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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 requirements.

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
nad 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 £ throuah
October 16, 1979.



II. ACTIVITIE

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 Pianning
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 Mr.
J.A. Charway, Supply Officer, MOH.



[II. REVIEW AND FINDINGS

A. Workshop

Th2 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 handouts 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.

A11 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. I 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.



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 rurchase 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 tu participate but in no
way did it present a roadblock to the introduction and association of my input
to supply management, particularly as related to contraceptives for the Family
Planning Program.

Functions of Positions Irvolved in Supply
Description of Items Needed - Specifications
Request for Purchase

Purchasing - Indenting - Tenders

Import Controls

Letters of Credit - Bank of Ghanra

Receipt and Inspection

Storage

Stock Control

Secur "y and Preservation

Issue « ¢ 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 Workshc,

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.



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 tc minimize abuses by amendiing 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

General Store Function
Procuremeiit - Indenting
Receipt, inspection, storage, issue, dispatch
Stores accounting

Budgeting and Finance

Stock Control

Import Controls

Security and Preservation
Medical Supply Administration
Inventories

Losses and Disposals

Marine Insurance

—_ Xl T HhOD AO T

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.



C. Summary of Flow Control of MOH Goods

When & 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 Tiability 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-
tish 1iability 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 GNFPF
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



from all sources participating in the program. This is a problem that has been
discussed 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 also

the measure of success in terms of increase or decrease of participation in the
program. Recently the form was expanded to include more specificity concerning
type of contraceptive but the problem of getting response from every one of the
facilities 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 rurse-midwife in the hospital clinic.

Report forms prepared by the nurse to show monthly activity in acceptor
visits, methods of contraception used and the amount of contraceptive sales were
examined. They were well prepared. A format prepared by the nurse reflects
number 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.



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.



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 factar in datermining 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.

RECOMMENDAT I ONS

1. A letter from the MOH to Regional Medical Officers (RMO)
stressing the obvious importance of submitting rcports
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, follewed 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



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 problems 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.

RECOMMENDAT ION

That top level GOG MOH officials bDe 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.

10



RECOMMENDATIONS

1. Since AlD-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 sofphis-
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 Adeguate Transportation Facilities

This problem existed to some extent before the petrsl 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 cr 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

n



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 with 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 i{s suggested that the
reports be appropriately annotated to reflect the action taken.

12



V.  STEPS TOWARD IMPLEMENTATION OF R! .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
recommendationc.

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 corcerning
timely reporting of contraceptive supplies, taking of inventories,
and guidelines for storage of contraceptives.

Recommendaticn 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 GO 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, couid 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 ¢f 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.

13



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 officialf. 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 lettzrs or a brief simple contract in a matter of a few hours,
at the most.

14



VI. ATTACHMENTS

The attachments may appear to some to be quite voluminous but are con-
sidered necessary and anpropriate 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,
jssue and distribution of commodities. Any attempt to summarize 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 706G.

15
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Attachment #]

PARTICIPANTS

Nane Desimmation Mailing ad¢r:sz
1. Mr. E.H. Norman Senior Supply Officer Regional Medical -:"'i- -
of Health, Greater
Accra Region, aicero
“e Mr. E.Q. Mensah Senior Supply Officer Health Lahoratory
Services, Korle 2
Teaching Hospitzl,
Accra
3+ Mr. S, Adu-Ansere Senicr Supply Officer Central Medical
Stores, Tema
4. Mr. P.K. Amodzin Senior Supply Officer Pantang Reg.onzl
Kental Hospital,
Pantang, 2.0. Becx ¢
Legon.
5. Mr. T.E. Benson Supply Offizer Central Medical
Stores, Tema.
6. Mr. E.G. Tetteh Suppiy Officer Maintenance De;-rt-
Ment, Korle 2u
Teaching Hospital
Accra.
7. M¥r. J.A. Charway Supply Officer Central Medical
Stores, Tema,
5. Mr. L.T. Quaye Supply Officer Limb Fitting Centre,
Accra
9. MNiss Agnes Browmn Supply Officer Centre for Linen
Manufacturing Unit,
Accra
10. Mr, Ofei-Okyme Senior Fhormacist Korle Bu Teaching
Hospital, Accra
11. Mr. Moses Appiah Senior Pharmacist Adabraka Polycliinic
Accra
12. Mr. G.T.A. Armah Senior Pharmacist Mamobi Polyclinic,
Accra
13. M¥r. C.D. Batse Senior Phormacist Central Medical
Stores, Tema
14. Mrs Felicia Tagoe Principal Nursin: Korle Bu Tenching
Officer Hospital, Acera
15. Mrs Valencia Cofie Principal Marsing Ministry of Herlth

Officer

Head Quarters, liurzin -
Uniform Centre
Accra
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iianme

Peeignation

Mailing address

16,

lidiss Grace Quartey

Principal Nursing
Officer

Fantang Regisoncl
Hospital, Fantzur
P.0. Bex 81, Leron

——— i e e e
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Otficer

*7. Yr. Ben. Quaye Storgkeeper Environmental He:rlth
Divisizcn, Adjaten,
Accra

12, lr. J.:. Cobrla Storekeeper Epidemiology Divisi-r,
Ministry of Hoczlt:n
Accre

!

%5. Mr, Mills~Thompson Stores Officer Ghana Nationcl Prrmily
DPlanning Secret-ri--,
P.0. Box .76, accx-

Toe bir. 5.3. .impaw Senior Supply Regional Meliel

Officer Stores, Keferilur,

E~stern legion

%1, Mr, M.E.A. Armah Senjor Fharmecist Naawam Gavernmsnt
Hospital, Nsawem

22, Mre, Alma Adzraku Principal Nursing Comrmnity He-1th

Officer (Education) Nursing School,
Tamale
i—

23, Mr, J.K. Afful Supply Officer Effia-Nkwanta
Hospital, Sekcndi.

4. MNr. S.B.K. Obeng Supply Officer Komfo Anokye
Heospital, Kumzed

25. Mr. K. Opoku-Boakye Supply Officer Ministry of Hezlth
Ministries, F.C, -2
1908, Kumnei

26, Mr. R.S5. Kwarteng Senior Fhormacist Recional Medical
Stores, Kumasi

27. Mrs, A. Afedzi-Hayford Principsl Nursing

Komfo Anoljye
Hospitzl, Kumnsi

28. Mr. G. Barmor Phormacist Central Hospita),
Cape Const
25. Mr, E. Fofie Pharmacy Superint- Bolgatanga Central
endent Hospit-1, Bolgwtar. -2
30. Mr. P.K. Ofori Supply Officer Ministry of Herlth,

P,0. Box 72, He,
Volta hegion

3.

Mr. L.Y. Nyidu

Senior Supply
Officer

Regional Medicsl
Stores, Kintampe
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FL.NNING RESQURCE FERSONNEL

Nane

Besignation

Mailing Address

Mr. I.K. Osei

Director of Supply

Supply and Inspecter:zte
Division, Minitry -f
Finance,Head Office
P.0. Box M.40,

Accra

Tel. 64131

Mr. S.K. Ahoma

Senior Supply
Officer
(Inspection)

lir. W, Kanson

Principal Supply
Officer

Ministry of Health
P.0. Box M.44,
Accra

Dr. Y, Aboagye-iAtta

Deputy Director of
Medical Services
P.H. and M.C.H.
Family Plenning

Ministry of Health,
P.0. Box M.44,
Accra

C.E. Addo (Miss)

Assistant Director
Ghona National Family
Plannin;: Programme
(G.M.2.P.P.) in
Charge of Training

G.N.o PP,
Secretariat,
P.0. Box M.76,
Acera

Mr. David Lynch

VISITING USAIL CONSULTANT

Management Consultant

USAID Mission, Ghon-
Ring Roeg, Acera.




) Attachment #2
UNITED STATES OF AMERICA

AGENCY FOR INTERNATIONAL DEVELOPMENT
‘MISSION TO GHANA

.
-
P oo

September 27, 1979 Ring Road East Near Osu Circle
—— P. O. Box 1630
. , ACCRA-GHANA
g’ TELEPHONE 75346

Mr., David Lynch, APHA consultant
c/o USAID/HEN

Dear Mr. Lynch:

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

The anticipated tasks that we identiffed 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 recommendations.

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
commodities. 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 commodity 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 pProcurement 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 reports
used, personnel responsible, etc. Identify problems and make recommenda=-
tions for GOG 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 Govermment of Ghana to make
a physical inventory of contraceptives on a country-wide basis
and sstablish 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 use
points and make recommendations for more efficient distribution. Under
the commercial program, Danafco, a private firm, distributes contraceptives
throughout the country. What would be the feasibility of using them to
transport contraceptives to MOH regional stores and district use polnts?

7. Look into the GNFPP reporting form to see what modifications might
be required, and how they could be implemented, so that acceptor data
would 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 1it.

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

10. A retail contraceptive sales program is now being implemented under
an AID contract with Westinghouse, which has sub-contracts with the private
company, 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, outiine 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., Accordingly, 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 CGhana and to the extent that you can perform them, the GOG
as well as the USAID will be the beneficiary. '

Sincerely yours,
fw Pnardn,

Raymond Martin
Population Officer

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

Nou.e o
{This DUPLICATE to be forwarded to the Head of Department)

I cirTIFY THAT I have received into Store the following:—

From on a/c of.
i ) CRLDIT TO
ngdlgcr Quantity Description of Goods Rate Amount S—
olio A p | Head | Item
19 Signature of Storekeeper
N.B.—In case of returns to store the C.R.LV,, S.1.V. or T.L.V. on which the stores were issucd should be quoted hereon,
GPC/V1943/2,000bks./s0t./9/75 Store Form 3



ATTACHMENT #3

.-—---.-----------------q.--—-------—-------------------'

STORE RECEI'T VOUCHER

No
(This ORIGINAL to be handed to the Officer from whom the Stores are received)

1 cerTiEY THAT | have received into Store the following:—-

From on a/c of.
e . . CREDIT TU
ngdlsief Quantity Description of Goods Rate Amount e
oho c p |Head| Item
19 Signature of Storckecper.
N.B.—In casc of returns to stere the C.R.LV,, S.L.V, or T.LV. on which the stores were issucd should be quoted hereorn.
GIC/V1a43/2,000hks./ s0t.79/75 Store Form 3



STORE RECEIPT VOUCHIER

No. ..
(This TRIPLICATE 10 be retained in the book)
I ctrTiFy THAT | have received into Store the following:—
From — onacof......
CRIDIT TO
L}gdlgcr Quantity Description of Goods Rate Amount ———
olio c p | Head | Itemn
|
19 Signature of Storekecper....... ... s .

N.B.—In case of returns to store the C.R.LV., S.L.Y. or 1.1.V. on wlhich the stores were issued should be quoted hereon.
GPC/V1943/2.000bks. [ s0t./9/75

Store Form 3



Original

REQUISITION
(STORI'S REGQULATION No. 86)
7o Tz STORPXEFITIR - weermee v PPBCRTEISSUC O o e
Item _&,A_i“" Requiren Works
No. Words Oider No.

Figures

The above stores sre required for *immediate use/anuther atore.

The original copy of this requisition must be presented when Stores are required.

*The Officer signing the requisition should strike out whichever Gocs not apply.
GPO/V0063/2.000bke. /504, /216

Btors Form No. 8



ORIGINAL STORE ISSUE YOUCHER (ALLOCATED STORES)

DEPARTMENT.

STATION

Issued to in accordance with

Requisition No.——w—___ the following articles:—

. . . Ledger
Quantity .Unit Article Fo ﬁ o Notes
19
Storekeeper
Countersignature of Supervising Officer
Recelved
19.

Signature and Tiile
GPCIA420/2.000 bks.I50t. /74 8tore Form 4



STORE ISSUE YVOUCHFR (ALLOCATED STORES)

_DupLICATE
DEPARTMENT.
STATION
Issucd to in accordance with
Requisition No....- oo the following articles:—
. . . Ledger
Quantity Unit Article Folio Notes
19.
Storekeeper
Countersignature of Supervising Officer
Recclved
19.
Signature and Title
Btore Form 4

GFC/A42012,000 bks./50t./14/74



TrivLICATY STORE ISSUK VOUCHER (ALLOCATED STORLES)

DEPARTMENT.

STATION

Issued to in accordance with

Requisition No......c cen. the following articles:—

. . . Ledper
Quantity Unit Article Foho Notes
19
Storckeeper
Countersignature of Supervising Officer
Reccived
19

Signature and Title
GYCJA420[2,000 bks, /501./4/74 ’ Slore Form 4



ALLOCATED STORE LEDGER

Article, o~
Unit of quantiey.
R.V. From whom recelved Pur of lssue Signature
Dste LV. To whom Issued PS.R. 57 Quantity | Balance | *E3%c

—————— e YV




196

t

ALLOCATED STORE LEDGER

Article
Unit of quantity.
R.V. From whom recelved Purpose of Issue Signature
Date LV. To whom Issued S.R.57 Quanticy | Balance | “c'p 57
1
;
i
}
!
t
!
| |
i |
l. Btore Form 1
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Original

Stalion

To THE STOREKEEPER __

You are hereby authorised to issue the under-mentioned articles to.

Signature and rank of Officer-in-charge

GIHANA

TRANSFER ISSUE VOUCHER
Store Regulation No. 16

Receiving Station No

for use in the.

R L ——

District.

Signature and rank of Issuing Storekecper

. AcCount . Fulio in Fulio in
R;?:. Articles w:":"" Ubit of Quantity Q““ﬁ:&? be {:“"“2 Isaue Price Amount R“"“::"
Head Item | D.W. (@) ®)
[} p.
34-23—5PC/ V2467 soobks. /50q./2/ 65 Store Buok Form Na. §
Received the above-mentioned stores. Recipient, 19
Entered. Storekecper.
(a) Tha Issuing Storekeeper will insort ag; sash article the aumber of the folio of his Stars Ledger upon which it is eatered. (2} The Receiving Storekeeper will insert against each asticle the number of the folio of his Store
Ledger upon which it is entered.
Norx.—{i) Should agy alteration be Y, the her mast be altered and initialed by the officer authorising the issue.

{il) Tbe recipicnt must writs his juilials in the *Article’ column immediately below the last item be
hias received.
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Duplicate

Station

To THE STOREKEEPER

You are hereby authorised to issue the under-mentioned articles to.

Signature and rank of Officer-in-charge

GHANA

TRANSFER ISSUE VOUCHER

Store Regulation No. 76

Recesving Station No

9.

for use in the

District.

Signature and rank of Issuing Sloreheeper

. ACCOUNT Folio in Folio in
Reqn. Artivles Waybilt : Unit of Quantity | QU23tity to Le L‘:l‘;'g Insue Frice Amount “ﬂ’d‘;:'l
Head | Item | D.W. ) ¢ o ®) -
34-23—SPC/ V7467 [soobks. [s0q./2/65 Store Book Form Na §
Received the above-mentioned stores Recipient 19
Eatercd.. Storekeeper. 19

(a) The Issuing Storekeeper will insert agai

by

t sach article the namber of the folio of his Store Ledger npon which it is eatered.

Nors.—{i)} Should aay aiteration be

Y, the

must be alt

d and initi

led by the oflicer authorising the bave.

(b)) The Receiving Storckeeper will insert against each article the number of the folio of his”

ger upon which it is colz.ed,

{ii) The n.-ci‘-ienl ranst write his Inilinb in the *Article’ colamn iramediately below the

has renmved.



NATIONAL FAMILY PLANNING

Original
DAILY ISSUE SHEET
FOR. I { —
Receipt Ovral Loop Loop New Value
No. PL “c” “p” Inserters ¢ P

GPC/Voz15/200bks./300d./2/73



NATIONAL FAMILY PLANNING

Duplicate
DAILY ISSUE SHEET
CLINIC FOR U |
Receipt Ovral Ovral Loop Loo New . Valu
l::lp [‘_.'Ea l:l. Foam Condoms “cr "D’? Inserters | Norlestrin ¢ c )

GPC/Vozi13/300bks./100d./2/73




CLINIC CODE .evesescesccocaosnsssssss REPORT FROM MONTH OF ..ccevenncaccsssiCes

Nl'hME OF CLINIC XXX IR NN NRENY R RN NS RWORT COHPLETED BY S0csncssessesotoerate
(¥rite name in full)

FIRST VISITS REVISITS I This Secticn fcr
Z7%| Cliric hours cnly
Other | SUPPLY VISITS ONLY [ &| TOT.L HOURS WCALD
Loop | Medical o] BY
5.TE |LOOP|PILL| OTEER | Rem~ | and Cond] orHER 15~ S
oved | sulta- |, o z=| DR FNP|FF4 | onKix
ti°‘i‘ = o= PR EE 0TE S
¥ = E R WORSZ:
glal2| 8 8l8ls|ela
i
1,
TOTLL
SUPPLY INVENTORY
R e SUPPLIES |  SUPPLIES SUPPLIES | BAL.MCE CF
AT START|  RECEIVED ISSUED BAND AT TUiE
: OF MONTH | DURING MONTH | DURING MONTE | END OF MCKT:
LOOP Single
100P. 0 Single
__HORTWVL ol
OTHER ORAL PILLS |cvele
-_mumus_fs.\.l.ua}\ Ik ta,
[ Coxpoms (Tehiti) | Pika,
0.1 (EMKO) Single
| DepopROVERL . [Single
" OTHER INJECTIBLE

MAIL THE ORIGINAL COPY BY STH OF FOLLLWING MONTH TO:=
GHANA NATIONAL FAMILY PLANNING PROGRAMME,
P. 0. BOX M.76,
4CCR4,



Attachment #4

Mr. S.X. Kwefo, Deputy Director, GNFPS October 9, 1979
Beve Lynch, APHA Comsultaat
‘Suggestioms for cemteats of letter to Regiomal Medical Officers

Ceafiruing our discussion emn Octsber 5, 1979, at the closing session
of the MOH werkshop aad ss previocusly requested by Ray Martin, USAID
Topulation Officer, the follewiag draft of & preposed letter to RMOs is
submitted for your cossfiderstien slomg with the suggested msterial
prepared separately by Miss Ontherime Addo ead Mr. Martin.

Desr

Sems difficulicty has been experiemced im ebtaiaing reports
of esatraceptive sales and distributioan from Regiens and
eoutlying cliaics. The imcomplete reporting has crested probleas
ia (s) sccurate forecasting of replenishment needs, (b) accurste
ststistical data om types of comtraeeptives used, sad (c) sssess-
st of swpply menagement and distridetien.

Comtraceptives received in Chans from AID sre off-loaded
ot Tems snd stored in warehouses where the store receipt voscher
(SRV) is entered em the Allocated Store Ledger. Vhen quantities
are relessed to you, the store issue voucher (SIV) is pested to
the Allocsted Stere Ledger which then reflects the balasces in the
Contral Stores. This procedure is followed for esch issus wherever
it msy ge se thet we kmow the quantities isswed te each Region
and quantity remaining svailable in Cestral Stores fer further
diatributiocn. Ve do wot knev, wnless you report esch msath, what
{ssuse you have distributed te climics and ether emtlets snd
vhat Salsneces you have remmianing. MNor éo we know what balances are
on head ia esch of the clinics. As you con waderstaad, GNFFPS
sad USAID msst have these reports ia svder to purchase sadditiomel
supplies at the right time, met too soom wex too late, ia erder
te gssure the coutinweus svailability of esch type caatraceptive
but preveat overstocking and reduce perceatage of daterioratiom.

