
· 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.
39

MANAGEMENT OF STORES
A.
Purchase of Capital Items

1. It has been observed that some of the Regional/Branch/Sub/Liaison Officers incur expenditure on purchasing furniture and office equipments etc., without obtaining prior approval of the competent authority. This procedure creates budgetary problems. With a view to obviate this difficulty, it is hereby ordered that in future no expenditure shall be incurred on the purchase of capital articles by an officer unless prior approval is obtained from the Head Office. Even in cases where verbal approval is obtained from the MD while on tour, the proposal should first be submitted to HO with justification and order should be placed only after sanction has been received and necessary budget allocation is available.

2. All officers are, therefore, directed that proposals for purchase of capital items should be submitted to HO in advance with full justification for the items proposed to be purchased alongwith the position of availability of budget provision.

3. In case no budget allocation has been made for any office or the allocation so made is insufficient to meet the requirements, the office concerned should submit a proposal justifying its demand so that reallocation or further allocation of budget can be made out of the savings. But it must be ensured that the expenditure does not exceed budget allocation.

4. Whenever such proposals are received, the Admn. Branch, after examining and considering the desirability of purchasing the articles, should refer the proposal to C.A.O. for budget allocation etc., and issue sanction with the approval of the competent authority.

(Ref. HO/AD/7/43/75-76 dated 5.12.1975)

B.
Purchase of capital/dead stock


We have been receiving requests from the Regional/Branch offices for approving expenditure for purchase of capital/dead stock items. The cases are processed in the Administration section and sent to the competent authority for approval. After the approval is obtained, the same is conveyed to the Regional/ Branch offices.

1.
It has been observed that after the receipt of the approval, requests are received for sanctioning additional expenditure by the Regional/Branch offices on the ground that sales tax/other taxes were not included or the old rates of the items were given in the original proposal.

2.
It is, therefore, advised that in future the cost of the capital/dead stock items to be purchased by Branches should indicate the exact amount including all taxes after verification of the latest rates for which the approval is required to avoid sending proposal again and again to the competent authority for approval. It is needless to mention that all such purchases should be made on obtaining Head Office approval after following proper procedure in this regard. This will also help in avoiding wasteful correspondence.

(Ref. O.O. No. 44 dated 05.01.1990)

C.
Purchase of Gift Items


It has been observed that gift items, articles are purchased by a branch on the request of BM/Touring Officer while proceeding on tour to foreign countries without getting specific approval from the Managing Director. Such an action is contrary to the rules/procedure of the Federation and, therefore, has to be stopped henceforth.


In future all gift items/articles should be purchased for touring officers/foreign guests after getting the specific approval from the Managing Director. If the purchases are made without approval, the matter would be viewed seriously and the amount will be debited to the personal account of the concerned Branch Managers who incur such expenditure.

(Ref. HO/FA/21 (2)/81-82 dated 1.2.1982)

D.
Norms for Furnishing of Officers’ Cabins


It is notified for information of all concerned that the following norms have been fixed for furnishing cabins/cubicles of the Officers of the Federation.

I.
Regional Manager and Officers drawing basic pay of Rs. 5000/- and above.

(i) Wall to wall carpet.

(ii) T-107, Godrej Table with DL-TOP.

(iii) Air-conditioner in the cabin.

(iv) Four visitors’ chairs.

(v) One Settee with cushion.

(vi) Godrej revolving chair with cushion.

(vii) Store well steel almirah.

(viii) Table lamp, if required.

(ix) Wilson pen stand with four pens.

(x) Glass of full table size.

II.
Branch Managers and Officers drawing basic pay between Rs. 4300/- & Rs. 4999/-

(i) Wall to wall carpet.

(ii) T-107, Godrej Table with DL-TOP.

(iii) Cooler in the cabin.

(iv) Three visitors’ chairs.

(v) One Settee with cushion.

(vi) Godrej revolving chair.

(vii) One storewell minor.

(viii) Wilson pen stand with two pens.

(ix) Table Glass of 3’ x 2’ size.

