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THE HARYANA STATE SUPPLY AND MARKETING COOPERATIVE
SERVICE (COMMON CADRE) RULES, 1988

Rule No.

1. PRELIMINARY

In exercise of the powers conferred by section 37 of the Haryana Cooperative
Societies Act, 1984 and in consultation with the Haryana State Cooperative Supply and
Marketing Federation Limited the undersigned being the Registrar, Cooperative Societies
Haryana makes following rules regulating the recruitment and conditions of service of the
employees working in the Haryana State Cooperative Supply and Marketing Federation
Limited and the employees of Common Cadre in member Societies and these shall be
known as the Haryana State Supply and Marketing Cooperative Service (Common Cadre)
Rules, 1988.

The Haryana State Supply and Marketing Cooperative Service (Common Cadre)
Rules, 1969 are hereby repealed.

Provided that any order made or action taken under the rules so repealed shall be

deemed to have been made or taken under the corresponding provisions of these rules.

2. COMMENCEMENT

These rules shall come into force with effect from Twelfth July, 1988.

3. APPLICATION
These rules shall apply to all employees of the Haryana State Cooperative Supply &

Marketing Federation Limited and Common Cadre employees working in member societies.

4. DEFINITIONS

In these rules, unless the context otherwise requires:

a) "Administrative Committee" means the committee constituted by the Board of
Directors in accordance with the provisions of the bye-laws.

b) "Board" means the Board of Directors of the Haryana State Cooperative Supply &
Marketing Federation Limited.

C) "Bye-Laws" means the bye-laws of the Haryana State Cooperative Supply &
Marketing Federation Limited, registered under the Haryana Cooperative Societies
Act 1984.

d) "Category of Service" means the category as specified in Annexure-‘A’.

e) "Direct Recruitment"” means an appointment made otherwise than by promotion

from within the service or by transfer or by deputation.

f) "Employee" means a person appointed on regular basis in accordance with the
provisions of these rules but does not include persons appointed on daily wages/
adhoc basis / consolidated pay.
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g) "Family" means an employee, spouse, unmarried sons, unmarried daughters and
parents wholly dependent upon him / her and actually residing with the employee.

h) "Federation" means the Haryana State Cooperative Supply & Marketing Federation
Limited.

i) "Government" means the Government of the State of Haryana.

1) "Managing Director" means an Officer appointed by the State Government to the
post of Managing Director of the Federation.

k) "Chairman" means the Chairman of the Federation.

) "Officer"” means an employee not below the rank of Assistant Secretary (Now
Assistant General Manager).

m) "Recognised University" means:-

i) Any University incorporated by law in any of the State of India.
ii) Any other University which is declared by the Government to be recognised
University.
n) "Institution” means:-
i) Any institution established by law in the State of Haryana or
i) Any other institution recognised by Government for the purpose of these rules.

0) "Salary" means basic pay plus Dearness Allowance and any other amount treated
as pay as per Government instructions.

p) "Service" means the service of an employee taken on Common Cadre of Haryana
State Cooperative Supply & Marketing Federation and its member societies.

q) "Registrar" means the Registrar, Cooperative Societies as defined in the Haryana
Cooperative Societies Act, 1984.

r "Society" means a Cooperative Marketing Society, Marketing-cum-Processing
Society or District Wholesale Supply and Marketing Society registered under the
Haryana Cooperative Societies Act, 1984.

s) "Year" means the Cooperative year from 1% July to 30™ June.

5. CATEGORIES OF POSTS

The various categories of posts, their nomenclature, pay scales and sanctioned

strength shall be as in Annexure ‘A'.

Provided that the Board shall be competent to add or delete any post or revise the

scale of pay of any or all posts or add or reduce the number of posts mentioned in

Annexure ‘A" with the approval of Registrar, Cooperative Societies Haryana.
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Appointment to Service and General Conditions of Service

6. APPOINTING AUTHORITY

Authority to make appointments shall vest in the following:-

_ Employees below the Pay Scale of ¥2000-3200 ) _
) | (Revised pay Band of ¥9300-34800+Grade Pay Managing Director
%4000).

. Employees in the Pay Scale of 32000-3200 o _ _
i) | (Revised pay Band of ¥9300-34800+Grade Pay | Administrative Committee
34000 and above).

7. RECRUITMENT

Recruitment to the service shall be made in the manner specified in column No. 5 of

Annexure ‘B’ to these rules.

8. GENERAL CONDITIONS RELATING TO APPOINTMENT

The following general conditions shall apply to all appointments to the service :-

1) No person shall be appointed to any post in the service, unless he is :-

a)

b)

c)
d)

e)

A citizen of India, or

A subject of Nepal, or

A subject of Bhutan, or

A Tibetan refugee who came over to India before the 1st January, 1962 with

the intention of permanently settling in India, or

A person of Indian origin who has migrated from Pakistan, Burma, Sri Lanka,
East African Countries of Kenya, Uganda, the United Republic of Tanzania
(formerly Tanganyika and Zanzibar), Zambia, Malawi, Zaire and Ethiopia

with the intention of permanently settling in India.

Provided that a person belonging to any of the categories (b), (c), (d)
and (e) shall be a person in whose favour a certificate of eligibility has been

issued by the Government.

2) A person in whose case a certificate of eligibility is necessary may be admitted to an

examination or interview, but the offer of appointment may be given only after the

necessary eligibility certificate has been issued to him by the Government.

3) No person shall be appointed to any post in the service, unless he is in possession of

qualifications and experience specified in column 3 of Annexure ‘B’ to these rules in

the case of direct recruitment and those specified in column 4 of the aforesaid

Annexure in the case of appointment other than by direct recruitment.
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4) No person shall be appointed to the service by direct recruitment:-

i)

If he is less than 18 years old or above 40 years in age in respect of non
technical post of all category. The upper age limit may be relaxed by the
appointing authority for the technical posts requiring experience. The relaxation
of upper age limit in respect of S.C./S.T./B.C. and ESM will be given as per
Haryana Govt. Policy.

If he has previously been dismissed from the service in Government Department
or Institution or has been convicted by a court of law and such dismissal or
conviction was as a result of some act of moral turpitude.

iii) Unless he produces a certificate of character from the Principal Officer of the

University, College, School or Institution last attended, if any, and similar
certificate from two other responsible persons, not being his relatives who are
well acquainted with him in his private life and are unconnected with his
University, College, School or Institution.

iv) Unless he has been certified to be of sound constitution and medically fit to

discharge his duties by the Chief Medical Officer.

5) No person:-

a)

b)

Who has entered into or contracted a marriage with a person having a spouse
living; or

Who have a spouse living, has entered or contracted a marriage with any
person, shall be eligible for appointment to any post in the service.

Provided that the Board may, if satisfied that such marriage is permissible under the

personal law applicable to such person and the other party to the marriage and there are

other grounds for so doing, exempt any person from the operation of this rule.

Note:-
1.

Appointment to the service by promotion shall be made on the basis of
seniority-cum-merit and no employee shall have the right to promotion by virtue
of seniority alone.

Promotions shall be made by the Appointing Authority from lower post(s) to
higher post(s) in the manner as specified in Annexure ‘B’.

Provided that no employee shall have the right to promotion to different
category of post than that which is provided in Annexure ‘B’.

9. TRANSFERS

A person in the service shall be liable to serve throughout the State of Haryana or

even outside the State where Federation operates or intends to operate its activities. The

members of Service shall further be liable to serve in various societies where corresponding

equivalent posts as specified in Annexure ‘A’ exist or any other post, created thereafter. For

such transfers, Managing Director shall be competent authority.

Provided that District Manager will not be posted in his home district and that the

Field Inspectors and other managerial personnel shall not be posted in their home Tehsil.




10. _PROBATION
1) Persons appointed to any post in the service shall remain on probation for a period
of two years, if appointed by direct recruitment and one year, if appointed by
promotion:-
Provided that:-

a) Any period after such appointment spent on deputation on a corresponding or a
higher post shall count towards the period of probation;

b) Any period of work in equivalent or higher rank, prior to appointment to the
service may, in the case of an appointment by transfer, at the discretion of the
appointing authority, be allowed to count towards the period of probation fixed
under this rule; and

c) Any period of officiating appointment shall be reckoned as period spent on
probation.

(d) (i) The persons appointed/ recruited through direct recruitment to the post of
Clerk and Steno-Typist shall have to qualify the State Eligibility Test in
Computer Appreciation and Applications (SETC) within the probation period
of two years, extendable by one year. They shall not be entitled to earn any
increment in his pay scale till they qualify the said Test failing which the
services shall be dispensed with.

(ii) The persons promoted to the posts of Clerk and Steno-Typist shall have to
qualify the State Eligibility Test in Computer Appreciation and Applications
(SETC) within the probation period of one year, extendable by one year
failing which they shall be reverted back to the original post.

(Amendment approved by the Registrar, Cooperative Societies, Haryana
vide memo No.11/1/2013/Mkg.-1/1674 dated 31.01.2014).

2) If, in the opinion of the appointing authority the work or conduct of a person during
the period of probation is not satisfactory, it may:-

a) if such person is appointed by direct recruitment, dispense with his service; and
b) if such person is appointed otherwise than by direct recruitment :-
i) Revert him to his former post; or

ii) Deal with him in such other manner as the terms and conditions of the
previous appointment permit.

3) On the completion of the period of probation of a person, the appointing authority
may :-
a) If his work or conduct has, in its opinion, been satisfactory, declare that he has
completed his probation satisfactorily.
b) If his work or conduct has in its opinion been not satisfactory:-

i) Dispense with his service, if appointed by direct recruitment, revert him to
his former post or deal with him in such other manner as the terms and
conditions of previous appointment permit, if appointed by promotion; or

ii) Extend his period of probation and thereafter pass such order, as it could
have passed on the expiry of the first period of probation;

Provided that the period of probation shall not be extended by more than one year.



11. SENIORITY

Seniority, inter-se of members of the service shall be determined by the length of
continuous service on any post in the service.

Provided that where there are different cadres in the service, the seniority shall be
determined separately for each cadre.

Provided further that in the case of members appointed by direct recruitment, the
order of merit determined by the recruiting authority shall not be disturbed in fixing the
seniority;

Provided further that in the case of two or more members appointed on the same
date, their seniority shall be determined as follows:-

a) A member appointed by direct recruitment shall be senior to a member
appointed by promotion or by transfer.

b) A member appointed by promotion shall be senior to a member appointed by
transfer.

c) In the case of members appointed by promotion seniority shall be determined
according to seniority of each member in the appointments from which they
were promoted.

d) In the case of members appointed by transfer from different cadres, their
seniority shall be determined according to pay, preference being given to a
member, who was drawing a higher rate of pay in his previous appointment,
and if the rates of pay drawn are also the same, then by the length of their
service in the appointments and if the length of such service is also the
same, the older member shall be senior to the younger member.

12. SECURITY

The members of the service shall furnish such security / service bond in favour of
the Federation as may be decided by the appointing authority with the approval of
Registrar.

Provided that the Board of Directors may relax the condition of fulfilment of bond in

individual cases for reasons to be recorded in writing.

13. TRAINING
a) The Managing Director may depute any employee of the federation to undergo any
course of training connected with the business of the societies and the Federation.
Provided that approval of Board of Directors shall be obtained for deputing
any employee for training outside the country subject to restrictions imposed by

Government through the Registrar from time to time.

b) The employee deputed for training for a period of three months or above shall be

required to execute a bond to serve the Federation for a period of three years after
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completion of training failing which he shall be required to refund the entire cost of
training.
Provided that the Board of Directors may relax this condition of refunding the

cost of training in individual cases for reasons to be recorded in writing.

c) The employee deputed for training sponsored by any other organisation shall be
required to comply with the terms and conditions of such sponsorship.

d) The entire salary for the training period shall be paid by the society in which an
employee is serving, if the training is for a period of 30 days. The salary for any
training beyond 30 days shall be paid by the federation.

14. RESIGNATION

Any employee may resign from the service of the Federation by giving one month

notice or by depositing one month's pay and allowances in lieu thereof.

Resignation will be deemed to be operative only after it has been accepted by the

competent authority.

In case where the appointing authority is other than the Managing Director, the

Managing Director, in his discretion owing to special circumstances of each case, may

accept the resignation.

15.

a)

b)

RETIREMENT

Every employee shall retire from the service on the afternoon of the last day of the
month in which he attains the age of 58 years.

Provided that the age of retirement for class-IV employees shall be 60 years.

Provided further that the employee, whose date of birth is the first of month, shall
retire on the afternoon of the last day of the preceding month on attaining the age

of 58 or 60 years, as the case may be.

No employee shall be retained in service after the age of retirement except in
exceptional circumstances with the sanction of the Board in Federation's interest,

which must be recorded in writing subject to the approval of Registrar.

The Appointing authority shall, if it is of the opinion that it is in the Federation's
interest so to do, have the absolute right to retire any employee, other than class-1V
employees, by giving him notice of not less than three months in writing or three
months pay and allowances in lieu of such notice:-

i) For employees drawing pay in the Scale of ¥2000-3200 (Revised pay Band of

¥9300-34800+Grade Pay ¥4000) or above and if he had entered service before
attaining the age of 35 years, after he has attained the age of 50 years; and
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i) All employees drawing pay below Scale of ¥2000-3200 (Revised 39300-
34800+Grade Pay ¥4000) and for the employees mentioned in (i) above who
entered service after attaining the age of 35 years; after attaining the age of 55
years.

The employee stands retired immediately on payment of three months pay
and allowances in lieu of notice or on expiry of the notice period and will not be in
service thereafter.

An employee other than class-IV employee, may, by giving a notice of not less than
three months, in writing to the appointing authority, retire from service :-

i) If, he is in the Scale of 2000-3200 (Revised Pay Band of 39300-
34800+Grade Pay ¥4000) or above and entered service before attaining the
age of 35 years, after he has attained the age of 50 years.

i) If, he is an employee in the Scale of ¥2000-3200 (Revised Pay Band below
¥9300-34800+Grade Pay ¥4000) except class-IV employee or an employee
in the Scale of 32000-3200 (Revised Band of ¥9300-34800+Grade Pay
¥4000) or above and entered the service of Federation after attaining the
age of 35 years, after he has attained the age of 55 years.

Provided that it shall be open to the appointing authority to withhold
permission to an employee under suspension who seeks to retire under this clause.

16.
1)

2)

PAY, ALLOWANCES AND OTHER CONDITIONS
PAY

Unless anything is otherwise contained in these rules, an employee appointed to any

post in the service shall draw the pay of the post in the scale given in Annexure
‘A’ as sanctioned / revised from time to time with the approval of Registrar.
ALLOWANCES

a) Dearness Allowance and City Compensatory Allowance as sanctioned by
Government from time to time shall be released by the Managing Director.

b) The Board may prescribe conveyance allowance to its employees subject to the
approval of Registrar.

c) House rent allowance shall be allowed at Government rates.

d) Leave Travel Concession shall be allowed to the employees as per State
Government instructions issued from time to time.

e) Class-IV employee and drivers may be supplied uniform and liveries as per
norms fixed for such Government employees from time to time by the
Government.

f) Other allowance(s) shall be allowed to the employees as per State Government
instructions issued from time to time.

NOTE:-

1. Pay and allowances for the period of duty shall be paid to an employee by the
society/Federation where the duty is performed. However, the subsistence
allowance for the period of suspension and / or other emoluments for that period
shall be paid by the Federation.
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2. For the period of leave other than casual leave, the pay and allowances shall be
paid by the Federation.

3. The society shall pay to the Federation the contribution towards leave salary,
provident fund, gratuity, ex-gratia amount etc. at the rates intimated to them in
respect of employee under Common Cadre working with them. The Federation
shall maintain separate accounts for these contributions received from the
societies and these funds shall be administered by Managing Director.

3) PAY FIXATION AND GRANT OF INCREMENTS

a) If, an employee is promoted from a post of lower category to a post of higher
category, his initial pay in the higher post shall be fixed at a stage in the new
pay scale above the stage which works out in the pay scale of the lower post
from which he is promoted after adding the amount of the increment to the pay
he is actually drawing at the time of promotion.

b) Annual increment in the pay scale shall accrue to an employee normally on the
first day of the month in which he completes one year service at a stage in the
pay scale unless it has been specifically with-held by an order in writing.

Provided that the annual increment of an employee who is on leave,
except casual leave on the first day of the month, shall actually be drawn from
the date of resuming duty on return from leave.

c) The following periods shall count for completing the period of one year for the
purpose of grant of annual increment:-

i) Period of duty in the post.
i) All periods of leave with pay.

iii) Period of officiating service in higher post in the service provided the
employee would have worked in the lower post but for his promotion to the
higher post.

iv) Period of suspension if treated as duty by competent authority.
v) All periods of leave on half pay.
vi) Leave without pay upto 120 days taken on medical grounds.

Note:-

1. Increment at the efficiency stage shall be considered and allowed by the
competent authority on the basis of annual confidential reports and in
accordance with the instructions issued by Government from time to time in this
behalf.

2. The pay fixation, ACP / grant of increment or other financial benefits of the
employees shall be given as per State Government instructions/rules/policies
regarding revision of pay scales w.e.f.01.01.2006 or thereafter.

4) TRAVELLING ALLOWANCE

Travelling allowance on tour, transfer and training shall be the same as applicable to

the Government employees from time to time.
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5) PROVIDENT FUND
Except the employees on deputation from Government all employees of the

Federation shall be entitled to the benefit of contributory provident fund as per the
provisions of the Employees Provident Fund Act, 1952.

6) BONUS
All the employees shall be allowed bonus as per the provision of Bonus Act, as
amended from time to time subject to the approval of Registrar.

7) GRATUITY
All employees shall be eligible for payment of gratuity under the Payment of
Gratuity Act, 1972.

8) MEDICAL REIMBURSEMENT
1. Medical reimbursement shall be allowed to the employees as per instructions
issued by Registrar from time to time.

2. Medical reimbursement for indoor treatment shall also be allowed to retired
employees of the federation including their dependent family members with
overall ceiling of 2.00 Lacs.

17. LEAVE AND JOINING TIME
1. Subject to the provisions of these rules following kinds of leave may be granted to
an employee:-

(i) Causal leave
(ii) Earned leave
(iii) Half pay leave/Commuted leave
(iv) Extra-ordinary leave
(v) Maternity leave
(vi) Study leave
(vii) Child Care Leave to women employees
2. The authorities empowered to grant various kinds of leave to the employees are
given in Annexure ‘C’. Such authorities shall also be competent to refuse leave or
recall an employee at any time during his leave period without assigning any
reason.
3. Commencement and Termination of Leave
The first day of an employee's leave is the working day succeeding that upto which
he hands over the charge and the last day is the working day preceding that on which he
reports for duty. The employee before proceeding on leave shall intimate to the competent
authority his leave address and shall inform the authority of any change in the address
previously furnished. The employee shall return to duty to the place from which he

proceeded on leave unless otherwise instructed.

4, Calculation of various kinds of Leave
(a) Casual Leave

(i) 10 days in a year for employees having service upto 10 years.
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(ii) 15 days in a year for employees having service more than 10 years and

upto 15 years.

(iii) 20 days in a year for employees having more than 15 years service.

(b) Earned Leave.

(i)
(ii)
(iii)

1/24™ of the period spent on duty during the first 10 years of service.
1/18™ of the period spent on duty during the next 10 years of service and
1/12™ of the period spent on duty thereafter.

(iv) Accumulation of earned leave shall be permissible to any extent but the

maximum earned leave that may be granted at a time to an employee shall
be 120 days.

(c) Half Pay Leave.

()
(ii)

(iii)

20 days half pay leave will be admissible to an employee in respect of each
completed year of service.

Half pay leave due may be granted to an employee on medical certificate or
private affairs. Half pay leave may be commuted on medical certificate upto
a maximum of 180 days and twice the amount of such leave shall be
debited against the half pay leave due.

The total duration of earned leave and commuted leave taken in conjunction
shall not exceed 240 days.

Provided that no commuted leave may be granted under this rule unless
the authority competent to sanction leave has reason to believe that the

employee will return to duty on its expiry.

(d) Extraordinary Leave.

Extraordinary Leave may be granted to an employee in special circumstances:-

()
(ii)

(iii)

When no other leave is admissible, or

When other leave is admissible but the employee concerned applies in
writing for the grant of extra-ordinary leave.

The authority empowered to grant leave may commute retrospectively
period of absence without leave into extra ordinary leave or extra ordinary
leave previously granted into a leave of different kind if the latter type of
leave was admissible at the time extraordinary leave was granted.

(e) Maternity Leave

(i)

(ii)

The competent authority may grant maternity leave to a female employee
for a period not exceeding 6 months from the date of its commencement.
Leave salary equal to the pay drawn immediately before proceeding on
leave shall be paid during maternity leave and it shall not be debited against
leave account.

Any other kind of leave may be permitted to be prefixed to maternity leave
without insisting on a medical certificate. But any leave applied for in
continuation of the maternity leave may be granted only if the request is
supported by a medical certificate.

NOTE:-

1. The term pay includes officiating pay provided the authority sanctioning the
leave certifies that the employee would have continued to officiate had she not
proceeded on leave.
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(9)
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2. Maternity leave may also be granted in case of miscarriages including abortion
subject to the condition that the leave does not exceed six weeks and the
application for leave is supported by a certificate from a registered Medical
Practitioner. The certificate of a Chief Medical Officer or Deputy Chief Medical
Officer or Gazetted Medical Officer may however be called for in case of doubt.

3. Maternity leave shall not be admissible to a female employee having more than
two living children. In such cases leave of the kind due or extra-ordinary leave
will be allowed.

Study Leave.

Leave may be granted in the interest of Federation to an employee on such terms

as may be prescribed by general or special orders of the competent authority to

enable him to study scientific, technical or similar problems or to undergo special
courses of instructions. Such leave shall not be debited against the leave account.

Child Care Leave to women employees
Child Care Leave to women employees of the federation shall be granted as per
State Government instruction issued from time to time.

NOTE:- Orders issued by the Government in dealing with such cases will be

followed.

5. Encashment of Earned Leave.
Encashment of earned leave upto 300 days shall be admissible, if due at the time
of retirement including pre-mature retirement or in case of death of an employee
during service his heir can claim encashment of earned leave due subject to the
limit of 300 days or as amended by Government from time to time.

6. Joining Time.
Joining time may be allowed to an employee to enable him to join duty at a new
station on promotion or transfer.
The permissible limit and the method of calculation is given in Annexure ‘C’. The
authority ordering transfer may reduce the joining time in special circumstances.
Such employees shall be eligible to avail special leave in lieu of un-availed joining
time afterwards.

18. CONDUCT AND DISCIPLINE
1. General.

Every employee shall at all times:
(i) Maintain absolute integrity:
(i) Maintain devotion to duty and
(iii) Do nothing which is unbecoming of an employee of the Federation.

(iv) Abide by and comply with the regulations of the Federation and all orders
and directions of the superiors.

(v) Discharge his duty to the best of his ability in the interest of the Federation.

(vi) No employee shall in the performance of his official duty in the exercise of
the powers conferred on him, act otherwise than his best judgment except
when he is acting under the directions of his superiors.
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2. Taking part in political activities and Elections:

(i) No employee shall be member of or be otherwise associated with any
political party or any organization which takes part in political activities nor
shall he take part in election, subscribe in aid or assist in any other manner
any political movement or activity.

(i) An employee qualified to vote at such election may exercise his right to
vote.

(i) No employee shall be office bearer at any cooperative society which is a
member of the Federation.

3. Joining of Association by Employees.
No employee shall join or continue to be member of association the objects or
activities of which are prejudicial to the interests of the sovereignty and integrity

of India or public order or morality or to the interest of the Federation.

4. Demonstration & Strikes.
No employee shall engage himself or participate in any demonstration which is
prejudicial to the interests of the sovereignty and integrity of India, the security
of the State, friendly relations with Foreign States, public order, decency or
morality or which involve contempt of Court, defamation or incitement to an

offence.

5. Criticism of Federation & State Government.
No employee shall in any radio broadcast or any document published in his own
name or anonymously, pseudonymously or in the name of any other person or in
any communication to the press or in any public utterance, make any statement
of fact or opinion:
(a) Which has the effect of any adverse criticism of any policy or action of the
Federation.

(b) Which is capable of embarrassing the relations between the Federation,
State Government, Central Government and the Government of any Foreign
State.

(c) Which is capable of embarrassing the relations between the Federation and
any other organization.

Provided that nothing in this regulation shall apply to any statement made
or views expressed by an employee in his official capacity; or in the due

performance of the duties assigned to him.

6. Evidence before Committee or any other Authority.

() Save as provided in sub-rule (ii) no employee shall except with the previous
sanction of the Managing Director give evidence in connection with any
inquiry conducted by any person committee or authority.

(i) Where any sanction has been accorded under sub-rule (I) no employee
while giving such evidence shall criticize the policy or any action of the
Federation.
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(i)  Nothing in this regulation shall apply to :-

(a) Evidence given at inquiry before an authority appointed by the
Federation, Government, Parliament or a State Legislature: or

(b) Evidence given in any judicial inquiry;

(c) Evidence given at any departmental inquiry ordered by the Managing
Director, Administrative committee or Board of Directors or any other
officer empowered under these rules to order a departmental enquiry.

Unauthorized Communication of Information.

No employee shall, except in accordance with any general or special order of the

Federation, the Executive Committee or his superior officers or in the performance in

good faith of the duties assigned to him communicate directly or indirectly the contents

of any official documents or any part thereof or other information to any other employee

or any person to whom he is not authorized to communicate such contents or

information.

8.

10.

Gifts.

No employee shall accept or permit any member of his family or any person acting
on his behalf to accept:

(a) Any illegal gratification; or

(b) Pecuniary advantage or gifts etc., from any person or agent having dealing
with the Federation except as prescribed by Government for government
employees.

Prohibition of Dowry.
No employee shall:-
() Give or take or abet the giving or taking of dowry; or

(i) Demand, directly or indirectly, from the parents of guardian of a bride or
bridegroom, as the case may be, any dowry.

Private trade or employment.
No employee shall engage himself directly or indirectly in any trade or business or
undertake any other employment.

Provided that an employee, may without such sanction undertake
honorary work of a social or charitable nature or work of literary, artistic or
scientific or cooperative or educational character, subject to the condition that his
official duties do not thereby suffer.

Provided that an employee may take part in an honorary capacity in
registration, promotion or management of A Cooperative Society and which is
required to be registered under the Cooperative Society Act or any other laws for
the time being in force, or of a literary, scientific or charitable society required to
be registered under the Societies Registrations Acts or any corresponding law in

force.
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11. Insolvency & Habitual Indebtedness.

(i)

(i)

An employee shall so manage his private affairs to avoid habitual
indebtedness or insolvency.

An employee against whom any legal proceedings is instituted for the
recovery of any debt due form him or for adjudging him as an insolvent shall
forthwith report the full facts of the legal proceedings to the Federation.

Note:- The burden of proving that the insolvency or indebtedness was the result

of circumstances which with the exercise of ordinary diligence, the
employee could not have foreseen or over which he has no control, and
had not proceeded from extravagant or dissipated habit, shall be upon the
employee.

12. Consumption of Intoxicating drinks & drugs.

An employee shall:-

a)

b)

c)
d)

Strictly abide by the law relating to intoxicating drinks and drugs in force in
the area in which he may happen to be for the time being.

Take due care that the performance of his duties is not affected in any way
by the influence of any intoxicating drinks and drug.

Not appear in a public place in a state of intoxication.

Not habitually use any intoxicating drink or drug in excess.

13. Vindication of acts and character of employees.

a)

b)

No employee shall, except with the previous sanction of the Managing
Director have recourse to any Court or to the press for vindication of any
official act which has been the subject matter of adverse criticism or an
attack of a defamatory character.

Nothing in this rule shall be deemed to prohibit an employee from vindicating
his private character or any act done by him in his private capacity and where
any action for vindicating his private character or any act done by him in
private capacity is taken, the employee shall submit a report to the Managing
Director regarding such action.

14. Prohibition to absence without leave.

An employee shall not absent himself from his duties or from the station of his

posting without having first obtained the permission of the competent authority.

15. Certain acts constituting misconduct are stated below:

a)

b)
c)

d)

Willful insubordination or disobedience, whether in alliance with a co-
employee or not, of any lawful and reasonable order of superiors:

Willfully avoiding work or abatement or instigation thereof:

Theft, fraud, misappropriation or dishonesty in connection with employer’s
business or property.

Habitual absence without leave, overstaying the sanctioned leave without
sufficient grounds or proper and satisfactory explanation or habitual late
attendance:
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e) Commission of any act subversive of discipline or good behavior in the
premises or establishment such as drunkenness, riotous, disorderly or
indecent behavior, gambling or taking or giving bribes or any illegal
gratification of any kind whatsoever:

f) Willful damage to work or goods in process or to any property or the
establishment.

g) Habitual neglect of work or gross or habitual negligence;

h) Disclosing to an unauthorized person any information with regard to the
establishment which may come into the possession of the employee in the
course of his work;

i) Indulging in scurrilous attacks against the management and other superiors
of the employee in his official capacity;

j) Delivering speeches or raising slogans tending to incite workers to violence.

k) Contempt of regulations and disrespect of authority and general affront to the
management, amounting to misconduct;

) Impertinent, rude and disrespectful language which is subversive to
discipline.

19. PENALTIES

Notwithstanding anything contained in any other regulation and without prejudice

to such action to which an employee becomes liable under any other law or

regulation for the time being in force, the following penalties may be imposed for

goo
M1
(a)
(b)
(c)

(d)

(e)

d and sufficient reasons on any member of the service:
NOR PENALTIES:-

Censure.

Warning with a copy on ACR,

Withholding of increments without cumulative effect.

Recovery from pay or such other amount as may be due to him of the whole
or part of any pecuniary loss caused to Federation/Society/Societies by
negligence or breach of orders.

Withholding of promotion for a specified period.

MAJOR PENALTIES:-

(f)
(9)
(h)
(i)

Reduction to a lower category.
Removal from service.
Dismissal from service.

Withholding of increments of pay with cumulative effect.

Explanation: The following shall not constitute a penalty within the meaning of

this
0)

(ii)

rule:-

Termination of service or reversion to lower service grade or post of an
employee appointed or promoted on probation either during or at the end of
the probation initial or extended as the case may be.

Termination of service in accordance with the terms of appointment of an
employee.
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(i) Discharge of an employee for want of vacancy or as a measure of
retrenchment.

(iv) Reversion of an employee promoted from a lower post to the higher post to
such lower post for want of vacancy.

(v) Suspension.

(a) - No disciplinary proceedings shall be initiated against an employee unless
the charge(s) on which it is proposed to take disciplinary action against him have
been communicated in writing and he has been given a reasonable opportunity of
showing cause against the action proposed to be taken.

(b) - If the authority competent to impose penalty, after consideration of the
reply to the chargesheet, is of the opinion that any of the penalties specified at
(a) to (e) above should be imposed on the employee, it shall make an order
imposing such penalty and it shall not be necessary to give the employee any
opportunity of making representation on the penalty proposed to be imposed.

(c) - (Amendments approved by RCS vide letter dated 15.11.2010):-

“In other cases the competent authority may hold an enquiry into the
charge(s) or cause, such an enquiry to be held by an officer superior in
rank to the person against whom the action is proposed to be taken
with the purpose of ascertaining the truth or otherwise of the
charge(s). In that event the employee concerned shall be permitted to
cross-examine witness deposing against him and also to adduce
evidence in defence and examine the relevant documents but shall not
be permitted to engage a lawyer during the enquiry.”

(d) - The Inquiry Officer appointed to conduct enquiry shall issue maximum two
notices to the charged person to appear before him for presenting his/her case.
In case charged persons do not appear after the communication of two notices,
the Inquiry Officer shall be competent to proceed ex-parte in the matter.
However, after considering the circumstances to be recorded, the Inquiry Officer
may issue third notice also.

(e) - As per the Punjab Departmental Enquiries (Powers) Act, 1955 (Punjab Act 8
of 1955), the officer conducting enquiry under these rules shall be competent to
exercise the same powers for summoning of witnesses and for compelling the
production of documents as are exercisable by a Commission appointed for an
enquiry under the Public Servants (Inquiries) Act, 1850 (Act 37 of 1850).

(f) = In case the competent authority is satisfied with the explanation given by
the charged person, it may drop the charge-sheet without resorting to the
procedure of conducting enquiry. Similarly if the competent authority after
considering the reply of the charged person is of the opinion that awarding of
minor punishment shall meet the end of justice, then the authority competent
may award minor punishment without following the procedure of conducting the

enquiry.
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(g) - After the enquiry against an employee has been completed, the disciplinary
authority, shall forward or cause to be forwarded a copy of the enquiry report,
and where the disciplinary authority does not agree with the enquiry report or
any part thereof, the reasons for such disagreement shall be communicated
alongwith the enquiry report, to the employee who may submit, if he so desires,
a written representation to the disciplinary authority within a period of one month
from the date of such communication.

(h) - The disciplinary authority shall consider the representation, if any,
submitted by the employee and record its findings before proceeding further in
the matter as specified in rule 19.

(i) = The complaints Committee constituted for sexual harassment of women at
work places shall be deemed to be the Inquiry authority appointed by the
disciplinary authority for the purpose of these rules.

Notwithstanding anything contained in these rules, the services of an employee
who is convicted by competent court for an offence involving moral turpitude shall
be terminated forthwith by the Managing Director.

The authority specified in column (3) below shall in respect of an employee of the
description specified in column (2) thereof be competent to impose the penalty

specified in column (4) thereof:-

S.No.

Description of employee Authority competent Nature of penalties
to impose penalty

Employees drawing pay Managing Director All penalties specified in
below the Scale of ¥ 2000- Clause (1) above

3200 (Revised pay Band
of ¥9300-34800+ GP
34000).

Employees drawing Scale Managing Director Penalties specified at (a),
of ¥2000-3200 (Revised pay (b), (), (d) & (e) of
Band of ¥9300-34800+ GP clause (1) above

¥4000) or above.

Administrative Penalties specified at (f),
Committee (g,) (h)and (i) of clause
(1) above

a) - The Managing Director may suspend an employee against whom disciplinary
action is proposed to be taken.

Provided that an employee arrested on charge of dishonesty or moral
turpitude shall be deemed to have been suspended automatically with effect from
the date of arrest.

(Amendments approved by RCS vide letter dated 15.11.2010):-

Provided that where an employee against whom disciplinary proceedings
are contemplated is suspended, such suspension shall not be valid, unless before
the expiry of a period of ninety days from the date from which employee was
suspended, disciplinary proceedings are initiated against him.
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Provided further that the competent authority in the matter may, at any
time before the expiry of the said period of ninety days and after considering the
special circumstances for not initiating disciplinary proceedings, to be recorded in
writing and after seeking the approval of next higher authority allow continuance
of the suspension beyond the period of ninety days without the disciplinary
proceedings being initiated.

b) An employee under suspension shall be entitled to a subsistence allowance
equal to 50% of his salary.

Provided when the period of suspension exceeds six months the authority
making the suspension order shall be competent to vary the amount of subsistence
allowance for any period subsequent to the period of first six months as follows :-

i) The amount of subsistence allowance may be increased by 50% of the

subsistence allowance admissible during first six months if the

suspension has been prolonged for reasons, to be recorded in writing,
not directly attributable to the employee.

ii) The amount of subsistence allowance may be reduced by an amount not
exceeding 50% of the subsistence allowance admissible during first six
months if the period of suspension has been prolonged due to the
reasons, to be recorded in writing, directly attributable to the employee.

C) In addition to the amount mentioned in (b) above the employee shall be
entitled to any other compensatory allowance admissible on the basis of pay of
which the employee was in receipt on the date of suspension subject to the
fulfilment of other conditions laid down for the drawl of such allowances.

d) When an employee placed under suspension is reinstated the competent
authority shall consider and make specific orders with regard to the pay and
allowances to be paid for the period of suspension and whether or not the said
period shall be treated as duty.

Provided that where the said authority is of the opinion that the employee
has been fully exonerated or that the suspension was wholly unjustified the
employee shall be given the full pay and allowances to which he would have been
entitled had he not been suspended and the period shall be treated as duty for all
purposes.

In other cases the employee shall be given such proportion of such pay and
allowances as the competent authority may prescribe keeping in view the extent to
which the employee has been found guilty. In such cases the period of suspension
shall not be treated as duty unless such competent authority specifically directs that
it shall be so treated for any specified purpose.

Provided further that such proportion of such pay and allowances shall not
be less than the subsistence allowance admissible under clause (b) & (c) above.

NOTE:- The payment of subsistence allowance is subject to the furnishing of a
certificate by the employee to the satisfaction of the authority which
suspended him that he is not engaged in any other employment, business,
profession or vocation.

The Managing Director shall be competent in all cases to issue chargesheet, obtain
explanation, appoint an Enquiry Officer and serve a notice for showing cause against
the action proposed to be taken against an employee. The final punishment shall

however, be imposed by the competent authority mentioned in clause (4) above.
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20. APPEAL

a) An appeal against the order of Managing Director/Administrative Committee
imposing any penalty shall lie to the Board of Directors.

b) The appeal shall be submitted within a period of 30 days from the date on which the
applicant receives a copy of the order appealed against. The appellate authority
may, however, entertain any appeal within 60 days of the said date, if the applicant
had sufficient cause for not submitting the appeal in time.

c) Every appeal shall be submitted through the Managing Director who shall place the
same before the appellate authority.

d) The appellate authority may, after consideration of the case:-

i) Set aside, reduce, confirm or enhance the penalty;
OR

ii) Remit the case to the authority which imposed penalty with such directions
as it may deem fit in the case.

Provided that before enhancement of penalty the appellate authority will give

notice to the appellant to show cause against the proposed enhancement .

21. REVISION

In the case of employees of the Common Cadre a revision petition against the

decision of the Board shall lie with the Registrar within 60 days of such decision.

22. OTHER MISC. RULES APPLICABLE TO THE STAFF

1) Promotion of Small Family

The employees shall be eligible to the special increment and other benefits for
promoting Small Family in accordance with the instructions issued by Government from

time to time.

2) Employment of dependent in case of death during service

Ex-gratia grant, employment and other concessions to the dependents of the
employee who dies during service or is disabled during service shall be given as per

instructions issued by Government from time to time.

3) Military Service Benefit

Benefit of Military service to the Ex-servicemen employees joining Hafed will be
allowed as per the Punjab government National Emergency (concessions) Rules, 1965 as

amended from time to time and instructions issued there under.