Physical iaventories are recommended st 6-momth istervals
to confira er recoacile, by sdjustment L{f required, with the
Salances reflected om card recerds amd to establish lisbility for
shertages. '
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Also of esmcern te 2ll of ws imvelved vith the program
is the proper stevage and timely fesuance of comtraceptives.
The attached guidelines offered by Feuily Plamming Cammodity
experts may serve s & resdy raminder fa this vespest.

Please be assured thet your cosperatiom with us by
isplemsnting thesa procedures will comtribute much te the
successful aceomplisiment of fawily planning supply mensgement
objectives.

Siscerely,

1 vant st this time slse to empress to you my thasks for and appre-
ciation of the epportuaity te perticipste im the MOH workshop which

1 found to be of great bemafit to those imvolved in supply management.
1 am confident that the participesnts experieaced s feeling of persomal
satisfaction in the recegnitien afforded thelr ejerations and that the
benefits resulting from the werkshop will be passed right dewm to the
petients and coaswmers.

HPN:DLynch:nt :10/9/79

DIST: DIR, AD, C&R-2
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A\GE OF CCNTR..C ES

Tho “shelf life" of contraceptives is naturally governed to a large
extont by the manner of storagze, in€luding temperatures prevailing in storags
arcas, oven then the actual shelf life is controversial and in Some cascs
condoms hive become spoiled or outdqtoed before the gcnerally acceptaed shelf
lifo has expired. On the other hand, tests have indicated th-t in sorc cases
condoms have a longer shelf lifu than that cited bolow, For tkis reason the
"firstein-first-out". (FIF0) rule of issuing is very importont to m-ximize
utility ond minimize cost.

The Family Planning Intcrnational .assistance Cozmodity Manual rocommcnds
a 6-month supply on hand and a 6-month Suypply on order. This, if followed,
should appy to all outlets ond requires accurato inventory control and repore
ting by each outlet. FPL. guidclines provide that contraceptives should be
stored in a dry location wherc the teoperaturo does not oxceed 24°C or 75°F,

These guidelines also sugzest shelf 1ifa of

PILLS = 5 years fron dote of manuf-cture which is indic-ted
on the package (providing tumperaturc not over 240C
or 75°F

FOAM - 5 yoars (however dntc of manufacture o2y net be on

pacloge or bottle)

JBLLY = 5 years (however datc of manufscture may not b on
pnckrgo or tube)

CONDOMS = 3 years from date of mamufacturc indicetad on prckago

DL.PHRiGMS = Indefinite (but probably only about 5 years in a hot
hunid clinate)

IUDs « No time lirmitation

Proper storage of contr-ceptives is important to attain maxirun space
itilization and sbelf life »nd to facilitate physical inventories, issuing and
re-gtociing., It is recognized th-t thors is not aluays avail:bl: in cvery
location thu perfect storage facilities. However the following guidclines
thould be obecrved to the cxtent pernitted by existing facilitics,

1. Ksep clean room and whitcwash walls.

2, Chock roof and room for wator penetrution.

3¢ Koop direct sunlight off supplies.

4. Stack 1t least 4 inchca from floor and at least 1 foot from wall,

5. 3eparate stacks te allow inventory counting and FIFO issuing.

. 6+ Stack not more than 8 feut high and h.vo idontification r:arks and
other labols visible.

Ts Koop arsa well ventilatod and lighted,
8. Do not store with insccticides or other chemicels,

9. Removo and disposu of dennged or condormed supplics prorptly in
accordance with applicabls authorization.

10. Disinfect and spray for insect control on a regular basis.
1l. Assure ready availavilicy of fire s4tinguishern,



Attachment #5

ulation Growth, Economic Devel t and Basic ana

Degmographic Data

Independence
in 1957 1979 2000
Total population (millions) 6.2 11.2 21.3
Ammual population growth rate 2.4 % 3.1% ?
Number of Years to double population 29 22 ?
Population density (inhabitants
per square mile) 67 121 230
and Social ca of Current Population G h Rate

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

High population growth is ome 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 egricultural
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 21%. 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 a8
1ittle reforestation is done. As people increase and forests decrease,
#i{rewood and charcoal shortages become critical.

- In some areas, particularly in the Upper Region, population pressure
has resulted in too intensive tilling of the land csusing gsoil depletionm,
erosion and declining yields per acre.

- Population growth and the lure of the cities result in a rapid
increase in the number of impoverished Ghansions 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 cff in the year 2110 at 59 million people.
This fivefold increase was based on assumptions regarding fertility,
1ife 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 econcmically productive.

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

Cultural and Family Velues and Population

= Ghanaian culture is strongly pro-natalist. Average fomily size 1is
seven children. In the United States it is two children.

- Children zrc widely regarded as an economic asset in the rural areas,
as social security for old age, and as 2 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 Plapning Frogram

- 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 Femily Planning Progrom was established in 1970 to promote
g smaller family size ideal and to organize family planning services.

= 1In addition to fomily 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 remain high,

USAID/Ghana/HPN:9/19/79



. Ghana's Population Increases
Inderendence to 1978 and 1978 to 2000

Population
(millions)
2T 21.3 M
* ™ oo
20 4
18 +4 10.6 M,
increase
16 4=
14
12 L
10‘5 M. -~ 10.8 Mn
2000 1978
10 <+ .
8 4 5.2 M, I=—=|\ 4.6 M
increase — increase
6 + H.3 M, —
ZOO‘OL 3.3 ||.98 6.2 M, TTS?-
4 4 , l H 2.8M 7 T
inc. 2-0 Mo
3.0 M. Ie) i J 3.3 E increase
2 L 1.6 M =.._.7-§ L6M 1957
6 . . I957 inc. i -
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
OV the lives of the people will worsen because of population growth,

For example, the total population increase between today and the year
2000 will be dcuble the increanses between indcpendence and today.

The tctal 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 2% a yesr,
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.



Pooulation Data Sheet - 1979

Population in 1979
(millions)

Birth rate (births per
1000 population

Death rate (deaths per
1000 population)

Population growth rate
per year

Number of years to double
population

Population projection to
year 2000 (millions)

Ghane

11.3

L8

17

3.1%
22

21.2

Infant mortality rate (deaths

per 1000 births)

Dependent population éﬁgder

... 15 and over
Life expectancy at birth
Urban population

Physical quality of
Life Index

Per capita gross national
product

115
51%

$380

Africa

457.0
L6
17
2.9%
2L
831.7
143
Lr#

ur
25%
33

$450

$8,640

United
States World
220.3 4,321.0
15 28
9 11
0.6% 1.7%
116 4
260.4 6,168.0
14 95
35% Log
73 60
The - 39%
95 65
$1,800

Source: Population Reference Bureau, Washington,D.C.



OP ON STORES AND SUPPLY MitiAGEMLNT FOR

Attachment #6

THD

STRY OF HEALTH SENIOR STORES OFFICERS
UNIVERS [TY OF GBADA- 1[TH SEPT PT. = 6TH_OCT. 1979

oND wEEX; 24th September - 30th September 1979

Aclo 8.30-10'20 loxu 11-12-50 Pclo 2.30—4.20 7 p.n.
Fonday 24th -
Segtember 1979 National Holiday =do «do= J
Stores Acccunting & Budgeting and | Case St;udy
'_fuesda{eﬁth J Sto Control Fimancial G.P. Work
September 1979 Mr. Ahoma ¥ Comtwol, .
Mr. Adapoe Qi DK, Amtad
My bvnabh -t the i
ednesday 26th | Stock Control Budgeting and Case Study
Septmbgr 1979 -J' Cont, N 4 Financial G.P. Kork
Mr. Ahoma Cantyrol
(Gzoup Poto.) Mr. S. Owusu~
‘87’1 .h’r_-l‘.'
Thursday 27th | Indenting and ¢ Import Control Case Study
Mr. Aitkens N, ’&"5' e
Friday 28th Stores Accounting Indenting and Coding of Store
September 1979] Mr. Adapoe } Purchasing { Mr. I.K. Osed
Mr, Osei Tutu
- Cinly ! i LEX
L)
Practice fom i3m Shuv
Saturdsy 29th | Review of Seccnd | filling F i
September 1979 ' yoex Group work Tepete
My, D. LYNCH
Sunday 30th Church Service
September 1979
WD WEEK: 1ST OCTOBER - 67H OBP0EER 1979
Monday 1st Oct.] Vaccine Handling | Security and Medical Supply Adminis-
1979 v Dr, Agadai Preservation ¢ Tration
1 Mr. Acheampong Mr. Hanson
:u:l%ay 3;%9 } g;:urity :nd ) B8togk Taking Security and Prdservatior
ctober k servation A 4 Mr. Acheampong ‘.. (&7t
Mr. Henson Mr. Acheanpong | pyjn Show T.pam. V0L |
-adnesday 3rd } Handling of Losess Handling of Medical Supply
Ootober 1979 Mr. Adapce ¢ Disposals ¥ Administration
. Mr. Acheampong Mr. Hanson
Th- th ranc Impo
0:.1;%3y 1 . Karins ‘oo ¢ . rt Control Case Presentation in
[+ er 979 v S.I.C. & B-S.L- b COnt. mm m Re‘ct’.ons
Min., of Trade and
Bank of Ghana
Friday Sth Clearing and , Clearing and Course Evaluation
October 1979 Egr-arding C,&E. ¥ Forwarding J/ 111 Rescurce Personnel
« Jamu G.9.Co Closing Dinner = 7Tp.m.

Saturday 6th
October 1979

Departures
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SEIL Y OF TICTURE NOTES

Tha Cohemmis

Jefiniticn - Merns of ensuring conmstznt cvailability of the rizht querzit:
end quality of goods.

2. Sgope/Procosses -

(i) .issessing items to bo stocked
(11) Dociding the actucl quantity of items to bo stocked
(1i1) Begulnting receipts and issues of goods

3« Objectives -
(1) Ensure rezdy aveilobility of motorials without encourczing

(a) Excess stock
(b) Run Out or Nil Stock
(c) Uowanted itoms.

(ﬁ.) Anelysis of tho affects of ‘'stock out' overstocking amd
unwanted items c.g. deteriorstiom, cepitzl lock up, pilferings
unorployment etc.

4. Qrderdnz ond Storege Costs
(1) Justificction far stockholding e.g. continuity of operation =s
ro=rds production of goods and services.
(1) Breakdown of ordering snd Storage Costs
(a) Ordering Cost - stationery, freight, customs duty,
insurance, handling chergos etec.
(b) Storage Cost - Loss of intercst on capital, bills 2nd
rates, rontal, doteriorntion of itons etc.

5. Zrovigioning -
(1) Definition and rolationship of provisioning with stock conircl
and purchasing functions
(ii) Systen of operation cs a neans of dotornining whon and how =uch
to order
(a) sSetting Up of Stock lovels = Minjrun, maxiomim, ordering,
hastening lovel etec.
(b) Visunl control systez - Morits and dercrits.

6. Re-Order Qunntity - detorninntion, purpose and factors to be considcrcl
0.8+ dues - in, dues-out, leadtiro, cost of storage etc.

7. ZRoview of Stock lovels ~ The purposo.

JIOCK _CONROL
Definition « Stock control iz the mocns by which patorinal of the correct
intity end quality is nndo available as and whon required with the rc.ord
t0 oconcry in storage and ardoring costs, purchase pricos sand worldnc ecjiv-l.

2. Processes: stock control involves four mein processes, nommly
(1) Aissessing the items to be held in stock and thosmo to be purchesad
only when the doomand arises.
(11) Deciding the extent of stockholding i.0. doternining the corroct
quantities of the items individually and collectively.












LT @ eost

(£)
(3) Orderiz; costs

8. Ieriocic leriew of stoek levels

2c keey atrecst with the chzngly, condifleons of Zeunzud, it iz
n2esssery tant 3tce levels Tz reviaved soriodictlly (eo -y nalf
yeorly or azmually).

This i3 necesszry . .¢~uas the levels sot criginally covdll seon
vecome cu* of dzte -nd thus renda> the system of stock ceniz:il

ineffective.
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DESCRIPTION OF STORHS-ADDITIONAL STCHES & HAND-CUT
AfTER L._CTURES

"Description cf Store items" means saying or writing all that zne
knows about an item of store. The word "“Description is derived frco
Latin - De & Scribo - Scribere - Scripsi - Scriptum which means I write
or say all about a thing, In Supply Management, as perhaps in ro other
field of human endeevour, description or the specification of am item is
So very important as without an acurate description or specification th-r:
can be the danger of purchasing the unsujtable iten; there can also be the
possibility of rendering a confused stores Account, let alone the paying~
for an inferior article with the price for a superior one. It is there-
fore of the utmost importance that all possible accurate description or
specification should always be given ao that the supplier or the stores
officer is left in no doudbt, 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, thow'n
also aid in the regard should, as much as posaible, 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 +he R=x
lfaterials for reasons of easy identification and reach and supply; therc
is thersfore the Stock Vocabulary, the need alsn for the compilation andé
distritution of Catalogues by the Principals to the clients Just to
facilitate in Supply comrunication 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 czn bte
ldentified by the other person.

4 All the world over, particularly in large Manufacturing Ccncerus
there is always the endeavour to compile and review catalogues of their
products merely for the ease of identifyin; the clients or Agencies'

needs, and it ie hoped there would one day be an international or Universzl
Supply Management Vocabulary to aid all in the easy identification of the
article required to be supplied.

Se In some Departments of Goverrment in Ghana spesmodic efforts have

been made to compile stock Vocabulary and to code common user stock items;
@.8. the Public Works Department, the Ministry of Agriculture and the Mine gt it
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 comprehensive descri--
tion or specification (with Drawings if necessary) should be giveny here
some of the professional non-supply staff must share in the failure to ,~dv:

-
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a comprehensive and accurate description instead of Trade or Brand Narm:us.
particularly as it happens in the echanical Engineering fields where
instead of specifyins clearly the necessary Engineering Details as, In.,i
cepacity or Code, Chassis Code Engine Combustion, Piston Displacenent
Ratios, shape of Body or coach, Suspension, Ground Clearance, Transnissi:n
Deteils etc etc. There is nomally the rather ‘\{o&zu%%eference to Brand <o,
Range Rover, Commer 7 Tcn, Bedford or Toyota Truck, etc.

7. As Supply Management Staff, it is of utmost importence that the
attention of the other staff of the Department bein:} serviced by you, it
drawn to ensure that the full specifications of their needs are mace
available by the Professions or Disciplines of Engineering, Medicine,
Agriculture etc., before the effcrt to purchese or place orders for the
goods is made. Their attention should be drawn to any availeble Liter-tur:z,
Cetalogues for all possible detailed specirications.

8. When the Crown Ayents were the purchasing Agents for Ghana (G2
Cozst) and some other Overseas idministrations, they prepared "Notes on
the Preparation of Indents" and within the Pamphlet were Groups of
Purchasing Depertments of the Agent such as Civil Engineerinz, Mechanicai
and Electrical Engineering General Stores Departmonts etc. etc. Under
sach of these Departments there were the Groupinge with their respective
codes. Sinilarly the Ghanz Supply Commission hos, in their operatien oc
the Purchasing Agents of the Ghanz Government, prepered a pamphlet shewim-

the verious Departments, Groupings etc etc.

9. For an illustration, randc but strategic examples are given in the
succeeding paragraphs of diffrrent types of store items that belong to
some of the peculiar Groupingsi-

A. MOTOR VEHICLE SPARE PARTS

Carburettor (Complete)

(1) Name & make of Vehicle or Masbine

(11) Year of Make

(11i) Engine and Chasis No.

(iv) Monufacturers Patt. No.

(v) If no Patt Nu. then all necessary
Engineering details about performance
components etc.

(vi) Any Drawings if possibie

3. ELECTRICITY CONDUIT CABLFS

(i) Length Required and Packaging

(44) Diameter or Strands

(ii1) Sheathed or insulated and Type

(iv) Voltnge to carry

(v) " Internal, External, Aeriel or underground
(vi) Any other uscful information or Code

/2
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C. WATER OR PLUNBIIG ECUITVAINT

Pipes: E=rth, P.V.C. Galvanized, copper
(1) stock code or Part No. if possille
(i1) Length per piece and: Total Length
(iii) Internal =nd External Dicmeters
(iv) Matter and weicht per iiven length
(v) Decree of synthesis or pure
(vi) Ends: Male or Fem~le connectiocns

(vii; Strencth under given pressure to avoid
eesy crushin, etc,

(viii) Any other Engineerin,: Detail

Couplinis: Bend, Straight, Ts etc.

(1) 4ngle of Bend or useful Measurements

(i1) Length: Full or Inparts

(1i1) Diameter: Internal/External

(iv) Female or Mzle Gas

(v) State: Copper, Galvanized, Steel, Plastic ete.
(vik) Any other useful engineerin; Details

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

(1) |Moterial: Plastic, Porcelain Aluminium or
C.P. or E, Steal etc,

(11) Shape: Dimentions etec.

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

(iv) State colour
(v) Operating handle left or right
(vi) Any code or Patt Na.

BOWL

(1) Shape and Colcur

(41) “P" trap or "S" Trap

(ii1) Length/Angle of connection
between cistern and Bowl

(iv) Dineter of Trep end

(v) Any other useful Details

SEAT WITH LTD OR COVER

(1) Colour

(i1) Material: Plcstic, Wooden or Ruberized
(1i14) Any otheruseful Details or Code

D. GENER4I, STORE TTENS
1, Timber and Wood, Plywood and Veneers
(1) Type=soft, Hard.and Hed or ¥hite
(44) Botanical Group, Class and Name
(144) Plants, Board or Scantlines

(iv) Various Dimensions

(v) Grain Arrongements

(vi) Purpose Hequired: Furniture, Buildins or Struetursl
or Mcrine or Dock, Railway sleepers Tool Handles cxn.



PIBRE OK TLNSLUCZRT SHEUTS
(1) select Type
(i1) Guage of Material
(1ii) Size: lLength and Breadth and Threleness
(iv) Corrd,cted, er Flet or Style
(v) Type or corr¥ ted, Major or Hegular -
specify corrications to5 ;iven breadth
(vi) Weight per picce
(vii) any coce or Patt No,

3. GL.SS, SIMNTS ETC.

(1) Plain, Obscure, Transldcent Tintered, Coloured,
Design Stucco

(i1) Dimension: Length, Breadth Thickness

(1i1) Tensilé or Fressure Resisting Strength

(iv) Code or P=tt No.

4. ron )on ¢+ HRods, Bars Angle, BHC eto.

(1) xild or Tensile Strength

(i1) Dinmeter, Length, Dimension M:sh or Meshes per
8l en Area

(1i1) Material, pure steel or Galvanized cast or
Plated, Bronze, copper ete.

(iv) Vveisht per _iven length

5. PaINTS o

(i) Type - Encmel or Emlsion

(11) Colour character distinctive ie. Basic or
mixed /combination

(1ii) Units of Account - Gallon/Litre - Drums

(iv) Ratio of Mixture - Density

(v) Viscosity Ratio

(vi) Any other Techni :al/Chemical Details to be
given by the Professional

6. B.IRIES

(1) Size of shell - Box

(11) Voltaie = Six or Twelve - Light or Heavy
(iii) cell Plates, 9, 12, 14, 21 ete.

