
· 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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COMMUNICATION

Part I

POSTAL COMMUNICATION

A. Management of Incoming and Out-going Dak

It has come to notice that sometimes “Incoming letters” are wrongly sent to a Division or a Branch to which they do not pertain and that letters are not despatch on the same day they are delivered to the Despatch Section. In order to avoid wrong marking of incoming letters, and delay in despatching the outgoing letters the following procedure is hereby laid down for strict and careful compliance.

1. Opening & Distribution of Incoming Communication

(i) All telegrams received must be sent to Managing Director or in his absence, the next senior officer.

(ii) As soon as letters and registered letters are received the receiving clerk should immediately separa-te the letters addressed by name to the officers and members of staff from other official communications. The personal letters should immediately be sent to the persons concerned without opening them.

(iii) All envelopes received from foreign or from within the country and intended for the Foreign Trade Division should be sent to that Division forthwith, without opening them. No stamp should be detached from these envelopes.

(iv) The remaining envelopes should be opened and the letters sorted out, division and branch-wise and kept in separate pads and sent to the ‘Heads of the Divisions’ Branches or Sections concerned immediately e.g. the letters intended for Marketing Division should be sent to the Manager Marketing and in his absence to the Dy.M. (M) and so on.

(v) Sometimes in the absence of any reference on a letter it might be sent to a wrong Division/Section by the receipt clerk. Such letters when wrongly received, should be delivered to the concerned Division/Section immediately. In doubtful cases, the letters may be sent to the AM(A) who will arrange their delivery to the Division/Section concerned.

(vi) The Divisional Heads after perusing the letters so received, will mark them to the officers or assistants dealing with the subject and give the dak-pad to the clerk who diarise them in that Division or Branch concerned. The diarist should then diarise and hand them over to the officers or the dealing assistants and obtain their signatures in the diary in token of their having received the letters.

(vii) Un-stamped or under-stamped letters should not be refused by the receipt clerk, at his own discretion. He should invariably consult the Divisional Head or Administrative Officer in this connection. Under-stamped letters from foreign parties should never be refused.

2. Sending Letters etc. to the Despatch Section

(i) The Divisions and Branch may ensure that the telegrams, letters are sent to the despatch section immediately they are signed by the officers concerned. The on-rush of letters etc. in the afternoon should so far as possible be avoided.

(ii) The dates on the letters should not be typed by the steno or the typist concerned but the space should be left for the despatcher to fill-in. Supposing, a letter is typed on 15th March, 1971 the typist should not type the date 15th but type only March 1971 leaving a small blank space for the despatcher to write the date of issue in the letter.

(iii) The officer signing the letter should put his dated initials on the office copy of the letter etc. sent to the despatch section.

(iv) Before receiving the letters etc., for despatch the despatcher should scrutinise all the telegrams, letters etc., received and see that no letter is backdated. In such cases he should immediately bring it to the notice of the AM(A).

(v) The despatcher, while receiving the letters, telegrams intended to be despatched, should affix the following stamp on the office copy of the letter.

Date & time of receipt ………………………

Date of issue ………………………………..

Initials ………………………………………..


As soon as the letters for despatch are received, the despatcher should give time and date of their receipt etc., and after issue, the date of issue and put his initials on the space provided for in the stamp, the facsimile of which is given above.

(vi) As soon as the letters are despatched, master copies should be placed in a folder and sent to P.A. to M.D. for M.D.’s perusal. The office copies should be returned to the Divisions/Branches concerned either the same evening or in the morning of the next day, positively.

(vii) In order to avoid mistakes in the addresses on the envelopes, the typist or the stenographer typing the letter should simultaneously type the address on the envelope and attach it with the typed letter while sending it to the despatch section.

(viii) The typist and stenographers should invariably affix ‘AIRMAIL’ stamp on the envelopes addressed to destinations connected by Air. These rubber stamps have already been supplied to them. Where this stamp is not affixed, the despat-cher should do.

(ix) As the outgoing letters are required to be franked before despatch, it is necessary that the letters intended for despatch are sent to the despatcher by 4.00 p.m. or at the latest by 4.30 p.m. Important letters and telegrams/cables etc. may be sent even after 4.30 p.m. In case, urgent communications are required to be sent even after 4.30 p.m. the despatcher should be informed in advance.

(x) It has also been noticed in the past that a number of cables, telegrams and registered letters are sent in the evening for being despatched. This position caused difficulty in case sufficient cash is not available with the despatcher. In such cases the despatcher should be informed by 3.00 p.m. on that day to enable him to replenish cash from the Accounts Branch.

(xi) The Divisions and Branches concerned will ensure that enclosures mentioned in the communication are properly attached with the fair letter before it is sent to the despatch section. They may also ensure that the letters are duly signed.

3. General Instructions Regarding Despatch

(i) As soon as communications for despatch are received by the despatcher, he should take action as specified in para 2 (v) above.

