· 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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ORGANISATIONAL SET UP OF HEAD OFFICE/

REGIONAL/BRANCH OFFICE

Head Office

*Creation of Protocol Cell in H.O.


It has been decided to create a protocol Section in Head Office.


The section will look after the work of Directors, VIPs and Official Guests of NAFED in the following field.

1. To receive the Directors at the Airport, Railway Stations etc.

2. To arrange for their transportation, accommo-dation, Rail/Air Reservation etc.

3. Booking of Guest House in Delhi.

4. Similar responsibility in respect of VIPs and Official Guests.

5. Upkeep and maintenance of Guest Houses.

6. Any other work relating to Directors, VIPs, Official Guest.

Assignment of duties of Public Information Officer and Appellate Authority In H.O. 

            In accordance with the provisions of “The Right to Information Act, 2005 which was passed by the both Houses of Parliament and published in the Gazette of India on 21.6.2005 each public authority is required to designate as many officers as Public Information Officers (PIO), in all Administrative Units or Offices under it as may be necessary to provide information to persons requesting for the information under the Act.  Accordingly it has been decided by the competent authority to nominate Shri Praveen Jain, Manager (PR) as the Public Information Officer in respect of Nafed.  

             The Act further provides that the PIO may seek assistance of any other officer of the public authority and that in such an eventuality, the officer from whom the assistance has been sought shall be regarded as de facto Public Information Officer.

            In the event of the request for information being rejected, etc., the act casts an obligation upon the designated PIO to communicate to the requester the particulars of the Appellate authority also.  Accordingly it has been decided by the competent authority to designate Shri Jagmohan Bhanot, Addl. Managing Director to be the Appellate Authority for the purpose of this Act.  

             Any request for information made under the above law shall accordingly be dealt by the PIO Nafed.    This order comes into force with immediate effect. 

          (Ref OO No.14 dated 30.8.2005)

** Creation of Vigilance Cell
A Vigilance Cell has been set up in NAFED to serve as a preventive measure as also to investigate into the complaints of corruption, mal-practices and lack of integrity. The objective functions and procedures of the Vigilance Cell are given in the Annexure hereto for information and guidance of all concerned.

FUNCTIONS AND PROCEDURES OF THE VIGILANCE CELL IN NAFED

OBJECTIVES :

The objectives of the Vigilance Cell shall be as follows :-

*
Inserted vide O.O. No. 7 dated 26.3.93 and O.O. No. 10, dated 15.7.1993

**
Inserted vide O.O. No. 47 dated 4.2.1994.

i. To take up the vigilance work objectively without creating any undue fear or demoralising effect amongst the employees;

ii.
Creating consciousness of the job responsibilities among the employees keeping in view the interest of the Federation;

iii. Detection and investigation of the cases of corruption and other mal-practices;

iv. Advising the Management on preventive actions so as to reduce chances of corruption and mal-practices. 

The Duties of the Officer Incharge of Vigilance Cell shall be as follow :-

i. The Officer Incharge of Vigilance Cell will work under the overall control and guidance of Managing Director;

ii. He shall be responsible for the discharge of functions as enumerated in this scheme.

II. FUNCTIONS :

The functions of the Vigilance Cell shall be as follows :-

i. As and when necessary, to conduct detailed examination of the existing systems and procedures with a view to eliminate or minimise factors which provide opportunities for corruption or mal-practices;

ii.
To give guidance and assistance to Departmental Heads whenever requested for with a view to ensure that the enquiries in cases of corruption are conducted efficiently consistent with all procedural requirements;

iii.
To investigate matters connected with alleged corruption and lack of integrity to ensure action for prevention, detection and punishment for corruption and mal-practices.

III.
DEALING WITH THE COMPLAINTS :


The complaints received shall be dealt with as follow: -

i. Before taking action on any complaint, Vigilance Cell shall bring the same to the notice of the Managing Director. If the Managing Director approves that it is a fit case for investigation by the Vigilance Cell the complaint will be registered. Necessary action shall be taken on the allegation of corruption or improper motive or if the alleged fact is prima-facie indicative of an element or potentiality from Vigilance angle. Complaints which relate to purely administrative matters or technical lapses, such as late attendance, disobedience, insubordination, negligence, lack of supervision or operational or technical irregularities and any other lapses not having a vigilance angle will not be registered;

ii. Each complaint will be examined to see whether there is any substance in the allegation. Where the allegations are vague and general and prima-facie unverificable, the complaint shall be dropped and filed. However, if the complaint seems to give information definite enough to require a further check up, a preliminary enquiry or investigation will be made to verify the allegations to decide whether or not the employee concerned should be proceeded against;

iii. Normally, no action would be taken on anonymous complaint against any employee. No action will also be taken against an employee in case of any doubt about the pseudonymous character of the complaint. The complaint may be verified by enquiring from the signatory of the complaint whether it has actually been sent by him. If he cannot be contacted at the address given in the complaint or no reply is received from him within a reasonable time, it should be presumed that the complaint is pseudonymous and ignored. Generally, anonymous and pseudonymous complaints shall not be taken notice of but the Vigilance Department may take cognizance of any such complaint on which action appears to be warranted prima-facie.

iv. Report of all such investigations will be submitted to the Managing Director.

