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UDHEZIM ADMINISTRATIV

S.P - Nr. 2005/2 MAPL
PER FUNKSIONIMIN E DEPOSE SE MAPL-s&

Sekretari i Pérhershém i Ministrisé s& Administrimit t& Pushtetit Lokal

Duke marr€ parasysh Rregulloren e UNMIK-ut Nr. 2001/19 t& datss 13 shtator 2001 mbi
Degén ¢ Ekzekutivit t€ Institucioneve t& Pérkohshme & Vetsgeverisjes né Kosové, neni
5, pika 5.4 nén (c) dhe (¢) si dhe shtojeén XIV t& Rregullores 2005/15 Mbi ndryshimin e
Rregullores 2001/19 Mbi Degen Ekzekutive t& Institucioneve t& Pérkohshme T&
Vetéqeverisjes n& Kosové, me géllim t& rregullimit t& ¢ashtjeve pér funksionimin e
Deposgé s8¢ MAPL-s& nxjerré k&t Udhézim Administrativ, nr.2005/2 SP/MAPLP&r
Funksionimin e Deposé s&€ MAPL-s&.

Qéellimi
Neni 1

Ku udhézim ka pér q&llim organizimin dhe funksionimin sa mé efektiv t& furnizimit me
materiale pune pér nevojat e MAPL-s&.

Pérkufizimi
Neni 2
P&r nevojat € mbrendshme, do t& ekzistojé Depoja € MAPL-s&, nga e cila i gjithé stafi i
MAPL-s€ do t& furnizohet m& material shpenzues, inventar, pajisje t& teknologjisé dhe
materiat tjetér t& nevojshém.

Vendnodhja
Neni 3

Vendndodhja e Deposé s&¢ MAPL-s& &shté n& ndértesen e Gérmisé kati pérdhes.

Pérgjegjési
Neni 4



1. Depoja ¢ MAPL-s€ do ta ket& pérgjegjésin, i cili éshté pérgjegjés t& organizojé dhe
kontrolloj€ t& gjitha punét e deposg.

2. Pérgjegjésit do t’i nd‘ifhmojé njé punétor i cili do t& béjé shkarkimin dhe ngz}rkimin e
mallit. . 3

3. N& mungesé t€ pergjegjésit t& Deposd s8¢ MAPL-s& punét dhe detyrat e tij i kryen i
autorizuari dhe at& n€ baz t& autorizimit t& dh&n& me shkrim.

Neni 5
Ne kuadér &€ Deposé s¢ MAPL-s& mund t& krijohen edhe depo ndihmése, sipas nevojes,
por vet®m pér material shpenzues q& do t& furnizohen dhe kontrollohen drejtpérdrejt nga
Pérgjegjési i Deposé s&8 MAPL-sé.

Funksionimi i Deposé s¢ MAPL~sé
Neni 6

1. Depoja € MAPL-sg do t& jet& e ndaré né disa pjesé, ndérsa malli do t& vendoset népér
rafte, g€ do t& rregullohen sipas hapsirés e cila &sht& né disponim t& Deposé s&¢ MAPL-s&.

2. Pér malirat g€ kan€ shkallé mé & larté t& ndjeshmérisé do t& mregullohen réfte t&
posagme.

Neni 7

Pérgjegjési do ta krijojé programin e vecant® elektronik pér t& pércjellé gjendjen e
Deposé s&€ MAPL-s&

Neni 8
Hapsira n€ t€ cilen gjindet Depoja ¢ MAPL-s& duhet t& jeté e izoluar nga lagshtia, ¢
siguruar nga thyrjet apo démtimet ¢ mundshme fizike, ¢ ndricuar brenda dhe jashts, e
pajisur me aparate kunder zjarrit, si dhe pajisje tjera sipas kérkesave t& normave teknike.

Pranimi i mallit n& Deponé e MAPL~sé
Neni 9

(Cdo mall g€ hyn né Deponé e MAPL-s& do t& pranohet nga pérgjegjési apo i autorizuari i

t3j€ 1 pérkoshém, si dhe nga Komisioni i Vler&simit t& Ofertave pér bletjen e mallit t&
caktuar.