4) Conveyance Allowance to Blind and Orthopedically Handicapped Employees

Conveyance allowance to blind and orthopedically handicapped employees shall be

allowed in accordance with the instructions issued by Government from time to time.
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5) Property Return
Every employee of the Federation shall submit property return of his moveable and
immoveable property in the Performa at annexure ‘D’ in the month of July every year.
6) Annual Confidential Reports
Annual Confidential Reports on the work and conduct of the employee will be
recorded and maintained in head office in accordance with the instructions issued from time
to time.
7) Staff Welfare Fund Rules
The Board of Directors shall be competent to frame rules for the constitution and
utilisation of Staff Welfare Fund and these rules shall form part of the service rules subject
to the approval of Registrar.
8) Loan to Staff Members
Conveyance, House building and marriage loan shall be granted to an employee as
per State Government Rules as amended from time to time, as per scheme approved by
Registrar under Section 64 of the Haryana Cooperative Societies Act, 1984.
9) Reservation
Nothing contained in these rules shall affect reservation and other concessions
required to be provided for Scheduled Castes Backward Classes and other categories in
accordance with the orders issued by the State Government in this regard from time to

time, under clause (4) of article 16 of the Constitution of India.

23. RELAXATION

Where the Managing Director is of the opinion that it is necessary or expedient so to
do, he may, by order, for reasons to be recorded in writing, relax any of the provisions of
these rules with respect to any class or category of persons with the prior approval of Board

of Directors and the Registrar.

24. INTERPRETATION OF RULES

If any doubt arises at any time as to the interpretation of these rules or their

application notwithstanding anything contained in these rules, the matter will be referred to

the Registrar, whose decision shall be final.

25. SAVING CLAUSE

Where these rules are silent, the provisions of Haryana Civil Services Rules will

apply.
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Restructuring Plan of Hafed approved by Registrar, Cooperative
Societies,
18.10.2004, First Amendment, 2006 vide Memo No.3/8/84/MA-
I/2913-19 dated 25.4.2006 & subsequent amendments made upto

Haryana

vide

Memo

No.3/84/MA-1/10464 dated

30.04.2014.
Annexure - A
(Referred in Rule 4,5,9)
CONSTRUCTION DIVISION
1 2 3 4
S. Name of . Scales of Revised pay scales
No Post Sanctioned Strength Pay w.e.f. 1.1.2006 in (3)
Permanent |[Temporary| Total
S.E. 1 - 13500-17250 | 15600-39100+GP 8000
2. [ XEN 2 1 3 10000-13900 | 15600-39100+GP 6000
SDE (E) 6 Civil 3 10 | 8000-13500 | 9300-34800+GP 5400
1 Elect.
4. | Circle Head 1 -- 1 6500-10500 | 9300-34800+GP 4200
Draftsman
5. [ Junior 18 Civil 9 Civil 29 | 5500-9000 9300-34800+GP 3600
Engineer 2 Elect.
6. [ Head 2 - 2 5500-9000 9300-34800+GP 3600
Draftsman
Draftsman 2 2 5000-7850 9300-34800+GP 3200
Tracer - - -- 3200-4900 5200-20200+GP 2000
diminishing
Cadre
9. | work Sup. - - -- 2550-3200 4440-7440 + GP 1300
diminishing
Cadre
Total 35 13 48

All the temporary posts will be filled up on deputation from Govt. Department.




23

Annexure - A
(Referred in Rule 4,5,9)

FINANCE & ACCOUNTS DIVISION

1 2 3 4

S. Name of Post Sanctioned | Scales of Pay | Revised pay scales

No. Strength w.e.f. 1.1.2006 in ()
1. | G.M. (F&A) 1 13500-17250 15600-39100 + GP 8000
2. | Addl. G.M. (F&A) 3 10000-13900 15600-39100 + GP 6000
3. | Dy. G.M. (F&A) 4 8000-13500 9300-34800 + GP 5400
4. | Asstt. G.M. (Acctts) 19 6500-10500 9300-34800 + GP 4200
5. | S.0. (Acctts) 39 6500-9900 9300-34800 + GP 4000
6. | Sr. Accountant 94 5000-7850 9300-34800 + GP 3200
7. | Accountant 114 4000-6000 5200-20200 + GP 2400

Total 274
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Annexure-A
(Referred in Rule 4,5,9)

PERSONAL & ADMINISTRATION (H.R.D.) DIVISION

1 2 3 4

S. | Name of Post Sanctioned Scales of Pay Revised pay scales

No. Strength w.e.f. 1.1.2006 in ()

1. | M.D. 1

2. | Secretary 1

3. | Inquiry Officer 1

4. | District Attorney 1

5. | Addl. G.M. 1 10000-13900 15600-39100+GP 6000
(Welfare)

6. | A.D.A. 1

7. | D.G.M. (P&A) 2 8000-13500 9300-34800+GP 5400

8 | Assistant G.M. 5 6500-10500 9300-34800+GP 4200
(P&A)

9. | Establishment 61 5000-7850 9300-34800+GP 3200
(Assistant)

10. | Clerk 88 3050-4590 5200-20200+GP 1900

11. | Daftri 11 2650-4000 4440-7440+GP 1650

12. | Peon-cum- 67 2550-3200 4440-7440+GP 1300
Chowkidar

13. | Sweeper -- 2550-3200 4440-7440+GP 1300

Diminishing Cadre

Total 240

1. | Private 2 6500-10500 9300-34800+GP 4200
Secretary

2. | P.A. 3 5500-9000 9300-34800+GP 3600

¥150/- S.P.
3. | Sr. Scale Steno 6 5000-7850 9300-34800+GP 3200
4. | Steno-typist 53 3050-4590+ 5200-20200+GP 1900
3100/- Spl. pay

5. | Driver 54 4000-6000 5200-20200+GP 2400

Grand total 358




25

Annexure - A
(Referred in Rule 4,5,9)

PROCESSING DIVISION
(A) PRODUCTION SECTION

1 2 3 4
S. | Name of Post Sanctioned | Scales of Pay | Revised pay scales
No. Strength w.e.f. 1.1.2006 in ()
1. | G.M.(Processing) 1 13500-17250 15600-39100+ GP 8000
2. | Addl. G.M.(Process) 5 10000-13900 15600-39100+ GP 6000
3. | D.G.M. (Plants) 7 8000-13500 9300-34800 + GP 5400
4. | Rice Mill Manager 12 5450-8000 9300-34800 + GP 3300
5. | Cold Storage Manager 1 5450-8000 9300-34800 + GP 3300
6. | Production Supervisor 5 5450-8000 9300-34800 + GP 3300
7. | Shift Supervisor 15 5000-7850 9300-34800 + GP 3200
8. | Operator-Cum- 57 4000-6000 5200-20200 + GP 2400
Mechanic
9. | Electrician 4000-6000 5200-20200 + GP 2400
Diminishing
Cadre
10. | Head Mistry 5000-7850 9300-34800 + GP 3200
Diminishing
Cadre
11. | Assistant Mistry 4000-6000 5200-20200 + GP 2400
Diminishing
Cadre
12. | Boiler Attendant 1% 4000-6000 5200-20200 + GP 2400
Class Diminishing
Cadre
13. | Drier Operator 4000-6000 5200-20200 + GP 2400
Diminishing
Cadre
14. | Assistant Baker 3050-4590 5200-20200 + GP 1900
Diminishing
Cadre
15. | Technical Helper 2650-4000 4440-7440 + GP 1650
Diminishing
Cadre
16. | Truck Cleaner 2550-3200 4440-7440 + GP 1300
Diminishing
Cadre
17. | Fireman 2550-3200 4440-7440 + GP 1300
Diminishing
Cadre
Total 103
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Annexure - A

(Referred in Rule 4,5,9)

PROCESSING DIVISION

1 2 3 4
Sr. | Name of Post | Sanctioned | Scales of Pay Revised pay scales
No. Strength w.e.f. 1.1.2006 in ()
1. | D.G.M 1 8000-13500 9300-34800 + GP 5400
(Quality)
2. | A.G.M. 3 6500-10500 9300-34800 + GP 4200
(Quality)
3. | Lab Chemist 5 5000-7850 9300-34800 + GP 3200
4. | Lab Assistant 5 4000-6000 5200-20200 + GP 2400
5. | Lab Attendant 3050-4590 5200-20200 + GP 1900
Diminishing
Cadre
Total 14
Total A+ B 117
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Annexure - A
(Referred in Rule 4,5,9)

PROCESSING DIVISION

(C) Seed Plant Gannaur:-

The standing Committee on Public Enterprises in its meeting held on 26.03.2013
approved to divert / create the posts for carrying out Seed Production and
Chief Secretary to Government Haryana,
Cooperation Department vide memo No. 1807-C-8-2012/7965 dated 17.07.2013
accorded sanction of the Government and circulated by Hafed vide letter No.
Hafed/Admn/A-1/4345 dated 20.08.2013.

Marketing Activities.

The Addl.

1 2 3 4
S. | Name of Post Sanctioned Scales of Pay Remarks
No. Strength
1. | Dy. G.M. (Seed) 2 9300-34800 +GP 5400 1 post of DGM
(Quality) diverted and
1 new post created.
2. | Seed Production Officer 4 9300-34800 + GP 4200 | New created posts
3. | Asstt. Seed Production 4 9300-34800 + GP 3600 | 3 posts of OCM
Officer diverted and 1 new
post created.
4. | Executive Assistant 2 9300-34800 + GP 3200 | 2 posts of Jr. Coach
Badminton & Table
Tennis diverted
5. | Operator cum Mechanic 2 posts of OCM

diverted.

F.I. (Store)

2 New created posts
inserted at S.No. 11 in
the Proc. &WH Division
at Annexure- ‘A’ & ‘B’
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Annexure - A
(Referred in Rule 4,5,9)

PROCUREMENT & WAREHOUSING DIVISION

S. | Name of I:ost Sanctzioned Scales3of Revised pa:scales
No. Strength Pay w.e.f. 1.1.2006 in ()
(A
1. | Chief G.M. (Proc/WH) 1 18400-22400 | 37400-67000 + GP 10000
2. | G.M. (Proc/WH) 2 13500-17250 15600-39100 + GP 8000
3. | Addl. G.M.(Proc/WH) 3 10000-13900 15600-39100 + GP 6000
4. | Dy. G.M./D.M. 24 8000-13500 9300-34800 + GP 5400
5. | A.G.M. (Proc&WH) 12 6500-10500 9300-34800 + GP 4200
6. | Sr. Manager 24 5450-8000 9300-34800 + GP 3300
7. | Manager 83 5000-7850 9300-34800 + GP 3200
Total "A” 149
(B) | Ware Housing
8. | D.G.M.(Technical) 1 8000-13500 9300-34800 + GP 5400
9. | A.G.M. (Technical) 4 6500-10500 9300-34800 + GP 4200
10. | Tech. Officer Storage 34 5500-9000 9300-34800 + GP 3600
11. | F.I. (Store) 187 4000-6000 5200-20200 + GP 2400
12. | Store Keeper 57 4000-6000 5200-20200 + GP 2400
Total “"B” 283
Grand Total A + B 432

The cadre of F.I.(Store) to be kept separate and the present incumbents of the
isolated category of storekeepers, Assistant Storekeepers/Godown Keepers,
Assistant Time Keepers, Excise Clerk, Weighment Clerk and Baker merged into a
separate cadre and designated as Storekeeper. The 6 posts will be thereafter
filled on replacement basis from the cadre of storekeeper. Any post of
Storekeeper falling vacant thereafter will be converted into F.I.(Store) in the main
cadre. As and when the strength of the Storekeepers gets reduced below the
number of posts of F.I.(Sr.) reserved for them, the posts of F.I. (Sr.) shall stand
released to the main cadre of F.I.(Store) for promotion.
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Annexure - A
(Referred in Rule 4,5,9)

MARKETING DIVISION

1 2 3 4
Name of Post Sanctioned Scales of Pay Revised pay scales

Strength w.e.f. 1.1.2006 in (%)

G.M. (MKgq) 1 13500-17250 15600-39100 + GP 8000

2. | Addl. G.M. (MKg) 3 10000-13900 15600-39100 + GP 6000

3. | Dy.G.M. (MKg) 8 8000-13500 9300-34800 + GP 5400

4. | Asstt. G.M. (MKg) 13 6500-10500 9300-34800 + GP 4200

5. | Marketing Officer 27 5500-9000 9300-34800 + GP 3600
Total 52

Officers of the level of Dy./ D.Ms. and higher with common qualifications and the
same pay scales and who were transferable and were posted in the Procurement,
Warehousing and Marketing disciplines before the restructuring plan was
implemented, should be given a choice to opt for the Procurement / Warehousing
or Marketing cadres. Their seniority will, thereafter, be fixed in accordance with
Rule 11 of the Common Cadre Rules.
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Annexure - A
(Referred in Rule 4,5,9)

MANAGEMENT SERVICE DIVISION
(INFORMATION TECHNOLOGY DIVISION)

1 2 3 4

S. | Name of Post Sanctioned | Scales of Pay | Revised pay scales

No. Strength w.e.f. 1.1.2006 in ()

1. | Sr. Systems Analyst/ 1 10000-13900 15600-39100 +GP 6000
Addl. G.M. (MIS)

2. | System Analyst / 2 8000-13500 9300-34800 + GP 5400
Dy.G.M. (Systems)

3. | Programmer / AGM 4 6500-10500 9300-34800 + GP 4200
(Programming)

4. | Network Supervisor 30 4000-6000 5200-20200 + GP 2400
Total 37




31

THE HARYANA STATE SUPPLY AND MARKETING COOPERATIVE
SERVICE (COMMON CADRE) RULES, 1988

Annexure-B

(Referred in Rule 7 and 8)

CONSTRUCTION DIVISION

1 2 3 4 5
Sr. | Name of | Mode of Recruitment Minimum Minimum Remarks
No. Post prescribed Prescribed
Direct % | Promotion qualification | Qualification for
% for Direct other than
Recruitment direct
recruitment
1 S.E. Nil 100% -- 7 years exp. as Head of the
promotion/ XEN as defined in Const. Divn.
deputation PWD- B&R norms. at H.O.
2. | XEN Nil 100 % -- B.E. or equi. with 8 | Head of each
years exp. as SDE branch at
as defined in PWD H.O. & two in
(B&R) rules the field.
3. | SDE 50% 50% B.E. or 10 years exp. as
equivalent in J.E./Circle Head
respective Draftsman/HDM as
trade as per joint seniority
defined in as per CC Rules,
PWD (B&R) 1988 amended in
rules 1991.

4, | Circle Nil 100% From HDM As per PWD B&R New post for
Head norms attachment
Draftsman with S.E. as

per PWD B&R
norms.

5. | Junior Direct/ Nil Dip.in -- 40 posts of
Engineer Deputation respective J.E. & 5 posts

trade of Engg. of SK (Tech)

With 2 years having similar

exp. qualification
clubbed & re-
designated as
J.E. & 16
vacant posts
surrendered.
9 with each
SDE (Civil)
Totaling 27 &
2 with SDE
(Elect)
seniority of SK
(Tech) will be
at bottom.

6. | Head -- 100% -- 5 years exp. as
Draftsman Draftsman
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1 2 3 4 5

S. | Name of Mode of Minimum Minimum Remarks

No Post Recruitment prescribed Prescribed

qualification | Qualification for
for Direct other than direct
Recruitment recruitment
Direct % Promo
tion %
7. | Draftsman | 50% 50% i) Diploma In By promotion from 1 post surrendered
100% draftsmanship Tracer who has
by direct with 2 years qualified the Deptt.
recruitment exp. test for post of
after the ii) Computer Draftsman to be
promotion knowledge of conducted by Hafed
of existing CAD/CAM & & have 5 years exp.
Tracers certificate/Dip. as Tracer in Hafed.
In Computer ii) Computer
Fundamental/ knowledge of
application of at | CAD/CAM &
least 6 months certificate/Dip. In
from recognized | Computer
Institution of Fundamental/
State/Central application of at
Govt. least 6 months from
recognized
Institution of
State/Central Govt.

8. | Tracer -- 100% | -- 3 years exp. as Work will be got
Work Sup. with ITI done on contract
certificate basis in future as

per requirement. 2
posts are in
diminishing cadre.

9. | Work Sup. | 100% -- Matric pass -- 1 post of Work

Sup., 1 Post of
Plumber, 7 Lab
Attdt., 4 Attdt.

CFP, 1 Store Attdt.,
3 Opt. Bakery
totaling 17 are
clubbed & re-
designated as Work
Sup., 4 posts
surrendered, 13
filled up posts of
Work Sup. are in
diminishing Cadre &
work will be got
done on contract
basis in future as
per requirement.

The qualifications for the promotional posts of each category of all Division will remain

same as contained in Haryana State Supply & Marketing Cooperative Service (Common

Cadre) Rules, 1988 for the employees already in service.
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Annexure - B
(Referred in Rule 7 and 8)

FINANCE & ACCOUNTS DIVISION

1 2 3 4 5
S. | Name of Mode of Minimum Minimum Remarks
No. Post Recruitment prescribed Prescribed
qualification | Qualification
for Direct for other than
Direct |Promotion| Recruitment direct
%% % recruitment
1 |G.M.(F&A) - 100% - 5 years exp. as
AddI.GM(F&A)
with
CA/ICWA/MBA
(Finance).
2. | Addl.G.M. | Nil 100% Nil 5 years exp. as 2 post of Cost
(F&A) Promotion/ Dy.GM(F&A) with | Account Officer,
deputation CA/ICWA/MBA 1 post of Chief
from F.D. (Finance) Audit Officer
and 1 post of
Chief Acctts.
Officer are
clubbed and re-
desighated as
Addl. G.M.
(F&A), 1 post
abolished, 1 for
Finance,
Taxation &
viability and
costing 1 for
Acctts., and 1
for Audit. Addl.
GM (Audit) will
directly report
to MD.
3. | Dy.G.M. 25% 75% CA/ICWA/MBA | 2 years exp. as 6 posts of Sr.
(F&A) (Finance) with | Asstt. GM A.O., 1 post of
3 years exp (Acctts) Dy. Controller
.in line. (C&B) & 1 post

of Cost
Accountant are
clubbed & re-
designated as
Dy. GM (F&A),
4 posts
abolished.
Out of 4
posts 3 are to
be filled up by
promotion and
1 by direct
recruitment.
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1 2 3 4 5
S. Name of | Mode of Recruitment Minimum Minimum Remarks
No. Post prescribed Prescribed
qualification | Qualification
for Direct for other
Recruitment than direct
recruitment
Direct%| Promotion
%

4 | Assistant Nil 100% Nil 2 years exp. Post of A.O. is
General as S.0.(Acctts) | re-designated as
Manager AGM (Acctts), 1
(Accounts) post in

diminishing
Cadre.

5. | Section Nil 100% Nil 5 years exp. as | 8 vacant posts
Officer Sr. Acctt. abolished, 15
(Accounts) posts in

diminishing
cadre.

6 Senior Nil 100% Nil 5 years exp. as | 14 vacant posts
Accountant Acctt. abolished.

7. | Accountant | 80% Nil B.Com from 80% direct and

20% recognized by changing
University 2 cadre from
years exp. in Hafed employees
Accounts having
Keeping in prescribed
Commercial qualification.
concern of 20% from
repute. employees of
Knowledge of CMS having 7
Hindi upto years exp. as
Matric Asstt. Acctt./
Preference will Acctt./ Asstt.
be given to Manager. 17
candidates posts abolished,
having 1 year 13 posts are in
dip. In diminishing
computer cadre. 12 posts
application Acctt. ‘'C"
from a converted into
recognized FI-cum player
university. (Badminton)

Cadre.

The qualifications for the promotional posts of each category of all Division will
remain same as contained in Haryana State Supply & Marketing Cooperative
Service (Common Cadre) Rules, 1988 for the employees already in service.

Note:-

5 years experience on the feeder post for promotion to the post of

Addl.G.M., G.M. & C.G.M. in accordance with the approval of HBPE(FD)

conveyed by FCC

vide

memo

No0.1938-C-6-2011/14458 dated

21.10.2011 and endorsed by the RCS vide memo No.I/I/09-MA-I/9590
dated 01.11.2011.
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Annexure - B
(Referred in Rule 7 and 8)

PERSONAL AND ADMINISTRATION (H.R.D) DIVISION

1 2 3 4 5
S. Name of Mode of Minimum Minimum Remarks
No. Post Recruitment prescribed Prescribed
qualification | Qualification
for Direct for other
Direct | Promotion | Recruitment | than direct
% % recruitment
1. | M.D. -- -- Appointed by | -- --
Govt.IAS
2. | Secretary -- -- Appointed by | -- --
Govt.HCS
3. | Inquiry -- -- Appointed by | -- --
Officer Govt., HCS
4. | District -- -- Deputation -- --
Attorney
5. | Addl. G.M. Nil 100% Nil 5 years exp.
(Welfare) as DGM
(Welfare)
6. | ADA -- -- Deputation -- --
7. | DGM (P&A) -- 100% -- i). 2years 2 vacant posts
exp. as AGM of Dy.
(P&A)/ Manager/Distt.
Private Manager are
Secretary re-designated
ii). Every 4™ | as DGM (P&A)
vacancy to be
filled from the
cadre of
Private
Secretary
with
minimum 2
years exp. as
P.S.
8. | Assistant Nil 100% _ 2 years exp. 4 posts of
GM(P&A) as Estt. Asst. | Asstt. Secy.
and 1 post of
Estt. Officer
are re-
designated as
AGM (P&A), 1
post
abolished.
9. | Establishment | -- 100% -- 5 years exp. 23 posts are
Assistant as Clerk in diminishing
cadre
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1 2 3 4 5
S. Name of Mode of Minimum Minimum Prescribed Remarks
No. Post Recruitment prescribed Qualification for
qualification for other than direct
Direct Recruitment recruitment

Direct | Promotion

%o %o
10. | Clerk 80% 20% i) 1042 1 Division i) 10+2. 124 posts of clerks,

or Graduate 2™
Division.

i) For Ex-
serviceman, 10+2 or
15 years service in
the Army with Army
certificate of Class-I.

iiil) Knowledge of
Hindi/Sanskrit upto
matric standard.

iv) State Eligibility
Test in Computer
Appreciation and
Applications (SETC).

v) State Eligibility
Test in Computer
Appreciation and
Applications (SETC)
within the probation
period of two years,
extendable by one
year. No increment
shall be granted in
the pay scale till the
test is passed failing
which the service
shall be dispensed
with.

vi). Test in
Computer
Appreciation and
Applications (SETC)
alongwith a Test in
typing speed in
accordance with the
syllabus as the State
Government may
specify from time to
time and will be
conducted by
Haryana State
Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency as approved
by the Government.

ii) 5 years exp. as
Class-1V.

iii) The State Eligibility
Test in Computer
Appreciation and
Applications (SETC)
within the probation
period of one year,
extendable by one
year failing which he
/she will be reverted
to the original post.

iv) Test in Computer
Appreciation and
Applications (SETC)
alongwith a Test in
typing speed in
accordance with the
syllabus as the State
Government may
specify from time to
time and will be
conducted by Haryana
State Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency as approved
by the Government.
The ‘Pass’ certificate
issued by Haryana
State Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency as approved
by the Government
shall be accepted as
an evidence of the
fulfillment of the
prescribed condition of
the Service Rules.

v) The syllabus for the
State Eligibility Test in
Computer Appreciation
and Applications
(SETC) would contain

2 PBX Opt., 1
Restorer, 1
Gestetner Opt., 1
Book Binder
totaling 129 posts,
21 filled up are in
diminishing cadre
and 20 vacant
posts are abolished.
Seniority of other
than Clerks and
PBX Opt. Will be at
bottom.

Amendment
approved by the
Registrar,
Cooperative
Societies, Haryana
vide memo No.
11/1/2013/Mkg.-
1/1674 dated
31.01.2014.
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The ‘Pass’ certificate
issued by Haryana
State Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency as approved
by the Government
shall be accepted as
an evidence of the
fulfillment of the
prescribed condition
of the Service Rules.
vii) The syllabus for
the State Eligibility
Test in Computer
Appreciation and
Applications (SETC)
would contain Word
Processing, Internet
Browsing and E-mail
management only or
as revised by the
competent authority
from time to time.

viii) Typing speed of
30 words per minute
in English and 25
words per minute in
Hindi converted with
equivalent key
depressions in both
cases as the typing
speed would be
tested on
computers.

iX)

The employees
possessing any of
the following
qualifications are
exempted from
taking the State
Eligibility Test in
Computer
Appreciation and
Applications
(SETC):-

a) M.Tech/B.Tec
h (Computers), MCA,
BCA or Diploma in
Computers from the
recognized
institutions e.g.
Polytechnics.

b) Basic
Computer Literacy
Certificate from any

Word Processing,
Internet Browsing and
E-mail management
only or as revised by
the competent
authority from time to
time.

vi) Typing speed of 30
words per minute in
English and 25 words
per minute in Hindi
with equivalent key
depressions in both
cases as the typing
speed would be tested
on computers.

vii) The employees
possessing any of the
following qualifications
are exempted from
taking the State
Eligibility Test in
Computer Appreciation
and Applications
(SETC):-

a) M.Tech/B.Tech
(Computers), MCA,
BCA or Diploma in
Computers from the
recoghized institutions
e.g. Polytechnics.

b) Basic
Computer Literacy
Certificate from any
recognized centre
established under the
National Institute of
Electronics &
Information
Technology (NIELIT)
[erstwhile DOEACC
Society].

c) Haryana
State-Certificate in
Information
Technology [HS-CIT]
from the Authorized
Learning Centres
(ALCs) of the HKCL.

d) Candidates/
employees who have
already passed the
SETC and the same is
valid at the time of
joining the service.
The State Eligibility
Test in Computer
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recognized centre
established under
the National Institute
of Electronics &
Information
Technology (NIELIT)
[erstwhile DOEACC
Society].

c) Haryana
State-Certificate in
Information
Technology [HS-CIT]
from the Authorized
Learning Centres
(ALCs) of the HKCL.

d) Candidates/
employees who have
already passed the
SETC and the same
is valid at the time of
joining the service.
The State Eligibility
Test in Computer
Appreciation and
Applications (SETC)
passed by any
candidate earlier
shall be considered
valid for a period of
5 years from the
date of issue of such
certificate by
Haryana State
Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency as approved
by the Government.

(e) Physically
disabled candidates
i.e. amputation of
hand (Left and
Right), Amputation
of upper limbs,
Paralysis of Radial
Nerve (Redial Nerve
Palsy) either upper
limbs. Declination
degenerative
disorder effecting
the nervous system
which may cause
paralysis and
atrophy of the hand
and its muscles and
Visually

Appreciation and
Applications (SETC)
passed by any
candidate earlier shall
be considered valid for
a period of 5 years
from the date of issue
of such certificate by
Haryana State
Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency authorized by
the Government.

e) Physically
disabled candidates
i.e. amputation of
hand (Left and Right),
Amputation of upper
limbs, Paralysis of
Radial Nerve (Redial
Nerve Palsy) either
upper limbs.
Declination
degenerative disorder
effecting the nervous
system which may
cause paralysis and
atrophy of the hand
and its muscles and
Visually Handicapped.

However, these
employees, with the
exception of those
mentioned under sub-
para (e) above, shall
be required to clear
the ‘typing test’ being
part of the State
Eligibility Test in
Computer Appreciation
and Applications
(SETC).
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Handicapped.

However, these
employees, with the
exception of those
mentioned under
sub-para (e) above,
shall be required to
clear the ‘typing
test’ being part of
the State Eligibility
Test in Computer
Appreciation and
Applications (SETC).

11.

Daftri

100%

5 years exp. as Peon-
cum-Chowkidar

2 posts of Zamadar
& 1 post of Daftri
have been clubbed
and re-designated
as Daftri.

12.

Peon-
cum-
Chowkidar

100%

Middle Pass with
Hindi.

19 vacant posts
abolished. Out of
432 filled up posts,
365 filled posts are
in diminishing
cadre. In future
work will be got
done on contract
basis as per
requirement, 8
posts are upgraded
to the post of
Daftri.

13.

Sweeper

Diminishing

Cadre. No
recruitment will be
made after these
retirement & work
will be got done on
contract basis as
per requirement.

Note:-

The qualifications for the promotional posts of each category of all Division will
remain same as contained in Haryana State Supply & Marketing Cooperative
Service (Common Cadre) Rules, 1988 for the employees already in service.

5 years experience on the feeder post for promotion to the post of
Addl.G.M., G.M. & C.G.M. in accordance with the approval of HBPE(FD)
1938-C-6-2011/14458 dated
21.10.2011 and endorsed by the RCS vide memo No. I/I/09-MA-1/9590

conveyed by FCC vide memo No.

dated 01.11.2011.
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Annexure - B
(Referred in Rule 7 and 8)

PERSONAL AND ADMINISTRATION (H.R.D) DIVISION

1 2 3 4 5
S. | Name of Mode of Minimum Minimum Remarks
No. Post Recruitment prescribed Prescribed
qualification for Qualification for
Director other than direct
Direct | Promotion Recruitment recruitment
% %
1 Private Nil 100% -- 2 years exp. as PA 2 posts of PA are
Secretary upgraded to the
post of PS for
Chairman & MD
2. | P.A. Nil 100% -- 5 years exp. as Sr. 2 posts with 2
Scale Steno Chief G.Ms. 4
posts of PA in
diminishing
cadre.
3. | Sr. Scale | Nil 100% -- i) 2 years exp. as --
Steno Steno-typist.
ii) Speed in English
Short Hand at 100
W.P.M. &
transcription thereof
at 20 W.P.M.
Mistakes should not
exceed 4 percent and
iii) Speed in Hindi
Shorthand at 80
W.P.M. &
transcription thereof
at 15 W.P.M.
Mistakes should not
exceed 4 percent
4. | Steno- 80% 20% i) 10+2 1% i)10+2 Amendment
typist Division or approved by the
Graduate 2 i) One year Registrar,
Division. experience as Clerk | Cooperative
Societies,
i) For Ex- iii) Speed in English Haryana vide
serviceman, 10+2 | shorthand at 80 memo No.
or 15 years W.P.M. and 11/1/2013/Mkg.-
service in the transcription thereof | I/1674 dated
Army with Army at 15 W.P.M. 31.01.2014.
certificate of Mistakes should not
Class-I . exceed 8 percent
and Speed in Hindi
iii) Knowledge of shorthand at 64
Hindi/Sanskrit W.P.M. &
upto matric transcription thereof
standard. at 11 W.P.M.
iv) Speed in Mistakes should not
English shorthand | exceed 8 percent.
at 80 W.P.M. and
transcription iv) The State
thereof at 15 Eligibility Test in
W.P.M. Mistakes Computer
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should not exceed
8 percent and
Speed in Hindi
shorthand at 64
W.P.M. &
transcription
thereof at 11
W.P.M.
Mistakes should
not exceed 8
percent.

v) State Eligibility
Test in Computer
Appreciation and
Applications
(SETC) within the
probation period of
two years,
extendable by one
year. No
increment shall be
granted in the pay
scale till the test is
passed failing
which the service
shall be dispensed
with.

vi). Test in
Computer
Appreciation and
Applications
(SETC) alongwith
a Test in typing
speed in
accordance with
the syllabus as the
State Government
may specify from
time to time and
will be conducted
by Haryana State
Electronic
Development
Corporation
Limited
(HARTRON) or any
other authorized
agency as
approved by the
Government. The
‘Pass’ certificate
issued by Haryana
State Electronic
Development
Corporation
Limited
(HARTRON) or any
other authorized
agency as
approved by the

Appreciation and
Applications (SETC)
within the probation
period of one year,
extendable by one
year failing which he
/she will be reverted
to the original post.

v) Test in Computer
Appreciation and
Applications (SETC)
alongwith a Test in
typing speed in
accordance with the
syllabus as the State
Government may
specify from time to
time and will be
conducted by
Haryana State
Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency as approved
by the Government.
The ‘Pass’ certificate
issued by Haryana
State Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency as approved
by the Government
shall be accepted as
an evidence of the
fulfillment of the
prescribed condition
of the Service Rules.

vi) The syllabus for
the State Eligibility
Test in Computer
Appreciation and
Applications (SETC)
would contain Word
Processing, Internet
Browsing and E-mail
management only or
as revised by the
competent authority
from time to time.

vii) The employees
possessing any of the
following
qualifications are
exempted from
taking the State
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Government shall
be accepted as an
evidence of the
fulfillment of the
prescribed
condition of the
Service Rules.

vii) The syllabus
for the State
Eligibility Test in
Computer
Appreciation and
Applications
(SETC) would
contain Word
Processing,
Internet Browsing
and E-mail
management only
or as revised by
the competent
authority from
time to time.

viii) The
employees
possessing the
following
qualifications are
exempted from
taking the State
Eligibility Test in
Computer
Appreciation and
Applications
(SETC):-

a)

M.Tech/B.Tech
(Computers), MCA,
BCA or Diploma in
Computers from
the recognized
institutions e.g.
Polytechnics.

b) Basic
Computer Literacy
Certificate from
any recognized
centre established
under the National
Institute of
Electronics &
Information
Technology
(NIELIT) [erstwhile
DOEACC Society].

c) Haryana
State-Certificate in
Information

Eligibility Test in
Computer
Appreciation and
Applications (SETC):-
a)

M.Tech/B.Tech
(Computers), MCA,
BCA or Diploma in
Computers from the
recognized
institutions e.g.
Polytechnics.

b) Basic
Computer Literacy
Certificate from any
recognized centre
established under the
National Institute of
Electronics &
Information
Technology (NIELIT)
[erstwhile DOEACC
Society].

C) Haryana
State-Certificate in
Information
Technology [HS-CIT]
from the Authorized
Learning Centres
(ALCs) of the HKCL.

d) Candidates/
employees who have
already passed the
SETC and the same
is valid at the time of
joining the service.
The State Eligibility
Test in Computer
Appreciation and
Applications (SETC)
passed by any
candidate earlier
shall be considered
valid for a period of 5
years from the date
of issue of such
certificate by
Haryana State
Electronic
Development
Corporation Limited
(HARTRON) or any
other authorized
agency authorized by
the Government.

e) Physically
disabled candidates
i.e. amputation of

hand (Left and
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Technology [HS-
CIT] from the
Authorized
Learning Centres
(ALCs) of the
HKCL.

d)

Candidates/
employees who
have already
passed the SETC
and the same is
valid at the time of
joining the service.
The State
Eligibility Test in
Computer
Appreciation and
Applications
(SETC) passed by
any candidate
earlier shall be
considered valid
for a period of 5
years from the
date of issue of
such certificate by
Haryana State
Electronic
Development
Corporation
Limited
(HARTRON) or any
other authorized
agency as
approved by the
Government.

e) Physically
disabled
candidates i.e.
amputation of
hand (Left and
Right), Amputation
of upper limbs,
Paralysis of Radial
Nerve (Redial
Nerve Palsy)
either upper limbs.
Declination
degenerative
disorder effecting
the nervous
system which may
cause paralysis
and atrophy of the
hand and its
muscles and
Visually
Handicapped.

Right), Amputation
of upper limbs,
Paralysis of Radial
Nerve (Redial Nerve
Palsy) either upper
limbs. Declination
degenerative
disorder effecting
the nervous system
which may cause
paralysis and
atrophy of the hand
and its muscles and
Visually
Handicapped.

However, these
employees, with the
exception of those
mentioned under
sub-para (e) above,
shall be required to
clear the ‘typing test’
being part of the
State Eligibility Test
in Computer
Appreciation and
Applications (SETC).
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However, these
employees, with
the exception of
those mentioned
under sub-para (e)
above, shall be
required to clear
the ‘typing test’
being part of the
State Eligibility
Test in Computer
Appreciation and
Applications
(SETCQ).

Driver

70%

30%

i).Matriculate.
ii).Having 5 years
old driving licence
of heavy/light
vehicles.

i) Matriculate Class-
IV employees of
Hafed having at least
5 years regular
service

ii) having 5 years old
driving licence of
heavy/light vehicles.

iii) Maximum 50
years of age.
Promotion subject to

passing of driving
test

70% by direct
recruitment and
30% by selection
from Class-1V
employees.

The qualifications for the promotional posts of each category of all Division will remain
same as contained in Haryana State Supply & Marketing Cooperative Service (Common

Cadre) Rules, 1988 for the employees already in service.
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Annexure-B
(Referred in Rule 7 and 8)

PROCESSING DIVISION
(A) PRODUCTION SECTION

1 2 3 4 5
S. Name of Mode of Recruitment Minimum Minimum Remarks
No. Post prescribed Prescribed
. . qualification | Qualification for
Direct% Promotion ¢4, pirect other than
% Recruitment direct
recruitment
1 |GM -- 100% Nil 5 years exp. as Head of the
(Processing) AddIl. GM Processing Division
(Processing ) with | at H.O. 1 post of
Degree in Engg. G.M. Bakery is re-
Or Oil Technology | designated as GM
or M.Sc. (Process), 1 post of
(Chemistry/ Maltster, for BMP,
Animal Nutrition). | Jatusana is in
diminishing cadre.
2. | Addl. G M, -- 100% Nil 5 years exp. as 2 posts of G.M.
(Process) Dy. GM (Plants) (Plants), 1 post of
with Degree in production
Engg. Or 5 years Manager.
exp. as Dy.G.M. 1 post of Chemical
(Quality) with Engg. clubbed and
Degree in Qil re-designated as
Technology or Addl. GM (Process)
M.Sc. (Chemistry/ | 2 posts for CFP,
Animal Nutrition). | Rohtak & HPT
There will be Taraori & 3 for
interse-seniority H.O.
of DGM (Plants &
DGM (Quality) for
promotion to
Addl. G.M.
(Processing)
3. | D.G.M. 50% 50% Degree in 2 years exp. as 2 posts of Prod.
(Plant) respective Prod. Supervisor/ | Engg., 2 posts of
trade with 3 Rice Mill, APM, 1 post of A.E.
years exp. in | Mgr./Cold Storage | (Auto), 2 post of
the line. Mgr. A.E. (Mech), 2 post

of A.E. (Elect), 1
post of M.R.E. and
4 post of Mgr. Rice
Mill. Having the
qualification of
Degree in Engg.
clubbed and re-
designated as DGM
(Plants)

5 posts abolished,
2 posts in
diminishing cadre.
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S. Name of Mode of Recruitment Minimum Minimum Remarks
No. Post prescribed Prescribed
qualification | Qualification for
for Direct other than
Recruitment direct
recruitment
Direct% | Promotion
%
4. | Rice Mill, 50% 50% Dip. In Mech. | 5 years exp. as One each for 12
Manager Engg. with 3 | Head Mistri Rice Mills, Rice
years exp. in | preference will be | Mills, Manager.
the line. given to those Getting the pay
candidates having | scale of Rs. 6500-
dip. In Mech. 10500 will be the
Engg. Senior most
amongst existing
Rice Mill, Mgr. and
Production
Supervisor.
5. | Cold Storage | Nil 100% Dip. in Ref. Engg | Out of 4 posts, 3
Manager with 3 years exp. | posts surrendered
as Shift
Supervisor.
6 | Production Nil 100% Nil 5 years exp. as 3 posts of Foreman
Supervisor Shift Sup. 1 post of Shift
Sup., 1 post of
Elect. Sup. are
clubbed and re-
designated as
Production
Supervisor.
7. | Shift -- 100% Nil 5 years exp. as 1 post of Asstt.
Supervisor Operator-cum- Foreman (Furnish),
Mech/Electrician 8 posts of Head
Preference will be | Mistri (Barley), 4
given to Dip. posts of Asstt.
Holder in Foreman/ Shift
Mech./ Elect. Supervisor have
Engg. been clubbed
and re-designated
as Shift Supervisor.
8. | Opt-cum - 80% 20% Matric with 5 years exp. as 8 Oil Mill Opt., 1
Mech. 100% ITT in Tech. Helper Auto Mech., 5
by respective having ITI Diesel Engine
direct Trade certificate with Mech., 1 Mech.

recruitment
of

eligible
cadre

Matric

Fitter, 2 Fitter-
cum-Welder, 8 CFP
Opt., 15 Fitter, 12
Press Opt., 3 Saw




a7

of
Tech.
Helper
Dimini
Shes-
Com-
Pletly

Gin Foreman, 14
Ref. Opt., 14 CSP
Opt., 8 SEP Opt., 4
Tubwell Opt., 3
Welder, 4 Mech,
Auto Mobile, 2
Latehman, 1 Mech,
Fitter-cum-Welder,
4 Prod Sup./Shift
Incharge, 18 Ref.
Opt., 1 Electrical -
cum - Gen Set.
Opt., 3 Asstt. Mistri
(CS), 6 Plant Opt-
cum-Mech. 1 Kohlu
Mistri, 1, Sup.-
cum-Opt., Totaling
139 clubbed and
re-designated as
Opt. -cum-Mech.
Out of 139, 50
vacant posts are
abolished, 29 are
in diminishing
cadre and as per
requirement work
will also be got
done on contract
basis.