IV.
WHEN VIGILANCE ENQUIRY IS PENDING

i. The person against whom the vigilance enquiry is pending shall not be considered for promotion or confirmation without the specific approval of Managing Director.

ii. If necessary the person against whom the investigation is going on may be transferred from his present position to any other posting from where he may not be able to interfere with the investigation;

iii. If there are chances of severely hampering of the course of investigation, the person against whom the investigation is on may be suspended, if it is felt necessary.

V.
DISCIPLINARY PROCEEDING AND PROCEDURE:

If a prima-facie case is established against an employee, the report may be sent by the MD to the Personnel Department for taking disciplinary action against the employee concerned in accordance with the law, rules and regulations of the Federation.

(Ref: O.O. No. 47 dated 4.2.1994)

In addition to the functions already assigned vide OO No.47 dated 4.2.1994, the following vigilance activities shall also hence-forth be undertaken in Nafed.

1. Vigilance Section shall be involved in the tender opening process at Head Office as well as Branch level.

2. In respect of all transactions above Rs.50 lacs in Head Office or branches, the Divisional Head/Branch Manager shall send details to Vigilance Section, be it on joint venture or tie-up or normal business transactions like purchases, disposals or award of service contracts.

3. Officers from Vigilance Section shall undertake anonymous visits to procurement/ disposal areas for submission of reports to CVO Nafed.

4. Display boards shall be placed in branches notifying existence of Vigilance Section in Nafed for public awareness.

5. Complaint boxes shall be placed in Head Office and branches for use by complainants who may put their grievances in a sealed cover and drop it in the box.  Such boxes shall be opened fortnightly by the Branch Managers in the presence of second senior most person of the branch and envelopes shall be taken out. Such envelopes shall then be initialed by the Branch Manager and the officer in whose presence it was taken out.  The same shall then be forwarded in Vigilance Section Head Office in a sealed cover.  Similar process shall be adopted in Head Office by the Sectional Head and one more office of Vigilance Section.

6. There is a file named “Complaints” on Nafed’s Intranet site http://nafedmail:81/  .  Employees      can make use of this site for forwarding any wrong doings which come to their notice.   This file has been programmed in such a manner that only authorized officer from Vigilance Section shall be able to view it in H.O.

       All Divisional Heads in H.O. and Regional/Branch Managers are requested to extend full cooperation to Vigilance Section, Head Office for gearing up the Vigilance machinery. 

(Ref OO No.09 dated 17.6.2005)

Regional Manager

   The The Executive Committee in their meeting held on 23.6.2006 has decided to shift the Regional Managers of South, East & West zones to Head Office and to entrust all Regional Managers with additional responsibilities of different business divisions.  It has further been decided that besides discharging their functions as Divisional Heads of commodities in H.O., these officers will continue to function as Regional Managers of the respective region from Head Office and visit branches periodically. Accordingly, Regional Managers of southern, eastern and western regions are directed to report at Head Office latest by 15th July, 2006.

( REF OO NO.06 DATED 30.6.2006. )

(DESIGNATION HAS BEEN GIVEN AS SLPH/MONITORING HEAD OF BRANCH.  PLEASE SEE OO NO. 02 DTD. 15.04.2014)


The Regional Managers will be charged, among other things, with the following functions:

(a) To supervise the working of the branch under their jurisdiction to ensure that the sales and purchases are made at the best available rates and proper procedure in this regard is observed.

(b) To have half yearly inspection of the branches in their jurisdiction.

(c) To approve the tour programme of Branch Managers and pass their TA bills for tour within their jurisdiction.

(d) To sanction casual leave to the Branch Managers.

(e) To conduct surprise verification of stocks, cash balances etc. and report to the Head Office from time to time.

(f) To provide guidance to Branch Managers and Liaison Officers.

(g) To step up turnover both in the field of internal trade and exports and to implement the Federation’s performance budgeting system.

(h) To tone up the working of branches where necessary.

(i) To take effective follow-up measures to rectify irregularities/ shortcomings pointed out in inspection/Audit Reports.

