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FOREWORD

The importance 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. S.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 2Nd 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.

I am thankful to Sh. Ravinder Aggarwa!, Addl. GM (F&A), Sh. VK. Garg, DGM (F&A),
Sh. N.K. Maihotra, 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, classifying and summarizing 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.
(*) Enable the preparation of statutory accounts and statements that may be required.

(2) 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 internal control so as to protect the assets of the
organisation and to ensure the aceuracy of records.

SYSTEM

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

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

According to 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 accounts combined, sum of the debit balances must be equal to the sum of credit balances,
otherwise something has been done incorrectly.

BASIC CONCEPTS

The principles of Accounting are built on a foundation of below noted basic cancepts:

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.
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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 asset is recorded at the lower of two reasonable values.,
DEFINITION OF ACCOUNT

A Statement showing transaction regarding a particular persen or particular 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 categories:

a) Personal Accounts, which are accounts of persens/ 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 DEBIiT AND CREDIT

The below noted rules govemn 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 Account of Account of thing
Thing/coming /going out.

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

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

a) Increase in assets are debits
Decrease are credits

b) Increases in liabilities are credits,
Decreases are debits
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c) 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 dehits

CAPITAL, REVENUE AND DEFERRED REVENUE ACCOUNTS

The understanding of distinction between Capital and Revenue Accounts is essential for determination of cor-
rect warking results of a society.

Capital expenditure is that expenditure which resuits in the acquisition of an assat {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 assets in good waorking conditions. Benefit of
revenue Expenditure expires within a year i.e. Salary, office expenses, interest etc. 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 over 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.

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.

> N

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

m

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.

7. All accounting entries shall be made as per accounting procedures and Accounting Standards.
The following books of Accounts shall be maintained at the H.O. /Distt. Offices.

Cash Book
Day Book

Journal

Suppliers Ledger

1

2

3

4. Debtors Ledger
5

6. Bank Book
7

Consolidated 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, Deblors Control
Account, and Suppliers Conirol Account etc.

Debtors Ledger would include all the accounts of debters. In case of outstanding balance of more than one
menth, the report should be made and would be taken into account. Age wise Debtors list would be drawn
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out monthly. The balances in the Dabtors Accounts would tally the balances in the Control Accounts in the
Generat Ledger.

Crediters Ledger would include all the accounts of Suppliers. Age wise creditors list would be drawn out
monthly. The balances 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 opening stock, purchases, receipt by transfer, excesses, sales, issued by 'transfer, shortages,

halance 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.

—

Cash Book
General Ledger
Debtors Ledger
Suppliers Ledger
Bank Book

Day Book

Stock Register (item wise)

o T S

Central Stock Register

Cash Book to include all cash transactions. The Cash Book would contain the following columns i.e. Date,
Particulars (Receipt), Amount, Particulars {Payment), Ameunt etc. Daily Cash balance would be carried out
and the actual Cash balance would match with the balance in the Cashbook. The Daily Cash Account o be

signed by the District Manager.
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B) HEADS OF ACCOUNTS

In order that all accounts transactions are recorded in systematic and orderly manner, it is necessary o
follow standardised head of accounts to be opened in the General Ledger of various division at Head office,
District offices, Processing units and other branches of the Federation and Co-operative Marketing Societies.
Opening of uniform Ledger Accounts and assigning code to same would facilitate compilation, consolidation
ar any analysis of data in a meaningful and useful manner, taking into consideration the relationship of
different items with other items of the same or similar nature. The Codification 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 analysls 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
Common Good fund
Fertflizer risk fund
Gratuity reserve fund
IFFCO Sales promotion fund
Education fund
House Building Loan fund

Conveyance lean fund




Provisicns

Share Capital

Eamnest Money Received A/c(Activity Wise)
Security receipt Afc (Activity Wise)

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
Shortage (Rice)
Shortage (Proc.)
Audit fee

Interest

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

State Govt

Member Co-operative Society
Share suspense

Party wise

Party wise

Party wise

Party wise

Party wise
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Office overhead expenses payable
Procurement trading expenses payable
Inputs trading expenses payable
Marketing ftrading expenses payable
Storage trading expenses payable
Patronage rebate payable

Export trading expenses payable

Gunny hales loan account {Procurement )

Establishment expenses payable

CCL Bank Account Bank Wise
Current account with Bank Account Bank Wise
Deposit from Members Society Wise
Depaosit from Non members Society Wise
Share Capital Member Society Society wise
Fixed Assets 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 (tubewell & HP)

Works under const.




