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COUNCIL OF SCIENTIFIC II INDU ST HI/\L I<ESEllr,CII 

ANUSA NOHAN BHAWAN RAI' I MAHG 
NEW DELHI 11 0 00 1 

§crial Circular no.~lp4 

15,11 (1 )12002-0&M - ' September 25. 2002 

OFFICE MEMOI,/'NDUM 

The G'Jverning Body at its , , ~41 '.11 ,Bf lll1Y hr:.-iLl on 3'-1 S eptclilucr /.O~~ 
1):] 1/8 approved the enc1cs..:-v proCe'iJre fa . Lo~~£s & it'? -nite off' i l1r.... 'lI~~Il.~jlr~ 
de!eg~~t,.~rpowers for W l ltir. of ~ Iw losses. ~' ,. 

This shall c· ,me into force with ilT m elHo:l\e errcel . 

Hindi Version will follow 

(U ~Il~?~~)' " 
r Encl . As above. 

I Copy)P: 

Slores & Purchase Officer 

• ,; c,:rectorc. of all nationa"abs/'nstls 
2. Alilhe Heads of divisions ~,CSlr~ ! Ie.. 
3. Sr. DS/DS,/USs/Sr. Dy. FN Dy. I :.SI Sr. FAOs/ Sr. SPO/SPOs in CSII~ 

HQ and CSIR Comple. New Delhi 
4. Sr. COAs/GOAs/Sr. FAO(SG)s/SP .. AOs/Sr SPO(SG)I Sr. SPOs/SPO .. ;n 

all the nal:onal .labs/lnst1s. 
5. OS . Offlc, of 'he PG. CSIR fork·r.c info,IIla lion. 
6. US. Office of the JS (A). CSIR fOI ,:nd inlorn:ation 
7 PA :o FA for kind information. 
S PA to CVO for ,;h:J ;nform')lion . 
9. PA to Lenal Advisor for ki"d inforMarion 
10. Office CC'lY. 
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0:25 HP LASER JET FAX 

LOSSES AND THEIR WRITE OFF 

Introduction: 

The write off of the value of stores is necessitated only in cases where the 
... , . . 

item In question is not physically available , No separate sanction o f \Vlile 

off of the value of the stores i~ required when the ,i tems are phys ir.'1l1y 

available and is declared as obsolete. surplus or unserviceable. The . 
procedure for disposal has beer dealt with in de~ail separately, 

, ~ 

Kinds of Losses: \ 

The 105,;e5 that are generall) found In our Lal.JoratoriE!s can be clossir.ed 

into the following two categorie 

(a) Losses dU~ to theft, frlud, negli~Jence etc. - Losses d ill'! I .. 

theft or fraud . neglect or neglig1ence, purcllfls,,, in cxr.ess of requirel.llClIl 

sabotage etc. will fall under thi~ category . 
. 

(b) Losses not due to theft, fraud, negligence etc.- Losses due 10 
_" .,1 

fa ir, wear and tear. act· 61 god natural causes or calamities like floud. 

earthquake etc. will fall in this category. 

In addition to the above there may be drtferent types of losses like 

loss due to ' damage, breakage or wastage in handling. due to faulty .. ' 
storage and lac.,., of preservation .. due to leakage , ,spillage, evapomti('t':~ 

due to shortage, breakage in transit or due to the discrepancy ll'scove,ed 

during stock verifications. These losses can be either due to negligence 

or not due to negligence and thus may be put in the above two calegories 

as decided on case-la-case basis. 
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Responsibility for losses' and their enforcement : 

Every officer shall rea li~e fully and clearly tha t he will be held personally 

responsible for any lo~~ sustained by Council through fraud o~ negligence 

on his part ancl that he will also be held personally responsible for any .los5 

arising from fraud or negligence on the part of any other officer 10 II,,, 

extent to "(hich it may be shown tha t he conlributed to lI,e loss by his Uyll1 

action or negligenc~ . , . "t 
I 

Report of Losse~ 

The user through .his HOD shall report Ihe i;~s c;f slo;es !glvin!; 

details there of to the SPO, 'ligilance oHicer and Direclor of the lab/l nstl 

Director of the lab may decidl as to whether I~e same is to be repo;ted lu 

. CSIR or no;. SimUltaneOUSIY,\ the vigilance. officer of Ihe L"boralury w" ..... 1 

take up the matter with Police., if deemed necessary . The Heads 0 1 

Laboratories/lnslitutes should exercise their discretion in determining at 

what stage rep"rt should be .. sent to. police keeping in view the' fact thai 

police investigation would be seriously handicapped with lapse of time 

.~stigati~n of losses: 

