
ferOferO;;h ;;h ekek=k =k vkns”kvkns”k &&
og ek=k tks [kjhn ds dqy vkns”k ds dqy ewY; dks vR;ar

vYi djus ,oa oLrq lwph ds j[k j[kko ij gksus okys [kpZ dks de
djus esa lgk;d gks] ferO;;h ek=k vkns”k dgykrh gS vFkkZr fdruh
ek=k esa [kjhnk tkus okyk ewY; dh nzf’V ls fdQk;rh gksxkA

 1‐ [kjhn vkns”k fn;s tkus rd ds [kpZ esa fufonk,Wa vkefU=r djuk]
dksVs”kal dks izfd;k esa ykuk dk;Z dh izxfr ij gksus okys O;;] ekydksVs”kal dks izfd;k esa ykuk dk;Z dh izxfr ij gksus okys O;;] eky
dh mBkok/kjh] fujh{k.k] tkWp <qykbZ] izkfIr ,oa fcyks ds Hkqxrku ds
O;; [kjhn vkns”k O;; dgykrs gSA

 2‐ bUoSVjh ds j[k j[kko ij gksus okys O;; esa [kpZ dh xbZ iwWath dk
C;kt Hk.Mkj d{k O;;] Hk.Mkj] mBk;k /kjh] Hk.Mkj lR;kiu] VwV
QwV] ewY;nzkl] pksjh] iz”kklu ij gksus okys O;; ,oa nwljs lEcfU/kr
ij{k O;;A
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HkaMkjksa dk fuxZe (Issue of Stores)
HkaMkjks dk fuxZe HkaMkj fMiks ds okMksZa ds ek/;e ls fd;k tkrk

gSA bl izdkj lacaf/kr en lacaf/kr foHkkx }kjk iz;ksx esa ykuk rHkh
laHko gks ikrk gS] tc mudk fuxZe fcuk fdlh vkifRr ds gksA

okMZ }kjk izeq[kr% fuEu okmpjksa ij HkaMkj fuxZr fd;k tk
ldrk gS&

(Requisition and Issue Note)1- ekax ,oa fuxZe i= (Requisition and Issue Note)
2- fuxZe fVfdV (Issue Ticket)
3- la;qDr fuxZe vkSj izfriwfrZ vuqlwph (Combined Issue cum

Recoupment Schedule)
4- fodz; fuxZe i= (Sale Issue Note)
5- fMiks LFkkukarj.k (Depot Transfer)

22MWT - 05 MJP



ekax ,oa fuxZe i= (Requisition and Issue Note):-
HkaMkj fuxZr djus ds fy;s ekax ,oa fuxZe i= izi=

la- ,l&1313@1319 ij 5 izfr;ksa esa rS;kj fd;k tkrk gSA
;g okmpj ;k rks ekaxdrkZ }kjk Hkstk tkrk gS ;k fQj
ekaxdrkZ }kjk ekaxi= Hksts tkus ij HkaMkj fuxZe djus okys
okMZ }kjk rS;kj fd;k tkrk gSA ekax ,oa fuxZe i= rS;kjokMZ }kjk rS;kj fd;k tkrk gSA ekax ,oa fuxZe i= rS;kj
djus ds ckn okMZ ds b”;w jftLVj esa iathd̀r fd;k tkrk
gS vkSj ml okmpj la[;k ,oa rkjh[k ntZ dj nh tkrh
gSA
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ekax ,oa fuxZe i= dh izfr;ksa dk forj.k fuEu izdkj gS&

 igyh izfr & okMZ dh fjdkMZ dkih

nwljh ,oa rhljh izfr & okMZ }kjk cgh [kkrk vuqHkkx

ds ek/;e ls ys[kk foHkkx dks Hksth tkrh gSA

pkSFkh ,oa ikapoha izfr & lkeku ds lkFk lacaf/krpkSFkh ,oa ikapoha izfr & lkeku ds lkFk lacaf/kr

