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I. INTRODUCTION

This report is submitted in accordance with agreement dated August 31,
1979, with the American Public Health Association pursuant to a request from
USAID/Ghana to provide technical assistance to the MOH. The objectives of
the assignment were:

1. Assessing and familiarizing self with the Government of Ghana (GOG)
procedures and problems relating to stores and supply management and infor-
mative systems, especially with respect to contraceptives.

2. Working with the GOG Ministry of Health (MOH) workshop organizers
to prepare curriculum content and teaching material.

3. Identifying shortcomings and bottlenecks in the present stores and
supply systems and recommending improvements.

4. Assisting the GOG and USAID Mission to improve the system for monitor-
ing contraceptive flows and forecasting requiremcnts.

5. Providing technical assistance to the GOG agencies involved.

In addition to the above, I learned on September 27 that a task not
included in the cablegram received in Washington concerned my "conducting
portions of the workshop as requested." This presented no problem because I
had been conducting portions as scheduled and some if available when scheduled
lecturers were unavoidably delayed because of the petrol lines and vehicle
shortages. The activities were carried out in Ghana from September 8 through
October 16, 1979.



II. ACTIVITIES

Preliminary

Before proceeding to Ghana discussions were held with AID officials in
Washington familiar with the program who also made available copies of resources
and reference material. On arrival in Ghana discussions were held with USAID
officials who provided copies of additional reports and/or studies of the
Family Planning Program. (See Appendix A).

Preliminary meetings with officials of the Ghana National Family Planning
Program (GNFPP) concerned the ordering, receiving, inspecting, recording, stor-
ing, issuing and distributing contraceptives to the regions.

Warehouses or storage areas for contraceptives and equipment at GNFPP head-
quarters as well as MOH warehouse in Accra were visited. The principal intake
point and MOH warehouse at the Port in Tema for all of Ghana medical supplies,
equipment, medicines and drugs was toured with Mr. John Wiles, USAID, and Mir.
J.A. Charway, Supply Officer, MOH.
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III. REVIEW AND FINDINGS

A. Workshop

The MOH workshop at the University of Ghana in Legon (September 17-
October 6, 1979) was well managed and organized, thanks in a great part to Miss
Catherine Addo of GNFPPS who did a commendable job in the general organization
and management and making necessary adjustments in schedules due in part to the
petrol crisis. Likewise the arranging for transportation, reproduction and
timely distribution of hdndouts as well as her daily contributions to the
seminar were noteworthy.

Thirty.-one of forty invited as participants attended the workshop. These
included Principal Nursing Officers, Senior Supply Officers, Supply Officers,
Pharmacy Superintendents, Senior Pharmacists, Stores Officers and Storekeepers.
They and their locations within Ghana are identified in attachment No. 1.

All lecturers were obviously carefully selected for their lecturing ability
and thorough knowledge of not only their specialty, but in many cases, the entire
supply management operation. The detail so graphically presented by each in
his subject left nothing untouched in terms of stimulating discussions of actual
situations found by participants in their current work experiences.

The lectures, questions, and general discussions afforded an opportunity
to discuss specific topics with lecturers who possessed particular knowledge
and expertise with operations and procedures of the Ministries of Health,
Finance and Economic Planning, Trade, the Ghana National Supply Commission,
Public Works Department, and workshop participants. They provided a wealth of
information from which an assessment of GOG-MOH systems, procedures and forms
used in stores and supply management could be made.

Frequent discussions related to specific problems surfacing at the MOH work-
shop were uiscussed with Ministry of Finance and Economic Planning (MOFEC)
officials as well as MOH, Ministry of Trade (MOT), Ghana National Supply Com-
mission (GNSC) and GNFPP before sessions, after sessions, in transit, during
breaks or lunch, in order to best utilize our time together which was made more
difficult than normally expected because of the severe petrol shortage and conse-
quent critical transport problems for all of us between Accra, Legon, the various
Ministries, supply centers, etc.

It should be stated here that GOG Supply management systems now in effect
are, in my opinion, appropriate and highly professional. 1 understand that some
of the store regulations have been rewritten and await cabinet approval. Abuses
of the system are man-made, much like those found in any country. Workshop dis-
cussions included examples of abuses and what specific steps could and should be
taken to reduce abuses.
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The material prepared for lectures could not have been better. Some indi-
cation of the subjects covered in lectures and seminars is given below to show
that they treated the entire cycle of events involved in supply management from
inception of the purchase to consumption or other disposition of the goods.

This material was prepared to a large extent in early August by lecturers
and organizers before my knowledge of an invitation to participate but in no
way did it present a roadblock to the introdiction and association of my input
to supply management, particularly as related to contraceptives for the Family
Planning Program.

Functions of Positions Involved in Supply
Description of Items Needed - Specifications
Request for Purchase
Purchasing - Indenting - Tenders
Import Cbntrols
Letters of Credit - Bank of Ghana
Receipt and Inspection
Storage
Stock Control
Secu?-y and Preservation
Issue i'd Dispatch
Stores Accounting
Losses
Disposals
Medical Supply Administration
Budgeting
Marine Insurance
Customs

In any evaluation of the workshop the following benefits must be included.

B. Benefits of Worksho'

1. Provided participants a general overview of all aspects of stores and
supply management.

2. Provided detailed description of functions of all positions involved
in supply management operations.

3. Through lectures and handouts elaborated on specific step-by-step pro-
cedures established by MOH, MOF, MOT, GSC, GNFPP in the procurement, receipt,
storage, issue, management and accounting for supplies.

4. Explained by specific examples the advantages and disadvantages of
different methods used in all aspects of supply management.
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5. Brought to the surface for discussion and resolution those problems
and situations which create obstacles to accomplishing most effective management
of supply operations and proposed steps to minimize abuses by amendi-ig existing
practices.

6. Provided strategy to improve and elevate rapport of supply officer,
storekeeper, nurse and pharmacist with total medical personnel and facilities
provided and/or planned for future.

7. Likely improvement in the management of stores and supplies for GNFPP
in regions and outlying clinics by closer association of Family Planning com-
modities with MOH stores operations and increased knowledge of GNFPP by partici-
pants.

8. Improve facilities for and increase country-wide knowledge of availa-
bility of contraceptives.

9. Improve reporting between Central stores, Regions and Districts with
consequent maximizing utilization of available stores and minimizing deteriora-
tion or spoilage.

10. Provide for follow-up evaluation and assessment in March 1980, refresher
meeting in July 1980 and a proposed course in September 1982.

11. Clarified definitions, purposes, objectives, procedures Involved,
and aids to solution of problems related to

a. General Store Function
b. Procureme;it - Indenting
c. Receipt, inspection, storage, issue, dispatch
d. Stores accounting
e. Budgeting and Finance
f. Stock Control
g. Import Controls
h. Security and Preservation
i. Medical Supply Administration
j. Inventories
k. Losses and Disposals
1. Marine Insurance

12. Supply participants with valuable material, related to 11 above, which
can be retained for reference when answers to, or aids to solution of, problems
or courses to take in difficult situations are needed on any aspect of supply
management.
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C. Summary of Flow Control of MOH Goods

When a requisition for a specific item is approved and submitted for pur-
chasing, the procurement official determines the appropriate method of purchase
and obtains the goods. Upon receipt of the goods they are placed in allocated
or unallocated stores and appropriately recorded. Supply personnel exert efforts
to see that the goods are controlled at proper stock levels to assure reordering
timely, avoiding under- or over-stocking. All issues are to be made only to
authorized persons on documentation showing units issued. Recorded balances
on hand are confirmed by stock-taking (physical inventory). Shortages are re-
ported for investigation and establishing of liability and disciplinary action
prescribed. Strict observance of procedures relating to stock-taking (physical
inventory) and audit of stock records against receipts and issues may disclose
irregularities which, when promptly reported, start an investigation to estab-
7ish liability for shortages and referral to appropriate authority for action.

D. Procedures and Forms for Supply Management

No effort is made here to further describe the published procedures for
supply management within the MOH since the attached summarized handouts from the
lecturers provide this information and repetition here is not necessary.

The procedures are broadly designed for application to all supplies manage-
ment including contraceptives, so specific procedures for that purpose need not
be duplicated. Some specialized forms and reports have been developed for use
in connection with contraceptives.

The listed forms are in use by GNFPP. Examples of the forms are furnished
as attachments No. 3, are self-explanatory as to purpose and use. In some cases
they have been developed from standard GOG forms which have been modified to
provide for conditions existing specifically in the supply management of contra-
ceptives.

Store Receipt Voucher
Store Issue Voucher (Allocated Stores)
Requisition
Allocated Store Ledger
Transfer Issue Voucher
Daily Issue Sheet
Clinic Activities Monthly Report Form

These forms reflect the flow of contraceptives from receipt in central
stores to end use by consumer and the reporting thereof.

E. Reporting of Family Planning Activities

The Monthly Report on Family Planning Acceptors is a tabulation by GNFPP
of information which would be of much greater value to officials of both GOG and
USAID if the basic underlying reports from which it is compiled were received
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from all sources participating in the program. This is a problem that has beendiscussed in previous studies. The underlying report is supposed to be prepared
by each clinic, hospital or other MOH outlet which provides family planning
services and contraceptives. It provides information on acceptors and type of
contraceptive used. These reports when received by GNFPPS in Accra are tabu-lated to arrive at monthly totals with respect to acceptors and mode of contra-ception. Complete reporting is the only assurance on which accurate forecasting
of replenishment purchasing or future requirements can be based. It is alsothe measure of success in terms of increase or decrease of participation in theprogram. Recently the form was expanded to include more specificity concerning
type of contraceptive but the problem of getting response from every one of thefacilities providing the service has not been solved. Even negative reports
should be submitted by those clinics not having any stock on hand or any
activity.

F. Resource and Reference Materials

The following materials furnished by USAID and by AID/Washington has been
of value in providing the history and background of the program and tracing
the problems which have been encountered in its growth.

Population Planning for National Progress and Prosperity,
Republic of Ghana Population Policy, March 1969

Management Sciences for Health, Trip Report 7-29/8-5-75

Evaluation of the Retail Contraceptive Sales Program, Ghana-AID
pha/C-1145, 12-1/12-78 (April 1979)
HEW/PHS/CDC-5-26-77, Resource Support Services Report, Ghana
April 24-30, 1977

AID AAG Audit Report 3-641-78-21, 13 June 1978

G. Visit to Regional Office

A visit to the Volta Region in Ho was made on October 10, 1979, together
with Ray Martin and Jim Keene, USAID, and J.K. Mills-Thompson, GNFPP. In Ho
we had discussions with Dr. H. Menokpor, Regional Medical Officer, Mr. Allen
Anatane, Assistant Regional GNFPP Coordinator, Mr. P.K. Ofori, MOH Supply
Officer, and the nurse-midwife in the hospital clinic.

Report forms prepared by the nurse to show monthly activity in acceptorvisits, methods of contraception used and the amount of contraceptive sales were
examined. They were well prepared. A format prepared by the nurse reflectsnumber of units of each contraceptive sold and price per unit extended to show
amount of sales in Cedis for the month. This information was on the form impro-vised by the nurse since the clinic had not received any forms for such purpose
from Accra. Proceeds are sent through Hospital Secretary to the GNFPPS who
returns a receipt. No contraceptives are being issued without charge by this
clinic.
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Volta Region has one mobile clinic which makes trips once a month to
some part of the outlying areas.

Examples were given of efforts made by the RMO to reduce duplication of
travel and combine in one trip what had been requiring two trips. More
specifically it was stated that one person may go from Ho to Tema for medicines
and drugs when on the same, or nearly the same, day a nurse may go from Ho
to Accra for contraceptives. It was suggested by the RMO that storage of some
contraceptives in Tema would thus make only the one trip necessary. This
would reduce the cost of both personnel and petrol. Mr. Thompson will check
this out to arrange for an adequate supply of GNFPP contraceptives to be main-
tained at Central Medical Stores in Tema.
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IV. PROBLEMS AND RECOMMENDATIONS

A. Maintaining and Reporting Accurate Up-to-date Balances
of Contraceptives by Type

This problem exists principally due to the failure of most of the nine
regions to make timely, if any, reports to the GNFPS in Accra reflecting the
balance in regional supply points. Items issued to the regions, as well as
balances in Accra stock, are properly and currently maintained by GNFPP staff
in Accra in an Allocated Store Ledger, but balances on hand in regions must
be supplied monthly to Accra as a basic factor in determining time and quantity
replenishment order processing. This deficiency was emphasized in my dis-
cussions at the MOH workshop with officers who may contribute to the reporting
function in the future.

The incomplete reporting of contraceptive stocks used and balances on
hand at the regional and district levels is not a new problem. This has been
a continuing problem reported in previous studies that has made forecasting
requirements difficult.

RECOMMENDATIONS

1. A letter from the MOH to Regional Medical Officers (RMO)
stressing the obvious importance of submitting reports
promptly when due.

2. Visits, when petrol supply permits, by appropriate MOH or
GNFPS officials to delinquent regions to ascertain specific
reasons for lack of reporting, followed by efforts to
eliminate these reasons to the extent possible.

3. Orientation of staff responsible for preparation of reports.
This has been accomplished for those attending the MOH work-
shop. Instructions for preparation of reports should be given
to RMOs by MOH personnel receiving the reports not properly
prepared.

4. Consider including contraceptive reporting jointly with

reports for medicine and drugs to MOH.

B. Obtaining Storage Space Necessary for Good Supply Management

Historically it is apparently an accepted fact that the construction of
GOG hospitals and clinics has been completed from plans architects have drawn
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with little or no consideration for' the n,.ed to include sufficient storage areas
for drugs, medicines, supplies and equipment. Obviously this has resulted in
man-made constraints which create supply management Droblems from the central
stores down through pharmacists, nurses, and storekeepers. This was discussed
during workshop by participants and lecturers as a major obstacle to good
supply management.

RECOMMENDATION

That top level GOG MOH officials be urged by USAID/HPN to obtain
input from supply officers, nurses, and pharmacists for use by
architects in designing essential stores area for inclusion in
future medical buildings before approval of plans.

C. Need for Broader Awareness of Family Planning Services in Outlying Areas

Some clinics in outlying areas have contraceptives available from GNFPP
stocks that many people are not aware of. This fact has been related to me by
workshop participants, Peace Corps and USAID staff located in the regions and
districts.

RECOMMENDATIONS

1. Communication with RMOs should be increased in the form of letters
and personal visits (when petrol permits) to design some means of
disseminating information to increase awareness of services and
commodities available from GNFPP sources at little or nc cost to
the users.

2. Distribution of a paper, attachment No. 5 by Ray Martin at a Peace
Corps conference in Kumasi during my visit is a good example of
educational material needed and it is proposed that an additional
paper will be forwarded to USAID staff and POVs providing infor-
mation concerning locations of clinics where family planning
services and contraceptives are available.

D. Audit Findings June 1978 re Receipts From Sale of Contraceptives

In June 1978 an AID auditor recommended that USAID establish a procedure to
prescribe the billing for and receipt and expenditure of proceeds from sales of
USAID-donated contraceptives by clinics. These receipts had accumulated and been
unutilized when in fact they could have been, as pointed out by the auditor, used
for project-related expenses with resulting reduction of dollar obligations.
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RECOI44ENDATIONS

1. Since AID-donated contraceptives distributed to regional
MOH officers, and thence to outlying clinics, can be given
without charge to those acceptors unable to pay, and at
different unit charges to those able to pay, an overly sorhis-
ticated procedure is not recommended, The procedures as currently
existing within MOH and followed by GNFPPS should be monitored
jointly by USAID and GNFPPS Evaluation and Research Unit.

2. USAID should issue letters to GNFPPS suggesting or authorizing
specific types of expenditures from these funds. It is recom-
mended USAID and GNFPPS consider using part of the funds for
costs incurred in GNFPP staff traveling to regions and for pur-
chase of pallets to improve storage facilities where the contra-
ceptives are stored in larger quantities.

3. The AID audit recommendation should be cleared by furnishing
the proper AID authorities with an appropriate statement of the
determination made and action taken by the USAID in this respect.

E. Understocking of GNFPP Contraceptives in Some Outlying Clinics
Due to Lack of Adequate Transportation Facilities

This problem existed to some extent before the petrol crisis, so has become
more serious now. Questions I raised in a hopeful search for motor pool
sharing type of transportation produced little encouragement until I learned
that previous research for a solution disclosed that DANAFCO was receptive to
providing some assistance in deliverying AID-donated contraceptives to clinics
located in areas where DANAFCO also had outlets or even storage facilities.

RECOMMENDATION

Resuming negotiations between MOH/GNFPP and DANAFCO to agree on
specific terms regarding compensation for deliveries of contra-
ceptives at specified times to designated area clinics not otherwise
adequately provided by presently available transportation facilities.

F. Making Maximum Use of Report Findings and Recommendations

Over the years since its inception there have been a number or review and
evaluation reports of various phases of the family planning program as indicated
in the section "Reference Material" and, I understand, an "in-depth" review of
the program planned by USAID in the near future.

In some instances, similar findings or recommendations, although couched in
varying terms, are noted among the reports. In order to make maximum use of the
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material resulting from these reviews and evaluations, it would appear logical
as a staff exercise to analyze the reported findings and recommendations, par-
ticularly the recurring ones related to commodity management techniques, and
take such action among the concerned USAID offices as required to improve or
correct the reported situations, negotiating with MOH and GNFPPS as needed to
institute the suggested reforms.

RECOMMENDAT IONS

1. USAID review outstanding recommendations contained in prior
reports related to the family planning program and take such
action within the Mission and witn GOG officials as required
either to implement the recommendations or, at a minimum, to
alleviate the situation leading to the recommendation.

2. In order to maintain for users of the report the usefulness
and current value of the information, it is suggested that the
reports be appropriately annotated to reflect the action taken.
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V. STEPS TOWARD IMPLEMENTATION OF R1 ,JMMENDATIONS

Before my departure from Ghana I was able to initiate action on two of the
recommendations and the USAID furnished information concerning a study relating
to another. The following paragraphs reflect the updated status of these
recommendat-lons.

Recommendation IV.1.A

A memorandum, attachment no. 4, dated October 9 to Mr. S.K. Kwafo,
Deputy Executive Director of GNFPPS, suggests a type of memorandum
that could be directed to Regional Medical Officers concerning
timely reporting of contraceptive supplies, taking of inventories,
and guidelines for storage of contraceptives.

Recommendation IV.2

After submission of this recommendation, I was made aware of a study
titled "Proposed Guidelines and Standards for General Hospitals in
Ghana." This was a joint project by Texas A&M and the Government of
Ghana in May 1978, directed by Dr. Alfred Charway, Architect AGIA.
USAID and GOG have copies of the published report. The report includes
a section relating specifically to the supplies storage areas and
proposed space designs which, if adopted by GOG, could implement recom-
mendation IV.2 in future hospitals and clinics. It is recommended that
the USAID/HPN maintain touch with MOH officials to assure that the pro-
posal joes not become buried under the pressure of government routine
without implementation.

Central storage area in GNFPPS is being rearranged to provide better
air circulation, stacking on pallets, spacing of commodities and
general implementing of storage guidelines to the extent possible in
space provided. This will also facilitate physical inventories in
which they have also suggested that USAID participate.

Recommendation IV.5

On October 12, Mr. Joh:i Hayes and I visited with Mr. Bjorne Heidemann,
Management Director cF DANAFCO and Mr. E.A.A. Ocansey, the Distribution
Manager. Very satisfactory discussions assured us that formal negoti-
ations could be concluded between GNFPP and DANAFCO to provide trans-
portation of contraceptives to Kumasi, Takoradi, Koforidua, Ho and Hohoe
at regular intervals for nominal cost. This could even include short
term storage at DANAFCO warehouses. Shipment to these areas would be
picked up by GNFPP coordinators or MOH Regional Medical Officers.
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After this meeting, Mr. Hayes and I went directly to Dr. A.A.
Armar, for my previously arranged appointment with him during
which we discussed, among other things, the acceptance we
received in DANAFCO and the seemingly sinple way in which this
recommendation could be resolved. Dr. Armar was receptive to
the solution but explained that he would have to negotiate further
with MOH officialt. Hopefully this will be successful and perhaps
USAID follow-up should be encouraged because the actual formal
agreement with DANAFCO could be reduced to writing by an exchange
of lett, rs or a brief simple contract in a matter of a few hours,
at the most.
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VI. ATTACHMENTS

The attachments may appear to some to be quite voluminous but are con-
sidered necessary and appropriate to provide reference, if desired, to much
of the material and curriculum which contributed to the success of the work-
shop and many of which will be of great value for retention by participants.
The workshop handouts provide complete description of procedures and objec-
tives involved in commodity supply management for the Ministry of Health and
other Ministries involved in the ordering, budgeting, controlling, storage,
issue and distribution of commodities. Any attempt to surmmarize them without
providing the complete documents for reference would be depriving the USAID
staff, and others interested in this report, of invaluable material comprising
the supply management in IOG.
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PARTICIPANTa

Nane Desi-nation Mailing Adrss
1. Mr. E.H. Norman Senior Supply Officer Regional Medical

of Health, Greater
Accra Region, Accr

". Mr. E.Q. Mensah Senior Supply Officir Health La-oratory
Services, Korlc Da
Teaching Hospital,
Accra

31 Mr. S. Adu-Arsere Senior Supply Officer Central Medical
Stores, Tema

4. Mr. P.K. Amodzin Senior Supply Officer Pantang Regional
Mental Hospital,
Pantang, p.0. 3:. .1
Legon.

5. Mr. T.E. Benson Supply Offi-er Central Medical
Stores, Tema.

o. Mr. E.G. Tetteh Supply Officer Maintenmnce De -rt-
Ment, Korle Bu
Teaching Hospital
Accra.

7. Mr. J.A. Charvay Supply Officer Central Medical
Stores, Tema.

S. Mr. L.T. Quaye Supply Officer Limb Pitting Centre,
Accr-a

9. Miss Agnes Brown Supply Officer Centre for Linen
Manufacturing Unit,
Accra

10. Mr. Ofei-Okyne Senior Pharmacist Korle Bu Teaching
Hospital, Accra

11. Mr. Moses Appiah Senior Pharmacist Adabraka Polyclinic,
Accra

12. Mr. G.T.A. Armah Senior Pharmacist Mamobi Polyclinic
Accra

13. Mr. C.D. Batie Senior Pharmacist Central Medical
Stores, Tema

14. Mrs Felicia Tagoe Principal Nursinc- Korle Bu Terchine
Officer Hospital, Acora

15. Mrs Valencia Cofie Principal Nising Ministry of He~lth
Officer Head Quarters, :ur: I)

Uniform Centre
Accra
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,I a m e leeignation !ailing tde.resE

__ -i

16. :Iisn Grace Q tey Principal Nursing rantang ReCi:nl I
Officer Hospital, Fant--1- ,

P.O. Box 81, L ;,j .r

.7. Y-. Ben. Quaye Stordkeeper Environmental H I:
Division, :,d abin,
Accra

I. r. J.;. Cobbla Storekeeper Epidemioloey Di"'!sln, 4
Ministry of H-lt'
Accra

15. Mr. Mills-Thompson Stores Officer Ghana National F=zLy
rlanning Secret~r- -,
P.O. Box 1.176, -.cc:-

7 . Mr. S.3. Ampaw Senior Supply Regionl elici '
Officer Stores, Xcfcr±iz, ;

Estern Iheeion

1i. tar. M.E.A. Armah Senior Pharmacist Neaw m Gnvernment
Hospital, Nsaw: I

2. Mrs. Alma Adzraku Principal Nursing Community He'lth
Officer (Education) Nursing School,

Tamale

'3. Mr. J.K. Afful Supply Officer Effia-Nkwantai Hospital, Sekcn"i.

:4. Mr. S.IE.K. Obeng Supply Officer Komfo Anokye
Hospital, Kaumsi

25. Mr. K. Opoku-Boakye Supply Officer Kinistry of Health
Ministries, F.C. " =:Y
1908, Kumas i

,6. Mr. R.3. Kwarteng Senior Pharmacist Regional Medical
Stores, Kumasi

27. Mrs. A. Afedzi-Hayford Principel Nursing
Officer Komfo Anotye

Hospital, Kum'si

28. Mr. G. Barnor Pharmacist Central Hospita,
Cape Corst

29. Mr. E. Fofie Pharmacy Superint- Bolgatanga Central
endent HospitVI, Bola.ta.. 'I

30. Mr. P.K. Ofori Supply Officer Ministry of Hi-lth,
P.O. Box 72, Ho,
Volta heion

31. Mr. L.Y. Nyidu Senior Supply Regional Medicai
Officer Stores, Kintmpr
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PLLNING RESOURCE FERSONEL

a m e esignation Mailing Address

Mr. I.K. Osei Director of Supply Supply =nd Inspectcrn.tc

Division, Minitry 1f
Fina-nce, Head Office
P.O. Box M.40,
Accra

Tel. 64131

Mr. S.K. Ahoma Senior Supply
Officer
(Inspection)

Mr. W. Hanson Principal Supply Ministry of Health
Officer P.O. Box M.44,

Accra

Dr. Y. Aboagye-Atta Deputy Director of Ministry of Health,
Medical Services P.O. Box M.44,
P.H. and M.C.H. AccraFamily Planning

C.E. Addo (Miss) Assistant Director
Ghana National Family G.N.. P.P.
Plannin,- ProdTamme Secretriat
(G.N.2.P.P.) in P.O. Box M.76,
Charge of Training Accra

VISITING USJIfl CONSULTANT
Mr. David Lynch Management Consultant USaID Mission, Gh .n-

Ring Rocv Accra.



Attachment #2
UNITLD STATES OF AMERICA

______ AGENCY FOR INTERNATIONAL DEVELOPMENT
'MISSION TO GHANA

September 27, 1979 Ring Road East Nair Osu Circle
P. 0. Box 1630

ACCRA-GHANA
"TELEPHONE 75346

Mr. David Lynch, APHA consultant

c/o USAID/HPN

Dear Mr. Lynch:

Subject: Your Consultation with GOG and USAID on Logistics and Supply
Management of Contraceptives and Other Coimodities in the MOH

Tho anticipated tasks that we identified in your request to AID/Washington
for a consultant are as follows:

Anticipated Tasks would include a) assessment and familiarization with
GOG procedures and problems relating to stores and supply management
and information systems especially with respect to contraceptives;
b) working with workshop organizers to prepare curriculum content, and
teaching materials; c) conducting portions of the workshop as requested;
d) identifying shortcomings and bottlenecks in present system and
recommending improvements; e) assisting USAID and GOG to improve system
for monitoring contraceptive flows and forecasting requirements;
f) providing technical assistance to GOG agencies involved; g) writing
a report setting forth findings, problems and recoammendations.

As we have agreed, your functions and tasks during your six week TDY
will be determined primarily by the Ghanaians in the MOH and GNFPPS
who are involved in the stores workshop and in management of contracep-
tives and other commodities in the MOH. USAID/Ghana also has certain
concerns and issues that we have already discussed informally, you
should attempt to address them. These are outlined below.

1. Study USAID health and family planning commodity management and
make suggestions for improvements.

2. Assist the MOH and GNFPPS to work out if possible a simple,
efficient procedure for reordering, stocking, distributing, keeping
records and reporting on contraceptives and other family planning
comnodities. It would seem desirable that the procedures should be
written cut, explained and discussed to all the stores people in the
workshop and become a part of official GOG co modity management practice.