General Advance to Staff Alc
Trading Income (Activity Wisa)

Income (General)

Purchase Alc (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 (activily wise)
Trading Expenses Alc (activity wise)
Manufacturing Expenses A/c (activity wise)
Sales A/c (activity wise)

Sales by Transfer (activity wise)

Sales by Shortages (activity wise)

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

Issue on Loan (activity wise)

Sales return (activity wise)

Administrative Expenses

Name of the employees
Sub. head wise
Dividend received

Rent received

Sale of tender form
Interest income

Sale of scrap/raddi

Any other income of misc. nature

Commodity Wise
Commodity Wise
Commodity Wise
Commodity Wise
Commodity Wise
Commodity Wise
Activity Wise/Commodity Wise
Head Wise |
Commadity Wise
Commodity Wise
Commodity Wise
Commeodity Wise
Commodity Wise
Commodity Wise -
Commeoedity Wise
Salary to staff
Medical to staff

EPF expense

Bonus

Conveyance

EDLI premium
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Office Overhead Expenses

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 staff

Watch and ward
Wages to staff
Water charges

Staff recruitment

AGM expenses

Business meeting

Business promotion
Carriage

Photo-stat

Celebration and inauguration
Consumable articies

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 & Stationery

Rent

Repair and maint. of vehicles
Repair and maint. of elect. equip.
Repair & Maint. of F/Fixture
Repair & Maint. 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 subscription & Contribution
Exhibition

Labour charges

Commodity wise

Bank charges

Interest on CCL (General)

Interest of FDR's

Interest on loan from Govi./NABARD
Interest on NCDC loan

Interest on security
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Opening Stocks (activity wise)

Advance Income Tax Account

Sales Tax Alc

Investments Afc

Processing Control (Working Capital A/c)
Head Office Distt. Control (Division Wise)
Construction Material A/c

Material issue to Contractor Afc
Preoperative Expenses A/c

Truck Trading income exp. Afc

Store and Spare Alc

Long term borrowing A/c

Recoverable from Staff Al

Conveyance advance to staff

Marriage loan to Staff

Festival loan to Staff

House Building loan to Staff

EWF loan to Staff

Computer Loan to Staff

Shortages recoverable (activity wise)

Misc. Recoverable {activity wise)

Commodity Wise

Company Wise
Plant/Rice mills Wise
Distt. Wise

ltem Wise

Party Wise

Institution Wise

Name of the Employees
MName of the Employees
Name of the Employees
Name of the Employees
Name of the Employees
Name 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
Receipt Vouchers approved by the AGM Accounts { C&B).

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

The Blank Receipt Books will remain in safe custady 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 wilt be made only on the pay order signed by the AGM/Accounts (C&B).

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

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

¢) Payment of statutory dues, or bills of Telephane, electricity and water charges when payment for
charges is not accepted by the concerned authorities 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(F&AYAddI.GM (F&A).

ACCOUNTING OF CASH TRANSACTIONS:

Vouchers for all cash transactions wili 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 checking the vouchers, the SO(C&B) will ensure that

i) Such voucher containing pay order has been stamped ‘PAID’ and 'VOUCHED' by the cashier under his
dated initials.

i)  The classification recorded for this transaction is in order.
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iii) 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 ameunt 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 Book agrees with the
physical balance of cash with me on the date.”

The SO (C&B) will call for the Cash Baok for the previous day from the Accountant (C&B) for his check. In
checking the Cash Book, SO (C&B) will ensure that :

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

ii) 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 certificate 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 lirit 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”
Sdf-

S50 (Ca&B)

The cash book will be super checked and sighed by the AGM Accounts (C&B) daily to ensure that it is
written regularly and checked properly by the SO (C&B).
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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&B) 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 Accounts (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 provided
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 to the outer door.

