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4.1 Placement of requisition:: All issues from a Stores depot are made on written 
requisitions on the prescribed form by the indenter. These should be signed by a 
gazetted officer except imprest schedules. There are following types of forms in use:-  

(1) Recoupment schedule for imprest stores (Form No. S -1830)  

(2) Combined requisition and issue note (Form No. S-1313)  

(3) Separate requisition form (Form No. S - 1302) 

4.2 Points to be observed while placing requisition: 

(a) It is very necessary that an indenter when he wants to indent materials 
refers to the standard nomenclature list and or list of Stock items to 
ascertain if any of the stock items can possibly be used to serve his 
purpose.  

(b) Give correct code no.  
(c) Give correct description  
(d) Give correct specification /drg. with latest amendments, if any  
(e) Give correct quantity in unit of accountal as shown in nomenclature list.  
(f) Give correct Head of Account chargeable  
(g) Confirm availability of funds (Duly noting the same in Liability register) 

and finance vetting wherever necessary.  
(h) Give correct details of the consignee (who is to physically receive the 

material) and consignee code number. 

4.3 Nominated depots: Booklet on guidelines to indenting departments, indicate 
items nominated to a certain depot. The requisitions on receipt in the nominated depot 
are scrutinised and registered. In case a non-stock item is demanded, the depot after 
verifying should offer the nearest equivalent item that is stocked to the indentor, if it 
suits. If not, the requisition is forwarded to COS office for purchase and supply. 
Recurring demands are noted to make them Stock items.  

Requisition for stock item is sent to the stocking ward. Requisition cum issue note is 
prepared in 6 foils by the indentor. Block copy is retained as office copy and remaining 5 
copies are forwarded to the stores depot. 

The stores depot sends two copies to the indentor along with material out of which one 
copy is returned back by the indentor duly acknowledging receipt of material. The other 
copy is sent by indentor to his divisional officer to compare with the copy sent by 
Accounts office with the summary of debits. 

The two copies are sent by depot to the Accounts office for posting of which one is sent 
to the controlling officer of indentor along with debit summary. 



One foil is retained as office copy in depot. 

Separate requisition and issue forms are used for issue of material to workshops. 

4.4  Distribution of Stores to the Indentors: On a zonal railway there are 
thousands of indentors situated all along the railway line, hundreds of kilometers away 
from the supply point. It is very essential that materials required by these indentors are 
received by them regularly to avoid any dislocation in their work. 

The Railways Stores depots arrange distribution of these materials by one of the 
following methods: (i) Collection of materials by the representatives of the indentors- 
this is generally followed by the workshops where the stores depots are attached to the 
workshops. (ii) Delivery of stores by road through departmental or contracted private 
motor lorries for indentors situated nearby. (iii) Dispatch by rail parcels for consignments 
that do not form full wagon load. (iv) Dispatch of full wagon loads - This is generally 
resorted to when the demands are for quantities which will constitute a full wagon load 
for a consignee. (v) Through a stores line delivery system: Stores line delivery system is 
an important service run by the stores department so that every station on the entire 
railway system receives the supply of materials required by them. Materials are loaded 
station wise in the stores delivery vans and these delivery vans move from station to 
station as per a scheduled programme. The staff who accompany the delivery vans 
deliver the materials required at the station as well as collect certain items which are to 
be returned by the stations to the stores depots.  

The advantages of the stores van service are safe service, less breakage and 
damage in transit, avoiding loss or pilferage in transit, reduction in cost of packing and 
collection of returned stores.  

Due to aging of store vans and also due to rake load movement of traffic, it is 
becoming increasingly difficult to attach and detach the store vans very often. As such 
small quantity of material to nearby indentors is being distributed by road transport. 
COS / CMM have been authorised to operate road contracts for the same. 

5.0 Recoupment 

5.1 Methods of Recoupment: There are three basic methods of Recoupment which 
are used on the Railway systems:  

(i) Maxima- Minima System (EOQ / ROL System)  

(ii) Annual Estimate System  

(iii) Fixing a level for emergency items and recouping the items to this level on every 
issue.  



5.2 Maximum- Minimum System: The terms maximum and minimum have special 
meaning when used in this context. Maximum is the quantity, which is most economical 
to order at a time. If we order large quantities at a time, large amount of money will be 
blocked and inventory carrying cost will be higher. As against this, if we order small 
quantity at a time we will have to order more frequently and ordering costs will go up. 
Maximum aims at a quantity which tends to minimise the total costs. For high value 
items this quantity has been fixed as 3 months requirements where as for low value 
items it has been fixed as 12 months requirements.  

Minimum- Every item needs certain time for procurement. The time required from the 
point recoupment is initiated till the point material is inspected and accepted is known as 
lead-time. It will be easy to appreciate that at the time of recoupment the stocks 
available (Physical stock plus quantities on order) should be sufficient to meet the 
requirement during the lead-time. This quantity of material is known as "Minimum”. This 
is also known as "Re-order level" or "Re-order Point”. In other words, Minimum or a Re-
order level is fixed considering the lead-time consumption and any safety stocks or 
buffer stocks (B.S.) we decide to keep.  

In the maximum minimum system, a perpetual record is required to be kept. As 
soon as the stocks plus dues touch the minimum level, Recoupment is made for the 
quantity equal to one maximum. In the Railways shop manufactured items and a few 
typical depot stock items are recouped on this system. Majority of items follow annual 
recoupment system. Buffer stock is provided to meet unforeseen fluctuations in lead-
time as well as fluctuations in consumption patterns. 
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5.3  Annual Estimate System: In annual estimate system, a fixed timetable is 
followed for Recoupment of the items as against the maximum- minimum system where 
items are recouped as and when they touch the minimum level. The period for which 
items are recouped is fixed and is called “Contract Period”. This contract period is 
generally 12 months. The interval between the dates fixed for sending the recoupment 
to the beginning of the contract period is known as the “Interim Period”. For the purpose 
of convenience, different contract periods are fixed for different groups of items so that 
some groups are recouped in January, some in February and so on. This system is 
advantageous in that it is possible to combine the demands of different depots and 
make one purchase. This reduces not only the ordering cost but gives a better 
bargaining power. Inventory carrying cost can be kept low if order is placed with 
required number of phased deliveries.  

5.4  Recoupment of Emergency Stores: The special characteristics of emergency 
stores is that the demand is not regular. An upper limit or emergency limit is fixed based 
on experience. This limit can also be rationally fixed with the use of statistical methods. 
Every time there is an issue, the item is recouped to bring the stock to this pre-
determined level.  
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5.5  Lead Time: The time taken from the date when the demand is registered to the 
date when the material is physically available for use is called lead time.  

5.6 Buffer Stock: In spite of best calculations, there is a variation in lead-time and 
consumption pattern. To cater to the fluctuations of lead-time and / or consumption 
pattern, buffer stocks are required. It is generally one month to six months requirement 
depending upon the category of the item.  

5.7 Purchase items & Shop manufactured items: While a very large number of items 
are purchased by the Railways, a substantial number of items particularly spare parts 
required for the rolling stock are manufactured in the Railway workshops by the 
Railways themselves. The manufactured items are recouped on maximum - minimum 
system. The maxima and minima levels are fixed in consultation with the Production 
Engineers who will be manufacturing and supplying the items. The work orders for 
manufacture and supply of items are prepared by the stores depots, when the minimum 
levels are reached. It is the responsibility of the stores depots to make the raw materials 
available for such manufacture. 

 


