· Certain rules have been amended or new rules have been framed. The amended provisions of rules and new rule framed may please be seen in the bottom of the chapter.
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LOCAL CONVEYANCE RULES
I.
Local Tours: Local tours means tours undertaken within the Corporation/Municipal limits* by various members of staff of the Federation in the course of conducting official business. These can be for one or more of the following reasons:

(i) To railway station in connection with the arrival of commodity wagon and their clearance etc.;

(ii) To take the goods to warehouses;

(iii) To collect market intelligence, study price fluctuations, to meet various dealers in the city;

(iv) To bring samples from the warehouses or other dealers in the city;

(v) To meet officers in various ministries and other offices;

(vi) To attend meetings being held elsewhere;

(vii) To banks, post offices, transport agencies etc.;

(viii) To receive VIPs or invitees;

(ix) In connection with the loading and unloading of ships, clearance of goods from customs, etc.;

(x) Any other places visited in connection with the business of the Federation.

* Note:
1. Faridabad, Gurgaon, Sahibabad & NOIDA have been included in the municipal limit of Union Territory of Delhi for the purpose of charging local conveyance in connection with the official work.

(Ref. O.O. No. 10, dated 17.09.1983)

2.
Panchkula has been included in the municipal limit of Chandigarh for the purpose of charging local conveyance in connection with the official work.

(Ref. O.O. No. 36, dated 18.09.1990)

3.
Now onwards the officers/employees visiting these places shall be reimbursed actual conveyance paid by them as per their entitlement and they shall not be paid any TA/DA for visiting these towns/ places. This will be applicable in case of drivers also.

4.
However, it is pointed out here that while sanctioning the conveyance of the above places the genuineness of the claim may kindly be seen carefully by the concerned officers so that this facility may not be misused. It is also clarified that no conveyance charges will be admissible for carrying files to the residences of the officers at the these places. In case carrying such files is absolutely necessary, prior approval should be obtained for passing of conveyance bills.

II.
Keeping in view duties attached to various posts, the following types of conveyance allowance/charges may be considered and allowed by the Managing Director at his discretion.

1.
Conveyance Allowance/Charges
(a) This allowance is granted to an employee whose duties require extensive travelling at or within a short distance from his Headquarters.

(b) This allowance can be drawn all the year round except when the person remains on leave, joining time, temporary transfer etc.

(c) Drawal of allowance is subject to the employees owning and maintaining a car, scooter or motor cycle in good running condition, and using it for all official journeys.

(d) No allowance shall be admissible during any period of more than 7 days at a time, if the employee does not maintain the vehicle or it remains out of order or is not used for official journeys.

(e) Allowance granted under these orders will cover all journeys by road on official duty within the local jurisdiction of the employees, irrespective of whether the points of duty reached lie within or beyond 8 kms.

2.
No allowance mentioned in II (1) above shall be admissible unless the average monthly running on duty is more than 200 kms. Journeys between residence and normal place of work shall not be reckoned as running on official duty.

*3.
Rates: Local conveyance rates for employees are fixed as:

Type of Vehicle
#Rate per km.(Rs.)

Own Car


4.00

Scooter/Motor Cycle


2.00

Moped


1.25

$III.
The local journeys performed by officers and staff other than those in receipt of the conveyance allowances mentioned above, shall be regulated as follow. For this purpose, the employees are divided into four grades as shown below:


**1.
Grade I : Officers drawing basic pay more than Rs.11700/- p.m.

2. Grade II : Officers drawing  pay from Rs. 6601- to Rs.11700/- p.m.

*
Substituted vide O.O. No. HO/FA/2(1)B/81-82 dated 17.11.1981.

#
Revised vide O.O. No. 10 dated 17.10.1996.

$
Substituted vide O.O. No. HO/AD/8/258/78-79 dated 27.01.1979.

**
Substituted vide O.O. No. 29, dated 27.01.1984.
***
Substituted w.e.f. 01.08.1986, vide O.O. No. 25, dated 07.01.1987.

