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CHAPTER SEVENTEEN

BUSINESS REPORTS 

17
SUBMISSION OF REPORTS TO HO
17.1 Submission of various reports to Head office.


Following guidelines for furnishing  various reports by the branches to HO are laid down for information and compliance by the branches: 

a) Daily Progress report

This report is required to be furnished daily through E-mail by the branches indicating  each commodity to the concerned commodity Heads in HO. This report  should contain various business activities like procurement, sales, IOT receipts/despatches, Export/Import undertaken by the branch. 

b) Weekly Market Rate Report
Weekly Market Rate for various agricultural commodities being handled/ proposed to be handled by NAFED are to be furnished as per Annexure 17.1 b).  Market Rates are to be collected for most common varieties from the market  prevailing every Friday through the branch representative.  The trend of the prices i.e. firm/steady/downward is to be seen and included in the report. Besides, the rate should also be compared with the local publication, if any. After collecting the market rates on every Friday, the same should be communicated the same day to concerned DHs and respective RM. 


c) Fortnightly Business Report
This contains the information relating to various business activities of the branch like purchase/IOT receipt, sale/despatches, Exports/Imports tentative profit/loss and balance stock position. Further bifurcation of these information on outright , Jt. Venture,  agency/consignment, PSS/MIS are made. The branches should furnish complete information in the fortnight business report given at Annexure 17.1 c) which is to be despatched on 5th and 20th of every month so that the same may be received in HO by 7th and 22nd respectively.  This report is to be sent to Divisional Head (Coodn) and respective RMs.  In case any information is not available at the time of despatch of the same to HO, the same may be mentioned in the remarks and the same may be included in the next fortnightly report. Besides, in case, the prescribed date of sending of return is a holiday, it has to be sent on the previous working day. Tentative profit/loss is to be worked out after taking in to account of sales expenses like commission, handling charges, godown rent, interest etc.  

d) Monthly Progress Report
This is a descriptive report which every BM should furnish on 7th of the following month so as to reach HO by 10th.  The main aim of this report is to get the general information of the branch regarding achievement, profitably, development of business item/areas and the position of legal cases / railway claims / duty draw back, export incentives, performance of service agents, operational problems, if any etc. The points on which the general information of the branch  are to be furnished are given in Annexure 17.1 d).  This report should preferably be finalised by BM himself or in his absence by the next senior most officer/official of the branch.

17.2
Market Rate Register
Besides, branches are required to maintain daily market rates register in their branches for the commodities being handled by them. These rates should be verified by BM and also verifiable so that auditors are satisfied to corroborate them for the purpose of purchase / sales rates at a particular time for a particular item/ commodity.

--00--

Annexure- 17.1 b)

Weekly market rates Report

Branch _________________________Prices for the week ending ___________

S.No.      Name of the Commodity              Variety       Rates (Rs./qtls) 
Trend

Branch Manager

To

Concerned Commodity Heads

RM (          )

(Note: 
Please furnish rates for the commodities being dealt with  your branch and for the commodities handled in your market.)




Annexure 17.1 c)

Fortnightly Business report

Qty in Mts/Value in Rs Lacs

Branch -----------------------------

Statement for the fortnight ending-----------

a) Purchase/receipts

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

Sr.   Commodity        Purchases during the fortnight    
IOT Receipts      


Remarks



        Qty.    Value   Purchase rate          
Qty.   Value  Branch






For loose grains

from where 






(Min.  Max.)

received

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

1) Commercial

i) Outright (Own A/c)

--

--

Total

ii) Jt. Venture

--

--

Total

iii) Agency

--

--

Total

Total Commercial

II) Price Support/MarketIntervention Scheme (PSS/MIS)

--

--

Total PSS/MIS

Grand Total (Purchases)

b)
Sales/IOT Despatches 

                           Qty. in MTs/Value Rs./lakhs

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

Sl. Commodity 
Sales during the fortnight
  Tentative   Despatches IOT/for processing          Excess(+)      bargain      Remarks


         



   Profit (+)

                           Shortage(-)   finalised

 

Qty.    Value    Ex-godown cost      loss (-)      Qty.   Apx   IOT   Mode   branch to                        with security




         Excl.       Incl.

                Cost
  of          which
                    but stocks




       godown  godown
                  incl.
despatch
despatch                      not lifted




         rent &    rent &

               godown


                   




         Interest    Interest
                 rent &






                                 interest

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

1.  2.

3.
4.       5.
         6.
       7.
      8.
9.                  10.
    11.
12.
13.                    14

I
Commercial
i) Outright (Own A/c)

--

--

Total

ii) Jt. Venture

--

--

Total

iii) Agency

--

--

Total

Total Commercial

II. Price Support/Market

Intervention Scheme (PSS/MIS)

--

--

Total PSS/MIS

C-Exports  

                                                                                                       Qty. in MTs/Value Rs./lakhs

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

Sr. Commodity 

Shipped during fortnight








Tentative

Remarks




Destination  Qty.    FOB value    C&F val.
Profit (+)









Loss (-)

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

By Nafed

By Ass. Shippers

D. Imports  

                                                                                                               Qty. in MTs/Value Rs./lakhs

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

Sr. Commodity 

Import during the fortnight



Country of Origin 

Qty

Value

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

I) Direct Import 

II) Registration during the fortnight

Service charges received 

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

Variety 
Origin 

Qty

Value

E
 Balance stock position  

                                                                                                                                            Qty. in MTs/Value Rs./lakhs

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

Sr. Commodity 

Stock held at the end of fortnight
Storage


Remarks








Position 
                      Bargain finalised with

Security but stocks not lifted

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

I)
Commercial

i)  Outright (Own A/c)

--

--

Total

ii) Jt. Venture

--

--

--

Total

iii) Agency

--

--

--

Total

Total Commercial

II. Price Support/Market

     Intervention Scheme (PSS/MIS)

      --

      --

      Total PSS/MIS

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

Prepared by:

Note:
Report is to be despatched by 5th and 20th of every month. Please delete column not applicable.









Branch Manager



Annexure 17.1 d)

Monthly progress report – proforma regarding


The Branch Managers may furnish the monthly progress report covering the following points:

1. General information including crop prospects, market intelligence, speculation etc. gathered from the trade and other sources and suggestions for development of business.

2. Details of purchases/sales including exports and imports of major agricultural commodities during the month with quantity and value.

3. Possibilities of development/business developed in new items.

4. Details of pending cases with Head Office.

5. Position of legal cases, if any

6. Operational problems, if any experienced.

7. Any other important information deemed fit to be reported to Head office.


 