3. Analyze the supply management procedures used in the MOH for
contraceptives, which are supplied through the GNFPPS, as compared to
those used for drugs and other commodities managed solely by the MOH.
Describe any problems and make recommendations for improvements. In this
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connection, outline the pros and cons of continued procurement of MOH
contraceptives through the GNFPPS as compared to modification of procedures
so that the MOH would be solely responsible for procurement and management
of contraceptives used in MOH programs.

4. Describe in some detail the present process for contraceptive
procurement, warehousing, distributing, record keeping, and reporting.
This would include transportation, physical facilities, forms and reportsused, personnel responsible, etc. Identify problems and make recommenda-
tions for GCG consideration.

5. The June 13, 1978 AID audit of the Population Program Support
project included the following two recommendations:

"The Mission should issue an implementation letter to establish
procedures and provide guidance covering the billing, receipt
and utilization of contraceptive sales proceeds."

"The Mission should request the Government of Ghana to make
a physical inventory of contraceptives on a country-wide basis
and zstablish stock records at all distribution points."

Provide guidance to the Mission for follow-up to those recommendations.

6. Investigate responsibilities and procedures for transporting
contraceptives from central stores to regional stores and to final usepoints and make recommendations for more efficient distribution. Under
the commercial program, Danafco, a private firm, distributen contraceptives
throughout the country. What would be the feasibility of using them totransport contraceptives to MOH regional stores and district use points?

7. Look into the GNFPP reporting form to see what modifications mightbe required, and how they could be implemented, so that acceptor datawould distinguish between condoms, foam, foaming tablet, and other methods,
(Now all grouped together under other.)

8. Find out why the proportion of family planning clinics that report
regularly is low and what might be done to improve it.

9. Work with GNFPPS and MOH to devise stocking and reordering procedures
so that at central, regional, and district level the likelihood of supplies
being exhausted is minimized.

10. A retail contraceptive sales program is now being implemented underan AID contract with Westinghouse, which has sub-contracts with the privatecompany, Danafco. Decisions must soon be made about commodity procurement,
management and distribution after the termination of the Westinghouse contract.
Please provide alternatives and suggestions for USAID/GOG consideration.
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11. Provide a description and assessment of the organization and
personnel responsible for commodity management in the MOH and the GNFPP.

12. A Clinic Activities Monthly Report Form is to be compiled monthly
at the clinic level providing information concerning supply inventories
and contraceptive issues. The GNFPPS summarizes them into a consolidated
report. Examine these reports, if they are actually submitted, to see
what help they can provide in improving overall commodity management.
If in fact the reports are not prepared, is it so important that an
effort should be made to revive it, or can the needed information be
obtained in other manners. Review GNFPP and USAID procedures for
forecasting contraceptive requirements and calculating orders and make
recommendations for improvements.

13. Your report, which should be submitted in draft prior to your
departure, should be descriptive, analytical and prescriptive. It should
be written with both GOG and USAID needs in mind. It should identify
issues and problems, outline alternate courses of action, and give
recommendations, being as specific and detailed as possible. Since your
report will be considered a supplement to an in-depth, comprehensive
evaluation of Ghana's population/family planning program that is planned
for the near future, you should cover all aspects of family planning
commodity management. Although your tasks deal most directly with
family planning commodities, it would be helpful if the report included
discussion of the issues and problems concerning other MOH commodities
as well. A summary of the MOH workshop for stores personnel would also
be useful.

As we have already discussed, the primary client for your consultancy

is the GOG, not USAID. Accirdingly, the priorities for your time should
be determined by what will help the MOH and the GNFPP the most. The
tasks outlined in this letters should be considered as guidelines for
your work in Ghana and to the extent that you can perform them, the GOG
as well as the USAID will be the beneficiary.

Sincerely yours,

Raymond Martin
Population Officer

cc: Mr. H. Pederson, DS/POP/FPSD, AID/W



We. h-Ie intza, Toulattom Offwcer m 12, 1979

bMrid Jmch, AIHA Comitast

5 : T , letter of Septaer 27, 1979, n o
teleWrs AM 8164

mj* Is Is reaWoNs to 79r "Jeft letter. a la, I shud pont out
for the reord th8t the urrpods of ny rewim as sated In the first

SP*1rh of 7ur letter va ,affected by (1) ethe llect of Item b),with ksh " erg sizr to' eer inriam i oetoet sad
teoadi s teriula m S t unapdioid by tb he fat tht 16'v n
of the" pieter Pon of the matertal heod bees eated ft A iut "prior
to the dato of receipt In APU of 70m "eeIn questiag a eumatsaz
a (2) Oe POm Of w!m"m, fp :i o ft t washpb as reuested"

- - stated uea tes 1) odivd met s'7wearj n Late-wofyertl,], recive -- -

by AI I d mself 'fro AID/. Actually Lt fact I had beem doing, this
dUin the workshap before recept of 7ow inmd sand metaftly
cItimd Ito, do so theefter.

Aitugm I had ood a daft of YOM o is d bje lettr mn f1=a
letter vu e eeivdw unti 3aeetbir'27 i~w 1 I all I. the
vakahep'&ssiw with the WEB and IWM timce the d.ing 4 4te, of
ttbw 59 1 boe beem ecmpis with ofttie my Not's together/sjm ath.
draftiug my report to APS, a agy of ich stil be furnishe USAID for

Dma to, accuemy the .eport, if dahed. Therefore the fellewiu
aret me, of fered Is reoprn witbiA the Umaied tine aalbe

* . lifisbtee 76W da oslnudemd with actisas take
*Win myreve sMad Uncluded mor sapat, Udich 4*se, -reference
Is 02d0 beissv to the aSropriae secatn of the ."mrt

1. Ursa lted time for aorfttlem I would migent closer smtoria
by MA IM of codty reaotiag sod Iwealft castact ith I Isu
adeicl Officers la innr sodlar to our trip to No.

2. Mei va partn of the workshp -S~d ich LwAcuded o~leto
*deemriptisa of proceues am mcitift SoB ~ disnasim La the

are* of M&c AJa Involved Imml wea s as omelleft sand
*~ ~ ~ = uported by7 hoodouta dIt Vmm a l wil rats!. farftr

asfersace. 2by afe adqmites-, if aeid1  oraov sitL
reolvf'g sP rebleo tha earin IWise LaCOmMlity ar~tlpm

procedre semmeaded 'are Icluded Is my repor adlerc %be looer
I * eddre~eed to Vc. Imfo em the reporting. Teom and ctbartm "d'Slso

*~ ~ ~ 0 SNdo Uest&3 for his o4Rnaderftirn mthis jeft.
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Zag0or so developing witten prewodres to .cimf a part of official
am comdity omme"Muat practices, I haw e "authority to dictate GO(;procedures aidif I -dd, the ost of W tim is oilleag thim twough

IfMulti-1MaIstry Gol Cmbaet approvalo (WIdach I M inf.,med Wre required)
wmud certainly oft be Justified.

3. Supply mmII poedre used Is N we adaptable to any
comodity. They we designed to accomPlish the iMnfMm utilization andindividual requirars of each specific iLtm without regard to the
source of supply.

As to the pro* Mad an 6 Modifying procedures so that M would be
solely responsible fAw the prcur it'eand, meeme1 of coutra capt ivesused In the )UIZIFP If you &Trem sugsting that MRB instead ofG l becomthe recipi of AID-donated comodties, it appears that
this would effectively eslmite =M, Am 8penc7 ef the iG. e f
the authority eisted for osh a "Medifiatioa of procedures," the
advistage Is -pi apeetIn that IP? isU orgniftZed to beadle, this one
fsentioom if the foiateion We" tromafwred to IMB, it is possible thatLt would beome lost In the sultiplicity of respomibilities assigned
to-that, ftisery. "-

If you are suqgestift that MEC procwe 'the ai0modities through COG2Usual procurmeint procees, I Ea. I the isterest of .ily planning
objectives., reoenad spamet it. Givem the e c e sitemea m
existing In Csamp'. tisressamable to recopise -tha drect prhsof contraceptives by GOG as a repla40nit far. AID-doaimted *eracaptive$

od hardly be assigned a bLh priority li the bdget. t e eotimtedInclusion of =MP Imraeptives In AID poenat seem at this time
the better ehoie.

4. See report.

S. See problam Md/ I dtion No. 4 sad my ofOctober 9g 1979 to M. S.1. tfo eputy Director, GPS, referred to
In response No. 2 abe".

6. Use of Dimee h WNWt otrcpives to outlying aroa hadpreviously bow oseted br . Jabs, f se "fject Manager for the AID
Westinghouse e01AXcts and 'bed bern discutssed by bin with Domafco, which,at that tine me reeptive to the Ides. As I advised you, W. Uysu nd+. I
will aeeprn the discssions -with the esmay today, after which I willadvise Dr. AIM of the reults ad ich :fter a ti n as is rquired.
I am sorry that 7eu feel that matters of hier priority will Pevat
Yu so .e.

0 . .+

3 3- + + '3 3 r .3 ,+ +p +++ +
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7.TAis was rem e Ina the 31/VIE wrort dated MhY 26* 1977a,
Uttled IAo3 es SUPPOrt Services IMp : Gsm April 21-30a 1977. At
that tim Wr. S.X. lust. stated that tbe other" mepy s ving to

* be separated Ltfeem, cindm, maWother la the rw h re. I s sost
Wthat after detecmig what AID ioods, yov discuss wt 011PS the
* dflefien of the tors to provid, ibat you med.

S. This also wa discasood Is the above report. See also ?robl
-d Ma-- - atu No. 6.

9. Ti m e ed la u-radoo f October 9, 1979, to Mr. S.K. imwfo
Coferred to L.a respoos No. 2 above. The procadwas already dst, The
od Is to be stff resposmble fm NVlIUting thes C= ly with

10. Used on or discssions with, Jobs lbyes, Inm opLauius the wast
bolefgooble perso l~a oMs in respet tot all phases of egutraceptive

usmtI stroogly cmar ia kin, readatuss which beth SAID
sd AID/V are anro of.

11. Is view of the Limited tim of my visit, soft of which at raeuet
of NB us devoted to he wokshop, it ee that, amy description and

"asem et of the 'a aant d paaml' reepomible for -onoity
1ini the Wmi GUM that I wm give usuld b of oe, less Wvelme- th a wm .'m description sad assessIet based s your sarly 2 Years

of officdal stacts ami associstiom in wukiag with, them. Ueverteless
In or brief visits sod eo ts I ewbed an o'aization god proml

I developed to gucttio "Ml Wat cissta exsting. Uscestralizstiao
W ould, aide as would better, stem*e a 4 Itramaportatios facilities ad
I i tius with ie 1 Y, I a.ea*. yew eotiind follow.am inremt

mesures bei s with a vie toward passible iqroved wrich
b ave born disssd with. CUM1 an tID staff with respect to repertin,
st"i of emanumpi-v s md better sqpply area spacte to scauragad.

12. th MM11 Moslumtion and Research Usilt wrmI to a sourge of
walmle, statiseics which cm be used as a pleat of doerwo Intacn
9111i9s' that do -- = ."pm sad instituting eominication with t~hmw. Thi
ties Late the repotift pmdim emietiag with Ugoms.' The er-

~ralatie mybe a 98e4r In Wesel Gbiwmbtersl pniblm LI ~~talaing .alt rePorts becAuse of Lasufficiemt argeiatioal juriadc-
ties ovar clinics. ThMw procedures in, 'Irecastift seeds based do the
9"pat areo aaetalble systm but accinacy ta, th forecats Is daeusiut
* etimly an emeplte repectift*, as, 4100sed previosaly.o

13. repor i balms prr d raft for admiss~s 40 AM' toether
with a"y anmtswhi"ch yo psi Ja that I imlnd with afterial, s amitted
% o AM. Copies of, all drafted parts of ow. report an b0'lhEishod to
YOU as I eampeto thu. I& the oet we ae noble to disuse. all inusats
which you my bove Conwaing the report, ,y- my seod ebm by ill or haveI us take tbm upus my departture at 203 usI Gobor 15 179p

* 1 cc: Mr. Howard ss, A~



S'IOR0 IECEIPT VOUCiHER

No. ............. ...........

(This DUPLICATE to be forwarded to the Head of DeparLncnt)

I CERTIFY TtIAT I have rcceived irto Store the following:-

F ro m ........................................................................... ... ... o n a/c o f..................................................................................................

Lcdgcr Quantity Description of Goods Rate Amount CRILDIT TO
Folio H' p lead Item

. ............... . ....... .. ..................... ............ .- .- . . ................. -- -......... .............. -....... ...-............ ..... . ............ ..... ............ ..... . ........................ .............. ............ I ........ ... ....... ..

I ~ . ........ ...... .................. .....

.............. ....... ....... .............. ... ... ....... ..... - ...... ..... . ........ .......

.o ........ ..... ........ .. . .......................... . ..... .............. . ................................................................................. ........................ ............................ ............ ................ .................

-. .... . .. .......... ........ ;...** .......... ............. . . ... I*..... . . . . . . . . .... . .................... . ............ ........ ..... ........... . . . . . . . . . . . . . . . .

. .. ... . ............. ..... ..... . .......... . . . . .. .................... . . . . . . . . . .......... .. ........ ........ .......... .... . . . . . . . . ...... . . . .... .

. ................ 19 ............ Signattr f Storekeeper ................................................................

ND.-n case or returns to store the C.R.I.V., S.I.V. or T.I.V. on which the stores %icre issued should he quoted hereon.
GPC/ V194 3/2.Ooobk8./ 5 0t-/ 9 / 7 5 Store Form 3



STORE RECEIPT VOUCIIER

(This ORIGINAL to be handed to the Officer from whom the Stores are received)

SI CRTIFY THAT I have received into Store the following:--

F rom ............ .... ..... ......... ................. o a/c o .................... . .....................

i Ledger Quantity Description of Goods Rate Amount CREDIT TO
Folio p Head item

........................... . ........................... ........... ........

.-.... ............................................................ 
............................................................ 

...

...... .................. .... . . . .. . ................................. ... .................................. ........................ .......... .....................................................................

.... . . ...... . . . . . . . . . . . ..... . .......... ...........

.................. ... ... ..

......... .. . .......... ........ . -I... . . . . . . . ....... ......

. ........... 
. . . . . . . ... .............. .. .....

. ...............................................................9................. . S ignature of S torekeeper ...........................................................

N.B.-In case or returns to Store the C.R.I.V., S.I.V. or T.I.V. on which the stores werc issucd 'hould te quoted hereon.

cGC /V19 43/2.ooohk.-!50t.!9!75 Store Form 3



STORE RECEIPT VOUCIHER

No .. . .

(This TRIPLICATE to be rclained in the book)

I cr.TIFY THAT I have received into Store the following:-

F ro m ............................................................................................ o n a/c o f .............................. ........... .................................................

Ledger Quantity Description of Goods Rate Amount CRUDiT TO
Folio tp Head Item

.................... .. ....... ...................... . ..... ......... .. . ................. .................... ...................................... . .......... .. ... .............. ... ................... ...... .............. .......... .. ............... .......... ......

.. .... .... ... .... ... ........ .. . .. ... .... . . ...... .... . . . . ... . ...................... . ...... .......... ................... ..... ....... ........ ... ..........

. ......... .. .. ........ ................. ..... .................. .. ... ........... ....................... .... ................ ........................ ........ .................. .. ... .................. .... ...... .... ........ . ................ ............... ..... ................ ...... ............................... .... ..... ........................... ................. ........... ........................ ............. ..... ..... ........... .................. ..... I................. ... ............. ...............

............................................................................. 9 ............ Signature of Storekeeper .........................................................

N.B.-In case o returns to storc tei C.R.I.V., S.I.V. or ".I.V. on %hich [he stores were issucd should be quoted hereon.
GPC/V19 43/a.ooobk. / 50t./9/73 :itore F'orn :i



Original

REQUISITION
(STORES REGULATION No. 86) do.......

m Tm ~ a rca*.. -.. ~ . . PeaeIsse o........ .. .. ........ 19 .....
7b TM us STOarxj-rM ..._. ._ . .. ... ... ....... ..... Fla-e sa t ..... . ......... ..... . .. .. ) Pr.

Qu~trrv Rw.Qiutw Writem QUANTIo Rr qmaED [ Work

No. Words FigurOeder No.

... ". .. . ... .... . ... .... I... --.. ..... .... -.. ..... .. I .. . .. .... .......-- - . - - . .. . .. ... . .. .. .. .. .. .

Tho above stores arm required for 0immcdiate usc/another store.

The original copy of this requisition must be presented when Stores are required. Slpaure ond Rank of Offier
*Te Officr signing the requiitlon should strike out whichcver docs not apply.
aPajVOO3rAOOObsl.d.j pc Rtore Form No. 6



ORIGINAL STORE ISSUE VOUCHiFR (ALLOCATED STORES)

DEPARTMET

STATION

Issued to -......... ...... in accordance with

Requisition No.- the following articles:-

LedgerNoe
Quantity .Unit Article Folio Notes

Foi

_19.-._

Storekeeper

Countersignature of Supervising Officer

Received

19-
Signature and Title

OPCIA42Ol.C00 bks,/S0t.14rl4 atm Tom 4



DUPLICATE STORE LSSUE VOUCIIFR (ALLOCATED SIORFS)

DEPARTMENT

STATION._

Issued to ....... . accordance with

Requisition No ..... the following articles:-

Quantity Unit Article Ledger Note

_______I___________________________ FolioNoe

Storekeeper

Countersignature of Supervising Officer

Received

19.-
Signature and Title

GFCIA4202.W bk.jS.147t4 tore FoIm 4



TRI'LICATI' STORE ISSUE VOUCIhER (ALLOCATEI) SfORIS.)

Issued to ........... .. ............ in accordance with

Requisition o.the following articles:-

Quantity Unit Article Ledger NotesFolio

Slorckceper

Countersignature of Supervising Officer

Received

Signature and Title
GPCIA420/2.O00 bks. 1501.14114 Store Form 4



195
ALLOCATED STORE LEDGER

Artic-

Unit of quantiy

Du R.V. From whom received Purpose o
I.V. To whom Issued S7 Quutity Balance Signature

S.R. 5I

,1 I

.1,Jl ________I. -

I 1 -- I -

- -- i

!- -

- ~-

I I -- -



196
ALLOCATED STORE LEDGER

Article

Unit of quantity

Date R.V. From whom received Purposeofssue Quantity Balance Signature
I.V. To whom Issued S.R. 57

- -

S. 
. _ _

IJ. ___

---

I- __B _ _ ¥om

I -.. .-



GIIANA
Original TRANSFER ISSUE VOUCHER

Store Regulation No. 76 Receiving Stution No.-

Stalion

To Ta SToRzxEpEit-
You are hereby authorised to issue the under-mentioned articles to ..-for use in the..... District.

Signura nd rnk f Gficcri~ch~gaSignature- awd rank of Issuing Storekeeper
Wayil AccouxT 

Fulio In i..klo an
Reo. Ard" Waybill jUnit ity Quantity to be Issuing I Amount RereiciugNo. Unit o t D.issued Ledger .iLedger

H I

34-22-SCIV7467I500bkLkIsoq.lzl,2 5  
State Bunk Form No. $Received the above-mentioned stores 

I 9ecipin .. .
Entered_ , .Sorekper ! 9

(4) The lining Storekeeper will insert agalast eaeh article the camber of the folio of his Stare Ledger upon which it ib entered. (b) The Receiving Storekeeper will Insert against each article the number of the folio of Ie Store
Ledget upon winc it is entered.

HOin-t) ShouJki any) alter'ation be aweessry. the voucher ste bel uttered aad Lnitine by the amel authoriingr the sne" . (Ut) Ile rccient must write h
i
s initials in the "*Articl*' column, immseditely below the last itress he

has to, fw~v41.



GIIANA

Duplicate TRANSFER ISSUE VOUCHER

Store Regulation No. 76 Receiving Statio Non............

Station

To THu STOREKEEPER

You are hereby authorised to issue the under-mentioned articles to .--- - for use in t-ie_....District.

Signature and rank of Officer-in-charge Signature and rank of Issuing Storekeeper

SccoTin Folio in

Requ -No. - Unit of Quantity Quantity tssued Ledger i ueut i einer
ltead Item ID.W. (. . (b)

I -_ TI II Iteiia

3422--SPCIV7467ISoobks./5oq.Ia/65 Store Book Form No s

Received the above-mentioned stores- , - Recipient - -

Entered_, tor c upe..

(a) Tits Issuing Storekeeper will insert aislast each atle the number of the folio of his Store Ledger upon which It Is entered. (b) The Receiving Storekeeper will Insert against each article the number of the folio of ie"
Ledger upon which it Is .a:.ed.

Nor..-4) Should any alteratio be necessary. the voueher moat be altered and Initialed by the officer autborising the i-ae. (ii) The ezel4ent must write hic Initials in the Arfcle* column immae4iately below the 
hag Ia'aaaed.



NATIONAL FAMILY PLANNING Origin~al

DAILY ISSUE SilEET
.... .... ........ - C LIN IC DFO ...... ...... .... ............................ ......................... 19Receipt Ovral Ovral Loop Loop New Value

No - FE PL "C "D" Inserters Norlestrin Value

-- --- - .- ............. 
.. .....-................................... .. .......

.. .. .... ... -- ---- -- .--- --- ......... .. . .. ... ...

I ........ . .. ... ......... ............. ... I...................... i ............................ .. ... ...... ................ . .. I..........-. ..-- . ....... . .,................I..... . . . . .........I....
.

........... 
.. ........ ............. . .. . ....... .-............ . .... ......... ..........

--. .------ .... ........ ..... .. .......-- --. ................ ........... .... .................. ......................... ......... ..... . .......................... -..-.---------- --- -

....................................... .................. ....................................I..................................... ..................................

S. .. ... ..... .........-.-................................................ 
................... .. ...........i 

. .... . ... .......... .. . .. . .......... .....-.....

....... .... i . . . ... . .... ...I. . . .. ...........-............... ...-........-.......... ...........-... ... I.. ........ ... ........ .......... .. I .......-. ... ...... ...I.... ........ ... ..... .... ...... ........................ .

I... . .. . ............... ...... . .....-I..................... .....I.-..................... ........... . . . ..........-I-.. .. . ..........---.......................................... ..........-I..-

.......... ..... ..... .................................................................. 
I................... I........... .................... I............. 1........

. . . ......................... .................. . ................ . .. ....

.... . . . ... ... . .. . . .. . .. . . .. . ... . . .... ............ .......... ........ ...... . ....... ...... . ! .. .. .................... ................ ............. I ..... ........... . .

S........ ..... ......... ......... .. ........................... .

I.............. 
. .............

o. 
. . . . .............. .. ......

a..........1...............I _________________ ___________________________________________ _______________L___GPCVo15/0-ks- D- //7



NATIONAL FAMILY PLANNING Duplicate

DAILY ISSUE SHEET
--- _ CLINIC FOR...... .. 19_

Receipt Ovral Ovral Foam Condoms Loop Loop Nw NorlestrinValue
No. FE PL "C " . D" Inserters oeP

_ __- .111 7 .... .- =
............................. ........

........ ... . ...... .. .... ....... ... ... .. . .

G PC pV M lsl Wo~i.l l oo./V=7 3



::TIc ACTIVITIES MONTHLY REPORT FORM GHANA NATIONAL FAMILY P101I1 PROGRAMS'

CLINIC CODE ...................... REPORT FROM MONTE OF ................ 19..

N;M OF CLINIC ...................... REPORT COMPLETED BY ..................
(Write name in fuii)

FIRST VISITS R E V I S I T S ThisiSectonfcr
Clinc hours cnlr

Other SUPPLY VISITS ONLY TOTAL HOURS WC.:ZD
Loop Medical - -BY;

DTE LOOP PILL OTHER Rem- and Con- THER I

0 ToHE ooved sulta- z N

2 FIE

visits r4

R3

SUPPLY INWENTORY

I T E M UNIT SUPPLIES SUPPLIES SUPPLIES BAL11CE CF
AT START RECEIVED ISSUED HAND AT T'HE
OF MONTH DURING MONTH DURING MONTH END OF MCA,.-

LOOP Single
Tn P n1 Single
NORINYL Cycele
OTHR- ORAL RILLS -1 c,-

r- - --Mq (_'1_ ktS.

i O2 - - - ____ - - - - - - ____

I - - Sigle
SUOTHER INJVETIBLEO

N=I_ THE ORIGINAL COPY By OTH OF FOLLLwING MONTH TO:-

GHANA NATIONRA PI.LILY PLMING pROGRAMME,

P. 0. BOX K.76,

CGRA,



Attachment #4

w. S.L left , DqPuty Director, Octoaber 9, 1979

Do" Lych, APIA Conaultat

Suggestions for contents of letter to leogmal Mdicel Officers

Confi ing or discusslm on October 5, 1979, at the closing session
of the MR workshop ad as previously requested by Bay Martin. USAID
ollral~ion 0 fioer, the follulng draft of prposed letter to iO i

submitted for yaw coesideratien alon with the suggested mterial
prepared seperately by Mare Oftherse Addo and M'r. )Hlrtin.

Dear

Some difficulty bes been a ermceed in btataLg repot s
of eastraceptive soles nd distribution from legles and
antlylag clinics. The incomplete repoting hs created problems
in (a) acuriate fe.cSam of neplni meds, (b) accurate
statistical data on types of contraeptives used, sad (c) asss-
mat supply mamt distribution.

Coetracptives received Is Chsm from AID are ott-loaded
at To and stored in warebouse ubere the store receipt voucher
(SXW) is entured as the Allocsted Store Ledger. Whea quatities
are relessed to you, the store lam vucher (SIV) is peeted to
the Allocatod Store Ledger which te. reflects the balaaces in the
Comaral Stores. Thio procedure is followed for each oan wharorer
it my ge so that we knew the quatities Ismed to each legion
and p ity remning avilable in ntral Stores for further
distribution. We do s e , mnless you repx t eeh moth, vst
Ises pou boe dtributad to clinics and ether eutlets and
ibst .Sm e. you hae reining. Nor do we M .aw t balances are
on Mids each of the clinics. As yes em understand, €GRPS

ind ISAD must hew these reporIs in order to purchase edditiol
aplies at the right time, mt too am am too late, Is order

to assure the coatias avilability of each tpe Contraceptive
but provst overstockin and reduce parcentage of dateriwation.

Physical inventories are recimaded at 6-meoth satervals
to confirm or reconcile, by adjustmt if required, with the
belasce reflected on card records end to establish LiabiUlty for
sbmtages.



-2-

Also of emm to all of s inolved with the program
is the poer storage and timely Isosce of eontraceptives.
The attached guldaL.s offeed by Family Pli S Oedity
experts my sev as a ready rinder La this respet.

Psea.. be assured that yeur coperstin ulth as by
Implnmtin tbee procedures will contribute ma& to the
8ccessfUl aGM.plishit of famly plaming supply m"goment
objectives.

Sincerely,

I wnt at this time also to eress to you my th aks for and appre-
eLation of the aporionity to participate in the NOR wrkshop vhich
I found to be of groat benefit to those involved in aupply masg- t.
I an confidant that the paticoipets experienced a feeling of persmau1
satisfaction in the recegitiom afforded their wAerations and that the
benafits reazltisg fr the worshop will be passed right dam to the
patients aid ceanmrs.