Neni 10



1. N& formularin pér pranimin e mallit n& Depon ¢ MAPL-sé (Aneksi I)do t& pérshkruhet
emértimi i mallit, sasiaa ésht¢ sjellur malli i k&rkuar), si dhe ¢mimi.

2. Formulari nénshkruhet nga Pérgjegjési i Deposé s&¢ MAPL-sé, anétarét ¢ Komisionit
Vlersues, si dhe furnizuesi, i cili; ka sjellur mallin.

‘ /
3. Malli i pranuar n€ Depon ¢ MAPL-s¢ duhet & regjistrohet n& programin elektronik,
kurse formulari i nénshkruar mbi pranimin e mallit duhet t& ruhet n& dosje t& veqant
fizike.
4 Malli i d€mtuar nuk pranohet.
5.Peérgjegj@si i Deposg s¢ MAPL-s& &sht? i detyruar g€ posa ta pranojé mallin, varSsisht

Neni 11 |

NE rastet kur malli i kérkuar shkon drejtperdrejt ne vendin e kérkuar, ne departament apo
ndonjg zyre tjetér t&¢ MAPL-sg, fjala &sht& p&r malira me destinacion t& caktuar, né rastet
kur mallrat jan& t& peshés s€ larté dhe t& njejtat kan& shkallén e larté t& ndjeshmériss,
Pérgjegjési i Depos€ &shté i obliguar, q&8 né até vend, sé bashku me Komisionin e
" Vlergsimit t& Ofertes, zyrtarisht ta pranojné mallin dhe ta regjistrojné n€ programin
elektronik.

Neni 12
NE rastet kur Pérgjegjési i Deposg apo i autoizuari i tij i p&rkosh&m nuk jané prezent ng
pranimin ¢ mallit, malli nuk do t& regjistrohet n€ Depon ¢ MAPL-sé dhe pérgjegjésing do
ta bartin pérsonat qé e kané pranuar mallin.

Furnizimi me material nga Depoja e MAPL-~sé
Neni 13

Cdo punétor i MAPL-sg ka t& drejté t& furnizohet me material shpenzues, si dhe material
tjetér nga Depoja.

Neni 14
Pér furnizim me material nga Depoja ¢ MAPL-s& punonjésit ¢ MAPL-s€ jané té detyruar
ta plotésojné formularin pér furnizim me material (Aneksi II), i cili duhet t& jet& i
néshkruar nga drejtori pérkatés apo i autorizuari i tij, né baze t& autorizimit me shkrim.
Neni 15

1. Formulari i néshkruar pér t’u aprovuar duhet t& sillet n& Sektorin e Logjistikes n&
Departamentin ¢ Administrat€s s& Pérgjithshme.



2. Kérkesa e aprovuar nga Departamenti i Administratés s& Pérgjithshme do & pércillet
n€ Depon ¢ MAPL-sé.

3. Sektori i Logjistikes &shtg i obliguar q& kérkesen ta realizoj& brenda 24 oréve nga dita
€ pranimit t& k&rkes&sg (n€se mallii kéﬁmar gjendet n€ Depon e MAPL-s€).

Nenl 16

1. Pas man;es s& kerkesgs Pérgjegjési i Deposé &shté i detyruat t& njejten ta shqyrtojé. Me
k&te rast ai do té p!ot&em formularin pér fletédorézimin e mallit (Aneksi IIT), me t& cilin

ngarkohet pungtori i cili ka b&ré kérkesén, si dhe n&p&rmjet asistentit do t’ia dorézon
mallin kérkuesit.

2. Pérgjegjési i Deposé &shté i detyruar q& kéto t& dhéna t’x regjistrojé n€ program
elektronik.

Neni 17

Asmtenhx[.ognsukesdotédom_;émalhntenépm&l qé ka bé&ré kérkesén pér

furnizim me material, i cili pas dorézimit t& mallit do £'i kérkoj ta n&nshkruaj formularin
mbi pranimin e mallit (Aneksi IIT).