(j) To follow-up recovery of overdue/ stagnant dates and attend to other legal matters.

(k) To look into complaints and take appropriate corrective action and generally to do everything necessary to improve customer service and NAFED’s image.

(l) Monitoring of operations under various Price Support Schemes of the Govt. of India entrusted to Nafed.

(m) Monitoring of tie-up and back to back business. (It has been decided  vide OO No.10 dated 12.7.2005 that RM – NZ shall monitor Tie-up and back to back business of CMD Lawrence Road, Delhi also). 

(n) Monitoring of fertilizer, seed and consumer items.

(o) Liaison with different authorities in the State Govts.

(p) Developing direct exports.

(q) Human Resource Development work.

       The Regional Managers shall submit a fortnightly report to the Managing Director about the functioning of each branch within their respective jurisdiction with suggestions for further development of the business.


 In order to make the institution of Regional Manager more effective and accountable, the Divisional Heads at Head Office shall take care of only policy planning aspect leaving the execution part to Regional Managers and Branch Managers.  Thus the role of Divisional Heads would be to guide and monitor in respect of policy decisions.
(Point No.(l) onwards added vide OO No.01 dated 05.04.2005)

2.
In short, the Regional Manager will deal with all aspects of Branch operation (except recruitment training, postings and transfers). He will work within the overall policy laid down by the H.O.

3.
The Regional Offices are envisaged as compact units having unified control over all the branches within the region. The Regional Manager is expected to provide guidance and leadership to branches under his charge. His primary obligation being development, he will not perform any operational function as such, but may give on the spot instructions to branches regarding processing of business proposals, methods of developing business and generally the implementation of the objectives of the Federation.

Regional Manager’s Secretariat 
4.
The Regional Manager will be assisted by the necessary secretarial staff depending on requirements.

5.
The Regional Manager will visit each branch in his region at intervals and at least once in three months and submit visit notes to H.O.

Performance Budgeting System
6.
Each branch/region is required to prepare an annual business plan covering purchases, disposals, costs and profits through exports and internal trade. Actual business/performance vis-à-vis the goals established will be evaluated at quarterly intervals both by the Regional Managers and by H.O. and appropriate follow-up action taken, where necessary. The sequential steps in the performance budgeting system will be as follows:

(i) The Federation will establish in concrete terms tentative overall growth objectives in respect of major key areas as well as the time parameters for their achievements.

(ii) The overall growth goals would be communicated to each level of management viz. Regional Manager/Branch Manager, who in turn, will spell out his region’s/branch’s contribution to the overall objectives.

(iii) Each Branch Manager will discuss the branch objectives with the next senior management level (viz. R.M.) so as to arrive at mutually agreed sub-goals, which while being realistic, would also be challenging.

(iv) Preparation of annual budget in specific forms by Branch Manager for review, analysis and finalisation by the Regional Manager.

(v) The aggregate branch final plans will then form the Regional Plan and the Regional Plans would be quantified into a consolidated forecast for the Federation.

(vi) Head Office would review and analyse the aggregate budget vis-à-vis the overall objectives projected by it and definite goals will beset for achievement.

(vii) Each management level will develop its own strategies to achieve the objectives agreed upon.

(viii) The system of reporting and monitoring stated above will provide timely information by comparing the actual results with the pre-determined targets at quarterly intervals. This would enable R.O./H.O. to take appropriate remedial action, where necessary and help in improving the budgeting system.

(ix) H.O. will establish a feed-back mechanism for providing up-to-date information to branches.

(x) In connection with the above, necessary information is already given in Chapter X of the Nafed Accounting Manual.

7. The performance budgeting system is vital planning and control instrument. It helps the RM to assess the existing and untapped potential in the command areas of each branch and thus, acquire an overall business perspective of his region. It ensures optimum allocation of available resources and assists in objective appraisal of performance. The success of the system is essentially dependent on the enthusiasm, initiative and involvement of branches and also faith in the process. Regional Managers should spare no efforts in making the system a success.

Monthly Performance Appraisal
8.
A new form has been developed for monthly reporting purposes. The form incorporates cumulative figures of turnover, costs, profits, assets, trade receivables, etc. in comparison to the figures of the previous month as well as the year end. This when combined with the performance budget will give a complete picture of result achieved so far, and so should be of immense use the Regional Managers and Branch Managers. The proforma of the same is available at Annexure 8 (pages 110-116) of the NAFED Accounting Manual.

Staff

9.
Recruitment, postings and promotions to all cadres will be handled by Head Office.

10.
Branches which need additional staff will submit their requirements to the Regional Manager who, in turn, should forward the same to Head Office with his recommendations/ comments. The present system of branches making a direct representation to Head Office for staff should be discontinued. The new arrange-ment will help the Regional Manager to have complete control on the staffing pattern in his region.

