CHAPTER FIVE

SERVICE AGENTS 

5.   GUIDELINES FOR APPOINTMENT OF SERVICE AGENTS

5.1 For efficient handling of stocks and to achieve cost effectiveness in various operations, the branches need the service agents like custom house clearing and forwarding contractor, Railway clearing & forwarding contractor/labour contractor/transport contractors, security agents and Guarantee brokers.  To eliminate the procedural delay in appointment of various types of service agents for the branches on regular and adhoc basis and also to facilitate the branches in having such appointments made effective on scheduled time, the procedure of appointment of such service agents will be regulated in the following manner.  The period of appointment of such service agent in the branches in different regions has been bifurcated as under:

South Region                             
1st July to 30th June

West Region                               
1st Oct to 30th September

East Region                                 
1st Dec to 30th November

North Region                              1st April to 31st March

5.2 To further streamline the procedure of appointment/renewal of these service agents, the following guidelines are circulated.

5.3 An advertisement be released in two local newspapers as per matter given in annexure 5.3(a) on the dates given in the schedule enclosed at Annexure 5.3(b) giving 15 days time for submission of tenders.

5.4 The tender form alongwith terms and conditions attached in Annexure 5.4 be given to the interested parties on payment of Rs.100/- for each tender form.

5.5
The duly completed tender forms from the eligible parties having registration with PF, ESIC, Labour Act, service tax and income tax authorities alongwith earnest money of Rs.5000/- for each tender is to be received as per schedule given in the Annexure 5.3(b).

5.6 In case of satisfactory performance of existing service agent and subsequent renewal, a letter be written to the service agent on the dates given in the schedule at Annexure 5.3(b) asking for his willingness for working on the existing rates, terms and conditions.

5.7
The tenders received within the time schedule be opened in the presence of committee comprising of BM, Sr most Officers of account and marketing wings of the Branch and parties who submitted their tenders, who wish to remain present.

5.8 The tenderers who have submitted complete tender forms alongwith earnest money in time and are ready to furnish the required cash/bank guarantee as well as agree on our terms and conditions should only be considered for participation in the negotiations.

5.9 Following schedule of Bank Guarantee is laid down.  Cash security of equivalent value can also be taken in lieu of bank guarantee:

                                                                                                                                            For branches with           For other

                                                                                       turnover of                       branches

                                                                                        Rs.50 Cr and above
                                                                               Rs.                                  Rs.

1.  Custom House C&F agent                          2.00  lac                        0.50 lac

2.  Rly C&F agent 



     1.00  lac

       0.50 lac
3.  Guarantee Broker                                         1.00 lac                         0.50 lac

4.  Transport contractor                                     0.50 lac                        0.25 lac

5.  Labour contractor                                         0.25 lac                         0.10 lac

6.  Security contractor                                        0.25 lac                         0.10 lac

5.10 Keeping in view the quantum of business to be handled by a branch, amount of bank guarantee can be increased/decreased in consultation with RM under intimation to HO.

5.11  Comparative statement of the rates submitted by all, eligible tenderers alongwith the existing rates may be prepared.

5.12 The first tender negotiations should be only with the lowest tenderer (L1) within a week or ten days of the receipt of the tender by a committee comprising of BM, Sr most officials of accounts and marketing wings of the branch.

5.13 The proceedings of the negotiation committee should be prepared suggesting a panel of maximum 3 parties, which should be signed by all the members of the committee.

5.14 The proposal of BM, requiring approval of Competent Authority, in the prescribed Performa at Annexure 5.14 alongwith the proceedings of the negotiations and recommendations of concerned RM should be sent to Coordination Division- HO as per the dates prescribed in the schedule at Annexure 5.3(b).

5.15 Coordination Division after receipt of the complete proposals will obtain approval of the Competent Authority for the panel of service agents.

5.16 After the proposal is approved by the Competent Authority, the panel will be conveyed to respective BM/RM by Coordination Division-HO.

5.17 The duration of appointment of these service agents shall be for two years with the option for extension of one/two years if the party agrees to work on the same rates, terms and conditions.  There shall be no increase in the rates during the term of the agreement except in case of statutory proportionate increase in the rates of labour wages or hike in fuel and transport rates etc. in which case corresponding percentage of increase would be considered in the rates of the service agents on production of documentary proof.