Two posts of OCM
diverted and
sanctioned for
Hafed Seed Plant
Gannaur by the
HBPE(FD)
approved by the
Govt. vide memo
dated 17.07.2013.
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1

2

3

4

5

Name of
Post

Mode of
Recruitment

Minimum
prescribed
qualification
for Direct
Recruitment

Minimum
Prescribed
Qualification
for other
than direct
recruitment

Remarks

Promotion
%

Direct%

Electrician

100% --

10 vacant

post abolished, 19 in
diminishing Cadre. In
future, work will be got
done on contract basis
as per requirement.

10

Head
Mistri

14 filled up posts
diminishing Cadre. In
future, work will be got
done on contract basis
as per requirement.

11.

Asstt.
Mistri

20 filled up post are in
diminishing Cadre. In
future, work will be got
done on contract basis
as per

requirement, 3 vacant
posts abolished.

12.

Boiler
Attendant
- 1%t Class

4 filled up posts in
diminishing Cadre. 4
vacant posts abolished.

13.

Drier Opt.

1 filled up post in
diminishing Cadre. 4
vacant posts abolished

14.

Asstt.
Baker

1 filled up post in
diminishing Cadre.

15.

Technical
Helper

17 posts of Tech.
Helper, 8 Asstt. Fitter,
2 Elect. Helper, 12
Plant Helper, 3 Mech,
Helper, 42 Loader, 1
Pump House Attend.
Totaling 85 clubbed
and re-designated as
Tech. Helper, 60
vacant posts are
abolished and 25 posts
in diminishing cadre.

16.

Truck
Cleaner

13 filled up posts are in
diminishing Cadre. 7
vacant posts
abolished.

17.

Fireman

8 posts filled up are in
diminishing Cadre. 15
vacant posts abolished
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Annexure - B
(Referred in Rule 7 and 8)

PROCESSING DIVISION
(B) QUALITY SECTION

1 2 3 4 5

S. Name Mode of Minimum Minimum Remarks
No. | of Post Recruitment prescribed Prescribed
qualification | Qualification

for Direct for other

Direct Promotion Recruitment | than _direct
% % recruitment

1 DGM -- 100% -- 2 years exp. | 7 posts of Shift
(Qlty) as AGM | Chemist & 1
(Quality) post of Quality
Control Officer
clubbed, and
re-designated
as DGM
(Quality), 4
posts
surrendered
and 2 posts in
diminishing
cadre, 2 posts
for CFP, Rohtak
and HPT,
Taraori.

One post
diverted as
DGM Seeds

2. AGM, -- 100% -- 2 years exp. 3 New posts for
(Qlty) as Lab AFP,

Chemist Sakhatakhera,
Oil Mil Rewari &
Narnaul.

3. Lab -- 100% -- 5 years exp. 4 posts of Sr.
Chemist as Lab Asstt. Scientific Asstt.
4 posts of Lab
Chemist,

1 post of Asstt.
Soil Chemist
are clubbed and
re-designated
as Lab chemist
out of which 4
posts
abolished.
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1 3 4 5
S. | Name of Mode of Recruitment Minimum Minimum Remarks
No. Post prescribed Prescribed
qualification | Qualification
for Direct for other
Recruitment | than direct
recruitment
Direct % Promotion
%
4 Lab 80% 20% “B.Sc. with 3 | Lab Attdt. Full | 4 posts of
Asstt. years filling the Jr.
100% experience in | qualification Scientific
by direct quality control | for direct Asstt., 3
Recruitment laboratories of | recruitment posts of
After the Qil Mills/ | qualification Lab Asstt.
Eligible Solvent clubbed
Cadre of Extraction and re-
Lab Attend. Plants/ Edible designated
Diminishes Oil Refinery/ as Lab
Completely. Vanaspati Asstt. out
Manufacturing of which 2
Unit/ Oil Seed posts
Processing abolished,
Plants, one for
manufacturing each plant.
Agmark/ISI
mark Oils or
of cattle feed/
animal feed
Plants
manufacturing
ISI mark
Feeds or of
Pesticides
formulation
plants.”
5. Lab 100% -- -- -- 2 vacant
Attendant posts
abolished
and 3 filled
up in
diminishing
cadre.

The qualifications for the promotional posts of each category of all Division will

remain same as contained in Haryana State Supply & Marketing Cooperative Service

(Common Cadre) Rules, 1988 for the employees already in service.

Note:-

5 years experience on the feeder post for promotion to the post of

Addl.G.M., G.M. & C.G.M. in accordance with the approval of HBPE(FD)

conveyed by FCC vide memo No.

1938-C-6-2011/14458 dated

21.10.2011 and endorsed by the RCS vide memo No. I/I/09-MA-1/9590
dated 01.11.2011.
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Annexure - B

(Referred in Rule 7 and 8)

Processing Division

1 2 3 4 5
S. | Name of | Mode of Minimum prescribed Minimum Remarks
No | Post Recruitment qualification for Direct Prescribed
Recruitment Qualification
Direct | Prom for other
% % than direct
recruitment

1 Deputy 50% 50% MBA Degree with Degree of 5 years One post for
General B.Sc(Hons) Agriculture from experience as head office
Manager recognized university having AGM(Technical) | and one for
(Seed) minimum 2 years working /Seed Seed

experience in Seed Production/ Production Processing
Seed Processing with Seed Officer in Hafed Plant
Organization of Public or private Gannaur.
sector of repute operating in the

cooperative sector.

2 Seed 50% 50% M.Sc. Agri. Preference will be 5 years 3 posts for
Production given to M.Sc Plant Breeding, experience as Hafed Seed
Officer Agronomy or Seed Technology. 2 | Technical Officer | Processing

years experience in Field of Seed (Storage)/ Plant and one
production,, processing and Asstt. Seed *for Head
storage, of which, minimum one Production Office for
year experience as Office Officer in Hafed. | Planning and
Incharge of Processing Plant Monitoring.
working in any of Seed

Organization in Public or private

sector of repute operating in the

cooperative sector.

3 Asstt. Seed 100% - B.Sc. (Hons) Agri. with minimum - 3 posts of
Production 2 years experience in Seed OCM
Officer Production/Processing/Certificatio diverted.

n et(_:. in any Seed Organization in All the posts
Public or private sector of repute for Hafed
operating in the cooperative S
eed
sector. Processing
Plant
Gannaur.

4 Executive 100% -- Graduate with 1st Division and 1 - 2 posts of Jr.

Assistant year Post Graduate Diploma in Coach
Computer Application from Badminton
Recognized University. and Table

Tennis
diverted.
Posts for
Hafed Seed
Processing
Plant
Gannaur.
There will be
inter-se-
seniority of
Executive
Assistant and
Estt.
Assistant.
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Annexure - B

(Referred in Rule 7 and 8)

PROCUREMENT AND WAREHOUSING DIVISION

1 2 3 4 5
S. | Name of Post Mode of Recruitment Minimum Minimum Remarks
No. prescribed Prescribed
qualification | Qualification for
for Direct other than direct
Direct% | Promotion Recruitment | recruitment
%
(A)
1. [ Chief G.M. -- 100% Nil 5 years exp. as GM | 1 post for
(Proc./WH (Proc&WH/G.M.Mkg) | Warehousing
with MBA on the | and
basis of inter se- | Procurement
seniority. Division.
2. | G.M.(Proc./WH) -- 100% Nil 5 years exp. as 2 posts of GM,
Addl.GM (Proc/WH/) HQ re-
with MBA. designated as
GM (Proc.)
and GM (WH)
at H.O.
3. | Addl. GM -- 100% Nil 5 years exp. as 3 posts of Jt.
(Proc/WH) Dy.G.M. (Proc./WH)/ | Mgr. are re-
DGM (Tech) with designated
MBA. as Addl GM,
(Proc/WH) at
H.O. posts
increased
from 2 to 3 in
2006.
4. [ Dy.GM 45% 45% MBA with 2 years exp. as AGM
(Proc.&WH)/D.M. 10% basic (Proc & WH).
by selection knowledge of
from computer
departmental | programming
candidates and M.S.
having office.
qualification
of direct
recruitment
with 5 years
working exp.
in Hafed.
5. | Asstt.GM Nil 100% Nil 2 years exp. as Sr. 10 posts are
(Proc.&WH) manger for the Coop.
Mkg. Societies
of grade-I and
2 posts are
for centre
Incharge at
Big centre for
WH.
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1 3 4 5
S. | Name of Mode of Recruitment Minimum Minimum Remarks
No. | Post prescribed Prescribed
qualification for | Qualification for
Direct other than direct
Recruitment recruitment
Direct% Promotion
%
6. | Sr. Manager Nil 100% Nil 5 years exp. as These posts
Manager are for 24
CMS of
grade-II
7. | Manager Nil 100% Nil 1. 5 years exp. as 28 posts are
FI for 28 CMS
(Store) of Grade-III,
13 posts are
2. Last 6 posts of | for centre
F.I. (Sr.) designated | Incharge in
as Manager will be WH, 8 posts
filled up by are in
promotion from the | diminishing
cadre of Store cadre.
Keepers till the time
the cadre of 42 posts of
storekeepers is F.I. (Sr.) Re-
exhausted designated
as Manager
for Incharge
WSD/ RHA
for fertilizer
distribution.
(B) | Warehousing
8. | DGM (Tech) -- 100% Nil 2 years exp. as AGM | 1 vacant post
(Tech) of Shift
Chemist is
re-
designated
as DGM
(Tech) for
W.H. Division
at H.O.
9. | AGM (Tech.) -- 100% -- 2 years exp. as 1 post for 4-
Tech. 5 Distt. for
Officer (Storage) WH Division.
10. | Tech. Officer 100% -- B.Sc. (Hons.) in Nil 1 post of
(Storage) Direct/ Agri with TAPP & 20
Deputation entomology/plant posts of IQC
pathology as or clubbed
major. and re-
designated
as Tech.
Officer

(Storage).
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1 2 3 4 5
S. Name Mode of Minimum Minimum Prescribed Remarks
No. | of Post Recruitment prescribed Qualification for
qualification other than direct
for Direct recruitment
Recruitment
Direct | Prom %
%
11. | F.I. i) 80% |2) 10% 1.(i) 2. By promotion from 165 posts of FI,
(Store) by Graduate Clerks having 4 year in | 57 posts of Store
promotion From Hafed. Keeper/ ASK/GK,
from Recognised 3. By absorption from 3 posts ATK, 4
Clerk. University employees of Mkg. posts TK, 2 posts
3) 10% Societies in Hafed of Excise Clerks 8
absorption | ii. Minimum | total post to be filled up | posts W/Clerk, 1
from 1 year dip. In | from the employees of | post of Baker
employees | computer Member Coop. Mkg. clubbed Totaling
of CMS. from the societies who are at 240 & re-
Recognised least Matriculation designated as FI
University/ having 7 years exp. as | seniority of
Institute. Salesman/Clerk/Cashier | others will be at

in Mkg. Societies.

bottom of FI. 190
(WH) 5 (plants) ,
12 (Rice Mills, 4
(Cold Storage), 3
Ginneries, 2
(HQ), 26 (Sports)
under process of
recruitment total
242, 12 posts of
Acctt. ‘C” grade
converted to FI
cadre.

2 posts
sanctioned for
Seed Processing
Plant Gannaur by
the HBPE(FD)
approved by the
Govt. vide memo
dated
17.07.2013.

The qualifications for the promotional posts of each category of all

Division will

remain same as contained in Haryana State Supply & Marketing Cooperative Service
(Common Cadre) Rules, 1988 for the employees already in service.

Note:-

5 years experience on the feeder post for promotion to the post of
Addl.G.M., G.M. & C.G.M. in accordance with the approval of HBPE(FD)

conveyed by FCC vide memo No.

1938-C-6-2011/14458 dated

21.10.2011 and endorsed by the RCS vide memo No. I/I/09-MA-1/9590

dated 01.11.2011.
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Annexure-B

(Referred in Rule 7 and 8)

MARKETING DIVISION

1 2 3 4 5
S. | Name of Mode of Minimum Minimum Remarks
No. Post Recruitment prescribed Prescribed
qualification | Qualification
Direct | Prom% for Direct for other
% Recruitment than direct
recruitment
1. | G.M. -- 100% Nil 5 years exp.
(MKg) as Addl. GM
(Mkg) with
MBA (Spl. in
Mkg).
2. | Addl.G.M. | -- 100% Nil 5 years exp. 1 post of Mkg.
(Mkg) as Dy. GM Development Officer
(Mkg) with and 1 post of Mkg.
MBA (Spl. in Expert are re-
Mkg). designated as Addl.
G.M. (MKg).
Posts reduced from
5 to 2.
1 post revived in
2009.
3 | Dy.GM 50% 50% list class MBA | 2 years exp. 6 vacant posts of Dy.
(Mkg) having Spl. in | as Asst. Manager, 1 post of
Mkg. with 1% | GM,(Mkg) Mkg. Research Officer,
Divn. in 1 post Liaison Officer,
Graduation 1 post of Mgr. Cotton,
from a 1 post of Sr. Sales
Recognised Officer are clubbed
University or and re-designated as
Institute and 3 Dy. G.M. (MKg), 6
years exp. in vacant posts of Dy.
Mkg. Manager/DM/L.O.
under the process of
recruitment will be
designated as DGM
(MKg) and 2 posts will
be in diminishing
cadre.
4. | Asstt. GM | -- 100% -- 2 years exp. 1 post of Sales Mgr., 1
(Mkg) as Mkg. post of Mkg. Mgr., 2
Officer. posts of Sales
Executive, 2 posts of
Purchase Executive, 1
post of ALO, 3 posts of
Sales Officer and 1
post of EPR are
clubbed and re-
designated as AGM
(Mkg) seniority of EPR
will be at the Bottom.
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1 2 3 4 5
S. | Name of Mode of Minimum Minimum Remarks
No. Post Recruitment prescribed Prescribed
qualification | Qualification
for Direct for other
Recruitment than direct
recruitment
Direct | Promotion
% %
5. | Marketing | 60% 40% MBA (Spl. in Graduate from | 5 posts of Cotton
Officer Mkg) from a Recognised Sup, 1 post of PO,
recognised University Cotton, 1 post of

University or
Institute with
Graduation
& 1 year
exp. in

Mkg.
Preference
will be given
to Ist Class
B.Sc.
Agri/Ilnd
M.Sc. Agri
on 40%
seats.

with having 10
years service
in Hafed and
minimum 5
years exp. in
Mkg. on the
basis of
seniority -
cum-merit.

PO, CFP, 2 posts
of Field offices, 8
posts of Sales
Sup. ( 5000-
7850), 4 posts of
Purchase
Sup.(5000-7850),
4 posts of
Salesman (5000-
7850) are clubbed
and re-designated
as Mkg.

Officer. Post of
Sales/Purchase
Sup. and
Salesman are
clubbed to abolish
the cadre of Sales
Sup. and their
seniority will be at
the bottom.

1 in each Districts
for the sale of
(Fert., seeds,
Feeds, Pesticides,
Rice & Qils. ) in
Haryana i.e. 19, 1
for Delhi, 1 for
Raj., 1 U.P.,, 1
Chd., 1 HP, 1 Pb,,
1 Mumbai & 1
Kolkatta.

The qualifications for the promotional posts of each category of all Division will

remain same as contained in Haryana State Supply & Marketing Cooperative Service

(Common Cadre) Rules, 1988 for the employees already in service.

Note:-

5 years experience on the feeder post for promotion to the post of
Addl.G.M., G.M. & C.G.M. in accordance with the approval of HBPE(FD)
1938-C-6-2011/14458 dated
21.10.2011 and endorsed by the RCS vide memo No. I/I/09-MA-1/9590
dated 01.11.2011.

conveyed by FCC vide memo No.
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Annexure-B
(Referred in Rule 7 and 8)

MANAGEMENT SERVICE DIVISION (INFORMATION TECHNOLOGY DIVISION)

PGDCA with 1% Divn.
With at least one year
exp. on Windows,
SQL & Visual Basic or
M.Sc. Computer
Science with 2" Divn.
from Recognised
University

1 2 3 4 5
S. Name of Post Mode of Minimum prescribed Minimum Remarks
No. Recruitment qualification for Prescribed
Direct Recruitment Qualification
for other than
Direct | Promotion direct
% % recruitment
1. Sr. Systems Nil 100% Nil 5 years --
Analyst / Addl. experience as
G.M. (MIS) Systems
Analyst/DGM
(Systems).
2. Systems Analyst/ | Nil 100% Post of System 2 years exp.
Dy.G.M.(System) analyst is re- as AGM
designated as Dy.GM | (Programming)
(System) and 1 new
post created
3. Programmer/AGM | 100% | -- As per Hartron/NIC -- 2 Additional posts
(Programming) of AGM
(Programming)
are required to be
created due to in
increase of
computerization
work and 1 post
of programmer is
re-designated as
Asstt.GM
(Programming)
4. | Network 100% | Nil BCA with 1% - EDP Supervisor is
Supervisor Divn/Graduate & re-designated as

Network
Supervisor.

The qualifications for the promotional posts of each category of all Division will
remain same as contained in Haryana State Supply & Marketing Cooperative Service
(Common Cadre) Rules, 1988 for the employees already in service.

The essential qualification as knowledge of Hindi or Sanskrit upto Matric standard
or 10+2/ B.A.,M.A. with Hindi as one of the subject for recruitment/appointment in

Hafed for all the categories of posts.

Note:-

5 years experience on the feeder post for promotion to the post of

Addl.G.M., G.M. & C.G.M. in accordance with the approval of HBPE(FD)

conveyed by FCC vide memo No.

1938-C-6-2011/14458 dated

21.10.2011 and endorsed by the RCS vide memo No. I/I/09-MA-1/9590
dated 01.11.2011.
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(REFERRED IN RULE- 7 & 8)

ANNEXURE:B-1

Division S Designation No. Deployment of the post HO Field
No. of
post
Construction 1 S.E. 1 Head of the Construction Division of H.O. 1 -
2 XEN 3 Head of each Branch,1 at HO,1 Hisar & 1 at 1 2
G.T.Road.
3 SDE 10 3 with each Branch & 1 electrical at HO 4 6
4 Circle Head 1 For attachment with SE as per PWD( B&R) 1 -
Draftsman norms
5 JE 29 9 with each branch & 2 with electrical at HO 11 18
6 Head Draftsman 2 1 at HO 1 at GT Road. 1 1
7 Draftsman 2 1 Hisar 1Elect section at HO 1 1
Total 48 20 28
Finance & Accounts 1 GM(F&A) 1 Head of F&A Division at HO 1 -
Division.
2 Addl.GM(F&A) 3 1 for Finance, Taxation, Costing viability ,1 in 3 -
Audit,1 Accounting Branch.
3 DGM(F&A) 4 1 Costing, 1General, 1Estt & C&B,1 EPF & 4 --
Ext.Audit.
4 AGM(A/C) 19 1 Finance,1 Taxation,1 Costing, 1Proc.HO,7 in 4 15
big Distt.,7 Distt. Offices, 1CFP Rohtak.
5 S.0.(A/C) 39 1 Internal Audit,1 General ,1EPF &Ext.Audit,1 10 29
Electrical HO,1 Civil,HO,1 Civil Hissar,10 Audit
D.O.,1 Cold Storage & Ref. at HO,4 (Taraori,
Rewari, S.Khera & NRL) , 10 D.O., 1 WH HO, 3
in 3 Mkg. Divn, at HO, 4 in Mkg.Offices in
Haryana.
6 Acctt.’B’ Grade 94 1 Finance & Taxation,1 Costing,1 Internal
(Sr.Acctt). Audit, 3 Acctts.General,3 Acctts.Estt, 1C&B,
1EPF,1 Ext.Audit,17 Audit parties, 4 in 4
Branch of Const,3 in process Divn, at H.0.,3
Rohtak, 3 S.Khera,2 Taraori, 2 Rewari,2
Narnaul, 12 Rice Mills,4 Cold storage,2 WH at
HO, 2 Proc at HO, 21 in 7 big Distt.,20 in 10
small D.0O.,17 Input Acctt. under the
7 Acctt 'C’ Grade 114 | supervision of Mkt.Officer,62 CMS,1 Fert.&
(Accountant) Seed,1 Feed & Pesticides, 1 Rice & oil ,1
Export, 1 promotion , 1 CF,1CP,1 MGN
Services,8 in MKF Offices in Haryana, 4( CHD,
Bombay, Kolkata, Delhi MO). 1 in each districts
under 17 Mkt Officers.
Total 208 29 179
Division Total 274 51 223
Personal & 1 M.D. 1 Head of Organization. 1 --
Administration
Division
2 Secretary. 1 Head of the Administration. 1 --
3 Inquiry Officer 1 Head of the Inquiry Branch 1 --
4 D.A. 1 Head Of the Legal Branch 1 --
5 Addl.GM 1 For Head Office 1 --
(Welfare)
6 ADA 1 In Legal Branch 1 --
7 DGM(P&A) 2 1 Head of Estt. Branch, 1 Head General 2 --
Administration Branch
8 AGM(P&A) 5 2 in Estt., 1 Inquiry, 1 Discipline Branch & 1 5 --
for Recovery.
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Division S. Designation No. Deployment of the post HO Field
No of
post
9 Estt.Asstt. 61 1 Law, 1 Inquiry,2 Recovery, 3 Discipline,8 32 29
Estt, 3 General Admn, 1Civil Hisar,1 Civil HO,3
in Processing Division at HO, 5 in Plants,1 WH,
1Proc.at HO, 17 in Distt.Offices,8 in Mkt. Divn
at HO, 6 in Mkt. Offices in field.
10 Clerk 88 1 Inquiry, 1 Recovery,1 Discipline, 6Estt, 6 34 54
GA,4 in Const.Divn,3 in F&A Division ,3 in
Processing Division , 10 in plants in field,1
WH, 1 Proc at HO,34 Distt.Offices,8 in Mkg.
Division at HO,1 Computer, 8 in Mkg offices in
field.
11 | Daftri 11 4 in General Admn at HO, 5 in Plants, 2 in 4 7
Karnal & Sirsa Distt. Offices.
12 | Peon-cum- 67 2 each with Chairman, MD & Secretary,2 with 35 32
Chowkidar CGM, 7 with the Officers of the Scale of 13500-
17250,19 with the Officers of Scales 10000-
13900, 8 for Mkt.Offices, 17 for Distt. Offices, 5
Plants, 2 XEN Offices,1 Admn. Branch(HO)
13 | Private Secretary 2 With Chairman & M.D 2 -
14 | P.A 3 With Chief GMs 3 -
15 | Sr.Scale Steno 6 1 each with the Officers of scale of 13500- 6 -
17250
16 | Steno-Typist 53 3 Estt,1 Gen.Admn,17 Distt.Offices,5 Plants, 8 23 30
Mkt.Offices and 1 each with the Officer at HO.
17 | Driver 54 One each for each vehicle 54 -
TOTAL 358 206 152
PROCESSING 1 G.M. Processing 1 1 Head of the Processing Division 1 --
DIVISION
2 Addl.GM 5 1 Rice Mills &Projects,1 Plants, 1 Cold storage 3 2
(Processing) & Refrigeration & Ginneries & Automobiles, 1
for CFP Rohtak & 1 for HP Taraori
3 DGM(Plants) 7 5 in Plants, 1 for overall monitoring of paddy -- 7
processing at Taraori,1 Basmati Rice Mill,
Taraori.
4 Rice Mills Mgr 12 1 each in 12 rice mills. -- 12
5 Cold Store Mgr 1 For Cold Store - 1
6 Production 5 1 each in 5 Plants - 5
Supervisor
7 Shift Supervisor 15 3 in each 5 plants per shift -- 15
8 Operator 57 55 in plants in 5 Plants & 2 for Seed Plant - 57
Gannaur
9 DGM(Quality) 1 For Plants -- 1
10 | AGM(Quality) 3 1 each for Oil Mill Rewari, Narnaul and -- 3
Saktakhera.
11 | Lab Chemist 5 1 each in 5 plants. -- 5
12 | Lab Asstt. 5 1 each in 5 Plants. - 5
TOTAL 117 4 113
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Division S. Designation No. Deployment of the post HO Field
No of
post
1 Dy. G.M. (Seed) 2 One post for head office and one for Seed 1 1
Processing Plant Gannaur.
2 Seed Production 4 3 for Seed Processing Plant Gannaur and 1 for 1 3
Officer Head Office.
3 Asstt. Seed 4 For Seed Processing Plant Gannaur. -- 4
Production
Officer
4 Executive 2 For Seed Processing Plant Gannaur. -- 2
Assistant
Total 12 2 10
PROCUREMENT
1 Chief G.M. 1 For Proc.& WH Division 1 -
2 GM(Proc. & WH) 2 1 for Proc.at HO and 1 for WH at HO 2 --
3 Addl.GM(Proc/W 3 For Proc & WH 3 --
H)
4 DGM/District 24 1 each for 17 D.O. & 7 for Proc. & WH Divn. 7 17
Manager H.O.
5 Manager Grade-I 12 10 for 10 one Grade CMS, 2 for Centre -- 12
(Re-designated Incharge
as AGM,
Proc.&WH)
6 Manager Grade- 24 1 for each Grade-II CMS -- 24
II (Re-
designated as
Sr. Manager)
7 Manager 83 1 for each 28 Grade-III CMS,13 for -- 83
Warehousing Centre Incharge and 42 for
Incharge WSD/ RHA for fertilizer distribution
Total 149 13 136
WAREHOUSE 1 DGM(Technical) 1 1 at Head Office 1 --
DIVISION
2 AGM(Tech) 4 1 at HO 3 in fields in 4-5 districts. -- 4
3 Tech. Officer 34 20 ( 1 for each district ( 1 extra for Karnal & -- 34
(Storage) Sirs) 14 for commercial warehousing i.e. 7
year guarantee Godowns 1 upto 30000 MT
Godown capacity
4 FI(Store) 187 | 190 for WH (83 for godown 85 for plinths,22 2 242
for commercial warehousing ) ,5 Plants, 12
Store Keeper 57 Rice Mills,4 Cold store, 3 Ginneries, 2 HO,12
Badminton Player, 14 Table Tennis Player. 2
for Seed Processing Plant Gannaur.
Total 283 3 280
Marketing Division
(Inputs, Consumer
Products & Others &
Contract Farming &
Others)
1 GM(Mkg) 1 1 for Consumer Products/Export/Promotion 1 --
2 Addl.GM(Mkg) 3 1 Fertilizer & Seed,1 Feed & Pesticides, 1 Rice, 3 -
Oil, Export & Contract Farming (Posts reduced
from 5 to 3 in 2006.
3 DGM(Mkg) 8 1 Promotion activities, 2 for contract farming, 4 4

and 1 for Corporate Planning & 4 in the field
as Incharge of the Mkt.Offices at
Gurgaon,Rohtak,Hissar & Kurukshetra
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Division S. Designation No. Deployment of the post HO | Field
No of
post
4 Asstt.GM(Mkg) 13 4 for Contract Farming, 1 for Fertilizer & seed, 5 8
1 for Feeds & Pesticides, 1 for Rice & OQils , 1
for Export, 1 for Promotion, 4 for Incharge of
Mkt.Offices at Delhi, Bombay, Kolkata &
Chandigarh Offices.
5 Marketing Officer 27 1 for each 19 Districts in Haryana,1 PB,1 - 27
Chandigarh, 1 HP,1 Delhi,1 Rajsthan, 1 UP, 1
Bombay, 1 Kolkata.
TOTAL 52 13 39
Management
Service Division
(I.T. Division)
1 Sr. Systems 1 For Head Office 1 --
Analyst/
Add|.G.M. (MIS)
2 System Analyst / 2 For Head Office 2 --
Dy. G.M.
(System)
3 Programmer 4 For Head Office 4 --
/AGM
(Programming)
4 Network 30 For H.O. & Field Offices 30 | --
Supervisor
TOTAL 37 37 | --
GRAND TOTAL 1330
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ANNEXURE ‘C’

(Referred to in rule 17)

1. Authorities competent to sanction various kinds of leave to the employees:-

Nature of leave Authority empowered Extent of power
to sanction
Casual i) Head of office Full | Full Power

power in respect of the
staff working under him

Earned Leave

i) For employees working in the filed | D.M./P.M./G.M./XEN Upto 30 days without
office

ii) For employee drawing pay below | Secretary Full powers
¥2000-3200 in Head Office/field
offices.

iii) For employee drawing pay below Rs. | Managing Director Full power

2000-3200 (Revised ¥9300-34800+GP
¥ 4000) in Head Office/Field Offices

Half pay leave/extra ordinary |i) Secretary / Full power
leave/Maternity leave ii) Managing Director in
respect of the staff as
mentioned at (2) (ii) &

(iii)
Special leave for promoting small family | Head of office in field | Full powers for granting
norm offices and Secretary in | leave in accordance with
H.O. Government instructions
II. Permissible limit of joining time and method of calculation is as follows:-
i)  For preparation Six days

i) For the portion of journey which he travels
or might travel:-

a) Byrail mmmmeemeeeee- one day for each 500 Kms.
b) By motor lorry -------mmmeee- one day to each 150 Kms.
c) By any over means -------------- 25 Kms.

Note:-
A day is allowed for any fractional portion of any distance prescribed in the rules.

2. Travel by road not exceeding 8 Kms. To or from a railway station at the beginning
or end of a journey does not count for joining time.

3. Sunday does not count as day for the purpose of the calculation of the duration of
joining time.

4. If, an employees takes leave when in transit from one station to another, the
period which has elapsed since he handed over charge of his old post, must be
included in leave. On the expiry of leave, the employee may be allowed normal
joining time.

5. An employee on joining time shall be regarded as on duty and shall be paid at the

rate of the pay which he would have draw on taking over charge of new post,
which ever is less. This pay will be drawn at the station of new post.

6. No joining time is admissible if the transfer is made on request except the period
to over journey as specified at (ii) (a) or (b) (c).

7. No joining time is admissible when there is no change of station.




Name & designation of the employee
Address:

Statement as on
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ANNEXURE ‘D’

DECLARATION FORM FOR THE MOVABLE PROPERTY.

(@) (i) Cash, Jewellery, Ballion, Bank deposits, Insurance

policies, Shares, Securities & debentures.

(ii)  Motor Car, Motor Cycles, horses, and or any other
means of conveyance.

(iii) Refrigerators.
(iv) Milch Cattle.

S. No | Description Value Name of member of | Date & Remarks
of item the employee’s manner
family or Benamidar | of fresh
(if any) in whose acquisitio
name the asset is n during
held. the year
b) Loans advanced whether secured or not. If secured, nature of
the security i.e. ornaments simple pronote or mortgage deeds
with or without possession.
S.No. | Amount | If loan is Name of Name with | Date with | Remarks
of loan | secured one | member of | descriptions | other
,hature of the of the particulars
the employee’s | loanees. of the
securities family who loan
with its has
approximate | advanced
value the loan
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ANNEXURE- ‘D’

DECLARATION BY: of the immovable

Property held by him and members of

i)

All interests in land of a permanent nature whether
ownership, mortgage, or hereditary, occupancy, should be
entered; also dwell houses in towns.

Members of family of a Hafed employee are those as given in
the note below showing the holding of each, if a holding is
Benami, the name of the Benamidar should also be
mentioned.

Particulars in regard to family holdings should be indicated
separately.

In what district Tehsil | Description of holding How & when acquired
& village gift Situated with area & assessment | (i.e. inheritance. free

Purchase, etc.

Note:-The member of family in relation to an employee of the

Federation includes:-

i)

i)

The wife or the husband, as the case may be, of the
employee, whether residing with the employee or not but
does not include a wife or husband, as the case may be,
separated from the employee, by a decree or order of a
competent court.

Son or daughter or step-son or step daughter of the
employee and wholly dependant on him, but does not include
a child or step child who is no longer in any way dependent
on the employee or of whose custody the employee has
been deprived by or under any law.

Any other person related, whether by blood or marriage, to
the employee or to the employee’s wife or husband and
wholly dependent on the employee.




Accouiits dlanuval
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FOREWORD

The impertance of maintaining regular and systematic accounts in a commercial organization,
of the size of Hafed can hardly be over-emphasized. Hafed Accounts Manual was first prepared and
adopted in the year 1974. Due to Computerization of Hafed accounts and many other changes since
1974, it has become necessary to update the Accounts Manual.

I am sure that with this updated Accounts Manual, organizational efficiency will improve. During
the year 2004-05, we have also received highest credit rating of A1+ from ICRA, which will benefit
the Federation in obtaining loans and other banking facilities from bank and financial institutions, at
the lowest and most competitive rates of interest.

| place on record my appreciation for the excellent work done by Sh. $.K. Gupta, General
Manager (F&A) Sh. Ravinder Aggarwal, Addl. GM (F&A) and the entire team for updating Accounts
Manual of the Federation.

Managing Director
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EXTRACT OF PREFACE TO 2"d EDITION

With the computerisation of Hafed accounts and various changes, since 1974 the Accounts

Manual of Hafed required updating. The updated Accounts Manual incorporating the new heads of
accounts on the basis of computerised accounts has been prepared.

| am thankful to Sh. Ravinder Aggarwal, Addl. GM (F&A), Sh. V.K, Garg, DGM (F&A),
Sh. N.K. Malhotra, AGMA (Tax) and Sh. S.K. Vohra, SO {Gen. Accounts} for extending me full
cooperation and help in finalization of this work.

5.K. Gupta
GM(F&A)
Dated : 11.03.2005 Hafed, Panchkula
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1. FUNDAMENTALS OF ACCOUNTS

DEFINITION

Accounting has been defined as a system for recording, ciassifying and su mmarizing in a significant manner
and in terms of money transactions and events which are of financial character and interpreting the resulis
thereof. Since Accounting provides the principal formal means by which information about a business is
communicated, it has aptly been called the ‘language of business and commerce".

OBJECTIVES

An Accounting system should satisfy the following objectives in the simplest and most efficient manner.
(1) Enable the preparation of statutory aceounts and statements that may be required.

(¢) Facilitate the production of timely and accurate information for different levels of management.

(3} Ensure uniformity in classification of transactions.

(4) Ensure the operation of a sound system of intemal control so as to protect the assets of the
organisation and to ensure the accuracy of records.

SYSTEM

The accounts of Co-operative Marketing Societies and the Federation are o be maintained according to the
Bouble Entry System of Book Keeping.

Every business transaction of 2 society has two fold effect and that it effects two accounts in oppositsa direc-
tions and if a complele record were to be made of each such transaction, which would be necessary to debit
one account and credit another account. Itis this recording of two fold effect of every transaction that has
given rise to term "Double Entry",

According 1o this system, the accounts are arranged in such a manner that the dual aspect that is present in
every accounting transaction would be expressed by a debit amount with an equal and offsetting credit
amount. For all aceounts combined, sum of the debit balances must be equal to the sum of credit balances,
otherwise something has been done incorrectly.

BASIC CONCEPTS

The principtes of Accounting are built on a foundation of below noted basic concepts:

a) Accounting records only facts that can be expressed in money terms.

b)  Accounts are kept for business entities as distinguished from the persons associated with these entities.

¢} Accounting assumes that a business will continue indefinitely and that it is not about to be sold.

[ 1




d) Assets are ordinarily entered in the accounting records at the price paid to acquire them and thus costs
at market value are the basis for subsequent accountings for the assets.

e} The amount of assets equals own funds and liabilities.
f} The assetis recorded at the lower of two reasonable values,
DEFINITION OF ACCOUNT

A Statement showing transaction regarding a particular persun or parlicular article or item of expense brought
together for a specified period is known as account.

KINDS OF ACCOUNTS
The nature of accounts can be broadly classified into below noted categortes:

a) Persohal Accounts, which are accounts of persons/ parties such as bank account, suppliers account,
purchases account and Sundry Parties accounts etc.

b) Real Accounts are accounts of things such as stock account, furniture and fixture account etc.
¢} Nominal Accounts are accounts of income and expenses, profit and loss.

RULES FOR DEBIT AND CREDIT

The below noted rules govern the debit/ credit of various kinds of accounts:

1. Name of Account Account to be debited Account to be credited

1. Personal Accounts Person who receives Person who gives
something something

2. Real Accounts Aceount of Account of thing
Thing/coming /going out.

3. MNominal Accounts Account of Account of incomes
Expenses or losses or gain

2. The following rules are also guiding factors in determination of debits/credits of various accounts:

a) Increase in assets are debits
Decrease are credits

b} Increases in liabilities are credits,
Decreases are debits

[ | 2
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¢) Increase in own funds are credits
Decrease are debits

d) Increase in expenses are debits
decreases are credits

€] Increases in revenue are credits
Decreases are debits

CAPITAL, REVENUE AND DEFERRED REVENUE ACCOUNTS

The understanding of distinction between Capital and Revenue Accounts is essential for determination of car-
rect working resulls of a society.