1 Substituted w.e.f. 29.09.1981 vide O.O. No. HO/ FA/2(1)B/81-82 dated 17.11.1981

2 Substituted vide O.O. No. HO/AD/5/7/73-74 dated 28.02.1974.

2. Grade III : Officers drawing pay from Rs. 4600/- to 6100/- p.m.

3. Grade IV : Officers drawing less than Rs. 4500/- p.m.

(The pay range has been revised as per new pay scales vide OO No.21 dated 7.12.2004)  

IV.
The employees according to their grades shall perform local journeys by one of the following modes of transport shown against each grade. 

***Grade Mode of transport

I
By staff car or taxi;

II
By local train/scooter or bus;

III
By local train/tram/auto-rickshaw or bus;

IV
Local train/cycle/tram/auto-rickshaw or bus.

NOTE 1:
In case of emergency, with the prior permission of the Managing Director. Staff car or taxi can be used by persons not authorised to use the staff car or taxi.

NOTE 2:
A taxi, scooter or any other conveyance should only be hired if the staff car is not available, and a certificate to this effect be recorded on the bill claiming the amount.

1V.
Persons who own car, scooter and use it for official local journeys shall be paid at the rate of Rs. 4.00 and Rs. 2.00 per kilometer respectively.

VI.
In any case, prior permission of the Sectional Heads to undertake the local journey will invariably be necessary and should be obtained.

2VII.
As soon as the journey is performed, the touring officer shall inform the sanctioning authority about the work done, verbally or in writing, and submit a conveyance bill, duly verified by the officer alongwith a certificate of non-availability of the staff car, and submit it to the competent authority for sanction. 

VIII.
In case of Grade IV employees, their duties shall be so regulated that they get a compensatory leave for attending office on holidays. In case in addition to the person on duty, more Grade IV employees are required to attend office, they shall be paid OTA as per rules.

***IX.(a)
Officers of the Federation who are not entitled to claim OTA under the OTA rules shall be entitled for a fixed remuneration of Rs.100/- per day if they are required to attend the office at least 2 hours before or after office hours on working days. They will also have the option of claiming conveyance charges as per their entitlement subject to the ceiling of Rs.100/- per day. 

b) Similarly officers attending Office on Saturdays/Sundays/holidays for any duration shall be entitled either to a fixed remuneration of Rs. 200/-* or conveyance charges as per their entitlement subject to a ceiling of Rs.200/- per day. 

c) Officers desirous of claiming the fixed remuneration of Rs.100/- or Rs. 200/- as the case may be shall be required to fill up the enclosed form and send the same to the Accounts Department. 

d)   This will not apply to Officers coming for training from out-station, who will be entitled to D.A.


e)     This will not apply to Officers who are                       

                  provided with staff cars.

CERTIFICATE


This is to certify that I attended office from …………………….. to ……..……… on …….…… (which was a working day)  OR on ………        which was a holiday.  In terms of Office Order No.02 dated 10.4.2006, I am entitled for remuneration of Rs 100.00 / Rs.200.00 (strike out whichever is not applicable).   Please pay the same to me.

 I certify that I have not filed any claim for conveyance charges for this purpose.

 Signature ………………………………………

Name of the Officer …………………………..

Designation……………………………………

Place of Posting……………………………..

 Date…………………………………………..

Clause No. (a) and (b) relating to amount and entitlement revised vide Office Order No.02 dated 12.4.2006 w.e.f. 30.3.2006 in accordance with decision of the Board of Directors taken in the meeting dated 30.3.2006.

Other references:

            ( Ref.O.O. No. 23, dated 12.09.1985.)


(Ref. O.O. No. 24, dated 26.06.1991.)
(Ref. 5/7/69/Admn. dated 05.09.1969)

(Ref. O.O. No. 44, dated 02.03.1987)

IMPORTANT DECISION

(i)
Economy on Local Conveyance

It has been observed that the expenditure being incurred on local conveyance bills and for working late hours and attending office on Sundays and Holidays is on the increase and is required to be economised. In order to effect economy, the following procedure is laid down for strict compliance by all officers and staff of the Federation.

A.
Local Tours
(i) Local tour should only be undertaken by officers and staff when absolutely necessary in the interest of the Federation.