(iv) Specific Gravity of Electeplite

(v) Any other Electricel Engineering Details

7. RUBBER PROLUCTS

(&) Outer Cover & Inner Tubes:

(1) Type,- Pure or synthetic or Artificial
(1i) Sizo - Trea: width and Rim

(1ii) White-wholed or Ribbed

iy) Ply-rating
vx Desipgn of Trea! or Roed Gripping Device



(b) RUBEEh GLOVES

(i) Tsze -uFrotectuive, Operation, Post-ilortem
Surgical etc.

(i1) 9Yize = Various

(111) Unit of account - Pairgs

(iv) Material - Synthetfic or Pure Indizan

(v) Tension hesistence or an- other Technical Data

E. Medical Prenarctions cnd Equipment

(a) Medicines

(1) ©Nome: Basis or Ingradients

(ii) Soliils, Powder, Liquids, Bmulsified Vaccines,
Re-apents, Injectable, Infusions capsules, spirics,
Gaseous, etc.

(1i1) Unit of Accrunt - Singles, Pack:d quantity

(v4) Potency

(v) Any other professional Directdves

(v) Medical or Hosvital Equipment and Utensils
(1) Wwards equipment
(44.) Theatre equipment and appliances
The various scissors and 3Bowls
(i11) Dental equipment
(iv) Clini -2l eguipment
(v) Laboratory Equijment, etc.
(vi) Dispensary equipment Jan, Mortar etc.
(vii) Various other sections

Examples of the main items at the above hospital secticns o=y
be cited and treztment iiven as for the others.
F. Paper, Stationery items
(1) Name
(11) 4Any code or Cataloiue No.
(iii) Unit of sccount - Ream, Sheets, Folio
(tv) Size - Foolsca;, Ream Quarto
(v) Plain, Ruled Feint etc.
10. It is quite impossible to list nut all items for treatment in
this lecture and students should follow the quides above in endeav-urin™
to trzat other interestin: items in synlicate and where there cre any
problems, the item mey be brought up for discussion.

PREPAHED BY S.K.K. ADAPCE

PUBLIC VORK: DEPARTMENT.




Purchasins is an involved type of buyirg which necessita-
tes the application of scientific <echr, iques and procedures in

PURCEASING

ensuring that the best matcrizl is obtained at the most conmpe=-
titive price; delivered at the most appropriatc time and in the
most cconomic quentities. To achieve this objective a Buyer
skould adhere to and apply sound purchasing principles through
out the ertire purchasing cycle, as briefly illustrated here=-

under:-

1)

2)

3)

4)

5)

€)

Product Identification/Detcrmination:

Mothods usuzlly applied are valued analysis and
variety rcduction and these are carried out at the
Budget Hearing level.

Product Specification:

Description and specification of the product required
should be thorough and without ary ambiguity. Referecace
Beoks like the B.5.3. series etc may be used.

Nature of Purchases:

If the product is urgently reguired, 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)

Preparation Of Purchasing Contract:

When the source of supply is identified, the bujer
draws up his purchase Contract with all the essentizl
features of a Contract and supported by the Generzal
and specific conditions of Contract as well as
shipping/forwarding instructions.

Progressing:
The buyer should inform the indentor of the progress

of the order fror time to time until the goods arrive
for clearancc.

Other Essential Ficlds:

(a) Purchasing Statistics:
A good procurermcnt Unit should be in a positior
to preparc periodically its purchasing statistics
for the information of Management, The nain
purchasing data should include savings/loses and
outstandings. The Buyer should also compile
purchasing data on the performence of the Suppli-
ers and also have record of all faulty purchases
pade. Such information is useful to the Buyer
and his Organization. cos/
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7) Uise Cuotntions:

You canzot afford to condons mismanagemcnt and
inefficiezecy in an orgarization that utilizes the
greatest proportion of the entire budzet of the
nation for supplies and scrvices; neither can Jyou
afford to lecave it iz the hands of persons other
than dedicated and honest mer with tha requisite
professional training, T.hie AIETNS.

The purchasing Cfficer shkould probe and
question suppliers statemerts ard promises and it
is also his job to explore new ideas, materials
and methods. He should be the channel by which the
user Departmeats car communicate with the suppliers
and that it should be the accepted rule that
suppliers or potentizl suppliers do not contact the
user Departments except through the purchasing
Officer. WedJeJs FILLIS.

Purchasing is one of the most tempting
professions and the morc decentrialized it is made
thie more are the areas created for corruption with
very little or no control. T.As AIKINS,.

The Technical Staff of a user Organization may
be Xightly skilled in their own sphere but zare
usually relatively incxperiecnced in negotiation,
drawing up of conditions of contract and Cortract
Managemente. WeJed« FILLIS.



STCRES ~CCOLMTING - E.D-0UT . Tik LECTUHES

”ug, --.'L..éw
The maintenancs.of an adequzte and effective Stores Accountins

system is the means by which:-

(a) The volue of otocks held can be ascertained >t any time

(b) The cccurste or z,proximatelcosting Material or Quantity-
\-ise of any Projsct and for thrt matter the coating of any
item of store consumed oxr disposed of accidentally or
otherwise.

(c) The available stock capitel or approved given ceiliny of
stock can be ascertained, anc stock operations limited
within that ceiling; above all apply the necessery stock
control so that the aveilable stock capital may not at zny
time be exceaded, tiing into account all stock 1iabilitizs
as well as assets.

(d) Stock Tronsactions or Trends are showmn. In any stores
organization where tue means or records are not menticned
or geared to provide these functionary inform-tion, t.-en
that store cannot he said to maintain any stores accountin;’
system or where the machinery exists but supervision is
poor and the essence of maintaining a stores accounting is
nverlooked then the accounting mzy be sail to have failsl in
its purpose.

2. In the Chana Government Storekeeping two accepted systems exist:-
(a) 4llocated and
(v) Unallocated.

In the illocated system goods are purchased from a specific
Project Vote approved by Parlicment or the Ministry of Finonce and the
funds released for Expenditure under an Expenditure Head of the
Estimstes for the fiscal year; such goods are held in stock and on the
completion of the Project the stock may lapse with the related fincanci-l
year. Such store items may range from common user items to capital
goods de pending on the charccter of thg Project whick may te developmont
or odimry Expenditure. Hitherto these stores are referred to 2s
Ready-use or Project stores and because the total expenditure on them
normally are accepted in bulk there was not the need to price items sc
held on charge, but just the quantities, However, it is now desirahle
thet all Allocated Stores of Government should be priced so th.t at any
given time the stock value can at least be ascertained.

Because the stock issues are rather direct i.e. from storehousc t:
the specific Project there is that laxity in stock contrel proectices itk
the result th. t misapplication of the items of store and losses are
normally frequent.

On the other hand in the unallocated Stores Syntem, the funds
approved for stock capital are specific do not lapse with any financizl
year, and have a sort of Revolvin: charzcter.

/2.



The funds mey be in the Form of Deposit ar ipmroved in an Erpenditure Gecd

In either of these Departments the stocks beld are to all intocnls and
purposes held in "Suspense" or "pevolving" and are regerded as (ask cr

Stock with value pl=cod on them. Thercfore for any given period the val .
of stock as well as genmeral Turn Over car be escertzingd cnd for thnt
purpose the prescribed Main or Primery stock Control Recards as well cos
subsidiary ledges are meintained os shell be scon in the later peragraghs.
In tbhe Ministry of Health however thors would appear to be 2 "Hisnomex'.

The funds provided are under an Bi:penditure Bead "Unzllocsted Stores" in

the sense that the funds are only Block merely for central purchnosing cor
acquisition of the Ministry's Drugs as well es the other Medical/Hospitcl
Equipments. There is not the Suspensc ar Revolving character and the
Provided funds in a perticulrr Financinl Year do lapse with the yoer, and <X
pov year may have a lerger or smellar sum voted. There is not ary ceiling
tharefore othor tlen the yearly figure approved in the Expenditure BEstics-cs.
This s0 galléd 8tock ceiling cannot be ascertained at eny given poriod in
the fiscal yeer as there are not the Records and the accounting mechanics
for this purpose., A4s the Ministry of Bealth Stores are incapeble of fuili-
1ling tho primary functions as indic~ted as subperagraphs (a)-(c) of
paragraph 1. sbove they mey be discribed as some otler systen of stcro-
keoping than Unolloceted.

Furthermore, as far as the infarm goes the corroct procedure for
commencinz an Uncllocated Stere System from Zllocatod Store had not been
followed. For & memory rcfresher this is as follows:-

(a) Lfter tbe decision on tlo eystem by the Government, thore will
be a genoral Stock taking andl stock eveluation by a Board of
Survey.

(b) Vreats & Roverme Head “o be termed "Value af Lllocated Stores
converted to Umallocated stores”, This will be credited with

the volue of the Stores so evaluated and the pew Unallocated
Stores subhead of Expenditure or Deposit iecount will cecordinsX”
Yo Debited.

3 Opo essential ingredient in stares eccounting is pricipg and this is
a very oasentisl basis for ascertaining stock value, There are the

fe Mnteris) Cosm$ Price and this may be arrived at:-
(a) Cost or Invoice Irice

(b) Exclusion of Trade Discounts

(¢) Exclusion of Quantity Discounts

(d) Exclusion of Cash Discounts

(e) Addition of Tromsport/Freight cherges
(£) addition of Packnging or Trade charges
(g) Addition of Insurance charges

(1) sddition of Customs Dutios amd Tares
(1) Adddition of othor Overhecd charges,



II. Stock Issue (Sellin: Prico)

Thore is the (a) Markst Pricing
(b) Standerd iricing
(c) iverege Pricing

In deciding on whichever of the “ricings that my be adopted regard must be
had to the Dochenics for arriving at the Meterial Cost Pricing plus axy =T
all of the following:s-

(a) Rents
(b) Staff Salardes
(¢) Clothing = Procedure

(2) Othor conpected overheads inmcurred
in the store crganisation

ITI. Magket Pricins: This mothod is normally omployed in Comercizl

Iv.

Y.

organizations and is tho price dictatod by the ruling Markot.
This =gy even be lower then the matorial cost Price of tho
goods should ssll out. For instance lato arrival of goods Iur
which contract imvolving higher prices had been signed long o<,
and prices influenced down wards later.

jcing: This is th® method of pricing of goods =t o
periodisally fixed price; this method of pricing obviates tho
paed to for new price ospecially when the fluctuations arc izai-
gnificant and within an agreed percentage fluctuation. The
adventages of maintaipning Stondard Price is to avoid frequsrct
price revision and fractional calculations and also the persis-
tance in the uso of the same price calculations over a given
pericl of tdme. The min disadvantage is the reflection if exn
vesesesscses prioe and the occuirence of a cumlative loas cr °
profit over the ruling price. In this situation there is tio
meed to maintain a variation iccount to accept the price vari-
tions. Standard Prico my be likenod to legal Pricing cr contr:l
prices. In this'caae the Prices and Incomos Board periodica’ )y
docides on ruling Prices which are given tho farce of Govornn.nt
luw. The now control Price may affect old stocks eitlor
favourably or unfavournbly the variation in price my be takon
care of in the variation iccount.

¥ejizhed Lverago Pricinz: The first two pricing methods are

quite wsusal in the government Stores iccounting but the comzonly
used method is the weighted iverage pricing method. This is the
method well lmown to almost all Governmont Storelmepers. It ia
the process vhereby tho new stock quantify is addod to the cld
stock on hand and the resulting quantity becomos the Divisor tc
the old finencinl balancs plus the new total price togethor.

The qQuotient is the new issue rato or prios for each of tho stick
itens (old and mew put together. '

.
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{5) 24oek ‘ecount ~nd Feccrds: Books arersquired to meintein end give

effoct to a gocd stores iccounting. The Primayy Aecounting
Rocords in the Ghend Government Storokeeping ere:-

1. ledger - (a) illocnted er Unnllocated
(b) P.5.C... Cards
{¢) Stors cost Bock
(a) cardex system
(e) Verious Mechine Record Cards.

2- in Cz

3, Youchers:(a) Beceipt Vouckers
{b) Issue Vouchers
(c) Requisition Vouchers
(a) crVIV
(e) Transfor
4. Qrders: (o) Loeal Purchasc Order
(v) Indents
(c) lettor Orders
(2) Term Contrect Orders

Other Records are requirdd to be'mi.ntaimd for {urtbr inforction
nocessary for the compilation of more detailed Stock Account: Those ere
refarrod to os Subsidinry Bodks or Iadgers of lLccount and may include:-

(a)
()
(c)
(@)
(e)
(2)
(e)
(v)
(1)
)

Lossos and deprociation lccount ledger
Approcintion and Profit Account
Varintion Lscount

Local Purchoses iecount

Preight - Trensport Jccount

Insursnce JLccount

Bxtact of Receipt in Stock year
Ertract of Issues in stock yecr
Extreet of Periodic S{ock Balances
Advanmgs gonerzl and Forsomel.

The Lodgers at (g), (b) and (1) constitute the Mein stock iccount but
as pany subsidizry lodgers os possible rey be paintained as necossary to
fapilitate the compilation of myypart or the whole of tho stores .ccounts.

5. Irscocmerciel Storokoeping thore is the need for the main fontures
are as follovwsi-
IR (&3
1. Opening Stock Value 1. Closing stock valun
2. Becelpt in Ferdod 2. Issues or Salos in Toric
%1 Wages and Salarics
4. Deprocintions
5. Renta, Rates, Chnrges
6. Other oxpenses Utilitics

7.

Profit or Loss for the Foriod
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6. In Ghapa Govermment Storekceping there the meed for the Umallocated
Stores System to propere » periocic-Stock Balance Sheet in the following:=

Receipts islas
1. Ghans Supply Commission 1. To Depst. Votns
2. Loeal Rurchese Order 2. To othar Depts.
5. Trcosfers - Departmental 3. To claips
other Deportments 4. To advances
4. BReturn from books 5. Sundry Pension - Repaycent
5. Surpluacs token on charge etc 6. To losses
6. Totel Beceipts 7. To transfer
Previous Balance Zrought Down e To idjustment on total Issues
* Cortificate to be sigmed by Balance to be C/7
0./C.
Te igain in thn Government Storekoeping there is not as such Cash

Transaction as thore is Voucher or paper Transactions. There is thereforc e
Motorinls Bxpenses /sccount; this is casontially the suzxery of stores Receipts
and & nummry of stores IsSucs as prefrred on the Foriodic Statement of Stores
Zeceived and Statemnt of Stores Issued. Both Statements are importod with tho
appropriate copics of Orders or vouchers.

The financisl clearance is offoctod irnter-departmentally by meens o2
an inter-Departmental Adjustment Vouwchor duly supparted by the monthly St=to-ort
of Stores Issued for acceptanco. Individual or prepayment stetoments are also
prepared in a sinilar woy but duly supported by the relevanmt Counterfoil/
Treasury Roceipt Runbors amd dates.

It is very ossantirl that iccoptancus by the drowing Departments -nd
vheir respective Troasuriss should be mde prooptly notified to ths Issuing cr
§tores Department, £s a delay may cause suspension of eny further issuss of
stock tc the defaulting Dopertment. .

8. Then there is a Monthly Clearance by Jornal Entry botween tho Storce
keeping Department amd Requisitioning Dopartnmonts on ons herd ond the Controllir
and iccountent Genoral on the other hond. '

More ofton than not the clearance by Jormal Entry between tho
Comtrollor and iccountant Goneral should bo confirmed by the latter, se thet
tho financinl transactions my be known to be complote by the Storekeeping
Departoent.

9. At the end of the financinl year a Report is submitted to the
Controller cnd Accountant Cenoral in tho farm of a tabular Summary covering tho
Storos Trunsactions during the yoar., This Report is in throe parts

(1) Stock Account
(2) Financial iccount

(3) Reconcilation of Stock Jecount
and Financial ‘ccount.



Deteils of the procevdurc in submission of Tabular Suzmories
erc ns sot cut in Store Rogul-tion No. 286 of the 1953 Edition cf

Governnent Store kagul~tioms.

(szd.) S.E.E. LDiFOE
FRINCIF.L SUFFLY OFFICER
(RETIRZD)

P.¥W.D. CETRLL STORES

DiTE: .esvee. .ILUWST, 1979.



RECEITR G2 STCRES
AES
HIND-QUT .ikTran LECTURES

Cn the arzival of 211 items of Stores =t ary Stcrokeaping

Department or Organis..tion &n existin,- procedure is followed by the

avpropriate orficer, by which the items are inspected, checked and then
placed on the appr-priate primary stock records viz Stcre Ledger,
Provisionin. and Stock Control Cards, Tally Cards etc. and this by the
employment of the usunl 3tcre Receipt Voucher or by any other suitnbl.
accompanying document. All Stores items irnm whataver scurce of recri T,
either Departmental or Inter-Department2l or ourside cr from foreirm
countri.s are subjected tc 2 rrocess or receipt practice which; in bri.t,

is referred to as the Heceipt of Stores.

2. There are usually two Mazin sources from which items of Store sh-ul:
be expected, .
(a) Outside Sources Viz all purchnses by mezns of Indents,
Local Purch..se Crders, Cézzzact Term Orders by Requisition
to other Departments or Government Crgenizations etc.
(b) From within the same Stores Organization, by Transfers,
Returns from on-going or ccmpleted Projects, Surplu{s.s
found 2fter stock-chicks including Stock Verificnticrn ar
auditing, Scrap Arisin.s or through authorised cannibaliz-<i::
particularly of Meckanical equipment, and sometines salva.'in
of items like Everite or Earth Pipes, Decenting ef Liguiis 7o,

3 For purposes of =ccurate preparation of stores Receipt Documents
8.5. Store Heceipt Vouchems, it is very essential thzt ccpies of 211
Orders for goods chould be made available to tiie officer at the
Receiving Point; this will ansble him to have knowledpe rrevicusly =f
expected goods, with particuluar reference o hquantities, specificaticx
ect. ect. so 21lso should this officer be kept in tcuch regardins the
general prosress and jevelopment of the Orders, by communicating to

him the Progress Auvices, Invoices etc.

4. On the actual arrival of the goods, the Carriers or Consijmecrs'
Notes and %faybills shall be matched with the Order quantities ~s well -
the physical goods; In the event the quality as well 2s the quantity
required and received are not in dispute, a Strre Heceipt Voucher in
Triplicate (zs explained and illustrated) shall be prepared duls Nerister
and Numbered in the Local Series cf Stores Heceipt Youchers. This is =.
Voucher which shzll suyport the receipt Enwry in the Store Ledger/Cos<
Book/P.S.C.a. C.rd/Tally Card ccnnected with this stock receipt. If
there zre partizl or Instalment arrivals or deliveries, $.R.Vs shzll
similzrly; te prepared, but the storekeeping Officer must be aware ard
relcted  the cummulative result or total receipts tc the order quaniity.

Hewever, in the event there is a Deficiency due to short delivzry
or Damcge the related accompanying documents (Laybill or Ccnsignment
Notes) shzll accordinily be endorsed.

IRERYES
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In the case of Unallocated Stecres systen, or even in the csse of the
Allocated Stores system where Advance Payment hol beer effected, an' =
replecement of the Deficiency may ¥ot be obtained immediately, notwith-
standin_ the deficiency the YULL O.DERED ¢U..IITIY sh~1ll te token on chuir -
and whatever d:ficiency there is, shall be i..sued tc Lossess or Cl=inms
Acccunt for further monitorin;;. Vhere, of course, ordered quantitics r- -z
been reduced and so agreed, due probably to fin.ncizl constraints or -1
considerations, rezard shall be h 4 to the amenied¢ Order quantity. In
other circumstances the Store iteceipt Voucher shall take account only -
actucl quantity received and posted in the Ledgers accordin:ly.