(ii) The outgoing communications received for despatch should immediately be entered in the despatch register in a serial order, and the S. No. should be mentioned against the F.No. given on the top of the letters. The amount of postal stamps affixed should invariably be mentioned against each entry for keeping the account straight.

(iii) The despatcher will make sure that the fair copies have been duly signed. He will date the fair copy or copies and the office copy on the day on which they are actually issued.

(iv) He will further ensure that as far as possible, all communications intended for the same address are placed in single cover, and that covers of suitable sizes are used.

(v) In the case of registered posts, acknowledgement due, the number and date of communi-cation should be written on the Acknowledgement Card so that the card when received can be sent to the Section concerned for being kept on the relevant file.

(vi) The Daftry or the Despatcher should weigh the envelopes and affix stamps of the required value.

This order comes into force with immediate effect.

(Ref. HO/AD/5/31/71 dated 27.4.1971)


Attention of all concerned is invited to office order No. HO/AD/5/31/71 dated 27.4.1971 wherein it has been decided that in order to avoid mistakes in the address on the envelopes, the typist or the stenographer, typing the letter should simultaneously type the address on the envelopes and attach with the typed letter while sending it to the despatch section. It will facilitate the despatch section to clear the work smoothly and quickly. Typed envelopes are not required to be attached with the letters addressed to various offices/Industrial Units of the Federation.


The above instruction may please be noted by all concerned for strict compliance. Letters received without envelopes as mentioned above shall not be entertained.

(Ref. No. HO/AD/G-39(26)/85-86 dated 6.5.1986)

Call Letters for Interview and Appointment Orders to be sent only by Registered Post/U.P.C.

It is notified that call letters to candidates, inviting them for interviews shall invariably to sent under Postal Certificate and the appointment letters under registered post with acknowledgement due.


This comes into force with immediate effect.

(Ref. HO/AD/3/232/84-85 dated 29.11.84)

Registration of Inward Dak

In supersession of all previous orders on the subject, it has been decided to start a central Registry system in the Receipt & Despatch Cell, HO for all incoming letters including those received by registered post and Post Box.

(Ref. HO/AD/3/232/84-85 dated 29.11.84)

STAGE – I
A. For letters other than confidential and those addressed to Chairman/ Managing Director/ Additional Managing Directors by name.
1. All incoming letters will be opened by inward registry clerk and NAFED’s date stamp affixed on the same.

2. On each letter, Serial Number 1, 2 and so on will be written for each day. Thus each letter arriving in the office will bear a distinct number. For example:

NAFED    30.4.87    30.4.87    NAFED    1.5.87    1.5.87


1              2

     1            2

3. Each letter will be entered in a register whose format is given below. The Serial Number of the letter received on each date will be same for both the letter as well as the register.

4. The Inward Registry clerk will mark the letters to the concerned Executive Directors and hand over the same to their Personal Secretaries/Personal Assistants after obtaining the signature in the register. The Executive Directors concerned may mark these letters to their concerned  Sectional Heads. In case they feel that some particular reference should be placed before Additional Managing Directors/MD at the post stage itself, they will mark the letter accordingly.

Date……..

Sl. 
Particulars of
From
to
Remarks

No.
Dak received
whom
whom


Number    Date
received 
sent

1  
     2            3
      4
   5
     6

B. For letter including confidential addressed to Chairman/Managing Director/ Additional Managing Director by name :

1. Such letters will not be opened by the inward registry clerk and they will be handed over to Personal Secretaries/ Personal Assistants to the officer concerned. It will be the duties of the Personal Secretaries/ Personal Assistants to place the covers intact before the concerned officer and after the officer has seen the letter, to have these letters registered in the Central Registry by paying personal attention. The inward registry clerk will note these letters also in the inward dak register, put the relevant number on these letters and send them to the concerned section as has been marked by Chairman/Managing Director/ Additional Managing Director.

STAGE – II


In the second stage after the above system start operating two more registers may be opened as under: -

1. Personal Secretaries/Personal Assistants to Chairman/Managing Director/ Additional Managing Director will keep one register where they will note the reference from Government of India and letters addressed by name to Chairman/Managing Director/ Additional Managing Director as the case may be. Such letters, will not be more than a few on each day. The Personal Secretaries/ Personal Assistants will ensure that the reply is sent within 15 days or as directed from the date of receipt of such letters.

2. Similar register will be opened and maintained by stenographers to Dy. Manager (Personnel) for the Personnel Section and Manager (Finance & Accounts) for the Accounts Section. They will note the employees’ representations in these registers and also ensure that the reply is given to the employees within 30 days or as directed. This will be a welfare measure for our employees. Again such letters /representations will be very few on each day and will not place any burden on the concerned Personal Secretaries/Personal Assistants. The orders will take effect from 25.5.1987.