Capital expenditure is that expenditure which results in the acquisition of an asset (tangibte or intangible) or
which results in an increase in the earning capacity of a business i.e. land, building, machinery and invest-
ment,

Revenue Expenditure seeks to maintain the business or keep assats in good working conditions. Benefit of
revenue Expenditure expires within a year i.e. Salary, office expenses, interest atc. The revenue expenditure,
benefit of which may be available for a period of two or three years is known as Deferred Expenditure and is
written off aver a period of 2 to 3 years.
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2. BOOKS OF ACCOUNTS AND HEADS OF ACCOUNTS

A)

BOOKS OF ACCOUNTS

The following points would be kept in mind while preparing and entering the vouchers in the Computers.

—

M 00N

Before entering any transaction into the Accounting Software, proper vouchers would be prepared.
Full narration of the transaction would appear in the voucher.
Heads of Accounts appearing in the voucher would match in the Accounting Package.

Heads of accounts appearing in the voucher would be checked by Section Officer and crossed signed
and passed by AGM Accounts.

Mo voucher would be entered or passed in the Accounting Package without any support.

The voucher after entered into the computer would be signed by the computer operator entering it into
the computer.

All accounting entries shall be made as per accounting procedures and Accounting Standards.

The following books of Accounts shall be maintained at the H.0. /Distt. Offices.

No® ok W

Cash Book

Day Book
Journal

Debtors Ledger
Suppliers Ledger
Bank Book

Consclidated Statements (item wise) of inventory on the basis of statement received from various
Branches at a regular interval.

Purchase-cum-sales book

General Ledger would include All the Accounts including the Bank Control Accounts, Debtors Control
Account, and Suppliers Control Account stc.

Debtors Ledger would include all the accounts of debtors. In case of outstanding balance of more than one
month, the report should be made and would be taken into account. Age wise Debtors list would be drawn

4
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out monthly. The balances in the Debtors Accounts would tally the balances in the Control A¢ccounts in the
General Ledger.

Creditors Ledger would include all the accounts of Suppliers. Age wise creditors fist would be drawn out
monthly. The halances in the Creditors Ledger would tally the balances in the Control Accounts in the General
Ledger.

Bank Book would include all the accounts in the banks. All Accounts would be tallied every fortnightly i.e.
Bank Reconciliation Statement would be prepared and would be reported to the H.O. immediately. The

balances of the Bank Accounts would tally the balances in the Control Accounts in General Ledger.

Day book will include all other entries that are not covered in the above Accounts. Daily Print-outs of the

Journal would be taken out and would be signed by the Section Officer or AGM (Accounts).

Central Stock Register shall contain item wise detail. The particulars that are to be contained in the Inventory
Register are cpening stock, purchases, receipt by transfer, excesses, sales, issued by 'transfer, shortages,

balance at the end. It would be maintained by the Asstt. concerned.
The following Books of Accounts would be prepared at the Co-operative Marketing Societies.

1. Cash Book

General Ledger

Debtors Ledger

Suppliers Ledger

Bank Book

Day Book

Stock Register (item wise)
Central Stock Register

® N oo W N

Cash Book to include all cash transactions. The Cash Book would contain the following columns i.e. Date,
Particulars (Receipt), Amount, Particulars (Fayment), Amount etc. Daily Cash balance would be camed cut
and the actual Cash balance would match with the balance in the Cashbook. The Daily Cash Account o be
signed by the District Mana.ger.

m s
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B) HEADS OF ACCOUNTS

In order that all accounts transactions are recorded in systematic and orderly manner, it is necessary to
follow standardised head of accounts to be opened in the General Ledger of varipus division at Head office,
District offices, Processing units and other branches of the Federation and Co-operative Marketing Societies.
QOpening of uniform Ledger Accounts and assigning code to same would facilitate compilation, consolidation
or any analysis of data in a meaningful and useful manner, taking into consideration the relationship of
different flems with other items of the same or simllar nature. The Codiflcation of accounts is necessary in
order to reduce the possibility of errors, to facilitate compilation and consolidation of accounts of different

units and to simplify analysis and preparation of management reports.

HEAD OF ACCOUNTS UPTO LEVEL 1 SUB HEAD

Reserve and Surplus Depreciation reserve fund
Insurance fund
Bad & Doubtful fund
Reserve fund
Price fluctuation fund
Share transfer fund
Building fund
Dividend equilisation fund
Leave salary fund
Comman Good fund
Fertifizer risk fund
Gratuity reserve fund
IFFCO Sales promation fund
Education fund
House Building Loan fund

Conveyance lean fund




Provisions

Share Capital

Eamest Money Received A/c{Activity Wise)
Secvrity receipt Alc (Activity Wiss)

Sundry Creditors (Activity Wise)

Sundry Debtors (Activity Wise)

Sundry Suppliers (Activity Wise)

Tax Deduction at Source

Tax deduction at source

Sales tax payable

Admn. Exp. payable

Marriage loan fund
Rebate to member societies
Computer loan fund

Dividend payable fund

Bonus

Income Tax
Shertage (Rice)
Shortage (Proc.)
Audit fes

Interest

Shertage {(Commercial)
Shortage (Plants)
Admn. Expenses
Insurance (Proc.)
Shortage (Inputs)
Quality cuts (Proc.)
Wharfage charges

State Gowvt

Member Co-operative Society
Share suspensze

Party wise

Party wise

Party wise

Party wise

Party wise
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Office overhead expenses payable
Procurement trading expehses payable
Inputs trading expenses payable
Marketing frading expenses payable
Sterage trading expenses payable
Patronage rebate payable

Export trading expenses payable

Gunny bales loan account (Pracurement )

Establishment expenses payable

CCL Bank Account

Current account with Bank Account

Deposit from Members
Deposit from Non members
Share Capital Member Society

Fixed Assets

Bank Wise
Bank Wise

Society Wise

Saociety Wise

Society wise

Land & building
Godowns

Plant & Machinery
Furniture and fixture
Vehicles

Storage articles {WH)
Electric Installation
Office equipment
Tools & tackles
Laboratory equipment
Publicity material
Library books
Crockery & utensils
Misc. items (lubewell & HP}

Works under const.




General Advance to Staff Afc
Trading Income (Activity Wise)

Income {General)

Purchase Afc {activity wise)

Purchase by transfer (activity wise)
Purchase by excess {activity wise)

Receipt on Loan (activity wise)

Raw Material Consumed Alc (activity wise)
Packing Material Consumed A/c (activity wise)
Trading Expenses A/t {(activity wise)
Manufacturing Expenses Afc (activity wise}
Sales Afc (activity wise}

Sales by Transfer (activity wise)

Sales by Shorlages (activity wise)

Sales by Consumption {(activity wise)
Sales by Gift (activity wise)

Issue on Loan {activity wise)

Sales return (activity wise)

Administrative Expanses

Name of the employees
Sub. head wise
Dividend received

Rent received

Sale of tender form
Interest income

Sale of scrap/raddi

Any other income ¢f misc. nature

Commodity Wise
Commodity Wise
Commodity Wise
Commodity Wise
Commodity Wise
Commodity Wise
Activity Wise/Commodity Wise
Head Wise |
Commeadity Wise
Commaodity Wise
Commodity Wise
Commodity Wise
Commodity Wise
Commodity Wise
Commodity \Wise
Salary to staff
Medical to staff

EPF expense

Bonus

Conveyance

EDLI premium




Office QOverhead Expensés

GIS

Gratuity

GPA policy
Honorarium to Chairman
Honorarium to staff
LTC

Leave salary
Liveries to staff
Staff Training

Staff welfare

Study tour

TA to chairman

TA to Director

TA to staf

Watch and ward
Wages to staff
Water charges

staff recruitment

AGM expenses

Business meefing

Business promotion
Carriage

Photo-stat

Celebration and inauguration
Consumable articles

Diwali gifts to staff

Guest house exp.

Hiring charges

insurance
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Depreciation on Fixed assets
Sales Overhead

Financial Expenses (Activity Wise)
Financial Expenses (Gen.)

Legal

License fee

Petrol, Oil & Lub.

Postage and telegram

Printing & 3fationery

Rent

Repair and maint. of vehicles
Repair and maint. of elect. equip.
Repair & Maint. of F/Fixture
Repair & Malnt. of office equip.
Repair & Maint. of building
Telephone and telex

Water & elect. charges
Donation and contribution

News paper and periodicéls

Advt. & publicity

Business gift

Business subseription & Contribution
Exhibition

Labour charges

Commaodity wise

Bank charges

Interest on CCL (General)

Interest of FDR's

Interest on loan from Govt /NABARD
Interest on NCDC loan

Interest on security

11
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Opening Stocks {activity wise) Commodity Wise
Advance Incorme Tax Account

Sales Tax A/c

Investments Alc Company Wise
Processing Contro! (Warking Capital A/c) Plant/Rice mills Wise
Head Office Distt. Control (Division Wise) Distt, Wise
Construction Material Afc ltem Wise

Material issue to Contractor Alc Party Wise
Precperative Expenses A/c

Truck Trading income exp, A/c

Store and Spare Aflc

Long term borrowing Afc Institution Wise

Recoverable from Staff A/c
Conveyance advance to staff
Marrlage loan to Staff

Festival lpan to Staff

Haouse Bullding loan 1o Staff

EWF loan to Staff

Computer Loan to Staff

Shartages recoverable (activity wise)

Misc. Recoverable (activity wizse)

Name of the Employees
Name of the Employees
Name of the Employses
Mame of the Employees
Name of the Employeges
MName of the Employees
Name of the Employees
ltem Wise

ltem Wise

12
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3. CASH TRANSACTIONS AND CONTROL OF CASH

A) CASH TRANSACTIONS AND CONTROL OF CASH

All cash receipts will be accounted for in the Cash Book on the date of receipt duly classified through Cash
Recelpt Vouchers approved by the AGM Accounts { C&B).

The AGM Accounts (C& BY SO(C&B) shall ensure whils checking the cash book that all receipts issued from
the Receipt Book have besn taken into account.

The Blank Raceipt Books will remain in safe custody with the Accountant (C&B), and the same will be issued
after being entered in a register by AGM Accounts {C&B).

CASH PAYMENT:
All the cash payments will be made only on the pay order signed by the AGM/Accounts (C&B).

No payment in cash will be authorized far an amount exceeding Rs. 20000/- except in the following cases:
a} Payments of freight to Railway or Goods Transport Caompany,

b) Payment of carrlage expenses when such service is got done from an agency other than a regular con-
tractor.

¢) Payment of statutory dues, or bills of Telephone, electricity and water charges when paymeant for
charges is not accepted by the concerned authoritias by cheque.

d}  Any other payment, which is permitted to be made in cash in relaxation of this rule by a General/special
instructions issued by the GM(FBAYAJAI.GM (F&A).

ACCOUNTING OF CASH TRANSACTIONS:

Vouchers for all cash transactions will be prepared by the Accountant (C&B), duly supported by the original
documents containing the pay order. He will stamp the pay order as Paid and vouch under his dated initials.

While ehecking the vouchers, the SO(C&B) will ensure that

i) Such voucher contalning pay arder has been stamped ‘PAID’ and "VOUCHED by the cashier under his
dated initials.

iiy The classification recorded for this transaction is in order.

L 13
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i} The amount of the voucher agrees with the pay order.

iv) Actual Payee's Receipt on the voucher is in order, is dated and is stamped.

The vouchers will finally be approved by the AGM Accounts (C&B) who will satisfy himself that classification
of the head and the amount of the voucher is correct.

After the vouchers have been checked and approved as aforesaid, these will be entered in the cash book by
the Accountant (C&B), who will also work out the closing balance in the cash book and record a certificate to
the following effect.

"Certified that the closing balance of Rs, in Cash Bock agrees with the
physical balance of cash with me cn the date.”

The SO {C&B) will call for the Cash Book for the previous day from the Accountant (C&B) for his checlc In
checking the Cash Back, 3O (C&B) will ensure that :

iy  The opening balance of cash brought forward from the previous day is correctly recorded.
ii} the amounts of receipts and payment are same as per relevant vouchers.

iii) the classification indicated in the Cash Book is correct as per vouchers.

iv} the closing balance has been correctly worked out

v} The Cashier's ceriificate on the cash book is correctly worked as prescribed and the amount mentioned
therein agrees with the closing balance.

vi] If the cash balance exceeds the maximum limit prescribed for the Cash Chest whether the officer has
taken steps to deposit the surplus amount in the bank.

After having exercised the above checks and satisfied about the correctness, the SO{C&B) will record the fol-
lowing certificate on the Cash Book:

"Checked in accordance with the instructions 1aid down above and found in order”
Sd/-

80 (CaB)

The cash book will be super checked and signed by the AGM Accounts (C&B) daily to ensure that it is
written regularly and checked properly by the SO (C&8B).
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The AGM Accounts (C&B) will be responsible to call for the Cash Book for his signatures if the same is not
submitted to him on any day as a matter of course.

Frequent failure on the part of the Accountant to submit the Cash Book regularly, first thing in the morning,
or on the part of the SO{C&8B) to bring to his notice the failure on the part of Cashier, should be treated seri-
ously and reported to Addl. GM(F&A) for suitable action.

CUSTODY OF CASH BOOK

Accountant (C&B) will be responsible for the proper recording of Cash vouchers, the safe-custody of Cash
Vouchers and the Cash Book and, its presentation for audit and inspection and for their resorting in records
after audit/ inspection.

CUSTODY OF CASH & ITS SECURITY

There will be a main Cash Chest which should be placed preferably in the room of AGM Accounts (C&B) of
the office. All cash will be placed in that chest in the evening under the double-lock-, one of the Accountant
(C&B) and the other of the AGM Accounits (C&B).

Physical intactness of the cash balance will primarily be the responsibility of the Accountant (C&B). He will
place the Cash securely in a specific chamber in the Cash Chest and lock it, if separate lock is pravided
within the Chest. The AGM Accounts (C&B) will apply his lock on the outer door of the chest along with the
Accountant (C&B), after the latter has applied his key fo the outer door.

Whenever the Cash balance exceeds the preseribed limit, the AGM Accounts (C&B) wili physically count the
balance and record his certificate on the Cash Book in token thereof.

The AGM Accounts (C&B) will be responsible for the Cash Balance to the extent of his double lock and it will
be his responsibility to ensure double- locking the safe and the safe custody of his key.

The duplicate keys of the Chest will be sealed securely in an envelope, which should be sent for safe- cus-
tody with some local Bank. The receipt of the Bank shall be kept in safe custody by the AGM Accounts (C&B).

The AGM Accounts (CE&BYSO(CEB) shall conduct surprise physical verification of the cash balance at least
twice a month, in addition to the physical verification prescribed above.
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TRANSACTIONS WITH BANK

A. BANK ACCOUNTS:

1. At each district headquarters, Hafed will have current account with the State Bank of India and Central
Co-operative Banks or such ather Bank as may be approved for the purpose by the Head office.

2. All payments above Rs. 20000.00 with the exception of those specified, shall be made by means of
Account Payee cheques or Demand Draft/ Pay orders.

Where by virtue of the terms of any agreement/ contract executed with the supplier, a mode other than
payment by cheque has been specifically prescribed; the said mode will be followed.

3. (a) Hafed will alse have current account at each of the station where there is a registered office of a Co-
operative Marketing Society. The account will be apened in the Branch of the State Bank of India only with a
sum of Rs.1000.00 This account will be used for making payments to societies or other parties concerned,
located at the respective stations, by means of cheques.

(b) As and when any cheques are issued for payment to the Co-operative Marketing Societies or other par-
ties in the District at places where current account of the district is available, a sum of money equal to the
amount of chegues issued during the day will be transferred from the Bank at the district headguarters to the
Banks at the concerned station by means of Banker's cheque or telegraphic transfer as may be considered
expsdiont,

(c) In order that the cheques issued for payment at outstation current accounts are not bounced, the AGM
Accounts (C&B)/ SO(C&B) will ensure that the funds are actually transferred to the banks concerned before
the cheqﬁas could ordinarily be presented for payment. If necessary, the cheques to be issued should be
post-dated for the next working day.

B. CHEQUE BOOK

1. The requisition for cheque Book from the banks must be signed by the AGM Accounts (C&B) / SO(C&B)
himself. He shall be responsible far ensuring that proper delivery is taken of the Cheque Book against
the requisition signed by him.
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On receipt of the Cheque Book the AGM Accounts (C&B)/ SO(C&B) shall examine it, count the nurm-
ber of cheque forms contained in it, and record a certificate of count on the fly-leaf as follows:

"Certified that | have this day the counted the cheques in this book and found them to be
{ " }in number.

Signature
Designation

The Cheque Bock shall be kept under lock and key in the personal custody of the AGM Accounts (C&B)
{ SO(C&B). The same can be deliverad to the employee responsible for writing the cheques, but as soon
as the cheques are signed, the AGM Accounts (C&B) will retain the Cheque Book with him, after remav-
ing the written-up cheques for delivery to the party/employee concerned for further disposal.

The loss of any cheque from the cheque book or the cheque book itself shall be Immediately notified to
the Bank concemed with Stop Payment instruction and to avoid any possibility of misappropriation of
funds and frauds.

WRITING OF CHEQUES

The following points must be kept in view while writing the Cheques:-

a) The cheque will be prepared only on the basis of a sanction order to be duly signed by Authorized
officers.

b) The cheque must be made payable in the name of the claimant as indicated in the sanction order.

¢) The amount payable must be that ordered to be paid in the Payment Requisition Slip. The amount
In words and in figures should agree.

d} |t should be signed by the autherized signatories of Hafed.
€} The cheques should always be crossed "A/c Payee's” only. -

f}  The counter foil should be duly completed by giving reference of the Bill in payment of which, the
cheque has been issued, name of Payee, the amount and the date of issue.,

OPERATION ON ACCOUNT

In each district Head-quarter, there shall be a current a/c in the SBI/Co-operative Bank. Normally, all
cheques should be issued against that account.
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2. The AGM Accounts {(C&B) shall keep a close watch on the cash flow and arrange for the funds from the
Head-offica for meeting the requirements as and when the total drawals from the cash cradit account
reaches the maximum limit.

All receipts on Hafed account, shall be credited to the same current account.
Any surplus funds will be transferred to Head-office immediately.

E. REPORTING TO HEAD-QOFFICE

1. The Accounts Officer shall submit a weekly report to head-office in prescribed form, dispatched on each
Friday positively so that it reaches head-office on the corresponding Monday.

F. RECORDING OF ENTRIES

1. A separate Bank {(Cash Book) will be maintained for recording the transactions on the current account,
It will be written up daily just like Cash Beok, entering all payments into the account on Receipt side and
Issue of Cheques on the payment side and dally batance will be worked out.

2. It will be the responsibility of the SO to ensure that all chegues issued on the account during the day
have been entered, on the payment side, and all payments into the Bank whether by Pay-in slips, or by
transfer from Head Office have been entered on the receipt side, and that the closing balance from the
previous day has been correctly brought forward and the closing balance of the day has been correctly
worked out. He will sign the Bank (Cash) Book as checked.

3. The AGM Accounts wili call for the Bank {Cash) Book in the evening, and plan action on the basis of

cash balance available to requisition funds from Head- Office, or to transfer surplus funds to Head-Office
first thing in the next moming.

G. RECONCILIATION OF ACCOUNTS

1. The SO shall arrange to obtain fram the Banks monthiy statement of Accounts or Pass Book soon after
ihe close of the menth and ensure reconciliation of accounts by the SO himself.

He shall satisfy himself about the proper reconciliation of the account and shall specifically verify the
iterns which are over-written or cross-written in the Bank Fass Book or the Accounts Statement.

2. All outstanding debits/ credits in the Bank Pass Book/ Statement of Account will be examined
personally by AGM Accounts and where adjustment is called for, adjusted immediately. The disputed
outstanding entries will be discussed by Accounts Officer with the Bank and got rectified in the next
month's entries.

3. Bank Reconciliation Statement in respect of each account will be sant by AGM Accounts fo the H.O. in
prescribed form so as fo reach Head Office by the 15th of the succeeding month.
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4. ACCOUNTING OF FIXED ASSETS

Fixed assets often comprise a significant portion of the total assets of an enterprise, and therefore are
important In the presentation of financial position. Furthermore, the determination of whether expenditure
represents an asset or an expense can have a material effect on an enterprise’s reported results of
operations.

Proper records for Fixed Assets are required to be made in Hafed. Due fo large volume of transactions in
Hafed, it has a farge quantity of fixed assels at its various District Offices and only proper records can show
the correct values of assets on a particular date. The following points shall be taken into consideration while
maintaining fixed assets records:-

1. Fixed Assets Register shall be maintained at each Disfrict Office/unit,

2. Fixed Assets Register shall contain the columns namely Opening Balance of the Fixed Assat, Date of
Acquisition/Addition of new asset, Date put to use, particulars of assets, amount of fixed asset, value of
fixed asset sold if any, depreciation provided as per Income Tax Act during the vear and Written Down
Value at the end of the year. )

3. The Fixed Assets shall be physically verified by the District Manager and tha incumbent in charge and
also by the person authorized by the H.O, at least twice a year.

4.  Separate folic for each Asset shall be opened in the fixed Asset Register.
Each Asset shall be physically markead the logo and number of Hafed.

6. The original Title Deeds of Immovable assets shall be kept at the Head Office of Hafed and a photo copy
duly attested by Notary Public should be retained by the Distt. Office/Unit incharge.

&

Components of Cost

The cost of an item of fixed asset comprises its purchase price, including import duties and other non-refund-
able taxes or levies and any directly attributable cost of bringing the asset to its working condition for its
intended use; any frade discounts and rebates are deducted in amiving at the purchase price. Examples of
directly attributable costs are:

(i) site preparation;

(i) initial delivery and handling costs;

(i) installation cost, such as special foundations for plant; and

(v) professional fees, for example fees of architects and enginsers.

The cost of a fixed asset may undergo changes subsequent to its acquisition or construction on account of
exchange fluctuations, price adjustments, changes in duties or similar factors”

Administration and other general overhead expenses are usually excluded from the cost of fixed assels
because they do not relate to a specific fixed asset. However, in some circumstances, such expenses as are
specifically attributable to construction of a project or to the acquisition of a fixed asset or bringing it to its
warking condition, may be included as part of the cost of the construction project or as a part of the cost of
the fixed asset.
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The expenditure incumed on start-up and commissioning of the project, including the expenditure incurred on
test runs and experimental production, is usually capitalized as an indirect element of the construction cost.
However, the expenditure incurred afier the plant has begun commercial production, i.e., production
intended for sale or captive consumption, is not capitalized and is treated as revenue expenditure even
though the contract may stipulate that the plant will not be finally taken over until after the satisfactory
completion of the guarantee periad,

If the interval between the dates a project is ready to commence commercial production and the date at which
commercial production actually begins is prolonged, all expenses incurred during this period are charged to
the profit and loss statement. However, the expenditure incurred during this period is also sometimes
treated as deferred revenue expenditure to be amortized over a period not exceeding 3 to 5 vears after the
commencement of commercial production,

Self-constructed Fixed Assets

In arriving at the gross book value of self-constructed fixed assets, the same principles apply as those
described in paragraphs above. Included in the gross book value are costs of construction that relate
directly to the specific asset and costs that are attributable to the construction activity In general and can be
allocated to the specific asset. Any internal profits are eliminated tn arriving at such costs.

Improvements and Repairs

Frequentiy, it is difficult fo determine whether subsequent expenditure related to fixed asset represents
improvements that ought to be added to the gross book value or repairs that ought to be charged to the
profit and loss statement. Only expenditure that Increases the future benefits from the existing asset beyond
its previously assessed standard of performance is included in the gross book value, e.q., an increase in
capacity.

The cost of an addition or extension to an existing asset which is of a capital nature and which becomes an
integral part of the existing asset is usually added to its gross book value. Any addition or extension, which
has a separate identity and is capable of being used after the existing asset is disposed of, is accounted for
separately.

Retirements and Disposals

An item of fixed asset is eliminated from the financial statements on disposal, ltems of fixad assets that have
been retired from active use and are held for disposal are stated at the lower of their net book value and net
realizable value and are shown separately in the financial statements. Any expected loss is recognized
immediately in the profit and loss statement. In historical cost financial statements, gains or losses arising
on disposal are generally recognized in the profit and loss staternant,

On dispasal of a previously revalued item of fixed asset, the difference between net disposal proceeds and
the net book value is normally charged or credited fo the profit and loss statement except that, to the extent
such a loss is related to an increase which was previously recorded as a credit to revaluation reserve and
which has not been subsequently reversed or utilized, it is charged directly o that account. The amount
standing in revaluation reserve foilowing the retirement or disposal of an asset which relates to thal asset may
be transferred to general reserve.
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DEPRECIATION RATES ON FIXED ASSETS AS PER INCOME TAX ACT.
({ EFFECTIVE FROM ASSESSMENT YEAR 2003-04)
Rate of depreciation

1 Office building and residential building 5%

2  Buildings other than Sr.No.1 10%
3 Furniture and fixture 15%
4  Plant and Machinery 25%
5 Vehicles 20%
6 Computer 60%
7  Storage arlicles 25%
8 Office equipment 25%

Depreciation chart in performa A & B will be prepared at the end of financial year and the depreciation on
assets acquired before 30th Sept. will be charged full and assets acquired after 30th Sept. will be charged
half. Performa-A will show the written down value of assets after charging depreciation and performa-B will
show the book value and depreciation reserve fund balance at the end of each financlal year.
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5. ESTABLISHMENT ACCOUNTS

‘Establishment Branch in Administrative Division in Head office and field would prepare establishment
budget showing anticipated expenditure on the staff in the ensuing year. The District Offices of the
Federation would prepare the Salary Bills of the employees at the rates authorized by the Add GM (Accounts)
or any other competent Authority. The Salary bill for the full month would be prepared in respect of
employees who remain on duty through out the month. No Salary bills be prepared for the period when the
emplovee does not remain on duty. The salary for such period is to be drawn only when the sanction of leave
is conveyed to them. The Salary bill would be prepared on the prescribed Performa.

When the Salary bills would be prepared the Accountant of the H.O. or field offices would prepare the below
noted voucher and the following entry would be passed in the Day Book. The amount of EPF and recoveries
made of various loans is to be transferred to HO by 7th of the proceeding month.

1. Entries for Govt, employees on deputation.

Debit GL Administrative Expenses Account
BL Salary to Staff
Credit GL Establishment Expenses Payable Account
BL Salary to Staff (The amount of various deductions
BL GPF made to be deposited with Govt.)
BL Income Tax
BL House Building Advance
BL Conveyance Advance
BL Computer Advance
BL Marriage Advance
BL GIS
GL Administrative Expenses
BL House_Rent (Amount of Hause rent/license fee
Deducted.)
GL Office Overhead Expenses
BL Petrol/ Ol & Lubricants
BL Amount deducted for use of official Vehlcle.

On deposit of License Fee for houses occupied by Govt. employees on deputation with HAFED.
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Debit

Credit

GL
BL

Administrative Expenses

House Rent

Bank Account

2. Accounting entry for HAFED employess

Debil

Gredit

GL
BL
BL

GL
BL
BL
BL
BL
BL
BL
BL
BL
BL
BL
BL

GL
BL

GL
Bl
BL
BL

Administrafive Expenses
Salary to Staff
EPF {(Employer's Share)

Establishment Expenses Payable

Salary to Staff

Amt. Of Salary Payable

Income Tax {Amount of deductions made from Salary
LIC Premium {o be deposited with other agencies.)
CST

NSC

House building Loan ta staff (Amount of deduction for various
Conveyance loan to staff loans taken.)

Marriage loan to staff

Computer loan to staff

EWF loan to staff

Deposit from others
EWF

{Amount of EWF Contribution deducted
from employees)

Administrative Expen

GIS

Water Charges

House Rent

{Amount of Deduction made on these account.)
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3. Entry for deposit of Leave salary and Pension Contribution of Govl. Employees on
deputation with HAFED

Debit GL Administrative Expenses Alc
BL Leave salary & Pension Contribution
Credit Bank Account

4. Entry for Provision for Bonus

GL Administrative Expenses A/c ........... DR
BL Bonus to Siaff
GL Provisions .iceiivire e iireniinsiriiianeis CR
BL Bonus

5. Salary

The salary may include the following items as admissible from time to time as per instructions issued by
Haryana Government.

1. Basis Pay _
Deamess Allowance

City Compensatory Allowance
Medical Allowance

House Rent Allowance

Conveyance Allowance

S

Traveling Allowance

The salary may include Perquisites (subject to the conditions applicable from time to time) offered to the
employeas from time to time, if applicable to the employee. Some of the perquisites may include:
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Rent Free Accommodation

Concessional Rent Free Accommodation

Any sum paid by the employer in discharging the monstary obligation of the employee
Motar Car

Services of a sweeper, gardensr, watchman or personal attendant

Any other fringe benefit or amenity as may be prescribed

The following deduction are to made from the pay bills:

—

® N ® o AW N

Staff Security

Employees Provident Fund

House Rent, If residence provided by the Hafed/Govt

Income Tax |

House Building/Conveyance/Marriage/Computer/any other loan or advance
Group Insurance Scheme

Emplovee Welfare Fund (EWF)

Any other Recovery

6. TAX DEDUCTION AT SOURCE (TDS)

DDO will be responsible for Deduction of Tax at scurce on the estimated income of the assesse employee
under the head Salaries for any financlal year. The income Tax is required to be calculated on the basis of

the rates given below and shall be deducted on average at the time of each payment. No tax will, however,

be deducted at source in any case unless the estimated salary income including the value of perquisites for
the financial year exceeds Rs. 5G000/- or any other sum specified by the Government of India.

INCOME

RATES OF INCOME TAX (F.Y. 2005-06)

TAX

UPTO 1,00,000 NIL
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Rs. 1,00,001-1,50,000 10%
Rs. 1,50,000-2,50,000 20%
Rs. 2,50,000-10,00,000 30%

Surcharge has been removed in case of individuals having income below 8.50 lacs

Surcharge of 10% has been imposed if income exceeds Rs. 8.50 lac

Hafed will obtain a Declaration by Taxpayer in Farm 12C to furnish particulars of income under any head
other than Salaries and of any tax deducted at source while computing the amount of tax deduction at source
on the Employees Salary.

While camputing the Taxable Salary income of the Employee Deductions u/s 16 of Income Tax Actis as _
under:

Standard Deduction

Amount of Salary Deduction
Income upto Rs. 500000 40% or Rs. 30000 whichever is less
Income above Rs. 500000 Rs. 20000/-

Entertainment Allowance

A deduction shall be allowed in respect of any allowance in the nature of an entertainment allowance
specifically granted to assesse by his employer who is in receipt of a salary from the Government. The least
of the fallowing amounts shall be allowed as deduction;

s One fifth of the Basic Salary; or
s Rs. 5000
Tax an Employment

The tax on employment within the meaning of clause (2) of Article 276 of the Constitution of India Leviable
by or under any law shall alsa be allowed as a deduction in computing the Income under the head Sataries.

Deductions under Chapter VI-A of the Income Tax Act

While computing the Total Taxable income of the Employee the following deductions under Chapter VI-A are
allowable as deduction:
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SECTION NATURE OF DEDUCTION
80CCC Deduction in respect of contribution to certain pension funds
upto

rmaximum of Rs. 10000/~

80D Deduction in respect of Medical insurance uplo max. of
Rs. 10000.
80DD Deduction in respect of maintenance including medical

treatment of the handicapped dependent or mentally retarded
dependent upto maximum of Rs, 5000/-

80DDB Deducticn In respect of Speclfied medical treatment under rule
11DD
BOE Deduction in respect of repayment of loan taken for higher

education upto Rs. 40000/- or actual amount repaid W/E is less.

80G Deduction in respect of donations to certain funds, charitable
institutions etc. as per provisions of LT. Act.

80L Deduction in respect of Interest on cerfain securities, bank
deposits , dividends efe. upto Rs. 12000/-,

gou Deduction in case of totally blind or physically handicapped
individuals upto fixed deduction of Rs. 50000/-,

REBAYE ON INCOME TAX

The Employee shall be entitled to tax rebates under Chapter VIII of the Income Tax Act, 1961 as given below:

/s 88 Rebate u/s 88 shall be allowed on the overall limit of
Rs. 100000/- subject to some of the conditions specified in the
Section.

The tax rebate on the qualifying amount shall be computed at the following rates for the A.Y. 2004-05.

Nature and level of income %age of sums Invested to be allowed
as rebate

Gross Total Income below Rs. 150000/ 20%

G.T.l. Between 150001-500000/- 15%

G.T.l. above Rs., 500000/- NIL

In case of an individual where the income under
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the head salaries does not exceed Rs. 100000/-
before allowing standard Deduction and is at

least 90% of his gross total income 30%

/S 88C

Under Section 88C an assesse employee, being a woman resident In India, and below the age of sixty five
years at any time during the previous year shall ba entitled to a deduction from the amount of income tax on
her total income with which she is chargeable for any assessment year of an amount equal to hundred
percent of such income tax or an amount of five thousand rupees, whichever is less.

Rovisad rates of Travelling Allowance, Daily Allowance ete. admissible on the new scales of pay.

A Pay Range

Grade 1 Emplayees drawing pay of Rs. 16000 and above P.M.

Grade |l Employees drawing pay of Rs. 10500 but below Rs. 16000 P.M.
Grade HI Employees drawing pay of Rs. 8000 but below Rs. 10500 P.M.

Grade IV Employees drawing pay of Rs. 4000 but less than Rs. 8000 P.M.
Grade V Employees drawing pay below Rs. 4000 P.M.

B. Entitlement for traveling by Rail/Bus/Own Car/ScooterfMotorcycle ete. and for iocal journey.
C. Joumey By Air

Heads of Departments and the officers in the pay scale of Rs. 18400-22400 and above only shall be entitled
to journey by air. In the case of international travel, officers of and above the level of Secretaries to the
Government of India and of equivalent status shall be entitled to travel by first class, officers of the level of
Additional secretaries and Joint Secretaries of G.O.1. and of equivalent status in the State Govt. by Business
or Club ¢lass and all other officers by Economy class. In case of domestic travel, officers in the pay scale of
Rs. 22400-24500 and above will be entitled to travel by Executive class.

1. The aclual cost of reservation and sleeper charges will be reimbursed in full.

2. In case of journey by AiIA.C. Rail/A.C. Bus/Deluxe Bus, tickets shall be appended to T A_ hills. In case
of Rail journey by Ist class / A C. Chair Car, ticketficket No.freservation slip, as the case may be or shall
be entitled to travel by Shatabdi Express in Executive class.
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3. Heads of Depariments and the officers drawing pay of Rs. 16000 and above only shall be entitled to
travel by Shatabdi Express in Executive class.

4. Rate of road mileage in case of joumney performed by own car will be Rs. 6 p.km. and in case of
journey by scooter or motor cycle it will be Rs. 3 p.k.m.

For local journeys performed on tour outside the state, actual expenditure as per entitlement will be
reimbursable on the basis of certificate given by the Govt. employee mentioning the places of local joumeys
and also taxi or auto rickshaw number(s).

For local journeys performed on taur within the state, employees as per entitiement given in para B above,
will be paid mileage allowance @ Rs. 6 p.k.m. for taxi or car and Rs. 3 p.k.m. for other mode of conveyance
for joumeys between office or residence and bus stand or railway station or airport at headquarters and also
at the duty station between bus stand or railway station or airport and the place of duty or residence.

D. Inthe case of travel by Government vehicle, half or full daily allowance will be admissible for a period of
absence as mentioned below:

Where absence from head quarter is less than 6 hours no daily allowance
Where absence from headquarter is for 6 hours or more but less than 12 hours half daily allowance
Where absence is for more than 12 hours but less than 24 hours  full daily allowance

E. The revised rate(s) of daily allowance for different piaces would be as under:

Pay Range In Haryana Outstde Other towns
Haryana above 10 lacs
{(other than population
column 4}
1 2 3 4
Grade | Rs.120 Rs. 160 Rs. 200
Grade fl Rs. 100 Rs. 130 Rs. 160
Grade || Rs. 80 Rs. 100 Rs. 130
Grade |V Rs. 70 Rs. 90 Rs. 110
Grade V Rs. 60 Rs. 80 Rs. 10
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F. Whoere an employee has to stay in accommodation run on commercial fine in Delhi, actual Hotel/Tourist
Bungalow expenses shall be reimbursable maximum upto the following limits.

Grade | Rs. 1000
Grade I Rs. 750
Grade 1l Rs. 500
Grade IV Rs. 300
Grads V Rs. 200

The revised entitlement rates of Hotel Accommodation or Tourist Bungalow {(per day) at any place in the
country other than Delhi would be as under:

Grade Accommaodation

| Reimbursement of actual expenditure incurred toward normal
single room rent in hatel of a eategory not above 4 star

I Reimbursement of actual expenditure incurred toward normal
single room rent in & hotel of a category not above 3 star

oV For grade 1ll to V the rates applicable for Dethi shall also be
applicable for their stay outside Dalhi.

No Hotel expenses would be reimbursed for stay within the state

Claims would be admissible on production of actual receipts or bilis.

H. Transfer T.A.

In case of transfer, an employee would be paid daily allowance for himself as well as for each member of his
family. Besides this he would be paid for each member of his family bus or rail fare as the case may bs. In
case of journey by own car or scooter or motor cycle or moped with or without family he will be entitled to
claim road mileage for once only subject to the entitlement and for one vehicle only. The definition of family
for the purpose' of T.A. or D.A. includes an employee's dependents also.

An employee on transfer would be reimbursed the actual cost of transportation charges of his household
goods on the under mentioned grades at the rates approved by the Union of transport companies f registered
transparters.
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Grade | 2 Trucks
Grade Il 2 Trucks
Grade Il 1-1/2 Trucks
Grade IV 1 Truck
Grade V ¥ Truck

In case the household goods are transported by any other mode of conveyance the employee would be paid
actual or the charges as per his entitement whichever is less,

A government employee on transfer will be paidt packing or unpacking and loading or unioading charges as
per grades given below:

Grade | 400
Grade || 400
Grade || 200
Grade IV 100
Grade V 50

TADA for the journey to his/her home town would also be admissible to the family of a deceased
government employee on his/her death while in service and similarly to a Government employee on hisfher
retirement.

The TA/DA referred to will be admissible in respect of the journey of the Government servant and mermbers
of his family from the last station of his duty to the place from where the retiree draws his pension.

The expenditure on transportation of conveyance by government servants on their retirement shall be
reimbursed without insisting on the requirement that the possession of the conveyance by them while in
service to proof of having a conveyance.

These rates would also be applicable to the members of All India Services who are serving in connection with
the affairs of Haryana State.

The above rates of TA/DA would also be applicabie to the employees governed by unrevised scales of pay.
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In their cases, Dearness Allowance upto the CPI of 1510 peint will be treated a part of their pay for
purposes of calculating the admissible traveling allowance and daily allowance.

All other conditions will be the same as contained in TA rules/instructions issued by Haryana Govt. from time
to time.

The revised rates shall be applicable on tours undertaken from the date of issue of this Istter. Any unclaimed
TA/DA bills of tours undertaken earller shall be claimed as per old rates.