2.Pas dorézimit t& mallit asistenti i Logjistikes &sht? i detyruar g formularin (Aneksi II)
né origjinal t'i dérgojé te Pérgjegjésit t& Depos, si dhe njé kopje & kétij formulari t'ia
dorézojé njésisé s& inventarit n& Sektorin e Logjistikss.

Inventari i Démtuar
Neni 18

lCdopunetoriMAPL—séqé &sht& i ngarkuar me inventar, paisje t& teknologjisé apo
paisje tjera &sht€ i detyruar, & né raste démtimit apo t& prishjeve g& nuk kan& mundgsi t&

riparohen, t& njofioj€ Sektorin e Logjistikés né Departamentin ¢ Administratés s&
Pérgjithshme.

2. Me rastin e Njoftimit ai duhet plot&sojé formularin (Aneksin IV) pér dormmm ¢ mallit
t€ démtuar.

Neni 19

Sektori i Logjistikés &shtg i obliguar g€ mallin e démtuar ta kthej& n& Deponé e MAPL-s&
dhe nga njé€ kopje t& formularit (Aneksi IV)t’ia dorézoj& punétorit, i cili ka sjellur mallin
Njésisé s& inventarit.

Neni 20



Pérgjegjési i Deposé &sht€ i detyruar & mallin e démtuar dhe t& kthyer ta pranojg,
njéherit kérkon nga Sekretari i Pérthershém q& t& krijojé njé Komision t& posagém pér
zhvlerésimin e mallit t& kthyer dhe t& demtuar.

Pergjegjésit e udhéheqgésit t¢ Deposs s&¢ MAPL-s&
Neni 21

Pérgjegjesi i Deposé s& MAPL-sg &shté i detyruar t& regjistroj€ ¢do dalje t& mallit nga
Depoja e MAPL-s&.

Neni 22
Pérgjegjési i i Deposé mallin duhet ta pranojé me korrektési dhe pa ndonjé tendencé

diskriminuese ndaj kompanisg g& e sjelle mallin, si dhe konform materialit tenderik pér
furnizim me mall t& caktuar.

Neni 23

NE rast se malli nuk &shtg sjellur konform materiali tenderik, Pérgjegjési i Deposé &shts i
detyruar & mos e pranojé mallin. :

Neni 24

Pérgjegjési i deposé &shté i detyruar q& ¢do javé ti raportojé shefit t& Logjistikes pér
gjendjen né& Depo.

Krijimi i Deposé ndihmés
Neni 25

Vetém me aprovimin ¢ ¢ Sekretarit t& Pérhershémté t8 MAPL-sémund & krijohen Depo
ndihmése n& kuadér t& Deposé Qéndrore.

Menyra e funksionimit t& depove ndihmése
Neni 26

1. Depot ndihmése do t& kontrollohen dhe furnizohen me material shpenzues drejtperdrejt
nga Depoja Q&ndrore e MAPL-s&.

2. N& depot ndihm&se nuk do t& ket inventar apo paisje teknologjisé -informative.

3.Depoisti nga Depoja Qéndrore e MAPL-sé do t& furnizojé me material shpenzues
depon ndihmése.

4. Ményra e fumizimit me material shpenzues, nga Depoja ndihmése, do te jeté e njejts,
me furnizim me material shpenzues nga Depoja Qéndrore e MAPL-s&



Neni 27

Ky Udhézim Administrativ hyn né fuqi ditén e nénshkrimit nga Sekretari i Pérhershém i
MAPL-s&

7 4

Prishting Ministria ¢ Administrimit t&
Sekretari i Pérhershée
Besnﬂs?smani

oI i

&




PRIVREMENE INSTITUCIJE KOSOVA
MINISTARSTVO ADMINISTRACIE LOKALNE SAMOUPRAVE
ADMINISTRATIVNO UPUTSTVO
SP Br.2005/MALS/e

ZA FUNKCIONISANJE MAGACINA MALS/e

Stalni Sekretar Ministarstva administracije lokalne samouprave

Na osnovu Uredbe UNMIK/a br.2001/19 od 13 septembra 2001 od iyvr[noj grani Priviemenih institucija
samoupravljanja na Kosovu,;lan 5,ta;ka 5.4 pod c kao | dodatak XIV Uredbe 2005/15 o iymei Uredbe
2001/19 o iyvr]noj grani privremenih institucija samoupreva na Kosovu,sa ciljem regulisnja pitanja ya
funkcionisanje magacina MALS/e donosi ovo Administrativno Upustvo,br 2005/2 SP MALS ya
funkcionisanje magacinas MALS/e.