11.
The Regional Manager will submit a detailed report to Head Office on manpower requirements in his region, twice a year as of end April and October, based on the performances budgeting system.

Administrative Expenditure
12.
Instructions given in Chapter 9 of the NAFED Accounting Manual will continue to apply.

Inspection and Audit Report
13.
Head Office will forward one copy of the Branch audit/inspection reports to the Regional Manager so that he could take effective steps for rectification or irregularities pointed out by the Auditor/ Inspector. The Regional Manager will initiate necessary correspondence with the branch and take further follow-up action as may be required. Cases of delay in rectification or follow-up action will be taken up by the Audit Cell with the regional office and the Regional Managers comments/remarks so obtained along with those of the Branch Manager.

Accounting System at the Regional Office
14.
Salaries and other payment to the staff at the regional office and expenses incurred in day-to-day running of the office will be met by drawing on the main branch at the regional headquarters.

Periodical conference of Branch Managers
15.
The Regional Manager may periodically convene Conference of Branch Managers in contiguous areas to discuss matters of common interest, for exchange of views and to formulate strategies for business development etc. Brief report on each such Conference should be sent to Head Office.

Head Office
16.
With the setting up of regional offices with adequate powers, the pressure of routing operational work to Head Office will be substantially reduced and senior executives will have more time to devote to larger issues such as planning and development, to offer guidance to Regional Managers and to evaluate branch, regional and overall performance from time to time.

Monthly Letter to Managing Director
17. To enable Head Office to obtain an overall perspective of the changing panorama of development of vital policy significant, in the various regions, the Regional Manager is requested to write a monthly letter to the Managing Director in D.O. form with immediate effect. The letter may focus on major trends/ events in the agricultural, commercial and financial spheres including new business possibilities both in the areas of internal trade and exports and general assessment of performance/problems of Branches under his jurisdiction.

18.
The scheme of reorganisation comes into effect from 1.7.1977 and all regional offices will commence functioning as from that date. The organisational structure proposed above will no doubt impact a new dynamism to the Federation and ensure its sustained growth in the years ahead. We have no doubt members of the staff at all levels would extend their whole-hearted cooperation for the success of the new system.  

(Ref.HO/AD/8/172/76-77 dated 21.5.1977)

IMPORTANT DECISIONS

A. Officer incharge of Branches to be called BM
It has been observed that Branch Incharge of some of the Branches are using Liaison Officer as their designation. The matter has been examined and it has been decided that all Officer Incharge of the Branches shall use the designation of Branch Manager. This order comes into force with immediate effect.

(Ref. O.O. No. 47 dated 4.6.1983)

         It has been observed that officers incharge of some of the branches are using the functional designation of Branch Incharge.  This is perhaps due to the fact that they hold posts below the rank of Assistant Manager.  Some such branch incharges have raised an issue that their functional designation should be Branch Manager so that they can project themselves properly before different authorities.

        The matter has been examined and it is observed that vide Office Order No.47 dated 4.6.1983 it was decided and circulated that officers incharge of all the branches shall use the designation of Branch Manager.  It appears that this system is not being followed by some of the branches.  Therefore, it is reiterated that all officers incharge of branches shall use the functional designation of Branch Manager irrespective of their post or cadre. 

(Ref.Office Order No.24 dated 29.11.2005)

B. Quarterly Inspection of Branches

One of the functions of the Regional Manager assigned vide this office circular No. HO/AD/8/172/76077 dated 21st May 1977 is the quarterly inspection of the branches within their jurisdiction. A proforma for the quarterly Inspection Report is enclosed in this regard. The Regional Manager while inspecting the branches will cover all these points during the course of inspection. If information cannot be covered in the space provide, additional sheets can be attached. Similarly observations on any point, not covered in the Proforma, can be mentioned as additional Annexure. The Inspection Report for each quarter should be sent to the Head Office latest by end of next quarter.

(Ref. HO/MK/Report/76077 dated 1.6.77)

C. “BM to function as Occupier of Nasik Branch”.

In partial modification of office order No. HO/ADL/27/83-84 dated 28.3.1984, it has been decided that the Branch Manager of Nasik shall be the occupier of the premises where activities of cleaning/grading/ packing etc. of Onion is carried on by the Nasik Branch for the purpose of compliances of the provisions of Factories Act, 1948.

(Ref. O.O. No. 6 dated 1.8.1985)

D.
In furtherance to office order No. 52 dated 27.01.1986, it has been decided that the work relating to inspection of Branches, presently attached with the General Administration shall hereinafter be handled by the Business Promotion and Coordination Section of the PBS Division at Head Office. After scrutiny, relevant extracts of Inspection Reports will be sent to concerned divisions for ensuring timely follow up action.