5. In eddition to the prep~ration of the Ltores .ieceipt Voucier anc
completion of relevant lteceiyt Entry on the Primary \tock Hecerd (Led-er,
¥.0.C.iie and Tally cerds) a.‘.ock leceipt Documents extend also to the
naintenance of the followin;_';':-

(a) Goods Inward Ke~ister or Goo.is neceived Resister or lo.- t- =

(i) Date of Hiceipt

(i1) Order Reference

(iii). Carriers Note Heference with Date

(iv) Invoice Heference

(v) Description of the Goods

(vi) Quantity of P:ckages

(vii) Conveyin; vehicle Kegistration No. and Driver's Iisrm.e
(¥3$1) Condition 6f packares on receipt ‘
(ix) Station/Port of Despatch

(x) Officer effectin = the Heceipt and Time

(xi) Ary other relevant Hemzrk.

(v) _ST0iE Ri.CEIPY VOUCKLH which must be prepared at least in
Triplicate, should show the following columnss:-

(1) The Name of the Stores/Department

(1) The Keyistere. Numbter and Date

(1i1) Serial or Item No.

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

~ Vo'cab Number

(v) Aate and extended Amount

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

(vii) Certificate to be attested by the Receivin. Officer
that the 7oods have been sorrecting recedved end
posted on tn the relevant ledgers, the folios or Stcck
Card/Numbers of which shall be inticated thereon.

00000/3



(¢) IWMGISTER OF JTOSE RECEIPT VOUCHERS:

'he main reason f£sr the Maintznance of the above Resister is t-
indicote the next 5...V. ltegistrztion in the Local Series .
S..i.Va, that shall be used. This Register is of quiet.
impcrtance where, as prescribed in the 1953 Edition of the
Stores llegulations, accompanyin, lieceipt Documents e..;.
Invoices, Triplicate copies of L.P.Us. etc. could be registerc’
in the Local Series of $.a.Vs. to serve as S.i.V. However it
has been further prescribed that whether goods are accompanies
on arrival or not by Documents, a Store leceipt Voucher shzll "¢
prepered, in not less tha}]'l‘riplicate. The Hegister of 3tores
Heceipt Vouchers shall have the following Colunsi-

(2) Date of the Entry

(i1) Serial No of Store Heceipt Voucher
(i44) Description of Goods (brief)

(iv) Heference of Connected Vayhill

(v) " " " Order

(vi) Value of S.I.V.

(vii) Name of Supplier

(viii) Any Kemarks,

The Number on a Store Heceipt Voucher may be codified to re:l o<
the Name of the Department end/or Station, but in any case =z
new series shall be commenced with a new Finencial Year.
6. CENTRAL RECEIVING POINTS: In large Store{‘(‘ir‘lé orgenization i<
is desirable or even ne:essary that a focal or central point oo
storage should be provided for the receivinf of Stores, bufcre the
items are finally routed to their allotted store house for

tinning and display. These central points may be:-

(a) Receivin: Bay

{(b) Bonded Store house

(c¢) Marshallin. Store r.rea

(d) Capital Goods Storage area

The function of the officer supervising the Centreal grocs

receiving pointe are:- »

(1) Accepting all the Department's arriving gnods

(11) Impection, checking in relotion to orders placed

(i11) Preparation or Sgores Redeipt Vouchers and the

Maintenance of the other Receipf Régistera

(iv) Tronsfer o. gocds after satisfactary c-mpleticn of
Initial receipt dnnc\_nn:'ntsl' to the proper allotted st.re
hcusse fcr Bining.

(v) In the event of Demage to arriving gnods, Inspecticn
by Board of Surveys or Survey by Lloyds Surveyors no[”
be arranged. ‘ '

{vi) In linison with the Stcres Accounting Office, the
Receivin, Bay Officer ensures the preferring of clilins
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in respect of goods f~und tr be d:e;a,:ed or deficient ~r
arrival,

7. In some smzll storekeeriny Deportments there is normelly no
centrz2 1 goods receiving point and the functisns are therefare relegntal
to the individual Stcrekeepers to perform. These Stcorekeepers, hot
withstanding, are expected to perform the various goods receiving dutics

efficiently. They alsc are requested to:-

(2) Ieject any new arriving goods for which there has nct beern -
previous 3tock Heplenishment Kequest from them.

(b) Reject any new cr arriving goods for which thuere has nct
been an existing Order notified to hin.

8. Pinal Disposal or liepose of lteceipt Documentss- Stares hcceipt
Documents are of great importence and should be carefully filed in 2
chronologzical and seriel sequence so that references in future te thssc
pepers may be easy. In many Departmencs, this is not the case and = ver
the Beoks of S5.x.V. cannot be fiund when needed,

ot

Finally Storekeepers who are ta‘;.intents and purposes Stcres
Accounting Officers are expected in accordance with fin~neizl Order -
Kiscellanesus - Nc. 2208 tc ensure that none of the Bocks of Steres
Account in their custody are destroyed except with the prior approval -£
the ué.nistry of Finunce.

PREPAHED BY S.K.K. ADLPOE
HETIRED PRINCIPAL SUFPLY OFFICER
P.\..D. CENTR..L STORES

ACCRA.

Date: 4th August, 19¢9,



Frepared byl B Osei-Tutu - Director of Phamaceutical Scrvioec.
LT oien . Ministry of Health, m:.'a..

Xat s Purchesing?
Purchasing has of course been going on since the earliest trading
days of civilizatiom, but it is only redently that the wrinciples and
practices involved have been properly’ i.dent..fi-d and developed to the
stage vhere 1t is acknovledged to be & upura.te aspect of business, '
with its own district reepcnsibilities und tachniqu.ee. L. -
Since the end of the lutvowldvurb\vingandn-ter:{m
Danagecent uthodl hava been studied and applied more and nnro
_effectively and eonpnhamiﬂly to leep pace with the changes tak:!.ne
Place in comoerce, industry and gevermment. It is now en acooptod
fact that purchu:l.ne 1iks accounting, requires foitial ‘education and -
training, adnqunte practical experience and nccophd standards of
conduct if it is to be performed efficiemntly in present day conditions,
and purchasing officers or supplies nanagers are to be found in
comnercial, industrial, and public orgatisaticos everywhere.

Xost of these organisations as you know spend a very large
slice of their total revemus or buddetary allocations in purchasing
In sddition to these purchases those organinations hold large
stocks which no doubt tle up a ocnsiderable anount of funds.

nnmungorordcmsotgoodabymdenthmchuusemuy
applied to overmeas trade.

Buat is e fumction of prehesing?

. The function of purchasing is to obtain goods of a satisfaotory
- guality, tobodcunrodinthomtiﬁu required; at the time when
M are wanted, at the nost advantageous prices uvailablo in the existir
sarket conditions. The objoctivel of any puxchuine department can be
suxred up with the six R's of effioient purchasing:= 1;e. securing the -
Zight eoods or servises .of the pight quality, in the ;ight quentity at .
the pight time and place for the pight price and fron the right source.
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and quality of all goods cooply with the l.ta.tod specifications,.
3« Invoices are in order and checked and cleared for payment.

~.'. 2 :
The Pharmacist must give expert sivise on [roper stozago of all drugs
Sc that thé’driigi ¥ill keep up to their shelf-lives,. In general it
ia advisable to store all parentenal preparations in a ocol, dark place,
Light and heat may crystalise nany reactions and. proper storaging
euards agaidst déterioretion, - olutias eg glandular extracts (o2
qunuo ACTH) should be. nrng-med. 0u the othor hand, Medioinal
ua«u-m w be procipi.tdtod out fron aolutiom of calsiun e‘lucmh.
u:phor, or sex hornones in oil by ntxigeratian and oonsiderable
difficulty nay be emcountered in redissolving. . '
SOWRCES OF JUPRLX:-
'Dm’ u-o o‘hta:lmd froo 3 main sources .
1e local Pharmaceutical Industries or mmfactunn.
. 2,  Pharmaceutical Importer in the Private Sector.
Je«  Overseas suprlies. A
le  leool PupiibiestWmfictuigs- - -
Items which are ndiuy procm-od fron Io/cal Pharnaceutical mmfact\m
are aone of ihe huio mud.c promcta ‘such a8 eapirin tablets,
motanol tableﬂ. chloroquins tablets the sulphonomides, antibiotics
suwh as the mpicﬂnu. tetncyeunnl uhloranphanicol transfusion
solutions and’ drosnings. )

The Dain mpplim mx_- . .

fe  GIHOC Pharmaceutical Division.

2, I00P o ’

-1 Danafco Linited

4 Intravnnou In.fultiou I.ini.ted

5., Seraphin Textilos Limited.

Ordars cmr!.ns our 12 nonths requircoents are p:l.aoed on the ocnpuﬂ.-
botmmondefthnnartormmm of the ensuring year. This give
the ooupuniu tine to plan for their Iroduotion ‘and also to obtain adequa
1nwz-t uoenco cl'loca.tim. thioh I an afraid always fall short of their

Purnhuu are nade on local pu'chne orders. We usually resort to this
nethod during ecergencies when we are running cut of certain drugs.
Because of -the scarcity of drugs on the Darket at times we are farced to
paxrchase fron one supplier without going on a competitive tender,
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e rrices are rcther high, It is now obugntox-y that prices oust
. be apprmd by tho Prices and Incoma Boa:d.

.+ Qrersess Sumpltersi- |
Ordu-u fur overseas supplies are dome nainly by ‘dndent throud: the
Ghana Supply Commxission: This forme the bulk of our supplies.

The volune.of orders hovmr depend on the value of import-Iicence
allocated, In ezceptional cases orders are plaoed direct v:lthaut
reference to the Qzana Supply c’ominion. .

l

MR )

In all thele cnarmcy ox-dm aypraval is al\taal loud:t fron tho
Governoent to by-pass the Ghana Supply Cornission. . .
The actual quantities of items reeeived within the mport year

Id

depends oni~- N
i« The adbility of the Bank of Ghana to oatablilh lottera ot
credit oo tine. Ry
2 The production capacity and sbllity of luppnm ‘h‘.’l‘
dsliver on tine. -

Iinanodng:-

411 our drug procurenent - both local: nnd overseas nppuu is .

financed through bud.getary allocationste - wa——

The allocaticns for drugs over the pest 3 yoars 1975/16 vas cm,asv.'rzs
1978/19  ¢%.00 ) 1976/TT was '$24,000,000
4979/00  60.00M (Wstinates) . 19T1/18 45 £30,000,000

ﬂlual]y these allocations are grossly :Lndoquato md 80 lupplmtary
allocations are nade. . :
Last yoar we costed our drug roqu:!.rmts o8 ma.ooo.ooo but e were -
given sn allocation of only £30,000,000 as ltatod ‘above. e
This neans thnt we were not able to ::rocure n11 our rquimenu tor
drugs during the yeor,

Addocation of Inmport Idogngo:-

Iest year the Health Sector was iasued with ¢55.000,000 spoci.ﬁ.o 1nport
l14cence out of the €1,2 billien for- dwﬁule country (a percentage of
4!5)- . o

Oat of this allocation ¢20.000.000 was uged for the purchase of drugs.
Suggestions for Igprovemegfi- .-
1o Governnent to allocate adequate import licenoes toa: 1nportation
of pharmaceutical finished products and raw paterials to enable the
local rharnaseutical nam!acturm ‘achieve miaxifiun produsction.

At the nooent nost of then are producing wder = capacity.

2¢ Bank of Ghans to be cble to estoblish httor of credit on time.
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3.  Tho Comrdttee vhich drew up the Essential and Priority Drug Lists
%0 be asked to review the range of stock itens taldng account of ocur -
financial constraints an! also to determine priorities.

4. ?0 re-organise the 3-year mmning contract for the supply of
drugs. The Bank of Ghana representing tho Govermment to guarantee

the Ministry wder the rmning oomtrasts

dome Definitivs:-
Ixee op Boaxd (r,0.3)
The seiler of the goods bears the cost of putting the goods on boarde “
Title posses to the purchaser when the wendor or seller receives
*Clean® ship's recedpt for the goods.
Gost mpd Freicht (c & )
Price for goods inciudes rot cnly that of the goods thenselves but also
carriage by land, sea or air o a point which must be desigmted, but
not including insurance or other charges.
o F P e =
The rice :I.ncludes the .yalue of the goods, insurance during tramit.
and cost ot carr.l.ag‘ by land sea or air between two points which must
be deaignated. :
ook Controls-.
8tock cortrol is the means by which material of the correct quantity is
oade avaihble as and when zsqyirod, with duo regard to economy in
storage and ordering costs, purchase prices end wordng capital.
It involves the following processoste
1o Assessing the itens to be held in stock. .
2¢ Deciding the extent of stockholding of items individually
" and colleotivaly.
Se¢ Begulating the input of stock into the storshouses. .
4 ~Regulating the issue of stoock fron the storehouses.
Through these jxrocesses it 1s possidlo to adjust continucusly the |
quantity and value of stock held to conforn to circunstances at all
tines.
Brovisimings- .
Provisioning ir, the process of deternining in advance requirenents of
Baterials; ‘aking into consideration existing stocks; delivery tines and
rates of confunption so that the anount of stock in hand at any tinme will
be in ancordance with the stock control policy. The two nnJor ques tions
arising in eny provisioning activity aret-
1) When to oxder.
11) How ouch to order.
Yhen these questicns have been decided in respect of any particular
comoiity, the provisioner usually preparce g provision = denand
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docunent, showing the quentity and delivery required, and passes this
to the purchasing office to take the appropriate buying action.

Apdents- :
An Indent is s purchase requisitiom (usually overaeu) with the .
following features:=

1) . Date

1) ¥o.

" 444)  Department
4v)  Lccount Fumber or code
v)  Authority.

Rurohasinz Cycle:-
Ths oyole of activities carried out by a yu.rchuing departoent in the
soquisition of goods and servicess PSS I

1e Becognition of the need,.receipt of raquiaition.
2. 'Obta.i.ning 2 "Clean® specification,
3.  PBditing of requisition for typing of order, from
' catalogues, records ?tc or the preparation of an
enquiry. A
4. Following up enquiry vhere neceseary.
5  Collation of quotaticus and refe-ence to user and
" technioal depertrments where necessery, also commercial
negotiatioma,
6e Preperation of order, end transmissicn to supplier.
Te Delivery chasing whero necessarys
8. Cheoking of invoices.
% Settlement of all quer:lea relntiva to the purchaning
operat:lcn. ’
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1e

2.
3.
4.

5.
6,
7.
8.

SETING COMITIZF - Zoq
Mr. Charway - Chairman (Bn £23)
Hr. srmah = Member

Mr. Bsnsor = Membor
Togbe Ofori = Member

Mr. Nyidu < Membor

Miss Kofie « Menmbor

Hr. Opoku-Boskye = Membor
Mr, L.T. Quaye = Menmber

1.
2.
Je

EONCTIONS

Classroon arrangepents chalk,
dusting etcs

Yelcozing and seeing to doeporturc
of lecturors

Collection of lecture notes fro-
lecturers

4. Typing, duplication and distridution

5.

of coursc natorials.

Walcoming of lnte particip.nts,
Seeing to adequacy of rooms ti.ntin.,
beds, roon allocation for participnn<-
etc,

1.
2,
3
4.
5.
6,
Te
8.

AINMBRIT COI: -313
Mr. Amodzi - Cheirmen (Rnd!3.)
Mr, Mills-Thompson = Meamber
Mr. Adu Ansere = Member
Mrs, Heyford = Macbor
Mr. JoJ. arngh = Member
Mr, Obeng =~ Member
Mr, Nornan - Mombor
Mr, Tetteh = Mambaer

1.

2.

Se

4.

for participants

Entertainment of lecturers ond
othor suests.

including church ectivitios on
Sundeys.

Mo Shows etc,

2.

JDIC. RST AID COX -1
1. Mies 4gnes Brown = Chairporson (Rul®J)

Mr, Fofio = Member

1

« Distribution of weckly 'palludri‘
to participants.

2, Sooing to injured or sick portici-

3« Hre Kofie QJuaye = Membor ponts,

4+ Mr. Ofei~Okyno - Membor 3, Dealing with minor stomoch upsete,

5. Mr, B, Quaye = lember cuts znd burne eto,

6. Mr. Hoses ippiah = Hgmbor 4. Tronsfor or reforral of seriously
i1l participonts to Legon Lospit:l
day or night.

C,. D C P .
1, Mrs tdzraku = Chaireperson (nn..l.":'.‘.) 1, Liasing with Hall Bursah for
- improveoont of meals
2. Misa Quartey = Moobor 2. Chocking of numbors present ct
3. Mr. Cobbla = Membor each mool time
- %. BEnsuring that lato comors arc fed.
4¢ Mro Quarteng = Meober 4, Sooing to prrangement of mid merai=zs
5¢ Mr. E.Q. Mensah =~ Heoobor snack otc.
6. Mr. CQD' Batse =« Mombor 5. mom of e\wﬂtﬂp

feoding of drivors.




STOCCXT 4G

The term "stocktaking" is regnxded ea meaning cs the corpleto r-izule
cf vorifyirg the quentity belonces of the eptire range of itens hold in stcocl.

Stock reprcsents cash and inv-risbly cash is locked after cercfully.
i cashier is orpointed to control ecosh; is lockcd up in safe when not iz use,
Tho cash office is fitted with a countor and all the appurtenanccs requix:l
to ke it sefe. BEvary time crnsh is rocoived or issuod it is countcd ol tia
balence in hond is chocked at frequent imtorvals. Cash books zre kopt i
detail to record 21l tronsactions and, if cny of the checks mado disclesc o
discrepancy, the nost searching inguiries are pursued to find the explonciica.
Coesh is rezerded as so important that in the event of eny substantirl dafici-
ency arising, it is normel to cell in the Police.

Now since stock is the equivalont of cash it follcwa thot it should
be carofully protaocted, counted and checked in a siriler way.

PURFOE CP STOCKT.KING:

Physical stockteking is the process of counting, woighing or ctkeziise
poaswing all itons in stock ond recording the results. The reasons for odu:
this are es follows:-

(1) To vorify the accurncy of stock records

(11) To support tho value of stock shown in the balsnee shoot
by physicnl verification

(141) To disclose tho possibility of fraud, theft o loss
(iv) To revesl any weckpesses in tho systor for the custody =nd
control of stock.

Thoe size and mumber of surpluses and deficioncies reveeled by stock-
toking deternine the efficiency of store keeping methods, control amd
procedure gonarzlly.

RERIODIC STOCKRLKIIG:

By the periodic method of stccktaking, the whole of the stock is
covercd at the sanme timm et tho end of a given pariod, usuelly the erd c?f
. the financial year. Theoretically stock shculd bo takon 2t the closo ¢f
busimess on the balanceeshoot date, but ine lerge concerm, it ooy quite
inpossibla to do all the work in ono day, ond the operation has to be

extended over soveral deys. Tho stocktaking moed not bte dome only onco =
year; it oy be carricd out es ofton &3 scozs desirable.

For a satisfactory stocktaking, a good deal of preparction is
neceasaxry. FPFirst of ell, a programe should be drcwn up and agroed with =I:
concorned including tho finamce depertment and the auditors; secordly, siociz-
taking sheota or cards heve to be preprred in cdvance, and thirdly 211
persomsl concerned must be imstructed in thoir duties.