ekaxdrkZ dks Hksth tkrh gSA ikapoha izfr ekaxdrkZ }kjk
fjdkMZ esa j[k yh tkrh gS ,oa pkSFkh izfr HkaMkj fMiks dks
lkeku dh izkfIr ds ifj.kkeLo:Ik vius gLrk{kj ds
lkFk ykSVk nh tkrh gSA
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fuxZefuxZe fVfdVfVfdV (Issue Ticket):(Issue Ticket):--
ih&8 ¼,l&1510½%& bl b”;w fVfdV ij HkaMkj fMiks }kjk dsoy lEcaf/kr
dkj[kkus dks gh lkeku fuxZr fd;k tkrk gSa

odZ”kki }kjk bls ikap izfr;ksa esa rS;kj fd;k tkrk gS] tks lhfu;j
lSD”ku bathfu;j ;k izkf.kd̀r vf/kdkjh }kjk gLrk{kfjr gksrk gSA

igyh izfr &bldh ,d izfr odZ”kki }kjk fjdkMZ esa j[k yh tkrh gSA

vkSj pkj izfr;ka lkeku izkIr djus ds fy;s HkaMkj fMiksa ds okMZ esa ns nh
tkrh gSaA

nwljh & okMZ }kjk lkeku b”;w djus ds ckn buesa ls ,d izfr vius
fjdkMZ esa j[k yh tkrh gSA

rhljh ,oa pkSFkh izfr &okMZ }kjk cgh [kkrk vuqHkkx ds ek/;e ls ys[kk
foHkkx dks Hksth tkrh gSA

ikapoha izfr & vfUre izfr “kkWi dks ykSVk nh tkrh gSA
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ih&6 ¼,l&1531½%& HkaMkj fMiks] odZ”kkWi ls tc dksbZ lkeku cuokrk gS
rks mlds fy;s dkj[kkus ij dk;kZns”k Mkyrk gSA odZ”kkWi ,sls vkbVe
dks cukus ds fy;s fMiks ls lkeku b”;w djokus ds fy;s ;g b”;w
fVfdV ikap izfr;ksa esa rS;kj djrk gSA ;g b”;w fVfdV lhfu;j lSD”ku
bathfu;j }kjk gLrk{kfjr fd;k tkrk gSA

b”;w fVfdV ikap izfr;ksa esa rS;kj djus ds mijkUr fMiksa ds
okMZ esa Hkst fn;k tkrk gSA vkSj nks izfr;ka cgh [kkrk vuqHkkx ds ek/;e
ls ys[kk foHkkx dks Hkst nh tkrh gS rFkk vfUre nks izfr;ka odZ”kkWi dksls ys[kk foHkkx dks Hkst nh tkrh gS rFkk vfUre nks izfr;ka odZ”kkWi dks
ykSVk nh tkrh gSaA
igyh izfr &okMZ }kjk lkeku b”;w djus ds ckn ,d izfr vius okMZ esa
j[k yh tkrh gSA
nwljh ,oa rhljh izfr & okMZ }kjk cgh [kkrk vuqHkkx ds ek/;e ls
ys[kk foHkkx Hkst nh tkrh gSaA
pkSFkh ,oa ikapoha izfr & odZ”kkWi dks ykSVk nh tkrh gSA
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Define Stock items non Stock items. Narrate the 
procedure of making a new item as a Stock item.

Stock items Non stock items
These are generally those items of

the stores having regular turn over caused
by constant demands by the user and are
stocked in Stores depots. Generally, these
items are recoupled on the basis of an

These are the items, which are not
stocked and are not required regularly, for
the purpose of purchase of non-stock items
the indentor shall submit the requisition in
standard form, this includes detaileditems are recoupled on the basis of an

annual review conducted on a time table
basis, taking up different groups of items in
different months thus spreading the work
around.

These items have price list number
and regular purchase schedule know as
Estimate sheet.

standard form, this includes detailed
specification of the demanded material , the
requirement of a non-stock items costing
more than Rs.2,50,000 shall be got vetted
by the associative finance and shall have
the approval of the competent authority as
per delegation of powers.

