INSTITUTE OF HUMAN RESOURCES DEVELOPMENT
PRAJO’E TOWERS, VAZHUTHACAUD,
THIRUVANANTHAPURAM - 14.

'No. PA4/5313/2013/HRD Dated: 18 April, 2015

CIRCULAR

Sub: - Annual Stock Verification of various institutions under IHRD in the financial year
2014-15 — reg:-
Ref: - This office circular of even no. dtd 26.05.2007.

All Head of Institutions under IHRD ate instructed to furnish the Annual
Stock Verification Report for the financial year 2014-15 of their institution to this
office as per the guidelines in the circular referred above.

Any lapse in this regard will be viewed setiously.

Sd/-
Dr. K. Vijaya Kumar
DIRECTOR (i/c)

Encl: This office circular under reference.

To
Y. All heads of institution under ITHRD
2. Finance Officer
3. J.S, Purchase Section
4. S.F
5. 0.C
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AZ/41R2007/HRE 26 May, 2007
CIRCULAR

Sub :- ITHRD — Annual stock verification — Guidelines issued — reg.

The attention of the Principals of various institutions and Deputy
Dircctor, Regional Centres under IHRD are requested to adhere the following
guidelines.

1. AN stores should he verified perlodically in the manner prescrihed for each
department (subject) at least once a year and sent a verification report to the

Director, IHRD.

2. Stock register should be maintained for each department (subject) in the
institution.

3. Al items including furniture, electrical goods etc. whether costly or cheaper
should be serially numbered and is to be mduded in the verification.

4, The verification has to be carried ont by the Head of the office and if the
office is a large one he / she may entrust i, or such part of it as he / she thinks
fit to a officer of the concerned office. But the head of the office will be held
personally responsible for the proper maintenance of the stock account and
the correctness of the verification report whether he conduct the verification
himself or gets it done hy someone else. The head of the office should sign a
certificate of check after each verification and submit to the Director, ITHRD.

5. The verification of stores should be entrusted tc a responsible officer who is
independent of the officer in charge of stores. Stores should always be
verificd in the presence of the Officer responsible for the custody of the office
or of a responsible person deputed by him to watch the verification.

& Whenever an officer who is enfrusted with the custody of stores in an office is
transferred, the relieving officer shouid verify stock of stores with the stock
accounts and ensure that the stores are properly safeguarded and the stoe
accounts are properly maintained,

J. A defictency detected during the verification of stores may be due to
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‘The head of the institution should fully investigate the causes of any
deficieney and sent a full report to the Dircector, THRD along with the
verification report. If the institutiona! head holds that any loss caused to
IIRD is due to the misconduct or culpable neglisence of the part of the staff
concerned, the head of the institution should add his/ her recommendation as
to how the loss should be made goud by recovery from the concerned staff.

The Director should after such examination and investigation as the

importance of the case, issuc orders te write off or recover the deficiency. A
note should be recorded in the stock accounts quoting the order from the

Director.

10.Any excess detected 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 to Dircctor, the head of the

To:

mnstitution should furnish Information as
(1) the condition in which stock registers are maintained in his / her office
and the offices suhordinate to him / her.

(2) The result of periodical verification of stock and
(3) The actien taken for the adjustment of deficiencies, excesses, etc.

noticed during stock taking.
PROF.V.SUBRAMONY
DIRECTOR

Heads of all Institutions under THRD

CA to Director

Joint Director for information

Finance Officer

Administrative Officer

Assistant Executive Engineer for information
All Section Heads in the THRD Headguarters
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