The arrangerents mde should dorl with all nspects of the jecb ~=l,
in particuler, the following pointsi-
(1) Agpeink one permon to control the whole operation.
(11) wnile stociktaking is in progress, do not have the storehcuacs
open for normal tusinoss.

.-./12-
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For excogpls, in meesuring 1,000 metzl bars of rendom length no twe peczl.
ero likcly to get the samc result tc the noerest fect. Similarly, iz
weighing helf 2 tonne of loose bolts, some slight variaticn mey be expectc.
beccuso of degree of accurncy of the sernles or the redding of then. I
theroforo, discrepencios of snall prcportions eppoar o be found in such
circunstanoes, it is ofter cs well tc lezve the book unnltered unless the
enount of money imvolved is significant, This point -prlics perticul-riy
where tho methods of mezrurcmont are kmcwn not to bo of great eccurccy
8.8. the use of dip-sticks in lorge tanks or, nore obviously, the stocl-
‘taking cf loose piles of sand, corl or bricks, where only an estinmntc e n
be nnde.

Storekocver's /jorooment: Steroktckers should not deeclarc o diseroponcy 2

eny iton without first giving the stoarekesper concerned the opportunity o=
investigaticn. This is » sunsible prectution for severzl reesss =

(£) Thore zay bo duplicate locations of which tho chockers nro
not ewero, but the storekeeper should know of thec

(11) It can be expccted thet the storokeepor hes = bettor practie-l
knowlodge of his stock ther enyone olso, and he mey be atla
to correct errors on the pert of the stoclttakers, porticul-xrlr
orrors of idenfification.

(141) It gives the atorckeeprr an opportunity tc ozplein or correcs

' tho cifference if he cen, and onsures thet o is ewere of
discrepencios which mey rofloct upon the performence of his
duties. )

When the storskooper hes been called in and frils to edrlain 2
differcnce, he should sign the stock shoot to indicsto his agreenment th-t
the discrepancy is gemino,

Investimtion of Discrapancies: 4ifter the stockteker and storekreper hove
agreed that e discrepency oxists, the procedure depends on the nature ond
value of the discrepancy. lerge asnounts are more werth while imvesti—+in:
than small sums, more concorn is felt about deficloncios than surplus and,
whore discropancies may hove crisen through "breeldng bulk" (d30. mldr; o
lergs number of snell issues over 2 period from a bulk stock, especinlly "7
veight) they arc not porhaps thought worthy of amy dotniled inguiry. 'The
doegree of imvestigntion is, therefcre, a metter of Judpoment in the circuns..
tances of each c2se. The following list of steps to be tcken should be
considered, boaring this point in nind:=

(1) Exanime the rocord cord sinee the dato of the last check tc
moke sure thet thére 2ro nc arithmeticzl errors or chvios
omissions or duplications in posting.

(41) Sec thet there has been no confusion over units of issue.
(141) Braminmo stores kept in nei;hbouring locetions to sce if o
belancing discrepancy oxists on znother item.



(iv) Chock the basic decurents (t.o. roceipt, issuo, tromsles,
apporently unsuzl tronscctions. '

(v) Havo the physiczl stocktzkins verifisd by cn indepencant
sonior official.

(vi) Interrognte the stcrekeeprr to find out if ho has any
explanction or suspicicus 29 tc how tho discropancy hns =ricos,
(vii) Exenine tho results of the last Stockteldng to see whether
there was = discroprancy on thot occcsicn. In odd coses it
may be found that a deficiency ct one stocktaldng is focllcowred
by a surplus cr the next, end this moy be beccuse first cicek:
wvas innccurate.

(viid) Mcke inquiries of usor depertmonts in case there rcy heve
beon issugs from or returns to store without documentaticn
cutside ncrmnllworking hours.

(ix) In serious ccses, whero theft or froud s suspected, eall im
the police.

(x) ‘“here macossary, reviow and tighten up physicel sscurity
meesures and docunentary procedures.

Adjustoent .
after imvestimmtion, both stock records anmd ccrounts require adj:at-

ment in respoct of declared discrepencies, This mny be done direct fr:u
stock shdots or by o spocial Discrersncy Report forwm, listing all the i:e.a
concerred, showing:=

(1) Vocabulery murber

(11) Description

(111) Unit of issue
(4v) Quontity as per stock record

(v) . Quantity found on physicnl check

+(vi) Differonce between (iv) and (v) Showins surplus ond
deficiencios soperctely

(vii) Unit price
(viii) Velue.

It is norml practise for discrepancy forzs to be apmreoval by the
stock controllar or soms epproprinte authority before the adjustaonts rro
made tc tho accounts, and t o discrepancies erc suzmeriscd to show the =ot
surplus or deficiency on each classification,

OBSOLESCENCE ND REDUND.,NCY:- _

Obsolesconce: .Lin iten is said to bae obsolescont when it is geoin:
out of use but is not yet ccmpletely umusable. For oxeoplse, lot us su;=:u9
that & transport firm has been running lorries of madel XY¥Z, 2nd it is
decided that im future all eplecoment vehicles cre to be medel ABC from -
different mepufccturcr. From the date when this chango is aancunced, mcst
of tho spare prrts in stock for model XYZ bacoze obsoleseent.

vees?
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This does nct peen they are irnediately worthloss, beceuse thoy cen bo uszad
for repeiring the lorries to wkich they belens os long ~s these nedols :'1
4in ssrvice. On the other hond, i@ nucber of X{2 lorri.s mrintedned will
deciino cs time goes on, red ey will £11 cventuzll- be disposad cf.

It is extremely unlivvly thet the spere in stock control or purchesig.
Review: In most crgenizetions, soac dozroe of obsolescence or recunl-icy
ig imeviteble. It is particulsrly scvere in fsctories eking sreducts
whore the desigr chonges frequently (e.g. notor cors, wnshing mnchimos,
television sets), =nd also in orgznizetions such os trnsport undcritkir s
or the ..:rned Forces, wherc ropid technicrl developmnt is goinz cz =nd
lorge quentitics of speres nre used for the equiproent in service.

It is therofore desirmble to review all stock hend from te
tins to identify items which arc ohsclete ond redund=nt and this is
usuzlly undertaking cnce ¢ yecr. The review noy be coobined with nOrToL
stocictoking cperction or dcne independently on o periodic basis or on
continous besis,

Tt is usucl to condict the review clnssificetion by clessific-iic:.
Apart from the fact that this is tho cost nmethodicnl approech, it zlso
[rovides tho naximun opportunity to sucgest slternstive uses far iteus
vhich cre no longer required for the purpose for which thoy were ori;ianliy
bought. For example, in looking =t the stecl clossificetion it ooy bo
fourd thnt, owing tc productiocn changes, 12mm - dispeter round bar is =
longer required but there is still ¢ heovy derand fer 10mn - dirneter boadilN
to tho senc specification. It might be more economical to use t.o 122
in place of 10 until the existing stock is exhrustod, rother then disicse
of it outside the organizntion.

Use of Jtock Records - It shculd be noted thet the listing cf obsclescony,
obsolets cnd redundent item is dome from the atock records. There is oo
meed to look et the physiecrl stock in the stors house until after the ;.00
concernod heve been listsd, nnd then only for the purpess of decidiny
whether specific items cen bv used for alternctive purpose, or to estirio
disposel values.

Befcre the review bogins the storos Officer-'respcnsible should finl
out whnt recent chonges there have been in production or cperation ~nd
whnt cherges are imminent. Fron this informtion ho will bo zblo to
doternine what mjor items cr matericls or speres ore likoly to beccce
obsolete 2nd redundant, and these cen heve specicl ottention during the
review. In addition £ll slow=moving stock should be parthcularly eznzinsl
to make sure yhothar it is still required or not.

g Lo o ence & cdundangy :

Tho result of detailod exaninntion of tho tock rocords to rroduce
o prelininary list of itens which appecrod t0 be obsolescent. OCbsclet: .r
redundant... The noxt stop 43 to investiznte these itens on the follcwin:"

linesi-
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(1) Obsolescent: for mochinery or equiprewmt spares, melv 2 vory
goenercus estimate of the probzbla uszze of ozch itez ur oo
the time whon it is ezpected to becormg obsclete, Subnit the
balance fcr disposcl i-mediately, bectuse the sconar tiey -rc
sold, the more likely they cre to fotch 2 price better thon
Serzp valus.

In the cose of raw metericls ccnsult the production depertment with « vi::
to using 28 rony iters for eltermetive purposcs ng it is econczienl e Ut
80 (e.g. the example of 12z ard 10mm quoted above).

(11) obsolete: List for disposzl without furtker inmguiry

(111} Redundent: WHith the co-operation of the operating doporzrdn
first crutinise thosc items to sce if tyey con bto put to
altermative usos and, if not, to agree what prcportion o o
atock is to be reteired.

(iv) Slow-noving Stock: Give specisl attantion to itens wherc iore
hes been no movemont £ six menths or nore.

yith easistence of the ocinteonance or usor department, ®stand-iby®
Sparos for :achinery or equipnont still currently in cperstion show bs
identifiod cnd the rocord cerds ondorsed nceordingzgly, if this hns not
already been dono in = previous year. Fer cll other slowenoving itezs, ie
user deopertments can ndvise wkother thay 'wish the stocks still tc ta —os-Iz:,
ond, 1f‘so, why? In this catogery it 43 wmell tc Y% conservative »nd, =Il%or
all the investignticas have bsen oids, it is 2 oatter of Judgemoent es ¢
how nuch is disposed of imedistely. It rey be thought prudent oven to wnil
until scne slow-ncving items hsave appocred on the list for two or ncro
successive years bofcro finslly dispesing of then.

incl List 3 DSy
Whon the preliminsry list has been investignted as described 2l:sve,

a final 1list should be nede showing particulers of all itonms which it is
proposed to write down or write off. In some crgenizations = coonittee
consisting of reprosontztives of purchesing and stores, finnnec 2nd uscr
departrentsis set up to agroe tho final list. which is usurlly cpprevod
by a sonior mecber of the zmanngersnt bofore the agcounts sre adjusted and
before anything is disposed of,

The following informntion is typicel of that appeering on finel
1ist of this ldnd:e

(1) Vocabul-rly nucber of eech iten
(11) Desecription
(111i) Quentity is stock
(iv) Quentity to be rotaimed

_ (v) AQuantity to be disposed of
(vi) Ozizinel beok volwe of (i)

- (vii) Recormended book value of (iv)
(viii )Recormended beck valuo of (v)



(ix) .incunt to be writton off
(z) Cocments (e.g. rencris on ecndition, or slow rcverent
cf stock or sus cstions for rmethods of disposal).

«fter cpprovel, the cncunt to be written off is credited %o the
appromristo stock control accounts.

Jetariorntion of H-teriels in Store:-
It somptices hoppens that moterials in stod: doteriorate for orny

of the following reezsons:-

(1) The inheront nnturc of the cateiidl is such that it dotoricr.:us
in the course cf time, e.3. frosh fruit, unsteble choricel:,
(11) Inndequate storage conditions, e,g. cement gets damp end
solidifies, steel bocorss rusty, stztionery becomos diety.
(1i1) Dmrge in storo through eccident or bad hendling, c.g.
electric 1light bulbs rzy be dropred anmd droken, plaste-be-z’ s
ersily densgeod.
“here this heppens the stock will not be worth the velwe at which is
stonds in tho eccounts, ond edjustment must bo made to roetify this stovs
¢f affirs by reviewing the stock ncovcornsd end naking on estimate of the
valuw to be written off according to the anount of dotsrioration which
hes taken pleco for ench individusl item. This Operaticn cen be carsizl .=t
28 the otcesion crises or, alternatively, ot tho seme tizo os the stoek-
tzking or in conjuction with tho review of obsolescence cnd redundency.
In spocial circunstance, for oxccple, if there hes beon 2 fire or 2 sc:-ir::;
flood in the storc houme the review of stock far deterioration mey bdo 2
coopletely separete oercise.

SIOCK CEECEING:
Lhaclkdng Recednt -

decolpt into Store are normelly checked for quentity by weishin:,
counting or othorwiso measurinz. If this is dome propersbly it providos
& good foundntion far subsequent operations by ensuring, s fer 2s is
precticely, thet tho quantities taken on stores cherge ers correct in e
#irst instance, In sona orgerisations the prosess is crrricd further bty
chocking ndt the inccming ccnsigment but nlso the remaining stock slrendy
on hard at the tipe that the new consignnent is put awey in its place in ths
store house. Whethor this is wark doing or not is a mtter of opinion in
tke oirounstances imvolved. It depends upon sever=l foctors such ns the
vzlue of the item, the nature of the foods, the extent of tho stock Hel-nce,
tho reliedility of the records ard tkL, availebility and time.

Lheckings Tasue: It should be o metter routine for the storehcuse st=ff %-
check the quentities end descri;tions of ell issuss made beforo thoir hunde:
over.. It is nlso cormon practice to oipect the recipiont tc counter-checl: .
the quantity yeotived nnd tc sign for it. This profides 2 reasomzble -~ss g -
that quantities taken off stores chirge cre corroct.






ISSUE AND DESPATCH

The Service given by the stores department to nther deprrtments
becomes effectiw at the point when a storekeeper makes issues of gocds
and users will neturally judge the efficiency of the stores orgnnis-tin
by the standard of servica provided tc them.

AUTHORIZATION OF IUSUES:

Stores in stock represent mcney, and should not be misapproprintad,
wasted or improperly used. For this reascn, issues cannot be made inlis-
criminately and, bafore goods can be withdrawn from a storehcuse, thexc
must be some suthority for the transaction. This may be in the form of
a signed document, a verbal instruction or a rcutine arrangement.

The normal method is tn use an issue note signed in the approrri t¢
box by an authorised person, Storekeepers should have full details of tiu
names, designations snd specimen signaturss of all persons empowered t»
approve issue notes.

Issues-restrict authority to management within certain financinl
limits, In some circumstances it is convenient tc handover stores sim: 1
on a verbal demand by a known wnrkman or supervisor, without the presen-
tation of any weitten document. This is normally done only for items cf
comparatively suall valus.

Whatever method of authorisation is employad it shculéd be ajpprow.ri-<-

to the everyday needs of the organisation. Time spent if more sien:itori-s
redg.
IDENTIFIC.:TION OF WEQUIHEMENTS:

Provision i3 made on issue documents for description and stores
code numbers of required items to be quoted, and this information 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 inadequnte
or even inaccurate, and an experienced storekeeper will be axpected to
find out exactly what is wanted and see that it is supylied. He will ~1s-
check the code mumber on the issue voucher. Storekeepers must, therel re
be provided with copies of vocabtularies, spare parts 1lists and catalcoguer
so that they have the means of identifying requirements without relyin.
entirely on memory.

Goods demanded are not always available, and, when this heppens,
4t is the storekeeper's duty to suggest suitable alternatives. He shoul’
not allow anyone to co away empty-handed wtthout making every possitle
effort to supply someting which will meet the immediate need of the uscr,
To do this effectively, the storekeeper must be thoroughly familiar with
his materials and have some general knowledse of the production or
operational processes in hin fim.

PIMING OF ISSUES: So as to avoid delay in a busy storehouse, there =ill
be a routine to provide Tor a smooth and even flow of work. Arrensements

may be mado for issues to be made in the morning and some in the aftern. =n.

This should not be over done becsuse it must be remembered that the
watchword is service.



The -storekeeper should try to meet the convenience of users, and
restrictions must be applied to avoid uneccnomical peakloads of work j~esb.

1

storehouse. -
METHCDS OF ISSUING STOI:ES FOit INTERNAL USE:s

Issues must be organised to correspond with the needs of the
enterprise and sevaral different methods may be employ:d in one concern
at the eame %time for various kinds of etores.

Some methods in commcn use arese .
ISSUES ON REQUEST: This is the simplest method, and there are three
variations,

(1) Immediate issues on presentation of an 1slme/v1:6’t=§€y hand

(14) Issues made after the receipt of an issue note by post

(1i1) Iomediate issues on verbal request omly.

ISSUES ON HEQUEST-METHOD (1)

The orthodox form of issue procedure is where the user comes to
the storehouse and presents a properly authorised issue notegor similar
wvoucher giving details of what is required. The storekeeper than selects
the items wanted, and hands them over in exchange for the document.

Issue nctes may be prepared in any number of copies to suit
individual needs,

ISSUE OF REQUEST-METH® (i4)

. Under this arrangement,' the issue note is sent in by hand or b;(
post by the demanding department and the physical handin; over of stores
takes place luter, gither when the user calls for them at a pre-arranced
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 materinls, 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's.

ISSUES ON LEQUEST-METHOD (iii)
In the case of issues on verbal demand, & person requiring stores

calls at the issue counter and states hisrequirementa. The storekeeper
then selects tho items wanted and hznds them over. A4 procedure of this
kind is normally employed only for items of comparatively small value
which are required at suort notice, such as hand tools, nuts and holts,
cleaning materiels, lubricants, emery paper and cther consumables, The
storekeeper would be expected to know all his callers by sight and would
not, therefcre, make any issues to e stranger without some inquiry.

IMPREUT ISSUES: 4n imprest system is one whereby a list of certain types
of materials in given quantities is appraved to be held either in a sw
store or on a production line or elsewhere.

eoe/30
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At the end of a given period, say a week or a‘nonth, tre user concerned ~ro-
pares a 1list of the materizls he hes consumed durin: that time, and presents
an appropriate issue document at the main storehouse for replrcement &~ e
to btring his imprest stock up to the same level as it was &t the beginrin-
of the period. The arrangement iz often used for supplying parts and
paterials to technicians who travel about in vams providing after-sales
service or repair facilities to customers.

REPLICFMENT ISSUES:s For certain items, e.g. tools and gauges, operators
may be required to present a used article to the storekeeper before a new
cne can be issuad. This can be done with or without issue notes.

LOAN ISSUES: 4s a general '#‘.'3: the issue of articles cn loan from stora-
houses should not he encouraged, but it is sometimes ma.voidable. For
example, in the meinténance department, a mumber of comparatively expensive
tools or pleces of equipment are required for short periods of use at
frequent intervals. Such items are ammeters survayors' chains, levels,
electric handlamps, tap-and die sets, special tools and so on. These mry
not be on stores charge, but are controlled by the storekeeper and kept in
the storehouse when not in uwe. 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 whon ftems are returned to store. The store-
keepar inspects theregister at regular intervals, makes inquiries about
anything which has boen out on loan for a protracted period, and reports

to the appropriate supervisor any case where he is not satisfied. 4s an
alternative to signing the laon register, workmen are sometimes provided
with metal or plastic discs (known usually as a tallies®), The disce be.r
the man's name and/or works number and are handed over in exchange for
loaned equipment. '

DESPATCH: In a large storehouse there must be a routine for despatch to
the piaceu aerved, including the followings-

(1) A Toutine system for the time of receipt of issue notes, the

seluection of what isrrequired and marshalling of the necds
of each ocuatomer,

(1) A timed schedule of loadirg vehicles

(111) A detailad tramsport plan for journeys to users, timing
and routeing each vehicle and providing, as far as practi-
cable, for full lozis outwards and return loads

(iv) A regular system of checking to ensure that all items are
pat on the vehicles.

REFLACEMENT ISSUES: For certain items, e.g. toola and gauges, operators
pay be required to present a used article to the storekeeper before a new
ocne can be issued. This can be done with or without issue notes.