III.
Officers drawing basic pay between Rs. 2325/- and Rs. 4299/-

(i) Wall to wall coir matting.

(ii) T-104 Godrej Table with DL-TOP.

(iii) Cooler in the cubicle.

(iv) Two visitors’ chairs.

(v) Godrej revolving chair.

(vi) Wilson pen stand with two pens.

(vii) Table glass of 3’ x 2’ size


This order which comes into force with immediate effect, supersedes all previous orders regarding furnishing of cabins of officers.

(Ref. O.O. No. 46 dated 23.03.1989 & O.O. No. 49 dated 30.09.1991)

E.
Guidelines for Issue of Brief Cases


It has been decided that the following guidelines may be followed for issue of brief cases to the officers and staff of the Federation.

I.
Entitlement of Officers/Staff for different categories of Brief Cases :-
S.No.    Scale of Pay                                                        Entitlement    

1.       Rs.14200-30200 and above                        Rs.1400/- any make

2.       Rs.13650-28650 and Rs.13650-27050        Rs.1200/-    -do-

3.       Rs.11700-24700 and Rs.8700-20700          Rs.1000/-    -do-

4.       Rs.7000-17000                                             Rs.800/-      -do-           

Ref. O.O. No. 18 dated 18.07.1994 and O.O. No. 15 dated 18.10.2006

  In  partial modification of office Order No. 41 dated 13.12.1994 on         the subject matter,  it  has been decided that  the element of VAT/Statutory  taxes shall  be admissible  over  and above the prescribed  ceiling  of amount                       in respective categories  for issue of Brief cases.              
 ( Ref.OO No.03 dated 18.4.2006 issued by ADMN. Section on their file No.HO/AD/G-1®/2006/07.)

2.
No replacement of brief cases will ordinarily be permitted before a period of 3 years w.e.f. the date of issue.

3.
The brief case may be replaced depending on its condition after a period of 3 years.

4.
In case of promotion, higher category of brief case may be issued on replacement basis.

5.
An officer, if he so desires, may purchase the brief case issued to him after a period of 5 years at a nominal cost of Rs. 50/- or 15% of the purchase value whichever is more.

5.     No brief case shall be issued to staff in the scale of pay of Rs. 6100-14350 and below. However, some brief cases will be kept in Head Office/Branches which may be issued for specific purposes to such staff in the exigencies of office work from time to time. The brief cases so issued shall be returned to office by the staff concerned after the specific work is over.

6.    The brief case issued by the office shall not be taken back from the officers superannuating / availing voluntary retirement scheme.  (Ref.Order No.HO/AD/G-2/ ( R )/94-95 dated 22.9.1994 issued by Admn. Section)  

(Ref. O.O. No. 45, dated 23.03.1984 & O.O. No. 4, dated 01.08.1986)

II.
Recovery for Loss of Brief case


Instances have come to notice that some of the officers/staff who have been issued brief cases, reporting for their loss, have requested for issue of new ones. The matter has been examined and the following guidelines are hereby laid down for issue of new brief case in place of lost ones.


The concerned officer/staff members are expected to take care of the briefcases issued to them from the office. They will be fully responsible for any loss/damage to the briefcase during the said period, recovery would be made as per the following norms:

1.
During the 1st year of the issue
100%

2.
During the 2nd years of the issue
  75%

3.
During the 3rd years of the issue
  60%

4.
During the 4th years of the issue
  50%

5.
During the 5th years of the issue
  25%

(Ref. O.O. No. 54 dated 25.10.191)
III.
Prior Approval for Administrative 


Expenditure

Attention is invited to office order No. 22 dated 23.10.1989 and office order No. 25 dated 09.12.1980 on the above mentioned subject. Doubts have been raised in regard to the procedure to be followed for purchasing brief cases and furnishing of cabins/cubicles of the officers in terms of the above office orders. It is hereby clarified that these are only guidelines and as such prior administrative approval of the competent authority should be obtained in such cases. After obtaining the administrative approval, usual procedure for purchasing the articles should be adopted.

