· 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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NAFED GUEST HOUSE RULES

1. Short Title

(a) These rules shall be called the NAFED Guest House Rules.

(b) These rules come into force with effect from 19.1.1981

2.
Eligibility to Stay

The following persons shall be eligible to stay in the Guest House :

(a) All members of the Board of Directors including Ex-Director and members of the General Body of the Federation.

(b) Officials from the Regional and Branch Offices of the Federation coming to Delhi on official business.

(c) Members and officers of the State Federation/NCDC.

(d) Persons coming to Delhi from outside regarding the business of NAFED.

(e) Senior officers of the Central Government, State Government, Public Undertaking, Co-operative Institutions and Commercial Organisation having official dealings with the Federation.

(f) Cooperators and persons interested in the business of the Federation.

(g) Foreign dignitaries connected with the cooperative movement.

*(h)
Ex-NAFED Employees

*(i)
Guests of Directors on specific written requests

*(j)
Persons on the basis of specific written request from Ministry of Agriculture, Ministry of  Commerce, or

* Inserted vide O.O. No. 48 dated 4.2.1994

# Substituted vide Circular No.HO/AD/G-1(96)/2001-02, dated 25.2.2002
any other Department of the Govt. of India.

(k) Any other person authorised by the Managing Director or the Chairman of NAFED.

3.
Period of Stay

(a) Except the Chairman and Vice-Chairman others are permitted to stay for a maximum period of 5 days. The period of stay can be extended with the permission of the Managing Director subject to the availability of accommodation.

(b) The Directors of the Board or members of any other committee of the Federation shall be eligible to stay in the Guest House for 5 days or for the number of days of a meeting preceded and followed by 2 days, whichever is more.

4. Lodging Charges
The following shall be the charges for stay in the Guest House according to the time and days noted against each:

Category
     

    #Charges upto 5 days   



                  


Single  

Double                                        Bed per

Bed per



day (AC)
day (AC)



(Rs)

    (Rs)


Directors including
100/-
150/-


Ex-Directors/NAFED

employees & their

family members

Guests of Directors/     
150/-
200/-


employees/persons

from Ministries of Agri/

Commerce/any other

Deptt. of GOI on speci-

fic written request

Others
200/-
250/-


These rates will come into force w.e.f. 1st March 2002.

Note:

1. Ordinarily, no extra bed is allowed to be put in the guest rooms. In case the guest/ occupants of room so desire, an extra bed can be placed in the room at the rate of Rs. 5 per night in air-conditioned and Rs. 3 per night in non-air-conditioned room.

2. These rates shall be payable by the guest, if their stay does not exceed as per rules 3.

3. In case any guests stay in the guest house beyond 5 days without the prior approval of the Competent Authority, then he must be charged higher rates according to the rules which are as under :

Category
#Charges beyond 5day






Single   
Double   


Bed per   
Bed per


day (AC)
day (AC)



(Rs)
(Rs)


Directors including
200/-  
300/-

Ex-Directors/NAFED

employees & their

family members

Guests of Directors/     
300/-  
400/-

employees/persons

from Ministries of Agri/

Commerce/any other

Deptt. of GOI on speci-

fic written request

Others
400/-  
500/-

Note:
The day will be reckoned 24 hours from the time of arrival. However, if a guest stays after 9 P.M., he shall pay full charges of the day.

4. The Guest House attendant must get the register checked from Administration Section/BMs/RMs before depositing the amount in the Account Section. In case of any lapse, guest house attendants shall be held responsible for payment of the difference in amount.

5. Authority
(a) The Managing Director will be the final authority for granting permission for stay 

# Inserted vide O.O. No. 50 dated  12.03.1990
or otherwise in the Guest House. He may delegate this responsibility to any other officer of the Federation.

(b) He may allow special guests without any payment.

6.
Reservation of Accommodation

(A)
The reservation will be made on request to the MD/AM(A) subject to availability of accommodation. The room of the Chairman shall remain always reserved for him and will not be allotted to anyone except under special orders of the Managing Director subject to the Chairman’s programme.


(B)
Prior reservation to avoid disappointment on arrival is, therefore, necessary.