’ eesfd
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CO/ST ALLOC.TION:
Whenever material is issued, the value has to be charged to th¢”
appmpria.te‘intemal department or activity §r to an outside customer. - '
For this reason, all issues documents must show either the cost alloc’ vi'n
code number for internal issucs, or customer's name for external
transactions., The appropricte cust or customer's afc con be debited with
the value of the goods, and the stock control a/c concerned credited ot
the seme time. Por internal transfers between storehouses the value
of the issue will be simply a debit to the stock control a/c of ‘the
receiving storehouse,
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63C.5/5.4
GEAN, LY_COMMISSION INDZITING PROCIDUR

The Commission's Indenting Departments which mumber over 50 (fifty)
are requirsd to submit their requisitions in accordance with the classifi-
cation Book (Appendix VII) supplied to them, The requisitions which should
be "procegs-warthy" are to be swuitted in triplicate on standard farzs
(indent) and in apmropriate colours depicting the urgency of tbs requirezest,
The indent-forms which are ocbtainable from the Government Frinter, are ussc
in the manner expleined hereundsr:-

(a) STANDRD GP/Y/9005 (WEITZ):-

This form is white in colour and is used for narmal
anmal replenishments. This form as with other forms menticmed
below contains a certificate indicating the discretionary
allowance within which the Comisaion may accept or reject =2
offer from the supplier,

(b) URGENT GPAy/0493 (TELLOW):-

This indent is Yellow in colour and is used when suprplics
are urgently required in order to preweant the break-down of
essenticl services. Such indents should be used ir emergendy
cases as such purchases are usually very expensive.

(c) ATI0NAL G ‘-

This indent is Pink in colour and is used when supplias
are yoquired as a mtter of extreme urzency in order to moet
unexp cted emergencies. Examples of such semergencies ars,
wars, riots, civil commotion and the like, This method of
purchasing that is referred to as "30S" and has special
procedwres e indicated in 4 (5).

(d) ERo RY_G, 2)t-

This indent is usually Blus in colow and is used whea
demands are made for propristcary or speciality stores.

2 SUBMISSION OF INDENTY:

Indentors are required to be prudent in requesting sta i of
a particular wake ar brand because such demnds far propristory
stcres normally tend to be uneconomical. Indenting Departzonts zre
also required when submitting indents to the Commission to ensure
that the indents are signed by authorised officers whose speciren
signatures are lnown and held by the Commission and also the
indents should heve the relavant Import Licence together with the
appropriste fimancial cover or Banker's Guarantse. Unnunbered
Licances are generally not accepted by the Commission execept where
transfers of sums of mongy are not involved.



In regerd to departiments and corporations vhese finences are ..
controlled by the Controller and .ccountent.General, the Commission moy
demsnd cash cover before the processing of their indents is comsenced.
4s far as poswible, indenting department should arrenge their require-
ments on indents in accordence with the groupings as specified in the
Commission's classification Book., This is necessery in order to avoid
unnecessary aplitting of indents far the various Ghama Supply Cmmission's
purchasing Sections concerned.

The Commission does not accept indents submitted for processing
within two months of the clcse of cach fimancial yeer because orders
Placed within this periocd mny not have been executed, paid for and
shipped before the end of the finencial year. Normelly indents
recsived Auring this period are trested on "emquiry" basis and confirrcd
after the Commission has been assured that provision hess been mnde far
then in the estimntes and this has been erproved by the Governmmsnt,

The Commission a lows Indenting Departments and Corporaticns to
make preliminery engquiries with a view to obtaining the correct specific -
tions only for the products required; although this service can be
undertaken by the Ghann Supply Commission. Where the scurce of informntics
15 quoted on the indent, the Comnission regards this as e useful inforcr-
tion but is not bound to place ordors with the suppliers mentioned in tle
indent.

Indents which are submitted to the Commission for processing znd
should be completed in all respects, should heve financial cover and sicll
also specify in full tho correct technical perticulars of the stores
required and be eccompanied by drawings where necessary. Far 3totutory
Corporations eand Depertments whose finances are controlled by thenselves,
the Comnission moy require a deposit equivalent to the total cost of stcrc-

to be purchased.
(3) ? OF DUT G D 2ARING CRARGES:

Departmeats are adviscd to include in thedir yeerly estimates fcr
indents, elements of the above charges to emable the (Adccountant~Gensral)
malke appropriate provision for the immedinte settlement of the bills to
ensure Quick clearance of Government Cargoes as and when thay arrifeat
the Ports.

Froight is usunlly estimated to be 15% of the F.0.B. (Frec on Bozrd)
valus of the goods and the other port chargss togethor are also estimeted
to be 5% of the F.0.B. value, Regarding the calculation of Customs
Duties, Departments should be guidsd by the Customs Tartff, copies of wiich
are already in their possession. :

Dopertments are 'ltrongly advised .to adhere to this procedure to cvoil
the holding of Government goods at the porta by the shipping Lines 2nd tic .
Railwvays ond Ports Authority.
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(9)
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\:. BSVDMATED DELTVZRIES:

The delivery specified on the indent should be realistic and sheuld
tako into comsideration all factars having regard to time nceded for
obtaining quntations, the processing period of contrects and also perici -2
mmfacture, inspection and shipment. The use of such terns as "irmedi.‘e¥
¥ag gerly as possible,® "priority" etc. as substitutes for egxpected
delivery dates must be avoided. Where indents are subnitted with such
vague delivery terms the Registration Offiwer should advise the Imdentin:
Department to be more apecifioc and to quote tbe actusl date on which the
stares are expected.

RERE.T CIDERS:

Yhere there is a further dennnd within 2 months for an iten eitisr
Supplied or on order end provided that there is no change in the price since
the awerd of the provious contrcoct, the Commission shall roquest axistines
Supplier to repeat the order.”

»308" PURCH.SING SBIERGENCY )

Vhero a dspartment is subnitting an indent to the Cormiszsion for
energency purchases, a written explanntion of the need for the encra;oncy
purchases (1f the value is over and above £30,000.00) Thirty thousand cadis,
is required. The irdont or ths covering lettor should be merked "303" ard
initinlled by the appromriate indenting Officer whose specimon signaturo
is held by the Commission. =

all emergency requosts should be uddress'ed direct to the offica of
the Chisf Purchasing Officer who will endorsec the indent at the
appropriate column for "S03" action to be tzkon.
BURCH.JE OF STANDARDIZED STORES:
) The Commission compiles certificates for stondardized stores
required by the Indenting Depa:stmenta. The coertificates which should
contzin the necesscry technicel appraisals and justifications for stonderde
igation, are held by the Registretion Jaction. Where such certificates -xe
accepted by the Comission, the Commission shall rely on the skill and
proper Judgement of the Indenting Departronts and shall not invite tonders
for such products. Indenting Dopertments ars howover, cdvised tlat it is
umsafe to standardize on products indefinitely as new and better nmodels
normally enter 'c.he narket,

FURCELSE OF JPZCIALITY STORES:

¥hore the indentor certifies and this is approved by the Cormission
that the product is of a specielity nature and that tho item canmnot be
panufoctured or supplied by eny cther memuf~cturer or supplier, the toxzdor
systen is accordingly waived. This category of stores does not include
propristory produets.

DIAECT PURCEAIES:
Direct purchase are allowed for arders of value up to ¢10,000.00
However, where the items is not urgently required, the Purchase Officer .=
invite tenders but not for orders of wvnlue up to ¢3,000.00.
I

LI IRAE 1Y



(10) 1QC.L PRIH.SE OGIDRS:

The Cormissio:n hes corpiled o list of some Sovernment Zo ~rwr. .=

and these ere required to vrovide deposits for zll their loczl murcl b

Jith regard to the other depertments the followinc piyreat

arrangenent will ay;ly:-

(1) Indents should be submitted to the Cormission in the
usurl rmenner showing the loccl source of suprply, if =mon.

J2) After the gocds hove been delivered to the indentirnz

" Departoents, the Comission will forwerd its usuzl siniorost
of lecount together with Invoices ecnd relevanmt wiy=bills to
the Indenting Departments for payment to be made to the
Cormisaion yithin 14 daysg of receipt of the Statement.

This therefore implies thot the suppliers should be notified on

the order thzt payrent will be mnde within 21 doys of the rocei t cf
the relevant Woy-Bills duly erdorsed by the receiving Jepertoent.

1.

of

I
SPILL QVERS:

This is the process whereby indenting Departments sre advisod
of both committed and uncommitted orders two months before ihz g cr

cover in the cominz financial yecr., This exercise affects ornlr
Covernment Deparinents as unutilized votes allocated for the stcgpg
lapse at the end of each fincnein]l yeer. For the comitted
orders, there is conitractual oblisntion to be honoured by the Ghr=.
Supply Comnission end it is essential thzt they be cerried over iz
order to evoid cxy brezch of conmtract.

~DEP_RTIENT.L TRLN :

The Cormission has no astzblished nachimexr for detecting
surplus storos in eny Govern—ent Dopartrment. “Yhere the Corzissicn
is notified by an indentor of the existence of surplus stores and
whero the Ghrno Suprly Comission is aware of a decend fron ~nciker
indentor for sinilar stores, n transfer of the stores is eflectcd
and the anounts invelved settled on deportmental beais, The
tranafer is mede on a tranafer certificate, copies of which cuy b2
obtained from the Stores dircctorate.

Faulty purchrses forms shall be issued to Indentors ot tho and
each finaneinl yenr for corpletion and return to the Comisgic:z.

Intornntion require: sh=ll include the following.

(1) Comes of unsatisfeoctory contract performances resulting
form: -

(o) Inferior itenm or part thereof.
(b) vrong iten of port thereof eéc.

Outl;s‘
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{2) Very l:te deliverics not beyoni the control of ¢ s'.'.:»,'lisi-

and 2lso deliveriss osher than those quoted by the su'iliac.

(3) .ny other informztion abou’ the supplier, which iz “3e
opinion of the Indentor mey e vitul to ke Cemission.

The purpose tehind this e:mreise is %o be able to cozpile
reliable supply ixformation on ouly effective su;pliers.






(iv) JEOER CCEPTUNCE:- Under normal circunstances it is the lowest
offer among quotationa for the same spefification that is accepted.
Tenders are advised that it is the most competitive tender thet
almost invariably wins the award. Vhere for any reason the
Commission and/or the Indentor aceapts a quotation other then the
best offer, the necessary Justification and reasons are produced
to support the acceptance and the perticulars are submitted to the
Ministry of Finance. o

The Commission wishes to assure its suppliers thet it will
sndeavour to maintain the best and the nost up-to-date tonder
aysten and that qusrioa, if gny, arising out of any tender mat be
addressed to the )hnaging Direetor and marked "TENDER QUERY®,

ISSUED FROM THE OFFICE OF GELEY
SUPPLY COMMISSION, ACCRA.



. . ’ ' THE BUDGET

———————

The budget is an instrument to translate policy objectives
into action. To this end the tudget indicates the policy objectit .

of the Government (political m*ction), guthorises spending and t&:
levying of taxes (Legal function, ) indicates who can spend what anu
-for what purpose (management and accountability function) and shows
the economic significanc- of government activity (economic function).
The mein policy objectives that c:e translated into action by means
of the budget relate to: ,

8. The allocation of resources, this involves detemj.nin&
the 1evel'of various government functions (health,
education, defense, etc.) and the mix between

. consumption and investment. .
_ b The redistribution ot income and wealth among
persons and regions, through particulaer forms of taxa-
tion, the provision or subsidies and transfers and the
renderinguof services, all of which may benefit some
more than others. '

Ce The stablisation of the economy through regulatmg the
level of expenditure and taxation so that there is :Ln
thé econcmy as a whole a balance between aggregate ’
demand and supply. )

TPhe objectives of the government's policy, when state preciselx,

. 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 dirre,r among activities, thus
the means %o achieve the objectives have o be analysed and chosen
carefully. ‘

While tae u_;u;_mgngms have an importance of their

om, it should be stated that the Composition of expenditure are
also equally important. Por’ exsmple, should current expenditures

be (on then Capital axpcnditure) While no apeciric guidelines coTr
can be laid dom indicating the optimal mix, some factors affecting
the pattern og government e;genditures are noted 'below. These are

sxhaustive nel ‘s the o"uer indicative of relotive I=portcmcs.



i. | Envirannfenj:al factors
Geography (including climete and location)
History
Constitutional framework (including legal
ingtitutions)

ii. Technological fectors
Population growth and age structure
Population density and distribution (especielly
urbanization)
Production (and consumption) technology

iii, Economic factors

Growth of national income
Distribution of income (including regional
distribution)
Tevel end rate of growth of per capita income
Rate of price change
rroduc_tivity changes

iv, Political factors
_Ideology o _
Character .of politicel institutions
Tax to)arance
Occurrence of crises
Attitudes to centralization

v. Administrative factors
Nature of budgetery process
Nature of bureaucracy
Habit

{PARLTAMENTARY _AUTHORTSATION

After the preparaticn 6f the revenue end recurrent expendi-

ture oatimatea; the position would be clear as to whether there was

any deficit, In case of any deticit; the Minister of Finance has

to propose measures to raise money to finence the deficit so that

the budget would balance. The budget is then submitted to the
3~piret for approval after which the estimates are printed for

- L. %0 Meomims of Fentirsont et lozzt RaTnT_ oS Lo NC L.



-3 -
Zudget Day, as required bty the Standing Order of Parliement.) The
Dudget Day normally falls within the first few weeks of the new
2inancial year.

‘am  the day the budget is read; the Minister of Finance
zoves in Parlizment that tke financial policy of the Government for
tiot finencial year be approved. The budget speech contains a
comprehensive account of the physical end financial position of the
zovernment for the previous year as well as that of the ensuing yezr.
The speech also contains an economic survey and rorecast; and estimetes
of ievenue énd 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 -
ocmmences debate on the various aspects of the budget proposals. The
estimates of expenditure for the verious yinistries and Departments
are brought under critical examination. The debate in the Committee
of Supply can range over ell metters relating to the particuler

services of the Ministries and Depertments concerned as well as their

overall administration. Ministers then have to introduce separate
motions to ask the House to approve the estimates of expenditure for
their respective ministries end departments.

The Constitution requires that the estimates of expenditure
shall be included in an Appropriation Bill to be intrcduced in the
National Assembly to autgorise the issue from the Consolidated Fund
the sums of money necessary to meet the expenditure.

Whilst the debate on the estimafes of expenditure would require
the National Assembly to be in session for a considerable number of

days before they received approval, all tax proposals become effective
from the Budget Day before they are later embodied in a Finance Bill,.

e e e e

The budget statement provides figures and necessary information
relating to certain payments of a capital nature for which there is
utatutory power 4o 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.
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fpelow the line", Suck items include the following:-
1. receipts applicable. by statute to debt interest
which wéuld otherwis.e be pzid 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 cf expenditure er: nct
zpproved ‘by Parliament right at the beginning of the ensuing .
‘financial year. Since the govermment has to carry out its services
until Ta:;liament finally approves the expenditur=< estimates; Provisicrel
Estimates, also kmown as Vote on Account; which form about a quarter
of the draft estimates, are (given approvael by Parliement, even before
the budget statement come out. 1In practice; the Provisional Estimetes
are approved by Pariiament)- without any debate. This procedure is
adopted in order to save the time of Parl;l.ament.,- The Provisional
Estimates are not scrutinized .and debated by Parliament; for t_he
reason that they form only # small proportion of the overall eetimé“
which will come before _Parliament for debate' after thé Budget Day:.»

After the budget mumentaxy) authorisation;
the next stage which follows is the execution of the budget.
According to the {Constitution expenditure could be mede out of the
Consolidated Fund only on the author:l_.tj of the (Parliement.) The
‘Copstitution’ gives the ‘Minister of Pinance the authcrity to release
funds to meet the expenditure requirements of Ministries and Departments
as contained in the Annual Estimetes. .This is done by the issue of
the General Warrant by the Minister to authorise expenditure, After
the issue of the General Wa.rrant; the Controller énd Accountant-General

will then send out a Treasury Circular tc Principal Secreturies and
Heads of Departments who are in primary ooutrol of the votes under

the' various items of expenditure. This authority is delwgated to
subordinate officers to meke payments by issuing departmental warrants.
The heads of departments have a boundeﬁ duty to control the expenditure
of their departments. The General Warrant also requires Eeads of
deparﬁnents to make expenditure to the tune not exceeding the neot
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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 erfective; Financig.l Encumbrance is used for recording any
oxpenditure made uz}der sach item. To prevent any excess expenditure
within any querter, Ministries and Departments are advised.to abide
strictly by th:l.g regulation. An occasion may arisec where, for
certain reasons, a pé.rticula.r ministry of department may wish tc =xce _

its guarterly allocation. Application to this effect should be sant
" to the Budget Bureau for approval. .

The neture of control exercised over Development Estimetes
differs from that exercised over Recurrent Estin;ates. No expenditure
could be mede 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 uncier the development estimates must
first sutmit application to the Ministry of Pinence. The schedule
officer responsible for that perticular ministry or department will
sorutinize the epplication and £ind out from the cash flow snalyeis
if sufficient funds are available under that sub-ifem. If the
appiicat:l.on is fuund to be in order; a warrant is prepared fer 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 portc;med. The warrant~also demenis
details of how the amount required will be spent in respect of the
project. Unlike release of funds under recurrent estimatea; the

system of releasing funds quartely does not apply to development
\estimates. Propress on a particular project will determine the

unc{mt to0 be released and when the release should be made., The
gg}ct{.m carried out enable the Ministry of Finance to emsure thet
money hakbeen gpent with Jgdgement and honesty and in accordance with..
the regulaticns concerned. Inspections of this nature are primerily
the duty of the Ministries and departments meking the expenditure,

but it has been realised that either these :I.hspections are ineffective

¢r tkat they er2 nct cerried out at all. For that metter, the Zuiz’
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Divinion: does not get the correct budget implementation
repert. It is therefore necessary that the Budget Dizision
should supervise the programme and policy control carried
out by Ministries and departments themselves.
. ACCCONTING AND AUDITING
Woen Ministriecs and Departments have availeble

furis which Parliament has voted for them under an

Appropriation Act, the spending and accounting for them are

the sole ro naibility of the ministries and departments
glone. The Kinistry of Finance does not exercise day-to-d

check on expenditure incurred. Proper and up-to-date
account of expenditure and revenue receipts, however, should
be kept. The C itroller 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 guch a form as will meke it easy to compare
actual revenue and.exyonditure with the estimates for the
year which form the basis of the accounts. He keeps
separate 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.

To0 enable him to perform his duties effl iently,
the Controller and Accountant-General has Chief Treasury
Officers 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 machinecy to ensure that funds
are applied to thu purposes for which they were voted and
2180 to eneure tha', all revemve collected is paid into
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chest. An Auditor General is therefore appointe& c

under the Constitution to audit and report cn public
accounts of Ghana and of all public offices, including

the Courts, the Central and local governcent adninistration,
the Universities and other educational institutions,
statutory corporations and any organisation established

by en Act ¢f 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
gurcharge such unauthorised expendifure on the person

who made it. In respect of revenue, he can invoke the
power of surcharge on any revenue colléctor who fails to
bring revenue collected into account, Iq the event

of any loss or deficiency in public funds, the Auditor-
General also has the power tgo 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 Contrcller 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-Gemer~l 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 goverrment
and could therefore perform his duties without any foar

or favour,
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DISPOS F UNSERVL 3

0fficers who have the use of stores are required to emsure that
the best and most ecomomical use is made of Government Stores. When they
become unfit far further use for the purpose for which they wera acguired,

- &ho stores must be promptly boarded and disposed of.