Svrha
Clan 1

Ovo uputstvo ima za cilj organizovanje | funkcionisanje $to efektivnijeg snabdevanja sa radnim
materijalom za potrebe MALS-e

Definicija
Clan 2

Za unutrasnje potrebe,ce postojati magacin MALS-e od kojeg ¢e celoosoblje MALS-e snabdevati sa
potro$nim materijalom,inventarom,opremom inf.tehnologije | drugim potrebnim metarijalom.

Lokacija
Clan 3

Mesto gde se nalazi magacin MALS-e je zgrada Grmije prizemlje

Odgovorno lice
Clan 4

1.Magacin MALS-e ¢e imati odgovorno lice koji je odgovoran da organizuje | kontroliSe sve poslove oko
magacina.



2.0dgovornom licu ¢e pomodi jedan radnik koji ¢e izvrsiti utovar | istovar robe.

3.U odsustvu odgovornog za magacin MALS-e poslove Ce izvrsiti ovlaséeno lice na osnovu pismenog
ovlaséenja

Clan5

U sklopu magacina MALS-e mogu da se stvore | pomo¢ni magacini,prema potrebi ali samo sa potro$nim
materijalima koji koji ¢e se snabdevati direktno od odgovornog lica magacina MALS-e.

Funkcionisanje magacina MALS-e
Clan 6

1.Magacin MALS-e ¢e biti pdeljen u nekoliko sektora,roba ¢e se postaviti u raftovima,koji ¢e biti
regulisani prema povr3ini koja je na parspolaganju megacina MALS-e.

2.Za robu koja ima vedi stepen osetljivosti Ce se regulisati posebni raftovi.
Clan7

Odgovorni ¢e stvoriti poseban elektronski program radi pracenja stanja magacina MALS-e
Clan 8

Prostor u kome se nalazi magacin MALS-e treba da bude izolovana od vlage,obezbedjenno od obijanja ili
drugh fizickih o$tecenja,osvetljeno iznutra | spolja,opremljena protiv poZarnim aparatima,kao | druge
opreme prema tehni¢kim normamam.

Prijem robe u magacinu MALS-e
Clan9

Svaka roba kja ulazi u magacin MALS-e ¢e se primiti od strane odgovornog lica ili priviemeno lice koje je
ovlaséeno,kao | komisije procenjivanja ponuda za kupovinu odredjene robe.

Clan 10

U frmularu prijema robe u magacinu MALS-e-u aneksu-¢e se opisati imenovanje robe, koliina-da li je
donesen trazeni material,kao | cena.

2. Formuas se potpisuje od magacionera MALS-e,¢lanova komisije,procenjivaca kao | snabdevaca koji je
doneo robu.



3.Primljena roba u magacinu MALS-e treba da se registuje u elektronskom program,dok postpisani
formulara o prijemu robe treba da se ¢uva u posebnom fizitkom dosijeu.

4.05tecena roba se ne prima
5.Magacioner MALS-e je obavezan po prijemu robe,zavisno...
Clan 11

U slucajevima kada traZena rob aide direktno na traZeno mesto u upravi ili nekoj drugoj kancelariji
MALS,radi se o robi sa odredjenom destinacijom,u slu¢ajavima kada roba ima veliki znaéaj |
oseljivost,magacioner je obavezan da na tom mestu zajedno sa komisijom za procenjivanje
ponde,sluzebno primi robu | da je registruje u elektonskom program.

Clan 12

U slucajevima kada magacioner ili drugo ovlas¢eno lice nisu prisutni za prijem robe,roba ée se
registrovati u magacinu MALS-e | odgovornost ¢e snositi lica koja su primila robu.