2.
This order comes into force with immediate effect.

(Ref. O.O. No. 71 dated 21.04.1996)

E.
In partial modification of office order No. 19, dated 4.10.1993 the work relating to Consumer Distribution Center will henceforth be looked after by RM(NZ), Delhi.


This order comes into force with immediate effect.

(Ref. O.O. No. 17, dated 9.9.1993.)

F.
It has been decided to delink the Agro Services Centres of the Federation from the Industrial Unit Cell of the Head Office. Accordingly, hence forth all the matters relating to the administration, Personnel, F&A etc. of ASCs shall be referred to by the AI Division to the respective Divisional Heads in Head Office. The account of the AI Division in H.O. Consolidated accounts alongwith other Branches/Regional Offices and not under the Industrial Units.


The AI Division shall however continue to send the cases/proposals pertaining to Administration, Personnel and F&A etc. of NBF Indore and NKYU Bhiwadi to the respective Industrial Unit Cells in Head Office.


The AI Division shall also continue to report to Consultant (BLN) for all ASCs and Industrial Units.

(Ref. O.O. dated, 20.12.1993)

G. BATHINDA SUB OFFICE TO FUNCTION AS A BRANCH
In partial modification of office circular No. HO/AD/G-39/45-A/92-93 dated 23.2.1993, it has been decided that henceforth Bathinda Sub-Office will function as full-fledged branch. Mainly its area of operation would be the districts of Bathinda, Faridkot, Mansa, Sangrur and Ferozpur. The Officer-in-Charge of the Branch would accordingly be designated as Branch Manager. However, the Chandigarh Branch will continue to look after the work relating to consolidation of accounts of Bathinda Branch for sales tax assessment purposes.


The above arrangement would come into force w.e.f. 1.4.1994 and would be subject to review after a period of one year.

(Ref. O.O. No.56 dated 17.3.1994)

H.
A pre-cooling-cum-cold storage unit equipped with post harvest handling of various fruits and vegetables has already been commissioned at Pimpalgaon, Nasik Distt. This will be an independent unit of NAFED and will function under the over all control of RM(WZ). The following officers/ staff are hereby posted in the unit from Nasik Branch:

1. Shri A.K. Rath, A.M. – Incharge of the unit

2. Shri Praveen Dua, Jr.Acctt. – As Jr.Acctt.

3. Shri R.L.Mourya, Sr.Asstt.–To work as Purchase-Assistant-cum-Store Keeper.

Shri Rath will report to RM(WZ), Bombay.

RM(WZ), Bombay will arrange for posting of a peon and two helpers one each for Mobile Van and the plant from Western Region.

This order comes into force with immediate effect.

(Ref. O.O. No. 25 dated 5.9.1994)

I.
It has been decided by the Competent Authority that Shimla and Jammu branches will be under the overall administrative control of Chandigarh branch with immediate effect.  Accordingly, Branch Incharge, Jammu and BM, Shimla, who shall hereinafter be designated as Branch Incharge, shall report to BM, Chandigarh for instructions/guidance.

Ref: O.O. No. 02 dated 14.07.1998.

J.
It has been decided to change the nomenclature of the Consumer Distribution Center and Poultry Branch as Consumer Marketing Division (CMD) with immediate effect. 

     The senior most officer in CMD shall be the overall incharge and shall look after the business activities of Consumer Marketing Division and shall directly report to the Managing Director.  He shall be responsible for the purchases/ distribution of all essential commodities through various centers. He will also develop the consumer items for distribution directly to the consumers as well as consumer associations and cooperatives in Delhi and other states. He will also ensure that the items available with different branches of NAFED are placed at the retail distribution center in consumers packing.  He will draw supplies from Delhi branch, Azadpur, NPF and other branches as well as from open market after adopting proper procedure on indent basis which will however be done after examining due parity in rates and public demand for the same. 

     The incharge of CMD shall workout the scheme as to how to implement/ reorganise the work which could be discussed in Head Office, with the committee comprising of ED(SKG), as Chairman, ED(FA), Member, GM(FG), Member and Incharge (CMD) as Secretary. The committee will submit its report to M.D.  The committee will also discuss the possibilities of transcending consumer marketing beyond Delhi keeping in view the present scenario and economic viability. 

     Henceforth the officers posted under the Incharge in CMD shall be known by their designation (viz; Manager/Dy.Mgr/ Asstt. Manager.), and they shall report to Incharge (CMD) alongwith staff posted under them. Incharge (CMD) will exercise the powers as delegated to the Divisional Heads in H.O. in addition to the powers already delegated in respect of CDC.  Incharge, CMD will allocate the duties and responsibilities in respect of staff and officers working in CMD. 