#(C)
Procedure for reservation of Guest House accommodation


It is noted that various officers of the Federation send guests to the Guest Houses maintained by the Federation at various places without having confirmation in regard to availability of accommodation. This causes a lot of inconvenience not only to the guests but also embarrasses the position of the concerned officer when the guests are told that no accommodation is available as the entire accommodation is already booked. In order to avoid such a situation, the following procedure has been evolved for reservation of accommodation in guest house which may please be strictly followed.

(i)
GUEST HOUSES AT DELHI


For reserving accommodation in Guest Houses maintained by Head Office at Delhi, request be sent in advance to the Deputy Manager (Admn.) in Head Office. In case the accommodation is available, he will confirm the reservation to the requisitionist who may thereafter inform the concerned guest accordingly.

(ii) GUEST HOUSE MAINTAINED BY 

BRANCHES/REGIONAL OFFICES

a. If the accommodation is to be booked by an Officer posted in Delhi for himself/his guests in any of the guest houses maintained by Regional/ Branch offices, the procedure prescribed for reserving accommodation in Delhi will be applicable. In other words, they will book such accommodation through Deputy Manager (Admn.) in Head Office

b. In case the accommodation is to be booked by an officer of the Regional/Branch office for himself or his guests in a guest house maintained by some other branch of the Federation, he shall send his request for booking well in advance to the Branch Manager of the concerned Guest House. After receipt of the confirmation in regard to availability or otherwise of the accommodation, he will inform the concerned person accordingly.

The above procedure will come into force with immediate effect.

7.
Reservation slips

On receipt of request(s) for reservation of accommodation in the Guest House, the office shall issue a reservation slip in duplicate : one copy thereof will be sent to the attendant on duty and the other will be retained in the office. The form of the slip is given below:

ADMINISTRATION SECTION

One bed in Room No…………… …………………………… is reserved for Shri ………………………………………….. from …………………. to …………………..




    Office Incharge

8. Accommodation Allotment Register

The office shall maintain an acco-mmodation allotment register in the form given in Annexure I and shall keep it up-to-date avoid overlapping of reservations.

9. Guest House Register

(a) The Guest House Register (Guest Book) containing the following columns shall be maintained by the Federation:

(i) S. No.

(ii) Name & Designation of the Guest

(iii) Date and time of arrival

(iv) Date and time of departure

(v) Amount paid to the attendant

(vi) Signature of the guest

(vii) Receipt No., date, for amount deposited with cashier

(viii)Remarks.

(a) The guests on arrival will append their signature in the Guest House Register and will make the payment of the dues and enter the said amount in the register at the time of their departure. The attendant or the incharge Guest House will issue a formal receipt of the amount received by him.

(b) The register will be kept in the custody of the attendant. It is the duty of the attendant to deposit such amounts with the cashier of the Federation either the same day or on the next working day.

(c) The register will be checked by the Incharge Guest House once in a week.

10. Telephone Facilities

(a) Two registers one for local calls and the other for Trunk & STD calls shall be maintained and kept near the telephone or with the attendant of the Guest House in the following form:

LOCAL TELEPHONE CALLS

S.No.
Date
Person
Tel. No.
Person/office
Official or
Remarks



calling
called
called
private

TRUNK CALLS AND STD CALLS

S.
Trunk
Person
Tel. No.
Person/
Time
Official
Remarks

No.
call
calling
called
office
consumed
    or



or STD

with city
contacted
in mts.
private







seconds

(b) The telephone will be kept locked by the Guest House attendant and opened when desired by an occupant. No amount may be charged for local calls but such calls should be got entered in the local call register by the person making the call for the purpose of verification of bills.

(c) Whenever a guest desires to make a trunk call that should be entered in the trunk call register along with the exact time of the call, i.e. when the call began and ended and the amount be charged from him after inquiring from the Trunk Exchange.

(d) STD calls should not ordinarily be allowed to be booked from the Guest House telephone except for Chairman, Directors and other high dignitaries. The STD calls so made should be entered in the register along with the exact time of the call that is when the call began and closed. In case some guest wants STD, it should be allowed after taking prior approval of ED(P)/ AM(A) during office hours and amount charged. After office hours permission may be taken on phone from ED(P). The amount of STD calls will be calculated on the basis of the duration of the call and the place called. The rates for these calls are given in the telephone directory which is kept with the telephone.