(ii) When officers entitled to travel by taxi are required to go on a local tour they should first ask for the staff car and in case, it is not available, should, so far as possible, use a cheaper mode of conveyance keeping in view the urgency of the matter or business. Likewise other officers should also use cheaper modes of conveyance.

(iii) A member of the staff not entitled to travel by scooter may be allowed to do so provided he carried with him business articles weighing more than 5 kg. at a time otherwise he should travel by the mode of entitlement. In such cases, the officer concerned shall certify and record the following certificate on the body of the conveyance bill:

Certificate

“Certified  that Shri ………………….. was required to carry business articles weighing more than 5 kg. and was allowed to go by scooter. The bill is verified.”

(ii)

Economising Expenditure on Local Conveyance


With a view to economising expenditure on local conveyance, particularly, on the use of officers’ own vehicles for official local journeys, the following instructions are hereby issued for strict compliance:

(i) The officers of the cold storage, food processing factory, Azadpur Branch and AIl Division, as usual, will continue to send their files to the HO every day instructing the person who bring the files from there to take HO files and papers with him to the officers concerned.

(ii) The jeep, which is at Lawrence Road, may visit HO on Wednesday every week bringing these officers who have work or matters to discuss in the HO. It is, therefore, necessary that all cases requiring discussion are brought on that day for the purpose. In case no officer is to visit HO on any Wednesday the jeep need not come to HO.

(iii) So far as possible, an effort should be made to discuss various cases on telephone with the officers in the HO. However, looking to the importance of a particular case, if it is considered necessary to discuss it personally, it may be so done but the officer concerned in the HO should be informed in advance so as to be available for discussion.

(iv) Visit HO when called by MD or any Head of Division by fixing an appointment on phone.

(v) The senior officers in the HO before inviting officers from local offices try to dispose of the matter first on phone. They may invite these officers only when absolutely necessary.

(vi) Before visiting the HO, matters concerning other departments should be listed and brought to HO for discussion/disposal in order to avoid repeated or avoidable visits.

(vii) In order to train them, the subordinate staff should be detailed to do work in mandis, business centres and other offices like DESU, Municipal Corpn. etc. whenever and wherever possible. This will not only train the subordinate staff to handle such jobs but will also provide more time to senior officers to attend to other important works.

(viii) The official visits to HO and other offices should be planned and the staff car, jeep or three-wheeler requisitioned well in advance so as to avoid non-availability thereof and unnecessary expenditure on local conveyance.

*(ix)
The officer should use his own car/vehicle only when an office vehicle is not available and submit justification for using own vehicle for official purposes alongwith the conveyance bill for payment.


*(x)
Officers who use their own cars for official purpose and claim local conveyance charges as per rules shall hereafter be not required to enclose ‘Requisition Slip’ with their conveyance bills. However, the details of local journey performed has to be mentioned in brief in the conveyance bills.

(2) All employees requiring vehicles are advised to requisition office vehicle a day or half day in advance so as to ensure availability of an office vehicle. The requisition should be put up to AM(A) if he is in office particularly when no staff car is available.

(3) In an emergent case, at the eleventh hour if the office vehicle is not available, the own or hired vehicle can be used subject to the conditions laid down above. If the visit can be postponed until such time the office vehicle can become available, the visit may be postponed.

(4) Keeping in view inherent expenditure of business in mind, the officers should use their own vehicles if it is necessary to do so. The business requirements should always guide their movements.

(5) This order comes into force with immediate effect. All officers and members of the staff are requested to exercise maximum control to economise the conveyance expenditure.

* (Modified vide O.O. No. 64, dated 20.06.1984).

(6) All those employees who have their own vehicles purchased and financed whether from outside or from NAFED should use the same for official purpose/work also and they can claim local conveyance charges on kilometer basis.

Employees who have to use public transport in absence of their own vehicle shall be allowed reimbursement of local conveyance charges as under:

(i)
ED and above
: Public transport



  including taxi.

(ii)
All other officers
: Public transport


and employees
  excluding taxi


This order comes into force with immediate effect in supersession of all previous orders issued in this respect.