Stores which become unserviceable are retwmned to the store of issus
and taken on ledger charge. The officer in charge then request the appro~
priate suthority to arran;e for a Board of Survey to examina them for their
ultimete disposal. -

There are three methods of Board of Survey; these are, Brealm(es
Bool:, One-Man Survey and Three-Man Board of Survey.

Brealages Book: This method &llows for certain pre-determined stores
t0 be bosrded by 8n officer duly authorised to ocperats a Breakaces
Bock. The stores involved include tools, small mechanical spare
paris, crockery, time-expired drugs, school or 1ibrary books,
dnstitutionsl slothing, bed linen, etc. This Book vill not be uscc
for writin: off stores which have becoms unserviceadle other than
through fair wear and tear in normal wie.

Onewcan Survey: By this method any unserviceable store the originel
value of w ich doea not e.ceed ¢200 ray be boardel by ane man
usually an officer of the department. hoiding the atores. Cme-Man
Survey may not be held on stares which bave beccue unserviceable
other than through fair wear and tsar in normal use.

Wz In the case of all other stores, i.e.
all stores having an criginsl value of more than ¢200 and all storss
which have become unserviceable other than through fair wear and
tear in normal use, » Three-Marn Board' of Survey, consisting of a
President and two other members, ane of whou will be an officer from
the departmnt cantrolling tha stores, wili be held,

When stores of a technical nature are to be surviuyed, a technically qualifiad
officer will be co-cpted to assist the Board.

In the course of & Board c¢f Survey or One-Man Survey, the store-
keeper w11l be present to help in the survey.

The Board will 1ist all items on Storss Form 10 quoting the date of
receipt, criginal value, condition, cause of unserviciable, etc. A Separate
form will be prepared for stcr 8 which have be come unserviceable other tlmn
through fair wear and tear, :

. ..../’2....



The Board efter examining the items will recommend cne of the
followin disposal actics for each itemi-

(1) by destructim;

(1) by sale to the public by auctian or by some other meens;

(441) by salvage; that is, by cantioued use in the same departnent
(e.g. 88 cleaning rags in the cese of unserviceable linen)
at 2 nil valuatim;

(iv) by transfer to another department at a nil veluation;

(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 ledgers
thereof at a reduced valuaticn,

411 stores which have been recommended by & Board or (mne=Man Survey
othor than those .camended for retention in the Service at a reduced
valuation will be indelibly marked before the close of the meeting with the
inscription "GG/BS".

111 unserviceable stores recommended for disposal by 3 Board of
Survey or (ne-Man Survey will remin on charge until approval has been given’
for their disposal., When approval is given the storos concerned will be
issued off charge by preparing S.I.V. and quoting the relevant authority
on the voucher.

Hrite-off suthorities are as for loss of STORES uner (a).

In 1973 an Interim Procedure for the disposal of stores was intrciuc:il
to ensure prompt disposal action. This interin measure become necess2Yy Es
8 result of 8 survey which rovealed that thousands of items which should
have been disposed of years ago weré still held in stock.

The cantimued prosence of these old stocks burdened Ministries/

Depariments not only with locked up capital but also, with unnecessary
operating expenses by wey of sccommodation, accountiugand auditing costs.

It was realised that the sccumilation of unwanted stores could
minly be attributed to the cumbersome pature of the old procedures for
disposel of stores. For this reascn a Ministry of Pinance Circular No.
C.2/T5 dated 24th Septerher, 1973 was issuod to Teplace, temporerily, the
then existing procedures in order to clear ths back log of unwanted stcres
from storehouses and stock yerds. Accordingly the ciralar suspended the
operatims of:-

(s) Store Regulaticn Chapter XVB, Paragrsphs 202224 ™Disposcl of
unserviceable stores and Equipment®.

(b) Store Regulation Chaptor IVB, Poregraphs 225-228 "Authority fooy
¥rite-0ff Storee",



The operation of the Interim measure cen be summerized as follcua:-

(1) Departments w.ll notify the Supply and Stores Inspectorate cr
the existence of unserviceable, surplus or obsclete stores.

(2) The Inspectorate will mend a Supply Officer to inspect the
stores with an officor from the depertment concermed. They
will determine the disposal action necessary for each item ard
recommend accordingly. All items will be listed on & Certificc::
of Unserviceability/Surplus (Pre-numbered and prefized 'A') zxi
the two officers jointly signing the Certificate. The issue
of the certificate authorises the strildng off the items frcn
ledger charge. '

Items of a technical nature are examined by techunieally
qualified officers who are requested to issue reports and [ive
an estimte of the screp velue., The reports are atitached tc th:
certificmata,

Cortificate of Unserviceability/Surplus is distributed as follows .rl
under coverin; letter by the Inspectorates-

(a) The Heed of department concerned

(b) The Principel Secretary, Ministry of Finance (Control Divisicn)
(¢) The Controller snmd Accountant-Genorsl

(d) The Auditcr-General.

(3) When stores are recommended for Destructicn; the two officers
will cause the items to be destroyed promptly and issue a
Certificate of Destruction (Pre-numbered amd prefixed 'B'),
The certificate which will indicate the methcd and place of
destruotion will be sizned by the officers who cerried out the
distruction and is distributed as at (2) above.

The oertificats will show the relative certificate of unscre-
viceability,

(4) Stores recommended for sale cn the originating Certificate of
unserviceablility will be socld by the department concerned in
the manner recommended on the certificate, When sale is to be
by public, auction, the covering letter from the Inspecto rate
distributin, the forms will indicate that it should be dme withixz
30 days, JAmount realised from tho sgle will be paid to the chest
by the department and the treasury receipt together with the
auctioneer's sales account will be sent to the Inspectorate for thu
issue of 8 Certificate of Sale (pre-numbered ard prefixed 'C').
The certificate is distributed asat (2 ) above,

The interim procedures for the disposal of stores will remein in force until
nevw procedures to be embodied in new stores Regulstims bein, drafted szc
promilgeted.,
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in antidote teo suck situsticas =os santicnod 2bove is that ie
stcrekeoper cust £lWoys epsure thet geods lecve the storos in the —onzer
in whieh they cone, end this is sorctimes descfibod =8 the storekcopcT's
ngGoldon Rulo® "Pirgt=in-first~out”. ‘

Unsuitablo Conditions
Ceront by its nature solidifics if it gots decp. It is ossoztizl

therefore o stock conment in dry, woll heated croa;j in generzl, should M
stacknd not pore them 6 to B bogs high; should be stored off the greund
on dunrhze, &s far 2s practicable, the first-in-firsv-out srocedure shill
be ndopted during issws.

Irrea: 411 articles modo of ruvber eonnot stand too much heat rnd
mst thercfore be kept ewey fron héilers end redistors cnd other ho-t
asources, cnd tyres aro not exccpticn,

Yotels: These ere 1inble to corrosion when roquired to be kept fer
long poriods thay should be protected witk e coeting of oil, greese or sii?
other alushing coopound produced for thet purpose.

Exception to this is iron-ccstings which moy be storod outside
deliberatly for purposo of ®apeing®.

Tool Herndlog: Thoso ore bost stored flet in o cool dark store. TE37
are likely to warp if plecod in contzimrs or atood up.

. Jicbhcr Onwns Thoso should bo storod imside tho storchouse or wiii:
open-aided shods. If it boconos wet it is attoeked by fungi, so plense X
t+hon clveys dry. Bonrds should bo stocked with scentlings in betweon !
for air to circulste. '

Gea Cvlindora: Epty cylinders should be lkopt sopersto fron 1l
cylinders. Store rooms should be well ventilated cbove end below. 0702
should not be stored nixed with combustible snsses suckh ns acotlyloma.

spetlylene cylinders should not be stacked out alwrys stored uprisht.
Oxycen cylinders should bo starod horizontelly.

Srecizl Stomege: Special procautions are nocessary for somo cnto TRl
of supplics. Explosives rust bo kept in specislly designed magezines lor
as far avey es possible froo prenises occupied by poople and storos.
Gonorally the storcge of explosives is goverped by specicl govarnment G- P
tions. Lcids ond ipflermable stores mmt be stored awey from -ain storo
buildings and in specially deaigned buildings protected by ramparts.
Voeccines, Sexc and cortain drugs nust be kopt in cold rooms in ordor t:c
preserve dheniin = condition fit for issue. Redio active petopicls roquirc
very specisl storcgo end ere hendled only undor tochnicnl supervision.
Rofrigorztion roocs must be providod for perishablo foodstuffs suck cont,
£ish, poultfy, butter anl choesé.



WORKSHOP ON STOHES fND SUFPLY MLNAGEMENT
16th SEPTEMBER - 6TH OCTOB=R, 1979
FPOR_SENTOR MTNISTRY OF HRLLTE OF SJICERS

LEGON, ACCHA,

SUMMARY OF 1ST WEEX

Programme of Course Content: This was based on the knowledge, experience
and expertise of the directorate of the Inspectorate Division, Miniatry of
Finance, and also on the result of the analyses of the responses to the
pre-course questionnaires sent ocut to participants prior to the commencement
of the course.

Objective of the Pre-course Questionnaire: The wain purpose of designing
and administering the questionnaire was to ascettain the degree of

differences botween the course organisers' objectives and the knowledge,
£kill and attitude of participants on the job situation. This was necess Iy
in order to (a) design a specific programme which would bdring about an

improvement on the performance of participants &fter training and (v) te
prepare ley urers, discussions leaders etc. on the level of sophistication,

the pitch and mode of teaching whichwould be most appropriate for this hish
level of participants.

The course programme was divided into three; each part with its
specific objectives:

The Objectives of the Pirst \ieek:i.To provide a congenial learning atmosrhere
from which participants can sciect those arens most pertinent to their

needs for training.
i1, To give participants a general

overview of all “he aspects of stores and supply mancgement and also to
introduce participants to one of the methods which will be used to evalunte

the course, namely their ability to solve similated problems presented

in the form of a case study.
iii. To emphasise the need for team

work in any mnéement situation by grouping participants into three
matrices or groups for the purpose of solving a problem or problems in o
group. (Group dynanmics)

Monday 17th Sepiember: The formal opening ceremony by the Director of
dedical Serxices could not come on owing to unavoidable circumstences.
However, Mr. S.K. Kwafo, the Deputy Executive Director of the Ghana Nation~l
Family Planning Programme was able to attend and welcome participants to the
course.

"Ice Breaking® Ench person introduced the person next to him or her and by
the time of the wmid-morning break there was one group instead of individurls
from different regions.

...../2



Course Overviaw and announcements followed the introductory session.
Tre 'ice breaking' exercise and the overview of the programme took cr e
of the first objective; i.e. creation of a lecrning - teaching atmosphe

Course fdministration: The participonts were divided into four
adeinidtretive groups or committees as follows:

1., Steering Committee « Chairman Mr. J.a. Cherway
2., Medic2l/First 4id Committee - " Ms. Agnes Brown
3. Entertainment Committes - " ¥r. P.X. Amodzin
4. Catering Committee - »  Ms. Alma Adzraku

Feedback of analyses of Questionnaires

Each of the answers to the questions was discussed to try to lead
participants into the arecs where differences hetween their answers end the
trend of thinking of the course content designers existed. In other worie
the 2nd objective of the first week was ochieved to a large extent., All
the questions could not be discussed in view of the time a2vajlable. TFrom
observotion, the clnss was alerted and ready for the work which was shead.

This first day's procramme, Wof deliberately relaxed, fairly unstrucs
tured and experiential to & cettain extent;

4. to moke room for late arrivals
44. to afford the organisers and participants the opportunity
' 4o study one another end to choose the most appropriate
strategy. (for the participcntis & strategy for learning, fo -
the organisers e strategy for teaching methodclogy).

Tuesday 18th September
Introduction

One of thé essential elementy in effective and efficient manegemen t
is the *Mind Set" of the Manager irrespective of the Jevel of the mansCer ir
the organisational setting or vhat it is which has to b managed. Manapemant
is a process which goes on at all levels of any ovganisotion or enterprise
from the grass-roote to the top administrator's level, At any wf these
1eveh,'hether at the messenger, field worker or community worker level,
supervisory or directorata levels; Manr.gement By Objective (M.B.0.) em be
effectively executed if the fullowing are clerified;

a. The ultimote goel of the organisation of which the Maneger

is o part.
b, EKnowledge and skills of the nature of the functions 40 e

performed ond the conditions under which one will operate

c. Understanding of hin/herself (the maneges), his/her attitale
towards the organication and other people in the organisation
and the attitude and needs of the consumers Or receiplents of
whatever services the orgnnisaﬁon provides.

d, The target or targets to be achieved

¢. The micro or immedicte environment of the manager md the
macro or broader environment within which the organisnticn ‘



as a whole exists.

The ebove can be represented diagramatically thuss

GOAL o
’I‘AI}IGE‘I‘
OBJECTIVES

! 1 .

uo&;mumcs — M e BvIROENT
L

The manager of stores and supply, the objectives, kmowledge 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 Summnry: of each of the .ccdemic areas covered in the first week
hzve been Stated . telow,

Genernl Stores Punction, Description and Idenfiti€ation

Tarzet and Objectives: The stores and supplies manager is a member of &
team whose ultimate geal is the physical, mental and spiritual well bein:
of indiviluals in the community.

His specific or immediate sub-objsctive towaris the organissticnzl
goal is to help minimise the costs of the industry (in an industrial
enterprise) or the government orpanisction, in this case the Ministry of
Health, by maximisin: the utility received for the money spent in procurin.:
and consuming the goods and services needed by the organisation while &t e
same time minimising operational costs or ]o-u from shortages caused by

wuntimely deliveries.

Prom clealy defined objectives such as the aboveg one can see that
the stores and supply mameger should imow (knowledge) what to doj
(a) maintain a vigilant eye on both the usefulness of an item as well =8 i°s
costs in procurement, storoge etc. He/she can also \m.derstand the criteri
by which his/her managerial competence will be evaluated, that is in terms
of the operaticnal costs to the organisation.

The Target or recipients are the persons needing health (mental, physical,
spiritunl health) services.

Knowledses Understanding and appreciztion of the followingms
The advantegoes and discdvantoges intese processes:
{., V¥hat is meant by utility

1i. Types of utility (a) Fom é Time
(v) Location (place) (d) Possession



(i1i) Price or cost

(1v) Quontity

(v)  Identification

(vi) 1Issue and despatch

(vii) Stores occounting

(viii) Storage and preservation

(ix) Selvaging/utilizetion

(x) Essentinl steps in procurement

(xi) Purchase Request format

(xiz) Asocertaizment of needs and who decides on those naeds
(xi11) Boysicol, chemical and performgnce specifications,

wle of

(1)  Beeds asscssment skills and communication of needs offectively
o the sourco/supplier. Understinding tho use of the vorious
forms, formats and authoritative source.

(11) Anolysis of proposal

(144) 1Issuing of purchasing contract

(iv) Pollow up

(v)  Inspection and roceipt drill

(vi) Stocking apd Issuing procedurds

(vii) Completion of Rocords

(vid) Advantoges ond disadvantages of the verious methods
of description of quality .

(41z) Careful selection of Vendor(s) to avoid overdependency
on monufacturors and unnecesscry cosis. '

the ont(g): Ap undorstandirft of the oporational
environment: MICRO “XD M.CRO

(1)  Understanding the manufacturors' ooncern for changing tho
utility veluo of form in order to make profit.

(14) Understanding the supply administrators’ concern for changing
utility of placo, timo and possession for tho bonofit of his/
hor organipatiom.

(i11) Understmnding the use of the item and the form in which it =ill
be most usaful; the conditions of storage and presorv=tion and
possiblo subtituos vhich con ochicve tho samo organisationzl
goals at minimm cost.

Sillss How to manipulate the immodinto envirenmant shich ia under tho
contpol of the storos znd supplios mnagor to nchisve his/har objcctive
and sub=objoctives.

Various mothods of marimising tho utility per cost ratio of an iten

o.» By (8) Kooping tho cost of the item constant whilo ot tho
snmo timo doriving othor uses from it. e.g. insts-d
of tuying a drug for the prevention of prognincy 'nd‘
anothor drug for regulating ovulation, one drug n{



cen porform both functions will be a better buy then 2 differont
drugs at a higher price or

(b) Mapimise utility value znd nininise cost at the same tine by
buying the drug/item which is cheap but which can perforn scver 1
functions effectively.

Group work on Crse Study

Introduction and guido lines. The main purposc of working in cTours
is to foster “eam spirit, loadership roles and to enhmnce the particip-tisn

Ld -

and contributiam : of ovary individusl, Tho operativo word boing co=oper sise
ipstocd of compotition.
Hodnosd- t tcpber

Pollowing on from tho goneral oriontation and orudite paco sotting
locture on Storos and Supplies Managoment and functions by Mr. I.K. Ocsd,
Diroctor of Supply and Stores, tho rest of the weok was devotod (os will be
subsoquent woecks) to in-dopth treatmont of exch subject area. Thus on
Hodnosday tho following vwore the ereas discusscd,

iption of Stores and Jdontification o ores

Purpose: The need for meticulous description of an iten in supply
nanagenont are:
(1) To avoid tho denger of purchasing an unsuitable item.
(11) To avoid possible confusion of stores accounts
(141) To ovoid paying for an inferior article/iton with the
price of & suporior ome.

G & dent 2t a. t

(1) Desoription of spocification (physical, chemicel or
functional)

(11) Tho Code

(141) Stock or Prttorn numbors

Although Erond names also aid in the procoss of spocification, thoir use i3
to be avoided as much as possible as they are likely to vary.

The importance of Description of Specific-tion cannot be stressod
enough ond many Manufacturing concorns endeavour to conpilo and roview
catalogues of the products for this purposs.

In Ghana the moed to aid in the specification of items' and
descripticn have Jgd to sevoral attompts at trying to compile stock
vocabulary snd to code common stock itepms; by various organis-tions such ~3
the Public Yorks Dopartment, Ministries of lgriculture, Health etc.

28 managers of supplios and stores the omus of oduccting the rest
of the health team members cm tho accurato specification of thoir meodcd
itens should forn pert of the on going 0.J.Ts On the Job Trainig .



This has the two fold adventags of lessenins the workload and rosponsibili<:-
of tho stores manager as well ns providing tho needod potivation for storec

workors and the rest of tho st-ff, 411 workers should be familiar with the

various mothods and forns for description of items.

then there is no vocabulsry or stk code available for the purrcs.s
of description and identification of a stores item or articlec, it is
osscntial thot o cospreohensive description or specification (with drawirss
if nocessiry) be provided instend of rosorting to the use of Brand Nomes o3
sone non supply officers moy scoctin-s do. To facilitato the work of tho
panagor of supply ond storcs, it is essontial that he/sho oxplains tho
rationzlo for the accurncy in the doscription of store itoms to both peors,
superiors and subordinetos.

Several exznmples were citod in the "and-out” of tho kinds of
inforontion noedod to describc: Motor vehiclo spare parts,
' Kloctricity conduit cables
Bowls
Gonoral stores itoms eotc.