     Further Dr. P.K. Pandey, GM (CM) is authorised to exercise all such powers and take all such steps as may be necessary under the PFA Act or any other law to prevent the commission of any offence under this Act/Law. 

     This order comes into force with immediate effect.

Ref: O.O. No. 07 dated 02.11.1998.

K.
In partial modification of Head Office Memorandum No. HO/AD/8/331/97-98 the Competent Authority has approved the composition of the Export - Import advisory Cell as under: -

L.
In order to streamline and ensure proper implementation of the accounting systems and observance of proper procedure in various activities of the Federation including business, it has been decided to reorganise the Internal Audit Cell in Head Office. The objective of the Cell would be to help in bringing about proper accountability through in built audit and inspection system. The Cell will be looked after by Shri B.S. Premi, as Divisional Head who will directly report to MD. The Cell will have the following supporting staff: -

1. Shri L.K. Jain, Accounts Officer

2. Shri P.C. Mehta, Accountant

3. Shri P.K. Parihast, Accountant

4. Shri Girish Chadda, A/cs.Asstt.


The main functions of the Internal Audit Cell will be as under: -

i. To ensure conduct of Internal Audit of the Regional Offices, Branches, Units, HO, etc., by the respective Internal Auditors at a gap of every two months. The Cell would obtain reports of the Internal Audit, examine the same and seek compliance from the respective quarters.

ii. To appraise and review the Audit Reports & Compliance thereon for taking timely remedial action wherever necessary with the approval of the Competent Authority. The Cell would also suggest any modification/ improvement etc. required in the Accounting System, procedures, etc. for the smooth and proper functioning of the organisation keeping in view the practical aspects.

iii. To submit periodical reports with proper appraisal, comments, etc. to the Competent Authority. The Cell would also ensure placing major observations of the Internal Auditors alongwith compliance report, etc. before Finance & Accounts Committee for their perusal and advice.

To ensure proper monitoring and implementation of the management decisions, procedures and systems laid down for effective and smooth functioning of the organisation at various levels. The objectives of the said monitoring is to check/ avoid financial as well as other procedural irregularities / lapses etc.

iv. To depute employees for checking various systems/procedures/activities particularly at places involving large operations with the approval of the Competent Authority.

v. To depute employees for periodical verification of stocks etc. to check that their quality, quantity etc. are in order with the approval of Competent Authority.

vi. To ensure timely follow up action on the decisions of the Competent Authority in regard to various audit observations etc.

vii. To conduct special audit and checking of any activities on the directions of the Competent Authority.

viii. Any other work may be assigned to the Cell by the Competent Authority from time to time.


These orders will come into force with immediate effect.

(Ref O.O. No. 6 dated 5.9.1997)

M. It has been decided to set up a separate Cell under the charge of Shri Jagmohan Bhanot, Executive Director to look after welfare measures and maintenance of harmonious industrial relations in the organisation. The Cell would review the existing welfare measures and suggest other measures/ schemes in order to achieve the above objective. It will also look after all matters relating to Employees Union/Officers Association. This order will come in to force with immediate effect.

             (Ref. O.O. No. 06 dated 27.06.1996)

N.    Upgradation of Rudrapur branch

          It has been decided to upgrade the status of Agro Service Center, Rudrapur to that of a full-fledged branch of Nafed with immediate effect.  The branch shall take care of entire activities of Nafed in the State of Uttranchal like other branches.  Accordingly, the functional designation of Shri A.K. Verma, Dy.Manager(AI) is changed to Branch Manager, Rudrapur with corresponding powers.  The word “Agro Service Center” shall not be henceforth used by Rudrapur branch.  The branch shall function under the jurisdiction and control of Regional Manager (NZ).  

(Ref.OO No. No.25 dated 19.12.2005.)

The Board of Directors in their meeting held on 16.03.2007 has decided for redeploying the staff of Srinagar Sub-Office. The BOD has further decided that the business activities including Horticultural business in Jammu & Kashmir State shall be undertaken by Jammu branch. Accordingly S/Shri K.S. Raina, Daftry and Abdul Gani Shah, Daftry presently posted at Srinagar Sub-Office are hereby transferred to Nafed, Simla branch in the same capacity with immediate effect.

(Ref. O.O. No. 02 dated 10.04.2007)

O.  Upgradation of Siliguri Sub-Office to Branch Office

The Executive Committee in its meeting held on 23 Jun 2006 has taken a decision to upgrade the Siliguri Sub-Office to Branch Office.