HPN:DLynch:nt :10/9/79

DIST: DIR, AD, C&R-2



19TOIRAG OF CCIJTR-CEPTIVES

The "shelf life" of contraceptivcs is naturally governed to a large
extont by the manner of stor-: , inluding temperatures prevailing in storageareas. Zven then the actual shelf life is controversial and in some cases
condoms hivc become spoiled or outdatd. before the genor-Jlly acccptod shelflife has expired. On the other hand, tests have indicated th .t in some casescondoms have a longer shelf lifo thn th.t cited below. For this reason the"first-in-first-out". (FIFO) rule of issuing is very importrnt to maximizo
utility and minimize cost.

The Family Planning International LssistancL Commodity Manual rocommends
a 6-month supply on hand and a 6-month supply on order. This, if followed,should apby to all outlets -nd requires accur-.to inventor-y control and repor-ting by each outlet. -TL4 guidelines provide that contraceptives should be
stored in a dry location where the temperature does not exceed 2 4 0C or 75 0 F.
These guidelines also suggest shelf lifa of

PILLS - 5 yoirs from date of manuf-cture which is indic-.tcd
on the package (providing temperature net over 240C
or 75 0 F)

FOAM - 5 years (however ditc of manufacture may not be on
packago or bottlo)

JEMLY - 5 years (however datc of rmnuf-.cture may not be on
package or tube)

CONDOMS - 3 years from date of manufacture indicated on package

DL'LPf IGMS - Indefinite (but probably only about 5 years in a hot
humid climate)

IUDs - No tine liritation

Proper storage of contr-coptives is importnt to attain maximum space
itilization and shelf life -nd to facilitato physical inventories, issuing and
le-stoeking. It is recognized tlL:t there is not always avail tbl in everyLocation thi perfect storage facilities. However the following 6uidelinesihould be observed to the uxtent permitted by existing facilities.

1. Keep clean room and whitewash walls.

2, Chock roof and room for water penstrution.

3. Keep direct sunlight off supplies,

4. Stack it least 4 inches from floor and at least 1 foot from wall.

5. 3eparnto stacks to allow inventory counting and FIFO issuine.

6. Stack not more than 6 feet high and have identification marks and
other labels visible.

7. Keep area well ventilated and lighted.

8. Do not store with insecticides or other chemicals.

9. Remove and dispose of danrged or condermcd supplies promptly in
accordp.nce with applicable authorization.

10. Disinfect and spray for insect control on a reulr basis.
11. Assure ready availauilicy of fire eainuiaher.



Attachment #5

Population Growth, Economic _eveloment and Basic &mian Needs in Ghan3

D2oeraphic Data

Independence
in 1957 1979 2000

Total population (millions) 6.2 11.2 21.3

Annual population growth rate 2.4 % 3.1 7. ?

Number of Years to double population 29 22 ?

Population density (inhabitants
per square mile) 67 121 230

Economic and Social Implications of Current Population Growth Rate

- Ghanaians are less well nourished now that they were years ago.

High population growth is one factor - there are now 80% more people to

feed than there were when Ghana became independent. Drought, rural/urban

migration and distribution problems have also contributed. Until

recently Ghana was self-sufficient in food grains. Now the country is

dependent on food imports and emergency food aid. Continued high

population growth will make it increasingly difficult for the agricultural

sector to satisfy the country's growing food needs.

- Ghana has experienced a 12% decline in real national income over the

last three years. Because of the 9% population increase during that period,

however, the per capita income has declined 217. This means a 1/5 decline

in average living standards.

- Growing population and economic pressures are resulting in the rapid

disappearance of Ghana's forest resources for lumber, firewood and farming

land. Since independence the forest area has been reduced by about 1/4 as

little reforestation is done. As people increase and forests decrease,

firewood and charcoal shortages become critical.

- In some areas, particularly in the Upper Region, population pressure

has resulted in too intensive tilling of the land causing soil depletion,

erosion and declining yields per acre.

- Population growth and the lure of the cities result in a rapid

increase in the number of impoverished Ghannians crowded into the 
urban

areas. The Greater Accra population has tripled since independence.
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- The World Bank has estimated that Ghana's population will continue to

climb steeply until it levels off in the year 2110 at 59 million people.
This fivefold increase was based on assumptions regarding fertility,
life expectancy, income and the strength of family planning programs.

- Rapid population growth means a high dependency ratio, i.e. half the
population too young or too old to be economically productive.

- With much untapped land and other natural resources, Ghana's current
population problem is not so much overpopulation as the 3% a year rate
of growth, with its accompanying problems of food, housing, employment,
education and health.

CIltural and Family Values and Population

- Ghanaian culture is strongly pro-notalist. Average family size is

seven children. In the United States it is two children.

- Children are widely regarded as an economic asset in the rural areas,

as social security for old age, and as a blessing to the family and
community welfare.

- High infant mortality induces parents to have many children to assure

survival of an adequate number.

- Child spacing is generally well regarded and traditionally practiced

for reasons of maternal and child health rather than for limitation.

Ghana's Population Policy and Family Planning Program

- Ghana has a progressive population policy which aims to reduce the

population growth rate to 1.75% a year by 2000. Reasons cited include

obstacles to development and improvement of the quality of life posed by

unchecked population growth.

- A National Family Planning Program was established in 1970 to promote

a smaller family size ideal and to organize family plnnning services.

- In addition to family planning services, factors that seem to be
associated with falling birth rates in much of the world include: higher
educational levels for women, improved health, falling infant mortality
rates, urbanization, egalitarian income distribution, and greater employ-

ment for women outside the home. In Ghana as in most of Africa, however,
birth rates remin high.

USAID/Ghana/HPN:9/19/79



Ghana's Population Increases
Independence to 1978 and 1978 to 2000

Population
(millions)

22
220 ,J21.3 

M.

20

18 10.5 M.

increase

16

14

12
10.5 . 10.8 H.

10

8 5.2 M. 4.6

increase increase

6 .2 0 0C 5 36.2 M. -

4 2J81l: 1197 18 2.0 H. 1957
3.0 M. increase

2 9 78 1.65T1.4 M. inc.i5

School Age Working Age Total
Population Population Population

Unless birth rates fall or death rates rise, Ghana's future performance
in food production, housing, jobs, schools and health must improve greatly
@04the lives of the people will worsen because of population growth.

For example, the total population increase between today and the year
2000 will be double the increases between independence and today.

The total working age population today is about five million. It will
increase another five million by the year 2000. Even with Ghana's relatively
good economic growth rate of the 1960's, employment increased only 27. a year.
Without much more rapid progress, the future may bring massive unemployment.

In the 1960's literacy and the proportion of school age children in
school increased more rapidly than the population. In the 1970's, however,
the growing numbers of children outstripped growth in school enrollment.
Ghana needs a dramatic reversal of current trends to avoid an even bleaker future
for its children.



Population Data Sheet - 1979

United
Ghana Africa States World

Population in 1979 11.3 457.0 220.3 4,321.0
(millions)

Birth rat.e (births per 48 46 15 28

1000 population)

Death rate (deaths per 17 17 9 11

1000 population)

Population growth rate
per year 3.1% 2.9% 0.6% 1.7%

Number of years to double 22 24 116 41

population

Population projection to 21.2 831." 260.4 6,168.0

year 2000 (millions)

Infant mortality rate (deaths
per 1000 births) 115 143 14 95

Dependent population (under 51% 47% 35% 42e

15 and over 64)

Life expectancy at birth 49 47 73 60

Urban population 31% 25% 74% 39%

Physical quality of 39 33 95 65
Life Index

Per capita gross national
product $380 $450 $8,640 $1,800

Source: Population Reference Bureau, WashingtonD.C.



Attachment #6

VIMMOP ON STORES AND SUPPLY I .jGf FOR TrI

MENSTRY OF HEALTH EIOR STORM Or FICES
SITY O? ZAB,. I7TH S~EPT. - 6TH OCT. 1979

2ND .EEKs 24th September - 30th September 1979

A.M. 8.30-10-20 A.M. 11-12.50 P.M. 2.30-4.20 7 p.m.

Konaay 24th National Holiday -do - -do-
September 1979 Stores Accounting & Budfatn a8 0i4 Study

Tuesday25th Stock Contnl rmacial G
)eptemor 1979 Mr mso r

Mr. Adapo. (Wbt =J Aot~i
JIL L *-6,- h Iclr _______

',ednesday 26th Stock Control Budgeting and Case Study

September 1979 f Coant. Fnancial G.P. Work

Mr. Ahoma Control
(Gp moto.) Mr. S. Ouau-

Agyei.

Thursday 27th Indenting and Import Control Case Study

September 1979 purchasing Kin. of Trad G.P. ork
Mr. Aitkems Mr. _ _ _ _

Friday 28th Stores Accounting Indenting and Coding of Store

September 1979 Mr. Mdapoe Purcha sing Mr. I.K. Osei

Mr. Osei Tutu
v " '..: .* ,_ - ,

Pretice foz Fiha Sh:-.r

Saturday 29th Review of Second filu7.
September 1979 ta Group work 7.pnm.

Mr. D. LYNCH

Sunday 30th Church Service
September 1979

30 'E: 1ST OCTOer - 6TH O=ER 1979

Monday lot Oct. Vaccine Handling Securit* and Medical Supply Adminis-

1979 Dr. Agadzi Preservation , Tration
Mr. Acheampong Mr. Hanson

Tuesday 2nd Security and BtoL Taking Security and Prdservation

October 1979 Preservation Mr. Achmpo Mr. hiampong ... "..-

Mr. Hanson Film Show 7.p.m.

..edneuday 3rd. Handling of Losses Handling of Medical Supply

October 1979 Mr. Adapoe P Dispoals ' Administration
Mr. Acheampong Mr. Hanson

Thursday 4th Marine Insnance Import Control Cae Preentation in

October 1979 ,, S.I.0. & B.S.L. Cot. P
Min. of Trade and Plea and Heactions
Bank of Ghana

Friday 5th Clearing and Clearing and Course Evaluation

October 1979 oTSardin C&E. Forwarding /All Resource Personnel
aa C,& G.B.C. Closing Dinner - 7p.m.

Saturday 6th Departures

October 1979



3UrrLZt OF LCtTURE NOTES

Definition - Me.na of ensuring- constant availability of the riiht quan.it-

.nd quality of goods.

2. Scope/rocesses -

(i) ssessing items to be stocked

(ii) Dociding the actual quantity of items to be stocked

(ii.) Regulating receipts and issues of goods

3. Ob ectives -

(i) Ensure ready availability of matorials without encouraging

(a) Ess stock
(b) Run Out or Nil Stock

(c) Unwanted items.

(ii) inalzvsis of tbe affects of 'stock out' overstocking and

unwanted items e.g. deterioration, capital look up, pilfering

unemployment etc.

4. nli., nA Storege Costs

(i) Justification for stockholding e.g. continuity of operation as

ro,.rds production of goods and services.

(ji) Breakdown of ordcrinC ..nd Storage Costs

(a) Ordering Cost - stationery, freight, customs duty,

insurance, handling charges etc.

(b) Storage Cost - Loss of interest on capital, bills and

rates, rental, dotarioration of itons etc.

5. Provisioning -

(i) Definition and relationship of provisioning with stock control

and purchasing functions

(ji) Sstem of operation as a moans of deternining when and how auchi
to order
(a) Setting Up of Stock levels - Minimum, naxi zm, ordering,

hastening level etc.

(b) Visual control system - Nrits and demcrits.

6. Re-Order Quantity - determination, purpose and factors to be oonsid.rS

e.g. dues - in, dues-out, leadtimn, cost of storage etc.

7. Review of Stock levels - The purpose.

Definition - Stock control ia the moans by which material of the coroct

w.mtity and quality is mr.do available as and when required with the r-nrl

to oconcoV in stornge and ordering costs, purchase prices .nd workirZ ca.i -.

2. Processes: Jtock control involves four main processes, nam-ly

(I) Amessing the items to be beld in stock and those to be purchiascd

only when the demand arIas.

(ii) Deciding the extent of stockholdinC i.e. determining the corroct

quantitios of the items individually and collectively.



2|
* .-

2

(iii) Ramlating the nput of 'stock into the storohouses. Thss s

controlliDC of roceipt

(iv) Regulating the output of stock from the storehouses i.e. con:t1

of issues.

3. Objectives: The purpos of stock contol is to antanbin= balc ;-.o

flow' Of Goods cd supplies at mirL m cost. 4cordingly, any stod -

control stem which is adopted shoul amn nt al"i'-tim the three

evils in the stockholding bui ses

Those thee evils ere:-

(i) .. oes Stoc: :k..ess stock in az' =on t of goods over and ..-ove

the predoterminod mazinum stock level

Among the disadvania s of ozoess stocking or overstookier 7o:

(a) Locking up of capital

(b) Unneessry occupation ofstoraCe space for fast moving iu.c

(C) kcourseeent of pilforing

(d) D tarioration and depreciation of stock.

(ii) Sc utl octhis efoers to a situation in which a t:f-.a

keepor canot m.ko isses for lack of goods. The min'disnvn-

tags of iml out" include the followeing:-

(a) Loss of good-ill or businss reputation.

(bi) Laying off workers -for lack of ousential rFaW materii'lS j.:.

uinmploynmut
(0) Unnecssary increase in the cost of project duo, to hxt79

decision to piwchnse zeterials from aiW source of suri ,l:- z:

out thoInn of prices.

(iii) aThse are items which axe not nodod by a

particular organation, even thou~gh the st ores may be of usu. t

other coanis:.tions. The storaee of imrated stock invol%.os

dizect and indirect costs, naly:

(a) Vasto of atcrace space

(b) Capital tied in goods which wrc not needod for any' purpe

(a) Deprecirtion of stock.

4. Orderiut Cost f4 Storago Cost

(1)in CoatL2h is tba' total expenses involved in plac inG- M~'aiy

order. The Cost of ordering includes clerical and ad-Iniatrrati-O

costa. awng the expenses constituting tbo cost of Ordorinr =0o

as follown.4

(a) Stationery

(b) Preiht
Znsuranco ....................... .

(d) IandlineCOrgos -

'(e) Custcoms duty

(f) Cartifying and pay invoices.



(ii) g Cost This refers to the total cost involved in tho

storage of goods instead of buyine them for immediate Use- ~
ifactora comprising the costs of stormge arc as follows:-

(a) Loss of intormst on capital tiod up in the form of 3pods.

(b) cprnting el-penscis of the atorehouse, includin,; wc.ros, rr.

rates, repairs, heating, coolinG, lihbting etc.

(c) Deterioration of stock

(d) Obsolescence

(e) Insurance ae-inst theft, fire etc.

(f) stock checkine

Ce) ncordinc and accounting for store items.

Costs of storage could be aubstnnLl and £nvestigations mado i-

various industried have shown that the anul cost of storarvo my be ci t:-o

order of 010.00-30.00 per 0100,00 stock hold.

Reasons for Holding Stock: Every public and private orpniastion sn :

storehouse and finds it necessry to keep stores in stock for one re-sc=

or the other. For instance, (a) When delivery cannot, ezactly be matchod

with the usage day by day. (b) Men discounts or improved prices for

bulk purchases 'more than offsot the cost of storage. () When opr.tiL.-.l

risk or possible cham.,es in programme require the holding, of stock as

....pro tin against serious breakdown or interruption of production or -r,*-.

actirities (d) In the case of'work in progress vhere a complotely

balanced production flow is impractic.ble. (e) T hmn the fluctuations in

the prices of co~moditi e dictato tb neod to hold stock due to low i:,c..

Wf Some times sonstines depreciate in vr.lue durinG the time of storm. o :~

wines and spirits.

5. Provisi n - Provisioning is a process of determining in advanco wh -

and how much to order. Provisioning is an aspect of stock control.

Methods of provisioningi It is only by ,lppting officient, aston

of provisioning that stock could always be mftde available without

necessari3y overstockLng or 'rosortine to irrationl purcbh-sos.

Two simple methods of provisioni2g ore Pa outlined below.

(a) Settint ia of Stoc Lvels - One method of provisioninG is by

setting up stock levels as a means of roo-lating the inlow of it.a=s

into the storehouse.

Among the stock levels are as follows:-

(i) Minimum stock level- is the amount Of stock below which t"3

stock of any givon co=zodii7 should not be aloved to fall.

,hen the level is reached it trigers off urgent action to brin .

forward delivery of the mxt order.

The minimum stock level (Dangor stock Level) thus qutolisas

*the approach of stock out withi all its attendant effects. (-=for

to notes on the offocts of stock Out).

In fi"in'a minimum stock level therefore Oo hs to .c.zi ' " .

the effects within a 'run out' could have upon the smooth ...-

work.



(),hjs is the level of scocIc where it is considered

that . ~d~s No o pl7d c iderir.' thE ezisti stock, "e f:

+ -azu nd tbe la i..

.=r decision on settin u- Re-COrd = =,st tae i .to ..cc;p t C t c

f:.ctcrs, nam lY .

(n) the -ticip-t.te r-to cf oonsuwption r.* to of issue

(b) t he leadtim (i.e. the pcric betweon the tim e =. c. ?r= is pl.7.c'1

the time the ,yocs ictv:.L7 beeaZe -nr.ilable on tho ,iholf)

(ii) The r-ste,=/7ro-
'r ess i  Stock L.vel: Thiz r~fers to tia leVel a

stock considered'..ppropri
a te to ch.se up outstandinL; orders e.C. by c " i-.

suppliers to n. e early deliveries cf outst.ndine orders.

(iv) SeP" tock 1.yvel: It is the level of stock above which t*. ..

holdin- should not be allmiiod to exceed.

The purpose of this level is to curb ezoess stOCk.m or OZOOS

investment.

In fixin:. :..-.xinti 2evel, the main consider=-tion is the .vo.- :

of Vaste t;irouGh

(a) capital lock up

(b) detoriortion

(e) rMnec3ss'.rY facilities

. (d) ooupatof'storarge ate.

The rxiu stock level thus siLnifies the need to defer or cZ"el ou'

standine deliveries.

6# ViBU-.1 Stock Control: This is r, sip1o method of controllil-
+ "he a

qivtity of items in tock in n smll storehouse.

It is operatod by seeregn tine an appropriate quantity of ito::s t.

constitute the orderine level of stock.

The stozekeeporla responsibility in this respect is to report t*U s':cl

position to tho -ppropri.te authorities when he fins th.t he ha:s t

issue from the rusorved stock or fixed stock.

This method is simple but it calls for c very honest storekeepur <. 
; +

it successful.

7. Oreia iiy This refers to the cusl quamtity whihi o.i.~

appropriate to purch.se at an' one time. The need for determi'i. . j

quantity t o purchase is to %void overstockinC and underst ockii---

their attexallt effects. (e.i. deterioration)

.:W decision to fix the Ordring (Re-Order) Qu,.tity shoul- t ho--7-a

take the fel*ing into account:

(a) :ues - In (aoods erdorod but vhich h-ve not yet been sup--iliod

Wb Late of Issue (Turnovor: period ef time)

(0) Lendtime (The tire l 0pso between ordedinj e md receipt of c ecc

into stock.;(d), StorigeP-c i i t ie .  + +

(e) Shelf life of the tirA (expiry d- te).U

_ _ _ _ _ _ _ _r__ _ _ _ _ _ _ _ _ _ _ _ _ _+ 
+ + 1+ ' +1 " :+ ,J+ "+. SL

+
.,'+ : + r .- I + . . .+
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()3~r e, - co s ,

()OrdarizI. costs

21. Perioel.c 2z-riet'r of itecLc le.els

2c e z a-e.st wi th the ch::-_i=~ cczditC* o

Yea~rly or a.nually).

aia is nacass=:r. -.c,%us: the 1~:.sast z:;i:.y

becotm cut of date .-.d thus render the -jstam of -,toc~ c

inefi'Oct±Ve.



DESCRIPTION OF STOYIS-ADDITIONAL STORMM & HAND-OUT

Ai"T L.CTU1Q

"Description of Store items" means saying or writing all that zn

knows about an item of store. The word "Description is derived frcm
Latin - De & Scribo - Scribere - Scripsi - Scriptum: which means I write
or say all about a thing. In Supply Management, as perhaps in no other

field of human endezvour, description or the specification of an item is
so very important as without an acurate description or specification thtra

can be the danger of purchasing the unsuitable item; there can also be th2

possibility of rendering a confused storLs Account, let alone the payin-

for an inferior article with the price for a superior one. It is there-

fore of the utmost importance that all possible accurate description cr

specification should always be given so that the supplier or the stores
officer is left in no doubt, and to supply no other item but that which

is required by the Requisitioning Officer.

2. Description of Specification of an item of Store is generally an
aid for the correct identification of the item just as other efforts such
as Code, stock or Pattern Numbers are aids. Trade or Brand Names, thou.h

also aid in the regard should, as much as possible, be avoided.

3. Along the Production as well as the lines of Trade or Commerce,
there is always an effort to code the finished product as well as the Rw

.aterials for reasons of easy identification and reach and supply; there

is therefore the Stock Vocabulary, the need alsn for the compilation ane
distribution of Catalogues by the Principals to the clients just to
facilitate in Supply communication and language and identification of the

article. Code or Pat Numbers correctly written have the advantage over
the need of having to write or fully describe an article before it can be

identified by the other person.

4. All the world over, particularly in large Manufacturing Concerns

there is always the endeavour to compile and review catalogues of their

product. merely for the ease of identifyin:. the clients or Agencies'

needs, and it is hoped there would one day be an international or Univers-a
Supply Management Vocabulary to aid all in the easy identification of the

article required to be supplied.

5. In some Departments of Goverment in Ghana spasmodic efforts have
been made to compile stock Vocabulary and to code common user stock items;
e.g. the Public Workz Department, the Ministry of Agriculture and the Y,;.,.?

Health. There may have been other efforts in some of the smaller Depart-

ments, but the main handicap in this effort is the omission of frequently

revising or up-dating the stock vocabulary.

6. In the absence of a reliable stock Code or Vocabulary as a means .f
identifying an article, it is always essential that a comprehensivo descri'-

tion or specification (with Drawings if necessary) should be given; here
some of the professional non-supply staff must share in the failure tn -i.'

..



a comprehensive and accurate description instead of Trade or Brand N--..s.

particularly as it happens in the Mechanical Engineerinr. fields where

instead of specifyin clearly the necessary Engineerin; Details as, 1.-'

capacity or Code, Chassis Code Engine Combustion, Piston Displacement

Ratios, shape of Body or coach, Suspension, Ground Clearance, Transmission
V4 Clio

Details etc etc. There is nomally the rather v e reference to Br:n c-.

Range Rover, Commer 7 Tn, Bedford or Toyota Truck, etc.

7. As Supply Management StdJf, it is of utmost importance that the

attention of the other staff of the Department being serviced by you, is

drawn to ensure that the full specifications of their needs are made

available by the Professions or Disciplines of Egineerine, Medicine,

Agriculture etc., before the effort to purchase or place orders for the

goods is made. Their attention should. be drawn to any available Liter'turz,

Catalogues for all possible detailed specifications.

8. When the Crown Agents were the purchasing Agents for Ghana (G-!:

Coast) and some other Overseas Administrations, they prepared "Notes on

the Prep-ration of Indents" and within the Pamphlet were Groups of

Purchasing Departments of the Agent such as Civil Engineering, Mechanical

and Electrical Engineering General Stores Departm.nts etc. etc. Under

each of these Departments there were the Groupings with their respectiv:

codes. Simil,.xly the Ghana Supply Corission hns, in their operation -=

the Puirchasind Agents of the Ghanz- Government, prepared a pamphlet shcwi-

the various Departments, Groupings etc etc.

9. For an illustration, randc but strntegic examples are given in the

succeeding paragraphs of diffcrent types of store items thA.t belone to

some of the peculiar Groupings2-

A. MOTOR VEHICLE SPARE PARTS
Carburettor (Complete)

(i) Name & make of Vehicle or Machine

(ii) Year of Make
(iii) Enine and Chasis No.

(iv) Manufacturers Patt. No.

(v) If no Patt Nu. then all necessary
agineerine details about perforance

components etc.

(vi) Any Drawings if possible

B. ELECTRICITY CONDUIT CABLFM

(i) Length Reqvired and Packaging

(ii) Diameter or Strands

(iii) Sheathed or insulated and Type

(iv) Voltnge to carry
(v) Internal, External, Aerial or underground

(vi) Any other ust-ful inform.tion or Code

............ /2



C. WATER OR PLUrflTG EGUIT--V1Y

Pipes: Earth, P.V.C. Galvanized, copper

(i) Stock code or Part No. if possible

(ii) Len6h per piece and: Total Length

(iii) Internal and External Dinmeters

(iv) ULatter and weicht per 1-iven length

(v) Degree of synthesis or pure

(vi) Ends: Male or Femr.le connections

(vii) Stren6Cth under given pressure to avoid
easy crushin_ etc.

(viii) Any other Engineerin,: Detail

Couplinis Bend, Straight, Ts etc.

(i) Angle of Bend or useful Measurements

(ii) Length: Full or Inparts

(iii) Diameter: Internal/External

(iv) Female or Male Gas

(v) State: Copper, Galvanized, Steel, Plastic etc.

(vi) Any other useful en,3ineerinE* Details

W.C. &! TS (Cistern Complete, Bowl and Seat with cover)

(i) Material: Plastic, Porcelain Aluminium or
C.P. or E. Steel etc.

(ii) Shape: Dimentions etc.

(iii) Capacity cf cistern and spacify components
of the cistern

(iv) State colour
(v) Operating handle left or riCht

(vi) Any code or Patt Nn.

(L) Shape and Colcur
(ii) "P" trap or "S" Trap

(iii) Length/Anele of connection

between cistern and Bowl

(iv) Dianeter of Trap eni

(v) Any other useful Details

SEAT WITH LID OR COVER

(i) Colour
(ii) Material: Pl:.stic, Wooden or Ruberized

(iii) Any otheruseful Details or Code

D. GDIeRAL STO E ITMS
1. Timber and Wood, Plywood and Veneers:

(i) Type-soft, Hard, and Red or White

(ii) Botanical Group, Class and Name

(iii) Plants, Board or Scantlinrs

(iv) Various Dimensions
(v) Grain Arrangements

(vi) Purpose Required: Furniture, Buildin- or Strue~tar-!

or M.rine or Dock, Railway sleepers Tool Handles tc.



2. RC&FCiG t TS E7C.
ASBITOSt  LUWI:rn:. X:C C': naON,
FIBEW OR !L 2'SLUCrT S' TS

(i) Select Type

(ii) GuaCe of Material

(iii) Size: Leneth and Breadth and Threleness

(iv) Corr4ated, cr Flet or Style

(v) Type or corrML:ted, Major or Rheul. -

specify corrications to given breadth

(vi) Vei,,ht per picce

(vii) Any code or Patt No.

3. GL;.S, slalTs LTC.
(i) Plain, Obscure, Transldcent Tintered, Coloured,

Design Stucco

(ii) Dimension: Length, Breadth Thickness

(iii) Tensile or Pressure Resisting: Strength

(iv) Code or P-.tt No.