(Ref. O.O. No. 28, dated 14.01.1981)

IV. Issue of Brief case/Suit case for Tour Purposes


It has been observed that some officers/staff are issued brief cases/ suitcases for short duration in connection with their official tours, but they do not return the same to the store after completion of their tour. This causes difficulty in providing brief case/suit case to other who proceed on tour. It is, therefore, requested that all concerned should return the suit case/brief case after compilation of their tour to stores within 7 days, failing which they will be liable for paying the entire cost of the suit case/brief case, as the case may be.

(Ref. HO/AD/G-39(39)/81-82 dated 24.04.1982)

F.
Issue of Pocket Calculators

I.
It has been observed that the requisition for issue of pocket calculators are being received from all categories of employees including those who are not normally required to use then. After reviewing the situation very carefully it has been decided that the pocket calculators shall be issued only to those employees of the Federation who are in the scale of pay of Rs. 8700-20700 and above on the recommendation of the concerned RM/ Head of the Department as the case may be. The other employees, however, may use the pocket calculator issued to the officers of the concerned department whenever they require.


This order will come into force with immediate effect.

(Ref. O.O. No. 42, dated 14.04.1981, O.O. No. 18, dated 08.08.1990 & O.O. No. 18, dated 18.07.1994)

II.   It has been decided that the calculators issued by the Federation to officers/staff who retire on superannuation or on availing voluntary retirement scheme.  Accordingly no “NOC” shall be required to be taken from Admn. Section for calculators.

(Ref. OO No. 32 dated 10.2.2006 issued by Admn. Section)

III.
A few instances have come to notice where officials while on tour to other Branches purchase brief cases etc., through those Branches. In such cases, the concerned Branches send a debit note to Office/Branch from where the official went on tour. It is however, observed that in some cases the official concerned had already been issued a brief case in terms of office order No. 22, dated 23.10.1980 resulting issuance of two brief cases to him in violation of the guidelines. To avoid recurrences of such eventualities the touring officials are advised not to have brief cases etc., issued from the Branches where they go on tour. The Regional/ Branch Managers should also ensure that no Brief cases etc., are issued to the touring officials by their Branches.


In order to have better co-ordination Regional/Branch Managers are advised that whenever an employee of their Office/ Branch is transferred to some other place, an intimation to the effect that brief case/calculator etc. has been issued to him together with detail indicating the date and make of the brief cases/calculator should be sent to the Branch/Office where the employee has been transferred. This will also enable the Branch to follow the guidelines properly and in the right perspective.

(Ref. HO/AD/G-1(120)/83-84 dated 01.03.1984)

G.
Issue of Stationery

I.
With a view to streamlining the proce-dure regarding issue of stationery and also to effect economy in its use, the following has been decided:

(1) All requisitions for stationery items should be sent in prescribed proforma (specimen enclosed).

(2) The requisition should reach the Admn. Section through the concerned officer in the first week of every month.

(3) Ordinarily only one requisition in a month from a section will be entertained.

(4) The stationery items will be issued between 2.00 p.m. and 3.00 p.m. However, stationery/ stores may be issued beyond prescribed hour in emergent cases.

(5) Since stationery is an auditable item, every section should draw only its actual requirement. Concerned employees should also ensure proper use of stationery.


The above instructions shall come into force with immediate effect.

(Ref. HO/AD/7/64/78-79 dated 26.12.78 & HO/AD/G-39(12)/81-82 dated 26.09.81)

II.
At present, items of stationery are being issued to the sections in the first week of each month. There have, however, been numerous complaints that the issuing clerk is not available on all days during the first week of the month due to his being engaged on other tasks. The requirements for additional stationery items also come up in sections due to sudden inflow of work on account of special commitments and thus necessitates projection of requirements in such cases on the stationery clerk of Gen. Admn. Section. In order to spread over the issues throughout the month, the items of stationery will, from now onwards, be issued on all Tuesdays to the sections. In case any Tuesday happens to be a holiday, the stationery will be issued on the next working day.  Timings of issue will be as follows:

Morning
:
From 1000 hrs to 1200 hrs

Afternoon
:
From 1430 hrs to 1630 hrs

2.
All sections are advised to please ensure that they obtain their requirements of stationery during the above timings.

(Ref. Administration Division’s circular dated 21.12.1993)

NAFED/NEW DELHI

Indent for the month of …………. 20

Office/Branch/Section ……………

Sl.
Name of the Article
Qty. held with 
Qty
Qty.
Remarks

No.

the Indentor
Reqrd.
Supplied

1. Typing Paper (White)

2. Typing Paper coloured

3. Carbon Paper

4. Shorthand Note Book

5. Shorthand Pencil

6. Typing Ribbon

7. Lead Pencil

8. Statement Paper

a. Ruled

b. Plain

9. Slip Book Small

10. Stencil Paper

11. Refills (Ordinary)

12. Refills (Jotter)

13. Alpins

14. Paper Clips

15. Note Sheets

16. Letter Head (Small)

17. Letter Head (Big)

18. Ink Royal Blue

19. File Cover

20. File Board

21. Staple Pins

22.

23.

24.

25.

26.

27.

28.

29.

30.

Forwarded


Signature of the Indentor

Signature of the Officer concerned

Remarks of the M(P)/AM(A)

              Signature of the recipient in





         respect of articles received as





               mentioned in Col 5 above.

H.
Reimbursement of Expenditure on Official Subscription of Newspapers at the Residence of the Officers

1. The issue of reimbursement of expenditure on subscription of Newspapers at the residence of the officers has been reviewed and in supersession of all previous General/ Specific orders, it has been decided to fix the norms of reimbursement of expenditure in this behalf as under: -

OFFICER IN HEAD OFFICE:

a.
All officers of the rank
:
The cost of 2 daily


of Manager

Newspapers out of




which one should be




economic/business 




related.

b.
Officers below the
:
The cost of one 


rank of Managers

Newspaper daily


Officers of the rank of General Manager and above will continue to get reimbursement of expenditure on official subscription of Newspapers as hither-to before.

REGIONAL/BRANCH OFFICES:

a.
RMs/BMs
:
The cost of 2 daily





Newspapers out of





Which one should be





economic/business 





related.

b.
Officers of all category
:
The cost of one News-


below RMs/BMs

paper daily.


The reimbursement of the bills of the above Newspapers shall be settled after deduction of 10% of the cost price of these Newspapers being subscribed in such cases where these newspapers are not returned to the office for which necessary certificate will be issued by the Librarian in the case of HO and the officials designated by the concerned RMs/BMs.

(Ref. O.O. No. 49, dated 30.09.1991, O.O. No. 10, dated 14.07.1992, O.O. No. 42, dated 12.01.1994 and O.O. No. 52 dated 11.2.1994)

PROFORMA FOR REIMBURSEMENT OF BILL

FOR NEWSPAPERS SUBSCRIBED OFFICIALLY

1.
Name of the Officer
:

2.
Designation

:

3.
Department

:

4.
Name of Newspapers
:
1.






2.






3.

5.
Bill No. & date of Newspaper 
:


Vendor/Agency (bill duly verified 



to be enclosed in original).

6.
a)
Amount of bill claimed
:


b)
For the month of 
:

7.
Whether any/all of the News-


Yes/No


papers for the same month


returned to Office or not
:

8. Name of the Newspapers desired 

to be retained with provisions of 

restricting the bill amount to 90%
:

Dated :






         (SIGNATURE)

Payment of Bill




Certificate from Librarian

An amount of Rs. ……………………………….
Certified that following newspapers

Entered in B.C. Register at page No………….
for the month of ………… received

And Newspapers register page No. ………….
In Library from Sh. …………………






………………………………………..





                 1. Received all the papers time to time

(LIBRARIAN)


                 2. Not available







(LIBRARIAN)

FOR USE IN F&A DIVISION

Checked and found in order. May be passed for Rs. …………………………………………..

(Ref. O.O. No. 42, dated 12.01.1994)