(Ref. O.O. No. 71 dated 20.5.1987)

C. Despatch of Dak

It has been reported by the Despatcher that, of late all outgoing letters from various Divisions meant for despatch are generally being received after 4 p.m. and it becomes difficult for him to sort them out write or paste addresses on the envelopes and frank them before 5.30 p.m. for being sent to the Post Office. The Post Office accepts franked letters up to 6 p.m. only. Letters sent even at 6 p.m. are sometimes returned for being posted the next morning after re-franking the dates. It causes unnecessary delay in despatch.

2.
In order to ensure despatch of letter the same day, the following instructions are hereby issued for compliance.

(i) Heads of Divisions and all Sections should ensure that as soon as a letter is signed, it is sent immediately to the despatch section for being despatched.

(ii) All Heads of Divisions and Sections are advised to send letters to despatch section by 4.30 p.m. positively. Letters signed after 4.30 p.m. should be sent up to 5 p.m. so as to enable the despatcher to complete franking formalities and post them the same day.

(iii) Whenever there is an urgent letter, parcel etc. delivered after 4.30 p.m. and needs to be despatched the same day, it should be marked “Out Today” and delivered to the despatcher personally with instructions for immediate despatch. In such cases, if necessary, the letter will be posted by affixing postal stamps if franking time is over.

(iv) On receipt of letters from various Divisions during the course of the day, the Despatcher should enter the same in the Register as and when they are received and keep the envelopes ready duly addressed and franked for gumming and posting in time.

(v) The Despatcher should immediately sort out important letters received after 4.30 p.m. and despatch them the same day. If he finds it difficult to frank the remaining routine letters, the same day, they may be franked the next morning and sent to Post Office for being despatched.

(vi) All efforts should be made to despatch all outgoing communication the same day. All divisions and sections in the HO are expected to cooperate in this.

(vii) The important letters marked “Out Today” which could not be sent by franking should be sent by affixing postage in the evening.

Forwarding/Outgoing Dak to Despatch Section


Indian Post and Telegraph Department has notified that w.e.f. 1st July, 1984 ordinary Inland telegrams except the following categories shall not be accepted between 1700 to 0700 hours: -

(a) Priority telegrams classed ‘XX conveying news of death;

(b) Ordinary personal telegrams classed “OS” containing the under mentioned subject matter: -

(i) Arrivals and Departures at Railway Stations and Airport and other public transport terminals;

(ii) Intimation of sickness and accidents including calls for attendance of relations;

(iii) Applications for and offers and employment including calls for interview; and

(iv) Intimation of examination results.


All Divisional Heads/Section Incharges are, therefore, advised to send ordinary inland telegrams of their Division to despatch section before 3.00 p.m. so that the same could be transmitted on the same day.

(Ref. HO/AD/G-39(19-A)/84-85 dated 28.7.1984)

D. Use of Franking Machine


A rebate of 1.5% of the total value of postage stamps used would be given by the P&T Department to the Institution, Government Departments and Private Firms which use franking machine instead of postage stamps with effect from 1st October, 1980.

3. It has, therefore, been decided that all offices should make use of this facility (wherever not being done so far) and purchase franking machines before 31st December, 1980 after following the usual procedure for purchases.

(Ref. HO/FA/2/80-81 dated 24.11.1980)

E. Procedure for sending communications


Instructions were issued vide Order No. HO/AD/8/172/76-77 dated 27.6.1977, Office Order No. 65 dated 27.6.1984 and Office Order No. 33 dated 8.3.1985 on the above subject. The whole procedure for writing letters by Branch Managers/ Regional Managers/Head Office and vice-versa has been reviewed and it has been decided to issue revised instructions in supersession of all previous orders. All Divisional Heads/Regional Managers and Branch Managers are, therefore, requested to follow the following procedure in this regard.

(i) All letters to Head Office should be addressed only to the Managing Director by Regional Managers/ Branch Managers. However, the sender may, if need be, indicate the name of the dealing Officer at the receiving end stating “Attention” :Shri ………… There is no need to endorse copies to any other Officer in Head Office. If necessary, it will be made, in Head Office and sent to the Officer concerned.

(ii) No Officer in Head Office shall write his name while signing letters. He will only sign “For Divisional Head” or higher Authority who has approved the draft. In case of D.O. letters, this will not be applicable.

(iii) Except letters of routine nature, no Officer of the Business Division in Head Office shall issue any letter without clearance by the concerned Divisional Head or a higher authority. Incase of non-business Divisions the letter should be first got approved from the concerned ED’s or a higher authority. If the letter is being signed by an Officer other than that who has approved the draft, the officer concerned will sign for the authority which has approved the draft. For example if a draft is approved by Executive Director (Mkt) and is to be singed by an Assistant Manager, he will sign it “For Executive Director (Mkt)” without mentioning his own name and designation.

2.
In case of all inter-office correspondence between two branches or between Regional and Branch Offices, a copy of the letter should invariably be endorsed to Head Office. As indicated above, only one copy should be sent addressed to the Managing Director inviting attention of the officer concerned. Similarly, when a letter is sent from the Head Office to a Branch Manager or Regional Manager a copy thereof must be endorsed to the concerned Branch Manager or Regional Manager, as the case may be.