4. Iron ?,:onFery: Rods, Bars Angle, MC et:.

(i) Mild or Tensile btreneth

(ii) Diameter, Length, Dimension Wdsh or Meshes per

gi en Area

(iii) Material, pure steel or Galvanized cas% or

Plated, Bronze, copper etc.

(iv) Vleii ht per .iven length

5. PAINTS. OILS 11) FUEL

(i) Type - Enel or Emulsion

(ii) Colour character distinctive ie. Basic or

mixed/combination

(iii) Units of Account - Gallon/Litre - Drums

(iv) Ratio of Mixture - Density

(v) Viscositl Ratio

(vi) Any other Techni.al/Chemical Details to be

given by the Professional

6. R: LvIns

(i) Size of shell - Box

(ii) VoltaGe - Six or Twelve - Light or Heavy

(iii) Cell Plates, 9, 12, 14, 21 etc.

(iv) Specific Gravity of Electulite

(v) Any other Electrical gineerinC Details

7. RUBBE PRODUCTS

(&) Outer Cover & Inner Tubes,

(i) Type,- Pure or synthetic or Artificial

(ii) Size - Tresa width aid Rim.

(iii) 1hite-wholed or Ribbed

i i) Ply-ratinev Design of TreaA! or Rocad Gripping Device



(b) RUB GLOVES

(i) Tjie -waEtotectiv e, Operation. Post-M4ortem

Surgical etc.

(ii) Size - Va-rious

(iii) Unit of Account - Pairis

(iv) Material - Synthettic or Pure Indian

(v) Tension Resistance or ,n.- other Technical Data

E. Medical Pre-arr.tions nd uinment

(a) Medicines

(i) Nome: Basis or Ing-edients

(ii) Solids, Powder, Liquids, Emulsified Vaccines,

Re-abents, Injectable, Infusions capsules, spiri*.s.

Gaseous, etc.

(iii) Unit rf Account - Singles, Packed qutntity

(vi) Potency

(v) Any other professional Directives

(b) Medical or Hosnital Equipment and Utensils

(i) Wards equipment

(ii) Theatre equipment and appliances

The various scissors and Bowls

(iii) Dental equipment

(iv) Clini al equipment

(v) Laboratury Equipment, etc.

(vi) Dispensary equipment Jan, Mortar etc.

(vii) Various other sections

Examples of the main items at the above hospital sections

be cited and treatment ,-iven as for the others.

F. Paper, Stationery items

(i) Name

(ii) Ani code or Catalnoue No.

(iii) Unit of Account - Ream, Sheets, Polio

(tv) Size - Foolsca., Ream Quarto

(v) Plain, Ruled Feint etc.

10. It is quite impossible to list out all items for treatment in

this lecture and students should follow the quides above in endenv-u--

to traat other interesting items in syndicate end where there are a-,

problems, the item nay be brought up for discussion.

PREPARE BY S.K.K. ADAPCE

PUBLIC WORKS DEP.RT.
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Purchasin- is an involved type of buying which necessit:L

tes the application of scientific .echn~ues and procedures in

ensuring that the best material is obtained at the most compe-

titive price; delivered at the most appropriate time and in the

most economic quantities. To achieve this objective a Buyer

should adhere to and apply sound purchasing principles through

out the entire purchasing cycle, as briefly illustrated here-

under:-

1) Product Identification/Determination:

Methods usually applied are valued analysis and

variety reduction and these are carried out at the

Budget Hearing level.

2) Product Specification:

Description and specification of the product required

should be thorough and without any ambiguity. Reference

Books like the B.S.S. series etc may be used.

3) Nature of Purchases:

If the product is urgently required, an order is placed

direct on the source of supply. Where tendering is

considered feasible, Tender Documents are prepared and

issued out for quotations to be submitted on due date

for adjudication (Refer to Tender Adjudication)

4) Preparation Of Purchasing Contract:

When the source of supply is identified, the buyer

draws up his purchase Contract with all the essential

features of a Contract and supported by the General

and specific conditions of Contract as well as

shipping/forwarding instructions.

5) Progressing:

The buyer should inform the indentor of the progress

of the order from time to time until the goods arrive

for clearance.

6) Other Essential Fields:

(a) Purchasing Statistics:

A good procurement Unit should be in a position

to prepare periodically its purchasing statistics

for the information of Management. The main

purchasing data should include savings/loses and

outstandings. The Buyer should also compile

purchasing data on the performance of the Suppli-

ers and also have record of all faulty purchases

made. Such information is useful to the Buyer

and his Organization.
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7) Wise ',uotr~tions:

You cannot afford to condone misnanagemunt =nd

inefficiency in an organization that utilizes the

greatest proportion of the entire budgct of the

nation for supplies and services; neither can you

afford to leave it in the hands of persons other

than dedicated and honest men with the requisite

professional training. T.A. .1=17S.

The purchasing Officer should probe and

question suppliers statements and promises and it

is also his job to explore new ideas, materials

and methods. He should be the channel by which the

user Departments can communicate with the suppliers

and that it should be the accepted rule that

suppliers or potential suppliers do not contact the

user Dcpartments except through the purchasing

Officer. U.J.J. FILLIS.

Purchasing is one of the most tempting

professions and the more decentrialized it is made

the more are the areas created for corruption with

very little or no control. T.A. AIKXIS.

The Technical Staff of a user Organization may

be )rightly skilled in their own sphere but are

usually relatively inexperienced in negotiation,

drawing up of conditions of contract and Contract

Management. W.J.J. FILLIS.

JB+



STORES CCOMMIliG - H-.J-OUT .7UI LCTU.ES

The m.intenance.of an dequrte and effective Sto2 e A-countin-

system is the mvans by which:-

(a) Tho v.lue of .tncks held con be a.scerttiniO t any time

(b) The ccurate or a,,proximatelcostine Material or Quntity-

.ioe of any Project and for th-t matter the coetin% of any

item of store consumed or disposed of accid ntally or

otherwise.

(a) The available stock capital or approved Given ceilin; of

stock can be ascertained, and stock operations limited

within that ceilinC; above all apply the necessary stock

control so thnt the available stock capital may not at =ny

time be exceeded, t1 inC Into account all stock liabi~itizs

as well as assets.

(d) Stock Transactions or Trends are shown. In any stores

organization where tiie means or records are not mentionrd

or deared to provide these functionary inform-'.tion, 
t. en

that store cannot be said to maintain any stores accountin:.'

system or where the machinery exists but supervision 
is

poor and the essence of maintaininf. a stores accountine is

nverlooked then the accountinE may be said to have fail.,-' in

its purpose.

2. In the Ghana Government Storekeepine two accepted systems 
exist:-

(a) Allocated and

(b) Unallocated.

In the Allocated system ,-oods are purchased from a specific

Project Vote approved by Parlinzment or the Ministry of Finance and the

funds released for Kxpenditure under an Drpenditure Heal of the

Estimates for the fiscal year; such goods are held in stock and on the

completion of the Project the stock may lapse 
with the related fin~nci.l

year. Such store items may ranCe from common user items 
to capital

goods de pending on the char.cter of thp Project which may be develon,.c:t

or odi mry Expenditure. Hitherto these stores are referred to as

Ready-use or Project stores and because the total expenditure on them

normally are accepted in bulk there was not the neeO to price items sc

held on charge, but just the quantities. However, it is now desirablt

that all' Allocated Stores of Government should be priced so th.t at mny

Given time the stock value can at least be ascertained.

Because the stock issues are rather direct i.e. 
from storehouse t*

the specific Project there is that laxity in 
stock control practices ith

the result th. t misapplication of the items 
of store and losses are

normally frequent.

On the other hand in the unallocated Stores System, 
the funds

approved for stock capital are specific do not 
lapse with any financial

year, and have a sort of RevolvizT" ch==octer.

e~/2.•
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The funds my be in the Form of Deposit or pprovod in an Expenditure .ead

of Estimates e.g. in the P.W.D. or the I!tnistry of .riculture res;K:..-.

:n either of these Departments the stocks held are to al intonU and

purposes held in "Suspense" or evolvinM" and are regarded as Cash cr

Stock with value placod on them. Therefore for arV given period the v !..

of stock as well as general Turn Over cam be ascertained and for th-t

purpose the prescribed Main or Priary tock Control Records as well ais

subsidiary Ledges are maintained as sheall be soon in the later pertarh.

In the Ministry of Health however thera would appear to be a "Misnoin".

The funds provided are under an Eipenditure Bead "Unallocnted Stores" in

the sense that the funds are only Ilock merely for central purchasing or

acquisition of the Ministry's Drugs as well as the other Medical/Hospital

Equipments. There is not the Susense or Revolving character and the

Provided funds in a particular Financial Year do lapse with the year, anc"

mew year may have a larger or smaller sum voted. There is not ar ceiling

therefore othar than the yearly figure approved in the Expenditure Etin-e.

This so adlid stock ceiling cannot be ascertained at az7 given period in

the fiscal year as there are not the Records and the accounting mechanics

for this purpose. zs the Ministry of Health Stores are incapable of ful-

11ing the primary functions as indic-tted as subparagraphs (a)-(c) of

paragraph 1. above they my be discribed as some other system of store-

keeping than Unallcated.

Furthermore, as far as the inform goes the corroct procedure for

commencing an Unallocated Store System from Lllocatod Store had not beun

followed. For a memory refresher this is as follows:-

(a) Ifter the decision on the system by the Government, there uil!

be a general Stock taking and stock evaluation by a Board of

Survey.
(b) Vreate a Revenue Read - be termed "Value of Allocated Stores

converted to Ufaflocated stores". This will be credited with

the value of the Stores so evaluated and the new Unallocated

Stores subhead of Expenditure or Deposit Iccount will accordin'-

be Debited.

3. One essential ingredient in stores accounting is pricing and this is

a very essential basis for ascertaining stock value. There are the

1. Material Cos* Price and this nay be arrived at:-

(a) Cost or Invoice Price

(b) Exclusion of Trade Discounts

(c) Exclusion of Quantit Discounts

(d) Exclusion of Cash Discounts

(e) Addition of Trnnsport/Freight charges

(f) Addition of Pec~mgi or Trade charges

(g) Addition of Insurance chares

(h) Lhdt ion of Customs Duties and Taxes

(i) Addition of other Overhead charges.



II. Stock Tsaue (Sellin- P-ice)

There is the (a) Narket Pricing

(b) Sta=Lrd ricinz

(c) yerage Pricing

In deciding on whichever of the 'ricings that my be adopted regard must be

had to the mechanics for arriving at the Material Cost Pricing plus a :r

all of the fo.lovizg-

(a) Rents

(b) Staf Salaries
(a) Clothing - Procedure

(d) Other conneted overeads incurred
in the store org;=isation

III. Market Pricirg: This method is normally omployed in Comercial

organizations and is the price dictatod by the ruling Mkot.

This MW even be lower than the matorial cost Price of the

goods should sell out. For instance late arrival of goods fTz

which contract involving higher prices had been signed long :c,

and prices influenced down wards later.

IV. SUndarc ricins This is the method of pricing of goods ct a

periodiclaly fixed price; this method of pricing obviates the

need to for nw price oslpci"lly when the fluotuations aro i=i-

gnificant and within an agreed percentage fluctuation. The

advantages of maintaining Sta-dard Price is to avoid frequant

price revision and fractional calculations and also the persin-

tane in the use of the same price calculations over a givon

period of time. The min disadvantage is the reflection if an

........... price and the oocuirence of a cumulative loss Cr

profit over the ruling price. In this situation there is t o

need to maintain a variation hccount to accept the price var".-

tions. Standard Price my be likened to legal Pricing cr conrtrl

prices. In this case the Prices and Incomes Board periodic.' 3
,-

decides on ruling Prices whigh are given the force of Govornn.--.

law. The now control Price my affect old stocks either

fevourab 7 or unfavourably the variation in price my bo tkaon

care of in the variation .leoount.

T. Vtemhed -veragp Pricing: The first two pricing methods are

quite usase1 in the gve- nt Stores 4ccounting but the comonly

used method is the weighted Average pricing method. This is the

method well known to almost all Government Storekeepers. It i

the process whereby the now stock quanti is addod to the old

stock on hand and the resulting quantiy becomos the Divisor tc

the old financial balance plus the new total price together.

q quot±5Rt is the new issue rato or price for each of the su:c:

items (old and new put together.



(. ? :ch: .ccu~nt -.nd 'ccrds: Books arersqufred to Mintain and give

effect to a good stores Accounting. The Primary Accoutinr"

Records in the Gbana Government StorokeepinG are:-

1. Ledger - (a) L-llocr.tod or Unallocated

(b) P.S.C.. . Cards

(c) store cost Book

(d) Cardex system

(e) Various machine Record Cards.

2. Tally/Bin Cards

3. Vouchers: (a) Receipt Vouchers

(b) Issue Vouchers
(e) Requisition Vouchers

(d) cMVIV
(o) Tranefor

4, Orers: (a) Local Purchase Order

(b) Indents
(c) Letter Orders

(d) Term Contract Orders

Other Records are requirdd to be maintained for further informtion

noeessary for the compilation of more detaile Stock Account: These are

referred to an Subsidiary Books or Ledgers of Account and my include:-

(a) Losses and depreciation Account Ledger

(b) :,pprociation and Profit Account

(0) Variation Apcount

(d) Local Purchases ;acoint

(e) Preight - Transport Aeoount

(f) Insurance -.ccount

(g) Ertact of Receipt in Stock year

(h) Ektrct of Issues in stock year

(i) Extract of Periodic Stock Balances

(J) fvanvqs general and Porsonal.

The Ledgers at (g), (h) and (i) constitute the Main stock Lecount but

an awV subsidA ary Lodgers as possible my be maintained an necoss=7 to

facilitate the compilation of arypart or the whole of tho stores Iocounts.

5. froconercial Storek~eping there is the need for the main foatures

are as follovs:-

1. Opening Stock Value 1. Closing stock value

2. Receipt in Period 2. Issues or Slos in cr±:

31 Vages and SalInios
4. Dsprociatins
5. Rents, Rates, Chargs.

6. Other expenses Utilities

7. Profit o Loss for the Period
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6. In Gha=na Government Storekeeping there the need for the Unallocated

Stores Srstem to prepax_ a Pr±oo-Stock Balance Sheet in the follovinc:-

acceipts Ises

1. Ghana Sapply Co-minion 1. To Depat. Votes

2. Local Purchase Order 2. To ot-hw Depto.
3. Transfers - Depatmental 3. To claims

othe Deprtmats 4. To advances

4. Return from books 5. Sundry Pension - RepAYM7nt
5. Sir-pluses taken on charge etc 6. To losses

6. Total Receipts 7. To transfer

Previous Balance Brought Down % To ;djuatment on total Issues

Certificate to be siged by Balance to be C/o:'
O./C.

7. Aain in the Government Storekoeping there is not as such Cash
Transaction as there is Voucher or paper Transactions. There is therefore a

Materials Expenmex 40count; this is oasontially the sunzy of stores Rocoipts
na a umary of stores Isuos as prep.red on the Periodic Statement of Storos

• ocoived and Statement of Stores Issued. Both Statemnta are imported with the

appropriate copies of Orders or vouchers.

The financial clearance is offocted intor-depaxrtmntally by means o:

an inter-Deparental Adjustment Voucher duly suppotod by the monthly Stzloa..ont
of Stores Issued for acceptance. Individual or prepayment statements are also
prepared in a similar way but duly supported by the relevant Counterfoil/

Treasury Receipt Numbors and dates.

It is very essential that Locoptances by the drnwing Depatmnts :-..
•.efr r epective Troasuries should be made prontly notified to the Issuine cr
Stores Departmont, as a delay may cause suspension of az' further issues cf

stock to the dofaulting Dopartmont.

8. Than there is a Monthly Clearance by Jornal Entry between the Storo-

keeping Department and Requisitioning Departments on one hand and the Control!.:r
and .1ocountant General on the other hand.

Nor@ of ton than not the clearance by Jornal atry between the

Controllor and c.countant General should be confirmed by the letter, so that

the financial transactions may be known to be complete by the Storekeeping

Dep-omnt.
9. At the end of the financial year a Report is submitted to the
Controller and .countant General in tho form of a tabular Sammay covoring th:o
Stores Transactions during the yoar. This Report is in throe parts

(1) stock ie4count

(2) Piancial iocount
(3) Reconcilation of Stock Zpcoumt

and Pinancial Lcount.
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Details of the procidure in submission of Tabular Summaries

ale am sot out in Store Rcgul tion No. 286 of the 1953 ?Aition cf

Govrnment Store Ragul-.tions.

(sgd.) S.K.K. LDLoE
FIMICL SUPPLY OFFICM

p.W.D. CEI LT STOES

DTE: o........ UGUST, 1979.



?ECEI.; OF STO.ES
.fD-OUT ,'7T7 L.CT-.E:%s

On the arrival of all items of Stores at o- St-keorirl."

Department or Organis.tion an exjstin,- procedure is followed by the

apropriate officer, by which the items are inspected, 
checked and then

placed on the appr-priate primary stock records viz Store L.-dgar,

Provisioninc and Stock Control Cards, Tally Cards etc. and this by th&

employment of the usuc.l Stcre Receipt Voucher or 
by any other suit:'bl!

accompanying document. All Stores items from whatever snurce of rec:i.-,

either Departmental or Inter-Departmental or outside or 
from forei,-

countri.s are subjected to a process or receipt pr-.ctice which, in bri~:',

is referred to as the Receipt of Stores.

2. There are usually two Main sources from which items of Store 
sh-ulz

be expected.

(a) Outside Sources Viz All Durch'.ses~Z means of Indents,

Local Pu.h..se Orders, Contract Term Orders by Requ.isitin 
.r

to other Departments or Government Organizations etc.

(b) From within the same Stores Organization, by Transfers,

Returns from on-going or completed Projects, Surplus .s

found :-fter stock-cho cks including Stock Verification or

Auditing, Licrap Arisin.s or through authorised cannibaliz-ti':.

particularly of Mechanical equipment, and sometimes sa'v-ijs

of items like Everite or Farth Pipes, Decanting of Liquis-

3. For purposes of ;ccurate preparation 
of stores Receipt DocumEnts

e.g. Store Receipt Vouchers, it is very essential that 
copies of all

Orders for goods should be made available to the officer at the

Receivion Point; tk:is will enable him to have knowledee previously : f

expected goods, with particular reference to 
hquantities, specificatizrn

ect. ect. so also should this officer be kept 
in touch regardirv- the

general progress and development of the Orders, 
by communicating tc

him the Proc-ress Aavices, Invoices etc.

4. On the actual arrival of the goods, the Carriers 
or Consi rn rs'

Notes and faybills shall be matched with the Order 
quantities .is %ell 7;

the physical goods; In the event the quality as well 
as the quantity

required and received are not in dispute, a St 
re Receipt Voucher in

Triplicate (as explained and illustrated) shall be prepared 
dulj .e istr

and Numbered in the Local Series of stores Receipt Vouchers. This is

Voucher which shall supjport the rteceipt Enry in the Store Led*er/CO'7

Book/P.S.C.A. C rd/Tally Card connected with 
this stock receipt. If

there are partial or Instalment arrivals or deliveries, 
S.R.Vs shall

similarlj be prepared, but the storekeepine Officer 
must be aware ?x2

related the cummulative result or total receipts to the order quo nity.

However, in the event there is a Deficiency due to short deliv2"r

or Damreb the related accompanyinc documents (Viaybill or 
Consignment

Notes) shall accordin;:ly be endorsed.
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n the case of Unallocated Stcres system, or even in the csse of the

Lllocated Stores system where Advance P.yment hri beer. effected, an .

replacemont of the Deficiency may iot he obtained ir.mediately, notw,. -

standin. the deficiency the FULL O.aED U-N'YTrl sh-.ll be taken or.

and whatever deficiency there is, shall be i sued to Lossess or Cloi.

Accout for further monitorinr;. ';here, of course, ordered qu:L.%iti,. ' --

been reduced and so aTeee, due probably to fin..ncial ccnstraints or --

considerations, reeard shnll be h d to the amenled Order quantit. L.

other circumstances the Store keceipt Voucher shall take account on --.-

actual quantity received and posted in the Ledters accordin,';ly.

5. In addition to the prep-\ration of the stores .Leceipt Vouci-er .

completion of relevant ftecei,.t Entry on the Primary :itock Record (Led.-er,

and Tally cards) zock Receipt Documents extend also to the

maintenance of the followin.:-

(a) Goods Inward Rer-ister or Goois ieceived Repister or Lo. -

(i) Date of Riceipt

(ii) Order Reference

(iii) Carriers Note Reference with Date

(iv) Invoici Reference
(v) Description of the Goods

(vi) Quantity of P:.ckaEes

(vii) Conveyin;, vehicle ReCistration No. and Driver's .

(ri U) Condition 6f packz.'wes on receipt

(ix) Station/Port of Despatch

(x) Officer effectin. the Receipt and Time

(xi) Any other relevant Remark.

(b) STUiE R>,CEIPM VOUCI R which must be prepared at least in

Triplicate, should show the followin/, columns:-

(i) The Nne of the Stores/Department

(ii) The hetistere. Number and Date

(iii) berial or Item No.

(iv) Description of Items, quoting any Stcres Code or

Vo'cab Number

(v) Rate and extended Amount

(vi) Total Value of the items on the S.A.V.

(vii) Certificate to be attested by the Receivinc Officer

that the goods h.ve been aorrecting received and

posted on to the relevant Ledgers, the folios or Stcck

Cared/Numbers of which shall be indicated thereon.

. . . ..



(c) RISTER OF TO.E .RECEIpT VOUC=S:

The main reason for the Maintenance of the above ReEister is t.-

indicate the next b..i.V. edistmr.tion in the Local Series

S.:i.Vs. that shall be used. This Register is of quiet.

importance where, as prescribed in the 1953 Edition of the

Stores Regulations, accompanyin, aeceipt Documents e.,.*.

Invoices, Triplicate copies of L.P.Os. etc. could be registerer

in the Local Series of S.-i.Vs. to serve as S.R.V. However it

has been further prescribed that whether goods are acconpanir&

on arrival or not by Documents, a Store .Leceipt Voucher shall '

prepered, in not less tha9Triplicate. The Register of Stores

Receipt Voucners shall have the following Colue,-

(U) Date of the Entry
(ii) Serial No of Store Receipt Voucher

(iii) Description of Goods (brief)

(iv) Reference of Connected Vayrill

(v) " " " Order
(Vi) Value of S.h.V.

(vii) Name of Supplier

(viii) Any Remarks.

The Number on a Store Receipt Voucher maj be codified to ri::2

the Name of the Department Etnd/or Station, but in any cas'.

new series shall be conmenced with a new Financial Year.

6. CENTRAL R=CEIVING POINTS: In large Storein; orgrnization i-.

is desirable or even neessarj that a focal or central point ,r

storage should be provided for the receivinr of Stores, b~f ore tae

items are finally routed to their allotted store house for

binning and display. These central points may be:-

(a) ReceivinF Bay

(b) Bonded Store house

(c) Marshallint Store jirea

(d) Capital Goods Storage 'irea

The function of the officer supervisin, the Central goods

receiving points are:-

(i) Acceptint; all the Department's arrivin;" goods

(ii) Inspection, checking in relation to orders placed

(iii) Preparation of Stores Redeipt Vouchers and the

Maintenance of the other Receipt Registers

(iv) Transfer o.. gLods after s.tisfctnry c. mpleticn Df

Initial receipt documirnts to' the proper allotted st:re

hcuve fcr Binine.

(v) In the event of Damage to arriving goods, Inspectizn

by Board of Surveys or Survey by Lloyds Surveyors m.":-

be arranged.

(vi) In liaison with the Stores Accounting Office, the

Receivinr; Bay Officer ensures the preferring: of cli '
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in respect of goods found tr be d)mat-ed nr deficient ^n

arrival.

7. In some small storekeepine Departments there is normally no

centra 1 goods receiving point and the functions are therefore rel1nt

t. the individual Stcrekeepers to perform. These Storekpepers, hot

withstanding, are expected to perform the various goods receivint- duti, E

efficiently. They also are requested to:-

(a) Ieject any new arrivinr gzods f:.r which there has nct ben 7.
previous Stock Replenishment Request from them.

(b) Reject any new cr arriving Coods for which thee has nzt

been an existing Order notified to him.

8. Final Disnosal or Lepose of Receint Documentse- Stores Recei-,t

Documents are of great importance and should be carefully filed in a

chrcnoloical and serial sequence so th.,t references in future tr th-sc

papers may be easy. In many Departmen-s, this is not the case and . ve.

the Books of S.1.V. cannot be found when needed.

Finally Storekeepers who are tointents and purposes Stores

Accounting Officers are expected in accordance with fina.ncial Order -
Miscellaneous - No. 2208 to ensure that none of the Books of Stores

Account in their custody are destroyed except with the prior approval -f

the Ministry of Finonce.

PREPARED BY S.K.K. ADALE
REThW IrINCIPAL SUPPLY OYFICER

P.L..D. CENTL.L STORES

ACCRA.

Date: 4th August, 1M!9.



UN=OP 01 ==-REAMl SUPMES ITAGM7D

FO XISRYOF H=TE- lIM15' OF

T7M SIFTEMR eM~ OC'DOB2 1979

DRUG MDUEfl A1iD MRMCA~fl

IL-M7 AF1'U I3CMB3

Pftpared bys L Oei-.tu . Director of Pharmaceutical Services,

.inistry of Health, Lcra.

Parchasing has of course been going on sInce the earliest truing
days of civilization, but it is ohly reently that the principles and

Vwactices In.olyid have been properly" identgied and developed to the

stage where it is acknowledged to be a separate aspeot of buinsep.

tith Its own dimtiot respcuibilitles and techniques.

31ne the end of the last world war buying and materials

manacemnt methods have been studied and applied more and more
effective,y and comprahensively to keep pace with the changes takng

place in dacnerce, Industry and government. It Is nov an accepted

fact that purchasing like accounting, requires foral education and

trinings adequate practical experienoe and accepted stAndards of

conduct If it In to be performed efficiently In present day oonditioa,

and puzvhasing officers or supplies managers are to be found in

comecial, Industrial, and public organisations everywhere.

Nois'f these organisations an you knov spend a Tory large

slice of their- total revne or buddetar7 allooations In purchasing

supplies
In addition to these purchases theme or gansatios hold large

stoo¢m which no doubt tie up a 'conslderable almount of funds.

