but separately in the Dead Stock
Inventory Register by Dead Stock Section / Adminmistration Division. A
separate record will also be kept in the Departrmental Dead Stock Inventory
Register by the Department / Division using them. These articles will be
verified physically at yearly intervals by the concerned ADO / DO and the
fact of verification will also be recorded in the relative Register.

13. RECORD OF DEAD STOCK ORDERS PLACED
& RECEIPT AND PAYMENT OF BILLS

13.1 With a view to have a proper record of the orders placed for

purchase of dead stock articles; a Purchase Orders and Bills Register = o=

( Form DSR -7 ) will be maintained by the Dead Stock Section /
Administration Division. All particulars relating to the orders placed with
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firms / St:;:q.'nlilter"&..fI tenderers and bills settled will be immediately entered in
this Register with the final amount of the bill rounded off 1o the nearest 50

| Rupees’

—————

13.2 The Purchase Order and Bills Register will be scrutinised every
week by the DO looking after dead stock work with a view to ensure that
no orders placed with the firms / suppliers / tenderers are outstanding and

where necessary, suitable action will be taken by advising the firms /
suppliers / tenderers in writing or otherwise to honour thewr commitment

expeditiously

13.3 All bills received from firms / suppliers / tenderers will be first

entered tn the Inward Bills Register { Form DSR - 12 ) and thereafter in
the Purchase Orders and Bills Register referred to above. The ADO in
charge of the Dead Stock Section will ensure that specific sanction of the
appropriate authority for incurring the expenditure under reference has
already been obtained. He will also record on the bills the following

certificate -

" CERTIFIED THAT the above articles have been
received in good condition, conform 1o the

specifications and approved samples and have been,
taken into stock. "

P

134 The bills will thereafter be scrutinised and sanctioned for
wplymml by- th:aappmpnﬂmthmty.dl'ho. particulars. of. the. bills and.- the. -

o — P o=

datauf payment thercof wlll be rﬂ:nrdnd in the Purchasc Orders and Bills
Reglstcr and will also be marked off in the Inward Bills Register after the
payment of the bill is finally made to the concemed firm / supplier /
tenderer. All such payments- will be made only through ‘A/c Payee’
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cheques and no payments will be made in cash

14, CHARGING OF DEPRECIATION

14.1 The annual depreciation of all dead stock assets will be
caleulated by the Dead Stock Scction in Head Office / Administration

Division in Regional Offices at the following rate or in the manus! / method
prescribved by the Head Office on the last day of the accounting year,

Furniture and Fixtures Rate of Depreciation
i) Fans and Electncal Installations 15 %
( Office / Quarters )
n} Furniture and Fixtures Account 10 %
( Office / Quarters )
- iii) Miscellaneous (Carpet etc.) 30%%

( Office / Quarters ) -

Computer Installations and Office

Equipments S

i) Office Equipments 15 %
n) Typewnters 15 %
in)} Air Conditioners and Water Coolers 15 %
iv) Medical Equipments 10 %
v) Computer & Computer Installations 40 %
vi) Audio Visual Equipments 20 %

Vehicles
i) Motor vehicles 20%

4

S2%T

The depreciation will be charged on the opening balances of the written
down value of the dead stock HSSI:I_I,J For purchases made during the year
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ﬂepreciatiun will be charged on the original cost of such dead stock articles. No
depreciation will be provided for on assets sold / disposed off during the relevant
accounting year,

NOTE :

The written down value is the value of the dead stock assets appearing
in the books which is arrived at by deducting the depreciation provided from the
original cost of dead stock article till the beginning of the accounting year.

For detailed procedure on charging depreciation to dead stock assets,
the offices will follow the instructions in force as advised by Finance and
Accounts Department in Head Office, from time to time.

142 Insurance

The DGM, GAPD, HO and OIC, RO 'may arrange 10 sccure
insurance for the Dead Stock Articles of the Bank against possible risks of
damage or loss on account of_fire, burglary and theft. The Insurance taken
at current / depreciated value of the assets, as the case may be,’ wt” synchro-
mﬁr. with the accounting year of Bank, namely Aprl to “March. The
instructions issued by the Administrative Expenses Section, HO from time

to time in this.regard may be followed.

