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mub - THREID - Annoaal stock verification — SGuidelines issued - reg,

The attention of the Principals of various institutions and Deputy

Dircctor, Regional Centres under THRD are requested to adhere the following
guidelines.
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Al stores should be verifled perlodically !n the manner prescithed for each
depurtment (subject) at least once a vear and sent a verification report to the
Director, tHRD.

Stock register shouid be maintained for each deparumeni (subject) in the
institution,

Al tems Inchuding furniture, elecirical goeds ete, whether costly or cheaper

should be serially numbered and is to be included in the verification.

The verification has 1o be carried ont by the Head of the office and if the

office is a lurge one he 7 she may entrust i, or such purt of it as he / she thinks
fit to a officer of the concerned office. But the head ot‘ the office will be held
personally "essionsihie for the proper maintenance ot the stock account and
the covrectness of the verification report whether he andizct the verification
himselt or pets it durw by someone else. The head of the office should sign «
cerfificate of ¢ 5 weck after each verific ﬂium and sulbanifl {0 the Divector, IHRD,

The verification of stores should be enirusted ic a responsible officer whwe is
independent of the officer in charge of stores. Stores should abways be
verified in the presence of the Officer responsible for the custody of the effice
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stold e made good by recovery from ifie conceroed sinid.
g

e Director »'m-l'r! after such examination ar
importance of the case, issue urdcrs, to wrife oft or recover the deficiency. A

note should be recovded in the stock accounts quoting the grder from the
Direcior.
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10. Any excess detecied during stock taking should after investigation be entered
in the stock accounts with the remarks “Excess found on stock verification”.

11.In the annual stock verification report send o Dircctor. the head of the
institution should fornlsh Infarmation as

s

{1} the condition in which stock registers are maintiained in his / her office
and the offices subordinate to him / her.

(2} The result of periodical verification of stock and

{3) The .actmn taken for the adjustinent of deficiencies, excesses, etc.

noticed during stock taking.
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2. CA to Director
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4, Finance Uﬁ.cu
5. A_dmm;f*x iva OMfficer
B, Assistant Executive Engineer for informwation
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