On receipt of the reporr of the . loss fr om the user, SPO' shall put lIP"iI' '" 

matter to the Director for appointment of an Investigating Officer to 

investigat~ the losses. ThE! inVestigating Officer will normally submit his 

repor:! Within a month so that prompt action could be taken . 

I . 

,,: 
-," '" 



<, " 
~~.' 

'" 
V/1 

• 
10 

'hi 

01 

,I 

_. 
0: 26 HP LASERJE'T 

" ' I :-

The investigating officer shpuld recommend measur~lS to. be taken to 

prevent future recurrence p f SUCll losses. While investigating, l lie 

provisions contained in Rule 21 of Grr~ , leatl witli Appx .1 shall be 

followed . 

In case of loss due to negliQllnce orr lhe part of an individual Dr group 01 

individua ls, the matter shall, ~ inve.stigated inlo the circumstances leading 

(0 the' loss and the element personal responsibility ~ tlall be as;>essFd for 

recovery of cost, proportional or full as the case may be, or other f'irrm of 

disciplinary adion as per lules will be taken . In case , ' personal 

responsibility can not be Ii ed after enquiry, G .Ioss statement( as per 

format enclosed) :will be raised for the 8ppmvah)f the competellt anthori :'1 . ... ~ 

,' .. for write off and a copy of th~ enquiry report sh,,11 be attached therewith. 

'. Value of Loss 

The term "I(alue' for this purpose shall be interpreted as meaning the 

"book value" . In all cases the book val~e of l he materials shall be wri tten 

off and not the depreciated value. In absence of book value, market valu8 

shall be written off. 

Proce.dura for write ofT of losses due' to theft, fraud , negligence am! 
.. ~ . 

sabotage etc. . 

After the investigation, if lhe los.s is found to be irrecoverable , it shall be 

regularized by rais ing a loss statement \ 85 per format enclosed) in 

trip licate and the s~ction of tbe compelent authority sha ll be taken for il : 

wrltj off on the r"c~mmendation ~f the Investigating Authority. ' f' 
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In these cases the book value of the molerial. shnll be WI iltell off. 

Losses not due to theft, fraud, neglill'lll££ 

In all such cases of loss, the inatter sl1nll be · fully invesl igaled by Ihe 

investigating officer and a certificate to the effect thai the loss is not du .. to 

negligence on the part of any me'T'ber of sla.1f is 10 be recorded. Similar 

certificate .may be needed for wfite off of losses t~at are revealed duriqy 

stock verification aft~r checking lIi e' receiptsr,ssu~ ;!ips to find out tllal tl ie~ ~ 
discrepancies are noi.·due to errone~us or non posti~g of vouchers . 

~ I.osses due 10 natural calamill s like accidenlal fire , flood , CYClont, 

earthquake etc. shall be repone to CSIR immediately mention ing the 

book value ~f the slores lost or dar aged 0' destroyed elc. 

Register of loss 

A Register o(loss or loss statements shall be 'maintained as per lor",at 
I 

enclosed by the Stores of the' Laboralory so that the detai ls of loss can I,p. 

found out immediately. 

Powers to write off of losses , 
. . 

Thef ollowing pdwers are delegated for writing all of losses: 

.\ Types of toss Powers of Management 
_. 

, Director, 
n,';' Di[ector Councir. of General 

the labl Inslt, CS,IR. 
Irrecoverable loss ' of Rs .10,OOO/· Rs.50,OOO/· Full powers 
stores due to theft, 
fraud, negligence etc. 
Loss of stores · not due Rs.50,OOO/. Rs.2,OO,OOO/· Full powers 
to theft, fraud, 
negligence etc. ..- _._--

_. ' : 