15. DISPOSAL / WRITING OFF OF
DEAD STOCK ARTICLES

15.1

All dead stock articles which have bucume will be re-
porfed to Dead Stock Section / Administration Division. On receiving such
intimation from the concerned Department / Division, the Dead Stock
Section / Administration Division will first inspect the reported unservice-
able articles and Mﬂlﬂt the articles have become unserviceable

“and ‘are beyond economic repairs.- If it is considered necessary to, dispose.
_uf!' write off any such article/s from the books the. ADO / DO looking
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after the dead stock work will put up the matter for approval to the DGM,
GAPD at the Head Office / Officer - in - Charge at Regional Office as per the

s
pmctdure aid down in ihe subsequent paragraph. Wherever faaashl: the
unserviceable articles will be transferred to the custody of the Carctaker

T e i
aﬂr-r mspec:tmn
15.2 No article of dead stock will be wntten off from the books

without obtaining the prior approval of the competent authority at the
Regional Office / Head Office. While submitting for approval, particulars
such as description and inventory number of dead stock article, the date of
purchase of the article, its initial cost, present written down vaslue and the
reasons for writing off the article from dead stock, will be furnished to the
competent authonty. Total cost incurred on repairs since 1l was purchased,
will also be mentioned in respect of costly articles, such as Motor Cars,
Typewriters, Machines, etc.

2|

15.3 The competent authonty to approve the dead stock article to be
written off will be the Officer - in - Charge at the Regional Office /
General Manager GAPD at Head Office. Only the underoted articles will
be written off from the books after obtaining the sanction of

Officer-in Charge / General Manager GAPD.

1) The dead stock articles like furniture and fixtures, electrical
cquipment, typewriters, and office equipments etc. whose economic life is
over due to cumpletcly charging the value written down by way of depre-

L e 1|

Eatmn, as already md:caled in Para 14 ahmre .
o =T BRI Sl Rt TR ilﬂm.ﬂ rEEre

o e i ot e

A — -

Even after the minimum penud is over, if the articles are
“required to be written off the books, the Officer - in - Charge / Gencral

=l e
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Manager will, pnor to according the sanction, personally examine the article
proposed to be wntten off and satsfy hunself that it has become unserv-

iceable and 1s beyond the stage of economic repairs.

i) Articles which need replacement and the cost of which 1s within

the hmit of sanction vested in the Officer - in- Charge / General Manager.

i), [n all other cases, articles will be written off after obtaining
prior sanction of the Chicf Fxecutive as per the powers vested with him.| )
However, 1T the original price of the article was more than Rs. 50 Ul!ﬂf*@
the same may preferably be disposed off by inviling quotations through

advertisement 1n English, Hindi & Local languape darhies.

After abwpﬂ for T writing oft the dead stock

article, sealed quotations will be mvited from tht: prospective buyers mclud-

i RS St s S sibiesd opAN b o ik
+ ing members of staff for eventual disposal of the said articles. The

quotations received upto the presenibed date will be opened in the presence
of GM, GAPD at Head Office / Officer - in - Charge at Regional Office.
The article in question will be sold to the person / party whoever has

quoted the highest price.

v) In case the quoted offer s less than the book value / expected
price, the Officer - in - Charge of RO / GM - GAPD / Chief Executive,
as the case any be, will decide whether to dispose off the amicle or call
for fresh quotations. -y
15.4 When dead stock articles are wntien off from the books,the
entries will be deleted from the Dead Stock Inventory Register under the
initials of ADO / DO. Necessary entries / remark will also be made in
&th cuDead:Stock - Purchase: Register<and«Register-of Dead Stock Articles

R L S L E e ol g s —-

Written Off ( Form DS - R - 9 ) foventory cancellation ddwce'-‘.
(Form DS - F - 2 ) will be iﬁﬁ_ucd by the Dead Stock Section [/

@ - Rrbw*ﬂ_y] Jt{} P—L 1;2(;—5# G-—n:,—-—,gf)’,,. U]E'{IQ CAL f,qj%f"\f(
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Administration Division to the respective Department / Division. Thereafter,

Inventory Register maintained in the Department / Division will be amended

suitably under the initials of Deputy Manager / Manager of the concerned
Department / Division on receipt of Inventory Cancellation Advices from

Dead Stock Section / Administration Diviston.

15.5 la the case of articles of small value, say upto Rs. 200/~ or

those whose life is comparatively small, say 2 or 3 years and I cases

lost or broken / damaged  and its replacement /

where an article is _
the Officer -

praportionate cost has been recovered from the emplovee,

m - Charge of RO may wrie off such article and s value from Dead

Stock Asc without refermng fo the Competent Authonty at Head Office.