Accordingly Siliguri Sub-Office of the Federation is upgraded to Branch Office with immediate effect.  With the upgradation of this office, the operations of the Federation

In Malda, Uttar Dinajpur, Dakshin Dinajpur, Jalpaiguri, Darjeeling and Cooch Behar districts of North Bengal shall be looked after by Siliguri Branch.


To begin with, the branch shall be headed by an officer of the rnk of Assistant Manager and Regional Manager(EZ) shall take further steps for posting of staff and providing the required infrastructure in the branch.


(Ref. O.O. No.12 dated 07.08.2006)

PROFORMA FOR QUARTERLY INSPECTION OF BRANCHES

1. Name of the Branch

2. Date of Inspection

3. Period of Inspection

4. Date of last Inspection

5. Verification of cash book whether the cash book is up to date and property initiated.

6. Verification of cash in hand and stamps. If there is any difference between book balance and physical balance; reasons to be recorded.

7. Total number of employees in the branch. 

Are they as per the sanctioned strength?

(i) In case the number of employees is more than sanctioned strength-reasons and justification to be recorded;

(ii) In case of some vacant posts, if there is need to fill up, please record your comments;

(iii) Whether proper distribution of duties have been done for the staff? Enclose a copy as Annexure ‘C’ including the name and designation of all employees. Annexure ‘C’ to be prepared by Regional Manager and attached with this Inspection Report.

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

9. Whether proper file register is being maintained by each section? A statement indicating the total number of files maintained in each section and verified with file register be enclosed as Annexure ‘C’.

10. Whether files are properly numbered and well-maintained with proper headings, 10 per cent files be checked and detailed comments given for the defects and person responsible for it.

11. Please examine whether old files are being sent for record and maintained properly there.

12. Whether old files are weeded out from time to time?

13. Whether trunk call register is properly maintained and diligent use of telex and telephone is made?

14. Whether office building & furniture etc. are properly maintained in a neat and clean and tidy condition and whether proper care in this regard is taken?

15. Whether proper record of casual leave and earned leave is being maintained of the employees?

16. Whether proper control over expenditure is maintained and it is covered within the budget provision? In case of excess expenditure under any head, please examine and give your comments. Whether necessary proposals for re-appropriation in this regard has been sent to the Board Office?

17. Purchase of stocks made. Please examine the position in Statement-A and comment on the following: 

(a) Whether goods have been purchased in open auction or by negotiations?

(b) Whether proper record of non-members and members purchases is being maintained?

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

(d) Whether the stock are being stored in proper condition and timely fumigated? 

(e) Whether proper record of new and used gunny bags is being maintained in a separate register?

(f) Whether goods have been sold after getting sufficient quotations and keeping in view the prevailing marketing rates trends?

(g) Whether quotation register is up to date and properly maintained?

(h) Before finally accepting the sale the local consumer federation, apex Marketing and any other available Cooperative Institution has been given option to buy and proper record of it has been maintained? 

18. In case goods have been re-cleaned and processed:

(a) Whether proper quotations have been obtained for it before allotting the work to any one?

(b) Whether the processing/cleaning has been personally supervised by some one?

(c) What is the percentage of by-products and shortages?

(d) Whether the by-products have been sold properly and shortages are recorded?

19.
(a)
In case the goods are being sold through a guarantee broker, whether he has been appointed after having proper quotations and negotiations?

(b) Whether he has given proper bank guarantee?

(c) Whether someone is personally –supervising the sales effected through guarantee broker.

(d) Whether the guarantee broker is remitting the sale proceeds in time?

20.
In case of goods received by train, proper shortage certificates have been obtained and timely claims filed. Please examine all cases which are more than six months old and state whether they are being properly followed.

21. In case of goods received by road, whether the goods are being weighed at the time of taking delivery and the Transport Companies are being held responsible for shortages and claims recovered.

22. In case of goods being sent by road, whether proper quotations were obtained and rates negotiated before the work is allotted for movement to the transport company and a proper record of it maintained.

23. Whether the branch has legal licences required for all the commodities it is handling as required under the local laws?

24. Whether before any business is finalised sales tax implications are being examined and sales tax returns are being filed in time and properly?

25. In case of export of goods whether draw-backs claims have been filed and proper register is being maintained up to date. Cases of claims which are more than six months old should be examined and reasons for delay stated.

26. On the goods exported by the branch whether any refund of octroi or sales tax is permissible and if so are they being properly filed.

27. Is there any export incentive permissible on the goods exported by the branch and they have been claimed?

28. Have there been any credit sales effected during the year and recoveries made? If not, who is responsible for it and what steps are being taken to recover the dues.

