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CHAPTER EIGHTEEN

INSPECTION OF BRANCHES 

18 INSPECTION OF BRANCHES BY REGIONAL MANAGERS

A well defined inspection system is a meaningful exercise that brings out the implementations or otherwise of internal checks & control procedure evolved to safeguard the interest of the organization. Keeping in view this objective, Nafed has also formulated the system of Half Yearly Inspection of the branches covering all the areas of branch operations. The Regional Manager must conduct the inspection timely of branches under his jurisdiction and on completion thereof, the Inspection Report in the prescribed format should be sent directly to MD. The schedule of inspection and sending of report to Head Office is given hereunder:

-------------------------------------------------------------------------------------------------------PERIOD COVERED FOR INSPECTION

    TIME FOR SUBMISSION OF








     INSPECTION REPORT BY








     CONCERNED R.M.

1. First Half of the year  (April to September)
Up to November of that year

2. Second Half of the year  (October to March)
Up to May of the following year

     18.1
Proforma for half yearly inspection report

a. Name of the branch.

b. Date of Establishment

c. Period of Inspection

d. Date of Inspection

e. Period of last Inspection

f. Date of last Inspection

g. Whether the cashbook and bank book is up-to-date and is daily signed/initialed, by the BM and accounts incharge.

h. Whether the stock register has been signed by the BM & if not, reasons thereof.

i. Staff strength whether sufficient/short/excess.

j. Whether proper dead stock register of office goods, furniture etc. have been maintained? ( Physical verification should be done twice a year.)

k. Whether fixed assets register is maintained by the Branch in the prescribed format and location and identification number is given there in respect of each asset.

l. Whether any items of fixed asset is unusable/scrapped found at the time of last physical verification and necessary proposal by the branch has been sent to RM/HO for writing off/disposing of such items.

m. Whether proper distributions of duties have been done for the staff? 

n. Whether proper file register is being maintained by each section.

o. Whether files are properly numbered  & well maintained with proper headings, 10% files to be checked and detailed comments given for the defects and person responsible for it.

p. Please examine whether old files are being sent for record and     maintained properly thereof.

q. Whether old files are weeded out from time to time.

r. Whether proper record of CL & EL is being maintained of the employees.

18.1.1   Purchase of stocks

Comments on the following:

a) Purchases made through State federations or directly from constituent members/non-members.

b) Whether purchases are made from the trade to meet export commitment or otherwise as per prescribed procedure? 

c) Whether quotation register is up-to-date and properly maintained in case purchases made from other than cooperative organization? If no, reasons for the same may be given.

d) Whether any purchases were made under the Price Support? If so, how it achieved the desired objective & whether payment to the growers have been made in time.

e) Whether the bills of purchases have been properly scrutinized and the incidental claimed by procuring agencies are in order and reasonable?

f) Extent of purchases/expenses bills yet to be received commodity-wise and the period for which these have been done.

g) Whether the stocks are being stored in proper condition and timely fumigated?

h) Whether proper record of new and used gunny bags is being maintained?

i) Whether the commodity-wise stocks register have been maintained properly? If yes, whether the physical stock tally with that of register and WRs.

j) Whether the stocks more than 6 months are lying unsold, if so the reasons for non-disposal of such stocks. Similarly, the reasons for holding small stock of any items, if any. 

k) What is the condition of used gunny bags as per the branch record. If un-serviceable, action advised to branches for their disposal or otherwise be indicated

18.1.2    Sales


a) Whether the goods have been sold after getting sufficient quotations & keeping in view the prevailing market rates & trends.

b) Whether the quotation register is up-to-date & properly maintained.

c) In case the goods are sold through guarantee brokers, whether the guarantee brokers are remitting the sale proceeds in time and whether proper agreement to safeguard federation’s interest has been entered into. 

d) Whether the goods received for consignment sale are being disposed of promptly and consignees are being informed in time as well as sale proceeds are remitted promptly.

e) Whether approval of Competent Authority for sale on loss has been taken.

f) Whether necessary details of the parties with whom tie up business has been done by the branch are available in the records of the branch and transactions conducted as per guidelines.

18.1.3   Shortage/excess


a. Whether approval of Competent Authority is available for shortages.

b. Whether the claims for shortages have been lodged, if so, the details of such cases may be furnished. Present status of claims which are more than 6 months old with comments of RM.

c. Whether goods being received are being weighed before delivery and in case of shortages, necessary recovery has been effected.