This order comes into force with immediate effect.

(Ref. O.O. No. 15 dated 16.8.1985)


It has been observed that increasingly in telexes and correspondence as also in files, the expression ‘Competent Authority’ is being used. This is a vague expression. In the files being submitted to the higher authority, the designation of the authority competent to approve, should be specifically mentioned for approval.


In case of communication going from the Head Office to Regional Managers/ Branch Managers, it is enough to convey the decision in place of saying that competent authority has approved it. It is the responsibility of the officer signing the letter/message to ensure that it is approved by the competent authority and it is not necessary to mention it specifically. In case it is proposed to mention about the approval authority, the designation of the officer who has approved it should be mentioned therein saying that competent authority has approved it.

(Ref. O.O. No. HO/AD/8/328/85-86 dated 5.5.1986)

F. Airfreight of Articles

Instances have come to notice where important documents and articles etc. are sent by airfreight without telegraphic intimation to the Consignee resulting in loss of business and time. In such cases the consignee having no knowledge of the airfreight, is not able to take delivery of the articles and the purpose of airfreighting is defeated. In order to avoid such happenings, the following instructions are issued for strict compliance:

(i) It is the duty of the Officer who sends documents or any important articles by airfreight, to simultaneously inform the consignee telegraphically of the air-freight.

(ii) The Despatcher should not accept any material for air-freight unless a fair telegram to be sent to the consignee is given along with the material.

(iii) It is the duty of the peon who is generally an educated person, to enter the airfreight number in the blank space left for the purpose in the telegram, and issue it. In case he is not capable of doing so the Despatcher should instruct him to bring the airfreight number, enter it in the telegram, and issue it immediately.

(iv) The Despatcher should enter all outgoing communications including the airfreight in the Despatch Register, and give the despatch number in all the copies after the reference number mentioned in the upper left corner of the letter. Suppose the reference number is F.4/5/69/-Admn. And the despatch number 481. This despatch number should be noted just after the reference number. The new reference number would thus be F.4/5/69-Admn./481.

(v) As soon as the airfreight and the telegram etc. are issued, the O/C should immediately be returned to the officer concerned who should see that these have been issued properly, and in time.


This Order comes into force with immediate effect.

Ref. F.5/2/68-Admn. Dated 18.1.1969)

G. Dak Delivery Through Despatch Rider

To streamline the procedure of despatch of dak through Special Messenger/Despatch Rider it is notified for information of all concerned that the despatch rider will henceforth start from Head Office at 11.30 a.m. to distribute/collect dak. The second round would be at 3.00 p.m. It is, therefore, requested that whenever a letter(s) is (are) required to be sent through special messenger, it should reach the despatch section at least 15 minutes before the time stipulated above, so that timely action to deliver the letters to the addresses can be taken by the despatch section. The phase “By Special Messenger” may be superscribed on the cover of such letters.

(Ref. O.O. No. 7 dated 29.9.1981)

H. Exchange of Dak Between H.O. and 


Lawrence Road Complex, new Delhi


The following procedure for despatching and receiving the dak including files, letters, envelopes, parcels or any other article from Head office to Lawrence Road Complex and vice-versa is laid down for strict compliance by all concerned :

(i) The Despatcher in the HO should prepare separate envelopes for ASC , Cold Storage  and CMD and keep papers in the respective envelopes and close them. These envelopes will, thereafter, be delivered to the person of the ASC who comes to Head Office daily in the evening to collect them.

(ii) The Despatcher will prepare a list of all such contents to be kept in the envelope and the bag in triplicate and keep two copies thereof in the respective envelopes duly signed by him at the end of the list. One copy of the list will be retained by him. These lists should be properly tagged and maintained in a file cover.

(iii) These envelopes along with  files, if any securely tied, should be kept in the bag which should be properly locked by the Despatcher and given to the messenger.

(iv) The lists mentioned in sub-para (ii) above will be in form given below:

N.A.C.M.F. of India Ltd.

List of papers, Articles, Files despatched to …………………………………… on from 

S.     
Number &
Brief      
Signature       Remark

No.    
date of
Subject  
of the 


Letter etc.

receiving 




Person

(v) The respective officers or any other employee deputed by them for the purpose, will open the envelopes, verify the contents and put his signature in the list in token of his having received the contents correctly as entered therein. One copy of the list will then be returned to the office concerned with the dak the following day and the other copy retained by the receiving officer. This list when received duly signed will be kept in the file along with the original list. If any remarks are given on the list they should be attended to immediately.

(vi) A suitable canvas bag or any other bag with a lock and two keys will be provided to the messenger for the purpose. One key there of will be retained by the Despatcher in the HO and the other by the Mgr. (AI) or the despatcher or any other person deputed by him to do the job. Before handing over the bag to the messenger, the despatchers of the HO or the AI Division will lock the bag and give it to him to be taken to the office concerned.