These items does not have PL no., it is
assumed occasionally. 28MWT - 05 MJP



Essential Essential criteria for making a new item as criteria for making a new item as 
stock item in a Stores depot:stock item in a Stores depot:
 Item is regularly required for reasonably long time.

 Minimum 4 drawls are expected in a year.

 Value of annual requirement is more than Rs. 10,000/- Value of annual requirement is more than Rs. 10,000/-

 Item has been consumed for last three years on non-
stock basis or else there is justification to under take
stocking of a new item due to introduction of new
technology which is expected to be in use for
reasonably long time.
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Procedure for making stock itemProcedure for making stock item::--
If there is regular consumption of non-stock items

in a year, these items can be stocked. The proposal for
making non stock item to stock item consumption of last
three years is taken in account with proposed annual
consumption (AAC) and proper justification, it is
proposed by the progress office in the Workshop and by
depot in-charge in Divisions which is duly signed by
competent authority, it must be vetted by associate
depot in-charge in Divisions which is duly signed by
competent authority, it must be vetted by associate
finance. Then the above proposal is send to COS office
for stocking the item. In COS office a stocking proposal
has been prepared as proposed by the consignee after that
a new Pl No. for the items is allotted in COS office of
Stores Department. After sanctioning of stocking proposal
regular purchase will be done by Stores Department as per
proposed AAC by the consignee.
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As Per Estimate 
Sheet Generated 

in HQ

AAC Review by 
Stocking Depot 
and Consignee

Preparation of 
Purchase Proposal Demands Clubbing Preparation of 

Tender Schedule

Preparation of 
Tender Notice and 
Tender Document

Tender Opening 
and Offer Entry

Nomination of 
Tender Committee 

(TC)

If required 
Finance 

Concurrence and 
Vetting

Acceptance of TC 
Recommendation 

by TAA

Procurement of Stores Procurement of Stores –– Stock ItemStock Item

Purchase Order 
Placed Receipt of Material Inspection of 

Material

Continuity 
Generated by 

Stocking Wards

Preparation of 
Receipt Order 

(RO)

After submission 
of Pink copy of RO

Payment Released 
by Accounts
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Preparation of 
Office Note

Justification and 
Reason for 
Purchase

Detailed Estimate 
(Technical 

Specification and 
Basis of Costing)

Source of Supply

Procurement of Stores Procurement of Stores –– NonNon--Stock ItemStock Item

Last procurement 
details, if anyAvailability of FundAllocation Head

Administrative 
Approval

Finance 
Concurrence

Technical 
Clearance

Preparation of 
Non-Stock 

Indent/Requisition
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NS Demand 
Registration  

Purchase 
Proposal Demand Clubbing Tender Schedule

Preparation of 
Tender Notice 
and Tender 
Document

Tender Opening 
and Offer Entry

Technical 
Suitability and 

Rate 
Reasonability

Purchase Order 
Placed

Cont... Procurement of Stores Cont... Procurement of Stores ––
NonNon--Stock Item Stock Item 

Receipt of 
Material

Inspection/

Suitability Report 
of Material

Preparation of 
Receipt Order 

(RO)

After submission 
of Pink copy of 

RO

Payment 
Released by 

Accounts
33MWT - 05 MJP



IREPSIREPS (Indian Railway E(Indian Railway E--Procurement System)Procurement System)
IREPS is an official website of Indian Railways for

procurement of Materials. The site is developed by CRIS
using the latest technology and security features. Salient
security features deployed include asymmetric
cryptography, PKI enablement, digital signature, 128 bit
'VeriSign' SSL etc. apart from other security features like
user name, password, digital authentication, role based
action/access privileges, audit trail, time synchronization.
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action/access privileges, audit trail, time synchronization.
The site provides a secure platform to users for

online transactions for procurement, sale and works
tender. The site caters to requirements of all 16 Zonal
Rlys. and 6 Production Units apart from RCF/RBL, RDSO,
NF/Const. and Railtel. Site can be used for material
procurement by PCMM/PCE of Zonal Railways and PCMM
of Production Units. PCMM of zonal Railways and
production Units can also use the website for Auction of
scrap and unserviceable materials.