29. Statement of sundry debtors and creditors be examined and detailed comments offered on all dues which are more than 3 months old.

30. Please examine whether bank balance have been kept at the minimum, and excess funds remitted to HO promptly, if not offer your comment.

31. Please examine whether joint venture accounts have been finalised promptly. In case of outstanding joint venture offer your comments about this profitability position and stage of finalisation.

32. Whether goods received for consignment sale are being disposed of promptly and consignees are being informed properly and sale proceeds remitted promptly. A statement in form ‘B’ be attached regarding consignment sales.

33. Whether any goods have been purchased on agency basis (excluding NAFED’s own account) if so offer your comment about the quantity of goods purchased, their value, terms of agreement and on the overall profitability.

34. Whether proper compliance of last statutory and internal audit reports has been made? Please officer comment where compliance has not been made.

35. How the performance compass with the budgeted targets. Please give detailed comment.

Annexure ‘A’
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Annexure ‘B’

STATEMENT OF CONSIGNMENT SALES
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GROUPING OF BRANCH OFFICES REGION-WISE
Bombay Region
2.
Cochin

1.
Bombay
3.
Nagapattinam

2.
Nasik
4.
Bangalore

3.
Indore
5.
Hyderabad

4.
Ahmedabad
6.
Calicut

5.
Pune
Delhi Region
6.
Rajkot
1.
Delhi (Excluding Agri. Inputs Dn.

Calcutta Region
2.
Jaipur

1.
Calcutta
3.
Lucknow/Varanasi

2.
Bhubaneshwar
4.
Chandigarh

3.
Guwahati
5.
Sriganganagar

4.
Patna
6.
Shimla

5.
Ranchi
7.
Srinagar/Jammu

6.
Raipur
8.
Bathinda

Madras Region

1. Madras

Consequent upon winding up of Regional offices vide Office Memorandum dated 10.09.2007, the four regions were assigned to different officers in Head Office for the purpose of sanction of leave of BMs, approval of tour programme of BMs, inspection of branches and other financial / administrative powers earlier vested with RMs.  Subsequently, in the case of West Zone, Shri A.K. Dabral, Executive Director was designated as Zonal Coordinator and specific duties / powers were assigned to him vide Office Memorandum dated 19.10.2007. In order that uniformity is maintained, it has been decided that the officers who have been assigned the Zones will function in the capacity of Zonal Coordinator. They will in this capacity look after the following functions and also exercise the powers specified: -

1. To monitor tie up recoveries;

2. Inspection of Branches and render guidance on marketing operation to the BMs; and

3. Exercise financial / administrative powers vested with the erstwhile RMs, including leave matters of BMs, approval of their tour programmes, inspection of branches etc.   

2.

All Branch Managers shall report to the respective Zonal Coordinators, as was the case with the erstwhile RMs.         

OO No. 13 dt. 05/12/07

Sub:  Shifting of Maujgarh (Punjab) Plant from the

         jurisdiction  of Sriganganagar to Bhatinda branch. 

           The Board of Directors in their meeting held on 18.8.2008 has decided to shift the Maujgarh(Punjab) Plant from the jurisdiction of Sriganganagar to Bhatinda branch.  It has further been decided that the legal cases of the plant will continue to be handled by Sriganganagar branch.   Accordingly, BM, Bhatinda is authorized to handle matters relating to security of the unit, its proper utilization by leasing out or otherwise, by following due process.  

          The above order comes into force with immediate effect.

 OFFICE ORDER NO.04. Dated: 04.09.2008 (Chapter-31)

Sub: Functioning of SLPH/Monitoring Heads of Branches in Nafed
 In order to streamline the functioning of Branches compatible with good prospects of MIS under price support scheme of Government of India, the senior officers have been allocated more responsibilities by assigning them duties of State Level supervision of states as SLPH where PSS procurement is undertaken, dispensing with the scheme of Zonal Coordinators. The remaining branches of Nafed have been grouped and placed under other EDs/GMs, as Monitoring Branch Heads.  

The Board of Directors in its meeting held on 24.03.2014, has decided that all such functioning SLPH/Monitoring Heads of Branches shall exercise the powers and execute the duties performed by the erstwhile Zonal Coordinators in respect of Branches under their jurisdiction. 

The above orders are enforced from the date of BOD i.e. 24.03.2014.

OO NO. 02 DTD. 15.04.2014

It has been decided by the Competent Authority that Vigilance Section shall not be involved in the tender process.

Office Order No. 09 dated 17.06.2005, issued under subject “Gearing up of Vigilance machinery in NAFED” stands modified to the above extent.

OO NO. 04 DTD. 01.05.2017