Whenever the Cash balance exceeds the prescribed limit, the AGM Accounts (C&B) will 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 (C&BYSO(C&B) 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. Ateach district headquarters, Hafed will have current account with the State Bank of India and Central
Co-operative Banks or such other 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, 2 mode other than
payment by cheque has been specifically prescribed; the said mode will be followed.

3. (a)Hafed will also have current account at each of the station where there is a registered office of a Co-
operative Marketing Society. The account will be opened 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 far 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 cheques issued during the day will be transferred from the Bank at the district headquarters to the
Banks at the concerned station by means of Banker's cheque or telegraphic transfer as may be considered
expedient.

{c) In order that the cheques issued for payment at cutstation 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 cheqhes 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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1.

Ori receipt of the Chegue Book the AGM Accounts (C&B)/ SO(C&B) shall examine it, count the num-
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
( "~ Yin number.

Signature

Designation

The Cheque Book shall be kept under lock and key in the personal custody of the AGM Accounts (C&B)
/ SO(C&B). The same can be delivered 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 remov-
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 concerned 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) It should be signed by the authorized signatories of Hafed.
e) The cheques should always be crossed "Afc 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-office for meeting the requirements as and when the total drawals from the cash credit 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-OFFICE

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 wili 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 daily balance will be worked out.

2. It will be the responsibitity of the SO to ensure that all cheques 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 surpius funds to Head-Office
first thing in the next morning.

G. RECONCILIATION OF ACCOUNTS

1. The S0 shall arrange to obtain from the Banks monthly statement of Accounts or Pass Book soon after
the close of the month 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
items which are over-written or cross-written in the Bank Pass Book or the Accounts Statement.

2. Al 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 reclified in the next
month's entries.

3.  Bank Reconciliation Statement in respect of each account will be sent by AGM Accounts to the H.O. in
prescribed form so as to 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 to 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 District Office/unit.

2. Fixed Assets Register shall contain the columns namely Opening Balance of the Fixed Asset, 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 year and Written Down
Value at the end of the year. .

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

4. Separate folio for each Asset shall be opened in the fixed Asset Register.
Each Asset shall be physically marked 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 impart duties and other nan-refund-
able taxes or levies and any directly aftributable cost of bringing the asset to its working condition for its
intended use; any trade discounts and rebates are deducted in arriving at the purchase price. Examples of
directly attributable costs are:

(i) site preparation;

{ity initial delivery and handling costs;

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

(iv) professional fees, for example fees of architects and engineers.

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 assets
because they do not relate to a specific fixed asset. However, in some circumstances, such expenses as are
specifically attributabie 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 incurred 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 after 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 period.

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, alt 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 pericd not exceeding 3 to 5 years after the
cornmencement 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
direcily to the specific asset and costs that are aftributable to the construction activity in general and can be
allocated to the specific asset. Any internal profits are eliminated in arriving at such costs.

Improvements and Repairs

Frequently, it is difficult to 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 bock value, e.g., 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 fixed 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 statement.

On disposal of a previously revalued item of fixed asset, the difference between net disposal proceeds and
the net book value is normally charged or credited to 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 to that account. The amount
standing in revaluation reserve following the refirement or disposal of an asset which relates to that 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%
& Computer 60%
7  Storage articles 25%
8 Office equipment 25%

Depreciation chart in perfforma 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 financial 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
employee 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 House rent/license fee
Deducted.)
GL Office Overhead Expenses
BL Petrol/ il & Lubricants
BL Amount deducted for use of official Vehicle.

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

Credit

BL

Administrative Expenses
House Rent

Bank Account

2. Accounting entry for HAFED employees

Debit

Credit

GL
BL
BL

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

GL
BL

GL
Bl
BL
BL

Administrative 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 to be deposited with other agencies.)
CST

NSC

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

Marriage loan to staff

Computer loan to siaff

EWF loan to staff

Deposit from others
EWF

{Amount of EWF Confribution deducted
from employees)

Administrative Expenses Account
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 Govi. Employees on
deputation with HAFED

Debit GL Administrative Expenses A/c
BL Leave salary & Pension Contribution
Credit Bank Account