SUB HEADS UNDER ADMINISTRATIVE EXPENSES

1. Administration Charges (EPF) 13. Leave Salary & Pension Contribution
2. Bonus to Siaff 14. Madical to Staff
3. Canveyance to staff 185. Salary to Staff
4, EDLI premium 16. Staff Training
5. EPF (Admn. Exp) 17. Staff Welfare A/c
8. GIS (Admn. Exp) 18. Study Tour
7. Graluity (Admn. BExg) 19, TA to Chairman
8. Group Personal Accidental Policy 20. TA to Directors
9. Henorarium to Chairman 21, TA to Staff
10. Honorarium to Staff 22. Wages to Staff
1. House rent Afc (Admn.) 23. Watch & Ward
12. L.T.C. to staff 24. Water Charges
Name of activity Accourt to be debited Account to be gredited

General ledger Bye ledger General ledger Bye ledger

account account account account
Deduction of
provident fund
from salary of
employees
Provident fund Head office Name of the Administration EPF alc
deduction district District exp. payable
smployees control (Admn.) alc (EPF)
contribution
Provident fund Administrative EPF afc Administration EPF alc
deduction exp. (EPF) a/c exp. payable
employer afc (EPF)
contribution
Deposit of Administration EPF afc Current Name of the
provident fund exp. (EPF) a/c accounts with all bank
bank
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EPF Accounts

Hafed employees are provided with social securities facilities. These are as under : -

Provident fund and pension :

All the employess are covered under the provisions of EPF Act, 1952. The monthly deduction @12% of pay
(basis + DA) deducted from the salary of an em ployee. The employer contributes 8.33% of pay towards the
employees pension fund subject to the limit of Rs. 6500/~ p.a. and 3.87% towards employees provident fund.
The employer is required to deposit in the amount of deducatian/contribution by 15th of the subsequent
month with the RPFC.,

The retiring employees are required to submit claim in Form No. 19, for payment of PF accumulations and
claim in Form No. 10-C and 10-D, far payment of pension which are to be directly obtained by the concerned
emplovess from the Office of RPFC.

Payment of gratuity :

All the employees are paid gratuity as per the provisions of payment of gratuity Act 1972. The gratuity is
calculated according to the following farmula : -

No. of years of services x 15/26 x last pay drawn (Subject to the maximum of limit of Rs. 3.50 lacs.)

Hafed has taken a policy from LIC a group graluily ploicy and in case of premature death of an
employess during the service the gratuity is payable for the entire tenure of service.

Encashment of earned leave on retirement

Hafed has taken a group eamed leave encashment policy from LIC and HDFC Insurance. The retiring
employee is entitled to encashment of eamned leave subject to & maximum of 300 days un-availed earned
leaves.

Group Insurance Scheme

Hafed has taken group insurance policy from LIC. it is paid in cash of premature death of employee during
service.

Employees deposit linked insurance {(EDLI)

Hafed has taken group EDLI policy from TATA AIG Life Insurance Company. The family of deceased employ-
ees is paid a sum of Rs. 1.00 lacs.
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Group personal accidental policy (GPA)

Hafed has taken group personal accidental policy from Criental Insurance Company under which all the
employees are covered for compensation for lemporary/permanent disability and accidental death during
service.

Financlal assistant under Common Good Fund.

In case of death of employee during service, the family of the deceased employee is paid a Rnancial
assitance of Rs. 25000/- out of Hafed Common Good Fund.

Financial assistance under Employees Welfare Fund

In case of death of employee during service, the family of the deceased employee is paid a financial
assistance of Rs. 25000/- out of employeas walfare fund (EWF).
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6. PROCUREMENT DIVISION

1. PROCUREMENT OF WHEAT.

The purchases of wheat will be made strictly according to the instructions issued in the Wheat Purchase
Procedure issued for respective Rabi season every year separately.

2. PAYMENT OF PURCHASE BILLS.

21 The purchase bills would be prepared by the Cooperative Marketing Societies on the prescribed
proforma (FD-PR-{V) and would be submitted to the District Offices of the Federations within 24 hours of the
purchase duly supported with below noted documents:-

(@
{b)

{c)
(d)

{e)

22

23

Purchase Report (FD-PR-III}

{FD-PR-V}

Stock Account

The stock account FDPR-V submitted with the purchase bills must be filled in completely viz
purchases, excess, despatches (indicating the mode of delivery/ despatches) and stocks
transferred to godown showing the name and No. of the godown. Stack account must be signed
by the following persons (i) Manager, Cocperative Marketing Society (i) Field Inspector
(Purchase) (iii} Centre Incharge (iv) Store Keeper/ Godown Keeper giving the certificate that the
stocks has actually been sent to the godown and have bean entered in the godown register at
page
A copy of Roznamcha of F.|. on the proforma prescribed in Para 9.

Cerlificate to the effect that the payment received by the society for the previous purchases has
since been made to the Kachha Arthias. The District Manager shall verify the correctness of
these cerfificates during their visit to those Societies and shall preserve the certificates in his
office given by the Societies. The Societies shall also obtain a certificate from the Kachha Arthias
alangwith their I-Form that the payment has actually been made by them to the farmers and
these certificates should be preserved by the Societies atleast for one vear. The Societies should
make payment o the Arthias immediately on raceiving it from the Federation so that they could
earn cash rebate as per mandi practice.

A certificate to the effact that the Market Fee/ Cess has been deposited in time. The Market Fee
receipts shall, however be retained and preserved by the Socisties.

The bills alongwith supporting documents would be submitted by the Sccieties, in duplicate, duly
verified by the Field Inspector of the Federation posted for the purchase.,

Before appending signature on these forms, the Manager of the Society and the Field Ingpector
wollld ensure that the transactions have actually been taken place and that all prescribed
certificates recorded on these forms are signad by them.
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2.4 The centres/ mandis where Cooperative Marketing Societies are not functioning or otherwise it is
decided to make the purchases, then procursment of wheat at these centres is to be done by the
BCPA (Billing -cum- payment Agents ) to be appointed as per instructions laid down in Wheat
Purchase Procedure. In such cases, the role of Cooperative Marketing Society is to be performed
by the B.C.P.A

3. ACCOQUNTAL OF PURCHASE BILLS.

3.1 The Socisties shall claim below noted charges in the purchase bills:-

(a) Purchase price of naked wheat payable to the Kachha Arthias is fixed by the Govi.of India for
different grade every year,

(b} MANDI Charges - To be paid by the State Govt. every year viz.
i)  Dami.
iy  Market Fees.
fii) Cess {ie. Agri -praduce feg)
iv) Auction charges, if any.
v) Labour charges claimed in I-Form by the Arthias.,
vi) Society Service charges /BCP a commission Profit Margin as conveyed separately from time
to ime.

{c] VAT as applicable.

3.2 On receipt of purchase bills in the District Offices, the Accountant entrusted with the job would ensure
that all forms are properly filled in and certificates recorded thergon are signed by the autharized persons,
After checking the bills and purchase reparts in all respects such as rates, calculation and total, the
Accountant would check the bills and obtain the pass orders on the bills from the District Manager. The
District Manager would, however, also ensure that the bills alongwith the relevant documments have been
properly checked before passing the bill.

3.3 The full payment of the hills received in the District Offices would be made within 48 hours of its receipt
after checking and passing it. It may be specifically noted that the time for payment of bills shall be calcukat-
ed from the time, it has been submitted in the District Offices duly complete in all respects. The Marketing
Societies are, therefore, requested to get the time and date noted on the face of the offica copies of the pur-
chase bills from the responsibie official of the District Office on duty.

3.4 The District Managers would get funds required for wheat purchases by sending requisition for funds to
head office on FAX as and when needed. Confirmation of FAX will invariably be sent in the prescribed pro-
forma Annexure'B' through messenger deputed to H.O, for collecting drafts.
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3.5 The following modes of payment shall be adopled by the District Offices and Scocieties -

(i)

(i

(iii)

{iv)

State Bank of India, Chandigarh from where Cash Credit Limit is arranged by Hafed for
procurement of wheat, has allowed facilittes of free remittance through different branches of the
State Bank of India and State Bank of Patiala in Haryana and this facility should be availed of to
the maximum.

The payment to the local Sccieties shall be made by cheques drawn on current account of the said
bank.

For remittance of the funds to cut-station Societies where branches of State Bank of India or State
Bank of Patiala exists, for expediting early payment to Arthias/ Farmers, Distt. Office may arrange
Drafts in favour of concernad Society from H.O. directly. But it should be ensured that concernad
Society has its currant account in State Bank of India/ State Bank of Patiala at these stations.

For remittance of funds to out station Societies where Branches of S Bl /S B.OP. does not exists,
funds for these sccisties will be arranged by Distt. Office by arranging funds from H.C. and Bank

Draft may be got prepared in favour of Sociefies. Bank charges in such cases shall be borne by
Hafed.

The Socielies would make payments to the Kachha Arthias by cheques containing special
crossing "PAYEES ACCOUNT ONLY™ after obtaining the certificate that the payment has since
been made to the fammers.

In mandis where Hafed procures wheat direct from Kachha Arthias, F.l.(Incharge)/ Manager of
Hafed Rail Head Agencies, would issue cheques to the Kachha Arthias drawn on the Bank in which
the Federation maintains account at that Station. In case of purchases of wheat through B.CP.A |
the cheques to the Arthias will be issued by BCPA.

3.6 The Accountant would make entries in the purchase-cum-sale Day Book on the basis of the passed bills,
separate pages will be earmarked for each saciety in Purchase-cum-Sale Day Books.

3.7 A monthly abstract of the Purchase-cum-8ale Day Book would be prepared, which will contain sepa-
rate colurnn of each item claimed by Society in their purchase bills as mentioned under para No.3.1 (a), (b):
i to vi. and 3.1(C) and the tofal amount would be credited to wheat proecurement suppliers account of the con-
cemed societies by debit to the various accounts noted below:-

DEBIT

G.L. Proc. Purchase from Members Account,
B.L. Wheat purchase Account Rabi-
G.L. Proc. Purchase from Non Members Accaunt,
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B.L. Wheat Purchase Account Rabi-

G.L. Proc. Trading Income and Expenditure Account.

i) {B.L. Mandi Charges on wheat account {dammi, M.Fee, Cess Auction Fee)
i) B.L.  Labour Charges on wheat Rabi ___ Paid to Arthias in I-Form.

iii} B.L. Societies Commission.

G.L. VAT (Input)

CREDIT G.L. Procurement Supplier
B.L. Concerned Society

Payment o the Sccieties is to be made as per procedure laid down under Para and following
entries will be made.

DEBIT G.L.  Procurement suppliers

B.L. Concered Society

CREDIT G.L. Bank Account/ H.O. Procurement Account (for direct remmitance)

Shortages observed, if any during procurement season in the mandi/ transit shortage, is to be setiled
immediately after the procurement season as per the guidelines issued in the wheat purchase procedure.
Total value of shortages be recovered immediately from the quarter concerned by making following entries:-

DEBIT G.L. Procurement Debtors
B.l.. Labour Coniractor/Transparter personal account.
G.L. Procurement Supplier.

B.L. Concemed Society's Account.

CREDIT G.L. Procurement issue by Shortage,
B.L. Wheat Rahi
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4. ACCOUNTAL OF LABOUR, TRANSPORTATION & STORAGE CHARGES.

4.1 Labour/ Transportation rates ‘are finalized by the committee cansisting of Heads of different procuring
agencies in the District, Chaired by Dy. Commissioner or his nominee. As per practice, labour operations by
procuring agencies are started from unloading of wheat bags from the weighing scale. On receipt of labour
charges bills complete in all respect duly verified and accompanied by [abour job slips signed by concerned
F.I.{Purchase)/F.|.(Store) & Centre Incharge from the Labour Gontractor concerned, the same will be
checked by the Accountant as per approved rates and operations mentionad in Job-Slips strictly as per terms
& conditions of labour contract. Bills will be got passed fram District Manager after making necessary deduc-
tions on account of Security, Income Tax etc. as per rules and terms and conditions of contract,

Similarly, bill of transportation charges received from the Transport Contractor for movement of wheat
stacks from purchase centre to storage point/FCI will be checked as per approved rates and pass orders of
District Manager will be taken on the bills. The following accounting entries will be made:-

DEBIT G.L. Procurement Trading Expenses

B.L Mandi labour charges.

(This will include labour charges on unloeading of wheat bags from weigh-
ing scale, stitching including cost of Sutli, marka, loading of stocks into
trucks/carts at mandi level, local cartage from mandi to storage point/FCI
unloading and stacking of bags at storage point)

BL Forwarding Charges.
(De-stacking & leading charges for delivery from storage point)
B.L Internal movement,

(Transportation ¢harges from purchase centre to storage point)

B.L Labour charges on gunnies,

(this will include handling, toading, cartage and unloading of gunny bags)
8.L Weighment charges (for weighment got done on weighbridge).
B.L Others {Specify)

CREDIT G.L. Pracurement Debtors
B.L. Labour Contractor/Transporter's personal account.
G.L. Income Tax/Security etc.

Income tax deducted at source be deposited in schedule time.
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4.2 Credit for storage charges on wheat is to be given to Warehousing Division an the rates communicated
from time {o time (presently @Rs.0.60 per quintal/month for CAP storage and Rs.2.58 per quintal/month for
coverad storage on the total stocks of wheat by debiting the foltowing account-

DEBIT G.L. Procurement Trading Expenses.

B.L. Storage Charges on wheat Rabi____,
CREDIT G.L. Warehousing Trading Income.

B.L. Storage charges on wheat Rabi___

4.3 Extra labour operations i.e. segregation/ dara/ reconditioning etc. are to be undertaken with the approval
of competent authorities. Following entries are to be made:

DEBIT G.L. Procurement Trading Expenses.
B.L. Dara/Segregation/Reconditioning.
B.L. Others (to be specified).

CREDIT G.L Procurement Debtors.
B.L. Labour Contractor personal account,
G.L. Income Tax/Security etc.

5. PREPARATION OF SALE BILLS AND COLLECTION OF PAYMENT THEREOQF.

5.1 The F.L{Purchase) F.l. {Store) would submit the below noted documents to the office of the D.M. with
a forwarding letter to be prepared in duplicate and obtaln the signatures with time and date of the official on
duty, on duplicate copy in token of having delivered these despatch documents in District Managers cffice.

a) Weight Check Memo's in triplicate duly signed by the Quality Inspector/ Depot Staff of FCI (one
extra copy signed by FCI staff to be retained by the F.1).

b} Acceptance Note in duplicate {one extra copy to be reined by the F.L}.

5.2 The Daspatch Documents must be submitted by F.|.(Purchase)/F.|.{Store) through special messenger
so as to reach the Distt. Office latest by the date following the date of despatch. In case, the F.L. fails to
submit the despatch documents te D.O. within stipulated time, he shall be liable for payment of penal
interest for the period of delay apart from rendering himself liable for any other disciplinary action. Despatch
documents in respect of delivery from godown will be arranged by F.1.{Store) and for dellvery made directly
from mandi, F.1. (Purchase) or other officlal deputed by D.M. for the purpose. The duplicate copies should be
retained by the F.I. (Store)
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It will be the respensibility of F.1.(Purchase)/F.1.{Store) to arrange clear despaich documents of wheat
having no qualifying remarks.

5.3 The concemed Accountant of the District Office shall ensure the receipt of all these documents in case

of any default or discrepancy, he will get the same rectified at once and also bring ta the specific notice of
D.M.’s for securing immediate compliance, if necessary.

5.4 Before the stocks are despatched, the same must be super- inspected from the Quality Inspector of FCI
whose signatures would be got appended on the Weight Check Memos and the necessary cerfificates would
be obtained from him. It may again be smphasized that it shall be the responsibility of the F.I., Hafed.

5.5 The District Manager would promptly get the sale bills prepared on the prescribed Performa (FOFR-1)
latest by the next day claiming the below noted charges:-

a) Cost of wheat per quintal as fixed by Govt. for the respective crop year plus incidental charges at
the rates fixed by FCIHGOIL.

b) Cost of gunny bags at the rates intimated by the FCI/GOI.
c¢) Carryover Charges as applicable at the time of delivery of stocks.
d} VAT @ 4%/as applicable.

The sale bill will be properly checked by S.0./A.Q. of D.C.

5.6 The details of despatches showing G.R./ No. of Bags and weight would invariably be recorded on the
reverse of each bill and the bills complete in all respects duly supported with the despatch documents should
be submitted by various district offices to the F.C.1, Quarters concerned.

57 The District Manager concerned shall ensure that the sale bills in respect of despatch documents
received on a particular day are invariably submitted to the FC| on the same day OR latest by the forencon
of the following day.

5.8 District Office would maintain proper record showing date of despatches, dateftime or receipt of
despatch documents, date/ time of submission of sale bills to FCI, date/ time of receipt of payment.

59  The payment of the bills would be vigorously pursued and it would be ensured that payment of each
bifl is received from the FCI within 48 hours of its submission to FCI. it shall be the responsibility of the D.M./
Accountant/ 5.0. concerned to obtain payment frern FC| within the stipulated period. In case the payment is
not received from FC| within the above noted pericd, the matter should be immediatsly reported to Regional
Manager, FCI, Haryana Region, Sector-17, Chandigarh under advice to head office, so that the matter could
be pursued with them and in the meantime, efforts should be continued to realize the payment locally. Interest
an Bank borrowing rate on delayed payment is to be claimed from F.C I, in case the payment is not made
within prescribed period of 10 days from the date of despatch,
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5.0 The sale bills would be entered into the sales columns of the purchase
2 i .

ip ges Tgrmgrksd for each despatching Society centre. Separate column of each
-8. COSt, Incidental charges, gunnies, interest and storage charges is to be main

3.4t Amonthly abstract for the sales recorded in the

the D.Q. and the amount would be credited to the below
Account - B.L, FCi.

-Cum-sale day book on the
item claimed in the sale bil
lained in the Sale Day Book.

purchase-cum-sale day book would be prepared by
noted heads by contra-debit to Procurement Deblors

CREDIT G.L. Procurement Sales Account.
{cost of wheat + incidentals + Carryover Charges )
B.L Sale of Wheat Rabi-
8L Sale of gunny bags.,
G.L. VAT (output) @4%.
5.12 On receipt of payment from FCI, the following entries will be made,

DEBIT G.L. Bank Account.
CREDIT G.L Procurement Debtors
B.L. F.CL

Deductions made by FC! in the Sale Bilis is io be examined immediately and bill-wise complete detail of
such deductions will be maintained by the D.C. For unjustified deductions, the matter will be taken up at per-
sonal level with FCI local authorities and the payment deducted/ withheld will be got released at the earfiest.
In case, any directions/ policy declsions is required by iocal FCI authorities from their Regional Office for
relgasing the payment of such deductions, the matter will be got referred from local FCI authorities to
Regional office. Copy of such referances will be arranged and will he sent to Hafed, H.O. for pursuing the
matter at H.O. level.

513 At the close of each month financial and physical balances of wheat & gunnies stocks be verified and
diffarence, if any be sei-right immediately. If shall be the respoensibility of Accountant/SO/AQ concerned 1o
ensure that physical and financial balance of each item is reconciled monthly.

8. WHEAT PROCUREMENT BY-LEDGER

61 A separate personal ledger showing wheat procurement account of various Socleties would be
maintained and kept upto date from purchase-cum-sales day book. The account with the societies must be

reconciled at the end of procurement sgason.
62  Monthly trial balance of various wheat procurement By-Ledgers would be prepared and reconciled
W 1he amount shown i the General Ledger.
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7. STATEMENETS:

The following periodical statements would be submitted to Head Office by the District Managers:-
e} Monthly profitability statomont in the prescribed parforma. {Annex.A)

b} Monthly staterment of procurement debtors and shortage/mise. recoverables In the prescribed
performa. {Annex.A,B,C-1,G-Il & D)

¢} Monthly Statement of despatch of wheat and bills submitted ta the FCI and payment recelved there-
of (Annex.C)

d) Monthly trial balance of various procurement by-ledgers referred above.

8. PROCEDURE FOR MAINTAINING OF STOCKS IN GODOWNS/ STACKING OF STOCKS IN
GODOWN.

In order to meet the requirement of S.B.1. who allow in Cash Credit Limit, the following procedure of
recording of stock coming in and going out of godowns and for easy and quick checking of stock with the
stock registers, would be adopted by all the District Offices meticulously.

8.1 Godown Stack Card : It must be ensured that all stocks of wheat and other foodgrains etc. are properly
stacked in countable form and accounted for in the stack card.

8.2 Each godown should have a Godown Card supplied by Head Office inside the door, on which all
deposits, withdrawals and the balance of the stocks therein should be recorded. In case, different varieties of
these items or different items are stored in the same godown, this card should be kept separately in respect
of each variety item of stock:

8.3 Stack card should be affixed on each stack and should be duly filled and signed by the concernad.

9. Field Inspector will keep register and will record the daily dalry {Roznamacha). A copy of the daily dairy
will be sent alongwith purchase bill as well as by post to D.O. The Roznamacha will contain following
information:

i) PURCHASE & DESPATCHES;
a) Days Purchase with grade.
b)Y Progressive Purchases.
c) Days despatches indicating mode of despatch:
{i) From mandi (i) From godowns.

d) Progressive despatches.
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i) STORAGE:\
Balance stock transferred to godown (Indicating the name and No. of godowns) as per details given
helow:-
Sr. Name of Opening Receipt Issug during Balance at the
No. Godown, Balance of during the day end of the day.
the day day.
iii) LABOUR OPERATIQONS:
Details of Labour Jobs done to be recorded.
F.l (Stores) F.I. {Purchase)

The timely and daily posting of roznamcha should personally be ensured by the Field inspector. The
Inspecting Officer/ Flying Squad will invariably check the Roznamacha Reglster of Field Inspector.

10. REQUIREMENT OF FUNDS

HAFED PANCHKULA.
REMIT RUPEES LACS
AT
HAFED
N.T.B.T.
DISTRICT MANAGER
THE HARYANA STATE COOPERATIVE SUPPLY
AND MARKETING FEDERATION LIMITED:
No. Hafed/ Dated:

A copy by post in confirmation of the above is forwarded to AGMA

sition Performa is given Annexure 'A'

(Proc.) The information in the requi-
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if any.

B) Amount already received from H.O.
Rs.

PROFORMA
REQUISTION FOR REMITTANGE OF FUNDS FROM HEAD OFFICE TO DISTRICT
OFFICE AS ON
3r. | Name of Purchase | Quantity Quantity Balance Qty. in | Value.
No. | Centre. purchased despatched. | hand
1
2
3
4
5
8
7
8
9
10
TOTAL
ABSTRACT
1. Value of Stock in hand Y2y
Rs.
2. A) Amount used from other sources

(Total A+ B) ‘B

Rs.
3. Funds required (A-B )

Rs.

The funds may please be remitted as under :
Sr. Telegraphic transfer/ draft to be Draft to he drawn of the Bank/ | Amount.
No. drawn In favour of Station.

DISTRICT MANAGER
HAFED
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11. ACCOUNTAL OF WHEAT TRANSACTIONS BY SOCIETIES.

11.1 The Societies would incorporate variovs wheat transactions in their books of accounts immediatety on
occurrence. Instances of vouchers to be prepared by the Sacieties are given below for their guidance:

Transaction Account to be debited. Account o be credited.

1. Receipt of arthias inveice | G.L. Wheat Purchase Ajc. G.L. Wheat Supplier A/c.
(including dami, labour B.L. Arthias personal A/c.
charges & VAT) G.L. VAT Alc.

2. _'Isﬁyment to Arthias by | G.L. Wheat Supplier A/c. G.L.. Bank Ajc.
crossed chegue.

3. Payment of Mkig. Fee/ | GL. Wheat Trading | G.L. Bank.

Cess/ Labour ate. Expenses Afc.

a) Market Fee of wheat.
b) Cess of wheat.

4. Submission of Purchases/ | G.L. Hafed wheat A/c. i) G.L. Wheat Sales Alc
bills to Hafed. (incl. Cost, dami,

Market Fee, Coss,

Labour Charges in the

I-Form, Service
charges)
i) G.L. VAT Account.
5. On recsipt of payment Bank Alc, Hafed Wheat Alc.

11.2 The vouchers would be prepared by the Accountant of the Scciety daily and written in day book and
posted in the Ledger daily. The accounts of wheat procurement will be reconciled with Hafed D.O.
immediately after the procurement season and shortages observed in the mandi will be recovered by the
Societies from the arthias concerned.
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ANNEXURE-A

UTILIZATION OF FUNDS RECEIVED FOR PROCUREMENT OF WHEAT

1. Payment/funds already received from Hafed

on account of wheat procurement. Rs.
2. Funds disbursed 1l date Rs.
3. Shorlages observed till date Qty. Amt.
4. Deductions made by society on account of
shortages. Rs.
5. Deduction made on afc of quality complaint
if any. Rs.

Manager,
Cooperative Mkg. Soclety Ltd.,




hafed

ANNEXURE-B

Hafed DISTT.
OFFICE

FAX MESSAGE FOR AGM{ACCOUNTS)/SECTION OFFICER{PROCUREMENT)

Subject: Requirement of funds for wheat procurement as on
Please arrange to remit a 5UmM of

Rs.
{ )
for payment of wheat purchased in District as per
detall given below:-
1. Days purchase on = MT
2. Progressive purchase upto = MT
3. Value of total purchases made upto Gross @ Rs, MT
4, Funds already received from H.O. upto MT
5. Funds received from local FCI authorities/other sources,

if any (please specify) Crares
6. Balance requirement (3-(4+5) Crores

The abave funds required may please be remitted through drafts
as per detail given as under:-

S.No. In favour of Banlc Payable at Amount
{Crores)

Details of reimbursement of funds.

i) Total funds received by Distt. Office as mentioned in
Column No.4 & 5.

in Funds actually disbursed by Hafed Distt. Office to
Coop.Mkg.Society/BCPA's/dIrect payment to arthias

i) Funds actually disbursed by Coop.Mkg.Societies/BCPA's
ta Arthias/Farmers,

Distt. Manager,
Hafed,
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ANNEXURE-C

PROFITABILITY STATEMENT OF PROCUREMENT DMVISION CF DISTT.
QFFICE FOR THE MONTH {IN RESPECT OF WHEAT ON
SUPPORT PRICE),

SNo. [ Particulars Quantity(MT] | Rate Value(lacs)

1, Qpening stocks as on 1.4.

alWheat rabi

biWheat rabi

a)Gunny bags 95 ka.(bags})

b)Gunny bags 75 kg.(bags)

¢)Gunniss (50kyg.)

2. Purchases during the yaar

alWheat rabi

b}Drought rellafbonus stc.

¢}Gunnies

3 Puichases by axceas

a)Wheal rabi

biWheat rabt

4. Trading expenses

a)Steiutary charges rabi

bjLabour chayges rabi

c}Soclety commission rabi_

dilniemal movement rabl

2)Siorage charges

i)Wheat rabi

iijWheat rabi

interest

g)Despalch expenses

iywheal rahi

iijwheat rabi

h)Segregation/replacement charges

Wheat rabi

iijwheat rabi

5. Total

6. Sales

avheat rabi

bWheat rabi

c)Gunnies 95Kg.

d) Gunnies 75kq.

o) Gunnies 50kg.

7. Incidentals charges/carry ovar charges

a)Wheat rahi

bi¥Whest rabl

B. Arraar of inciderials, if any (specify)

8. Income from gain

a)Wheal rabi

b)Wheat rabi

10. Closing stock

ajWheat rabi

b}Wheat rabi

¢)Gunnies 95kg.

d] Gunnies 75kqg.

&) Gunnies 50kg.

11. Total(6+7+8+9+10)

12. Profit{11-5)
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PERFORMA - A

STATEMENT SHOWING POSITION OF PROCUREMENT RECOVERABLES OF Hafed
DISTT. OFFICE AS ON

STATEMENT SHOWING AGE-WISE POSITION OF PROCUREMENT RECOVERABLES OF Hafed

DISTT. OFFICE AS ON

(Rs.in lacs)

Particulars | Op.bal { Additi | Total | Recovery Balance as on Total | Remarks
ance on {1+2) | during the year
1.4, during
the
period
Qut of [ Out of ; Total Qut of | Out of
old current old current
col. cal. col. col.
No. 1 No.2 No.1 No.2
(4+5) | {1+4) | (2-5) (718)
1. 2. 3 4, 5. 6. 7. 8. 4, 10.
a)Prec.de
btors
b¥Shortag
es
recoverab
les
ciMiscrec
overahle
d}Proc.su
pplier
Total
PERFORMA-B

Particutars | 3
years
and
above

1 year
to 3
years

Mors than 6
month but less
than 1 year

Less
months
maore
months

than 6 Less
but | than 3
than 3 | months

Total

a)Proc.
Debtor

b)Proc.s
hortage
&miscrec
overable

c)Proc.s
upplier

o0
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PERFORMA - C

STATEMENT SHOWING CATEGORY WISE POSITION OF PROCUREMENT
DEBTORS OF HAFED DISTRICT OFFICE AS ON

{Rs. in lacs)

FCl recoverables Amount | Bagk Since when | Latest
ground/history/de | recoverable statusfaction
scription of taken by DO
recoverable
amount {centre
wise)

Nature of deduction

Currant bill

Deduction on a/c of galn

Deduction on a/c of COC on
gain

Carryover charges

Withheld amount

Bardana recovery

Destination shortages

LAS recovery/audit

Infest./atta formation

Wheal export

Transportation
charges/weighment

Moisture cut

Demmurages charges

Stiching charges

Luster loss

VAT

Marka

Others(to be specified)

Grand total .
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PERFORMA - D

STATEMENT SHOWING DETAIL OF PROCUREMENT SHORTAGE AND MISC.
RECOVERABLES IN RESPECT OF D.O, AS ON

. SHORTAGE CASES IN WHICH CHARGESHEETS HAVE ALREADY BEEN ISSUED.,
S.No. Name of the | Amount | Particulars | Chargesheet | Latest
official of the case | no.&dale & | staius/action
name of | taken by DM
addressee
1 2 3 4 5 6
li. Shortage cases in which chargesheets is to be served.
1 2 3 4 5 8
S.No. Name of the | Amount | Particulars ) Chargesheet | Latest
official of the case | no.8date & | status/action
name of | taken by DM
addressee
I, Shertages court cases.
1 2 3 4 5 8
S.No. Name of the | Amount | Pardiculars | Chargesheet | Latest
official of the case | no.&date & | status/action
nams of | taken by DM
addressee
1V, Shortages surcharge proceedings.
1 2 3 4 5 6
S.No. Name cof the | Amount | Particulars | Chargesheet | Latest
official of the case | no.&date & | status/action
name of ¢ taken by DM
1 addressee
V. Shortages official expired
1 2 3 4 5 8
S.No. Name of the | Amcunt | Particulars | Chargesheet [ Latest
cfficial of the case | no.&date & | status/action
{date of name of | taken by DM
expire} addressee
VI, Shortages official terminated
1 2 3 4 5 6
S.No. Name of the | Amount | Particulars | Chargesheet | Latest
official(Date of the case | no.&date & | status/action
of name of | taken by DM
termination) addressee
VIl. Shortage & misc. recoverable not covered above from (I to vi)
1 2 3 4 5 6
S.No. Name of the | Ameunt | Particulars | Chargesheet | Latest
official of the case | no.&date & | statusfaction
name of | taken by DM
addressee
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STATEMENT SHOWING TIMELY SUBMISSION OF DESPATCH DOGUMENTS AND
RELEASE QF PAYMENT FROM DISTT. OFFICE,

Name | Cenire | Date of | No.ofbags | Date” of | Date  of ] Amount | Date of | Amount Delay | Remarks

of dispatch | dispatched | receipt of | submission | of bil recelpt | received
Distt documents | of bills to of from
of in the | FCI payment | FCI
DM office from
FCI
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7. RICE DIVISION

POLICY AND PROCEDURE FOR PROCUREMENT/PURCHASE OF PADDY FOR KHARIF

As per General policy of Govt. all the District Managers and Managers, Rice Mills would ensure that
necessary market support is provided to the farmers on procurement of paddy of specified quality. The paddy
procurement/purchase operations would be carried out under the cverall supervision of D.M. concerned and

the other staff including Managers, Rice Mills, would work under administrative control of D.M.

1. TARGETS:

Hafed will procure the entire Fair Avg. quality (FAQ) paddy without any quantitative ceiling.

2. MANDIS/PURCHASE CENTERS :

Despite prescribed Mandis for procurement of paddy along with linkage with Rice mills/storage points for
custom milling of paddy. District Manager concerned however can make changes in the linkage of mandis
with storage points/Rice Mills, keeping in view the availability of paddy and milling arrangements at a
particular point and the overall economy of the operations.

3. PRICES:

Paddy procured on suppott price either will be milled in Hafed own Rice Mills or will be got custom mified from
private Rice Mills. All the purchases will be accounted for at District office level and the cost of paddy milled
by the Hafed Rice Mill will be debited to concermed rice mili by the district office for the proper mainienance
of record,

4. SPECIFICATIONS :

Govt. of India will lay down the specifications of Fair Average Quality of paddy in letter and spirit.

5. MODE OF PURCHASE :

All the purchases are to be made from regulated mandis or purchase centers through apen auction only by
Hafed's purchaser along with managerfauthorized representative of the Co-op. Mktg. Society concemed as
per specifications laid down by Govt. of india and,no purchases are to be made from the traders. Commercial
purchases will be made strictly of good quality paddy. The purchases are to be made through local
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cooperative marketing Society or through Hafed's RHA where the society is not functioning and will be paid
commissicn at the prescribed rate from time to time of the value of naked paddy purchased by Hafed through
them. The Society will provide adequate staff and ensure full assistance to the Hafed staff in carrying out the

paddy procurement/purchasellifting operations till storage point and will be responsible for any lapses.
Labour Contractor engaged by Hafed would be answerable to the Sociely staff for carrying out the labour
operations in the Mandi and for any problem in this regard Society would report the matter to the Hafed
staffManager Rice Mill/Distt. Manager, for its solution. VWhere the Society fails to provide adequate staff for
paddy procurement operation, Hafed will make purchase directly as per market committee rules and
requiations and as per the instructions issued by Deptt. of Food and Supplies and Hafed fram time to time.
Bidding Register should invariably indicate the class or grade of the stocks purchased, prices paid, cleaning,
remarks for aeration/driage of stocks to bring paddy to Fair Average Quality Standards with no overwriting
or culting. Daily purchases and any mistakes corrected in the bidding register must be initialed by the
purchaser and by the representative of market committee and Food Deptt. Bidding Register with variety wise
summary of purchase should be deposited with the concemed rice mill/D.Q. after the purchases are cver.
The assessment of quantity purchased in each heap should be made properly and difference in the actual
weight and the appx. weight filled In the bldding register should not be mare than 10% Ih any case and in
case variation is more reason must be specifiad in the bidding register and that must be signed by the
Purchaser and Manager of the Coop. Mkg. SocietyfRHA. Regular visits will be made by Distt. Manager or
managers of the Rice Mills and other supervisory staff to ascertain the genuineness of the paddy
procurement/purchases/lifiing made by the purchaser. In case of discrepancy regarding quality and weight,
the lot will not be lifted by Hafed and the stacks will be got emptied at the shop of the concerned Arthias.
Remarks to this effect would also be made in the bidding register and the market committee official will alse
be informed about this action. In case inspecting officer observes that sub standard stocks have been got
filled by the Arthias at the instance of the purchaser/lifter/representative of the society then responsibility of
the defaulling official wili also be fixed by the inspecting officer and informed to the competent authority for
taking further necessary action.

6. POSTING OF STAFF :

At least one Hafed official will be posted in sach mandi allotted to Hafed/ linked with Hafed Rice Mills, who
will be responsible for purchasing the paddy filling It in the hafed bags and stitching by the labour contfractor
engaged by Hafed and got lifted by the representative of the society. The Hafed official posted in each mandi
would strictly follow the instructions with regard to quality/ quantity, test weightment, filling, packing/ marka/
tag, stitching, lifting, maintenance of the bidding register, submission of daily purchase/ lifiing position report,
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arrangement of packing material, transportation of the paddy to the storage point etc. D.M. Hafed will ensure
that official having shady image will not be posted in the purchaser/siorage of paddy under any
circumstances.

7. PACKING :

50 kg packing bags will be used in filling of custom milled rice for delivery to F.C.I. which will be given by the
agencies. To distinguish the class of paddy, common paddy bags should ba stitched with red sutli, ‘A’ grade
paddy with normal sutli and Basmati paddy bags with green sutii.

8. MARKA :

No marka charges are to paid and in lieu of marka taga are to be affixed on the paddy bags.

9. TAGS:

Tags wilt be stitched on each bag of paddy at the time of stitching of bags and willl contain Name of the Firm,
Centre, No. of bags, Variety, Rate, Date of purchase and signature of Arthia. No bags without tags or with
unfilled tags should be lifted. Printed tags should be collected by the D.O's in required numbers under
proper receipts from DM (Rice}, Hafed, Taraori/Manager HRM Taraori.

10. LIFTING OF PADDY FROM MANDI AND ITS TRANSPORTATION TO STORAGE/MILLING/CUSTOM
MILLING POINT :

Stocks should be lifted within 24 hours of purchase resolved to Hafed's satisfaction. Shop No. and date of
purchase would be got written on each bag from respective Arthia. 10% bags will be test checked for weight
and will be recorded on the back of the gate pass meant for recipient got signed from the Arthia,
purchaset/llfter. Sub standard stocks will be rejected and no payment will be allowed against these stocks.
Lifter will maintain Arthia wise/date wise/purchase date wise/paddy class wise records of paddy dispatched.
The register maintained for this purpose shall be deposited with the concemed Rice mill/D. Q. after the close
of purchases. The lifter will prepare gate pass in triplicate one copy is to be returned to the lifter/society duly
initizled by the store keeper acknowledging the receipt of paddy. Stocks with remarks of shortages/quality of
paddy/bags elc, if any,. and one copy for the transpert/labour contractor and one to be retained by the
recipient Store keeper will also keep record of remarks in his paddy receiptfquality analysis register besides
one copy of the gate pass. The gate passes duly signed by ihe recipiant will be produced by the society for
claiming the payment against paddy purchases. Payment for short paddy and disputed quality would not be
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claimed by the society till the matter is resolved to the safisfaction of Hafed. The class of paddy purchased
and type of bag must be mentioned on the gate pass. In absence of this information the class of paddyfbags
recorded by the reclplent will be taken as final and no dispute in this regard will be entertained from the

Sociely. Shortages not communicated on gate pass by recipient will be the responsibility of the store
keeper, Ateach purchase Center Arthia wise daily paddy dally paddy lifting register should be maintained in
which the account of paddy purchased and daily lifting should be maintained Arthia wise as per prescribed
format. Separate registers should be maintained for each class of paddy purchased and lifted and should be
daily signed by the purchaser and Arthia concemed. The figures of dally lifting and balance lving with each
Arthla in the Mandi tally with the record maintained ty the Society, Food Deptt. Market committee and gate
register. No payment should be made to Arthias in advance and the payment should be made only in respect
of those stocks which have been actually purchased by Hafed. The purchaser and the Managers/Storekeeper
must also reconcile the physical and financial balance of paddy purchased. received in the mill/storage point
and lying unlifted in the mandi on weekly basis. This aspect will also be checked by the Distt. Manager and
the Supervisory officers deputed for supervision of the paddy procurement aperation . Commission Agents
or Arthias will ensure supply of quality grain, fully cleaned and proper standardization of the required weight
upto point of receipt of procuremant Agency. Suitable deductions will be made from the claim of the
agencies for fallure to do so.