(vii) The dak bag sent from HO will be delivered to Mgr. (ASC) or the person deputed by him for the purpose. The dak bag from the ASC will be opened by the despatcher in the HO. In the absence of M(AI), the AM(AI) will receive and supervise the work.

(viii) The envelopes marked ‘Confidential’ or addressed to an officer by name will be delivered to the concerned officer by the concerned despatcher, unopened.

(ix) The M(CS) and  BM CMD will ensure that the envelope containing the dak of the respective units for the HO is sent to the ASC by 3.45 p.m. every day. The dak man will leave Lawrence Road Complex at about 4.00 p.m. for HO daily.

(x) Important and urgent cases, papers requiring immediate action will be sent to the concerned office through a special messenger.

2.
The procedure outlined above is for strict compliance to ensure that no letter, envelope, file, article or any other paper is lost in transit.

3.
This order comes into force with immediate effect.

(Ref. HO/AD/15-10/77-78 dated 3.10.77)

I. Procedure Regarding Telegrams

Instances have come to notice where telegrams received read “Reftelcon”, “Refyrtel” and “Refurlet” without mentioning the name of the officer with whom the conversation took place or the reference number which makes it difficult to quickly connect the papers. In order to avoid such incomplete references the following procedure should strictly be followed in future: 

(i) Whenever telegram are sent in confirmation or in response to a telephonic conversation with an Officer, the name/ designation of the officer should invariably be mentioned in the telegram, e.g. “Reftelcon with ……On”

(ii) Likewise, the reference of the previous communication or telegram without actually writing the work ‘number’ but giving only the main Division/Section code or subject e.g.

1. “Refyrtel FT………….”

2. “Refyrtel Mkgt……….”

3. “Refyrtel Acctts……..”

4. “Refyrtel Admn……..”

5. “Refyrtel Pulses……..” etc.

(Ref. HO/AD/8/43/76-77 dated 11.3.1977)

J.
Abbreviations for different divisions in the Head Office while sending Telegrams/Telex etc.


It has been decided by the competent authority that while sending Telegrams/ Telex messages to HO by the Branch Offices/Units, they may use the abbreviations indicated below for different divisions in the HO so that the department to which the Telegram/Telex pertains can be easily known and reaches its destination quickly for necessary action:

S.No.
Name of the Division
Abbrevations

1.
F&A Division
FA

2.
Internal Audit Cell
IA

3.
Personnel Division
PA

4.
Research & Development 
RD

5.
Horticulture Division-ONION
ON

6.
Other sub-Division in


Horticulture
HO

7.
Foodgrains & Pulses
FP

8.
Oil Seeds
OS

9.
Cotton & Jute
CJ

10. Secretarial, Management

Services
SM

11.
Tribal Development Cell
TD

12.
Coordination Section
CD

13.
Poultry Division
PD

14.
Spices Division
SD

15.
Agril. Input Division
AI

16.
Nafed Processed Foods
NP

2.
The above approach will surely result in avoidance of large designations mentioned by many branch offices in their telegrams/messages.

3.
Abbreviations mentioned above may be put in use with immediate effect.

(Ref. HO/ED/FA/1/83-84 dated 28.6.84)

K.
Postal Confirmation of Telephonic Instructions

Whenever a telegram is issued, it must be followed by a letter simultaneously. Similarly, whenever any telephonic conversation pertaining to the Federation’s business is made with the branches or the State Marketing Federations, it must be confirmed without delay.

(Ref. O.O. No. Q/49 dated 29.5.1969)

L. Copies of Circulars

Whenever any circular letter, or office order is sent by Divisions and Branches in the Head Office to the Branch Offices, it should be ensured that  atleast three copies of such circular letters/office orders are despatched to them.

(Ref. No O.O./Q-51 dated 10.7.1969)

* 
Revised vide O.O. No. HO/AD/G-1(71)/89-90 dated   1.11.1989.

**
Inserted and modified vide O.O. No. 57 dated 27.01.1992 and O.O. No. HO/AD/G-1(200)/93-94 dated 24.3.94.
Part II

TELEPHONIC COMMUNICATION

A. Entitlement for Telephone
It has been decided to provide Telephone facility both at Office and Residence of the Officers of the Federation as under:

1. Telephone at Offices

A direct telephone line will be provided to :

(a) MD, AMDs and EDs

(b) Officers of the level of GMs and above.

(c) Regional/Branch Managers in Regional/Branch Offices.

(d) In Head Office a PABX line will be provided as far as possible to all officers posted there.

2.
Telephone at Residences

(a) Officers of the level of Manager and above.

(b) Regional/Branch Managers irre-spective of their post.

(c) Any other officer who is directly connected with some important business operation of the Federation. This discretion may be exercised by the MD.