16. AINTENANCE OF VARIOUS REGISTER

Dead Stock Section / Administration Division will maintain the
following Registers for recording purchase, repairs, servicing, etc. of the
dead stock articles. The ADO /DO in charge of the dead stock work will
ensure that these registers are maintained upto date and duly initialled .
These registers will be in the custody of the said ADO / DO. The DM of
the Section shall ensure that entries have been made and duly authenucarted,

16.1 Dead Stock Purchase Remister

This register will be mantained ( Form DS -R1 ) account
head-wise by alloting separate folios for different dead stock arucles. All
the required particulars reparding purchases, location ctc. of dead stock
articles will be recorded herein. Separate records will he maintained for dead
stock articles kept in office premises and those at residential quarters /
visiting officerS flats Whenever dead stock articles are transferred from one
office to another, necessary cnlr_i:s ! remarks wall also be recorded in the

above register
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16.2 Dead Stock Inventory Register

This register will be maintained ( Form DS R -2 ) wherein
particulars of all articles of dead stock will be entered category - wise in

separate folios. Further, separate records will be maintained for dead stock
articles kept in office premises and those at residential quarters visiting

officers flats.

16.3 Repairs Register

Sanction Register for Repairs will be maintained in Form DSR -4
In this register separate portions will be earmarked for all articles of dead

stock which are to be repaired and the necessary record maintained therein,

16.4 Service Contract Register

The Service Contract Register will be maintained in { Form
DSR - 5) and details of service contracts in respect of each article / contract

for mawtenance of machines, fire extinguishers, lifts, typewnters etc, will
be recorded therein in seperate folios. Periodicity of service of each article will be
indicated in the begining of relevant folio.

16.5 Register of Keys

Register of keys will be maintained in Form DSR-6 and
details of all keys held at the office will be recorded in this register.

16.6 Purchase Orders and
Bills Register

Register for Purchase Orders and Bill Register will be maintained
tn ( Form DSR-7 ). A record of all orders placed and all bills received
for payment to be made by the NABARD in respect of dead stock articles
purchased ( urespective of cost price ) and services / repairs cammed out

thereto will be maintained in this Register.
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16.7 Depreciation Calculation
Remster

A Depreciation Caleulation Register will be maintained in ( Form
DSR -8 ) account-head - wise and subsidiary ledger - head - wise. A record
of depreciation calculated, wnitten down values etc. of all dead stock assets
will be maintained herein, The method of calculating depreciation and
arnving at written down value will be followed as advised by Finance and
Accounts Depaniment of Head Office

68 Register of Dead Stock

Articles Written QI

To enable the Office to keep a warch on the disposal of amcles
written off from the mventones, asepatate Register will be maintained in
( Form DSR -9 ) wheremn all the necessary particulars of the condemned
articles will recorded and final disposal of such articles also be shown
therem. This register should on each occasion be seen / venfied by the
DGM - GAPD at Head Office / Officer - in - Charge at Regional Office.

17. ACCOUNTING OF EXPENDITURE
INCURRED ON PURCHASES, REPAIRS,
DEPRECIATION ETC. ON THE DEAD
STOCK ARTICLES

17.1 Purchases

The expenditure incurred on purchases of dead stock anticles will
be debited to the respective heads of account re. " Fumiture & Fixtures Afc*®
" Wehicles Afc " etc. as the case may be, maintained in the General
Ledger. Debits will also be made in the relative Subsidiary Ledgers,

172 _E;ﬁ;ﬁ""’t".’-"'.‘?’f’i‘f:*._ ' P daalre et

The expenditure imcurred on repamrs to dead stock asseglike

fumniture / fixtures, vehicles ete. will be debited to " Other Expenses -

Repairs to Property Ade " mamiained in the Subsidiary Ledger.






Regional Office to Head Office,for their information

19. PURCHASE, REPAIRS ETC, TO
DEAD STOCK ARTICLES AT SUB - OFFICES /
TRAINING CENTRES / RESIDENTIAL QUARTERS

——— — L — .

19.1 The procedure for purchase, repairs etc. ol dead stock articles and
maintenance of relevant records at Sub - Offices / Trammng Centres will
broadly conform to the procedures prescribed for Regional Offices wath

necessary changes, if any, 1o suit therr requirements

19.2 At Traming Centres, whenever dead stock aricles are purchased
oul ufolurnahﬂldfrundﬁ like I!'.h"; Swiss Fupd etc. scparate records
will be m1ml:uﬂcd or necessary enloncs will be made i the  "Remarks”

column of such Rngm:rs
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NABARD

Office

Certificate of Dead Stock articles
as on

Certified that the articles of dead stock in use of this
Office /| Department / Division have been physically verified
and found to agree with those in the Dead Stock Inventory
Register except for the items of discrepancies mentioned

overleaf.