11. WEIGHMENT AND RECEIPT :

At the receipt end, truck or card loads of paddy shall be weighed on weigh bridge. Where weigh bridge
facility is not existing 10 % test weighment should be carried out by the Stora keeper and if some
discrepancies are observed in the weight, 100% test weighment of such stock will be resorted to. Store
keeper shall be held responsible for any unreported shartages which are detected in the stocks received by
him. Al the discrepancies regarding shortage in weight, quality of paddy and bags will be intimated by
recipient to the concemned society, purchaser and Distt. Manager on the prescribed Performa. Recavery of
these shortages will be exclusive responsibility of the Soclety/RHA. Storekeeper is supposed to check the
quality of all the paddy stocks while the Manager of the Rice Mill is also supposad to check the quality of
stocks at random every day. Only stocks purchased by Hafed are filled by the kachcha Arthias. Hafed's
labour contractor will arrange the stitching of the filled bags and not from the labour of Kacha Arthia. If the
quality of paddy filled in the bags is substandard, he would not stitch those bags and he will bring this matter
in natice of purchaserflifter. Dally gunny bags issued record must be maintained by the society and checked
by the lifter or purchaser. Till the receipt of paddy in the Rice Mil/storage point, all expenses including
transportation charges are to be booked by Rice Mill/Distt. Office as cost of paddy. Manager Rice MiliDistt.
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Manager will ensure that payment tabour register/receipt slips/Gate passes. No advance payment to the
oontractor is admissible and all payment are to he made against bills.

12. STORAGE:

Storage articles like polythene covers, tarpaulins/crates and poly nets required to protect the stocks lying in
the open are available in adequate quantity. Shodfall, if any, wilt be met by transfer of stock arlicles from
stations having surplus articles within the same district or from other districts. Stacking should be done in
standard stacks with slope at the top o avoid damage during rains. To avoid heating up of stocks, chimney
system may be adopted wherever necessary. As far as possible, paddy should be stored in godowns.
Wherever stocks have to be stored in open, these should be covered with tarpaulins supported with nets. To
avoid heating up of stocks, erection of 4-5 stacks should be started simultaneously and completion of each
stack should be done in stages. Wherever HDPE/Multilayer Tarpaulins are used, these should be lifted daily
for aeration to avoid heating up or germination of the stocks. Itis the responsibility of the concerned rice mill
Manager/Store keeperfcustodian that stocks are preserved properly.

13. PAYMENT :

After checking or passing of documents and bills, manager Rice Mill/Store in charge will request in writing in
prescribed Performa to Distt. Manager/Office to release particular amount of payment to the Society for
further distribution to the Kachha Arthias. Daily consolidated purchase position, requirement of funds will be
intimated by E-mail or Fax by Distt. Manager to HC. The concerned Rice Mills/Distt will ensure it that the
payment is released fo the Society promptly. Before recommending the release of payment to Distt.
Office/HO, Manager/ Distt. Manager must account for the shortages abserved and quality complaints ete.
The payment to Labour Contractor/Transporters will be made by the Rice Mill/Distt. Manager. The Distt.
Manager musi ensure that all the payments are released to the Society/Arthias as per the laid down
procedure and alt the disputes with regard to shortages in weight, quality must be settlad immediately. Dy.
Manager (Rlce), Hafed, Taraori in association with Distt. Manager and the Manager Rice mills will also decide
the pending disputes and the disputes which may arise during the current season with Arthias/Societies
including the disputes regarding shortages etc.

14. DAILY INFORMATION SYSTEM :

Central control room will be set up at HO for this purpose and D.Ms must furnish daily market purchase/
lifting information as per proforma prescribed by H.O. from time to time.
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15. SPECIAL INSTRUCTIONS WITH RESPECT TO BASMATI PADDY PURCHASE :

Only long grain aromatic Basmati paddy of selective quality is to be purchased in open bidding at the
prevailing market rates.

The purchases must be made personally by the concerned Rice Mill manager wheare the paddy is to be milled
or by the manager of the rice mill near the mandi from where it is to be purchased. Storekeeper, who is to
receive Basmati paddy must not be associated for purchase of paddy. The responsibility with regard to
quality, will remain that of manager.

Instead of test weighrment, 100% weighment of Basmati paddy must be ensured at the receipt end.
Only those bags should be accepted or unloaded by storekeeper , the quality of which is found satisfactary,
All the basmati paddy purchased must be lifted on the same day and lifting must not be postponed .

Printed tags must be fixed on all the bags before these are lifted from mandis as per the instructions

contained heretofore.
The basmali paddy must be stored in covered godown/covered space as far as possible.

The purchases must not exceed 1000 bags per day per mandi unless otherwise advised by H.O. The
concerned DM must also supervise the paddy purchases.

The D.M.s must send a detailed report through fax by 10 a.m. on next day positively giving therein the detail
of mandiwise daily amvals, progressive arrivals, prevailing market rates, daily quantity purchased by Hafed

with Its market rates and also the progressive purchases and progressive average rates.

PADDY MILLING PROCEDURE:

Following wilt be the procedure for milling of paddy in Hafed's Rice Mills. For custom milling of paddy sepa-
rate procedure is being issued,

16. DRIAGE OF PADDY:

(i}  Inorder to ensure better capacity utilization of the rice mills and better quallty of rice, timely and
proper driage of paddy must be ensured,

{i)  Record of maisture in the dried paddy must be kept in driage register on day to day basis.

{i}  In some of the mills mechanical driers have been provided which must be put in working condition

s0 that in the event of rainy weather these can be used for paddy drying.
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17. MILLING OF PADDY

@

(i)

{ii)

(iv)

The milling of paddy must start immediatsly after the purchases start, so that slocks can be
disposed of in time to avoid unnecessary camying costs. Timely milling is one factor which
primarily determines the profitability of the rice milling operations. All the efforts must be made by
the Managers/ Techinal staff o ensure that afl paddy purchased is milled by 31st March positively.
D.M's are also called upon to monitor the pace of milling in sach Rice Mill.

Managsr/ Head mistries/ Mistries will be responsible to snsure that the Rice Mills achieve the
installed milling capacity of the Rice Mills. Paddy milled per hour of actual running of the mill should
not be less than the installed capacity. Captive power has been provided in all the rice mills and

therefore capacity utilization should not suffer due fo power failure/ cuts.

Which mills are {o prepare cnly Brown Basmati Rice and which mills are to prepare finally finished
rice, will be separately decided by H Q. Percentage of broken in case of Brown Basmati Rice should
not excead 12%. Wherever Brown Basmati is prepared by certain Rice Mills, following procedure

will be followed for transferring Brown Basmati to HRM, Taraori or any other rice mill for finishing.

It should be ensured that paddy to be milled is properly dried. Broken percentage must be
minimized to avoid rejection/ quality cuts in the levy rice/CMR o be delivered to FCI on one hand
and to ensure better prices of levy free rice on the other. The stock report to be sent o0 H.O. must
also indicate the %age of broken in each lot of rice stored in the mill. While preparing ‘evy free rice,
small broken to the extent of 2% of paddy milled for preparing levy free rice must be separated
directly at the time of milling itself.

18. TARGETS FOR RECOVERY:

All the Manager Hafed Rice Mills must ensure Rice recovery as fixed by G.O.| norms/ fixed by H.O. and try

to achieve the recovery targets for common and grade ‘A’ Non Basmati rice on book weight basis.

D.M. Hafed, Manager and Store Keepsr of Hafed Rice Mills concerned must check the recovery of rice and

bye products on monthly basis and see that reperis sent to H.Q. are factual reports. Abnormal milling

performance shall be reported by the Manager to the District Manager within three days.

19. DELIVERY OF RICE TO FCI:

It must be ensured that the rice produced is delivered to FCI simultangously to avoid unnecaessary carrying

cost, on one hand and deterioration of the stacks on the other hand. In case there is any difficulty in delivery
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of rice to FCI, the matter should ba brought to the notice of D.M., £CJ concerned in writing with a copy to H.O.

and ensure that the pace of delivery of rice to FC| is not hampered. If there is still any problem, matter may
be brought to the notice of H.O giving complete details so that it can be taken up with FCI H.Os. The levy lia-
bility must be discharged by all means at the earliest and any lapse in this regard will be viewed seriously
and the Manager/ D.Ms will be held responsible for any loss due to delay in delivery of rice to FCI.

Every fortnight each mill must send a report to H.Q giving therein the details of production, levy due, levy
balance so that more effective manitoring of delivery of rice to FC! is done and immediate remedial
measures are taken up with Food/ FCI Deptts. for smooth delivery of rice to FCI.

20. REJECTION OF RICE BY FCI:

Tiere should be no reason why the rice is not acceptable to FCI. However if still there is any rejection of
CMR/ Levy rice by FCI. Approval of expenses on this account must be sought from H.0 by the concerned
rice milis Manager through the concerned D.M. Hafed giving full justification.

21. SALE OF RICE & BYE PRODUCTS:
il  CUSTOM MILLED AND LEVY RICE

All the custom milled rice and levy rice as per levy order of the State Govt. rmust be deiivered to FCI
and in na case there should be any pending liability,

(i) LEVY FREE RICE & BROKENS:

Decision for sale of all the levy free rice and broken and all the stocks of Basmati rice and its
broken, if any, will be taken by H.0. Therefore, all the Rice Mill Managers must send details of such
stocks lying with them with clear cut recommendations that it is required to be sold.D.Ms. and rice
mill Managers are not autharized to undertake sale of levy free rice and broken at their own level
unless specifically authorized by H.O.

(i) RICE BRAN, NAKOO & PHAK:

The stocks of Nakco and Phak to be available with Hafed Rice Mills will be lifted by Cattle Feed
Plant(CFP), Rohtak/Saktakhera in its own trucks simultaneous to its production and as such there
is no need for any private sale of Nakoo & Phak. Only those quantities will be sold by the local level
committee consisting of D.M., Hafed, Manager, HRM, comcarned and AQ/ SO of distt, office in the
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open rarket as is surplus to the requirement of the CFP, Rohtak, the confirmation for which must

be sought by the committes from Rice Division, Head Office hefore effecting the sale.

{iv) FIXATION OF RATES & PROCEDURE FOR TRANSFER OF RICE BRAN, NAKOO & PHAK

25, IMPROVEMENT IN RECOVERIES OF RICE AND BYE PRODUCTS :

All the rice mills must ensure that recovery of rice with acceptable fimit of broken are better than the one
achieved by the Federation during the previous years and the targets given heretofore are achieved. The total
recovery of rice and bye products should also be improved. Proper record must also be kept for paddy husk
and it should be ensured that loss of paddy husk is minimized and the recoveries are as per norms fixed by
H.C.

23. PREVENTIVE MAINTENANCE :

() The Head Mistry/ Mistry must ensure that the breakdewns are minimum. This can be snsured
through proper planning, frequent cleaning of the machinery and preventive maintenance which
can be effectively dons if the technical supervision is proper.

(i) Every rice mill must mairtain properly the breakdown register and these should include the date,
time, details of breakdowns, duration of breakdowns alongwith the part of machinery where the
break down has occurred, work done during the breakdown, specification of spare parts changed

alongwith their cost, nature of job done.

(ili} Preventive maintenance must be carried out in each Rice Mill at least once a month which should
includs greecing , oiling of all the Machines, checking of vibrations, alignments and taking remedi-
al measures to prevent Major breakdowns. This maintenance must be carried out when the mill
remains closed due to power cut/ non availability of raw material etc.

24. AFTER THE MILLING:
After the milling is aver the following measures must be ensured:
(i POWER DISCONNECTION:

Hafed has to pay minimum charges to H8.E.B., therefore, it must be ensured that power is got dis-
connected immediately after the milling is over.




Products mygg be finalized

(iv) Stackwise analysis report of the rige lying in stock after completion of milling must be sent ig M.O,

It must be eng ured that aff the records in the Prescribed format is Maintainag Dy the rice mills as per (igt given

) Attendance Register.

i) inwarg Gate Register,

i} Outwarg Gate Register,

iv) Paddy Receipt and Quality Analysig Regisier,
v} Paddy Oriage Register,

vi) Paddy Stock Register,

vii) Paddy Processing Register.

viii}  Godown Ragister,

ix) Breakdown Register,

X) Inspection/ Visit Register.

X)  Gunny Bags/ Storage Articles Register,
Xii)  Labouyrf Transportation Register.

Xiil}  Stock Register of Rice and Bye Prodets,
Xiv) Bidding Register.

xv)  Consumable Store Register.

xvi}  Serap Register.

xvii) Others ag presciibed by Govt.{ Hatag from time 1o Yime,
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26, M.LS:

The following periodic reports must be sent by all the Rice Mills through their D.Ms. to H.O:-
A)  Daily Reports
(@) Daily milling report as per Performa already prescribed.
(b) Daily Custom Milling Report.
B} Weekly Reports:
(il Weekly report of prevailing market rates of all varieties of rice and bye products.
C) fortnightly Reports:
(i} Fortnightly performance reports.
(i) Fortnightly capacity utilization reports.
(i} Fortnightly stock and sale reports.
D) Monthly Reports:
(i Performance Report.
(i} Capacity ulilization report
(i} Profitability Statement.
{iv} Statement of recoverable.
(v} Stock and sale report.
(vi) Custom milling report.

{(vii) Staff statement.

27. SUB- HEADS OF TRADING EXPENSES (RICE)

Auction Fee (TER)

Drought Ref. Charges (TER)

Dami on Paddy {TER}

Market Fee on Paddy

Cess on Paddy (TER)

Society Commission (TER)
Incidenial Charges on Paddy (TER)
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Labour charges on Paddy (TER)
Consumable Articles (TER)

Dep. on gunnies (TER)

Purchase tax on paddy(VAT)
Differential tax on Rice(VAT)

Sale lax on gunnies(VAT)

Driage charges/ Allowance (TER)
Bank Charges

Interest on Working Capital (TER)
Milling Charges (TER}

Shortage of Paddy (TER)

Storage Charges (TER)

Tags consumed (TER)

Watch and Ward Expenses (TER)
Weigh-ment charges (TER)
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iv) Committes headed by

Chairman, Hafed Above Rs. 50 lacs
Consisting of MD, F.D's

repersentatives, RCS's repersentatives.

SE and one or more other members

to be nominated by M.D. SE will be the

Convener of the above committees.

Managing Director
Hafed, Panchkula

CIRCULAR

For taking up the repair works the financial power of the local committee consisting of Project Manager/ Distt.
Manager/ General Manager, Sub Divisiional Officer concerned, Accounts Officer/ Section Officer of the Unit
has been revised depending upon the number of buildings in the complexes as per details given below:

Sr. No. Description Amount
1 Complexes having godowns upto Rs. 15000/~
5000 MT capacity including Chowkidar Annualy

Quarters, Office if any, Rice Mill
Complexes, Qil Mill Rewari, Ginning
Factory Hansi, Pesticides Plant Taraon,
Cold Stores, D.M office Complex with
4 or less residence.

2 Complexes having godowns between 5000 MT
to 10000 MT capacity including other small
buildings, ginning factory, bhattu CFP, Rohtak
barley malt plant, Jatusana. DM office
complexes having more than 4 residences and
upto 10 residences, Rs_20000/-

3 Complexes having more than 10000 MT
capacity with other buildings, Oil Mill
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8. CONSTRUCTIOIN DIVISION

Hafed is one of the major procuring agencies of Haryana State which not only procure Wheat, Paddy, Cotton
seed, mustard seed , gram, barley but also engage in distribution of chemical fertiliser through a network of
over 2200 Mini Banks and 63 Coooperative Mariketing Societies at Mandi level. For the preservation of heavy
food grains, various seeds and fertilizer stocks it has become imperative for Hafed to create sufficient
storage capacity 50 that scientific storage of such stocks could be done. As such construction of own godown,
plinth, office building, and residence is one of the main activities of Hafed which is looked after by
Construction Division. Besides this, Repairs and Maintenance of all these buildings is also looked after by this
division. In this regard all work relating to planning, arranging of funds, execution and maintenance is done
by Construction Divisian. To execute all these activities Hafed has delegated the powers at various level as
per delegaiion of powers. As on 31.03.2003 Hafed has a storage capacity of 7.04 lacs tonnes of godowns
and 7.43 lacs tonnes of open plinth. After completion of Fixed assets i.e. godown, plinths, building etc. is
transferred to respective District/processing units for maintaining record of the assets. To maintain
the record of each assets under construction and after compietion, accounting procedure may be followed.

In Pursuance of the decision taken by the B.O.A, In its meeting held on 28.08.2001 vide Supplementary
Agenda ltem No. 4, the following committee for approval of tenders, allotment of work for construction and
for purchase of material for construction was constituted:-

Sr. No. Particulars Authority Extent of Power

1 Approval of tenders and i) M.D. Upto Rs. 15.00 lacs
allatment of works for i)SE Upto Rs 3:00 lacs
construction iy Committee Above Rs. 15.00 lacs

headed by M.D.
consisting of SE and
three other members

to be nominated by M.D

2 Purchase of material for i} M.D. Upto Rs.15 facs
construction wark i) 8.E. Upto Rs. 3.00 lacs
iii} Committee headed Upto Rs. 50 lacs

by M.D. consisting of SE
and three other members {0 be
nominated by M.D.

- | | .




ACCOUNTS HEADS OF PADDY ACCOUNTING IN DISTT. OFFICES

hafed|

Name of | Accounts to be debited Accounts to be credited
activity
G.L. B.L. G.L. B.L.
Paddy Purchase from | Variety wise paddy a/c Suppller ajc{paddy) Concemed
purchase member{Paddy) saciety
from
member
Paddy Paddyfrice Sundry paries | Concemed
purchase Purchase from alc{paddy) party
from non | non
member member(Paddy
Receipt by Paddy/rice Disit.control a/c paddy Distt.funit
transfer Purchase by account
trfs.(paddy)
Paymant to Concerned society/party | Current afc with banks | Name of the
memberfnon Supplier alc bank
“member {paddy}
Incidental Incidental charges Sundry parties Concerned
charges on | on paddy Dami,Mkg.fee,cess,soci Party
paddy ety commisslon,|
Form,labour
charge tpt,charges,tags
Trading exp. Trading exn. a.3undry parties a/c Details of tax
(Rice) Milling charges, driage, | b.VAT watch  and
depreciation and |c.H.O. ward
gunnies, storage | (Rice) intarest,
charges VAT walch and | d.Bank alc parties afc
ward,intt. on working
capital, Advt. Misc.
2xp.
Sales Sundry Sales a/c(rice) Details  of
debtors(Rice) Mame of the party itern sold
Sales by | Distt.control Sales by transfer | Detail of
transfer afc{Rice)/processi Name of the distt.funit {Rice) item
ng control a/c(rice)} transferred
Sales by | Sundry Sale by shortage (rice) | Detail of
shortage parties/recoverabl Name of the short item
e from statf party/employee
Sales by | Incidental charges Sales by consumption Detall of
consumption on paddy Name of the item item
Payment Current afc with Sundry Name of the
recelved bank Name of the bank debtorsfparties(Rice) party
from
FCliparty
Deposit of | VAT payable a/c Currant afc with bank Name of the
VAT Detall of tax bank

.
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complexes, Ratia/Ding, Taraor, Rice Mill
and cald store complexes, DM office
complexes having more than 10 residences Rs.25000/-

It is added that these powers will be exercised only once a year by the local committes. In case additional
repair is required then the case will be forwarded by the local committee to the Head Office for the approval
and execution. This repair will include the repair of white washing, colour washing, painting, repair of
plaster, floor, roof, drains, water supply, E.I. Sanitary ware, wood work and glazing ete. but these repair will
not include.

1. Any addition/alteration in the existing bpilding for which approval of HO will be required.

2. Any change in the existing specification of the building will not be allowed without the approval of
the HO.

3. No new construction will be included in the repair without the prior approval of HO.

These repair will be executed by the committee after following the proper procedure and will have to record
entries in the MBs. Monthly statement of expendifure will be supplied by the concerned unit incharge to the
concerned Execulive Engineer for monitoring repairs and maintenance project.
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ACCOUNTING PROCEDURE FOR MAINTENANCE OF ACCOUNTS
OF CONSTRUCTION DIVISION

Nature of activity Account to be | Bye ledger Accountto | Bye ledger
debited account be credited | account
Generat General
Ledger Ledger
account account
Invitation of tenders | Works under Name of work | Current Name of the
(expenses on construction 1. Construction | account with | bank
advertisement ete ) of godown. bank
2.0ther areas
Receipt of eamest Current Name of the Eamest Name of the
money fram all account with bank money party
parties all banks receipt
: a/c{Const.)
Refund of earnest Earnest monay | Name of the Current Name of the
maney to rejected receipt alc party account with | bank
partiss {const.) bank
Transfer of eamest | Eamest money | Name of the Security Name of the
mongy received receipt a/c party receipt a/c party
from party whose (const.) {const.)
tenders are
accepted
On submission of Woarks under Name of work | a) Material Name of the
bills by party construction issued to party
constructor | 1.Amount
{Const.} payable to
bjSales tax | party.
alc {const.). | 2.Recovery
c)TD Sa‘c effected from
{Const.). party{cement,
bricks, etc.).
3.Any with held
dWorks amount.
under Name of the
construction | work,
8)8ecurity
receipt alc
{Const.). Name of the
party
Consultancy Work under Name of work | Material Name of the
charges payable to construction issued to party
consultants. contractor
(Const.)
Completion of Materal issued | Name of the Current a/c | Name of the
contract to Contractor party with bank, bank
{Const.) Works
a)Settlement of with- | Distt. Contrel Concemed under Name of work
held amount alc (Const.) Distt. construction
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b)Transfer of work Distt.Control Concerned Works Name of work
done to Assets afc. | a/c (Const.) Distt. under
c)Transfer of OR construction
expenditure on Processing Concemed Works Name of work
waorks of revenue unit Unit under
nature control{Const.) construction
Rafund of security Security Name of the Current Name of the
on expiry of receipt party account with | bank
| guarantee pericd alc{Const,) bank
Deductlon of amount | Security Name of the Work under | Name of the
from security an receipt party construction | work
account of any alc{Const.}
defect
Repair and Office Mame of exp. | Current Nams of the
maintenance work of | gverhead account with | bank
corporate expenses bank
officesfresidential {Const.)
colony
Payment of TDS Current Name of the
TDS/sales tax sales tax account with | bank
bank
Entries for purchase | Const.material | Goncemed Supplier Name of
of materials material (Const.) supplier
Payment to supplier | Supplier Name of Current Name of the
{Const) supplier account with | bank
bank
Entries for issue of Material issued | Name of the Constr, Concernad
materials to contragtor party material material
{Const.}
Return of matenial by | Constr. Concemed Material Name of the
contractor Material material issued to party
contractor
(Const.)
Entries for other
expenses
a)Shifting of material | Work under Name of work | Work under | Mame of work
from one site to construction construction
another
b)Supervision Work under Name of work | Current Name of the
charges construction account with | bank

hank
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9. WAR EHOUS'NG Di VISION

regularly visits to the storage points for inspection of stocks and give suggestiona/recommendaﬁons to the
storekeeper for maintain; ng the health of stocks. District Manager ang Inspector{Quaiity Control) submit their
health report of their respective districts to Heag Offica,

8. DEPLOYMENT OF WATCH AND WARD STAFF ;

The stocks are guarded by round the clock by walch and ward staff provided by security agencies, regular
employee ang daily wagers, The norms for deployment of watch and ward staff would be as per instructions
issued vide Administration Division vide their latter no,Hafed!Adman-15f693? dated 31.10.2002,

4, COMMERCIAL WAREHOUSING :
N
Hafed has started the commercial warehousing of food greins in the J000WNS conetructed by Hated as we

) ¥s of FCA has been stored and renats
ESN\Q\&Q\\ TINRR HariRs O e Detier of CINCHMING wherein stocks o >
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are being received at par with the HWC/CWC, All the facilities llke maintenance of health, watch and ward
and insurance etc. are being provided by Hafed. So far Hafed has given 3.24 lac MT gedown to FCI under 7
year gurantee scheme. Out of which 2.65 lacs MT have been got constructed through private parties and
remaining 59,000 MT god- owns are canstructed by Hafed onits own land. DMs are required to claim rentals
from the FCi every month on account of stocks stored by FCI under 7 year gurantee scheme godowns on
the storage rates fixed by CWC time 1o time.

5. ARRANGEMENT FOR STORAGE ARTICLES :

a)

b)

c)

c)

Wooden Crate

in arder that the stocks are stored in godowns / plinth in scientific way, wooden crates are spread
on the floor of the plinth / godown and each stack requires 36 wooden crates and the quantity of
the stacks in each stack is 150MT{approximately). Arrangement for wooden crates is made by the
Warehousing Division keeping in view the stock in hand, available wooden crates and the
anticipated purchases of wheat during the next seasan which are finalized at H.Q. through Director,
Supplies and Disposal Haryana, Chandigarh.

Polythene Covers

The requirement of polythene covers is worked out at H.O. level by asking information from the
Distt. Managers with regard to the serviceable polythene covers available with them and their
further requirement keaping in view the availability of stocks and anticipated purchasing in the next
Rabi season. The requirement of polythens covers so worked out at H.Q is scrutinized and sent to
the Director Supplies & Disposals, Haryana which makes arrangements for the same for all
procuring agencies in the state after getting the purchases approved from the High Powered
Purchase commitize of Gowvt.

Cap Cover Nets

In order that the polythene covers mounted on the stacks of wheat remain intact even during heavy
winds and storms, nets are used to give it proper support. Therefore, we need Cap Cover Nets for
the stacks stored in open. The arrangements for purchase of Cap Cover Nets are made at H.Q.
level through Director, Supplies & Disposal Haryana, Chandigarh.

Fumigents

For the purchase of fumigation and spray to the wheat stocks as per prescribed schedule of Food
Department, arrangements for aluminum Phosphide and Dentlethrin 2.5% WP are made at H.O.
level through Director, Supplies & Disposal Haryana, Chandigarh. Keeping in view the stocks in
hand and anticipated month-wise dispatches of wheat stocks.
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6. Maintenance of Insurance Fund accounts :

It has been decided that instead of obtaining insurance cover against fire policy which alse include flood and
theft / burglary of wheat stocks and gunny bales lying with Hafed in the state. Hafed shall create / maintain
stock risk fund at the same rate of Rs. 2.50 per thousand annually which is equal to the premium payable to
the insurance companies for the 10% of the total value of the wheat stocks and gunny bales, lying with Hafed.
Therefore, necessary action is to be taken as under :-

a) District managers, Hafed, at the end of each menth shall credit the "Reserve and surplus (GL)-
stock risk fund account (SL)" by conira debit to procurement trading income Expenditure
account-insurance fund which will be calculated @2.50 per thousand annually on the total value of
wheat stocks and gunny bales available in the district. This fund will take care of insurable risks of
wheat and new gunny bales only,

b) In case of any mis-happning / loss suffered by Hafed due to fire, flood or theft, concerned D.M.
shall recover the losses from the defaulters in case of fire and from the concerned security agency
in case of theft and so on. D.M. shall also lodge FIR with the police for investigation as per
procedure. In case after detailed enguiry, it is established that none is responsible fer the losses
suffered by Hafed and the losses are not recovered then D.M. shall refer the case to H.O. for
adjustment of the tosses from the stock risk fund account which shall be taken only as a last resort.

¢) The insurance against fire and theft for the mustard seed, Paddy and rice stored under joint
venture account with Nafed as the case may be and insurance for the theft and burglary on 10%
first loss basis on the stocks stored on commercial warehousing account in 7 yr. Guarantes
godowns and other godowns where warehausing facilities are being provided by Hafed shall be
contained as per procedurg in vegue.,

7. Depreciation on Storage Artleles :

Depreciation shall be charged on fixed assets as per rates provided in income tax Act -1961 and Two parts
i.e. the storage articles, godowns and plinths acquired before 30th sept. should be charged on full rate and
after 1st October should be charged half on the rates which shall be debited to the warehousing trading

Expenditure account.

In order that all Warehousing accounts transactions are recerded in systematic and orderly manner, it has
been considered to prescribe the head of accounts o be opened in general ledger at Head office and district
office level. Main heads of accounts as well as subsldiary ledger would be as under: -
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S.No. | General Ledger Head Subsidiary Ledger Head
1. Warehousing Trading ]
Expenditure Account, iy Repair and Maintenance of
godowns and ptinths,
i) Water and Electricity.
iii) Watch & ward
iv) Fumigation expenses.
v}) Incidental on Storage articles.
vi) Advertlsement & Publicity.
vil) House / property tax.
vill)  License fee.
ix) Depreciation an godowns /
plinths.
X} Rent Paid.
2. Warehousing income Account
i) Storage charges received.
i} Sale of empty flasks.
ki) Discount received.
iv) Penaity.
3. Warehousing purchasing
acoount, )] Purchase of aluminum
Phosphide,
it} Purchase of Deltamethrin.
il Purchase of other.
4 Warehousing sale by
Consumption account. i) Sale by consumption of
aluminum FPhosphide.
i} Sale by consumption of
Deltamethrin.
i) Sale by consumption of ather
furnigants, if any.
5 Warehousing fixed Assets
i} LDPE Covers.
i) MLCL Covers.
iii} Wooden crates.
iv) Tarpaulines.
V) Cap cover nets.
i) Nylon ropes.
i) Moisture meters.
viii)  Fire extinguishers.
ix} Spray pumps.
x) Weighting Scale / Platform

scale,
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Management of cold Storages :

Hafed warehousing Division is not only looking after dry storage but also of wet storage by maintaining one
cold storage at Taraori. The purpose of setting up these cold storages is to provide custom hiring facilities to
potatoes growers of the state so that they may store there potato in the potato production season when the
price of the potato touch the rock bottom in comparison to the high rocketing prices in the off season so that
they may get handsome profit from their production. Hafed helps the farmers / producers not only by custom
hiring of their produce but also makes advance against stocks so that they may not be finandally
handicapped while depositing their produces in the cold storages otherwise they will always feel allured to
get cash cut of their produces at the time of its production.

The expenses of the cold storage are divided in to two parts i.e. fixed cost and variable cost. The fixed cost
shows the expenses, which do not change with variation in volume of output. The variable cost tends to vary
directly with the volume of eutput. The velume of output fluctuate from month to month due to seasonal and
other factors, fixed costs being same every month, fluctuation occur in unit cost of praduct produce during
different periods, thus vitiating comparison of cost fram month to month. To obviate this uneven incidence of
fixed cost of units of output, fixed costs are treated as period cost and are excluded from product cost. Break-
even production of each processing unit must be worked out by dividing fixed cost with the contribution,

Fixed cost of cold storage will comprise of below noted items

1. Depreciation shall be on fixed assets on written down value of the assets as per rates provided in
Income Tax Act-1961 and two parts that is the storage article godowns and the plinths acquired
before 30th Sept. should be charged on full rate and after 1st October every year should be
charged half of the rates

Interest on block cost
Office overhead expenses

Administralive expenses

IS S

Insurance

Variable cost of cold storage will consist of following items

1. Running expenses, which include electricily charges, repair of plant and machinery and
cansumption of H.8.D oil.
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Head of accounts in the cold storage would be as under: -

General Ledger Head

1. Capital reserve
Processing confrol a f ¢
Income tax payablea/c
Sundry creditora /¢
Security received a / ¢
Wheat loan a/c

Advance storage charges

General advance to staff

© o NS e A w N

Sale tax payable
Cash in hand

— e
S &

Cash at bank

-
n

Stores and spares

ury
w

Loan to farmers

—
e

Fixed assets

e
o

Security deposit

—
o

Recoverable from staff

—
~

Depreciation

—
w

Financial expenses

—
«

Storage charges received

(8
<

Running Expenditure

(8]
pary

. Administrative expenses

&
~a

Office overhead expenses

Electricity charges, repair of plant, labour charges, consumable of stores, insurance charges and
cansumption of HS.D. oil. Salary, TA, Bonus etc. Telephone, stationary newspaper and periodicals,
Business promotion expenses, legal expenses, water and electricity, festivals gifis, bank charges, advi.
Expenses, phote state charges and house tax. Etc.

- ”
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10. INPUTS DIVISON

The Co-operative Marketing Sacieties have been entrusted with the distribution of fertilizers at fixed price to
fheir members and other fafmers. In view of the important role played by the co-operative Marketing
Societies in distribution of fertilizers and other agricultural inputs, the Income Tax Act provides that the
income of societies in the purchase and supply of agricultural inputs intended for agricultural purposes to
members would be exempted from the income Tax.

Fertilizer Divislon shall prepare a Cash Flow Statement and Fund Flow Statement yearly and a profitability
Statement of the anticipated fertilizers business half yearly. The actual performance of the fertilizer division
would be reviewed by comparing the acfual figures of receipts and expenditure with the anticipated figures
provided in the Cash Flow and Fund flow statement and profitability statement, reasons for deviations from
the projected figures will be analysed and steps would be taken to streamline the operations of the fertilizer
division.

indents for purchase of fertilizers would be placed by the fertilizer division after taking into consideration the
anticipated sale of feriilizer at various stations. Strict inventory control would be exercised and it would be
ensured that there may neither be any shortage nor excess of stocks ¢f fertilizers than the requirements at
any station. The indents would be properly planned so as to avoid shifting of fertilizers from one station to
ancther, leading to avoidable transportation charges.

The Fertilizer Division in head office would scrutinize analyse and compile the inforrnation received form the
district offices and would submit the consolidated information to the GM (F&A) by 15th of each month.

1. Trial Balance of the ferilizer branch Bye ledgers,
2. Consolidated information showing district wise bills prepared and pending.
3. Reconciliation statement of fertilizer account with Head office.

4. Consolidated position regarding fertilizers sold against cash payment out of bufter stocks, amount
remitted to the head office, amount utilized or adjusted in the district offices and amount in the
current account with the bank.

5. Statement showing misc. fertilizer, amount recoverable from various sources by distt. offices.
6. Statement showing stack position of fertilizers.
7. Statement showing outstanding cash sale proceeds of fertilizers.

8. Statement showing comparative position of budgeted figures and actual figures.




9. Statement showing comparative position of projected cash flow of fertilizer division and actual
figuras.

CENTRAL STOCK REGISTER

1. The district office of the federation would maintain a central stock register indicating the stock in
each center of the federation.

2. The Assistant attached with each office and entries in the register would be daily chacked by the
S0.

3. Separate pages would bhe earmarked in the register far each kind of fertilizers.

4, The entries of receipt would be recorded on the basis of debit notes or transfer notes received from
the head office and entries for issues would be recorded on the basis of delivery orders issued by
the District Manger .

5. The incharge of the buffer godowns would be required to submit as monthly copy of the stock
register. The official maintaining central stock register would check the same and ensure that the
balances of the stacks at various centers tally with those shown by the central stock register.

6. The district manager would conduct physical verification of the stocks at frequent intervals.

The district manéer wolld submit below noted information to the head office on monthly basls.

1.

Monthly sale and stock staternent of fertilizer, society wise duly consolidated for Hafed Railhead
agencies and Hafed Buffer godowns.

Manthly consolidated sale and stock statement (fertilizer wise).

Monthly statement showing receipt and sale of stocks from the buffer godowns of the federation
including Hafed railhead agencigs.

Monthly statement showing outstanding cash sale proceeds of fertilizers.

Manthly statement showing the receipt and disposal of cash on account of sale of fertilizer.
Statement showing fertilizer requirements for the ensuing month.

Statement showing stock pasition of fertilizers along with its value.

Statement showing misc. fertilizer recoverable by District offices including Hafed railhead agencies.

Monthly Profitability
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PROCEDURE FOR PURCHASE OF DIFFERENT FETILISER IS AS UNDER:

The Distt. Managers, will assess the requirement of fertilizers kind wise, center wise and month wise for a
crop season hased on the past performance adding thereto the normal growth rate of consumpfion for
ensuing crep season. The DMs give requirement of contralled fertilizer at least one month in advance of
each crop seasen. The requirement of decontrolled fertilizer such as DAP, NPK, SSP, Zinc Sulphate etc. is
given by the distt. managers to the head office in inputs division for kharf and rabi season before the
commencement of each crop season as lengthy procedure of tendering etc. needs to be followed to finalize
the purchase of decontrolled fertilizer. Inputs division then compiles the requirements of fertilizer month wise
and center wise for a crop season and ars got approved from M.D. regarding finalization of the quantity to be
purchased.

The Accounts section of inputs divisicn will release all payments to the various fertillizer suppliers i.e. IFFCO,
KRIBHCO and NFL ete. on receipt of lifting certificates from concemed district managers as per terms and
conditions approved by the M.D. or state Govt. besides keeping its accounts with suppliers and our field
offices, which are reconciled every month and final accounts are compiled at the end of financial year.

SUB-HEADS OF FERTILIZER TRADING INCOME/EXPENSES ACCOUNT
1. Rebate

Farmers Rebate

Advertisement and Publicity

Bank Charges

Fertilizer Risk Fund

Gift to Saciety

Exhibition expenses

Handling Charges

©® ® N O 08 A BN

Interest on Hundies.

-
e

Labour Charges

b
-

. Licence Fee




12.
13.
14.
15.

16.
17.

Misc. Expenses
Petronage rebate
Rebagging Charges
Storage Charges

Transportation charges from bufier to retailer.