(Ref. O.O. No. 22 dated 25.10.1999)

B.
Procedure for Claiming Local


Conveyance Charges

It has come to notice that conveyance bills in respect of local journeys performed by the employees of the Federation are submitted to the competent authority for reimbursement of the amount without proper verification/ counter-signature by the concerned officers. It is, there-fore, requested that all employees should submit their local conveyance bills to the competent authority after completing the formalities indicated above failing which conveyance bills are liable to be rejected.

(Ref. HO/AD/G-39(15)/80-81 dated 24.01.1981)

C.
Visit from Residence to a Place Other than Office on Official Work or Temporary Duty

In continuation of Office order of even No. dated 05.09.1969, regulating Local Tours and Conveyance Charges, the following clarifications are hereby made:

(i) When an employee who is detained to do official work at various places in the city, proceeds to his residence from his last place of work after office hours or late in the night, actual bus fare or scooter fare according to entitlement will  be admissible.

This will be restricted to the difference between the fare from his last place of duty to the residence, and office to residence.

(ii) In case an employee has to do some official work and for that purpose he has to proceed from his residence early in the morning and come to office from there, he will be paid actual local conveyance expenses.

(iii) If an employee is required to do some official job or meet a person at airport or railway station or elsewhere, from his residence early in the morning or late in the evening and he goes back to his residence after performing the work he will be allowed actual conveyance charges keeping in view his entitlement, time and place visited.

*(iv)
In case an audit assistant is asked to audit accounts of Delhi Branch/AI Divn. etc. or any member of the staff is deputed for temporary duty to any such place, and for this purpose he goes there direct from his residence in the morning and comes back to his residence in the evening, conveyance charges will be admissible to the extent of difference between his residence to new place of duty and his residence to his office. The duration of temporary duty in such cases will not exceed 10 days at a time. If an employee is deputed to such temporary duty for more than 10 days in the same city at a place other than his headquarters, he would be treated as on temporary transfer to that place and aforesaid conveyance charges as applicable to temporary duty will not be admissible to him.


(v)
All pending cases will be settled in the light of the above.

(Ref. HO/AD/5/7/72-73 dated 18.12.1972)

*
Substituted vide O.O. No. HO/AD/5/73-74 dated  09.01.1974.

D.
Requisition slips to be submitted through Divisional Heads/ Sections In-charges.


It has been observed that requisition slip for allotment of vehicle are received from the officials without recommendations of the Divisional Heads/Sectional In-charges. At times, 2 or 3 requisition slips for allotment of vehicle are received from the same Division. In order to coordinate the allotment of vehicles in the Administration Division and also to provide better service it has been decided that in future the officials should send their quotation slips duly recommended by the concerned Sectional In-charges/Divisional Heads.


The requisition slips received without the recommendation of Divisional Heads/Sectional In-charges will not be considered.


This order comes into force with immediate effect.

(Ref. O.O. No. 23, dated 01.12.1984)

E.
Conveyance allowance to Officers


With the introduction of five-day week, some doubt have been raised regarding admissibility of local conveyance charges to the officers, who are required to stay in the office after normal working hours. The matter has been examined in the light of the existing rules and it has been decided that the officers who are required to attend office atleast 2 hours before or after office hours on working days, shall either be provided with official conveyance or paid actual scooter/taxi fare as per their entitlement, from residence to office or vice-versa, as the case may be.


This order, which comes into force with immediate effect supersedes all previous orders issued on this subject.

(Ref. O.O. No. 23, dated 12.09.1985)

F.
Requisition of Office Vehicles

It has been observed that while indenting for official vehicles, the officers and staff do not follow the proper procedure. In most of the cases requisition is made over telephone. Until and unless vehicle is required very urgently and existing procedure of sending requisition in the proper form cannot be followed due to shortage of time, no request on telephone will hereafter be entertained. Even in the requisition form most of the indentors do not mention the purpose properly. In order to decide the priority in allotment of vehicles, it is requested that all concerned should not merely write “official” against column “purpose” in the requisition form but they should mention clearly the purpose giving details of their journey. Against the column “Time” normally it is indicated as to when the vehicle is required. However, no mention is made as to when they will come back. In the absence of the information about return of vehicle, the Administration Deptt. cannot plan in advance and as such is unable to allot vehicle to other officers whose request is pending with them.