Signature
Name
Designation

Date
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Onn:mnmﬁlnm Dead Stock articles

DISCREPANCIES NOTICED

Desciiption Quanuty Quantity Items not available Remarks __
of Articles as per as per 4 = with _
physical Dead Inventory Date Caost of Accumulatad Wnitten efforts _
count Stock Neo. of purchase Depreciation down value made to

Register Purchase | as on locate _

June

Rs. _ P Rs P

1 2 3 4 5 6 7 _ 8 9
- i
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DEAD STOCK PURCHASE REGISTER

Remarks 2
Initials of ADO / DO x
Location | -
Inventory No =
em wise / | o
pister Page No =
L 0 0 | |-
e 1
E = | DTI‘E =
o '
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3 5
2 3 | Designation
S I — —
T
| Bill No and Date en
e N i S
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Q
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Date of payment ~
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DEPARTMENTAL DEAD STOCK INVENTORY REGISTER

Name of the :
Department /
Division
St _ Inventory Inventory Descrniption of Date on which _ Initials .. Remarks
No. Advice No. of the the article received _1 Entered a Checked
No. & article _ by _ by
Date | ADO / DO
| |
| |
! 2. 3 4 s, | 6. 2 8.
_
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SANCTION REGISTER FOR REPAIRS

P 5
T
Manager
e e
Dy, Manager
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DO
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Comments / Recommended | &
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Expenditure to be incued | — | %
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Amount spent so far ?
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Date of Purchase v
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|
It SERVICE CONTRACT REGISTER
Anticle; .t
Name & Address of
thefigmn- —
Telephone No.
Nature of .m. w. vment
. m . _-_ " m ' I
_ Reference Period of Contract Amount Date of Initials Remarks
,wl ! 4 payment
m Leter _ Date _ From | To ‘ Rs ADO/MDO
i No. t _
! . n \ _
_ ! _ i
i : | i
S L | | o
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REGISTER OF KEYS

GAPD - DS - R6

Initials Initials of _ Remarks

!

Description of | Dead Stock Key | Original Initials Duplicate w
Vaylt / Safe / Inventory No. |held by | (with date) held by (with date) venifier "
! Locker No, If any (with date) ,
| Cabins/ Rooms ‘ _
etc. |
%

|

|

l 2 3 4 5 6 7 8 G
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GAPD - DS - RO -

REGISTER OF DEAD STOCK ARTICLES

WRITTEN OFF / DISPOSED OF

J{

J

i
[
!

|

Remarks z
Ininals of ADO / DO =
Account credited with date -
Sales Proceeds realised i
o e
| Date of disposal of Articles =
o e e e e I
Date of disposal of writing =)
oft Trom the inventory e
Sanctioning Authonty 2
ffice Order f{" Reference o
or wnting o
[2
Whritten down value 2 =~
Accumulated Depreciation .
Onginal Cost i
Inventory No. -
Account Head ™
= @
o O
2 =
& B o
g,;; -« :
a g

Sr. No.




Sr. Make Type of Cal- Cost Per

No.

culator / Calculator
Printer /
Pocket/with
No. of digits

Calculator - Issued Register - Dead Stock Section

Date of

Purchase

Total
Cost
of
Calcu-

lators

Inventory
No.

Particulars of

Name,

Designation. Section.

and Department

GAPD - DS - RI10

The Calculator Remarks
was returned in
working condi-
fion or otherwise

on .-
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| GAPD - DS - RI1

QUOTATIONS REGISTER

Particulars of Approximate Name of the Reference Due Sealed Initials Date and Rate  Imitials Re-
work / articles  value of the approved Letter  Date Date Quota- ADC /DO Time of Quoted DO / marks /
to be wcwv:mm@ work / cost of Firm / Ten-  No. tions opening DM / Recom-
articles derer Recd. on MGR / mendatio -
DGM ns
4. 3 6 7. 8 9, 10. 11 12.
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= INWARD BILLS REGISTER

—— -———— _ -

Date Sr.  Name of  Place Reference  Type of Bill  Amount lssued to  Iniials  Date of  Inmitials Remarks
No.  sender No. and Date ( Panticulars ) payment

1 2. 3 4. 5 6 7. g, ) 10 11 1
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