Ineting or ordering of goods by indent Is purchasing cony

applied to overeas trade.

at I 40 funcin of Prchasn
The fot in wa agin in to obtain goods of a satisfactory

Sto be delivered in the tiantities required, at the. tim Vn-

bey are vanted,'at the most advantageous prioes available in the .wstiz

market condidow. The objeotiies of any purchasing department can be

8smd up with the. uix R's of efficient purc asing,,- i.e. securing the'

jjj goods. or services of the 11& quality, in the Z= quantity at
the j~p time and place for the 11 price and from the Z= sources
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The first stop In effective drug purabaumg In to i Up 'a it o0f
euirenents vith U fioationa. he m t.u ry has -a high Powered

Drug CA attee * reaome mu sto what u o t be %52 d and,
* ed by our health' Atitti@n. Ourret2'VS have ai 'ow guide for

yurav g 1w oramuitig for drug an. 02wentiai. D'U ZUtIo lit
Is based M... oasa atim. a. sr$ ..
officia nano are need In duscribing drug item In the qNational

ycmd~v- zUL th ksn IDug LUst' and the ubrengt ou lvd inr 9.

alwaysu Indcatvi. Zn mospUoaa oass- trade nains 0 opr iet11an
Dms nay beue.0-~~: ... ~
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Me buyer must flast of anl decide an what qualtyip required. 2he

bwer's best effortp to Wigotiate prloe and% term a" Just tmand
gy vested It what be has bought Is usuitabl.for the purpoe for

* hh It vas bi~ta

amp vurchased imt mofm *td'the atanaazdsof.1.. 3.7.. top

or my other Aiatpnsati 6 stia a raath~iat qbe Iste= djpd fr-om t1

Menet stage is "to so h iat.i 6beot~e n i ie

an ftequency of delivery. In eistablishing stock levels ru

requiremnts vs depn on retus from our oentral dOPti.. 0Szbr.

ibodical atores at fin.. am In turn got retrn from the Rgoa
Btred Ah soawt; Is also- taken of the past uage ratst arrv at

ibbse, san-I& requ.2wmentia UventhouAhths figures we obtin ars not

accurate it help. as a O1de in ordering reasommble quantitis.

fte .oo.ess of selecg& good subiller Ioe. vey, v. *,.potiiJ
1s

of drug purchasing. ft Ghana Supply Cowimo maiSntains a dirvotory

of all reputable drug uamufsot=wr hc uttewrd 3h sletini

a particular iu;plsi due reference, I= ivnt T in et nnaJ

Ur Of 6APsedty,7 quaIMU! of jirodutiom, *&elsb1ity, delvery7 pedoft
and 'snag. Dy ,tbe is.of'snch* techmiuas as market research and'van.

'mebecme wrrsof tbs field of apy avaiable~ and a. usr er
we a 0. o tender. ' . .- '4.k.4 .1.-. *

2. ,t. consinmes- have be received, an effoiat ' .f

reosipt and Iinpection U sesentia to eMUre that 06'quentity
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and quality of a.l good comply with the stated speoifioations.

3. Svoioem are in order and chocked and cleared for pament.

Pmer Preervation and Storawe of Dnia

h Pharmacist mst give epert advise an proper storago of all drup
@c that tho dzi will keep .up- to their she1lf-lvexo, In general it

Ia advisable to storo 'all parentanal reparationas In a cool, dark place*

Wiit and heat imy oz'italize new reactiona and. proper .toeging

Ceazdamalzl6it dteoioi t±oa , 4olutina. eg glandular exbacb (eg
1m2AM) should be refrigerated. On the othor hand# YXdininal

Ingredients may be preiidLtttd out from solutions of calconu glucoulate,
coughor, or sez'hor~onii in oil by refrigeration and considerable
difficulty may be encountered in rediasolvinng.

SC1UflC OF SUPPLY:-

Drup are obtained from 3 anso ase
1o Loma Pharmaceutical Induatries or ,-nfacturers,
2. Pharmaceutical IporterIn the Private Sector.
3. Overseas aupp.im" .. . -"

tm which. are .. prcuraod fro ca ., Thaaaoutical a wif turer
an some of the basic gonoric product uch as aspirin tablets,
Iperaetauolaablets, ohloroquine tablets the iulphoncnid # antibiotics

much am the an pcilli, tetracyclines thloranphmicol transfusion
solutions and dresing.

he main upplier arI:-

I* G0O Pharmacutical Division.
2. ICAP

3. Danafoo Limited
4. Intravenous Tnfu ttis Limited

. erapbIn Tserile Lmjited.

Wre covering our 12 months requiromento are placed on the companies
before the end of the year for our needs of the esuming yerar. hi giv
th companies time to plan for theirprOdction' . also to obtain ade.ua
Import licence allocations, which I am afraid alvawfall short of their

epctation.

2. 2armaceutical ThoortOe. In the Private SectUcr-

Purchases are made on local purchame orders. We usually resort to this

nethod during emrg ies when we are running out of certain drutM.

Bemame of -the scarcity of drugs on the market at t s we are forced to
purchae from one supplier ithout acing on a competitive tender.
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fte rioe are rather lghi. it il now obligatOz7 that prices must

"be approved by tho Prices and Incomes Board

Ordes for overs easn supplies are done mainly by indent through the

Ghana Supply Com.uuioni This form the bulk of our supplios.

The volune. of orders horeer depend on the value of impor ebce

allocated. In e oeptional oases orders are placed direct without

reference to the Mans Suw2y Codasion

In all these emergency orders approval In always sought fran the

Gover aent to by-pass the Cana Supply CoMiss io .

The actual quantities of item received within the inpor y .

l. The ability of the Bank of Maria to establish letters of
aredit an times

2, The prdodction capacity and ability of supplier. to,

deliver on timoe

Al our drug procuremnt - both local and overseas supplies

financed throua budgetary allocati . .s--

The allooatfrus for drup over the past 3 years 1975/76 va ¢02D)57#729

197/79 0 1976/77 van .24tOOOOOO

.979/'o 60.00K (timatee)' 1977/7O Is 0€3FOOP,0

xusl3y these allocati a" grossy indequate and so sppl ntari-

allocations are naf..

Zest year we costed ou drug requirnments a4 0108,O004M but we werk

given an allocation of only 03D,000000 as stated abo.'ve•

This neans thnt we were not able to procure all our rsquirements for

drup during the year.

Allocation of InoroLce2:- ._

Lest year the Health Sector was Issued with 055,000,000 specific iort

licence out* of the 0 92 billion Tor. t;iwe.uho oorzt:7 (a percentage of

4.6).
Out of this allocation 020,000,0O O va used for the purchase of dru.
Ou&metion for Iniovenenti-

1. Governent to allocate adequate import licenoes for Impartation

of ;armaoeutical fiished products and rw naterials to enable the

local *harsosutical naniUfacturG -adieve, nezi4h production.

At the camnt o , of then are producing under - capacity.

2. Bank of Chara to be able to establish letter of oredit on timne
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3. Me Contttee which drew up the Essential and Priority Drug Lists
to be asked to revirw the range of stock itaw taLng account of our
financial constraints and also to dete.dLno priorities.

4. To re-organie the -year running contract for the supply of
Crup. The Bank of (ana representing tho Governent to guarantoo

ths Hinistry under the running oontreat.

Pi•e on Board T ' -.

The seller of the goods beare the cost of putting the goods on board.
-itlo passs to the purchaser when the wendor or saLoer receives

.Qlean6 ship's receipt for~ the goods*
Cast and Freigt (, & F)
Pric. for goods Includes not only that of the goods tLamselves but also
cara by land, sea or air to a point which must be desigted, but
not Inluding nsurance or other charges.
Oost Insurance and Preip (L..)..

he prioe Includes the value of the goods# insurance during transit,
and cost of carriage by land sea or air betwem two points which must

be designated.

Stock cotrol is the meanh by which material of the oorrect quantity In
made available as and. when required, with duo regard to economy in
storage and ordering costes purchase prices end voAng capital.
Zt involves the following procoesses.

1 Assessing the item to be hold In stock.

2. Deciding the extent of stookho.ding of item Individually

. egulating the Input of stock into the storehouses..
4. "egulating the issue of stock from the storehouses.

2hrouA these 1vocees it In possible to' adjust continuously the
quantity and value of stock held to conform to circumtances at all

times.

Provisioning jg, the process of detmining in advance requirements of
naterials,' akln into ocoideration existing atoc.m delivery times and
rates of condulp pion so that the amount of stock In hand at any time wi
be in uscodanao with the stock control policyo The two major questions

arling An am provisioning a tIvity ares-
1) When to order.

I o) no hh to order*
Mhui thAs questions have been decided in respect of any particular
aammodity, the provisioner usually prepares a provision - demand
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docunment ahowing the quantity and delivery required, and passes this

to the purdhaning office to take the appropriate buying action.

An Indent is a purchase requisition (usuala7 overseas) with the
following features:-

i) .-Date
ii) No.

iii) Department
lv) £ccount Number or code

v) Authority.
Purchasing, Cycles-

The cycle of activities carried out by a purchasing departnent in the

acquisition of goods and eervicoe.
* Recogonition of the need, .recei:t 'of requisitions

2. btaining a "Clean" specification,

. Editing of requisition for typing of order, fron

cataloeues, records et or the preparation of an

enquiry.
4. Yolloving up enquiry where nocesEary.

5. Collation of quotations and raeaence to user and

technical deprtmnts where ne6essary, also comnercial

negotiations.

6. Preparation of order, and transnission to supplier.

7. Delivery chasing where necessary.

a. Cheoking of invoices.
9. Settlement of all queries relative to the purehbing

operation.



WCRS NdD sUpPLjS XW.GaiST .IoMS-QCp 1 7TH &aLg- - 6TH -

"OR IN; GFCUPS , KDISCUSIONl .4D CA..SA J0

GRU NatUZnuo
14r& .noe - Consultant

I Mr. Aodzin

2. Mr. Charvey
3. Mrs Zd -rau Chairnn . ... .. .,. .

4, )tdss %gues Brown

5. Mr. du ,'soro Reportour oo, o. ooo .

6. Mr. Cobbla

7o rx, Fofio

8. Mr. K. 0poku-BuakQe

9. Mr. L.T. Qu.iyo

GROUP B

Mr. :ihoma - Cnsultoiit Cl-hssroom 2

1. Miss juartey

2. M r. l.urteng Cara

3. Mr. B.-J. Ilonaah
4. Mr. G.T. ,zoh

5 Mr. , ills Thompson I pporto66

6. Togbo Ofori

7. Mr. l;y-du

8. Mr. Obong
9. Mr. Iforman
10. Mr. Tettoh

Mr. Achomnpnog- Consultnt Classroon-3

I* Hiss Kofie

2o Mr. Ofei-Okyna h*on

3, 14r, B. Q.ayo

4. Mr. Bonson

5. Mr. Hills Thonpson

6. Mrs. W.ord

7. Mr. .rmh Mr. roK. Osoi

8. oses Appi.h Mr. D.vid Lynch

9. C.D. Bntse Hiss C. .ddo.



SDORS -A D SUPLY ?U%. M.GT WORKSHOP 1 7TH ,- -.-!:. - 60 -

Q~T= NG COTKITT'E ' 2 Oct FUNwCTION~

1 . Mr. Charway - Chalx=nn (R 9. 1. Classroom arrangements cha-lkp
dusting etc.

2. Hr. Armnh - Member 2. elcoming and seeing to dopnrture

3. Mr. Benson - embor of lecturers
4. Togbe Ofori - Member 3. Collection of lecture notes fror
5. Mr. Nyidu -Member lecturers

4. yping, duplication and distribu-tio::
6. Miss Kofie - Member of coursc materials.

5. WelcominC of Lnto participints,
7. Mr. 0poku-Boskye - Member Ieeing to adequacy of rooms ti.:-t'.z.',

8. Mr. L.T. Queye - Member beds, room allocation for particip.ot-
etc.

NMTMCAINMCIT COIT.m -~313
1. Mr. Amodzi - Chairman (Em. 3I.) 1. Afternoon rnd evening entertanntrnt

2. Mr. Mills-Thompson - Member for participants

3. Mr. Mdu Ansere - Member 2. Entertainment of lecturers ad

4. Mrs. Wford - Member other muests.

3. "eek-ond activitios for partici:::.
5. r . 3.3. . rmah - Member incltding church activities on
6. Mr. Obeng - Member Sundays.

7. Mr. Norman - Mombor 4. Film Shows etc.

8. Mr. Tetteh - Member

M.DICL/FIRST ID C( OTTE' - I10

1. Miss Agnes Brown - Chairperson (RmlI 1 ) 1. Distribution of weekly palludri

2. Mr. Pofio - Member to participants.

3. Mr. Kofie .2uaye - Member 2. Seeing to injured or sick pa.rtici-
pants.

4. Mr. Ofei-Okyno - Member 3. Dealing with minor stomach upsets,

5. Mr. B. Quays - Homber cuts and burns etc.

6. Mr. Hoses Appiah - Ilomber 4. Transfar or referral of seriouslyr
ill particiVnts to Logon Eosppi:.l
day or night.

CaTERRNG IDINING CCMMM~

1. Mrs Ldzraku - Chafr-person (ln,.i.6A0J.) 1. Linasing with Hall Buraah for

2. Miss Quartey - Mombor iprowve ont of meals
2. Chocking of numbors present at

3. Mrs Cobbla - Member each meal time

4 Mr. Qrteng - Member Ensuring that late comers am fed.
4. Sooing to arrangement of mid mreint

5. Mr. R.Q. Mensah - Membor snack etc.

6. Mr. CD, Batse - Mombir 5. Feodng of guests,
feeding of drivers.
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The term "stocktaking" is reG.r-1a4 j as ming as the coleto ;-: o.

of vorifyinG the quantit balances of the entire r=69e of items hold in st:c!:.

Stock represents cash and inv-riably cash is looked after carcfully.

, cashier is appointed to control cash; is lockod up in safe when not in uso.

The cash office is fitted with a counter and all the appurtenances requi:7

to make it safe. Every time crtsh is received or issued it is countod :n tha

balance in hand is chocked at frequent intervals. Cash books are kept i4

detail to record all transactions and, if any of the checks mw.do disclose .

discrepancy, the aost searching inquiries are pursued to find the explC.=t.tlcn.

Cash is regardd as so imortant that in the event of any substantial doflici-

e-cy arising, it is normal to call in the Police.

Now since stock is the equivalent of cash it follows thnt it shcul.

be carefully protected, counted and checked in a siilir way.

PMRPOSE CP STOCA.fl :

Physical stocktakinG is the process of counting, weighing or othc-.i so

measuing all items in stock and recording the results. The reasons for .:in:

this are as follows:-

(i) To verify the accuracy of stock records

(ii) To support the value of stock shown in the balance shoot
by physical verification

(iii) To disclose the possibility of fraud, theft ar loss

(iv) To reveal any weaknesses in the system for the custody and

control of stock.

The size and number of surpluses and deficiencies revealed by st'ck-

taking determine the efficiency of store keeping methods, control and

procedure geneally.

PEIODIC STOCDMIIG:

By the periodic method of stccktaking, the whole of the stock is

coverad at the same tim at the end of a given period, usurlly the end of

the financial year. Theoretically stock should be taken at the close of

business on the balance-shoot date, but in a large concern, it my quite

inpossible to do all the work in one day, and the operation has to be

extended over several days. The stocktaking need not be done only once a

year; it my be carriod out as often as see0s desirable.

For a satisfactory stocktaking, a good deal of preparation is

necessary. First of all, a progrumw should be drawn up and agreed with

concerned including the finance department and the auditors; secondly, stoc,-

taking sheets or cards have to be preptred in advance, and thirdly .!1

personnel concerned must be instructed in their duties.

The arrangeents made should deal with all aspects of the job a--"
in particular, the following points:-

(i) #pant one person to control the whole opssti=nn.

(ii) While stocktaking is in progress, do not have the stereh¢".z-

open for normal business.
. . _.
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Afi) ter the end of the worldzE day before the vpernrticn, begins, --c

more issues should be "-. and nD receipt ecordd until the at c gtaking is complete. The ==bars of the last receipt and issue vouchersV
should be noted and all1 documents up, to and including those nu:*Crs
posted to the racords. At this po:it all tho rucords can b~o rulod
off or no further posting are =do until tho roaults of the s+ozc;-.

taking have boon entered.

(iv) Take all normal stock including packages, scrap, residues, ito:s on

loan and goods under inspoction

(v) Rave stodctaking sheets under tho control of one Individual,

consecutive3z, numbered, and issued to tbe staff on duty A requira.,

No duplicntes should be allowod and, at the end of the job, all
stodeaking sheets must be accounted for

(viL) Record separ=tIy damaged, deteriorated or used itrA.,

( i) Make each person taking stock responsible for a particular soctic-

or clear'y defindd area of the storehouse or stock'ard, and rocc.r-C

everythin that in to be found in that area. Stocktakers should
proceed in an orderly manner, and mark each bin or rack as it is "-o.It
with to ensure that nothing is missed.

(viii) AV e ld which are not the property of the business ou,,ht t,
marked, or labelled in advane

(ix) Listseparately azV goods which have been received but not yot trim:
on oherge (e.g. still unuder inspectio0n)

(z) Special arramg-eents must be made to. include in the total list of
stock all item belonging to the businows which ar not on the

promises at the time of the check. This concerns free-dssue stocks
in the hands of suppliers, goods sent out for repair or procoain.:,
or stcd~w at cutlying operational sites. It ii usual to write to

the holders of such stoc to obtain written confirmation that thao
items are in their possession.

(xi) 'Rturn to store all item issued "on lorn" either internally or

externally before the atodc-taking begins.
(t:i) Show the, method of check, i.e. count, weight, masrarement or ot,-.-=ticn

on the stock sheet for each item.
(zii) Record quantities in terms of the normal unit of issue for the stock

concerned. This can be ensured by inserting the approprizte unit ~
lisse on the stock sheets before distribution.

(ziv) M method of pricing should be known and, If possible it is dosir-blo

to enter all pricos in terms of units of issue on the stock shoots in
advance.

(xv) uhere severn-l widely dispersed stockholding points exist stores in
transit at the date of stocktaking must be taken into account.

~ahou.- b
: + ?-o . 4 +,? A,+++ t '.F o.+ + .o,, + +



CONTITCUS STOCKT'IM iI:1"

Continuous stocktakfr~ is tho mothod whereby stock is taken

throughout the year in accordance with a pro-determined progr.mme sc ti.. c_

item is phyjsically verified at least onco in the courso of the year, _r* :

frequently if required. It can only be done if completo detailed stoc.k

records are kept showinG receipts, issues an! bal nces on .- nd (i.e. if t .o

is a "perpetual inventz7"). The progr.me should be so designed that : ..c:'..

mber of stock items are taken onarory wcrking day. It my be thuuGht

necessary to have certain valuablo + or fast-noving stocks mamizad more fzn--

uontly than other items. It is elso wise to er.ango that the operation is

scheduled to finish a month or so before the end of th finpncial yoar sc .

if work is delayed owing to unforeseen circumstances, thezo Is time in hz.- t:

completo it before the yccr end.

The methods of plsical chock Pro the sam as those employed for

periodic stoctaking, but there are significant differances in other reo ,,

as follovA:-

(i) There is no need to close down the stores or the works while

stocktakimg in in progress.

(ii) The normal posting of'roceipts and issues, on the stock roccr

can continue without intorruption.

(iii) The work can be dcne by a few specially nppointed, eporio

and trained stoctakers copltely independent of the stcro-

keeping staff.

(1v) Stocktrking results na be entered on the stock records f." .,

to day as they arise, and arv discrepancies disclosed can 'cc

thoroughly invmostiftod in detail. This is an important adv-,- .0

because one of the m-in weanesses of the periodic stocktr.kin 
- !

cethod is that all the discrepancies are declared at once, -.n:

tine to deal with then proporly is necessarily limited.

(v) assumina that the continuous progrmme of stock-taking h.-tooon

sitisfactorily completed to plan the balancoes on the stock c=-:r.

accounts can be accepted for balane-shoet purposes withcut ..

special yoar-ond ptsical chock, and there need be no dolry in

the preparation of the final accounts, as far as stock is

concerned.

MRLTMENT OF DISRF2TCIM

.W=puR -nd eficioncies:- When the amount of stock found by phsical

examination fails to aGroe with the balance on the stock rocords, a d.zro -

prncy exists., If the stock found exceeds the rocorded figure there3 ia

surplus and, conersely, if the physical stock is less than.the bock

figure, there is .dficiency.

Minor DiscrenDancies,: Thore ae limitations to the accuracy of a toctni:±_

?t.rticuliirly where ILaa num-bers or quantities are concerned, whether "

check is by count, wieight or measurement.
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For ex:--pla, in measuring 1,000 metal bars of rando= length no t c -

are likely to got the saw rosult tc the no-rest foot. Simil-ar, in

weighinG half a tonre of loose bolts, so= slight variation may be crpc.

because of degree of accurncy of the scr.les or the reddina of the:-. If

therefore, discrepancios of small prcportions appear o be found in such

circunstances, it is often as well to leave the book unaltered unlcsz th

amount of money involved is significant. This point _pplios prrticul.r'"

where ti,o nthods of mean.uremont are kncwn not to be of Gre-.t accurr"c

e.g. the use of dip-sticks in large tanks or, more obviously, the stoc:-

taking of loose piles of sand, coal or bricks, whore only an esti=-.to c,.n

be mde.

Storekooper's Aroomnt: Storoktakors should not doclarc a discreoprncy f

a1r item without first giving the storekeeper concerned the opportunit"

investigaticn. This is a sunsible prec-ution for several reasons -

(i) There Zay be duplicate locations of which the checkers ara

not aware, but the storekeeper should know of them

(ii) It can be expected that the storekeeper has n bettor practic-.!

knowlodge of his stock then aeono else, and he m2y be 2ilU

to correct errors on the part of the stocktakcrs, pr,_ticull.!y

errors of identification.

(iii) It gives the storekGeprr an opportunity to explain or co.^Oet

the aifference if he can, and ensures that he is aware of

discrepancies which may reflect upon the performance of his

duties.

When the storekooper has bon called in and fails to epl-in a

differonco, he should sign the stock shoot to indicato his agreement th-.t
the discrepancy is Gamine.

Investi.-.tion of Discrepancies: After the stocktakor and storekeepor h='o

agreed that a discrepancy exists, the procedi-re depends on the uturo an

value of the discrepancy. Iarge amounts are more worth while im'esti.-tin_"

than small suns, more concern is felt about deficiencies than surplus !.n,

where discrepancies may have arisen through "breplding bulk" (iqo. makin a

large number of small issues over a period from a bulk stock, espocinlly '7

weight) they sre not perhaps thought worthy of aqr detailed inquiry. The

degree of investigntion is, therefore, a matter of judeoment in the circuns-

tanees of each c-.se. The followine list of steps to be taken should be

considered, bearing this point in mind:-

(i) xanine the record c=rd since the date of the lost check tc

moke sure that there are no arithmetical errors or cbvicas

omissions or duplications in posting.

(ii) See that there has been no confusion over units of issue.

(ii1) 7ni4 stores kept in neihbouring locations to see if r

balancing discropanc exists on another item.



(iv) Chock the b-4ic deu-nts (i.e. receipt, issuo, tra..-Cr,

apparently unsual tr-an.sactions.

(v) 'avo the pirsic-l stocktzaki verified by an independent
senior official.

(vi) Interrogate the stcrekeeprr to find out if he has any
explanation or suspicicus as tc how the discrepancy has .rio.

(vii) Zxane the results of the last StocktaktnG to see whether

there was a discrepancy on that occasion. In odd c-sos it

my be found that a deficiency at one stocktakin is follc'!od
by a surplus on the next, end this =ay be because first chc':

was inaccurate.

(viii) McsM inquiries of user departments in c.use there my have
boon issues from or returns to store without docuentatica

outside normaliworkinc hours.
(ix) In serious cases, where theft or fraud is suspected, cn..l -

the police.

(x) where nscess-7, review and tighten up physical security

measures and documentary procedures.

Ad.iustment

After investi..tion, both stock records and aconts require .tdj--t-
ment in respect of declared discrepancies, This =ny be done direct fr::-
stock shoots or by a special Discrepancy Report form, listinG all the ±e./.s

concerned, showing:-

(i) Vocabulary nimber

(ii) Description

(iii) Unit of issue
•(iv) Quantity as per stock record

(v) Quantity found on plsical check
'(vi) Difference between (iv) and (v) Showing surplus and

deficiencies sopa-telv
(vii) Unit prico

(viii) Value.

It is ncrml practise for discrepancy forms to be approval by th
stock controller or somo appropriate authority before the adjustaents r--o
made tc the accounts, and t e discrepancies are summarised to show th =ot
surplus or deficiency on each classificetion.

OBSOLESUCE 2M RMUTD.'.NCY :-
Obsolescence: 4n item is said to be obsolescent when it is gc.-:

out of use but is not yet completely unusable. For example, lot us su.-.-:.o
that a transport firm has been runnin, lorries of =del XYZ, and it is

decided that in future all 39placerent vehicles ar to be mdel ABC fr:
different manufacturer. From t he date when thi, chanme is announced, m=z t

of the spare prxts in stock for model XYZ become obsolescent.



This does not man they are i=rediately worthless, because they can bo used

for repairing the lorries to which they belong as lone rs those m dis -c;

in sorvico. On the other hand, te nu=ber of X(Z lozTi-s nsi-:tainod w"'

decline as time goes on, rmd thcy will all uventuall, be disposod cf.

It is extremely unlilmly that the spare in stock control or purchas±z.

Review: In most or-anizations, soe dojee of obsolescence or redurW.-cy

is inevitable. It is particuLnxlj severe in factories mkinc ;rcducts

where the design cha--n-es frequently (e.g. motor cars, wnshing mchinos,

television sets), and also in orgmnizations such as tr-.nsport undert.ki.- u

or the Lrmcd Forces, whore repid technic.l developrnt is goinc cm -ind

large quantities of spares are used for the equipment in service.

It is therefore doesirable to review all stock her.d from ti= t.,

time to identify items which are obesclete and redundant and this is

usually undert,-cidng once a yer. The review nany be combined with nor::...

stocktaking operation or done independently on a periodic bnsis or on

continous btsis.

It is usual to conduct the review classification by classific-tic.

.!part from the fact th.t this is the most methodical approach, it also

provides the .aium opportunity to surest alternative uses for iteLs

which are no longer requ red for the purpose for which they were ori,:iaC. 
"

bought. Per example, in looking nt the steel classific.tion it =y be

found that, owing to production chmnges, 12u - dismeter round bar is n.

longer required but there is still a heavy demand for 10m - dif.meter b=

to the gedm specification. It might be more economical to use tLo 12z..

in place of 10;= until the existing stock is exhausted, rather than dis.Xje

of it outside the orgeaniz..tion.

Use of Stock 'ecords - It should be noted that the listing of obsolesco-t,

obsolete and redundant item is done from the stock records. There is no

need to look at the ptysicnl stock in the store house until after the .

concerned have been listed, rnd then only for the purpose of decidin "

whether specific items can be used for alternative purpose, or to esti-T.to

disposal values.

Befcre the review begins the stores Officer-responsible should fin".

out what recent changes there have been in pr-tuction or operation -.nd

what charges are imminent. From this informtion he will be able to

determine what mr jor item or materials or spares are likoly to beoc0e

obsolete and redundant, and these can have special attention during the

review. In addition all slow-moving stck should be p-rttsularly ez n i-

to mke sure whether it is still required or not.

I qi r- l tof Ob-solescence , ,r Rodudancm

The result of detailed exanintion of the -:tok records to ;roduce

a prelimiaray list of items which apperred to be obsolescent. Obscloto' r

redundant... The next stop is to investigate these items on the follwinig

lines:-



(i) Obsolescent: for machinery or equiprmnt sp:.res, =mnLo a o.,"

generous estlr"te of the probable u .:e of each ito u:

the time when it is ezpected to become obsolete. -bu-it the

balance for disposal icediately, bec:.use the soonar tiey .-o

sold, the more lily they are to fetch a price better t.han

Scrap value.

In the case of raw mterials ccnsult the production department with n 7i--.

to using a many items for alternative purposes as it is econc-ic.l tc -'"

so (e.g. the example of 12= and 10mm quoted above).