Snabdevanje sa meterijalom iz magacina MALS-e
Clan 13

Svaki radnik MALS ima pravo da se nabdeva sa potro3nim meterijalom kao | drugim meterijalom iz
magacina.

Clan 14

Za snabdevanje sa meterijalom iz magacina MALS,radnici MALS su obavezni da popune formular za
snadevanje sa meterijalom-aneks ii,koji treba da bude potpisan od doti¢nog direktora,ili ovlas¢enog lica
na osnovu pismenog ovlaséenja.

Clan 15
1.Potpisani formular da bi se usvijio treba da se dostavi logistici u upravi op3te administracije
2.Usvojeni zahtev od uprave opste administracije ¢e se dostaviti u magacinu MALS-e

3.Sektor logistilke je obavezan da zahtev realizuje u roku od 24 sata od dana prijema zahteva-ako se
traZzena roba nalazi u magacinu MALS-e

Clan 16

1.Po prijemu zahteva magacioner isti razmatra,tom prilikom ¢e on pupuniti formular o primo predaji
robe-aneks iii,sa kojim se zaduZuje radnik koji je podneo zahtev,| preko asistenta ¢e mu predate traZeni
meterijal.



2.Magacioner je obavezan da ove podatke registruje na elektronskom program.
Clan 17

1.Asiatent logistilke ¢e predate robu sluZbeniku koji je podneo zahtev za snebdevanje robom,od njega ¢e
se traZiti da potpiSe formular o prijemu robe-aneks iii.

2.Posle predaje robe asistent logistike je obavezan da formular-aneks iii,u uriginalu predaje
megacioner,kao | jednu kopiju ovoga foamulara da predaj jedinici za inventar u sektoru logistike-

Clan 18
Oc&tedeni inventar

1.Savki radnik MALS-e je zaduZen sa inventarom,tehnoloskom opremom ili drugm opremom,u slu¢aju
kvara ili ostedenja koje se ne moZe popraviti,treba da obavesti sector logistike u upravi opste
administracije.

2.Prilikom obavestavanja on treba da popuni formular-aneks iv,za predaju ostecene robe.
Clan 19

Sektor logistike je obavezan da oSte¢enu robu da vrati u magacin MALS-e | po jednu kopiju formulara-
aneksa iv,da predaje radniku koji je doneo robu jedinici zainventar

Clan 20

Magacioner je obevezan da oStec¢enu robu-primljejnu primi,istovremeno traZi od stalog sekretara da
formira jednu posebnu komisiju za procenu vralene | osteéene robe

Odgovornosti magacionera MALS-
Clan 21
Magacioner MALS-e je obavezan da registruje svaki izlaz robe iz magacina MALS-e
Clan 22

Magacioner treba da robu primi krektno | bez nekog pokusaja diskriminacije prema kompaniji koja
donosi robu,kao | prema tenderskom meterijalu za snabdevanje sa odredjenom robom.

Clan 23
Ako je roba nije donoSena prema tenderskom meterijalu ,magacioner je obevezan da ne primi robu

Clan 24



Magcioner je obavezan da svake nedelje izvestava esefa logistike o stanju u magacinu.
Osnovanje pomoc¢nog magacina
Clan 25

Samo uz odobrenje generalnog sekretara MALS-e se moZe osnovati pomo¢ni magacin u sklopu
centralnog magacina MALS-e

Nacin funkcionisanja pomo¢nih megacina
Clan 26

1.Pomocni magacini ¢e se kontrolisati | snabdeti sa potro3nim materijalom direktno od centralnog
magacina MALS-e

2.U pomoénim magacinima nece biti inventara ili opreme informativne tehnologije.
3.Magaciner iz centralnog magacina MALS-e ¢e snabdevati sa potro$nim materijalom pomo¢ni magacin

4. Nacin snabdevanja sa potro$nim meterijalom od pomoénog magacina Ce biti isto sa potro$nim
materijalom od centralog magacina MALS-e