3.
Ceiling for reimbursement of Expenses of Personal Telephones installed at Residences of Officers.

In case any officer has installed his personal telephone, the following criteria for reimbursement of telephone expenses may be adopted.

(a) Reimbursement of telephone expenses at the residence of the officers mentioned at (a) & (b) under Sl No. 2 may be paid by the Federation in full provided the calls are verified as official by the concerned officer.

(b) The facility extended to officers mentioned at 2 (c) regarding re-imbursement of telephone calls in respect of personal telephones installed on their residences is hereafter withdrawn.


This order will come into force with immediate effect.

(Ref. O.O. No. 41, dated 7.5.1983)

4. Reimbursement of Telephone Expenses

It is for information of all concerned that competent authority has desired to introduce new guidelines /rules to economize the telephone expenditure of the Federation.  In this regard, following steps have been taken for implementation:

Step-I

            Nafed has taken scheme of “ON NET PACK” from  M/s Reliance which provide free call service “Reliance to Reliance” Mobiles/Phone in the same State/City on payment of Rs.75/- per month per mobile.  All are advised to utilize this facility only on their Reliance numbers, to the extent possible.

Step-II

     The following limits have been fixed for residence phone/mobiles of all eligible officers/staff on the basis of their work profiles:

S. Designation    Res.phone   Mobile Call/Minute

N.                        call limit       limit per month

1.Chairman&MD  No limit         No limit

2.AMD/ED/OSD   1500 calls     1500 minutes

3.GMs/RMs          1200 calls     1200 minutes

4.Managers/BMS   700 calls       900 minutes

5.Dy.Ms/AMs         300 calls       700  minutes

6.AM-II/others            -                500 minutes

    In the case where junior officers/staff have been assigned some specific job which requires the mobile facility and they are using their personal mobiles/phones for official work with the approval of the competent authority, they will be entitled for reimbursement on production of their monthly bill/cash memo as under:

a) Dy. Mgrs./AM up to Rs.1000/- per month only

b) AM-II/PS        up to Rs.750/-     -do-

c) Others, if any  up to Rs.550/-    -do- 

Step-III

a) It has further been decided to recover 25% of the cost of the set from the user if the same has been damaged under my circumstances and is not reparable.

b) Similarly, if the set is lost, 50% of the cost of ; Mobile set will be recovered from the user, before providing another mobile.

         The above order became effective from 1st November, 2005.

Ref. Circular HO/AD/G-1(Phones)/Policy/2005-06 dated November 2, 2005.

It has been noticed that in spite of ceiling fixed on number of calls for residential telephones of the officers we are receiving regular requests for approval of excess calls instructions given hereunder may please be followed:

i) The officers shall maintain the statement of STD/ISD calls for their residential telephones in the enclosed proforma.

ii) In case telephone calls are within the permitted ceiling, the same stand approved without referring to the statement of STD calls being maintained by the officer.

iii) However, in case the calls are in excess of the ceiling the statement of STD calls may be furnished to HO alongwith request for approval

NAFED/NEW DELHI

STATEMENT OF STD/ISD CALLS TO BE FURNISHED FOR RESIDENTIAL TELEPHONES OF OFFICERS IN CASE THE CALLS ARE IN EXCESS OF THE PRESCRIBED LIMIT

S.No.

Date
Calling time
Telephone No.
Person/Office
Time consumed
Subject
Official/





called
contacted
in Mts./Seconds
matter
private











Signature of Officer

(Ref. OFFICE ORDER No. 57 dated 27.1.1992)

5. Providing Residential Telephones to the Officers of the Federation

Vide Office Order No. 41 dated 7.5.1983, it was decided that the residential telephones may be provided to the officers of the level of Manager and above. During the last 1½ years of the operation of this policy, it is observed that the distribution of telephones at the residence has become lopsided. While more residential telephones have been provided to officers of some departments, only one could be made available to officers of other departments for the residential use. The matter has, therefore, been reviewed and it has been decided in the overall interest of the Federation that instead of prevailing residential telephone according to the level of officers, it will hereafter the allotted Division wise in Head Office. In addition to the Divisional Heads, a telephone subject, of course, to availability may be installed at residence of one of the officers in each Division. The second telephone will be sanctioned by the Managing Director keeping in view the exigencies of the work.
(Ref. O.O. No. 27 dated 20.12.1984)


Guidelines were issued vide order No. 41 dated 7.5.1983 regarding entitlement for telephone and reimbursement of expenses of personal telephone installed at the residences of eligible officers.


Now it has been decided to allow reimbursement of telephone charges in case the particular telephone is not in the name of employee subject to the following conditions: -

1.
A certificate from the officer concerned that the phone is installed in the same premises where the officer is residing.

2.
Concerned officer should certify that phone is installed in the same premise and on the same floor where he is residing. A specimen certificate is enclosed at Annexure-III.

3.
The facility for reimbursement of such expenses shall be for a stipulated period or till an official telephone is provided by the Federation at the residence of officer concerned.