(ii) Obsolete: List for disposl without further inquiry

(iiil Redundant: With the co-operaion of the operating dop-:-'d.nt

first crutinise those items to see if tyey can be put to

alternative uses and, if not, to agree what prcportion

stock is to be retained.

(iv) Slow-moving Stock: Give special attention to items whezr,

has been no movement f = six months or more.

With assistance of the maintenance or user department, "st-'d-b""

Spares for :'achinery or equipment still currently in operation shcu ba

identified and the record cards endorsed -tccordingly, if this h.s not

already been done in a previous yer. For all other slow-movinC ites t

user departments can advise whather they vish the stocks still to te = it--"

and, if so, w17? In this categ-ry it is 'jell tc be conservative -.nd, aftr

all the investi rtion h,-c bean made, it is a matter of judgment as t:

how much is disposed of immediately. It rmy be thought prudent oven t- --it

until some slow-moving items have apporod on the list far two or moro

suceasire years before fisally disposin of then.

Final List of Obsolescence and Pedund-.nev:

When the preliminary list has been investie-,ted as described a' vc,

a final list should be made showing particulars of all items which it is

proposed to write down or write off. In some crganizations a committee

consisting of representatives of purchasing and stores, finance and user

departmentsis set up to agree the final lst. which is usually approved

by a senior member of the anagement before the accounts are adjusted and

before anything is disposed of.

The following ifornation is typical of that appearing on final

list of this kLnd:-

(i) Vocabul-rly numbor of each item

(ii) Description

(iii) Quntity is stock

(iv) Qwntity to be retained
(v) q untity to be disposed of

(Ti) Oolginal book value~ of (iii)
(vii) Recom.ended book value of (iv)

(viii)Recocmanded book value of (v)



(ix) Lncunt to be ritton off

(x) Comments (e.g. renarks on c:ndition, or slow movement

of stock or suCostions for methods of disposal).

.ifter approval, the amount to be written off is credited tD th
appropriato stock control accounts.

n-Pn -'i n of H, terials in Store:-

It somatises happens that naterials in stock dotoriorate for arj
of the followinC reasons:-

(i) The inherent n.ture of the xate.d.l is such that it dotoric=-.:,s

in the course of ti.e, e.g. fresh fruit, unstable chomic.i..
(ii) Inadequate storage conditions, e.g. coment gets da p and

solidifies, steel bocomes rusty, stationery becomes diety.

(iii) D-.mge in store through accident or bad handling., e.g.

electric light bulbs rmy be dropped and broken, ;laste-b-_ . is

easily danageed.

Where this happens the stock will not be worth the value at which it

stands in the accounts, and adjustment must be made to rectify this sta.:'o
of affirs by reviewing the stock scoi.carned and making an estinato of tho

value to be written off accordine to the amount of dotarioration which

has taken place for e.ch individual item. This Operation can be carr_.
as the occasion arises or, alternatively, at the same tio -as the stock-
t.ing or in conjuction with the review of obsolescence and redundancy.

In special circumstance, far or.mple, if there has been a fire or a sri.= C

flood in the store house the review of stock far deterioration ay bo a
completely separate o.ercise

Chan-1d, flocel t
Roceipt into Store are normally checked for quantity by weihin:- ,

countinC or otherwise measurin.,. If this is done proporably it providos

a good foundation for subsequent operations by ensurina, as far as is

prcticaly, that the quantities tiken on stores charge are correct in the

fist.instance. In sora orr.niaatiens the process is cnrriod further by

checking nbt the incoming ccnsigenent but also the remaining stock .-.lrwed

on hand at the time that the new consignment is put away in its place in th3

store house. Whether this is work doing or not is n matter of opinion in

the oirounstances involved. It depends upon several factors such ns the

value of the item, the nature of the roods, the extent of the stock bal:.nco,
the reliability of the records and thi availability and time.

Cheekln' Issue : It should be t m.tter routine for the storehouse staff t
check the quantities and descri-tions of all issues made before their h'n..o"

over.. It is nlso comon practice to olpect the ecipient to countor-hocc:

the quantity recoived .nd to sign for it. This protides a reasonable :.sz, l .
that quantities taken off stores ch-.rge are correct.
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-3yort Checkinri Spot chocki.nG is the pr!%ctice of r=kizic za.ndon chocks -f
stcros items ct irroglar and unspecified intarvnls. It is often done t y
senior satoros officials in the course of their superrisory duties, .xt c.:..

be operatcd in paralled A4th the stock takinC progrm.=e, irrespective of
whether the periodic or continuous method in use. Where the main stockr--
i.e. c .rried out annually on s periodic basis, spot cbecking throughcu
ye is the best safeguard nraist malpractice during the period between
stoektakins and also helps to minInize the year-end adjustment. .Where
stocktaking is continous s;ot checking during tha year of items which havo
alzoa.dy been ecmpleted urdor the -in prormcroI is r. precaution t.gaint irno-
gularities xisan in sections knovn to have been covorod in-the current
cycle.

To get the mximun benef it fron the labour involved, spot chocks
should be mainly, but not ntirely, conrfinod to items of high valug, and
it my worth to check the n jor items sevoral times in the course o'f
year.

Yom@
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ISSUE AND DESPATCH

The Service given by the stores department to other dep-rtments

becomes effective at the point when a storekeeper makes issues of ioods

and users will naturally judge the efficiency of the stores orinis ti "n

by the standard of service provided to them.

AUTHORIZATION OF IZUESt

Stores in stock represent money, and should not be misappropri.ted,

wasted or improperly used. For this reason, issues cannot be made iniis-

cri inately and, before goods can be withdrawn from a storehouse, thire

must be some authority for the transaction. This may be in the f.orm (-f

a signed document, a verbal instruction or a routine arrangement.

The normal method is tn use an issue note signed in the approri to-

box by an authorised person. Storekeepers should have full details %f tV.o

names, designations end specimen signatures of all persons empowered t-

approve issue notes.

Issues-restrict authority to manadement within certain finar.cil

limits. In some circumstances it is convenient to handover stores sim-l.-

on a verbal demand by a known workian or supervisor, without the presen-

tation of any written document. This is normally done only for items cf

comparatively small value.

Whatever method of authorisation is employed it should be apprc-.ri-.:

to the everyday needs of the organisation. Time spent if more sir.:-t.-ri-s

redg.

IDENTIFICITION OF EQUO t

Provision is made on issue documents for description and stores

code numbers of required items to be quoted, and this infornation is

entered by the user who prep res the document in tho first place. In

practice, however, it often happens that the details given are inadeqlr.te

or even inaccurate, and an experienced storekeeper will be expected to

find out exactly what is wanted and see that it is sup-:lied. He will .1s:

check the code number on the issue voucher. Storekeepers must, therf re

be provided with copies of vocabularies, spare parts lists and catalc-u-r

so that they have the means of identifying requirements without reltinc

entirely on memory.

Goods demanded are not always available, and, when this happens,

it is the storekeeper's duty to sur~est suitable alternatives. 
He shaull

not allow anyone to t-o away empty-handed without making every possible

effort to supply someting which will meet the immediate need of the user.

To do this effectively, the storekeeper must be thoroughly familiar with

his materials and have some gneral knowledge of the production or

operational processes in hir firm.

TIM G OF IbSUES So as to avoid delay in a bpsy storehouse, there will

be a routine to provide lor a smooth and even flow of work. Arran-.ennt

may be made for issues to be made in the mornine and some in the of tern. r.

This should not be over done because it must be remembered that the

watchword is service.



-2-

The storekeeper should try to meet the convenience of users, and

restrictions must be applied to avoid uneconomical peakloada of work JI.1,

storehouse. -

METHMS OF ISSUING STIXS FOIL MT IAL USEs

Issues must be organized to correspond with the needs of the

enterprise and several different methods may bv employed in one concern

at the same time for various kinds of stores.

Some methods in common use ares-

ISSUES ON DEQUEST: This is the simplest method, and there are three

variations.

(i) Imediate issues on presentation of an isbue/note by hand

(LI) Issues made after the receipt of an issue note by post

(iii) Immediate issues on verbal request only.

ISSUES ON REQUESToI =HOD (i)

The orthodox form of issue procedure is where the user comes to

the storehouse and presents a properly authorised issue noteor similar

voucher givin details of what is required. The storekeeper than selects

the items wanted, and hands them over in exchange for the document.

Issue notes may be prepared in any number of copies to suit

individual needs.

ISSUE ON REQWT4tHa) (ii)

Under this arrangement, the issue note is sent in by hand or

post by the demanding department and the physical handin, over of stores

takes place leer, sithar when the user calls for them at a pre-arranLed

time or when they are loaded by the storekeeper for delivery. The store-

house staff have adequate time available for selection and marshalling

of the materials, and the recipient has the advantage that he does not have

to wait while the storekeeper finds and assembles whatever is required.

The method is most convenient when the consumer is at some distance from

the storehouse. It is also useful where the list of requirements is

lengthy or complicated as for example, with spares for machines overhan~a.

ISSUES ON ILEQEST-MTOD (iii)
In the ease of issues on verbal demand, a person requiring stores

calls at the issue counter and states hisequirements. The storekeeper

then seleots the items wanted and hands them over. A procedure of this

kind is normally employed only for item of comparatively small value

which are required at short notice, such as hand tools, nuts and bolts,

cleaning materials, lubricants, emery paper and other consumables, The

storekeeper would be expected to know all his callers by sieht and woutl

not, therefore, make any issues to a stranger without some inquiry.

1MESM ISSUES: An imprest system is one whereby a list of certain typos

of materials in given quantities is approved to be held either In a nl

store or on a production line or elsevhere.

0.1.
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At the end of a given period, say a week or a month, the user concerned Tna.

pares a list of the materials he has consumed durin; that time, and presents

an appropriate issue document at the main storehouse for replvnement C-.,.s

to bring his imprest stock up to the same level as it was it the beeinnin.

of the period. The arraneement is often used for supplyine parts and

materials to technicians who travel about in vans providine after-sales

service or repair facilities to customers.

RE..' DT ISSUES: For certain items, e.g. tools and gauges, operators

may be required to present a used article to the storekeeper before a nev

one can be issued. This can be done with or without issue notes.

Ai ISSUer s a g.neral JVthe issue of articles on loan from store-

houses should not be encouraged, but it is sometimes unavoidable. For

example, in the maintenance department, a number of comparatively expensive

tools or pieces of equipxent are required for short periods of use at

frequent intervals. Such item are a-meters survayors' chains, levels,

electric handlamps, tap-and die sets, special tools and so on. These m'.y

not be on stores charge, but are controlled by the storekeeper and kept in

the storehouse when not in use. It is necessary to keep stock records for

the equipment concerned and also to maintain a register for everything

issued to them and sign again when items are returned to store. The store-

keeper inspects the register at regular intervals, makes inquiries about

anything which has been out on loan for a protracted period, and reports

to the appropriate supervisor any case where he is not satisfied. As an

alternative to signinC the laon register, workman are sometimes provided

with metal or plastic discs (known usually as a 
tallies"). The discs be.r"

the man's name and/or works number and are handed over in exchanee for

loaned equipnent.

DESPATCH: In a large storehouse there must be a routine for despatch to

the places served, including the followizn:-

(i) A routine system for the time of receipt of issue notes, the

selection of what lerrquired and mrshallinc of the needs

of each cutomer.

(ii) A timed schedule of loading vehicles

(III) A detailed transport plan for Journeys to users, timine

and routeing each vehicle and providing, as far as practi-

cable, for full loa.ls outwards and return loads

(iv) A regular systm of checking to ensure that all items are

put on the vehicles.

REPIAEMET IDSU'T: For certain items, e.g. tools and gauges, operators

may be required to present a used article to the storekeeper before a new

one can be issued. This can be done with or without issue notes.

• o.*/4
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C c-T
cs ALOC.-TION:

Whenever material is issued, the value has to be chareed to thc'

appropriate internal department or activity Sr to an outside customer.

For this reason, all issues documents must show either the cost alloc. ti'

code number for internal issu,.s, or customer's name for external

transactions. The appropricte cost or customer's a/c can be debited .::iTh

the value of the goods, and the stock control a/c concerned credited ct

the same time. For internal transfers between storehouses the value

of the issue will be simply a debit to the stock control a/c of the

receiving storehouse.



GA9TA SUPPLY COMISSION II)TTflU. PROCDURES

The Commission's Indenting Departments which number over 50 (fifty)

are required to submit their requisitions in accordance with the classifi-

cation Book (Appendix VII) supplied to them. The requisitions which should

be -process-wartby" are to be submitted in triplicate on standard farms

(indent) and in appropriate colours depicting the urgency of the require-neat.

The indent-forms which are obtainable from the Government Printer, are u.see-
in the mnner explained hereunder:-

(a) 3%02D P/V/RD oo M (i :--)

This form is white in color and is used for normal

annual replenishments. This form as with other forms enticd.

below contains a certifica-Ce indicating the discretionary

allowance within which the Commission may accept or reject r.a

offer from the supplier.

(b) URGENT GP/AM453 (YELLONI:-

This indent is Yellow in colour and is used when suyplies

are urgently required in order to prevent the break-donr of

essential services. Such indents should be used in emer.-enc

cases as such purchases are usually very expensive.

(c) OP IQUAL GMA454 (Pn):-

This indent is Pink in colour and is used when supplies

ae required as a matter of extreme urgency in order to met

unexp eted emergencies. Eramples of uch emergencies are,

warms, riots, civil commotion and the like. This method of

purehasing that ±eieferred to as "SOS" and has special

procedures aw indicated in 4 (5).

(d) PRoPRIETORY GP/VA4'_ (BLE):-

This indent is usuall* Blue in colour and is used when

demands are made for proprietory or speciality stores.

2. SMKISION OF IMD=TS:

Indentore are required to be prudent in requesting stor : of

a particular aks or brand because such demands for propriatory

stores normally tend to be uneconomical. Indenting Depart-onts are

also required when submitting indents to the Commission to ensure

that the indents are signed by authorised officers whose specimen

signatures are kmown and held by the Commission and also the

indents should have the relevaut import Licence together with the

approli-te financial cover or Banker' s Guarantee. Unnumbered

Licances ore generally not accepted by the Commission except vrhere

transfers of sue of money are not involved.
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In regard to departments and corporations whose finances are

controlled by the Contreler and Iccountant-General, the Comission mzy
demnd cash cover before the processing of their indents is commenced.

A far as posvible, indenting department should arrange their require-

meats on indents in accordance with the groupings as specified in the
Commission's classification Book. This is necessary in order to avoid

unnecessary splitting of indents fo the various Ghana Supply Cnmmission's

purchasing Sections concerned.

The Co=mission does not accept indents submitted for processing

within two months of the clcse of each financial year because orders

placed within this period m.' not have been executed, paid for and

shipped before the end of the financial year. Normlly inaents

received during this period are treated on "erquiry" basis and confirmd

after tbe Commission has been assured that provision has been made for

them in the estimates and this has been a;proved by the Government.

The Commission a lows Indenting Departments and Corporations to

make preliminary enquiries with a view to obtaining the correct specific%-

tions only for the products required; although this service can be

undertaken by the Ghana Supply Commission. Where the source of inforzat..=

is quoted on the indent, the Commission regards this as a useful info=-t.-

tion but is not bound to place orders with the suppliers mentioned in the
indent.

Indents which are submitted to the Commission for processing and

should be completed in all respects, should have financial cover and ...

also specify in full the correct technical particulars of the stores

required and be accompanied by drawings where necessary. For Statutory

Corporations and Departments whose finances are controlled by themselves,

the Comission mo. require a deposit equi"yent to the total cost of stcro-

to be purchased.

()PATY~rT OF DTTY. FRGT &ND OTM CLILIRING CWGZCSt

Departments are advised to include in their year3y estimates fcr

indents, elements of the above charges to enable the (Accountant-Gener.l)

make appropriate provision for the immediate settlement of the bills to

ensure quick clearance of Government Cargoes as and when they arrife a t

the ports.

Freight is usually estimated to be 1i5l of the FoO.B. (Free on Bord)

value of the goods and the other port charges together are also estimatod

to be 9% of the F.O.B. value. Regarding the calculation of Customs

Duties, Departments should be guided by the Customs Tarff, copies of w!ich

are already in their possession.

Dep rtmenta are strongly advised to adhere to this procedure to r-aoi.

the holding of Government goods at the po.ts by the shipping Lines and thc

Railways and Ports Authority.



(4) . T2D iTED DiLVERIE:
The delivery specified on the indent should be realistic and shculd

take into consideration all factors having regard to tim needed for
obtalinng quotations, the processing period of contracts and also peric! %:

mnaufe ture, inspection and shipment. The use of such terms as "L-edi..:.'e"

"as early as possible," "priority" etc. as substitutes for ecpcted
delivery dates must be avoided. Where indents are submitted with such
vague delivery terms the Registration Off -ier should advise the Idontin:;

Department to be more specific and to quote the actual date on which tho

stores are expected.

(5) A2A2-Q, -'

Where there i a further demand within 2 months for an item eitivr
Supplied or on order and provided that there is no change in the price since

the award of the previous contrcct, the Commission shall request existin;.
Supplier to repeat the order."

(6) PSOS" PURCH.!SING (aMGRNCY):
Where a department is submitting an indent to the Commision for

emergency purchases, a written explanation of the need for the enorao=
purchases (if the value is over and above 030,000.00) Thirty thousand ca±is,

is required. The indent or the covering letter should be marlmd "SOS" and

initialled by the appropriate indenting Oficer whose specimen sign-t-xro

is held by the Co4ss ion.

,All emergency requests should be addressed direct to the offic ef

the Chief purchasing Officer who will endorse the indent at the

appropriate column for "SOS" action to be taken.

(7) PURCELSE OF STAMRDfIZEfD STORS:

The Commission compiles certificates for sa'.ndardized stores

required by the Indenting Depaitments. The certificates which should

contain the necessary technical appraisals and justifications for stndrd-
isation, are held by the Registration Section. Where such certificates :re

accepted by the Commission, the Commission shall rely on the skill and
proper Judgement of the Indenting Deprtmnts and shall not invite tenders

for such products. Indenting Departments are however, advised tht it is

unsafe to atandardize on products indefinitely as now and better models

normally enter the market.

(8) cuR Sn OF sC nTr aTcam:
Vora the indenter certifies and this is approved by the Commission

that the product is of a speciality nature and that the item cannot be
manufactured or supplied by an other manufictuer or supplier, the tond-or

system U accordingly waived. This category of stores does not include

proprietory products.
(9) D -__3CT PTCL ms :

Direct purchase are alloied for orders of value up to 010,000.00

However, where the item is not urgently required, the Purchase Officer ."

invite tenders but not for orders of value up to 03,000.00.
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(10) LOC2. c FUsCH.0E:,.D4:

The Commission has co=iled a list of sor Govern=t O-. -.

and these ere required to provide deposits for all their local pirci:

Vith reiard to the other departments the followin. p,-.7nt

arrangement will a;;2y:-

(I) Indents should be submitted to the Commission in the

usual manner showing the local source of supply, if 1m.

)2) .fter the goods have been delivered to the indentinc

Departments, the .omission will ftorward its usual st.ox-

of -'ccount together with Invoices and relevwut w-y-bills to

the Indentin Departments for paywnt to be made to the

Comission 1 of receipt f the Statement.

This therefore implies that the suppliers should be notified on

the order that pyment will be m=de within 21 days of the rocei t cf

the relevant '7y-Bills duly endorsed by the recoivin- Department.

0TW fLTOUTION

This is the process whereby indenting Departments Pre advised

of both comitted and uncommitted orders two months before c-
nf eenh financial Year to enable then provide the necess,ry fiz.."

cover in the coming financial year. This exercise affects or.ly

Government Departments as unutilized votes allocated for the stc¢

lapse at the end of each financial year. For the cormittod

orders, there is contractual obli. Ation to be honoured by the Gh'r;.

Supply Commission and it is essential that they be carried ovcr
order to avoid az. breach of contract.

2. INTM-DB U1TL TRLIVERS:

The Comission hs no astablished n.chier for detectizn
surplus storos in ary Government Dopartment. '4hore the Co-isaica

is notified by an indentor of the existence of surplus stores :,ne

where the Ghana Supply Commission is aware of a dewrd from .n=t1r

indentor for sinilar stores, a transfer of the stores is offectod

and the amounts iwlved settled on departmental basis. The

transfer is made on a transfer certificate, copies of which a:y bi

obtained from the Stores Directorate.

Faulty puzchiases forms shall be issued to Indentors at tho end

of each financial year for copletion and return to the Commisic-.

Inform.tion requ.re-, shall include the following.

(I) Caes of unsatisfactory contract performances resultinG

form:-

(a) Inferior item or part thereof.

(b) Wrong item of part thereof e@o.
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(2) Very k-te deliveries not beyoni. the control of the o: ies

ad also deliveries other t*=n those quoted by the su'.;.li--.

(3) .zv other infornton about the supplier, which im the

opinion oZ the indentor ne7 "ae vi'.l to "Che Cci isio.

The purpose te-lin! this o:orcise is to be able to co--pile

reliable supply inforw.tion on o.2Ly effective supliers.



GSc. 25t-.

(±) Sugasa 1IOl PT,!DyzSi- Tho proooduze for sub2r1ssia of tUndozc

il usu=132 attaod to tho tondor doomAnnts, Dw W~OO for th ,

submission of tondorm auro a3io quaotod an tho tondc~r dom-x,=Ut

* tih-ih'r oiilbor to- bo, dopow±od. In~l -Tondur Bozlb .0 ithe

Cammnsion daipe for that purpose or to bo yostad to ru.ach

tho Comriaoim o/or about tho duro datw.

It in tho roqi.omOflt of tho Comlssion tbat offru to bo

subnittod- cmt be on F.O.B. (Iwo on Board) baOlm. '& ~ duo ~o

the naturao of ozdar (inoludZn 1ocia purch rs0) tho'QomrsLiom±

do olsols that aClep. (cot# insureaoc cmd re±t) o r 0. a ~

(Cost czA P'zei~ht) or YO.S (Jroo -1=; Sidu) or 0. P.

(del'iwred) ordur In the coat &apPropriate, tho supilicr 15

advisod aooordiaaly to tro-it thu contat C.8 such.

(Ui) DA gZrjfG:- Too 3aoys for' tbre 'Tondor Box' ;.ze hold ilopurc.t-2

t y two offlors' ivho sijut4-aooW52 , on tho ITender Bx bof orc

the Tandor Panol on thle duom date. TOUo~ruphic tondcr areo no r. .±21

not encour-cild bouuof tho youbibility of 1o~.uof tcnd,;r

inf Ormtio

(ii) hoi Cowlisiou bas . t.Undcrrvcol of four

ocnzitiz, of tho, urrma, i. 3crotai7 rm two Wwatr Lorbors.

gi panal sits d.ily to ad3ud~o-tC on tnmierO rocivud ---d its

docimica ic fiun-I. HLiborohip of tho ponol ic oa rotcatio b..oia

=A n d icxtiom is o~.iod out undr tho y-mllv st.tod zias

&rn 1eulat±i1. aRjprOs -ntativefl of th& indontzin dopartLnts

w~ho zz~ advisud i; -,di~toL2, tondAiw ;-re lomaod w..d ala o

or.pc~ias subr~ttim, oftiro my .-tt~nd c.-q of th6 tendcr

mnr., asaimn ~ftcr ivin-, ?rior notico in iritin, to tw%.

chzl-.n of tho Tozdar Pi.ncl. Jjudic,-tion whi possibC. Is

o.ouot iv.dur oioacl dooze czrd the jiotors who oua.y

!=o-.y thw t= nd,ra '"in, discaumsf. on c=LIn;d~by 11M ed 1*.I

by h.:.a are corplaoy iaisu1..t.A frori :.r~y int;roncos =nd

ocrry out thoir L~.ia4m~nt.-ithout uy~ fo.r or f~vour. .- Tho

Se1t.7 Of the; PanL ~o the, n= os of tho tondc~rers t-nd

460o c±voa oat tho fufl'doLila to theu adjudicatoxs' end dot's

* not hiwcd.! pc.rticip -tcO in thu :Ajdic"tion. kB whore' rei~zvsuL-

taivas of oo7.potint; f iz-a .re proscnt durin.; EA iAoetiom nLZ 3;:

of tondo 105 . .10 =nolnCfd 'for tho bonafit of all present i0.

c or1Ety u'ith tho raubs -nd ru -:tiIM of pablie tonder.

777~

S : A
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(iv) T !CCETT,E:- Under norm ealcrcunstaooes it is the lowest

offer among quotations for the same speaification that is acceptad.

Tenders are advised that it is the moot competitive tender that

almost i=eriably ues the award. Wher for am reason the

Commision and/or the Indentor accApta a quotation other then the

beat offer, the necess=7 justification and reason are produced

to support the acceptance and the particulars are submitted to the

Ministry of Finance.

The Comsission wiahea to assure its suppliers tbat it wi.l

endeavour to maintain the best and the mct up-to-date tender

yteiam an that queries, if &:7, arising out of axq tender =3t be

addressed to the Managing Director and marked "TED QUEI.

IS5UID FROM THE 0ICE OF GOLL

BMWP COMMISSION, ACCR..



V

. TEM BUbGE

The budget is an instrumentto translate policy objectives

into action. To this end the budget indicates the 
olicy objecti.-

of the Government (political fu-'ction), authorises spendln and t'.

levying of taxes (Legal function,) indicates who can spend what anc,

-for what purp6se (management and accountability function) and shows

the economic significance of governent activity (economic function).

The main policy objectives that are 
translated into action by means

of the budget relate to: I

a. The allocation of resources; this involves deteniMin&

the level of various government functions (health,

education, defense, etc.) and the mix 
between

consumption and investment.

be The redistribution of income and 
wealth among

persons and regions, through particular 
forms of taxa-

tion, the provision of subsidies and 
transfers and the

renderings'of services, all of 
which may benefit some

more than othersi

c. The stablilsation of the economy 
through regulating the

level of expenditure and taxation so that there is in

the economy as a whole a balance between aggregate

demand and supply. I

The objectives of the government's 
policy, when state precisely,

may be conflicting and a choice has to be made or a compromise has

to-be found. In addition, almost any activity 
will have an. effect

on all objectives, but the effects 
diffeC among activities, thus

the means to achieve the objectives 
have to be analysed and chosen

carefully.

While the levels of exuendir have an importance of their

own, it should be stated that the C ositiM of expenditure are

also equally important. bor' example, should current expenditures

be (on then Capital expenditure) While no specific guidelines c!lr

can be laid down indicating the optimal mix, Some factors affecting

the 1ttern of governnent e xenditures ire noted below. These are

-xhaustive nr is the order inicative of rel=tlve iz6ort=.-



i. Environmental factors

Geography (including climate and location)

History

Constitutional framework (including legal

institutions)

ii. Technological factors

Population growth and age structure

Population density and distribution (especially

urbanization)

Production (and consumption) technology

iii. Economic factors

Growth of nationraL income

Distribution of income (including regional

distribution)

level and rate of growth of per capita income

Rate of price change

Productivity changes

iv, Political factors

Ideology

Character of political institutions

Tax to] .rance

Occurrence of crises

Attitudes to centralization

ve Amlinistratir e factors

Nature of budgetary process

Nature of bureaucracy

Habit

.PARLIA TARY AUTHORISATION

After the preparation of the revenue and recurrent ependi-

ture estimates, the position would be clear as to whether there 
was

my deficit. In case of any deficit, the Minister of Pinance has

to propose measures to raise money to finance the deficit so that

the budget would balance. The budget is then submitted to the

3-.:-e for approval after which the estimates are printed for
to" "' of-" .I -ont - , 1,:...+ r--- .. - ..
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Budget Day, as required by the Standing Order of Parliament.) The

cludget Day normally falls within the first few weeks of the new

financial year.
"On the day the budget is read, the Minister of Finance

moves in Parliament that the financial policy of the Government for

t:.t financial year be approved.' The budget speech contains a

comprehensive account of the physical and financial position of the

government for the previous year as well as that of the ensuing year.

