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When a member walks in to procurement center with her/his produce, the FPO will have to take the

produce from her/him and make partial payment as advance against the produce. The full payment will
probably be made only after the final sales are completed. The advance could be equal to or less than the

current procurement price of the prod
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Procurement receipt

1. Assoon as the procurement is over, the procurement receipt (shown below) will have to be
filled

2. The member will have to sign on the receipt as proof of having received the amount. The FPO
staff making the payment will also have to sign it so that if any error is found in the receipt the
person who prepared it can be identifies. These receipts must have printed numbers on them.

3. If procurement is on different days in different centres it would be best if each centre had few
procurement receipt books of the FPO.

4. While issuing a receipt book to a centre/person, the signature of the person receiving the
receipt book and its serial numbers should be noted in a register. The bill book must not be
casually handled by more than one person. It may be formally handed to another person if the
key person is ill/on leave/is given other responsibilities.

5. Each procurement receipt should be printed as one original and two copies. The original will
not be perforated but the two copies will be as they have to go to different persons. The first
copy will go to the accountant for entries in other books and the second copy will go to the
member herself/himself. The original will be kept with the purchase officer (in bound form).

The paper used for the original could be white in colour, and each of the remaining copies

should be differently coloured for easy identification (carbon paper needs to be placed between
the copies. Use of ball pens will help ensure that all copies are readable).

6. Usually in FPOs the purchase officer will also be the god own in-charge -the person who has the
keys of the godown. It is important to have one individual responsible for the quantity and

quality of the stocks from procurement till
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