Transportation charges from Railway Station te buffer.
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ACCOUNTING PROCEDURE FOR MAINTENANCE OF INPUTS ACCOUNTS

Nature of activity Account to be Bye ledger Account to | Bye ledger
debited General | account be credited | account
Ledger account General
Ledger
account
Receipt of earmest Current account | Name of the | Eamest Name of the
money from all with bank bank money party
parties receipt alc
(Inputs}
Refund of earnast Earnest money | Name of the | Current Name of the
money to rejected receipt a/c{Ilnput) | party account with | bank
parlies bank
Transfer of earnest | Earnest money | Name of the | Security Name of the
money received receipt a/c party receipt alc party
from party whose (Input) {Input)
tenders are
accepted
Fertilizer/pesticides | Purchase(lnput} | Fertilizer/Pes | Supplier Concerned
and seeds etc ticides/seads | input society
purchased purchase a/c
Purchase by Purchase by Name of the | Distt. Name of the
transferfexcess transferfexcess | commodity Control a/c | Distt.
afc (Input) {Inputs)
Misc. expenses on Trading exps. 1. Adv.& Inputs Concerned
handling etc. {Inputs) publicity exp. | supplier society.
2. Storage
charges.
3. Transp.cha
rges.
4. Handiing
chgs.
b.Labour
charges.
6.Liconnse
fees.
7.Gifts to
society.
8.Misc.exps.
9.Intt. on
CCL.
10.Rebate.
Payment to parties Inputs suppliers | Concemed Current a/c | Name of the
supplier with bank bank

hafed |
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Sales of commodity | Input debtors Concerned | Sales Name of the
memberfnon agency afc(lnputs) | commedity
members

Sales by Distt. control Name of Sales by Name of the

consumptionftransf./ | a/c{inputs) disftrict consumptio | commodity

shortage nftransfer/sh
ortage

Receipt of payment | Gurrent account | Name of the | Debtors Cancerned

from debtor with bank bank (Input) party

Refund of security Security receipt | Name of the | Current with | Name of the
a/clinpuis) party the bank barnk

Misc. income Inputs supplier Concerned Trading 1.Rebate

society income 2.Storage chgs.
(Inputs) 3.Intt. received

4. Qty.rebate
5.Misc.income
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11. MARKETING DIVISON

The main objective of Marketing Division of Hafed is the minimisation of trading risks, building corporate
image and 1o provide better marketing suppott to the farmers of the State for agncultural produce, |t also
aims at providing quality products to the consumers at competitive rates.

The Marketing Division helps the processing units producing consumer products ike Basmati, non Basmati
rice, Edible cils etc. find markets for their products. This division also takes up marketing of the items cnly
after packing without actually going in the production besides marketing other branded products like the tea
of Nafed for them.

Marketing is undertaken in consumer packs of various denominations and sizes, the prices for which are fixed
keeping in view the prices of competitive products in consultation with the divisions looking after the
preduction aspects. The distribution channels include C & F agents, distributors and retailers or combination
for some of them depending upen the need/requirements of a particular market. Hafed also has its own retall
outleis from where the consumer products are sold in retail at rates lesser than MRP. Promotional support
is given through various types of advertising and publicity as per the budget got approved from BOD Hafed.
All the activities by Marketing division are under taken on behalf of the processing units and therefore, all the
sales proceeds are passed onh and all expenses incurred for marketing are charged to the concerned
processing units.

SUB HEADS OF TRADING EXPENES (MARKETING)
1. Advt. & publicity (Mkg.)

Compensation of wages (Mkg. T/exp.)

Dala charges(Mkg.}

Fumigation expenses{ivkg.)

Insurance charges{Mkg.)

Labour charges(Mkg.)

Legal fee of permit

Oil & lubricant (Mkg.)

@ ® N o O h L N

Repair & maintenance of vehicle {Mkg.)

—h
=

Tasting charges {Mkg.)

=y
—

. Tpt. charges (Mkg.)

—
na

Transit loss {Mkg.)




ACCOUNTING PROCEDURE FOR MAINTENANCE OF MARKETING ACCOUNTS

Nature cf activity Acccunt to be | Bye ledger | Account fo Bve ledger
debited General | account be credited | gocount
Ledger account General

Ledger
account

Receipt of eamnest | Current account | Name of the | Earnest Name of the

money from  all ; with bank bank money party

parties receipt alc

(Mhkg.)

Refund of earnest | Earnest money | Name of the | Current Mame of the

money to rejected | receipt a/c(Mkg.} | party account with | o0

parties bank

Transfer of earnest | Earnest money | Name of {he Security Name of the

money received | receipt a/c (Mkg) | party receipt alc party

from party whose (Mkg.}

tenders are

accepted

Expenditure on afc | Sales Name of the | a.Trade Concerned

of advl, publicity & | overhead(Mkg.) | expenses debtors agency

exhibition etc. ( Marketing)

b.TDS

Payment to party Trade debtors | Concerned Current Name of the
{Mkg.) agency account with | 5

bank

Receipt of stock at | Purchase by | Commadity | Distt.-control | Distt. office/unit

H.Q. for sale transfer (Mkg.) (Mkg.)

Sales stock Trade  debtors | Concermned a)Sales a’c Commodity
(Mkg.) agency {Mka.)

b)Sales tax
payable

Other  expenditure | Trading a.Truck exp. | a.Trade Name of the

incurred income/exp.a‘c | b.Labour debtors
(Mkg ) charg. (Mkg.) partylemployee

c.insurance | b.General
¢hrg. advance
d.Godown

chrg.

8.0ther chrg.

Payment of exp. a.Trade debtors [ Name of the | Current Name of the
(Mkg.) partylemploy | account with | hank
b.General ee bank
advance

Sales by shortage a.Trade debtors | Name of the | Sales by | Commodity
(Mkg.) party/ shortage
b.General employee
advance
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Distribution of gifts Salés overhead | Distribution | Sales by | Name of
of gifts gifts commodity

Deposit of sales | a.TDS Current a/c | Name of the
taxfincome tax b.Sales tax with bank bank

payable

+

Refund of security Security receipt | Name of the | Current aic | Name of the

afc{Mkg.) party with bank bank
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12. EXPORT BUSINESS ACCOUNTING

Hafed has been declared as PSU for expert and can export Wheat/Rice in association with varigus exporters.,
These exporters are termed as our 'Associate Exporters’. Al profit and loss of the export business are on
these exporters account and Hafed has to get a fixed margin per MT on the exported quantity. This margin
is also variable depending upon the terms and conditions settled with the associates. The Hafed's margin
may be different in case of Wheat and rice. Though the Profit/lLoss is on account of the associate exporter
yet, Hafed has to maintain all accounts of Purchase, Sale, expenditure and Income (as per delails provided
by associates) in its books as the export is in the name of Hafed A/c associates. Foliowing financial
transactions will be accounted for in the bocks of Hafed.

1. Onreceipt of payment from the party against export of Rice, the following entry will be passed in Hafed's
books:

Debit Bank
Credit To the Party under the head Trade Debtors (Export-Rice)

2. Payment made by Hafed to FCI for release of Wheat/Rice from Bank EPC limit of Hafed. “For this
transacticns Hafed will pass the following entry in the books:"

Debit To the Party under the head Trade Debtors (Export-Rice or Wheat)
Credit Packing Credit Limit/ Bank

The payment made to FCI for Purchase/getting released Rice/ Wheat stocks will be debited to party's
account on whose behalf the stocks are being tzken from FCI, Instead of debiting to the FCI because it
will facilitate to know the party's account position at any point of time.

3. Incase of Wheat, Hafed is receiving payment of Wheat in advance from associate exporters, Hafed will
deposit this amount in the bank GCL Afc. For this transaction Hafed will make following entry in our
books.

Debit Bank CCL A/c - Name of the bank.
Credit Ta the Party under the head Trade debtors (Export-Wheat/Rice)

4. In some cases Hafed receive part payment say 15% or lump sum fixed margin for export of Wheat from
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our associate. This amount will remain with Hafed as a deposit to safeguard Hafed's payment of

dispatches on this amount. For this fransaction following entry in books be made:

Debit Bank
Credit To Margin money of export contract (Name of the party)

5. In the normal course of export business, the exporter is required to glve Bank Guarantee to the FCI.
Since Hafed has been given the status of PSU and is exempted to give Bank Guarantee to FCI, but
required to give a Indeminity Bond to FC| in lieu of Bank Guarantee. However to safeguard own
interest, Hafed takes Bank Guarantee from some of the Associates for 10% of the amount of differential
value or take deposit of the equivalent amount from the party (Associate). Hafed will retain this amaount
as security and will pay interest to the exporter as agreed to for, the amount taken on security. The
fallowing transactions will be booked:

Dehit Bank
Credit To the Party under the head Trade debtors (Export - Wheab/Rice)

6. Halfed also gets earnest money for processing of their offer from the prospective associate exporter. In
case party withdraws its offer then this amouni will be forfeited. Otherwise amount is
refundable/adjustable. In case Hafed rejects the offer of the party then this amount is also refundable,
For this fransaction, Hafed will make following entry in its books:

Dehit Bank
Credit To the Party under the head Earnest Money (Export - Wheat/Rice)

7. Hafed is lifting the stocks of Wheat and rice from the Central Pool. In case of Wheat/Rice the Govi. of
India fixes the rate from time to time, We receive the cost of Wheat from the associate exporter at the
rate fixed by Govt. of India for export. Generally we take delivery of VWheat from Hafed's own stock
procured under MSP. On loading of rake for export, the concermed DM will claim the cost of Wheat
slongwith cost of gunnies and incidental etc. from FCI as they usually claim in other dispatches to FCI.
The cost of export quantity (Gross Weight) at the rate of export price fixed by the Govt. will be
deducted by FCI from our bill/above daim which should be debited to Head office by the concerned Distt.
through H.Q. Distt. Control account{Export Afc). The amount should be debited to Head Office office by
the concerned Distt. immediately after loading of rake and the debit advice should be sent to Head
Office. it must be ensured by DM concemned that the debit advice is received at Head Office
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immediately so that the amount may be debited to the concerned associate exporter. The amount if any

deposited on behalf of any associate exporter with the railway and any other deduction made by FCI
relating to Wheat export should be de-. ad to Head Office immediately for further dehiting this amount
to the concemed export associate. The information regarding dispatch of Wheat should also be
submitied by cancerned Distt. on proforma in the monthly meeting to Head Office. Even if no
dispatches have been made in a particular month, nil infarmation must be submilted. For Wheat stock
loaded/dispatched belenging to FCl/other agendies, the cost deposited will be debited to associate by
graditing the agency. For these transactions following entries will be booked:

Debit To the Party under the head Trade debtors Alc {Export-Wheat/Rice)
Credit Hafed concerned District Office

Debit To the party under the head Trade debtors {Export-Wheat/Rice)
Credit FCI/Agency (from where stock lifted)

8. Sale proceeds received by Hafed from foreign buyer on negotiation of export documents. For this
transaction Hafed will make following entry in our books:

Debit Facking Credit Limit/ Bank
Credit To the party under the head Trade Debtars (Export)

9. In case payment is received from FCI on A/c of less delivered stock and freight reimbursement, than
Hafed has to pass on this amount to the associate exporter. For this transactions following entry be
made:

Debit Bank
Credit To the Party A/c under the head Trade Debtors (Export)

10. The Sale/ Purchase of Wheat and rice will be booked at Head Office level by debiting/crediting the
account of the associate experter/FCIl. The sale will be booked on the basis of invoice issued by our
associate exporter. All the expenses except our commission will be on account of associate exporter.
The entries of Purchase/Sales will be made in our books as under:

i. Purchase Alc {(Wheat/Rice) Dr.
FCI Cr.
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ii. FCI Dr.
(ﬁl}f payment deducted by FCI from District Office for Wheat dispatches)

To the Party under Trade debtors {Export-Wheat/Rice) Cr.
ii. To the Party under the head Trade Debtors {Export) Dr.
Sale Alc (Export-Wheat/ Rice) Cr,

The Sale/Purchase entries can be made directly by debiting FCI at the time of release of payment of
Rice/deduction fram Wheat bills. But to have the up to date clear position of associates account we have
debitedicredited the A/c of associates at S.No. 2,34, and 5. And to clear these A/lc on monthly/
quarterely basis we will be debiting/crediting above entries of sale & purchase.

11, Hafed Margin/Commission/service charges will be credited to trading incomefexpenses AJc (Export).
The provisions of expenses if any will be made under the head export trading income/expenses payable
Alc{Export).

Dabit To the concerned Party under the head Trade debtors. (Export)

Credit Trading Income/Expenses Export Alc (Wheat/Rice).

12. Hafed has to pay interest as per agreement with the associates on the amount of the depasit on their
margin money/Bank guaraniee at the rate approved by the authorities. These funds received are being
utilized by Hafed in the Wheat CCL A/c thus the interest paid will br debited to Wheal Trading (income
& Expenses) by crediting to Associate account.

13. In some cases FCI deducts payment from our Wheat bill more than the amount they should deduct as

per policy. Till final decision Hafed will be debiting this amount to associate A/c by crediting its Distt.
Office. There are also cases where some times FCI deduct payment from our Distt. Office less than it
should have deducted from Hafed as per policy. Since this amount can be asked by FCI at any time for
depositing with them, Hafed cannot take the risk of not debiting this amount to the parties. Thus, Hafed
should debit the Alc of associates with the amount, for which amount should be charged actually or FGI
deduction whichever is higher. And in case of less deduction than the less amount deducted be
credited to FCI Payable Afc.
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14. Any other payment made by the Hafed in the A/c of paity such as Bank Charges/courier
charges/OTA/Demurrage etc. will also be debited to the A/c of Associates.

Following financial transaction will be accounted for in the books of Hafed on providing the detail by the
export associate though the actual expenses has been incurred by them in connection with export.

The expenditure made by associates an Alc of freight from FCI godown to their godown/greeding unit.
Expenditure on A/c of greeding of packing at Delhi or at port town.

Packing material purchases

CA&F charges at port.

Sale of broken/reduce rice.

Purchase of rice for completing the cargo.

Sale of unserviceable gunnies.

Payment of premium of Insurance Charges.

NG ;RN

These entries are required to square up the A/c as per our agreement with the parties, and these entries will
he passed with the approval of CGM (Rice & Wheat).

During the course of export if any additional entries are required at any stage that will be accounted for with
the approval of competent authority,

Purchase/Sale day book will be maintained in the division so that quantity A/t and financial A/c are tallied.

Day book/Ledgers will also be maintained in the division for all the export transaction, as this is required to
know the day to day debit/credit balance of the parties. This will be in addition to the computerized Afc of
Hafed maintained by general branch. This division has to issue instruction to the Distt. Office for release of
RR'S of Wheat rake loaded on daily basis for which the computerized Account cannot give timely assistance.

Naote:

1. The trade debtors (Export) should be prepared separately for wheat and rice.

2. The Purchase, Sale and export expenses may be indicated separately.

3. The actual expenses on export mentioned at $.No14 should be properly examined and passed by the
concerned Divisional Head.

4. Any shortage during process of export be accounted for properly and proper Head be indicated
separately.

5. The ransactions should be indicated sequence-wise.
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ACCOUNTING PROCEDURE FOR MAINTENANCE ACCOUNTS OF.

EXPORT OF WHEAT/RICE
debited General | account be credited | account
Ledger account General
Ledger
account
Receipt of earnest Current account | Name of the | Earnest Nams of the
money from all with bank bank money party
parties receipt a/c
{Export)
Refund of eamest Eamest money | Name ofthe | Current Mame of the
money 1o rejected receipt party account with { bank
parties alclexport) bank
Transfar of eamest | Eamest money Name of the | Securily Name of the
money received receipt afc party receipt afc | party
from party whose {export) (export)
tenders are
accepted
Receipt of margin Current account | Name of the | Margin Name of the
maney on account of | with bank bank money party
wheat from (export)
associate exporters
Receipt of security Current account | Name of the .} Trade Name of the
on account of bank | with bank bank debtors{exp | party
Guarantes ort)
Receipt of payment | Current account | Name of the | Trade Name of the
from the party on with bank bank debtors{exp | party
account of export of ort)
rice/wheat at the
rate fixed by Govt. of
India _
Advance payment Current account | Name of the | Trade Name of the
receivad from with bank bank debtors{exp | party
associate exporters ort)
on account of export
of ricefwheat .
Payment by Hafed | Trade Name of the | Current Name of the
to FCI through Bank | debiors(export) | party account with | bank
EPC/PCL limit bank
CCL Name of the
account with | bank
bank
Purchase of Purchase alc - Name of Trade FCi
wheat/rice from FC| | (export) commaodity debtorsiexp
orts}
Bocking of sales of | Trade Name of the | Sales alc Name of the
wheatfrice debtors{export) | party {export) commuodity
Sales proceeds by Current account | Mame of the | Trade Name of the
Hafed from foreign | with all banks bank debtors{exp | party
buyer orts)
CCL account Name of the
with bank bank
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Transfer of amount | Trade Name of the | Distt. control | Name of the
received from trade | debtors(export) | party alc Distt.
debtors
Payment adapted by | Trade FCI Trade Name of the
FCI from district debtors{export) debtors{exp | party
office for wheat art)
dispaiches
Entry for Hafed Trade Name of the | Trading
margin/commission__ | debtors(export) | party income
Payment of interest | Trading Interest a/c a) Trade Name of the
given to associate expense{export) debtors{exp { party
exporter on account ort)
of margin
money/security

b} Income

tay
Deposit of income Income tax Current Namsg of the
tax account with | bank

bank
Refund of security Security receipt | Name of the | Current Name of the
/margin money a/clexport) party account with | Bank

hank

Margin Name of the § Current Name of the
money{export) party account with | Bank
bani

lhafed]
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13. TAXATION MANAGEMENT

INCOME TAX

Tax planning in case of Haryana State Co-operative Supply and Marketing Federation Limited (HAFED)
means arrangement of its financial activities in such a way that maximum tax benefits are enjoyed by mak-
ing use of all beneficial provisions in the tax laws by availing certain exemptions, deductions, rebates and
rellefs within the framework of law.

The total income of the Society will be computed in the manner in which income of any other assessee is
computed. The first and foremost step in this direction will be to ascertain gross total income by calculating
income under the relevant heads. The Gross Total income will be computed without taking into account
exemplions avaitable under section 10 to 13A, if any and then deductions permissible under Chapter VIA i.e.
sections 80(G) to 80(P) will be deducted. After that the tax liability of the Saciety wili be calculated at the
following rates:

Rates applicable to a Co-operative society for the Assessment Year 2005-06:

Net Income Range Rate of Income Tax
Upto Rs. 10,000 10%
Next Rs. 10,000 20%
Balance Income 30%

The tax computed as above shall be increased by a surcharge of 24% for assessment year 2005-06 and
education cess @ 2%.

From the Gross Tolal Income of the Co-operative Sociaty, the deduction under section 80(P) will be allowed
as under:

(1) Profits attrlbutable to certain specified activities [Section 8O(PX2)(a)]: 100% of the profits, included in
Gross Total Income attributable to any one ar more of the following activities:

() canying on the business of banking or providing credit facilities to its members; or
(i) a cottage industry, or
(i) the marketing of the agricultural produce grown by its members; or

(iv} the purchase of agricultural implements, seeds livastock or other articles intended for agriculture for
the purpose of supplying them to its members; or

{v) the processing, without the aid of powers, of the agricultural produce of its members; or
{vi) the collective disposal of the labour of its members; or

{vii} fishing or allied activities, that is to say, the catching, curing, processing, preserving, storing or
marketing of fish or the purchase of materials and equipment In connection therewith for the
purpose of supplying them (o its members.

(2) Profits of certain primary co-operative socleties [80{P)(2 b
100% of the profits, included in Gross Total Income are deductibla in the case of a co-operative

society, being a primary scciety engaged in supplying milk, cilseeds, fruits or vegetables raised or grown
by its members to -
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(3)

{4)

(5)

(6)

m

{2)

a

omon

{@) a federal co-operative society, being 2 society engaged in the business of supplying milk, oilseeds,
fruits, or vegetables, as the case may be; or ‘

{b) the Government or a local authority; or

(¢} a Goverment company as defined in section €17 of the Companies Act, 1956 or 2 statutory
corporation (being a company or corporation engaged In supplying milk, oilseeds, fruits or
vagetables, as the case may be, to the public).

General deduction [80(P)(2)E]:

In the case of a co-operative society engaged in activities other than those specified in 1 and If above,
either independently of, or in addition to. all or any of the aclivities so specified, so much of its profits
and gains atfributable to such activilies as does not exceed

{i} where such co-operative saciety is a consumers' co-operative society Rs. 100000
{ii} inany other case Rs. 50000
Income from investment with other co-operative societies [80(P}(2)(d)]

100% of the profits, included in. Gross Total income are deductible in respect of any Income by way of
the interest or dividends derived by the co-cperative society from its investments with any other
co-operative socisly.

Income from letting of godowns or warehouses [80{P){2)(e)]

100% of the profits, included in Gross Tatal Income are deductible in respect of any income derived by
the co-operative sodiety from the letting of godowns or warehouses for storage, processing or facilitates
the marketing of commodities.

Income by way of interest on secwrities or income from house property subject to certain conditions

[8C(P)(2)(P]

100% of the income from interest on securities or income from house property shall be allowed as
deduction in case the following two conditlons are satisfied:

The assesse must be a co-operative society being (i) a housing society or {ii) an urban consumer
society, or (iii) a soclety carrying on transport business, or (iv) a society engaged in the performance of
any manufacturing operation with the aid of power, and

The gross total income of such society does not excesd Rs. 20000,

The other deductions available to a co-operativa society under Chapter VI A of the Incorme Tax Act, 1961
are as under;

a80G Donations to certain funds/charitable institutions, etc.
80GGA Certain donations for scientific research or rural development
B80HHB Profits and gains from projects outside India.

80HHBA Deduction in respect of profits and gains from housing projects in Ingia
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5. 80HHC Profite and gains from export of goods or merchandise.

6. 80HHD Profits from recsipts from foreign tourists in the case of hotelftour operator/travel agent.

7. @80HHE Profitz and gains from export of computer software.

& 80HHF Profits and gains from export or transfer of film software, etc.

9. 80-A Profits and gains of new industrial undertakings or enterprises engaged in infrastructure
development.

10. 80-18 Profits and galns from certain industrlal undertakings other than infrastruciure
development undertakings.

11. BOJJA Deduction in respect of profits and gains from business of collecting and processing of
bio-degradable waste.

12. 80P Incame of co-operative societies.

Where an assessee is also entitted to deduction ufs 80HH, 80HHA, B80HHB, 80HHC, 80HHD, 80-1, 80-1A
deduction u/s 80P shail be allowed with reference to such profits and gains as reduced by the deduction
allowed under those sections. [section 80P(3)]

The activity of marketing of agricultural produce of its members, referred fo in section 80P(Z)(a) (iil) must be
confined to the direct produce from agriculture and not to anything manufactured or processed out of it. In
case of Paddy, it is an agricultural produce. If a co-operative society undertakes the sale of paddy grown by
its members, the profits derived therefrom will gain exemption under this section. But if the society
undertakes the sale of rice processed out of such paddy, the exemption is not afiracted.

The expression whole of the amount of profits and gains of business attributable to anyone or more of such
activities as employed in section 80P(2)(a) indicates that the deduction under section 80P(2)(a) (ii} is to be
given to the extent of the whole of the profit attributable to the cottage industry without deducting there from
any loss arising in section 8OP(2)(a). This is so because it would not be proper to deduct loss incurred in any
such activity from the net profit of another activity as the word used In section 80P{2)(a) is " or "

The profits and gains of the Co-operative Socisty shall be computed in accordance with the provisions
contained in Sections 30 to 43D. Also the provision of Sections 44 to 44D have also to be taken into account
in this context as they make certain speclal provisions regarding the computation of profits and deduction of
expenditure in certain cases. Allowances and deductions provided for in sections 30 to 43D are not
axhaustive. Where an assessze made a clalm for a deduction which is not specified in sections 30 to 37,
the daim was held to be allowable in respect of the expenditure or loss incurred by the assessee which was
incidental to the carrying on of the business.

According to recent declsion under the Income Tax Act, for deduction under section 80P of Income Tax Act,
1961, the interest income accrued by the cooperative banks on investments in govemment securities, fixed
deposits, kisan Vikas Patra and Indra Vikas Patra out of the surplus money avzilable from working capital
including voluntary reserves, are eligible for deduction under Section 80P of the Income Tax Act, 1961.
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General principles shall be followed for allowing the deductions while computing the income of the
Co-operative Society:

1. Expenditure should have been incurred during the previous year.
Expenditure should be incurred for the purpose of the business.

2

3. No deduction is allowable in respect of a discontinued business.

4. Expenses incurred before the setting up of a business are nol allowed,
5

Reserves or provisions for contingencies or anficipated losses cannot be clalmed as a deduction. In
cases where the assessee provides for any contingent liability tike bad debts, sales tax, etc. which have
not arisen during the previous year but are only anticipated to arise in the future, no deduction is
allowable. Deduclion can be claimed only when the expenditure or the loss has been actually incurred
during the previous year.

The following deductions are allowable while computing the profits and gains of a Co-operative Society:
1. Rent, Rates, Taxes, Repairs and Insurance for buildings.

Repairs and Insurance of Machinery, Plant and Furniture.

Depreciation

Expenditure on Scientific Research

Expenditure on acquisition of patent rights or copyrights

Expenditure -on know how

Expenditure by way of payment to association and institutions for rural development programmes.

o N Do B W W

Expenditure by way of payment to associations and institutions for carrying out programmes of
canservation of natural resources,

8.  Amorlization of certain preliminary expenses

10. Amorlization in case of amalgamation or de-merger

11. Insurance premium of stocks

12. Insurance premium of cattle

13. Insurance on health of employees

14. Bonus or Commission to employees

16. Interest on borrowad caplital

16. Employer's contribution to a recognized Provident fund or approved superannuation Fund.
17. Employer's contribution to an approved gratuity Fund.

18. Sums received from employees towards certain welfare schemes if credited to their accounts before the
due date,

1. Allowance in respect of dead or permanently useless animals.
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20.
21.

22,
23.
24
28.
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Bad debts.

Provisions for bad and doubtful debls In respect of rural branches of scheduled banks or non-scheduled

banks.

Expenditure on promoting family planning amongst the employees.
General Deductions u/s 37{1)

Advertisement to political parties.

Building etc., parly used for business etc., or not exclusively so used.

AMOUNTS NOT DEDUCTIBLE:

Notwithstanding anything contained in sections 30 to 38 the following amounts shall not be deducted in
computing the income chargeable under the head profits and galns of business or profassion of a
Co-operative Soclety.

SECTION 40(a)

(i

(i)

(iit)

{iv)

W

any interest, royalty, fees for technical services, or other similar sum chargeable under income
Tax Act which are payable outside India on which tax has not been paid or deducted at source
as per the provisions of the Income Tax Act. However, if in any subsequent years, the tax is
paid on any such sum or tax is deducted at source, such sum shall be allowed as a deduction
in computing the income of the previous year in which such tax has been paid or deducted.
Chargeable under the Income Tax Act means that receipt of such income must be taxable in
India.

any sum paid on account of any rate or tax levied on the profits or gains of any business or
profession or assessed at a proportion of, or otherwise on the basis of any such profits or
gains.

any sum paid on account of wealth tax under the Wealth Tax Act and any tax of a similar
character chargeable under any law in force in any country outside India.

any payment which is chargeable under the head Salaries paid outside india on which tax has
been paid thereon or nor daducted there from at source as per the provisions of income Tax
Act,

any payment to provident fund or other fund established for the benefit of employees of the
assessee, unless the assessee has made effective arrangements to secure that tax shall be
deducted at source from any payments made from the funds which are chargeable to tax
under the head salaries. As regards making of a effective arrangement for deduction at tax of
source, it was held that specific provision in the trust deed itself, for deduction of such tax
would be a sufficient compliance. Further the execulion of a separate agreement with the
trustees or issue of some direction to the auditors, trustees or secretary o ensure such
deduction shall be treated as provislon of effective arangement.
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(vi) Any tax actually paid by any employer on the perquisites not provided by way of monetary pay-
ment shall not be eligible for deduction while computing the business income of the emptoyer

SECTION 40A(2)

Where the assessee incurs any expenditure, in respect of which payment has been made or is to be made
to certain specified persons, and the Assessing Officer is of the opinion that such expenditure is excessive
of unreasonable having regard to the fair market value of the goods, services or facilities for which the
payment is made or the legitimzie needs of the business or profession of the assessee or the henefit derived
or accruing to him there from, so much of the expenditure as is so considered by him fo be excessive or
unreasonable shall not be allowed as a deduction. For an amount to be disallowed under this section three
conditions have to be fulfilled.

()] the payment is in respect of any expenditure.

{in the payment has been made or is to be made to a specified person in respact of such
expenditure.

(iii) the payment for the expenditure is considered excessive or unreasonable having regard 1o

{a} the fair market value of the goods, services Or facilitizs, or
{b} the legitimate business needs of the assessee's business or prafession; or

(c) the benefit derived by of accruing to the assessee from the payment.

g

SECTION 40A(3) DISALLOWANCE OUT OF CASH EXPENDITURE EXCEEDING Rs. 20000

Where the assessee incurs any expenditure in respect of which payment is made in a sum exceeding
Rs. 20000 otherwise than by a crossed cheque drawn on a bank or a crossed bank drait, 20% of such
expenditure shall not be allowed as a deduction. However, there are certain exceptions provided in rule 60D
under which expenditure, even excesading Rs. 20000 shall be allowed as deduction even though the
payment is not made by a crossed cheque or draft. These exceptions are-

(a) Payments made to banks, including co-operative bank or land mortgage bank, Life Insurance
Gorporatian and financial institutions like IDBI, UTI, State industrial Development Corporations
and State Financial Corporations, primary agricultural credit society.

(b} Payments made to government, where such payment is required to be made in legal tender
e.q. payment of Sales-tax, custam duty, excise duty, efc.

{c) Payments under coniracts entered into before 1.4.1869.

(& Payments made by way of any Letter of Gredit, telegraphic transfer, transfer from one bank

account to another, or through Bill of Exchange payable to a bank.

(e) Where the payment is made by way of adjustment against the amount of any liability incurred
by the payee for any goods supplied or sarvices rendered by the assessee to such payee;
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(] Payment for Purchases of (i) agricultural or forest produce, (i) the produce of animal
husbandry (including hides and skins}, dairy or poultry farming, ii) fish or fish products, or (iv)
products of horticulture, or apiculture If the payment is made to the cultivator, grower or
producer of such articles, produce or products,

() Payment made to purchase of products manufactured or processed without the aid of power
in a cottage industry, if the payment is made to the producer of such products,

(h) VWhere the payment is made in a village or fown, which is not served by any bank, to any

person who ordinarily resides or is carrying oh any business, profession or vocation in any
village or town.

(i} Payment by way of gratuity, relrenchment compensation or similar terminal benefits made to
an employee or his legal heirs, if the income under the head salary of the employee does not
exceed Rs. 7500 for the current year as well as for the immediately preceding previous year.

{0 Payment made by way of salary fo its employees after deducting the Income tax from the
salary, when such an employee is temporarily posted for a continuous period of fifteen days
or morg in a place other than his normal place of duty or on a ship and the emptoyee does not
maintain any account in any bank at such place.

(k) Where the payment was required to be made on a day on which the banks were closed, either
on account of holiday or strike.

{1y Payments made by any person to his agent who is reguired to make payments in cash for
goods or services on behalf of such person.

(m) Where the payrnént is made by an authorized dealer or a money changer against purchase of
foreign currency or travelers chegques in the normal course of his business.

The pravisicns of Section 40A(3) are attached only when a'payment exceeding Rs. 20000, at a ime is made
in cash. i is possible that a person may make different payments at difierent times during the day to the same
parson and the aggregate of the payments during the day to the same party may exceed Rs. 20000, In this
case, if each payment is below Rs. 20000, no disallowance can be made,

The provisions of the Section do not apply to repayment of Ioans or payment towards the purchase price of
capital assets such as plant and machinery not for resale,

The provisions of section 40A(3) are applicable only in computing income under the heads ' Profits and Gains
of Business or Profession’ and ' Income from other sources'.

40 A (7) DISALLOWANCE IN RESPECT OF PROVISION FOR GRATUITY

Gratuity is a liability which normally arises according to the fength of the service of the employees’s of the
assessee, The liability would generally accrue year after year. However due to praclical difficulties in
computing the deduction allowable on accrual basis, it has been provided under section 40A(7) that
deduction on account of provision for gratuity shall be allowed only when :
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{a) the amount of gratuity has actually become payable during the previous year to the employee's
{provided deduction has been claimad under clause(b) below); or

(b} when a provision has been made for payment of a sum buy way of any contribution towards an
approved gratuity fund.

Therefore, no deduction shall be allowed in respect of any provision made for the payment of gratuity to the
emplayees, even though the assessee may be following the mercantile system of accounting, unless it is a
provision for the purpose of payment of a sum by way of any contribution towards an approved gratuity fund.

40A(9) DISALLOWANCE IN RESPECT OF CONTRIBUTICNS TO NON STATUTORY FUNDS

As per provisions of various sections, only the sum contributed by the assessee as an employer towards an
approved gratuity fund, recognized provident fund or an approved superannuation fund shall be afiowed as
a deduction. No deduction shall be allowed in respect of any sum paid towards satting up or formation of any
other fund, trust, society, etc. for any other purpose.

438 CERTAIN DERUCTIONS TO BE ALLOWED ONLY ON ACTUAL PAYMENT

Notwithstanding anything contained in ay other provision of Income Tax Act, in respect of certain
expenditure/payments, the deduction is allowed (irespective of the previous year to which the liability to pay
such sum was Incurred by the asessee according to method of accounting regularly employed by him) only
if the amount has been actually paid during the previous year. Howsver, in case an assesses follows
mercantile system of accounting, the payments covered in point A below can be claimed on due basis as well
provide the payment for the same is made within the stipulated period mentioned against each expenditure.

A. In the following cases due amount should be paid on or before the due date of furnishing the retumn of
income w/s 139(1) In respect of the previaus year in which the liability to pay such surm was incurred and
proof of payment should be attached along with the return of income. However, in these cases if the
payment of outstanding Hability is made after the due date, deduction can be claimed in the year of

payment.

(i Any sum payable by way of tax, duty, cess or fee, by whatever name called, under any law for
the time being in force.

(i) .  Any sum payable to an employee as bonus or commission for services rendered.

iii) Any sum payable by the assesse as interest on any loan or borrowing from any public

financial institution or State Financia! Corperation or State Industrial Investment Corporation
like IDBI, IFCI, UPSIDC, Delhi Financial Corporation, etc. in accordance with the terms and
conditions of the agreement governing such loan or borrowing.

(iv) Any sum payable by the assesse as interest on any term loan from a scheduled bank in
accordance with the terms and conditions of the agreement goveming such Ioan.

(V) Any sum payable by the assesse as an emplayer in liew of any leave at the credit of his
employee.
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(B) in following case payments should be made in cash or by issue of chequs or draft, or by any other mode
on or before the due date by which the employer is required to credit an smployee's contribution to the
employee's account in the relevant fund under the respective Act, rule, order or notification. Where the
payment has been made otherwise than in cash, the sum should be realized within fifteen days from
the relevant due date,

Any sum payable by the assessee as an employer by way of contribution to any provident fund or
superannuation fund or gratuity fund or any other fund for the welfare of employees.

DEDUCTION IN RESPECT OF DONATIONS TO CERTAIN FUNDS, CHARITABLE
INSTITUTIONS, ETC. (SECTION B0G)

Deduction under this section is allowed to all assesses, whether company of non-company, whether having
income under the head profits and gains of business or profession or not. The donation should be of a sum
of money. Donations in kind da not qualify for deduction. The donation should be made only tc specified
funds or institutions. For availing deduction under this section it is obligatory on the part of the assessee to
produce proper proof of payment. Where the payment is not proved by the production of proper receipt, etc.
the deduction under section 80 G is not available. Where deduction is allowed in respect of any donation for
any assessment year, no other deduction shall be aflowed in respect of such sum for the same or any cther
assessment year. Deduction u/s 80 G is available on account of any donation made by the assessee to
specified funds or institutions. In some cases, deduction is available after applying a qualifying timit while in
others, it is allowed without applying any qualifying limit. Again in some cases, deduction is allowed to the
extent of 100% of the donation and in some cases it is allowed to the extent of 50% of the donation. The
quantum of deduction in respect of various kinds of donaticns is given as under:

(A} Donations made to following are eligible for 100% deduction without any gualifying fimit.

{i) National Defence Fund set up by the Central Government.

{ii) Prime Minister's National Relief Fund

{iii) Prime Minister's Armenia Earthqtiake Refief Fund

{iv) Africa (Public Contributions Indiag) Fund

(v) National Foundation for Communal Harmony

(vi) University/Educationa! Institution of National Eminence approved by the prescribed authority

(vii) Maharashira Chief Minister's Earthquake Relief Fund

(viii) any fund set up by the State Government of Guiarat, exclusively for providing refief to the
victims of earthquake in Gujarat

{ix) Zila Saksharta Samitl constituted in any district

) The National Blood Transfusion Council or any Staie Blood Transfusion Coundil
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I
(xi) Any fund set up by the a State Government to provide medical relief to the poor
(i) The Ammy Central Welfare Fund or the Indian Naval Benevolent Fund or the Air Force Central
Welfare Fund
{xii) The Andhra Pradesh Chief Minister's Cyclone Relief Fund, 1996
{xiv) National liness Assistance Fund
{xv) The Chief Minster's Relief Fund or the Lieutenant Govemor's Relief Fund in-respect of any
State or Union Territory, as the case may be
{xvi} National Sports Fund set up by the Central Government
{xvii) National Cultural Fund set up by the Central Govemment
{xviii} Fund for Technology Development and Application, set up by the Central Government
{xix) National Trust for Welfare of persons with Autism, Cerebral Pzlsy, Mental Retardation and
Multiple Disabilities
{xx) any trust, institution or fund covered under section 80G, for providing relief to the victims of
earthquake in Gujarat, provided such donation is made between 26.1.2001 to 30.9.2001
{B) Donations made to the following are‘eligible for 50% deduction without any qualifying limit:
(i) Jawaharlal Nehru Memorial Fund
(i) Pritne Minister's Drought Relief Fund
i) National Children's Fund,
{iv) indira Gandhi Memarial Trust
{(v) Rajiv Gandhi foundation
© Donations to the following are eligible for 100% deduction subject to gualifying limit:

iy Donation to Government or any approval local authority, Institution or association 1o be utilized for
promoting family planning.

(i) any

sums paid by the assesse, being a comparny, in the previous year as donations to indian

Olympic Association or to any other assaciation or institution established in India and notified by the
Central Government for -

(a)
(b)

the development of Infrastructure for sports and games; or

the sponsorship of sports and games, in India
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{D) Donations to the following are eligible for 50%* deduction subject to qualifying limit.

(i)

{ii}

{iii)

(iv}

{v)

Daonation to Government or any approved local authority, institution or association to be utilized far
any charitable purpose other than promoting family planning.

Any other fund or institution which satisfied the conditions of section 80 G (5)

To any authority constituted in India by or under any law for satisfying the need for housing
accommodation or for the purpose of planning development or improvement of cities, towns and
villages or for both.

To any carporation established by the Central or any State Govemment specified under section
10{26BB} for promoting interests of the members of a minority community.

Any nolified temple, mosque, gurdwara, church or other place nctified by the Central Government
ta be of historic, archaeological or artistic importance, for renovation or repair of such place.