The speech also contains an economic survey and forecast, and estimates

of revenue and measures to be adopted to balance the budget. 
..After

the budget speech, the Parliament adjourns for a few days, normally

three, before a committee of the whole house - Committee of Supply -

oommences debate on the various aspects of the budget proposals. The

estimates of expenditure for the various Ministries and Departments

are brought under critical examination. The debate in the Committee

of Supply can range over all matters relating to the particular

services of the Ministries and Departments concerned as well 
as their

overall aministration. Ministers then have to introduce separate

motions to ask the House to approve the estimates of expenditure 
for

their respective ministries and departments.

The Constitution requires that the estimates of expenditure

shall be included in an Apropriation Bill to be intrcduced 
in the

National Assembly to authorise the issue from the Consolidated 
Fund

the sums of money necessary to meet the expenditure.

Whilst the debate on the estimates of expenditure would 
requirc,

the National Assembly to be in session for a considerable 
number of

days before they received approvalp all tax proposals 
become effective

frm the Budget Day before they are later embodied in a Yinance 
Bill.

The budget statement provides figures and necessary informatioz

relating to certain payments of a capital nature for 
which there is

1

statutory power to borrow and which are therefore excluded from the

expenditure to be met from revenue. These items and others are set

out in the part of the budget which lies.



-4-

"below the line". Such items include the following:-

1. receipts applicable by statute to debt interest

which would otherwise be paid out of revenue;

2. receipts applicable to debt redemption; and

3. payments for which the Treasury has power to borrow.

Vote on Account:

It normally happens that the estimates of expenditure aria nct

approved ?by Parliament right at the beginning of the ensuing

'financial year. Since the government has to carry out its services

until Parliament finally approves the expenditu' estimates, Provisicra

Estimates, also known as Vote on Account, which form about a quarter

of the draft estimates, are (given approval by Parliament. even before

the budget statement come out. In practice, the Provisions) Estimates

are approved by Parliament) without any debate. This procedure is

adopted in order to save the time of Parliament,; The Provisional

Estimates are not scrutinized .and debated by Parliament) for the

reason that they form only a small proportion of the overall estima-

which will come before :Parliament for debate' after the Budget Day.

BUDGET MCUTIo
After the budget-Ths received .Parliamentary) authorisation,

the next stage which follows is the execution of the budget.

According to the (Constitution. expenditure could be made out of the

Consolidated Pund only on the authority of the (Parliament.) The

'Constitution" gives the fMinister of Pinance the authcrity to release

funds to meet the expenditure requirements of Ministries and Departments

as contained in the Annual Estimates. This is done by the issue of

the General Warrant by the Minister to suthorise expenditure. After

the issue of the General Warrant, the Controller and Accountant-Gaen

will then send out a Treasury Circular to Principal Secretaries and

Heeas of Departments who are in primary Ooutrol of the votes under

the various items of expenditure. This authority is delugated to

subordinate officers to make payments by issuing departmental warrants.

The heads of departments have a bounden duty to control the expenditure

of their departments. The General Warrant also requires Heads of

deaprtments to make expenditure to the tune not exceeding the not
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allocation for the quarter under each item of recurrent expenditure

or not exceeding the total provision for the yoar. To make this

control effective, Financial Encumbrance is used for recording any

expenditure made under each item. To prevent any excess expenditure

within any quarter, Ministries and Departments are advised to abide

strictly by this regulation. An occasion may arIM. where, for

certain reasons, a particular ministry of department may wish tc *-xcc.

Its quarterly allocation. Application to this effect should be sant

to the Budget Bureau for approval.

The nature of control exercised over Development Estimates

differs from that exercised over Recurrent Estimates. No expenditure

could be made under any sub-item of the develop-ent estimates unless

the Minister of Finance issues a Warrant signed by himself in

respect of the provision in the estimates. Any Ministry cr Department

wishing to incur expenditure under the development estimates must

first sutit application to the Ministry of Pinince. The schedule

officer responsible for that particular ministry or department will.

&orutinize the application and find out from the cash flow analysis

if sufficient funds are available under that sub-item. If the

appiication is fuund to be in order, a warrant is prepared for the

Minister's signature. The warrant when issued will authorise the

release of funds under development estimates is so designed to provide

information relating to funds already released for the particular

project and the percentage of work performed. The warrant-also demands

details of how the amount required will be spent in respect of the

project. Unlike release of funds under recurrent estimates, the

system of releasing funds quartely does not apply to development

.stimates. PropFress on a -articular Proect will determine the

enqcnt to be released and when the release should be made. The

insoections carried out enable the Ministry of Finance to ensure that

money has been pent with judgement and honesty and in accordance with...

the regulations concerned. Inspections of this nature are primarily

the duty of the Ministries and departments making the expenditure,

but it has been realised that either these inspections are ineffective

cr that they ara not carried out at all. For that rrtter, th. u
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DiVdmiaic does not get the correct budget implementation

report. It is therefore necessary that the Budget DiDision

should supervise the programme and policy control carried

out by Ministries and departments themselves.

ACCC UTING AND AUDITING

When ministries and Departments have available

fun.,Is which Parliament has voted for them under an

Appropriation Act, the spending and accounting 
for them are

the sole rp- nsibility of the ministries and departments

alone. The Xinistr' of Pinance does not exercise day-to-day

check on expenditure incurred. Proper and up-to-date

account of expenditure and revenue receipts, however, 
should

be kept. The C troller and Accountant-General is there-

fore the chief accounting officer of the government and he

has the duty of keeping all the accounts of the government -

both expenditure and revenue receipts. He should keep the

Accounts in such a form as will make it easy to compare

actual revenue and expenditure with the estimates for the

year which form the basis of the accounts. He keeps

separte accounts for each head of expenditure representing

the various ministries and departments. Revenue receipts

are similarly classified. To centralise the finances of

the government, the Controller and Accountant-General

keeps a central account with the Bank of Ghana.

To enable him to perform his duties effi iently,

the Controller and Accountant-General has Chief Treasurv

Officerg attached to groups of ministries or departments

who keep up-to-date account of any expenditure incurred.

It is the responsibility of the Chief Treasury 
Officers to

ensure that all Payment Vouchers are pre-audited before

before they are passed for payment.

There should be a machinery to ensure that funds

are applied to the purposes for which they were voted and

also to enenire tha'l; all revenue collctsd is paid into
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chest. An Auditor General is therefore appointed c

under the Constitution to audit ard report on public

accounts of Ghana and of all public offices, including

the Courts, the Central and local government administration,

the Universities and other educational institutions,

statutory corporations and any organisation established

by an Act of Parliament. In the performance of his duties,

the Auditor-General has statutory authority to disallow

any item of expenditure which is contrary to law and to

surcharge such unauthorised expenditure on the person

who made it. In respect of revenue, he can invoke the

power of surcharge on any revenue collector who fails to

bring revenue collected into account. In the event

of any loss or deficiency in public funds. the Auditor-

General also has the power to surcharge the sum involved

on the person through whose negligence ur misconduct the

loss or deficiency has been brought about. It follows

from the above that the Auditor-General, in the performance

of his duties of auditing, brings to notice all wasteful

expenditures. Like the Controller and Accountant-General,

The Auditor-General also has his representatives and

supporting staff attached to major government departments

who carry out post-auditing of all books of account and

issue queries when they realise any irregularities. The

Constitution requires the Auditor-Generna to publish

his Audit Report and submit it to Parliament for scrutiny

by the Public Accounts Committee.

It is worth noting that the Auditor-General is

in a unique position - he is independent of the government

and could therefore perform his duties without any fear

or favour.



DISPSAL OF UNSEVICEABLE S TLRES

Officers who have the use of stores are required to Onsue that

the best and most economical use is made of Government stores. When they

become unfit for further use for the purpose fr uhich they were acquired,

the stores mat be promptly boarded and disposed of,

Stores which become unserviceable are returned to the store of issue

and talm on ledger charGe. The officer in charge then request the appro-

priate authority to arranL-e for a Board of Survey to examine them for their

ultimate disposal.

There are three methods of Board of Survey; these are, BreaIzGes

Book, One-Man Survey and Three-Man Board of Survey.

B lge o h: is method s]lows for cer:tain predetermined stores

to be boarded by an officer du1y authorised to operate a Breakages

Book. The stores involved incbAde tools, small mechanical spare

parts, crockery, time-expired drugs, school or library boola,

Institutiona clothing, bed linen, etc. This Book 42i1 not be usc¢

for writinc- off stores which have become umserviceaoble other than

through fair wear and tear in normal une.

n: By this method any unserviceable store the original

value of w ich does not e..ceed 0200 ray be boarded by me man

usually an officer of the department holdinr the stores. One-Mn

Survey may not be held on stores which have become unserviceable

other than through fair wear and tiar in norml use.

Three "n Board of Survey: In the case of a11 other stores, i.e.

all stores having an original value of more tan 020 and all stores

which have become unserviceable other than throuGh fair wear and

tear in normal use, # Three-Hart BoR' of Survey, cnsistin'. of a

President and two other members, one of vhoA will be an officer from

the departmet cantrolinc the stores, will be held.

When stores of a technical nature are to be marvqed, a technically qualified

officer will be co-opted to assist the Board.

In the course of a Board of Survey or One-Ran Survey, the store-

keeper t3 1 be present to help in the survey.

The Board will list all items on Storis Form 10 quoting the date of

receipt, original value, condi.tion, cause oil unservicable, etc. A, Separate

form will be prepared for eter a which hae become umserviceable other tlsn

through fair wear and tear.
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The Board after exmining the items will recommend me of the

followin disposal activa for each item:-

(i) by destruction;
(ii) by sale to the public by auction or by se other means;

(ii) by salvage; that is, by cotinued use in the same dopartmmt

(e.g. as cedAning rags in the case of unserviceable linen)

at a nil valuation;

(iv) by transfer to another department at a nil va3uaticu;

(v) by re-entry in the ledgers of the same departmeat at a

reduced valuation;

(vi) by transfer to another department for entry in the ledGerz

thereof at a reduced valuaticu.

All stores which have been recommended by a Board or one-Man Survey

other than those .cnmended for retention in the Service at a reduced

valuation will be indelibly arked before the close of the meeting with the

ins cription G0I S"

All unserviceable stores recommended for disposal by a Board of

Survey or One-Man Survey will remain on charge until approval has been given

for their disposal. When approval is given the stores concerned will be

issued off charge by preparing 8.1.V. and quoting the relevant authority

on the voucher.

Wite-off authorities are as for loss of STORES uner (a).

In 1973 an Interim Procedure for the disposal of stores was intrcduc;

to ensure prompt disposal action. This interim measure become necessary as

a result of a survey which revealed that thousands of items which should

have been disposed of years ago war6 still held in stock.

The ocntinued presence of these old ao chs burdened Minis trios/

Departments not only with locked up capital but also, with unnecessary

operating expenses by way of accommodation, accountiuGad auditing costs.

It we realied that the acualation of unwanted stores could

mainly be attributed to the cubersom nature of the old procedures for

disposal of stores. For this reason a inistry of Finance Circlar No.

C.2/73 dated 24th Septemher, 1973 was issued to replace, temporarily, the

then existing procedures in order to clear the back log of unanted storoes

from storehouses and stock yards. Accordingly the circular suspended the

operations of:-

(a) Store Regulation Chapter III, Paragrephs 202-224 "Disposal of

unserviceable stores and Equipment".

(b) Store Regulation Chaptor XV3, Paragraphs 225-22B "Authority fc...

Vrite-Off Stores".
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The operation of the Interim measure can be suirrarized as follcr:t:-

(1) Departments will notify the Supply and Stores Inspectorate cf

the existence of unserviceable, surplus or obsolete stores.

(2) The Inspectorate will send a Supply Officer to inspect the

stores with an officer from the department concerned. They

vill deternne the disposal action necessary for each item ard

recommend accordinglT. All items will be listed on a Certific-t. ,

of Unserviceability/Surplus (Pro-numbered and prefixed 'A')

the two officers jointly signing the Certificate. The issue

of the certificate authorisos the striking off the iteim frcm

ledger charge.

Items of a technical nature are exmined by techunically

qualified officers who are requested to issue reports and Ci±v

an estimate of the scrap value. The reports are attached t- th.

certificate.

Certificate of Uservicebilit'/Surpluo is distributed as follows .--n!

under coverinG letter by the Inspoctorate:-

(a) The Head of department concerned

(b) The Principal Secretary, Ministry of Finance (Control Divisicn)

(c) The Controller and Accountant-Geleral

d) The Auditcr-General.

(3) l hen stores are recommended for Destruction? the two officers

will cause the items to be destroyed promptly and issue a

Certificate of Destruction (Pre-numbered and prefixed 'B').

The certificate which will indicate the method and place of

destruction *ill be signed by the officers who cerried out the

distructin and is distributed as at (2) above.

.he certificate will show the relative certificate of unsar-

viceability.

(4) Stores recommended for sale on the originating Certificate of

unserviceablility will be sold by the department concerned in

the ianner recommended on the certificate. Vhen sale is to be

by public, auction, the covering letter from the Inspecto rate

distributin, the forms will indicate that it should be done ithin

30 days. Amount realised from the sale ill be paid to the chest

by the department and the treasuzy receipt together with the

auctioneer's sales account ill be sent to the Inspectorate for thi

issue of a Certificate of Sale (pre-numbered and prefixed 'c').
The certificate is distributed as at (2 above.

The interim procedures for the disposal of stores will remain in fbrce until

new procedures to be embodied in new stores Regulations beiL drafted auc

promulgated.



To ensure security of goc= .tored, it is of primry imprtance

that the storehouses cnd yards should ou of zeasonably substantial

construction. Buildings, fences ard other enclosures should be strona

and durable enough to stand the risk of fire, breckage and other pbsice2 -

and adverse climatic conditions.

It is advisable to provide the mmum number of doors fitted "ii-.

adequate locks but which should not impair efficient operations within tb.3

stockyard.

A.1 windows and skylights should be securely fastened ,.nd where

possible additional protection in the form of bars or wire msh should be

provided.

It is advisable also to arrange the internal layout of the sto-:-:-

to provide an issue counter. or bay- remote frenthe. main storage area, :nd

vhere possible this should be enclosed.

StoeWWrds should be dequate3, secured with suitable fanoin wiit'-

locka'ale tea.

As a f'drtber measure in ensuring security of the stores, procurtL-J

should be taken to avoid loss or misplacement of 
kpys. . keys beloninZ

to the storehouses and stotciardn are numbered and registered and writtan

instructions are issued nominn.ting the persons responsible for hem.

Durink off-duty hours, keys are kept in a locked key safe in som3 co -': i±-*

place such as the lodge at the entrnco gates of the establishment en. 7--

one sollecting or depositing a key is required to sign the register on or., .

occasion. The number of duplicate keys is carefu.ly restricted and t!:

axe deposited in the keeping of soMB senior officer who baa a auto. "In te

event of keys being lost, mislaid or stolen, the ,fullest possible in--- O

are, ade and, if there is arq uncertainty, a new look is fitted.

Access to Pr mnisos

Storekeepers are responsible f or tho care and custod" of all

mterials placed in thoir charge from the tine of delivery until the .. -

of issue. The storekeeper therefore must exercise supervision over "is

own staff and ensure that acocas to the storebouse or stookyafrd is atria-':

limited.

Apart from smplcyees tbomselves, all other poraor, should as3 far =

as practicable not Lbe admitted into tbo storage area. This include drd-0 ---

of vehicles who even when admitted because they are. in-charge of thoir

ysuiius transport should be under supervision of a meber f tf.

During closed hours it is, necessary to maintain a duty vat Cbran

inside the stockyrd with a patrolling watchman making occasional visits.

Irecent times experience is proving, that evenL the duty watchmen aro-SCO=-

time not very reliable and it isanmessaarV to a um t his services v±4. i

Ll tean of guards who would be pezanbulating the,'porimeter Of the a . c.



The modern ti~s security alr- is beinG used either to warn cf

people or to call for help in cses of arrest.

tzrking the Stores

PifIeiig and major thefts in some of our storehOW23 and stock-

y-rds have boon on the increase because most of the oods are not mrud

at all or not adequately marked with identification marks, which Genr''2.2

scare people from taking end socondly help identifyine the goods when

stolen. In the past man ;oeds particularly the attractive ows brouc'ht

into this country were either marked with /'D or 1x/ or some vtormart :f

a deein (crown .- gents) and this c.de it difficult for the item to be

stolen nnd at least reduced the occurano of pilforages.

Discretion should be exorcisod in this matter; mn items, .. .

. . . . forgings, castings, hewy steal special componnts, etc. are not wortL. the

troble of markirZ, but articles suitablo, rc? doseuio use, such--ashban!

tools, soap, towels, clothin4, toilot rolls, electric lamps, etc. will

usw.13 require sam attontiol ' For valuable portable oquipmznt, such • -

micrometore, surveying instrumentB, etars, etc. and for such items -.-s

vohiclo types an' batteries the principal of marking my well be c rri., r:'

fr as to give ieachi individual item registered serial number and to chtick

that all articles of their kind are evontually r:Orrod to store when

useful' life has ona.red.

*AnL ,.tkracrive items should require extra security precuations.

Such itamalnlide those mnticned alrotad under rkin P. In the c:. j

other items such as gold fountain pens, lighters, antibiotics, end ot: er

expensive drug. separate lokod enclosure cupboards should be provided -

placed i. the case of oe pon ticubo.r person who would be hld responsible

for the' care end oustoy of such itoe.

Thed security measure introduced is often not efficiently eanil-I U16

uo kof proer and adqt, supervision., To ensurean efficient

operationx therefore it is required of the Storeokoopr or the superis

mkD inspection at intervals to'atisfy himself. that everything is :in Cc c

order and that p1~aical conditions are up to the .required standard.,

Wse and seaumwt measures are, nut olt if no provision is =.de.'

to guard fire' outbreaks or~arrang'nnt are made .to f ight outbreaks or f---a

The extent of f ire. risk', depends upon the construction of the building; cr

~ .,.stou~'ard 
and the nature, of the stock held. HowVor, risks of fire h.vo'

been~~~ ~ ~ ~ fon elgbei~otsoamd'

3'
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no usual precuantions where fire i8 inevitable n.es-

I. Forbiding of smoking on the premises or within the stoolw~tl,

with notices posted out at vantage points to this effect.

2. Appropriate and adequnto fire-fijhtin' equipment soon as

extingshore,' ladders, enes, firebuckets, homes, 1Wdrants,

etc. should be provided. ,utonstic overhead sprinklos system

should be provided if it can be afforded.

. Stores personnol should be trninO in fire-fithting toclrnquos,

and occasional eercisos, shculd be ca ired out. .

4. Sufficient advise, which must be posted within the stocIQrd

with rogarda to movomnt in and out in time of firm outbrca.k:

should not escape the attention of the storekeeper or seupovizc".

or instructions on tho drill to be observed in case of fire

str posted up on the notice board.

5. The procedure for calling the fire service in cae of need is

thoughly publicised.

6. Iit1ammble sere should be segregated in a separcto buildinr

or uepa ,te stocks. Usually i lAmnbles are kept. at a distrxr=co

not les thin 50 yards from the general storehouse. The rnu.a

nctully aries from 75 feet to 704 foot.

Provention of Deterior-ation

In order to ensure that materials which cost a Ilot of rony .to

purchase ' should not deteriorate or be' danaged durlng storage it is macosa.x5'

to lay down a procrw= that will ensure adoquate conditions for pre erw.ticn

care and maintenance of the a to oks.

Stores deteriorate either duo to the time for which they iere at=!c,

e.g fresh fruits and vegetables; or aue to vzustable conditions to which 4

tkey are stored, e.g. cement in most4 conditions becoming damp and caldnc;,

steel becoming rusty or stationary becoming dirty and dajsze, in tho store

through ac cident ,or bad he dIing, e.g. electric bulbs being droppe d and.

aottizic broken, watches, comp~saes and other precision inatrunonts boinc
dropped and becoming faulty.

Certain items such as drugs - (atibiotis) ae by their mat-e

time d.ad, i.e. they lose potency on the szpit~on of certain specified ~

period. However, it is incumbentr on the storekeeper or whoever is res -

sible to ensure, that stods a" roctoived from fresh consignments to

gumato. longer *half-lift ; providing that they, a" stored in the ot .st

suLtable conditions, ile. if required to be in cold and dr s torage then

it is always there.

Quite apart from items. with up ci-i shlf-life other it,.e s.c. '.

fresh fruits and vegetables deteriorate if tT are storedl r

necessary from time of harvesting.
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:n antidote to such situnticns zs -enticnod abo:e is that ti.a

storekeopor Eust .m ens'aro thnt oods lezve the stores in the =rncr

in which they came, and this is souti=os describod 7.s the store1pcr's

"Golden Rule" .First-in-first-out"-

Unsuitableo ConditionS

Cement by its nature solidifies if it sets dnmp. It is ossontiZl

therefore to stock cement in dry, well heated aroa; in gvnoral, should b

stacked nct more than 6 to 8 ba s high; should be stored off the -rc..nL'

on dunr .O, as far -s practicab l e, the first-in-firsv-out procedure sh!

be adopted during issues.

Vrea: = articles mado of rubber cannot stand too much beat r.nd

mist therefore be kept awpy from b1ilers and radiators cnd other he.t

sources, and tyres nre not exception.

Hetals: Those are liable to corrosion when required to be kept f-r

long periods the should be protected with a coating of oil, grease or sz:o

other slushing compound produced for 
that purpose.

Rxcoptien to this is iron-castings which 
may be stored outside

deliberatly for purpose of Naeoing".

Tool Hadls: Those are best stored flat in a cool dark store. Th. Z

are likely to warp if placod in contminors or stood up.

Tnb : Thso should be stored inside the storehouse or uzf%:

open-aided sheds. If it becomes wet it is ttacked by fungi, so ple.z I

then aluays dry. Boa.rds should bo stacked with scantlings in betw .n

for air to circulate.

l.nforg: Zpty cylinders should be kept separate from full

cylinders. Store rooms should be well ventilated above and below. 0-Con

should not be stored mixed with combustible lVasses such n's acotylO=.

etlylcne cylinders should not be stacked out alwrys stored upr!ht.

Oacen cylinders should be stored horizontally.

a S Special precautions are necessary for vono c.tc_ - -

of supplies. Erplosives ust be kept in spocially designed magazines !cr

as far away as possible from premises occupied by people 
and stores.

Gonrnlly the stor=e of explosives is governed by special government -o:

tions. Acids and inflamablO stores must be stored away fro= -ain store

buildings and in specially designed buildings protected by ramparts.

Vaccines, Sern and certain drugs must be kept in cold rooms in order t:

preserve me !in a condition fit for issue. Radio active materials roq"-irc

very special storage and axe handled only under technical supervi s ion.

Rofrir-e-rtion rooes must be provided for perishablo fooestuff such =o.%t,

fish, poult27, butter ani cheese.



WORKSHOP ON STORES lu1) SUIPLY UiXGIENT
16th SEFPTEmB - 6TH OCTOBD, 197(
FOR SENIOR MILNTRY OF EA.LTH OFICERS
LEGON, ACCRA.

SUhRY OF IST 'rEEK

Programme of Course Content: This was based on the knowledge, experience

and expertise of the directorate of the Inspectorate Division, Ministry of

Finance, and also on the result of the analyses of the responses to the

pre-course questionnaires sent out to participants prior to the commencement

of the course.

Objective of the Pre-course Questionnaire: The main purpose of designinF

and adminstering the questionnaire was to ascettain the degree of

differences between the course organisers' objectives and the knowledge,

ckill and attitude of participnnts on the job situation. This was necessry

in order to (a) design a specific programme which =U2I bring about an

improvement on the performance of participants after training and (b) to

prepare let'.urers, discussions leaders etc. on the level of sophisticationw

the pitch and mode of teaching which iuld be most appropriate for this hieh

level of participants.

The course programme was divided into three3 each part with its

specific objectives:

The Objectives of the First Veek,:i.To provide a congenial learning atmosphere

from which participants can se1.ect those areas most pertinent to their

needs for training.
ii. To gite participants a general

overview of all the aspects of stores and supply management and also to

introduce participants to one of the methods which will be used to evalu.te

the course, namely their ability to solve simulated problems presented

in the form of a case study.
iii. To emphasise the need for team

work in any management situation by grouping particip-nts into three

matrices or Groups for the purpose of solvinC a problem or problems in S-

roup- (Group dynamics)

Monday 17th Sepiember: The formal opening ceremony by the Director of

iedical Services could not come on owing- to unavoidable circumstences.

However, Mr. S.K. Kwafo, the Deputy Executive Director of the Ghana Nation-l

yamily Planning Pronramme was able to attend and welcome participants to The

ocurse.

"Ice 3re"ak Each person introduced the person next to him or her and by

the time of the aid-morning break there was one group instead of individurls

from different regions.

.12e/



Course Overview and announcements followed the 
introductory session.

Tke 'ice breaking' exercise and the overview of the programme took c° :'

of the first objective; i.e. creation of a learnin. - teaching atmosph~r.

Course jmnistration: The particicnts were divided into 
four

atiniatrative goups or committees as follows:

1. Steering Committee - Chairman Mr. J.A. Chsrway

2. Medical/First Aid Committee - " Me. Agnes Brown

3. Entertainment Committee - " Mr. P.K. Amodzin

4. Caterine Committee - Me. Alm Adzraku

Feedback of analyses of Questionnaires

Each of the answers to the questions 
was discussed to try to lead

participants into the areas where differences 
between their answers and the

trend of thinking of the course content 
designers existed. In other wort2

the 2nd objective of the first week was chieved to a large extent. All

the questions could not be discussed in view of the time ,vailable. From

observrtion, the clnas was alerted 
and ready for the work which was ahead.

This first day's pro-rame, was deliberately 
relaxed, fairly unstrcm

tured and experiential to a cttain extent;

i. to make room for late arrivals

ii. to afford the organisers and 
participants the opportunity

to study one another and to choose the most appropriate

strategy. (for the participants a strategy 
for learning, foi

the org.nisers a strateey for 
teaching methodology).