(e) Amount so collected from the guests towards trunk call/STD charges should be deposited with the cashier by the Guest House attendant the same day or the day following. He should also issue a ‘kacha’ receipt to the person from whom money is collected.

(f) PA to Chairman/Incharge Guest House has to check the register weekly and see that above instructions are properly implemented.

(g) Guest House attendant should submit local call register and Trunk call & STD register duly verified by the Incharge, Guest House to AM (Admn.) at the end of every month.

11. Miscellaneous

(a) Accommodation shall not be claimed as matter of right.

(b) If a guest occupies a bed in a room and refuses to allow others to occupy the remaining bed(s) he will have to pay full lodging charges for the period the rooms are locked by them even though they may not be occupying the room.

(c) Persons against whom amounts are outstanding in respect of charges of the guest house will not be provided with accommodation until they pay the arrears due to them.

(d) An inventory of furniture and other articles kept in the room will be displayed prominently in the room. Guests may check these inventory articles at the time of occupying/ vacating the room.

(e) The person(s) occupying room will be liable to make good the damages caused to any articles shown in the inventory by them or any other articles entrusted to them for their use.

(f) The guests may be requested to keep valuable in their safe custody as the guest house will not accept any responsibility for any losses, damages etc. happening during their stay.

(g) The bill to the NAFED guest house will be settled in cash before the guests vacate the building.

Note:
Other persons mean, persons other than the NAFED employees, Directors, Ex-Directors and their guests*. The persons accompanied with them or sponsored by them shall be treated as outsiders. The guest house charges will be charged from them as stipulated in Rule No. 4 (2).

(Ref. O.O. No. HO/AD/G-39 (6)/81-82 dated 25.8.1981)

* The term guests includes families of Directors, Ex-Directors and employees of the Federation.

Annexure I

GUEST HOUSE ALLOTMENT REGISTER

RESERVATION OF ROOM OR BEDS

Sl.
Date
Name & address
from to
Room No. 1
Room No. 2
Room No.3
Room No. 4



of Visitors

_________
_________
_________
_________
Remarks


Bed     Bed
Bed     Bed
Bed     Bed
Bed     Bed      




1            2
 1           2
 1           2
 1           2

IMPORTANT DECISIONS

I.
Accommodation for Visiting Officials to Bombay


It has been observed that as and when an official of the Federation goes on tour to Bombay, he has to face a lot of difficulty in finding accommodation there. In order to solve this problem Bombay Branch was asked to find out a suitable accommodation on actual occupancy basis. Bombay Branch has now made arrangements with Chateau Windser Guest House, Bombay in this regard.


The officials who visit on tour to Bombay may give their requisition to Branch Manager, Bombay for reservation of accommodation in the above Guest House. The employees utilising said accommodation during tour at Bombay shall be paid DA at the rate of 50% of the amount admissible to them under the TA/DA rules of the Federation.


This order shall take effect from 24.9.1984.

(Ref. O.O. No. 15, dated 13.11.1984)

II. Recovery of Guest House Charges


The requisitions are being received by the branch offices from Head Office/Branches and other institutions for reservation of accommodation in the Guest House of the Federation. According to Rule 11 (g) of NAFED Guest House Rules, amount of the Guest House charges are to be recovered from the person concerned before the guest house is vacated.

2.
Instance have come to our notice that instead of recovering the Guest House charges from the person concerned, as provided in the Guest House Rules, the same are being debited to the official who gives requisition for booking the guest house accommodation. In this connection it is notified that until and unless it is specifically mentioned in the requisition that no payment should be charged, it is the responsibility of the concerned branch to recover the amount of guest house charges from the guests before they vacate the accommodation.

(Ref. HO/AD/G-39(6)/83-84 dated 24.2.1984)

       Board of Directors of Nafed in  their meeting held on 03.09.2007 have approved revison of lodging charges for Nafed Guest Houses.  The revised charges are as under:

              Category                                               Room charges per day

                                                                              (per room)

1. Directors/Ex-Directors/Nafed

 Employees & their family members.                           Rs.250/-

2. Guest of Directors/MD/Employees

of Central/State Govt./NCDC/All 

 Coop Organization on specific

 written requests & others                              Rs.500/-

These rates will come into force with immediate effect.

CIRCULAR ISSUED BY ADMN. SECTION DTD. 10TH SEPT.2007
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