During the discussions which followad this lecture, it was cpparont
that tho compartmontalisation of tho various functional units =nd
divisions in a hoalth t cam was onc of tho najor obstacles in the officicat
managoment’ of storcs and supplice. e.g. it was obsorved that tho stores ~ni
supply monagopment persomnel sppoarod to bo on the dofensive and not aggressti
enough to influence the purchasing and use of hospital itcms. Itons arc
ordorod sce where in tho top adninistrative set up and gven to the
storos - .nogomont.

It wos folt that on efficiont and offective association of stcros
pan17 dent nooded to bo oatr.blin}:ed md socondly that the manzgors of supplivc
and storce bo involved at tho initial stages of planning, allocation of fun.s
and supply, storage, mouitoring of stores from source to usor, This kind cof
mpport botweon tho stores manngers and the rest of thoe hoalth tezn should bo
initiatod by tho stores memagors. Hore the "nind sct® of tho stores manoger
is n useful tool for offective manjpulation of attitudinal change within
tho hoalth tomn.

Agnin from first two-doya' discussions, although tha sovcral problins
which on.rgod could bo groupod undor a major hoading of Lompicntion , it voc
nov:rtheloss folt nocoss=ry to offor participants the opportunify to stcto thilr
objoctives for attending tho courso, Participants woro asked to stato;

(1) Thoir individual oxpoctatioms/objuctivas fron 2 courso of this
nature. 1.0. did participunts cono norcly bocausc thoy woro aslzcd
to :ﬁ:tand the course or did they fool & specific nood to lonrz/
rovise spocinl aroas of akills, kmowlod:o and attitudos.
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(11) The kinds of chonges participents would wish to sce in thoin
oporations as 2 result of attending the course, szy vithin tho
next 6 nonths,

(111) The objoctive, stratagy and criteris for self appraisal o=
evaluation of those chrnges which thoy enmvis~ged.

Tho purpose of tho 2bowo questions were o3 follows:

(a) To trief tho locturers 1nd resource porsonuel to ncet the
requiren®nt of participants.

(b) To have a menns of evzluntin; the effoctivoncss or otharwise
of this firat courso in 6 nontha time nand to ascertain
strategios to be adopted for futurc courses nnd other nom
training adninistrative impcdiments to tho success of
efficiont nnd offoctivo storos manxgerent at all lovols.

This evaluation, 6 months hence {Mcrch 1980) will farz tho
basis for subscquent dusign of rofresher coursos.

(¢) T orgniso ™Toanm building™ rufreshor coursas cn rogirm:l
basis by July, sugust 1980, using participants as tho key
rosource personnol., Such ccurses will involve, Rogionsl
plennora, medical officers, accountonts, murscs, Financo 2nc
Beononic Planning officers.

. (&) To b able to comploto the training, with & fincl local ccurss
for the samo participatants by Septenbor - Octcber 1981,

Case Study in the Threo Syndicntes.

Thuraday 20th Soptonbor

Having agrood thnt soveral persons in the Ministry of hoalth can
place ordors for various stores itons, a procedure which is not vory
satisfactory, howover, at proscnt since that is the nodus oporandi, whot
doos tho storos man:ger do whon the goods crrive at his/her departnont?
Sovoral proceduros which ccllectively are czlled Rocoipt Drill gust bo
followed. '

d act ores
There aro two main sourcos fron which to expoct tho arrival of storos
and suprlios i.n. (a) froo outsido sources e.g. other governmant Dopartnorta
or fron overscas; and (b) fron intormal sourcos within the storos organisa~’
tion 0.g. tranasfcr of goods from ono plnce to ancther, roturns froo on-joins
projocts ote.

Q arrivel of Jtores jtogs:t Tho itons oust bo inspoctod by matching th.
carricrs or consignor's acconpanying Notos and woybills with tho ordored

quantitius as woll =s tho physical goods using Provisioning -nd Stock
: Control Cirds (P.S.i.. .55
Tally caxds
3toros Rocoipt Vouchurs -::c.



Fxeaplos of the infornation on the docunents by which stores
can bo inspacted arc cited unler the follcwing headings:

(s) Goods Inw=rd Rogister or Goods Rscoived Register or Les.
(b) Store Rocsipt Voucher (S.R.V.)
(c) Rogistor of store Rocoipt voucher.

In large storo keoping organis:tion thore are four contral points fcr
reccipt =nd inspcetion prior to routin: to thoir cllottod stere hcuso.
Those zre:
1. BRoceiving Bey
2, Bondod Store Houso
3. Marshalling Store irea
4. Capital Goods Storago area.

it spollor storokooping departnonts, thera arc usually no contral gcols
rocoiving poirits and tho functions of rocoiving storajge =nd dssuing ~ro
rolcg-tod to tho store koopor.

Tho snlicnt point to romombor from the Rocoipt and inspoction drill
aro tho varicus colunns of inform-tion to be comploted om the various firms.
Exanples of such forns would be appracintod zs not all participants and
rosources personncl are faniliar with thesu foms.

Friday 2 Soptercbor
are

* .8 with the roceipt drill, ﬂnoroéslso 124d-down proceduros cmmcorains
tho issuing and dcsptach of itoms.

« Issucs must have the approval of tho authoriscd approving offitx.
Tho approval nny bo in writing or in tho form of vorbrl imstructs. .,
without such approval goods/itens should not bo withdrowm froz
store housos.

= Identification of roguirononts
« Tining of Issuas
= Virious pothods of issuost i. Immodi:rto issuus (writton)
ii. Issuos mado ~ftor tho rocoipt
of an issuc by post
4i4. Irmodiato issuos on vorbdzl rOGULIE
to a known omployoe of tho
organisation.
iv, Irprost issucs.

= - Roplnconont of issues
« Loan issucs

- Dospntch

= Boplaconont issucs

« Cost allocatiam,

Tho raticnnlo for tho abovo and tho procodures havo boen doscribod
in dotnil in the "hand out". -




S-turday 22nd Septenber

Field visit to the Contral Hedicsl stores at Ten~ to observo tho
procossos ccncerning the tepics discussed Juring the first wock. o dot:il.l
report cn the visit is expocted from tho stoering Connittso.

REVIE! OF 1ST 'fELK
Turn up of tho nuobor of particip-nts wes r-her

The
Friday 21st Soptembor: poor. Bowaver thoso prosent thoucht that;

The paco of lectures and modalitics of to~ching wore just righi;
noither toc fast nor too slow.

To somo of the pirticipants the course was now oxpericnce “nl VI
othors = rovisicn of wh~t thoy alrendy knew but hnvo 1~pscd
botween the idoal situ~tion and procadures nd whnt thoy werc
accustoned to doing. 211 those prusent give n impressive
account of what oach person hod boen sble to agsinil-te.

There appaerred to bo = concentration of inforcition on t%nc gi.c =unl
not enough in the rest of the orsinis:tion as re..';nrds/stcros
function} issuos desp~tch cnd issue.

To scmo tho courso was ! re-union and an opportunity for 2okoing

"now friends.

Onmo subjcct aros which perticiponts poranberod nost u~s the
discussion on tho various foms of tho utility rotioc to ccst.

4t this stage, evolustion wos concontratod at level 1 4,00 Ti - Bl.

\F—-—-——— -~ - L o —
LT =N
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PROBILMS OF P RTICIP TS

On tho Job Situstion
1.. The nocd for 2dcqunte tr-nsportation f~cilitios
2. Mo ngod for ~doguite stor~-o f-eilitios
3, The nood to involva gtores - sreonnel in plrnning ~nd

2ocision nnking concorning the ordoring of stores.

4. The cormunication gop between tho Modicnl, Fursing protessions ~nd

tho stores mntgoers.

Roznrdini: the first waek of the course:
No probleus 28 yot
The trip to tha central Medical Storos 3t Tem2 wns 2 little
unexpectod but worthwhilo.

Troincr's Copgent: Tho munber of participents who tumncd up (3t - out <f +0)
was encouraging so was the high level of porticipztics in
. group nnd cliss discussions. Pl R
bt
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WORES/HOP ON STORES AND SUPPLY MANAGEMENT
T4TH SEPTEMDIR = O0H OCTUBLA, 1

Fei SENIG STRY Or HE.LTH OsrlC
=SSO RO, meoRa

SUEMARY OF 2ND “EEX
MANACBMINT & INTRODUCTION TO aDMTAISTRATION

T A

In my summary of the first week of the vorkshop’I tried to introduce
the nature of managerizl work, the manager as 3 man and the major components
he/she hzs to co-orvinate, monitor and evaluate: The kind of Mind Set,
attitudes knowledge and skills etc, required for effective management, and
attempted to sum up each of the ;:omf;omenta of the 'mind set' in the introduc-
tory lectures delivered an2 discussed during the first week.

Ain attempt was also mede to highlight the need for clearly defined,
specific, attainable ond meaningful targets. Some of the objectives were

related to the total or ultimate value objective of the Ministry of Health,
while others relatnd to specific functions such 23 the duties of the

procurement offioer; description and Jdentificction of stores
Receipt and inspection of stores
Issue and despatch of stores,

These specifio funotions related %o certain indivikduels and units
within the entire Health Delivery system, these individuals are from the
Pharmacy, storekeeping, purchasing and supply units,

The careful readers of the first weeks' summary will have noted thnt,
in terms of tima, some objecti ves are long-rangy, some, short range and
others immediate. Thase objectives provide not only o means for planning
for procurement/despatch etc, of sﬁbaequent action tut also for controlling
the process and ensuring its smooth running in key areas. A menager cannot
be aeverywhere at the szme time, but he/she must have a thorough overview of
the entire process and select the problematic areas which need his personal
pansgerial competence and supervision and those areas which can be delegoted
%o other workers. Thus, ibs ssconl week of the workshop delved into the
understanding of the key arecs in the cyecle of supply and stores; the
processes for indenting, locnl +ad oversess parchesing by Ghana Supply
Commission, priority ccatrols over budget expentiture and supplementery
expenditures, Trade and Import licensing procedures and finally functions or
task cnalysis of the stores accountant end stock controller.



Knowledge and Skills
= Knowledce of terminologies, documentztion end procedures

associcted with specific subject areas covered in the Genersl
Stores ﬁmction vhich was trected in the 1st week.
= Knowledge of conventions, classifications and methodologies or
processes associzted with indentinz purchasing, procurement,
stock control and pricing.
- Knowledge of theories, principles end generalisations pertaining
to trade, purchesing etc.
Comprehension - Mental skills associ--ted with comprehension behnviour,
understanding the verious components in the cycle of stores Manegement.
Parapheasing, translation or coding into meaningful stores language.
Anslysis - The form or organisatisn of the vorirus Ministries, stores and
supply menagement -« Tendering in G.S5.C. and Ministry of H=alth, Commercizl

and government purchasing procedures etc.

STORES AND SUPPLY MANAGEENT CYCIE

X REQUISTTIVAING
0’
INDENTING \
STOHES
ACCOUNTING mocgmm'r
&
STOCK CONTROL PURCEASING
\ TRADE & /
SUDGET
CONTROLS

1. (a) The Indenting procedurc: cnd the locoticn of sources of supply heve
bean itemised in the hand-outs - "Ghan: Supply Commission Indenting
Procedure” and 21so "Gh na Supply Comnission Tender System."

(v) Indenting rnd purchnsing procedures £rom “the Ninistry of
Hoclth's view point with perticular reference to druge was also
discussed. Flease see 'hand out' ‘Drugr Indenting and Purchasing."

(¢) Purchasing es o distinct function from provisioning has also been
discussed in the documir<s akove - s well as the procedures for each

functiorn,



2. Trede and Budggt allocetion to medical stores end supplies, “erms for
consideration of supplementzry tudgets and priority rankinf of purchosi:
and Import Licence controla_a.nd decisions were discussed.

3, Adewusncy of supplies, lead times, availability of supplies on a
continuing basis in terms of quentity and monetary cost or value werw
discussed under; Maximunm

Ordering levels, with a reminder to

gﬁzwb‘fﬂer review such levels annnually,

Stockcontrol in terms of cost of storage and other expenditure, such as
. stationery, timely oxrdering etc were discussed in detail.

Although the time table did not sequence the teaching/learning in thc
cyclical order above, it isifelt necessary to present the second week's
presentation's in this order. Some participants are 'au fait' with 21l the
aspects of supply management others are not, some participonts might hove
felt thit certain aspects were not pertinent to their job situation.
Nevertheless one does not know what the future holds, and it is better to
éraap the rudiments of processes, procedures and terminologies as well =25
constraints involved in the effective and efficient man~gement of suprly .7
stores so that if for some reason one is called upon to hendle a new scheiil.
or another aspect in the oycle, one will have At least a working knowlaegs: -
one's functions and can z;efer to the appropriste section of the hond-outs.
This second week our objectives are a8 followss
1. Vorkine toswther i.e. knowing the verious sections through which en it:2

is processed before it is finally ready %o the user. In this, we hov2
the Ministries of Heclth, Trade end Industries end Fincnce es well os
Ghans Supply Commission and the Bank of Ghana all handling 2spects of e

system.

2. Comprehension and npplication of knowledre and gkille; Understanding th.:

roles of the variocus components, functions and proocesses in obtaining
issuing,controlling, pricing end coding so tirt when a new item e.z.
& contraceptive item is introduced into ¢lic health system it can be
effectively managed to ensure that those whe need them get them 2t th:
right time.

In addition to the mental skills, practical exercises were

conducted by participants on:

’
..l"”



(e ) Task/people oriented manager

(B) 4Actual filling of forms

(¢) Assignments of writing out lecture notes not
completed in the first week.

The chronological (not the learning sequentiel) order in vhick -
semin:r/workshops were presented, have been sum:rised by MR. DAVID Lz,
Please see pages (6 £0veeeBnnas)

Comprebension wag further inerecsed in 8 final seminexr on Pricin-
Conditions for tender selection, Coding and a graphic repr-sent- tion ¢l
Ozportunity Cost.

A. Pricing Uefinition according to Wilbur England:

(1)
w 3 feir price is the lowest price that ensures a continous supply =5 - .

(2) (3) (4)
proper quality to him whr needs it, where and w en he neeas it, 2t

n

Cost to him cormnensurate with that of his competitors and thet meksz 2%

possible for the user to be reasonably cusured of a meteriel cost such
that, in 8o far es the cost of the item pwrchased enters into the
selling prioe of his end product, the finished product can be sold 1
a competitive market at a profit over the long run.

Mothods cf obtaining fair pricess These include the following:

1. Open advertised Competitive Tenderiug

2, Closed Advertised Competitive Tendering

3. Closed Selective Competitive Tendering (e.g. use of L,P.0.)

4. Single source quotation

5. Negotiction

Conditions for tender/vendor selection

i ——————

" 1. Must be Responsible
?. Must be Responsive to one's requirement
3, Must be (considering the obove definition), the lovest
.' tender to make.
B. Codings 4 shord-hand of elsborztive descripticn of an item which enatl.c-
the verious parties in the supply cycle to commmicate to each other
with relative ease and precisicm.
Adventeges
(a) A4voids repetitive description of stores

. (v) Gives accurate identific-tion of stores

S - LA



(c) Prevents duplication of stores
(d) Provides standardization and eimplification
(¢) Promotes easy commnication in an organisation

(£) Peoilitates mechonisation
(g) Facilitates purchawing

(h) Used for stock location.
1. Methods of Coding: '
(1) By n=ture of the Item
(2) By nature of the end use of the item
(3) Sometimes a combination of 1 & 2 is employed.
Examples of coding system were provided.

Report on field visit
Detalled report on the field visit to the Central Stores at Tama

was _givan by the steering committee.
Pragtical assigpmment: This tock tae form of (a) practicing filling

of the forms used in supply and management such as - Wy Bills
' - Indents

- Combined Requisition

and issue voucher
~ Packing Note.
(b) 4 review of the Ghana Supply Coomission's classificetion
Groups - which is under reviaw and therefore subject to ammendments.
Bvaluation was in the form of written etatements on relevant and
irrelevant sections to each participant of all that had been learnt to
date. This was unstructured.

C.E. AIDO (MIsSS)

A.D. I/C TRAINTNG
G'!'F'P.P.
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2 ID 1
BY
YRCH, U
1ENT CONSULTANT ‘.

¥ondey was a Nationmal Holidey in Ghana for the ¢ransfer or hand-
over of Government from 4.F.R.C. tc the new President, Dr. Eilla Limann.
Tussday end Wednesday were devoted to:-
(1) Stores Accounting amd Stock Contrel, azd
(2) Budgeting end Mimancisl Control.
¥r. Ahoma and Mr. Adapoe resanted hand-ocut vﬁich describe in detail
the det_:l.nitions of terms used in lectures and all aspects of procedures in
ponitoring, staring, issulng and uec\ounting for stock supplies. These
pand-ocuts can be retained by workshop participants for future bandy
peference if clarification of rroblems or reasons for actions taken or
required is peaded in Stores Supply Mansgement .
The lecturers covered related subject matter vhich includeds-
" (1) Quantities to mintain levels
(2) Units of Issue
(3) Over shipmants - Under shipments
(4) Processes imvolved in stock control
(5) Space utilization
(6) shelr 1ife
(7) Objectives of stock comtrol
(8) Umwanted stock
(9) Costs - direct and indirect distribution
(10) Periodic review of stock levels
(11) A4scertaining valus, pricing
(12) Stock account records
(13) Allocated stores
(14) Umllecated stores
(15) Stock contrals
(16) Overstocking evils
(17) Understocking evils
(18) Importance of written recard.
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Overcentralization was viewed s some problem in that country wile
knowledze of availability of special equipment may not he eccomplisheld.

Purther discussion was held on voricus types of purcheses ani the
sutmission, opening, adjudication and accepiance of tenders.

Lgein, to the appreciation of participante, hend-outs in complete
anrrative form were distributed to use for refresher reedinz and reference.

Identification mumbers on each Indent are for the purpose of skeving:
to which Ministry the goods are to be supplied.

¥Mr. Haizel, Ministry of Trade, discussed Import Licensing in Ghen-.
The effect of import control end the objectiveb including benefita tc the
economy, employment rzte, balance of payments, selectivity of items makee
such controls desiresble even though, historicelly, imports have not teen

reduced since controls were imposed. Licenses mre written or free

(unwritten) depending upon the product involved.

:_1_61;!- T 414 not get to Legon until 11 a.m. 80 I nissed Mr. Adepoe's
presentztion.

Mr. E. Osei-Tutu discussed purchasing and jndenting pointing out trrt
indenting is normz2ily appli:d to overseas trade. ‘

The function of purchasing was broken down into quality, specifice-

tions, price, delivery and suppliers, Gemerel discussion of each com:zcnent ¢ E
held to complete the picture.

The tenders on druf{s are usuzlly opened in the presence of a Committec
of FPharmecists whose decision or recozmendation is always observed anl '
taken. Locel Pharmecy Companies are naturally given first chance to sup-ly
what can be developed in Ghanc. Some drugs cammot be imported wnless 1nezl
market cemnnot supply the required quantity for Ghana. Main suppiiers £Te
(1) G.I.E.0.C. Pharmaceutical Divieion (2) ICAP (3) Denafco Limited
(4) Intravenous Infusicn Limited (5) Seraphim Textiles Limited.

Questions reised by participants grompted interssting possible woys
of reducing waste of medicines not consumed when prescribed,

A handout distribtuted will be helpful for retention by perticipants

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. Ceorge 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.0.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. I1.K. Osei, Director of Supply, Inspectorate Division

M.0.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