18.1.4  Dumping of stocks
a)
Whether any stocks dumped during the period under review as per the provisions contained in para 3.31 of this Business Procedure.

18.1.5  Processing 

In case of processing relating to different agricultural commodities undertaken by the branch through concerned processor whether: -

a. Necessary agreement has been entered with the processor;

b. Acknowledgement of stocks delivered to the miller/processor was obtained and kept in safe custody;

c. Bank Guarantee as provided in the agreement has been furnished by the miller/processor, its authenticity and validation; 

d. Recovery of processed stocks in the form of finished goods and its bye-products etc. has been done strictly in accordance with the agreement entered with the concerned mill / processing agency;

e. All stocks – processed or in other form lying with the miller / processing agency have adequately been insured in the name of Nafed against all kinds of risks.
18.1.6 Exports

a) Whether documents against export shipments are negotiated in time. If so the details of the payment received under reserve and present status may be furnished.

b) In case of export of goods whether draw back claims/cash incentives/REP licences etc. have been filed and proper register is being maintained up to date. Cases of claims, which are more than 6 months old may be examined and the reasons for delay be stated.

c) On the goods exported whether any refund of Octroi or sales tax is permissible; if so, whether they are being properly filed.

d) Whether proper procedure for hiring of vessels for the purpose of export has been followed. Deviation, if any, should be pointed out.
e) Is there any delay in obtaining reports from the surveyors in respect of exports thereby causing loss due to delay in shipment as also in negotiation of export documents.

f) Whether prescribed guidelines in exercising control on the issue of ‘No Objection Certificate (NOC)’to the Associate Shippers have been properly followed. Deviation along with reasons should be stated.  

18.1.7  Finance & Audit
Comments on the following:

a. Verification of cash-in-hand including stamps etc.

b. Statement of Sundry Debtors, Trade Advances and Creditors be examined and report whether periodical confirmation & reconciliation has been done.  Comments on all dues, which are more than 6 months old.

c. Please examine whether the bank balance has been kept at the minimum and excess funds remitted to HO properly.

d. Whether guarantee/cash security have been taken from the service agents.

e. Please examine whether Jt Venture account have been finalized promptly. In case of outstanding Jt Venture, send your comments about the profitability position and stage of finalization and the age of such stocks lying un-disposed.

f. Whether credit sales arranged by the branch have been authorised by HO.

g. Whether any entry of zero A/c. is outstanding for more than three months? If so, the reasons for not responding the same may be given.

h. Whether Daily Market Rate Register is maintained for various commodities and such market rates entered are verifiable & verified by BM.

i. Whether sales tax forms have been obtained from all the parties, if not has branch retained amount equivalent to tax liability till receipt of required forms.
j. Whether branch is getting its books of accounts / records checked by internal auditors timely. If not, give reasons thereof.
k. Whether proper compliance of last internal audit report has been made. If not so then please intimate observation on which compliance is pending along with reason thereof.

l. Whether the branch has taken appropriate action on audit observation(s) appeared in statutory & Internal audit reports of last year. If not, so then please intimate observation(s) on which compliance is pending along with reason thereof.

18.1.8       General:   


a)
The system of collection of market intelligence and how often the   Branch Manager visits the market?

b) Please give your comments on the general profitability of the branch.

c) Please furnish commodity-wise purchase, sales, export, shortage/excess in the enclosed format at Annexure – A.

d) Whether various periodicals statements/returns relating to Finance Accounts, Business and Personnel etc. prescribed by Head office from time to time are being timely submitted.                

--00--


Annexure -A

Purchase, Sales including tie-up, Export including tie-up, Balance Stock  of   various   agricultural commodities

For the period -----------------






 
 Qty. In MTs/Value in Rs. Lakhs

Statement- “A”

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

Sl.    Name of the       Budget          Purchases           Sales          Exports         Shortages        Closing stock

No.  Commodity    Qty.  Value     Qty.  Value     Qty.  Value  Qty.  Value    Qty.  Value    Qty.     value    

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

A. Outright

B. Agency/ Consignment

C. Jt Venture

D.  Under Price Support Scheme

E.
      Tie-up business

        Statement ‘B’

a. Details of Imports, if any.

b.       Details of contracts registered for export/import under canalizing    scheme.

c.       Details of purchases made through the State Marketing Federation/Marketing Societies for commercial purpose.

d. Details of purchases made through the trade.

e. Details of business undertaken under tie up arrangement.

