
INSTITUTE OF HUMAN RESOT'RCES DEVELOPMENT
PRAJO'E TOWERS, V AZHATITACAUD,

THIRTIVANANTHAPURAM _ 14.

No. PA4l 5313 / 201,3/HRD Dated: 186 April, 2075

CrncureR

Sub: - Annual Stock Veification of uarious institutions underIHKD in thefnanciallear
2014-15 - reg-

Rel - This ofin circular of euen no. dtd 26.05.2007.t

fr

$,,

|(Ptoved for lssue
f t) l}

\fA{evw''--==*
,Junior 

Superintendent

All Head of Institutions undet IHRD are instructed to furnish the Annual

Strrck Veri{ication Report for the financ:rrlyear 2074-15 of their institution to this

office as per the guidelines in'the circular referred above.

Any lapse in this regard will be viewed seriously.

Encl: This office circular under reference.

To
,). All heads of institution under IHRD
2. Finance Officer
3. J.S, Purchase Section
4. S.F
5. O.C

sd/-
Dr. K. Yijaya Kumar
DIRECTOR (i/c)
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CIRC,ULAR

Sub :- IHRD -,trlslu*rl stockycrifrl;etion: CuiGclines issucd - rcg.

The atte.nfion of fhe Principals of various instihtions *nd Deputy
Dirwtor, Rcgiun*I Ccnfrer undcr IHRD arc rcquurtrd to udhr:rc thc fallowing
guiilclines

t. ,,tlt stores sh+uld. he ver{fled perlodlcally ln tlre meRner prescrthed for eac!:
depar{nrent (suhjert} rrt lerst {}$se r year und sent n veriftcation rc1xrr{ tt the
Director,IIfRD.

2. Sfuck register should be xraintained for eaeh tlepartnent (subiecti in the
institution

.,".3' AIi tte.m* lnelu*lng firir:iitre, ele.sfrtral good-e elr- wte.thcr c-astly or clreap*r
shtuld he serially numhered nnd is trr be included in the verificirtion.

4. The vr.rification ha-s to h+ caried out. hy the Head of the offir+ anr! if th+
ofifrcc is r l;rrge onc he / shc muy crrtnrst it, or such purt of it u.s hc / she thinks
fit to a olEccr of the concenred officc. But thc hcsd of thc offrcc will bc held
personalir responsible ibr the proper rnaintenance of the stoek a*courrt and
the crlrrectnsrs af the verlflcstlon re;iort *tret!:er }e cei::d.edt the yer{ffcatlon
himrEclf or get^s it done hy srmrrxrme tl$e. The hefld rlf the office shoukl sign n
cer{ifir:*te of r*r+c.k *Iiter +ar.h verdfir:ation and snbniit to tIrc D'rre*tor, fHRS.

5. TIre verifleatir:a {ri si*rr* shoukl be entrust€d t$ s r€ptrfisible *IEeer wh* is
in{ependent of the olEcer in charge ef stores. $tores sheuld atwa5e be
ver[fieri in ttre pFcscnce of thc Ofiicer responsiblc forthc cusicdy of ttre ot'Ecc
or of a resilonslhle person deputed hy htm tc *atch the verlflcaflon.

6- iitrencver :rri i:fEsrr *ho is eniruste.d with fhe curtrrdy of stores in are o{Iic.e is
irensfeffed, ilre relieving officer shouid verifu stoek of slores sith fhe stock
r:ceournts i*rd ensul'e tttut tlre strx'es llr'e pE$perly raibgu:rriled:urr! tir+ sfoek
qcnnrrn*c olc wanGrl=' moin,fqincJl---- r--,.--->,

-i I rlcflnls*+r: teeaplad *rrrtr:rs tli5 yeElftCrftl*fn *f *tgli"eS ff:ay he di:* t+rEll u*+&D-

ii) ir:ceri'eei cr careless eteorurting

G: i*ss ai€sing fi'eirl fra*rl. the* or negiigenre,



@

t* 'ihe head +f t!l* i*^stitution should iui!"r int'e#igate the eastes ef an-v

dc{icienc-v ar1d s*nt rr *dl rcptrt trr tFre Bircctcr, IIIRI} tlsng witEr the
vei.!firaairiir refiirt If the instifirtinnal hea* Iiolds th#. an-i: lass *cus*.d to
IIIRD is tlue ta th* miseonduc.t ot' eulp*hle rregligence of ih* Sratt *f the staff
rorrfrrrrcd, tll* Ilcai!. crf tlr* lir*titutl*it *Iioiilr! td* liis / Ber rcrfiitltilfiitlation *s
tr-r hrrw ifos lr-rss xh.-ruld be mscle. grxrd by re.c.overS frr-rm the s:onr:ercred $t$lT.

9. T'he Dir*ctor ehc-rt:ld eft.er such exaruirlation ansl i:r'.'esiigiltion a;t ihe
importarrcc oitlrc cilsc+ issuc ordcrs to rr, ite offor recortr thc dcficienc3'- A
note should be recarded in the stock accsurts quoting the crder from the
Director.

lt.Any ercess detected during stocktaking should after investigation be entered
in tlre stock*ccaunts *{th the nemarls "Ercess fornd on stockYerificgtion'.

II.In thc annual stcck vcrificafion rcpolt send to Hrector, thc hcad of tlrc
lnstltutlar" *lrouli ft:rnlsh lnfortnatton *.g

(1) th* r-o:rdition irr whirh stock registers are maintnine.d in hi-t / her oflis.e
and fhe o{fices sulrordinate to him I her.

(2) The nesult of priorlical virrificaiion of stoekand
(3) The ectio:r taker for the adJnsf,menf of deficiencies, exc.e'tses, etc-

noficcd during stock tal#rg.

sd/- , 
,;.
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tltRli(]r(lH
To: I. He*ds of all tnstitutions under IfIItt)

2- CA ts Director
3. JolntDlrector for lnformatlsn
4. I'inancc (}tliccr
5. Adrninistratire Offrcer
6. Assista*t Erecutive Engineer for itrfor*ratistl
1. Atl Sectiou Heads in the IHRB l{edquattets
g/-,T'J'.

\4. O.C.
F*r='t rd et! /By'-lrd *t'
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