5.18 BM shall enter into an agreement with the approved service agent and send a copy of the same to HO.

5.19 In case  the first service agent in the approved panel of service agent does not agree to enter into an agreement due to one or the other reason, agreement with the second lowest service agent in the panel may be executed. 

5.20 a) For appointment of Service agents on adhoc basis services are to be taken from the empanelled agents.  Branch Managers by inserting  advertisement in the local daily  may invite offers from the reputed service agents for empanelment in the records of the Branch.  The credentials of such service agents may be examined  as is to be  done and followed for procedure for appointment of regular agents by the designated committee of the branch.  Proposal for empanelment of agents be forwarded to Coordination Division in HO with due recommendation of the concerned RM.  The Service Agents whose names will be empanelled be asked to deposit an enrolment fee of Rs.5000 which will be non-refundable.

b)
Before entrusting the actual work to the Service Agents, the concerned Branch Manager may invite quotation from the empanelled Service Agents and a committee authorized at the branch level as mentioned at para 5.7 for this purpose may negotiate and have competitive rates.  The negotiated rates be sent to Coordination Division HO for ex-post-facto approval of the Competent Authority over and above the delegation as prescribed in 5.20.1. However, branch should invariably inform Divisional Head Coordination and concerned commodity Division the details of appointment of ad-hoc service agents arising out the delegation given to BMs/RMs.

c)
Depending upon the quantum of work, they may entrust the job for a given duration by taking Bank Guarantee/Cash Security as the case maybe as per the requirement for as short period say three months as per the procedure to be followed in the case of regular appointment.  This way it is assumed that our expenses towards services rendered by the agents can be economized as these empanelled Service Agents may quote most competitive rates based on the prevailing rate.  This process will inject competition amongst the Service Agents.

5.20.1 Delegated powers in regard to appointment of service agents and matters related to such appointment to various officers are as under:-

SR.     Nature of appointment                                                Approving Authority

1. Release of advertisement                                                      
BM

2. Sanction of statutory proportionate enhancement            
MD

    on a/c of increase in fuel/labour etc. charges 

    during currency of agreement.

3.Appointment of regular service agent where likely payment 

   of services to be made in a year is:

   upto Rs.50000                                                                    

BMs

   More than Rs.50000 to 100000                                         
RMs

   More than Rs.100000 to 200000                                       
DH-Coodn

   Above Rs.2 lacs                                                                 

MD

4.To waive off furnishing of bank guarantee                       
MD

   cash security on recommendations from the 

   respective RMs.

5. Appointment of service agents on adhoc basis

    where likely payment of service charges to be

    made in a year is:

    Upto Rs. 50000                                                                

BMs

    More than Rs.50000 to 100000                                       

RMs

    More than Rs.100000 to 200000                                     

DH-Coodn

    More than Rs.200000                                                      

MD

5.20.2
The vigilance section shall be involved in the tender opening process. In respect of payments to service agents above Rs. 50 lakhs, the BM, Shall send details to vigilance section.

--oo--

                                                                                                            Annexure-5.3(a)

Tender Notice

 
Sealed tenders are invited from reputed and experienced agents having registration with EPF authorities, contract labour act, ESIC Act(wherever direct labours involved).  For handling of agriculture commodities for the year-----------------------for the following work.

i)  
Custom house clearing and forwarding at --------------port.

ii) 
Rly clearing and forwarding at-----------------------

iii )
Guarantee broker at--------------------------------------------------------------------

iv) 
Transport contractor for transportation of goods from--------to--------

v)  
Labour contractor at-----------------------

vi)
Security Contractor


Prescribed tender forms for different operation can be had from the office on payment of Rs-----------for each tender form.

Separate sealed tenders for each operations duly filled in and signed should be submitted alongwith a demand draft for Rs.5000/- towards earnest money within 15 days from the date of this advertisement.  The covers should be superscribed as tender for------------------------.

The Federation reserves the right to accept or reject any tender in part or full without assigning any reasons thereof.