2.
In view of the above it will be highly appreciable if the requisition form is properly filled up before it is sent to the Administration Section. It is also emphasised that telephone is request should be avoided as far as possible.

(Ref. O.O. No. 25, dated 12.12.1983)

G.
Economy on Use of Vehicles

In order to economise the expenditure on maintenance/hiring of vehicles, it has been decided that:

1. No office vehicle shall be provided at the residence of the officers/ staff for going to the place of meeting from their residence.

2. No office vehicle would be provided for reaching the airport/railway station/bus terminus in order to catch flight/train/bus at their residence and vice versa.

3. No office vehicle shall be provided for going to the residence, if the officers/staff sit in office for attending to official work up to 9.00 p.m.

4. However, official vehicles may be provided at the residence only when the departure time is before 8.30 a.m. in case of air journey and 8.00 a.m. in case of road/rail journey and arrival time is after 9.00 p.m. For attending meetings, official vehicles may be provided at the residence if the meeting is scheduled before 9.00 a.m. It is further emphasisd that officers/ staff should not take the official vehicles to their residence in the evening after completing their official outdoor work, if the work is over before 9.00 p.m.

5. For other journeys, officers/staff are supposed to hire public transport and claim conveyance charges as per rules.

6. This order comes into force with immediate effect.

(Ref. O.O. No. 34, dated 14.02.1984)

H. Local Conveyance for Management Trainees


It has been decided that the management trainees appointed in the Federation will henceforth be entitled to the benefits of Travelling Allowance/Daily Allowance, remuneration for attending office on Holidays and local conveyance at par with the Assistant Manager of the Federation.


This order comes into force with effect from 04.05.1994.

(Ref. O.O. No. 05, dated 10.05.1994)

The  Executive Committee in its meeting held on 23.03.2011 have modified the local conveyance charges for Nafed officials, using their own vehicles to discharge official work, as under:

	S.No.
	Type of vehicle
	Rate per Km (Rs)



	1.
	Car
	7.00

	2.
	M.Cycle/Scooter
	4.00


The above order comes into effect from      1st April, 2011

OO No. 03 dt.13/04/11 (Chapter-16)
In exercise of powers conferred on him vide Bye-law No. 36 (b)(vi) of the Federation, the Managing Director has sub-delegated the powers in respect of passing of local conveyance bills of all Divisional Heads in HO to an  Officer who is senior most  in Head Office i.e. ED & above. However, the local conveyance bill of that Senior Officer if claimed will be sanctioned by M.D.

 Accordingly all Divisional Heads in HO may send their conveyance bills if any to AMD(Pers) at present who is the Senior most Officer in HO. The pending bills of officers in Accounts Division may be got sanctioned by the officers concerned from AMD(Pers).  

The Local Conveyance Rules are modified to above extent. 

OO NO. 10 DTD. 07.10.2013

                  The Board of Directors in their meeting held on 28.04.2014 has decided that actual conveyance charges shall be paid to the officers of the level of AM and above as per their entitlement if they are required to attend the office at lease 02 hours earlier to normal office hours or leave office after 9.00 P.M. on working days. This facility shall be extended to the officers who are not entitled for reimbursement of petrol cost.

                  The Office Order number 02 dated 12.4.2006 and (h) of the point no 4 of office order no. 12 dated 7.1.2014 may be treated as modified to the above extent only.


Other terms & conditions shall remain unchanged.

This order comes into force with immediate effect.

OO NO. 07 DTD. 19.05.2014

In partial modification to Office Order No. 5 dated 8.9.2015, it has also been decided by the Competent Authority to keep in abeyance the expenses on account of local conveyance paid to officers of the level of Asstt. Manager and above for sitting late / holiday till the financial health of the Federation improves and availability of sufficient funds. Such bills shall be kept pending in HO as well as branches without sanctioning and no payment shall be made against such bills till further orders. 


This OM shall be treated as part of Office Order No. 05 dated 08.9.2015. 

OFFICE MEMORANDUM DATED 09.09.2015
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