4.
The bill should be verified by the concerned officer first and countersigned by his immediate officer before sending the same for reimbursement.

5.
In partial modification of O.O. No. 65 dated 19.05.87, it is notified that the reimbursement of telephones shall be only to the extent of rental charges and official trunk calls and not upto 50% of the bill.

(Ref. O.O. No. 16 dated 25.7.89)

B. Retention of residential telephone on transfer

Officers of the rank of Manager and above have been provided with official telephone at their residence. When such an officer is transferred to an outstation/branch, the telephone installed at his residence is to be withdrawn. From time to time, requests are received, seeking permission for retention of such telephones on various grounds. This matter has been examined and it has been decided that as and when any officer is transferred, who is having official telephone at his residence, he may be allowed to retain the same for a period of 6 months, in case a written request is received to this effect from the officer concerned. For this period, the telephone charges including rentals are to be borne by him.


This order shall take immediate effect.

(Ref. O.O. No. 30 dated 06.09.90)

C. Procedure for use of Telephone

It has been observed that expenditure on local telephone calls has gone very high and in order to economise this, the following instructions are hereby issued for strict compliance by all members of the staff.

(a) Local Call

(i) Private and personal calls from office telephone should only be made in urgent and emergent circumstances.

(ii) The officers on whose tables the telephone instruments dialing or extension are placed should ensure that the staff working under them do not misuse the telephones and permit them to make private calls only in urgent cases.

(iii) The telephone operator shall compile daily reports regarding telephone calls made locally and submit them in the first week of every month in the following form :

Local Telephone Calls (Daily Reports)
Sl.
Date
Person
Tel. No.
Person/
Official/

No.

calling
called
office
Private



called

(iv) Even official calls should be made when absolutely necessary and not as a matter of routine.

(b)
STD (Subscriber Trunk Dialing) Calls

2.
(i)
In order to lessen the load on the Trunk lines and to provide quick means of communication, the Telephone Deptt. have introduced the Subscriber Trunk Dialing System known as STD connecting certain cities by direct telephone lines in the country. Such calls whenever made are converted into local calls and are recorded on the meter. It should, therefore, be borne in mind while making STD calls that the talk are short, precise and to the point otherwise the expenditure would be much more than the trunk calls, because of the time factor. The meter registers such calls by seconds.

(iii) The officers of the rank of Assistant Managers and above are authorised to make STD calls when considered absolutely necessary with prior permission of the Head of the Division.

(iv) The telephone operator shall maintain daily record of STD calls in the following form:

(v) The statement prescribed in sub-para (iii) above shall be submitted by the telephone operator in the first week of every month in respect of calls made during the preceding month.

Statement of STD Calls

Sl.
Date
   Person
Tel. No. called
Person/office
Time consumed
Remarks

No.

   calling
with city
contacted
in MTs. second

(c)
Trunk Calls

3.
Trunk calls shall be made when absolutely necessary keeping in view the business requirement and should not be made as a routine. If the work can be done by sending a letter or a telegram, trunk calls should be avoided.

(d)
General Instructions

4.
When outside persons, visiting officers, desire to make private or official local calls, they may be permitted to do so as a matter of courtesy. The officer visited shall ask for the number and inform the operator that the call is official.

5.
Trunk call registers shall be provided to all officers having ‘dialing instrument’ connection with P.B.X. on their tables, and they shall enter the trunk calls or STD calls made before or after office hours in the register for purposes of verification.

6.
Telephone boxes with a locking device or small locks shall be provided for locking ‘dialing instruments’ connected with PBX. The officers while leaving the office in the evening shall lock the telephone and keep the key with them. In case of leave, tour etc., the keys shall be deposited with the next officer.

7.
The telephone numbers called shall be entered in the statement if calls materialise or when the telephone is picked up at the other end otherwise not.

8.
Telephone boxes or small locks should also be supplied to the telephones in Branch and Sub-office which should be locked by the officer concerned when he leaves office.


This order comes into force with immediate effect.

(Ref. HO/AD/8/8/4/71 dated 25.5.1971)

Proforma of Telephone Register
Sl.

Date
Called No.
Time of
Duration of
Nature of trunk call

No.


with Station
call
the call
Listening/Ordinary/







STD/Phonogram etc.

1.

  2.
      3.
                4.
     
5.
          

6.

Called party
Purpose of call
whether official/
Remarks
Initial of the





personal

officer

7


                      8


     9


10

        11

D. Maintenance of Telephone Register


It has been decided that a register for each telephone installed in NAFED Offices as well as Officers’ residences should be maintained with the following columns.

1. Sr. Number

2. Date

3. Called number with station

4. Time of call

5. Duration

6. Nature of the calls

7. Called party

8. Purpose of the Call

9. Whether official or private

10. Remarks

11. Initial of the calling officer


The telephone bills will be verified on the basis of the register. The bills duly verified should be sent to the Administration Section for payment alongwith the register which shall be returned to the officer concerned after the needful is done.