                                                                      



Branch Manager

                                                                         


( Nafed )
                                                                                   Annexure-5.3(b)
Schedule of dates for appointment of service agents in  the branches
PARTICULARS              
 NORTH REGION     SOUTH REGION        WEST REGION      EAST REGION

Sr. Period of    
        1st April          1st July                1st October        1st December

      appointment                31st March     30th June              30th Sept.          30th Nov

1. Letter to branch               1st January        1st April              1st July               1st Sep

    

    from HO

2. Letter to existing service

   agents for willingness

   for the next year on the     15th January      15th April            15th July           15th Sep

   existing rates in case

   performance is satisfactory

3. Advertisement in the local

    newspapers(2) in case       1st February     1st May              1st  Aug            1st  Oct                  

    existing service agent not

    willing on the same terms/

    same rate/performance not

    satisfactory

4. Date of receipt of tenders   15th Feb           15th  May          15th Aug         15th Oct
5. Complete proposal alongwith

    comparative statement of

    rates quoted/negotiated

    and existing rates and         28th Feb           30th May          30th Aug           30th Oct

    joint recommendations

    of BM and RM

                                                                                                                 Annexure-5.4

                                           Tender form

FROM----------------

To

Nafed(full address) 

Of the branch

---------------

         Tender for appointment----------------------------------------- agent-reg.

Please refer to your advertisement published in the (Name of the newspaper) dated __________ inviting tenders for appointment of __________agent.  We are pleased to furnish our rates in the enclosed Performa.  We have gone through your terms and conditions and we agree to abide by the same.

We are having experience in the line for (number of years) and at present are undertaking the work of __________________of the following parties:

     1.

     2.

     3.

     4.

   Our permanent Income Tax no. is--------

Our registration nos with PF, Labour, ESIC and service tax authorities are_________________________.

We are enclosing herewith DO No.----------dated--------------drawn    --------payable at-------------------for Rs.5000/- being the earnest money deposit.

   Thanking you,

                                                                       



Yours faithfully,

                                                                          Name of the clearing and forwarding

                                                             
Agent and full postal address.

                                                                                         Annexure-5.14

Performa for sending proposal/recommendation for renewal/

appointment  of  Service agents in the branches

Proposal  of Branch Managers:

1. Names of the local newspapers in which advertisement is published.

2. Date of advertisement

3. Last date of the receipt of the tenders

4. Number of parties who have taken the tender forms and number of forms 

sold.

5. Number of parties who have submitted the tender forms

6. Name and address of the parties who have submitted the complete tender

       forms in time alongwith the tender fees.

7. Tender forms opened on--------------and in the presence of- -----------------

8. Date of negotiation with eligible tender/tenderers.

9. Name and designation of the officers in the negotiations committee

10. Name of parties who attended the negotiation meeting

11. Please attach the comparative statement of the rates submitted by various 

tenderers, rates negotiated and existing rates.

12. Proposed name of the service agent/agents(Panel of three)

13. Name of the company/firms with whom the service agent is working at 

present.

14. Year since when the service agent/agents is/or working with Nafed

15. Number of godowns/labour force/trucks etc. with the service agent

16. Volume of business handled by the service agent/agents during the last 3

 years

17. Cash security/bank guarantee the service agent agreed to submit for 

successful implementation of the contract.  In case, it is higher or lower than

standard schedule the reasons for the same and other security of 

arrangements may be furnished.

18. Whether any claim/amount outstanding against the service agent/agents, if 

so, please furnish the details alongwith the reasons for non-settlement of the 

same.

19. Whether there is any complaint against the service agent. If so, please              

 Furnish the details of the same.

20. Whether the service agent desired an increased rate over the existing rate.  If

             so, the reasons for the same alongwith the documentary evidence for the   same as well as your comments may be furnished.

21. In case of renewal of the existing service agent, a photocopy of the letter                  received from the service agent indicating his willingness for working on the same rates, terms and conditions may be enclosed.

22. In case of renewal, performance of the existing service agent may be

indicated.

23. Any other comments you would like to give in regard to your proposal.

                                                                      Branch Manager

                                                                      Dt……………..

RECOMMENDATIONS

 I have examined the above proposal of Branch Manager………………regarding appointment of………….for the year……………..Accordingly, I hereby recommend/do not recommend the appointment of the above agent on account of the following reasons.

(i)…………………………..

(ii)………………………….

(iii)…………………………..

(iv)………………………….

I recommend the name of…….as…………..for the year…….due to the reasons summarized below:

(i)…………………..

(ii)………………….

(iii)………………..

(iv)……………….

