REVISED REPORT TEMPLATE FOR INVENTORY AND STOCK MANAGEMENT REPORT – 2025

TEMPLATE OF THE INVENTORY AND STOCK MANAGEMENT REPORT FOR USE BY PROCURING ENTITIES
	A
	B
	C
	D
	E
	F
	G
	H
	I
	J
	K
	L

	S/N                 
	Item Description 
	Unit of Measure 
	Opening Stock balance 
	Stock issued out 
	Stock Purchase in (in reporting quarter)
	Average Purchase Unit Price (K) (in reporting quarter)
	Total stock
	Obsolete Stock
	Closing Balance
	Stock Value (K)                 
(From stores records)
	Comment

	Formula
	 
	 
	 
	 
	 
	 
	H= (D-E+G)
	
	J = H - I
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 Total Column K
	

	
	
	
	
	
	
	
	
	
	
	
	

	Name of Institution: ……………………………………………………………………………………………………………………………………….

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Stock Audit/Counted by : …………………………………..
	
	
	

	Signed : …………………………………………….
	
	
	

	Date :………………………………………………….
	
	
	

	
	
	
	
	
	
	

	Verified by:…………………………………………………………………………………………………………….
	

	Date: ………………………………………………………………………………………………………………………
	



Note 
Average Purchase Unit Price (K) (in reporting quarter), requires that where an item was procured more than once, at different prices, in the reporting quarter, the average of the different prices is what should be placed in the report under column G.





	
	REVISED REPORT TEMPLATE FOR APPLICATION OF MPI/PRA - 2025
	

	
	Reports on the Application of the Market Price Index and Price Reasonableness Analysis in the Financial Evaluation

	
	Quarter:________________________	of_______________________________

	
	[bookmark: _Hlk208497642]Details
	Total Number of Procurements in the Quarter
	A
	B
	C =(A-B)
	D= (C/A)*100
	Comment

	
	
	
	Total Budgeted Amount/Estimated cost on Purchase Requisition
(K)
	Total Contract Award Amount   (K)
	Difference                    (K)
	% Surplus (+) / 
% Deficit (-)
	 

	
	
	
	
	
	 
	 
	 

	i. 
	Procurements awarded for items in the MPI (where only the MPI was used in the evaluation of every item in a single procurement) 
	
	 
	 
	 
	 
	 

	ii. 
	Procurements awarded after undertaking PRA (where items are not on the MPI), and PRA was used in the evaluation of every item in a single procurement.
	
	 
	 
	 
	 
	 

	iii. 
	Procurements awarded with the application of both MPI & PRA in the analysis of a single procurement)
	
	 
	 
	 
	 
	 

	
	Totals
	
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	

	
	NOTE: A single procurement would refer to one tender which has more than one item
	
	
	

	
	Key:, 
	
	
	

	
	MPI - Market Price Index
	
	
	

	
	PRA - Price Reasonableness Analysis
	
	
	
	
	
	

	
	
	Head of Procurement
	
	
	Controlling Officer
	
	

	
	Signature:
	 .......................................
	
	Signature:
	 ...................................
	
	

	
	
	
	
	
	
	
	

	
	Date:
	 .......................................
	
	Date:
	 ...................................
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	*The report should be submitted by 15th of the month following the reporting quarter
	
	
	