Clan 27

Ovo Administrativno upustvo stupa na snagu danom potpisivanja od Stalog Sekretara MALS-e

PriStina Ministarstvo administracije lokalne samuprave
Stalni Sekretar

Besnik Osmani






INSTITUCIONET E PERKOHSHME TE VETEQEVERISJES
PRIVREMENE INSTITUCIJE SAMOUPRAVLANJA
PROVISIONAL INSTITUTIONS OF SELF-GOVERNMENT

MINISTRIA E ADMINISTRIMIT TE PUSHTETIT LOKAL
MINISTARSTVO ADMINISTRACIJE LOKALNE SAMOUPRAVE
MINISTRY OF LOCAL GOVERNMENT ADMINISTRATIO

ADMINISTRATIVE INSTRUCTION
P.S — No. 2005/2 MLGA

ON THE FUNCTIONING OF THE MLGA STOREHOUSE

The Permanent Secretary of the Ministry of Local Government Administration

Pursuant to UNMIK Regulation No.2001/19 of 13 September 2001 on the Executive Branch
of the Provisional Institutions of Self-Government in Kosovo; Section 5, paragraph 5.4, Item
(¢) & (¢) and Annex XIV of the UNMIK Regulation No. 2005/15 dated 16 March
2005 amending UNMIK Regulation. No. 2001/19 on the Executive Branch of the Provisional
Institutions of Self-Government in Kosovo, for the purpose of regulating the issues related to
the functioning of the MLGA storehouse, shall promulgate the Administrative Instruction no.
2005/2 SP/MAPL on the Functioning of the MLGA Storehouse

Purpose
Section 1

The purpose of this Instruction is to ensure more effective organization and functioning of
supply of office supplies for the needs of MLGA.

Definition
Section 2

MLGA shall have a storehouse for internal needs from which all MLGA staff shall be
supplied with consumables, inventory, technological equipments and other necessary
materials.

Location
Section 3

The MLGA Storehouse is located in the ground floor of the Germia building.



Responsibility
Section 4

1. The MLGA Storehouse shall have its official in charge, which shall be responsible for
the organization and control of all works in the storehouse.

2. The Official in Charge shall be helped by an employee for the loading and unloading
of goods.

3. In the absence of the official in charge of MLGA storehouse, his/her works and duties
shall be performed by an authorized person based on a written authorization.

Section 5

Subsidiary storehouses, as needed, may be established in addition to the MLGA
storehouse only for the consumables. These storehouses shall be supplied and controlled
directly by the Official in Charge of the ML.GA Storehouse.

Functioning of the MLGA Storehouse
Section 6

1. The MLGA Storehouse shall be divided into several parts. The goods shall be placed
in shelves in accordance with the available space in the MLGA Storehouse.

2. Special shelves shall be ensured for the high sensitive goods.

Section 7

The Official in Charge shall create a special electronic program in order to monitor the
state of the MLGA Storehouse.

Section 8

The space of the MLGA Storehouse shall be isolated from the humid outside air; shall be
protected from the breakings or other possible physical damages; shall have
both internal and external lighting; shall be equipped with firefighting equipment, as well
as other equipments based on the technical norms.

Receipt of the goods in the MLGA Storehouse
Section 9

All goods that enter the MLGA Storehouse shall be received by the Officer in Charge or
an authorized person on temporary basis, as well as by the Commission for Evaluation of
bids for the purchase of certain goods.



Section 10
1. The label, amount (whether the requested goods is delivered), as well as the price of
goods will be written in the form for receipt of goods in the MLGA Storehouse
(Annex I).

2. The form shall be signed by the Officer in Charge for the MLGA Storehouse,
members of the Commission for Evaluation, as well as the furnisher, which has
brought the goods.

3. The goods received in the MLGA Storehouse shall be registered in the electronic
program, while the endorsed form for the receipt of the goods shall be preserved in a
special dossier.

4. Damaged goods will not be accepted.

5. Officer in Charge for the MLGA Storehouse shall be obliged to place the goods to the
respective shelves depending on their type.