Tuesday 18th September

Introduction
One of the essential elemento in 

effective and efficient management

is the "Mind Set" of the Manager irrespective 
of the level of the mantaer ir.

the organisational setting or what it is which has to be managed. Managezrant

is a process which goes on at all 
levels of any owganisation or enterprise

from the grass-roots to the top 
administrator's level. At any wf these

levela,whether at the messenger, field worker ar community worker level,

supervisory or directorate levels; 
Manngement BY Objective (M.B.O.) 

cux be

effectively executed if the f:llowing 
are clarified;

a. The ultimate goal of the organisation of which the Manre

is a part.

b. Inowludge and skills of the nature of the functions o e

performed and the conditions under which one will operate

a. Understanding of him/herself (the manrav),his/her attltle-

towards the organization and other people 
in the orosautL

and the attitude and neeft of the consumers or receiplenta cf

whatever services the organisation 
provides.

d. The target or targets to be achieved

e. The micro or immediate environment 
of the manager and the

macro or broader environment 
within which the organisnticni
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as a whole exists.

The above can be represented diagramatically thusa

GOAL
TARGET

OBJ'ECTI1VE

I I I I

L -4 TTLE

The manaCer of stores and supply, the objectives, knowledg.e and skills

required for efficient and effective stores functioning were introduced

by the Director of Supply and Stores, Mr. I.K. Osei in a pace-setting

introductory lecture to the academic content of the course.

A Sumry of each of the .cademic areas covered in the first week

haove been Sttet, .:below.

Genern l Stores Function, Description and Idenfitieation

Tarxet and Obectives: The stores and supplies manager is a member of A

team whose ultimate lcal is the physical, ental and spiritual well bein-

of individuals in the community.

His specific or immediate sub-objective towaris the organisati n.l

goal is to help minimise the coats of the industry (in an industrial

enterprise) or the government ore-aniaotion, in this case the Ministry of

Health, by maximisinC the utility received for the money spent in procurir. "

and consuming the goods and services needed by the oreanisation while rt ,.

saw time mininisine operational costs or 3mesw from shortages caused by

=timely deliveries.

prom clealy defined objectives such as the abov% one can see that

the stores and supply maager should know (knowledge) whit to dot

(a) maintain a vieilant eye on both the usefulness of an item as well .a i's

costs in procurement, storVe etc. He/she can also understand the criteri

by which his/her managerial competence will be evaluated, that is in teris

of the operational costa to the organisr.tiOn.

The Tarvet or recipients are the persons needing health (mental, physical,

spiritual health) services.

KnowledcUet Understanding and appreciation of the followinr.

The advantrrze and disAdvntages intme processesa

i. Vbat is meant by utility

ii. Types of utility (a) Form (e) Time

(b) Location (place)) Possession



(iii) Price or cost

(v) Identification
(vi) Issue and despatch

(vii) Stores accounting

(viii) storage and preservation

(ix) Salvaging/utilication
(x) BNsential steps in procurement

(2j) purchase Request format

(xi.) Aooertinaent of needs and who decides an those needs

(xiii) Eiysicol, chemical and performance specifications.

Knowle dge of:

(i) Needs assessent skills and coemmication of needs offectivolY

to the sourco/supplier. Underst.andinc the use of the v rious

forms, formats and authorit-tive source.

(ii) Analysis of proposal

(iii) issuing of purchasing contract

(1v) 1Pflov up
(v) Inspection and receipt drill

(vi) Stocking ana Issuing procedurfs

(vii) Completion of Records

(v±l) Advantages and disadvantages of the various methods

of description of quality

(ix) Careful selection of Vendr(s) to avoid overdepondency

an manufacturers and unnecessary costs.

Uderstanding the Envirmmont(s) An undorst-ndirt of the oorntional
environment: MICRO '-XID M-XRO

(i) Understanding the mnfacturors' concern for changing the

utility value of form in order to make profit.

(ii) Undarstindig the supply administrators' concern for chanGinZ

utility of place, tine and possession for the benefit of his/

her org nination.

(iii) Understmuding the use of the item and the fozm in which it --ril

be most usaful; the conditions of stor3ge and presorv tion ".nd

possible subtituos which oan achieve the me oranisational

goals at mini== cost.

&LL e Rew to manipulate the imnedinto environment *hich is under the

contol of the stores and supplies wznagr to nchieve his/Ar objcctivo

and sub-objectives.

Various methods of m=xinising the utility per cost ratio of an itom

o0g. *By (a) looping the c st of the item constant while at the

smne time deriving other uses from it. e.g. instOs*d

of buylug a drug for the prevention of progn'ncy -ad

another drug for regulating ovulation, oe drug A4



can perform both functions will be a better buy then 2 difforont

drugs at a hig;hr price or

(b) 1,i.mie utility value =d mininiso cost at tho same tine by

buying the drug/itom which is cheap but which can perform sov-r .1

functions effectively.

Groun work en ." Study

Introducton and guido lines. The main purpose of working in _-rouyz

is to foster team spirit, leadership roles nd to enhance tho lkrtiip-ton

and contribution t of ovary individual. Tho operative word being co-opcr ti:=

instead of cometition.

Tbdnesd- 19th Sotembor

Following n frc the general orientation and erudite pace sottin

lecture on Stores and Supplies managoment and functions by Nr. I.K. Ocoi,

Director of Supply and Stores, the rest of the weo was devoted (as will lo

subsequent wecks) to in-depth treatment of each subject area. Thus on

tdnesday the following were the areas discussed.

Description of Stores and Identification of Stores

Purpose: The need for meticulous description of an item in supply

ienogment are:

i) To avoid the danger of purchasing an unsuitable item.

('U) To avoid possible confusion of stores accounts

(iii) To avoid payinc for an inferior artiolo/itom with the

price of a superior one.

Aids in the correct identificgtion of- an item

(i) Description of spocification (physical, chemiccl or

functional)

(ii) Tho Code

(iii) Stock or Pattern nnmborz

Although Brand names also aid in the process of specification, their use ia

to be avoided as much as possible as they are likely to vary.

The Importance of Description of Specific.tion cannot be stressed

enough and many anufcturing concerns endeavour to compile and review

cataloguos of the products for this purpose.

In Ghana the wed to aid in the specification of items' and

description )"we e to several attempts at trying to compile stock

vocabulary tad to code comon stock items; by various orgonisations such .3

the Public Yorks Department, Kinistries of Lricultuo, Health etc.

Ix mangers of supplius nnd stores the onus of educating the rest

of the health teen members on the nccnrato specification of their neodcd

items should fern pert of the on going O.T.T. On the Job Trainig
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Tis h z the two fold advantage of lessenia.' the workload nnd rosponsibil-_

of the stores malager as well as providing the needed motivation for store:

wockcrs and the rest of tho st-.ff. All workers should be familior vith thc

virious methods and forms for description of items.

den there is no vocabul:.ry or st'ck code availablc for the purpc-a

of description and identification of a stores item or article, it is

osscntial that a comprehensivo description or spocification (with drawinrg"L

if nacessy) be provided instead of resorting to the use of Brand Nmes a3

some non supply officers ny soetime~ do. To ficilitato the work of the

managor of supply and stores, it is essential that he/she explains the

rationtalo for the accuracy in the description of store items to both peers,

superiors and subordinates.

Several examples were cited in the lmasd-out" of the kinds of

information needed to describe: Motor vehicle spare parts,

Electricity conduit cables

Bowls

Gnaral stores items et.

Diring the discussions which follovwd this lecture, it was apparent

that the compmrtmntlis.tion of the various functional unite and

divisions in a health t un was ono of the mijor obstacles in the officicnt

managoont'of storus and supplics. e.g. it was observed that the stores -.

supply management personnel appeared to be on the defensive and not agascil

enough to influence the purchasinp and use of hospital items. Items aro

ordered some whore in the top adinistr'tivo sot up and given to the

ators nagomont.

It was felt that an efficient and effective association of stores

wn= sent needed to be established and secondly that the v=ng rs of supplio-x

and stores be involved -t the initial stages of pl-nning, allocation of fun.7

and supply, storage, monitoring of stores from source to user. Uhis kind of

zappcrt between the stores mango.r and the rest of the hoalth tea should be

Initiated by the stores mcnaors. Bore the "mind sot" of the stores manaGcr

is n useful tool for effective naipulation of attitudinal change within

the health tem.

Ingin from first two-days' discussions, -lthough the sevcral probl's

which onrgod could be roupeod under a major hoding of C it r.C

nov-.rtheloss felt necessary to offer perticip-ants the opportunity to state their

objectives for attending the course. Participants wore askod to state;

(i) Their individual cxpoctations/obuctivas frou a course of this

nature. i.e. did participunts come merely bocauso they woo :&vt

to attend the course or did they fool a specific need to lo=-o/

revise spoecia urea of skills, knowlodgio and attitudes.
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(Ui) To kinds of chmangs particilants would wish to see in h

opora tions as a result of ,Lttending the course, say within the

next 6 months.

(iii) 7he objective, stratagy and criteri., for self .ap.rn-isal or

evaluation of those ch'nges which they envis-.,.-d.

Tho purpose of the above questions were as follows:

(a) To brief the lecturers and resource porso el to moot the

requiremOnt of participants.

(b) To have a maens of evaluntin, the offectivonoss or otharw1iso

of this first course in 6 months tine rind to ascertain

strategies to be adopted for future courses and other non

training adninintrative impediments to the success of

efficient rmd effective stores mngcment at all lovols.

This evaluation, 6 months hence (.Vrch 1960) will fc z the

basis for subsequent design of refresher courses.

(o) To orgsuiso Toam building" rifreahor courses on rogi:-l

basis by July, Zguat 1980, using participants as the key

resource personnel. Sach ccurses will involve, Roional

planners, medical officers, nceountants, nurss, Finance .Zn

lonomic Planning officers.

.(d) To be able to complato the training, with a final local ccurc:

for the samo prtioipatants by Septombor - 0ctcbcr 1981.

Casa Study in the Three Syndicates.

Thursday 20th Soatoebor

Having arood th.t several persons in the Kinistry of health can

place orders for various stores itons, a procedure which is not very

satisfactory, howver, at present since that is the modus oporandi, what

does the stores managor do when the goods arrive -t his/her dopartnont2

Sevoral procedures which cellectively are called Receipt Drill must be

followed.

oceiiat and Insnoction of Stores

There am two main sources from which to expect the arrival of stores

and supplies i.n. (a) from outside sourcos e.g. other government Dop:rtmnta

or from overseas; and (b) from internal sources within the stores organila-

tion e.g. tronser of goods from one place to another, returns from on-aoinf

projects oet.

ai crrival oi jtoros itemst The items munt be inspected by matching th-

carriers or consignor's accompanying Notes and vaybills with the ordered

quatitius as well as the physical Conods using Provisioning and Stock

Control C.,'.ds (p.s. c.-
Tally cards

Stores Receipt Vouchirs - a.
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.v=mplos of the information on tho documents by which stores

can be inspact-d arc citod unlor the following heodinCs:

(a) Goods Inwr-'d Roistor or Goods Rcoivod Rogister or Lc;.

(b) Store Rocipt Voucher (S.R.V.)

(c) Rogistor of store Rocoipt voucher.

In lsrge store kooping orC'.nis-tion there UTe four centr:-l points for

reccipt !nd inspcetion prior to routinC to their aclottod stcre hcuso.

Those are:

1 . Receiv.'g Bey

2. Bondeod Store House

Ph. alfr Store !rem

4. Capital Goods Storeao area.

At smaller storokooping dep.%rtmonts, there '.ro usually no central gco,!z

receiving poinits and the functions of receiving storac and issuina :t'o

rolog--tod to the store kooper.

The s..iont point to remombor from the Receipt and inspection drill

are tho various columns of inform- tion to be completed on the v~uious f:r .3.

Examples of such forms would be appreci-tod s not all participants an!

resources porsonnol arc familiar with thcsu forms.

Friday 21 September
are

;x with the receipt drill, thorLalso laid-down proceduros c.'ncornIz7:

the issuing and doaptach of items.

- Issues must hivo the approval of tho uthorisod approving offic-z.

To approval may be In writing or in the form of verb-l instructi, ",

without such approval goods/items should not be withdr.wn fron

store houses.

- Identification of requirements

- Timing of Issues

- Various methods of issuos: i. Immodi.to issues (written)

ii. I8uos made after tho receipt

of .-m issue by post

iii. Imediato issues on verb-al roqu-z

to n known employee of tho

orgnisa tion.

iv. Improst issues.

- Roplaomnmt of issues

- Lem issues

- Dospatch

- Ropl'conont issues,

- Cost alloc.tion.

Teo rationalo for tho above and tho procedures havo been doscribed

in dotil in the "hand out".
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Steturdb 22nd S eber

Field visit to the Contr,-.l 1,edi c -.l stores 'it Ton-- to observo tho

procossos ccncerninG the topics discussed diuring the first wook. . dot i'.

report on the visit is expoctod from the steering Comnnttoe.

REVIE.I OF 1 ST ..,Mr

Me Turn Up of the number of p~rticip-.fts was r-.:hrr

Frida.y 21st Soterbor: poor. However those present thought that;

- The p:.co of lectures -.ud modn.litica of to,%.chint wore Jusb ri,,t;

neither too fV.st nor too slow.

- To sono of the p1kticipants thc course wns 
.now oxpcrionc .

otbors n revision of wh-.t they alrc'.dy know but h:vo l'.pscd

between the ido.l situ-.tion rind procodures nd wh,.t they w rc

accustond to doinC. .i those prcsont r-.vo an iprcssive

accounL of whnt ooch person hn.'. boon -.blo to .ssimil'.te.

- There appoared to be a concentr
-tion of information on eno si.. n

not enough in the rest of the ort--nis :tion as ro;rds/stcrs

functions issues dospi.tch 'md issue.

- To sono tho course was : re-union :md =n opportunity fz;r ..."

new friends.

One subj,:ct .-ro. which participa nts rononborod most "r's the

discussion on tho v.rious forms of the utility ratio to cost.

.3t this stnge, ev..lu,.tion w-s concentrato' at lovel 1 i.e. TI - El.

pRO.BIMS OF P "RTICIP 'JITS

On the Job Sitution

I.. The need for idoqu te tr-nsport,.tio
n fr.cilitios

2. The need for idaqu'.to stor--o f-.eilitis

3. The need to involve stores -3ronnel in pl-'min ,- rnd

decision n(king concorning the ordering of stores.

4. The com.unic.tion C-p between the Medical, Nursine professions ".n

the stores =.T'gors.

Rordizu tho first wek of the course:

No problems as yet

The trip to the centr.tl Medical Stores 
-t TOW wn.s -. little

unexpected but worthwhile.

Train.r's Ccnot: The -u-bar of pirticipants who turned up (31 - out .'f 40)

w encourn-inq so was the hich level of p-:xticiputiz" L.

group -I class discussions. .



VRIHOP ON ST0O A D SUPL' MNAGE T
" T 7H E R - TH OOTOUB. 1

MWUGO, ACORA

SU2AARY OF 2ND :.MX

HaACAIT & ITRODUCTION TO ADMTNTRATION

In my evmml-y of the first week of the workshopI tried to introduce

the nature of managerial work, the manager as a man. and the major components

he/aim has to co-or linate, monitor and evaluate: The kind of Mind Set,

attitudes knowledge and skills etc, required for effective management, and

attempted to sm up each of the components of the 'mind set' in the 
introduc-

tory lectures delivered and discussed during the first 
week.

An attempt was also made to highlight the need for clearly defined,

specific, attainable and meaningful targets. Some of the objectives were

ret1ted to the total or ultimate value objective of the Ministry of Health,

while others related to specific functions such as the duties 
of the

procurement officar; description and Identification of stores

Receipt and inspection of stores

sm and despatch of stores.

These specific functions related to certain indiviuals and units

within the entire Health Delivery sstes, these inaividuals 
are from the

Pharmacy, storekeeping, purchasing and supply units.

The careful readers of the first weeks' mncry will have noted 
thmt,

in terms of time, some objecti wes are long-rangv, some, short range and

others immedate. These objectives provide not only a means for planning

for procurement/despatch eto, of subsequent action but also 
for controlling

the process and ensuring its smooth running in key areas. A manager cannot

be everywhere at the same time, but he/she must have a thorough 
overview of

the entire process and select the problematic areas which 
need his personal

asnagerial ompetence and supervision and those areas which can be deleeated

to other workers. Thus, th saconZ week of the workshop delved into the

uderstand1ng of the key area-, in the cycle of supply and stores; the

processes for :Indenting, loc.1 .ad ovcrse.-A purchasina by Ghana Supply

Coemission, priority controls ov,r budiot expeniture and supplementeay

ezpnditurss, Trade and Import Licensing procedures and finally functions or

task chalysis of the stores accountant 
end stock controller.
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Ynawledge and Skill.

- Knowledee of terminologies, documentation and procedures

associated vith specific subject areas covered in the General

Stores function which wra trented in the 1st week.

- Knowledge of conventions, classifications and methodoloEles or

processes associ~ted ',th indentinr purchasing, procurement,

stock control and pricing.

- Knowledge of theories, principles and generalisations pertaining

to trade, purchasing etc.

Commrehension - Mental skills associ-'ed with comprehension beh.viour,

understanding the v--rious components in the cycle of stores Management.

Paraphzasine, translation or coding Into meaningful stores language.

Analysis - The form or organisation of the varirus L'nistries, stores and

supply mangewnt - Tendering in G.S.C. and Minis try of H-alth, Comnerci.l

and government purchasing procedures etc.

STORES AND SUPPLY MANAG..NT CYCLE

REQUISITIUAIN
OR

STORES PROCUEENT
ACCOUN~TING& &

STOCK CONTROL PURCHASING

TRAD &-C.
BUDGM
COIROLS

1. (a) The Indenting procedure'. rmd the location of sources of supply have

been itemised in the hand-outs - "Ghani Supply Conmssion Indenting

Procedure" and also "Gh-na Supply Commission Tender System."

(1)) Indenting nd purchasing procedures from *the inistry of

Health's view point with particular reference to drugs was also

discussed. Please see 'hand out' '"rug Indenting and Purchasing."

(c) Purchasing as a distinct function from provisioning h-7w also been

discussed In the documm s above sa well as the procedures for each

function,
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2. Trade and Budggt allocr.tion to medical stores and supplies, 'erms Ir

consideration of supplement-xr budgets and priority rankinB of purch:-4-L%

and Import Licence controls and decisions were discussed.

3. Adequancy of supplies, lead times, availability of supplies on a

continuing basis in terms of quantity and monetary cost or value wer.

discuased under; Maximum )
Ordering levels, with a reminder to
Hastening review such levels annnually.

Stockoontrol in terms of cost of stor!ge and other expenditure, such as

stationery, timely ordering etc were discussed in detail.

Although the time table d not sequence the teaching/learning in the

cyclical order above, it isfelt necessary to present the second week's

presentation's in this order. Some participants are 'au fait' with all the

aspects of supply management others are not, some participants might hnve

felt that certain aspects were not pertinent to their job situation.

Nevertbeless one does not know what the future holds, and it is better to

grasp the rudiments of processes, procedures and terminologies as well as

ocnstraints involved in the effective and efficient manw.gement of supply

stores so that if for some reason one is called upon to handle a new schc;..

or anothr aspect in the cycle, one will have At least a working knowl. p. -:"

one's functions and can refer to the appropriate section of the hand-outs.

This second week our objectives are as follows:

1. Working toothe i.e. knowing the various sections through which an it.-

is processed before it is finally ready to the user. In this, we h:-ve

the mins tries of Helth, Trade and Industries and Finance as well as

Ghana Supply Commission and the Bank of Gna all handling aspects of the

system.

2. Comprehension and pmplcation of knowledre and skills; Understanding th.,.

roles of the various components, functions and processes in obtainin,;

issuingoontrollin L, pricing and coding so tir t when a new item e.g.

a contraceptive item is introduced into the health system it can be

effectively managed to ensure that those who need them 6-et them at thb

right tive.

In addition to the mental skills, practical exercises were

conductei bf participants on
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(a) Task/people oriented manager

(b) Actual filling of forms

(c) Assignments of writing out lecture not,.s not

completed in the first week.

The chronological (not the le=-nine sequential) order in rhich Th:

seminc.r/workshops were presented, have been su=.rised by MR. DAVi LY C'.

Please see pages t......to..... )

Comprehension was further incre'ased in a final seminPrr on Pricin7

Conditions for tender selection, Coding and a graphic represent'tion of

Opportunity Cost.

A. Pricing Definition according to Wilbur EnCl.ands (1)

A feir price is the lowest price Vn'tt ensures a continous ur-,l"

(2) (3) (4) (5)
proper quality to him whs needs it, where and when he neeas it, at c

(6)
Cost to him commensurate with that of his competitors and that in.k--s :t

possible for the user to be reasonably rusured of a material cost suc.h

that, in so fir as the cost of the item purchased enters into the

selling price of his end product, the finished product cFn be sold n

a competitive market at a profit over the long ran.

Methoda cf obtaining fair prices: ,Meee include the following:

1. O en Advertised Competitive Tendering

2. Closed Advertised Competitive Tendering

3. Closed. Selective Competitive Tendering (e.g. use of LP.O.)

4. Single source quotation

5. Negotiation

Conditions for tender/vendor selection

1. Must be Responsible

2. Must be Responsive to one's reqLrement

5. Must be (consideriU the above definition), the lowest

tender to make.

B. Coding A short-hand of elsborative description of an item which ena.s!,

the vpxious parties in the supply cycle to coeunioate to each othor

with relative ease and precision.

Advontapen

(a) Avoids repetitive description of stores

(b) Gives accurate identific'-tion of stores
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(o) Prevents duplication of stores

(d) Provides standardization and simplification

(e) Promotes easy co mni cation in an organisation

(f) Facilitates mecbhn. ation

(C) Paoilitates pu ,,having

(h) Used for stock location.

1. Methods of CodicA:

(1) By no.ture of the Item

(t) By nature of the end use of the item

(3) Sometimes a combination of I & 2 in employed.

Examples of coding system were provided.

Report on field visit

Detailed report n the field visit to the Central Stores at TOn

was given by the steering ommittee.

Practical assig ment: This took the form of (a) practicing filling

of the foxms used in supply and management such as - y 311

- Indents

- Combined Requisition

and issue voucher

- Packing Note.

(b) A review of the Ghana Supply ComLssion'. classificrtion

Groups - which is mder review and therefore subject to ammandments.

Uvalution was in the form of written statements a relevant and

irelevant section to each participant of all that had been learnt to

date. This was mtr uctured.

C.S. A3DO (XIS)
A.D. I/C M.fo

G.N.F.P.P.
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Moda was a National Holiday in Gha~m for the transfer or band-

over of G0 0y nnt fero A.P.R.C. to the now President, Dr. Hilas Lifsn

Tuesday and Wednesday were devoted to:-

(1) Stores Accounting and Stock Control. and

(2) Budgetting and Financial Control.

Mr. Ahom and Mr. Adapoe presented hamd-Out which describe in detail

the definitions of terms used in lectures and all aspects of procedures in

monitoring, staring, issuing and accounting for stock supplies. These

band-outs can be retained by workshop psrticipants for future band

reference if clarification of problems or reasons for actions taken or

required is needed in Stores Supply Management.

The lecturers covered related subject matter which includeds-

(1) Quantities to maintain levels

(2) Unith of Issue

(3) Over ship ents - Under shipe nts

(4) Processes involved In stock oontrol

(5) Space utilicatio

(6) mbael life

(7) Objectivos df stock control

(8) Unwanted stock

(9) Costs - direct and indirect distribution

(10) Periodic review of stock levels

(11) Ascertaining valu, pricing

(12) Stock account reoords

(13) Allocated stores

(14) r.r-Lcated stores

(15) Stock eontrols

(16) Overstocking evils

(17) UndwstoDIO evils

(18) Uportan of written r erd.
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Overcentralization was viewed as some problem in that country Ve

knowledge of availability of special equipment may not be accomplished.

Further discussion was held on vzrious types of purchases and the

subnission, opening, adjudication and acceptance of tenders.

Again, to the appreciation of participants, hand-outs in complete

narrative form were distributed to use for refresher reading and referen:e.

Identification numbers on each Indent are for the purpose of shr-in."

to which Ministry the goods are to be supplied.

Mr. Haizel, Ministry of Trade, discussed Import Licensing in Ghan- .

The effect of import control and the objectives including benefits tc th

economy, employment rate, balance of payments, selectivity of items makes

such controls desirable even thouzh, historically, imports have not been

reduced since controls were imposed. Licenses are written or free

(unwritten) depending upon the product involved.

. iday - I did not eet to LeLon until 11 a.m. so I visaed Mr. Adapoe's

presentation.

Mr. E. Osei-Tutu discussed purchasing and indenting pointing out tn, t

indenting is norma.ly appli-d to overseas trade.

The function of purchasine was broken down into quality, specifica-

tions, price, delivery and suppliers, General discussion of each com-nent

held to complete the picture.

The tenders on drubs are usually opened in the presence of a Committe-

of Pharmacists whose decision or recommendation 
is. always observed an!

taken. Local Pharmacy Companies are naturally given first chance to su'-ly

what can be developed in Ghana. Some drugs cannot be imported wgless lc:..l

market cannot supply the required quantity for Ghana. Main suppliers r.er

(1) G.I.L.O.C. Pharmaceutical Division 
(2) ICAP (3) Danafco Limite

(4) Intravenous Insiui Limited (5) Seraphim Textiles Limited.

Qpeations raised by participants prompted interesting possible vtys

of reducing waste of medicines not consumed when prescribed.

A handout distributed will be helpful for retention by ppxticip~nt

for future reference and refreshing reading.
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Appendix A

Officials Contacted
Listed alphabetically by Agency

APHA Mr. Howard Hough, Project Coordinator, International Health Program

AID/W-DS/POP Mr. Gerard R. Bowers
Mr. Robert Haladay
Mr. Leonard Robinson

FPIA Mr. Ernest Murphy

USAID/Ghana Mr. Irvin Coker, Mission Director
Mr. Lowell Diamond, Supply Management Officer/Acting

Exe-utive Officer
Mr. Raymond Martin, Population Officer
Mr. George Smith, Deputy Controller
Mr. Richard P. Solloway, Controller
Mr. John Wiles, Acting Chief, Health, Population, Nutrition Office

Gov't of Chana Miss Catherine Addo, Ass't Director, Training

GNFPPS Mr. Allen Anetame, Ass't Reg. Coordinator, Ho

Dr. A.A. Armar, Executive Director
Mr. Isaac David Eshun, Ledger Clerk
Mr. Osei Kissih, Deputy Exec. Director
Mr. S.K. Mills-Thompson, Sr. Stores Officer

M.O.H. Dr. Y. Aboagye-Atta, Dep. Dir. Medical Services, PH and MCH-FP

Dr. V.K. Agadzi, Chief of Epidemiology
Mr. W. Hansen, Principal Supply Officer
Dr. H. Menokpor, Regional Med. Officer, Ho
Mr. E. Osei-Tutu, Dir. Pharmaceutical Serv.

MOFEP Mr. A. Achiampong, Principal Supply Officer
Mr. SK. Ahoma, Senior Supply Officer
Mr. D.K. Antwi, Financial Control Officer
-Mr. I.K. Osei, Director of Supply, Inspectorate Divtsion

M.O.T. Mr. J.E.B. Haizel, Sr. Commercial Officer

Mr. K.M. Kesse, Sr. Commercial Officer

G.S.C. Mr. T.A. Aitkens, Procurement Manager

Consultant Mr. S.K.K. Adapoe, Principal Supply Officer (Retired)
P.W.D. Central Stores, Accra

Black Star Line Mr. A. Okpoti Mensah, Insurance Officer

Westinghouse Mr. John Hayes, Project Manager