It has also been decided that no Demand/Lightening calls should be booked from the PABX Board.

E. Deposit for Telephone OYT

In terms of Income Tax Department Circulars, the deposit for telephone (OYT) is termed as direct expenditure. This was stated by Statutory Auditor is in their report. In view of the above it is suggested that the amount appearing in “Prepaid Telephone OYT A/c” may now be transferred to Telephone & Trunk Call A/c during 1980-81 as well as in 1881-82.

The register for this purpose should be maintained by each of the branch showing therein the full details of each telephone i.e. telephone No., date of allotment, Demand Note No., Date & Amount of Security Deposited, Allotment to officials for office use only, with the sole authority of the Federation to take it back depending upon the situation.

Clarification received from the Institute of Chartered Accountants of India is enclosed.

(Ref. HO/FA/21/(16)/81-82 dated 19.10.1981).

Annexure – I

THE INSTITUTE OF CHARTERED ACCOUNTANTS OF INDIA

POST BOX NO. 7100, INDRAPRASTHA MARG, NEW DELHI – 110002

TELEPHONES 279211, 274446 – TELEGRAMS CICA NEW DELHI

23rd October, 1981

Shri R.P. Keshari,

Manager (F&A),

National Agricultural Coop. Marketing

Federation of India Limited

Sapna Building, 54, East of Kailash, PB 3580

New Delhi – 110 024

Dear Sir,


This has reference to your letter No. HO/FA/21(16)/81-82/14456 dated 20th October, 1981.


The point made by your Statutory Auditor regarding the treatment of the payment made under OYT scheme is correct in view of the instructions of the Central Board or Direct Taxes in this regard. Though we are not in a position to give you a copy of the exact CBDT instructions, we are sending herewith a copy of the CBDT circular No. 222 dated June 10, 1977 which makes a cross reference to the relevant instructions.

Yours faithfully,

Sd/-

(Cr Thiagaraja Verma)

Deputy Director of Studies

Encl As Above.

Annexure – II

CURCULAR NO. 222, DATED JUNE 10, 1977
SUB:
Deposit under “Own Your Telephone” Scheme Taxability under Wealth Tax Act 1957 – Clarification Regarding.


The Board have examined the question whether the deposit made under “Own Your Telephone” Scheme is an asset within the meaning of section 2 (c) of the Wealth-Tax Act, 1957, and as such, ineludible in the net wealth of an assessee.

2.
The payment made under “Own Your Telephone” Scheme is in the nature of advance payment of rent of a telephone connection and not in the nature of deposit. The proportionate amount is adjusted in the rental bills issued from time to time. The amount which has not been adjusted up to the relevant valuation dates is, therefore, a debt due to the assessee and has normally to be considered as an asset for purpose of wealth-tax assessment. With a view to simplifying matters and removing practical difficulties involved in keeping track of the diminishing amount year after year, and also to bring the matter in line with Instruction No. 943 dated 2nd April, 1976, issued from file No. 204/15/76-IT (All) (Providing for the allowance of entire amount of payment under the “Own Your Telephone” Scheme for income-tax purposes in the year of payment irrespective of the fact whether the telephone had been installed or not), it is hereby advised that the deposit under the “Own Your Telephone” Scheme should not be added to the total wealth unless the same has been shown as asset by the assessee himself in his accounts or in the balance-sheet.

Annexure – III

CERTIFICATE

This is to certify that I am residing in premises situated at ………. A telephone bearing No. …….. is also installed on the same floor/said premises where I am residing. It is in the name of Shri ………… I use this telephone for my official purposes. The expenses of this telephone may please be reimbursed in terms of Office Order No. 50 dated 07.04.1984.

Signature

(NAME AND DESIGNATION)

Date :

f

IMPORTANT DECISIONS

A.
Ceiling fixed on number of calls for residential telephone of the officers.


The Ceiling fixed on number of calls for residential telephone of the officers is specified in Office Order No. 45 dated 18 September, 1991. It has, however, been noticed that inspite of ceiling fixed for residential telephones of the officers, requests are continued to be received for approval of calls in excess of the ceiling. To facilitate approval of excess calls by the competent authority, there is office order No. 57 dated 21 January, 1992 which stipulates the following:

a) The officers shall maintain the statement of STD/ISD calls for residential telephone in the prescribed proforma.

b) In case the calls are within the permitted ceiling as per office order No. 45 dated 18.09.1991, the same would stand approved without referring to the statement of STD/ISD calls being maintained by the officer.

c) However, in case the calls are in excess of the ceiling, the statement of STD/ISD calls is to be furnished to the competent authority alongwith request for approval.

2.
In future, requests for approval of excess calls will be given consideration only if statement (format given at appendix to this circular) of STD/ISD calls is submitted by officers.

3.
This is issued with the approval of the MD.

(Ref. O.O. No. HO/AD/G-1(200/93-94)