Section 11

If the requested goods go directly to the place where they are required, such as to the
department or any other office of MLGA, namely goods of specified destination, or if
goods are heavy and sensitive, the Officer in Charge of the Storehouse shall be obliged to
officially receive and register the goods in an electronic program together with the
Commission for the Evaluation of Goods.

Section 12

The goods shall not be registered at the MLGA Storehouse, if the Officer in Charge of
the Storehouse or his/her authorized person are not present during the time of receipt of
goods. The persons who receive the goods shall bear the responsibility.

Supply of material from the MLGA Storehouse
Section 13

Every MLGA employee has the right to be supplied with consumables as well as other
materials from the Storehouse.

Section 14
In order to be supplied with material from the MLGA Storehouse, the MLGA employees

shall be obliged to fill in the form for supply (Annex II), which should be endorsed by the
respective director or by an authorized person by him based on a written authorization.



Section 15
. The signed form shall be sent to the Sector of Logistics in the Department of General
Administration for approval.

. The request approved by the Department of General Administration shall be sent to
the MLGA Storehouse.

. The Logistics Sector shall be obliged to realize the request within 24 hours, starting
from the day of receipt of the request (if the requested goods are at the MLGA
Storehouse).

Section 16

. The Officer in Charge of the Storehouse shall be obliged to review the request upon
its receipt. The Officer in Charge shall fill-in the form for delivery of the goods
(Annex III), to be signed by the employee who has requested it. The goods shall be
delivered to the requestor of the goods by the assistant.

. Officer in Charge of the Storehouse shall be obliged to register these data in an
electronic program.

Section 17

. The Logistics Assistant shall submit the goods to the employee, who has made the
request to be supplied with the material and shall ask him/her to sign the form upon
receipt of the goods (Annex III).

. After the delivery of the goods, the logistics assistant shall be obliged to submit the
original form (Annex III) and a copy of this form to the inventory unit of the
Logistics Sector.

Damaged inventory
Section 18

. Each MLGA employee shall be provided with inventory, technological equipment or
other equipments. The employee shall inform the Logistics Sector in the Department
of General Administration for irreparable damages to the equipments.

. As regards to the notification he/she should fill-in the form (Annex IV) for the
delivery of damaged goods.



Section 19
Logistics Sector shall be obliged to return the damaged goods at the MLGA Storehouse
& a copy of the form (Annex IV) to the employee who brought the goods to the inventory
Unit.

Section 20
Officer in Charge of the Storehouse shall be obliged to receive the damaged and returned
goods. He/She shall ask the Permanent Secretary to set up a special commission for
devaluation of the damaged and returned goods.

Responsibilities of the MLLGA Officer in Charge of the Storehouse
Section 21

MLGA Officer in Charge of the Storehouse shall be obliged to register all goods leaving
the MLGA Storehouse.

Section 22
Officer in Charge of the Storehouse shall receive the goods in a correct manner and
without a tendency for discrimination towards the company that delivers the goods and in
conformity with the tender dossier for the supply of certain material.

Section 23

If the goods are not delivered in conformity with the tender, Officer in Charge of the
Storehouse shall be obliged not to receive the goods.

Section 24

Officer in Charge of the Storehouse shall be obliged to report each week to the Logistics
Chief on the state of the Storehouse.

Creation of the subsidiary Storehouses
Section 25

The subsidiary Storehouses can be created only by an approval of the MLGA Permanent
Secretary within the Main Storehouse.

Functioning of the subsidiary storehouses
Section 26

1. The subsidiary storehouses shall be controlled and supplied with consumables
directly by the MLGA Main Storchouse.



2. The subsidiary storehouses shall not possess an inventory or information —
technology equipment.

3. The storekeeper shall supply the subsidiary storehouses from the MLGA Main
Storehouse.

4. The manner of supply with consumables from the subsidiary Storehouse shall be the
same as for the MLGA Main Storehouse.

Section 27

This Administrative Instruction shall enter into force on the day of endorsement by the
MLGA Permanent Secretary.

Prishting/Pristina Ministry of Local Government Administration
Permanent Secretary
Besnik Osmani