For applying qualifying limit, alt donations made to funds/institutions covered under © and {1} above shall be
aggregated and the aggregate amount shall be limited to 10% of Adjusted Gross Total Incame.

Adjusted Gross total income for this purpuse means the Gross Total Income as reduced hy-

{®

{ii}
(iii)
(iv)

long term capital gains, if any, which have been included in the Gross Total Income

all deductions permissible u/s B0CCC to 80U excepting deduction under this section i.e. section
80G

such income on which income tax is not payable i.e. share from A.Q.P.

income referred to in section 115A, 115AB, 115AC, 115ACA or 115AD. These sections relate to
incomes of NRIs and fareign companies etc, which are taxable at special rate of tax.

QUANTUM OF DEDUCTION :

The guantum of deduction shall be the aggregate of the deductions permissible under Clause {A), (B}, (C)

and (D).

DEDUCTION IN RESPECT OF EXPORT PROFITS (SECTICN 80HHC)

The deduction under this section is available to an Indian cempany or to a person other than company, who
is resident in India.
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While computing the total income of above assessee a daduction of the profits derived by the assessee from
the business of exports of goods or merchandise, shalt be allowed if certain conditions are safisfied.

(@)

(b).

(c)

{d)

(e)

thera must be export out of India.
export must be of any goods or merchandise other than mineral il and minera! and cres

the sale proceeds of the goods or merchandise exporied should have been received in or brought
into India by the expaoriar in convertible foreign exchange. Convertible foreign exchange shall have
the same meaning as given under section 80HHB.

the sate proceeds should have been received in or brought into India within a period of six months
from the end of the financial year in which the export was made or within such further pericd as the
competent authority may allow in this behalf. For this purpose the competent authority means the
RBI or such other authority as is authorized under any law for the time being in force for regulating
payments and dealings in foreign exchange.

the assessee should furnish a report in the prescribed Form No. 10GCAG from a Chartered
Accountant, certifying that the deduction has been cosrectly claimed. the report must be attached
along with a the return of income. It is not randatory that such report should be filed along with
the retun of income and it can be submitted even during the assessment proceeding.

For the purpose of deduction under this section, assessee have been divided into tow categories.

{1} Direct exporter: A direct exporter can be of three types.

(@)

b

{c)

Manufacturer exporter i.e. an exporer who exporls the goods/merchandise manufactured or
processed by him.

Trading exporter i.e. an exporter who exports the goods/merchandise manufactured or processed
by others.

Manufacturer as well as trading exporter i.e. exporier who exports goods manufactured or
processed by him as well as goods manufactured or processed by others.

{2) Supporting Manufacturer; Supporting manufacturer is a person who manufactures or processes
goods/merghandise, but does not export such goods/merchandise himself and sells them to any person who
is holding export house certificate of Trading house certificate and such expoert house or trading house issued
a cerlificate to the supporting manufacture to enable him to claim a deduction under this section.

1{a) Manufacturer Exporter : The gquantum of deduction u/s 80HHG in the case of manufacturer exporter is
detemined in the following manner:
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50% | (Profits of business X _Export Turnover }
Total Turnover

+ (90% of export incentive X Export Tumover) ]
Total Tumaover

t{b} Trading Exporter:

Trading exporter who exports goods manufactured by others is allowed deduction on the following basis:

50% of [ (Export furnover minus direct cost minus Indirect cost)

( 90% of export incentive X Export Tumover ) |
Total Turnover

1©® Where the assessee exports both manufactured and trading goods:

The deduction will be available in the following manner

Siep 1
Calculate export profits of rading goads in the following manner:

Export turnaver of trading goods - [direct cost -+ (indirect costs X ET of trading goods } ]
Total turnover

Step 2

Calculate export profits of manufactured goods in the following manner:

Profits of the business minus profitls X Export turnover of manufactured goods i.e.

from the business of trafling gaods adjusted export turnover

as calculated under Step 11i.e. Total turnover - Export turnover of frading goods
adjusted profit of the business i.e. adjusted total turmnover

Siep 3

90% of export incentives X Export turnoyer of both trading and manufagtured goods

Total Turnover
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Step 4

50% of the aggregate of the amount calculated under Steps 1,2, and 3 will be the deduction ufs BOHHG

2(a) Deduction to trading exporter when disclaimer certificate is issued to supporting  manufaciurer:

The deduction under section 80HHC is also admissible in the case of supporting manufacturers selling goods
or merchandise 1o a recognized export house or trading house. the recognized export houses or trading
houses are those who hold a valid Export House Certificate or Trading House Certificate issued by the Chief
Controller of Imparts and Exports. To enable the supporting manufacturers to claim deduction under section
80HHC the recognized export or trading house has to Issue them a disclaimer cerlificate in respect of the
export turnaver in From No. 10CCAB. Where the recognized export/trading house disclaims the tax
cencesslons in favour of the supparting manufacturer, the deduction under section 80HHC to the recognized
export or trading house shall be calculated as under:

Step 1

Compute the deduction available to trading exporter u/s 80HHC as regards to trading goods ag if no dis-
claimer certificate has been issued.

Step 2

Reduce the deduction computed under step-1 by the followlng amount on account of disclaimer cartificate.

Deduction u/s BOHHC calculated for export of trading goods

X Amount for which disclaimer cerificate is issusd

Export turnover of trading goods

(2b) Deduetion to supporting manufacturer: The deduction available ufs 80HHC fo the supporting
manufacturer shall be computed as if he is an exporter himself and his export turnover shall be the turnover
mentioned in the disclaimer certificate issued by the export house and the same shall be cafculated as under:

Turnover in respect of sales to export house or trading house in respect 50% of [Profit of the

business X of which cerfificate in Form No. 10CCAB has been obizined ]

Total tumover of supporting manufacturer
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TAX DEDUCTED AT SOURCE (TDS)

Nature | Person | Exemp. | Time | Time of deposit | Certific | Annual ITO's If
of respon | fimit of of TDS ate of | return of | certific | payee
payment | sible to dedu DS TDS ate declar
deduct ction {alongwith | deducti | ation
tax of copies of (on at | for
TDS receipted | lower non
challan & | rate aor | deduct
TDS non ion
cerifficate | deducli | admis
(See on sible
note 9) (sec.19 | (valid
7) (See | for
note 6) | one
year)
[section
197A).
Salary | Al Taxabale | At Within 7 days | Form In form | Yes. No
assesses | minimum | the of such | no.16 | No.24 on | applica
ie. time | deduction see | within or hefore | tion in
Rs.50000 | of however in | one May, 31 form
pay- 1special cases | month | of no.13,
ment | the AQ with the | from relevant certific
prior approval | the assessm | ate
of Dy. | close entyear | Issued
Commissioner | of F.Y. infarm
may permit the na. 15
payment of tax AA
deducted  for
quarterdy on
June. 15"
Sept1s"
Dec.15" &
March, 15"
intt, in | -do- Exempt | At Within one | Farm In form | -do- Yes by
security categorios | the week from the | 16A no.25 on person
listad time | last day of the | with in | or before ather
monetary | of menth  of tax | ane 3o™ than
limit of | paym | deduction month | June. compa
Rs.2500 | entor from ny of
in case | credit the end firm in
of listed | which of the form
debenture | ever month no.15
otherwlisa | earlier during H
no which
minimum tax has
been
deduct
ed
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Divide- | Domes- | RS.1000 | At Within 7 days | Form in  torm | Yes Yes by
nds fic in case | the of deduction 18A no.26 on | applica | an
company | of time within on before | -tion individ -
individual | of ane April 30 | form ual in
share paym month | of no.13 | form
holder -ant from relevant certitic- | ne.15
or the end | assessm- | ate G
distri- of the | entyear |issued
bution manth in form
during no.15
which
tax has
heen
deduc-
ted
Paym- | Al Rs.20000 | At Within one | -do- in form | Yes No
ent to | assess- | pr the week from the no.26C applica
contrac | es contract | time | last day of the on or | -tion in
torf except | valuefco- | of month of tax before form
sub- individu- | nsiderati- | paym | deducted Jure 30 | noc.13C
cantrac | al and | on -anit of form
-tor HUF or relovant for
credil AY. i85U0
which of
ever certific-
earlier ate no
prescri-
hed
Comm | -do- Rs.2500 | <do- | -do- Form In form | -do- -do-
-ission no.16A | no.26-1
or within on or
broker ohe bafore
age month | 30" June
from of
the relevant
close AY.
of F.Y.
Rent -do- Exceeds | -do- | -do- -go- In  form | -do- -do-
fo no.26-J
Rs.1.20 on or
facs in a before
FY. 30" June
of
relevant
AY.
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Intt. All Barring At Within one | -do- In form | Yes Yes by
other | assess | exceptions | the week from the no.26A applica | person
than es listed time | last day of the on ot | -tion in { other
interest | except | exceading | of month  of tax before form than
on individ- | Rs.5000 | paym | deducied June 30 | no.t3 comp-
securit | ual and -ant of form any or
-ies HUF or felevant | for firm in
credit AY. issue form
which of no.15
ever certilic- | H
earlier ate no
prascris
bed
Fees -do- Rs.20000 | -do- | -do- -do- In  form | Yes Mo
for InF.Y. no.26K applica
profas- on ar | -tion in
sional hefore form
or June 30 | no.13E
techni- of form
cal relevant | for
services AY. issue
of
cortific-
ate no
prescri-
hed
Paym- | All Taxable | At Within one | -do- In form | Yes Yes by
ent to | assess | minimum | the week from the no 274 applica | person
non -85 time | last day of the on or | -tion in | other
reside- of month  of tax before form than
nt paym | deducted June 30 | nod3 comp-
-ent of form any or
or relevant | for flrm In
credit AY. issue form
which of no.15
avar certific- | H
earlier até no
prescri-
bed
-do- -do- -do- In  form | Yes No
no.26K applica
on or | -tion in
before form
June 30 | no.13E
of form
relevant for
A, issue
of
cortilic-
ate no
prescri-
hed
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Service Tax

Service tax is an indirect tax leviable on the service industry. It was initially introduced in three
services |.e. talephone, generai insurance and stock broking, Currently it is applicable on 74 services. The
salient features of the levy can be stated as follows:

1. Service tax is leviable on notified services @ 10%+education cess @ 2% thereon of the valus of
taxable services.

2. It specifies the persons chargeabls to service tax
3. Procedures for registration, returns, records
4. Provisions have been made for assessment, rectifications, appeal, penalties
5. Powers have been given to Govt. to grant exemptions from service tax in the public interest.
Following services comes within the scops of levy service tax.
1. Business auxiliary services.
Banking and other financial services.
Stock broker services
Tour operator means
Cable cperatars
Intellectual property service

Forward contract service

® N O ;R @

Survey and exploration of minerals
9. Airport service

10. Goods transportation by air

11. Opinion poll service

12, Construction

13. TV or radic program

14. Business exhibition service

15, Qutdoor caterer

16. Fandal or Shamiana & any other service, the act may apply

Reglstration

Every person liable to pay service tax is required to get registered with |urisdictional central excise
department within a perlod of 30 days from the dats of commencement of business or when the service is
brought into the tax net.

- 111




- hafed

The application for registration is to be filed in ST form {in duplicate). Registration will be granted within 7
days on verification of particulars. In case, registration is not granted within 7 days the registration is deemed
to have been granted.

Payment of service tax
Service tax is payable on the amount actually received by the service provider.

Service tax on the value of taxable service received during any calendar month shall be depasited by 25th
day of the succeeding month.

In case of individual/partnership firms, the service tax shalt be deposited by 25th day of the month succeed-
ing the quarter.

The amount of service tax shall be deposited through TR-6 challan with the designated bank

In case of delay in payment of service tax, interest @13% p.a. will be chargeable.

Returns

Every person liable to pay service tax shall himself assess the tax on the service provided by him and file a
return on half yearly basis.

By persor providing taxable service
in nolified services, by receiver of service.

The retum should be filed within 25 days of the close of the half year and shall be accompanied by copies of
TR-6 challan.

Only one registration Is needed even if the service is provided in more than one premises provided the bills
are raised in one place.

Where bills are raised in different premises, the registration should be obtained separately for each such
premise,

Only one registration is required, even if, the service provider provides more than one taxable services.
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14. BUDGETING AND BUDGETARY CONTROL

A budget is a financial and/or quantitative statement, prepared prior to a defined pericd of time, of the policy
10 be pursued during that period for the purpose of atiaining a given objective. The faderation has also been
preparing the annual budget of various activiies with a view to ensuring the target and policy to be persued
during that period. Annual budget of the federation for each F.Y. commencing from 1st Aprif to 31st march
is to be prepared and got approved from the BOD.

The each processing unit/plant/Disit. Office is required to prepare budget stating therein the target of
procuremsnt, production, sales and expenses and projected cash budget and profitability statement of its
operations.

In this budget of operaticnal division, purchase, sales schedule are to bs intimated by the operational
divisional heads to the AGM (Accounts) attached with their divison, who will prepare the projected cash flow
statement and financial statements. The budgst of the processing units should be based on
anticipated sales figures of the unit. The processing units including rice mills will show the month wise
targets for milling/ginning/crushing/sales/profit and loss and closing stocks in the prescribed performa already
circulated.

The budget is used as a standard, against which the performance of various divisions/processing units and
Distt. Office is reviewed every month during and after monthiy meeting of GM/PMs of the processing units,
Recording of actual performance and continuous comparison of the actual performance with that of the
budget are monitored by H.O.1o determine the variances trom the budget. The budget helps in ascertaining
reasons for such varianges and taking suitable action 1o remeve unfavourable variances in order to achieve
the objectives.

The budget of the various branches/divisions will be prepared by the officers concerned on the prescribed
performa.

The budget estimate of land development and civil works of new projects inciuding projects in hand/under
construction will ba prepared by SE, in consultation with the GM {(P&M) and will be submitted by construction
division. Similarly the budget of civil works of variaus processing units and rice mills which are in operation
will be prepared by SE in consultation with the concemed divisional heads and will be submitted by construc-
tion division.

In case of operational budget of processing units/rice mills, the concemed division will also send the details
of the budget proposal of the unit for the F.Y. only as mentionad in the performa in addition to the figures of
productiontumover/profit for the last 5 years.

The computerized carbon copy of the budget proposal of ali divisions/units complete in all respects alongwith
explanatory statement giving resources of funds required must be prepared and submitted to Costing Division
upto 15th of Jan.
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Operational budget.

The division wise budget will be prepared and submitted by the officers indicated as under;

A.

1. Budget of office overhead expenses GM (F&A)

2. Budget of Admn. expenses. GM (F&A)

3. Budgst of advertising and publicity axp. GM (Mkg)

1. Budget of fertilizer seed and pesticides. Addl. GM (Inputs)
Procurement division CGM (Proc.)

1. Budget of wheat/gunnies and other agriculture produce.

2, Budget of gram,sarson & other agriculture produce in J.v. of commercial basis budget of purchase

of the agriculture produce under support price scheme for Hafed.
Plants. GM (Plants)

Budget of Hafed pesticide ptant at Taraoti
Budgst of barley malt plant at Jatusana.
Budget of hafed cil mill, Rewari and Narnal.
Budget of Animal Feed Plant, Rohtak.
Budget of Hafed Ratia.

Budget of Hafed Animal Feed Plant, S.%hera.

;oo

Commercial division. Addl. GM {Comns.)

1. Budget of cotton procurement far custom ginning at Pvt. ginneries.
2. Budget of Hated Ginnerigs, Ding, Ratia, Bhattu & Hansi.

Rice and export divison. GM (Rice)
1. Budget of Hafed Rice mill & sxpert.
Warehousing Divison. GM (Warehousing)

1. Budget of storage expenditure
2. Budget of cold storage, Taraori, Hissar & Shahbad.
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H.  Marketing Division. GM (Marketing)

1.

Consumer products including expenditure cn Advt. and publicity.

2. Expenditure on advertisement and publicity (exp. incurred only at comporate level).
l.  Capital budget SE
1. Capital budget of construction division including budget provision for cost of land and land
development and civil works for new projects and processing units/rice mills already in operation.
2. Capital sxpenditure on processing units/rice mills which are already in operation.
3. Capital expenditure on rice mills, GM (Rice) and SE
4. Expenditure on trucks, cars & other vehiclas. DGM (Auto)
5. Expenditure on slocks articles .9. polythene covers, tarpaulins and crates. GM (Warehousing)
8. Expenditure on various types of advances to employess. AGM A (Salary)
7. Capital budget of furniture & fixture, type writers, coolers and heat convectors, FAX, Tele printers
ete. DGM (Gen)
8. Capital expenditure of library EPR
9. capital budget of computer systems DGM (System)
10. Margin money assistance to societies for purchase of trucks/canters. Addl. GM(V.)
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15. IMTERNAL AUDIT

internal Audit is an important task for madem enterprises whose activities have becorme huge and
sophisticated. Due 1o this there is decentralization of their activities and consequently the top management
is remotely concerned with the day to day activities of the concern. Therefore, for an organization like Hafed
internal audit will serve an important toot to review whether the resource utilization of the enterprise is
efficient and economical.

Hafed have an Internal Augdit Division for independent appraisal and review within the Federation of the
accounting, financial and other operations. Internal auditing is a managerial control which functions by
measuring and evaluating the effectiveness of other controls. It consists of a series of processes and
techniques through which own employees of the federation posted as internal auditors ascertained by means
of first hand, on the job observation, whether established management controls are adequate and
effectively maintalned and financial accounting records and reports reflect actual operations and results
accurately and promptly and each division, District Office, RHA and processing unit is camying out the
approved plans, policies and prescribed procedures far which it ia responsible.

The elements of work of Intemal audit can be classified as under:
a} Compliance
b) Verification
c) Evaluation

a) Compliance refers to the extent to which policies, rules, procedures of good busingss practices,
generally acceptable accounting principles(GAAP), law, Govt. Regulations and even sound
common sense are followed. L

b) Verification of Records, reports and financial statements prepared by the executlves and the
actual physical veritication of assets and liabilities are disclosed by the Balance Shest is important
responsibility entrusted to the internal auditors.

¢) Evaluation is an important function with respect 1o internal control. The internal audit is required to
keop constant watch over the internal control to ensure that the system is adequate.

The maijor functions of the internal audit are as under:-
1. The verification of the accuracy and Integrity of financial and accounting records.

2.  To ascertain that the standard accounting practices as contained In the accounts manual are
adhered to. This presupposes that the internal audit is well acquainted with all the standing
instructions and thelr undetlying purposes.
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To ascertain that there has been proper authority for acquisition, retirement and disposal of assets.
To confirm that liability has been incurred only In respect of the legitimate purpese.

To analyse and improve the system of internal check.

The prevention and detection of fraud with emphasis on the former.

To make special Investigation for management.

To ensure that various offices of the federation reconcile accounts with federating
socicties/banks/other outside parties and with H.O. and other branches of the federation at reguiar
intervals.

To get complied with the observations of the axternal auditors from the divisions, Distt. Offices,
RHA sand processing units concerned and to prepare a gensolidated compliance report for
submission to the external auditors/RCSs.

10. To exercise control aver the expenditure as prescribed in the below para.

1t will be seen that the intemal audit dlvision of the federation is not confined merely to the examination of the
account. lts scope extend to all executive actions having financial Implications. Audit should not be
tolerated as a necessaty evil but should be looked upon as a valued ally, which brings to the notice
procedural and technical irregularities and lapses on the part of the individuals, whether there be errors of
judgment, negligence or acts or intents of dishonesty. The role of audit and executive is complimentary,
internal audit division of the federation would act as effective deterrent against errors of omission and
commission and should secure their immediate rectification in the finangial interast of the management.

In cases where the internal audit in entrusted with pre audit of payments, it wou'd ensure that:-

1.

2.

3.

4,

Expenditure is not extravagant and unreasonable.
Sufficient funds are available to make payment.

The payment is authorized only by efficer who has been delegated requisite powers and within the
sanctioned budget for the division/unit.

The payment does not contravene any provision of agcounts manual.

Detail Guidelines with Regard to the Internal Audit can be obtained from the Internal Audit Manual
of Hafed.

117




OF THE FEDERATION

{These ara, howeaver, subject to amendments made from time to time)
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16. DELEGATON OF POWERS TO VARIOUS OFFICERS

S.No | Nature of power Authority Extent of powers

A. Administration-creation of

posts

1. To employ casual MD, Full powers
labour{skilled or Secy. Full powers
unskilled)in emergencies. | Divisional Heads /| As per DC rates

Head of office upto 30 days

2. Appointments and promotions against sanctioned posts

i) To make adhoc MD Full powers
appointment against
sanctioned posts in all
grades.

ii) To make promotions MD Full powers
against sanctioned posts
in all grades

iii) To secure persons on MD Full powers
deputation from other
Govt. deptt./Public
undertakings on normal
terms and conditions
against sanctioned posts.

iv) To secure persons on Secretary Full powers
deputation from other
Gowvt. deptt./Public
undertakings on normal
terms and conditions
against sanctionad posts
in the cadre of class Il
and class IV posts.

v) Signing of appoiniment Secretary Full powers
lettor after approval of MD

3 i) To grant permission for | MD Full powers
higher studies
ii) To grant permission for | Secretary Full powers for
higher studies employees upto

scale of Rs.5000-
7850

4, To declare the head MD Full powers
quarters and sphere of
duty of all employees
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Secretary Full powers for
employess of
class lll and IV
posts
5. Drawing and disbursing officer

To disburse salary, TA MD, Secy., Full powers

and other personal claims | GM{F&AYAddI.GM(F | Full powers

of establishment &A) / Divisional subject to the

Head/Head of office.

condition that TA
bills of Head of
the office will be
passed by H.O.

To pass TA bills of staff

AGMA(E)

TA bills of staff
drawing pay
scale upto 8500-
9300 will be
passed by AO(E)

Secretary /
AddlL.GM(F&A)

TA hills of staff
drawing pay
scale beyond
6500-9900 will be

passed by
Secy./CAD
6. Controlling Officer
i To approve the tour MD/ Full powers
programme of staff Secretary Full powers in
working under them case of
employees upto
the scale of

Rs.6500-8900

Divisional Head/Head
of office

Full powers for
establishment
under them in
respect of
journey within the
state and to H.Q.

Approval of tour
programme including out
of state journey of all
employees of Hafed
including sanction of daily
allowance for halts
exceeding 10 daysin a
month

MD
Secretary

Full powers

Full powers upto
the scale of
Rs.5000-7850

(hafed|
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iii) Approval of tour DGM{Admin} Full powers
programme DGM(Estt.) Beyond 10 days
in respect of
class iV
employees
iv) To sign tour program after | DGM{Admin) / Full powers
approval by MD in normal | DGM (Estt.)
course
v) To grant casual leave MD, Divisional Full powers
Head/Head of office
To sanction other kinds of | MD Full powers
vi} loave Secretary Full powers in
case of
employses upic
the scale of
Rs.8000-13500
Divisional head / Upto 30 days in
Head of office respect of stalt
under them
provided no
substitute is
required
DGM {Admin} f DGM | Eamed
(Estt.) leave/commuted

leave upto 30
days in respect of
class IV
employees
provided no
substitute is
raquired

vii) Encashment of eamed Secretary Full powers
leave

7. Transfer of officers and MD Full powers
officials Secretary Full powers in
respect of class
Il and 1V
employees in
H.O.
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Divisional
heads/head of office

Full powers in
respect of staff
within his office
but excluding

increment after 8 and 18
years service to class Ill &
v .

field staff,
8. Fixation and extension of
: probation period
To fix and extend period of | MD Full powers
probaticn, declare Secretary Full powers in
satisfactory complation of case of class Il
probation pericd and |V posts
8. Sanction of annual Increments etc.
] To withhold and sanction ; MD Full powers
annual increments
ii) To sanction annual MD Full powsrs
increments including Secy. or any other Full powers for
crossing of efficiency officer authorised by | staff drawing
par/jump in all categories | MD grade salary upto
8000-13500
DGM(A)YDGM(E) Full powers upto
the scale of
Rs.6500-10500
and below
iii) Grant of special pay to all | MD/Secretary Full powers
employees for adopting
smali family norms as per
Haryana Govt. Pattern
V) To grant advance MD Full powers
increments or to sanction
higher initial pay in cases
of exceptional ahility and
good work in respect of
appoiniment within his
competence.
V) To allow additional DGM(AYDGM(E) Full powers
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vi) To grant higher standard | DGM{A)YDGM(E) Full powers
scale after 10 and 20
years service to class [l &
v
vii) Jo grant first and second | DGM(A)/DGM(E) Full powers
ACP to class lll and IV
viii} | Pay fixation and stepping | DGM{A)YDGM(E) Full powers
up of any of the senior
equal to junior
10 Advances
i) Grant of TA advance on MD Full powers
tour/transfer Secy./ Upto Rs.5000/- in
GM{F&A)/Addi. each case
GM(F&A) / Divigional | subject to the
head / Head of office | condition that
new advance will
be allowed after
adjustment of
previous
advance.
if) Grant of advance for ather | MD Full powers
official purposes Secy/ Upto Rs.5000/- in
GM(FEAYAddL. each case
GM(F&A) / Divisional | subject to the
head / Head of office | condition that
new advance will
be allowed after
adjustment of
previous
advance,
11. To allow performance of | MD Full powers
journey by any class of
accommodation/mode of
copveyancs in the interest
of work
a) To grant LTC for visiting MD Class t &1l
any place in India/home Secretary Class Il & IV

town
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12, To determine the extent of MD Full powers
joining time on transfer
To determine the extent of Secy. For the employees
joining time on transfer carrying pay scale

upto Rs.6500-9900

Legal cases

13. To sanction reimbursement | MD Full powsrs
of expenditure on defence
withesses

i) The sanction at discretion MD Full powers
reimbursement of
expenditure on account of
defence witnesses and
cousel fees to an employee
whose conduct has been the
subject of enquiry

ii} Signing of affidavit and Seoy. (Vide No. hafed / | Full powers
written statement/authority Estt./E-1/2283 dated
letter to be filed in various 11.2.88)
courts after approval of MD

iii) To grant compensation to MD Full powers
the employees under Secretary IN case of
workman's compsensation act employees of class

Hl & 1V posts
iv) To institute, conduct, defend, | MD Full powers

compromise, rafer to
arbitration and abandon
fegal or other proceedings
and claims and also lo file
appeals, revisions, review
petitions and execution by
and against the federation
and also to engage lawyers
for that purpose from time to
time.
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v) To give general power of MD/Secy. Full powers
attorney to any
person/officer for conducting
the cases in courts etc.
vi) To issue sanction for the MD/Secy. Full powers
defence and to give authority
letters to field officersflaw
officer/Asstt. Distt. Attorney
for engaging advocates,
signing papers on behalf of
the federation and also to
sign/iverify plaints, pelitions,
writ petitions and power of
atiorney on behalf of Hafed.
vii) To sign the agreements an Sacy. Fuli powers
behalf of the federation
executed by employees of
Hafed relating to service
matter
viii) Legal expenses MD Full powers
Saecretary Upto Rs. 5000 as
per Misc. Exp.
14, Grant of advance for MD Full powers
purchase of conveyance Secretary Upto Rs.50000 as
upto the extent prescribed by per entitlement of
Govt. for its employees from an employee or
time to time. 75% of cost of
vehicle whichever
is less
To allow marriage {oan Secy. Full powers upto
the budgsted
armount provided in
the annual budget. |
15. Te ascept the documents Secy. Full powers
pertaining io all types of GM (F&A)
loans granted to Hafed
employesas and alsc sign
them on behalf of Hafed
16, Grant of advanes against MD Full powers
LTC Secy JGM({F&A)/Add!. Upto Rs.10000/-
GM(F&A) or any offlcial
authorised by MD

124



17. To allow house building MD Full powers
loanfcar advanceicomputer | Secretary Full powers upto the
loan budgeted amount
provided in the annual
budget.
To allow house building loan | Addl. GM(F&A) Disbursement of 30%
in 2™ and 3™ instalments or 30% of the
remaining amount of
s house building loan.
18. To attest entries in sarvice Secy. Full powers for scale
books As. 6500-10500 &
above.,
DGMA/DGME Full power for scale
below Rs.5500-10500
employeas
19, To hire office MD Full powers
accommodation/oftice cum Secy./ Divisional / Upte Rs.5000/- PM
residence head HOD
20. Disposal or
surplus/unserviceable stores
etc.
To sell or dispose of by MD Full powers
auction or otherwise any raw | Divisionai head Uptc Rs.50000/-
materials, plant or machinery | HOD Upto Rs.10000/-
alc found in excess of the
requirements of the
federation or found
unserviceable
21. To write off books maps and | MD Full powers
other office materials Secratary Upto Rs.10000/- (book
rendered unserviable value) at a time and
upto Rs.50000/- per
annum.
22. To write off losses after due Investigation
a) Losses due to breakage MD Full powers
beyond recovery, Secretary Upto Rs.5000/-
deterioration in stock etc.
either in transit or atter
stoeking,
b} Losses due to fire MD Full powars
<) Shortages in inventory/stock | MD Upto Rs.50000/-
verification Secretary Upto Rs.5000/-
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d) Service charges, not MD Upto Rs.50000/
" { recoverable e.g. freight, Secretary Upto Rs.5000/-
handling charges, insurance
e) Defalcation, fraud, MD Upto Rs.10000/-
misappropriation, pilferage, | Secretary Upto Rs.5000/-
theft, etc. of aricles.
f) Loss of cash MD Upto Rs.5000/-
Secretary Upto Rs.1000/-
B. Financial Adminlstration
23. To discharge MD/Secy/Divisional Full powers
bills/document for and on | Head/Head of office
behalf of the federation
against sanctioned
schemes proposals
24, To approve rates of MD/Divisional head Full powers
incidental charges against
sanctioned
scheme/proposals
25. Ta allow expenditure MD/Secy/Divisional Full powers
against sanctioned Head/Head of office
schemefproposal
26. To fix price/sale rate of MD Full powers
any produce article/goods | Divisional head/HOO Full powers within
and stocks the rate cefling
allowed by MD
27. [YTo sanction payments of | MD Full powers
demurrage/whartage Secretary Upto Rs.10000/-
provided that the amount
has become payable due
to unavoidable circum
stance
ii) To sign sales tax MD/GM (F&A) Addl. Full powers
declaration forms GM{F&A) / HOD

lhafed
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28. | To sanclion contingent expenditure on account of
i) Advertisement and MD Full powers
publicity Secretary Fuli powers to release all
payments relting to the
bills of publication of
tender
notices/advertiserment
subject to the condition
that MD has approved the
proposal.
Divisional Head/Head | Upto the extent of funds
of office gar marked in the budget
ii) Postage, telephone and MD/Secy /GM(F&A) Full powers
telegram Addl. GM{F&A)
i) Water and slecticity MD/Secy./GM(F&A) Full powers
charges Addl. GM{F&A)/ Head
of office/DGM(ASG) or
any other officers to be
declared by MD
iv) | Purchase of fumiture / MD Fuli powers
office equipments Secy. Upto Rs. 2000C/- at a time
CH/HOO Rs. 5000/- at a time.
AE(ALG) or any other | Rs. 2500/~ at a time.
officers to be declared
by MD
V) Purchase of stationery, MD Full powers
printing of forms registers, | Secretary Upto Rs. 50000/- at a time.
kinding of registers
vi) | Purchase of MD Full powers
books/magazines/hewspap | Secretary upto Rs. 500/- p.m.
-8rs Officers of HO in the

pay scale of Rs, 10000
to 13500
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Upto Rs.3500/- per annum
subject to max.Rs.300/-FM

All officers posted in HO
in scale of

Rs.200/- per month

Rs. 8000-13500
vii) Carriage of office MDs Full powers
records/equipments | Secretary Rs.10000/at a time
D.H Rs. 2000/~ p.a
HQO Rs. 5000/~ p.a
DGM {A&G) or any other | upto Rs.5000/- per annum
. officer authorised by MD | Rs. 1000/- at time
viii) Business promotion | MD Full powers
expenses Secretary upto Rs.10000/- at a time
All officers at H.O. Rs. 200/- p.m.
in¢luding P.A.'s & SQ’s
ix) Business meeting MD Full powers
expenses Secretary Upto Rs.10000/- for each
: meeting
iofficers at HO in the pay | Upto Rs.600/- p.m.
scale of Rs.10000-13900
and above
iijother officers on actual
basis
X) Temporary fittingsin | MD Full powers
hired buildings Secretary Upto Rs. 10000/- in each
including partitions case
HOO Upto Rs. 5000/- in each
case
DGM {A&G) or any other | Upto Rs. 2000/- in each
officers authorised by | case
| MD
i} Insurance charges MD Full powers
DH/HOO Full DOWEers against

sanctioned scheme subject
to the condition that rebate
on account of agents
commission is availed on
the face of policy

hafed
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Xi) Lubricants, repair and MD Full powers
maintenance of vehicles Secy./any other officer | Full powers
daclared by MD Head | Upto Rs.2500/- at
of office/AE(A&G) a time maximum
Xiii) Contributions and MD Full powers
subschptions
Xiv) Expanditure on liveries MD Full powers
Seay. Upto Rs.10000 ata
time
Xv) Purchase of fuel and other | MD Full powers
similar stores for the Managers of Full powers subject
processing units pracessing units to the budget
provision subject to
rate celling fixed by
HO
Xvi) Purchase of spare parts, MD Full powers
machinery, electrical Managers of Upta Rs.5000/- in
stores and laboratory processing units each case subject
stores etc. to budget
provision.
Xvi) Repairs and maintenance | Head of progessing unit | Upio Rs.5000/- at
of plant and machinery a time subject 1o
budget provision
xvilly Rapairs of buildings MD Full powers
Secy. Upto Rs.10000/- at
: atime
HOO Upto Rs.5000/- at
a time.
Xix) Repair of furniture and MD Full Powers
fixtures Secy. Upto Rs. S000/- at
atime
HOO Upto Rs. 500/-
At a time
DGM(ALG) Upto Rs. 1000/- at
a time
¥x) Expenses on consumable | MD Full Powers
articles Seacy. Upto Rs. 2000/- at
. a time
Head of Office Upto Rs.500/- ata

time

(hafed|
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X} Hiring of MD/Secy. Full Powers
Cars/Typewriters/Fans
Head of Qffice Upto Rs.5000/- at a
time
xxii) Expenses on licensing fee | MD Full Powers
Divisional Head/Head | Upto Rs. 5000/-at a
of Office time
i) Payment of consultation MD Full Powers
charges
xxiv) Payment of bank charges | MD/GM(F&A) Addl. Full powers
GM(F&A) / Head of
Office
XXv) Payment of fees for MD Full powers
training of employees Secy Upto Rs.5000/- in
each case
x0vi) Payment for welfare/sports | MD Full powers
of employees Secy. Upto Rs.5000/- per

month

Head of office

Upto Rs.25/- per
month

Xxvii} Any other expenditure not | MD Upto Rs.5000/- at a
provided for time
Secretary Upto Rs.2500/- ata
time
DGM(A&G) Upto Rs.500/- at a
time
xoeviin} To Pass reimbursement AGMA[{C&B) AGMA(C&B) will
bills of books/ magazines/ pass such bills after
newspapers and business proper scrutiny.
promotion expenses
C. CONSTRUCTION CELL
29. To accord Admin. MD Full powers
Approver for evection of
work.
30. To aceord technical SE Full power
sanction of estimates XEN Uptc Rs. 50000/-
31, To approve tenders and MD Full powers
allotment of works SE For works involving
cost upto
Rs. 50000/-
Xen upto Rs 25000/~

hafed
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32 Execution of agreements | MD Full powers
SE For works upto
Rs.100000/- at
proforma approved
by MD

Work order upto
Rs.20000/- with
approval of SE

33. Purchase of material for MD Full powers

construction work SEfXen As authorised by
MD for purchase
above Rs. 25000/~
MD shall depute an

officer from
amangst the
members of the
purchase
committee
34 To employ work charge MD Full powers
establishment SE/XEN Full powers subject

to the condition
thet provigion exits
in the sanctioned
estimate and
monthly salary
does not excesd
the DC rates

35. To authorise payment to
the contractors

i) Running payments | XEN Full powers withing
the sanctioned
estimates

i} Final payment MD Full powers

XEN Full powers subject

to completion of
wark as per tender
terms and pre audit
of bills by H.C.

iii) Release of earnest money | XEN Full powers where

tenders have not
been accepted
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38. Signing of agreement with | XEN Full powers
contractors/supplier and
other parties in connection
with construction work(civil
work) including public
health and electric work in
respective jurisdiction
subject to the condition
that work allotrment is
approved by the
competent authority.

The powers to execute the repair works by local level committees have bean
ravised by M.D. vide order No. hafed/EE/3009 Dated : 15/7/2005

37. Building Description Powers Remarks
3) Main Plants Rs. 50,000/~ per month. | Subject to
{G.M./SDE/A.O. or 8.0. | maximum of
of the plant) Rs. 3.00 lacsina
financial year
i) District Offices where D.M, | Rs, 50000/-in 3 Subject to
H. Qtrs. Is located. months per unit. maximum of Rs.
(DM/SDE/AC or SO of | 2.00lacsina
DM office). financial year.
iii) Others i.e. Rice Mills/ S8ub- | Rs. 50000/- per year -
Plants/Sub. offices / RHA / | per station.
Delhi and Bombay sites. (DM/SDE/AQ or 5.0. of
DM office).

Abave powers will include repair of leakage in roofing ui building/ godowns, rolling
shutters, repair of flooring, brick paving, installation of jet/submersible’ hand pump
maintenance of E.l. services, replacemsnt/repair of public health services, white
washing, painting/cleaning of complex/grass cleaning, all types of horticulture works,
maintenance of fire fighting services/neon sign/glow sign/ repair and painting of sign
boards and any other repair a considered essential by GM/DM.

In addition to above, G.Ms./D.Ms will purchase the material required to executs
above repair works in association with SDE or J.E. and A.O. or S.0. and will issue the
materlal to concerned SDEAE for execution of work.

i

i
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DELEGATION OF POWER HEVISED VIDE ORDER NO.HAFED/ADMN./A-1/908-12
DATED 23.2.2001

S.No. Name of powers Authority Extent of power
1. To allow marriage loan Secy. Full powers upto
the budgeted

amount provided in
the annual budget.

2. To allow house building GM(F&A) Disbursement of
loan 2™ and 3" instalment and 30% of the
remaining amount
of house bullding

loan.

3. Drawing and disbursing AGMA(E) TA bills of staff
officer to pass TA bill of Secy/GM(F&A) drawing pay scale
staff upto Rs.6500-9200

will be passed by
AGMA(E)

i TA bills
exceeding the pay
scale of Rs.6500-
5900 passed
Secy./GM.

4. To sanction contingency AGMA(CEB) AGMA(C&B} will
expenditure. pass such bills
To pass reimbursement after proper
bills of scrutiny,

books/magazines/ newspa
® pers and business
promotion expenses.
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