4. Entry for Provision for Bonus
GL Administrative Expenses Afc ........... DR
BL Bonus to Staff

GL Provisions ...cococcieccerviieriorirrininriiinnens CR
8L 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

N oo kW

Traveling Allowance

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

e Concessional Rent Free Accommodation
e Any sum paid by the employer in discharging the monetary obligation of the employee
e Motor Car
+ Services of a sweeper, gardener, watchman or personal attendant
s Any other fringe benefit or amenity as may be prescribed
The following deduction are to made from the pay bills:
1. 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

Employee Welfare Fund (EWF)

e T L

Any other Recovery

6. TAX DEDUCTION AT SOURCE (TDS)

DDO will be responsible for Deduction of Tax at source on the estimated income of the assesse employee
under the head Salaries for any financial 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 financia! year exceeds Rs. 50000/- or any other sum specified by the Government of India.

RATES OF INCOME TAX (F.Y. 2005-06)
INCOME 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 Form 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 computing the Taxable Salary income of the Employee Deductions u/s 16 of Income Tax Act is 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 following amounts shall be allowed as deduction:

s  One fifth of the Basic Salary; or
¢+ Rs. 5000
Tax on Employment

The tax on employment within the meaning of clause (2) of Article 278 of the Constitution of India Leviable
by or under any law shall also be allowed as a deduction in computing the income under the head Salaries.

Deductions under Chapter VI-A of the Income Tax Act

While computing the Total Taxable income of the Employes 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

maximum of Rs. 10000/-

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

freatment of the handicapped dependent or mentally retarded
dependent upto maximum of Rs. 5000/-

80DDB Deduction in respect of Specified 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 .T. Act.

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

&0u Deduction in case of totally blind or physically handicapped
individuals upto fixed deduction of Rs. 50000/-.

REBATE ON INCOME TAX
The Employee shail be entitled to tax rebates under Chapter VIl of the Income Tax Act,1961 as given below:

u/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.|. 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

teast 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 be 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.

Revised rates of Travelling Allowance, Daily Allowance etc. admissible on the new scales of pay.

A. Pay Range

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

Grade || 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 helow Rs. 4000 P M.

B. Entitlement for traveling by Rail/Bus/Own Car/Scooter/Motorcycle etc. and for local journey.
C. Journey By Air

Heads of Departments and the cfficers 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 entifled to travel by first class, officers of the level of
Additional secretaries and Joint Secretaries of G.0.1. and of equivalent status in the State Govt. by Business
or Club class 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 actual cost of reservation and steeper charges will be reimbursed in full.

2. In case of journey by Air/A.C. RailfA.C. Bus/Deluxe Bus, tickets shall be appended fo T.A. bills. In case
of Rail journey by Ist class / A.C. Chair Car, ticketfticket No./reservation 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 Departments 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 journey performed by own car will be Rs. 6 p.k.m. and in case of
journey by scoater or motor cycle it will be Rs. 3 p.k.m.

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

For local journeys performed on tour within the state, employses as per entitlernent given in para B above,
will be paid mileage allowance @ Rs. & p.k.m. for taxi or car and Rs. 3 p.k.m. for other mode of conveyance
for journeys 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 wilt 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 8 hours or more but less than 12 hours half daily allowance
Where absence is for mare than 12 hours but less than 24 hours full daily aliowance

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

Pay Range In Haryana Qutside Other towns
Haryana above 10 lacs
(other than population
column 4}
1 2 3 4
Grade | Rs.120 Rs. 160 Rs. 200
Grade Il Rs. 100 Rs. 130 Rs. 160
Grade Ill Rs. 80 Rs. 100 Rs. 130
Grade IV Rs. 70 Rs. 90 Rs. 110
Grade V Rs. 60 Rs. 80 Rs. 10

[ | 29




B hafed

F. Where 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 Il Rs. 750
Grade 1l Rs. 500
Grade IV Rs. 300
Grade V Rs. 200

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

Grade Accommodation

f Reimbursement of actual expenditure incurred toward normal
single room rent in hotel of a category not above 4 star

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

MtoV For grade 1l to V the rates applicable for Dethi shall also be
applicable for their stay outside Delhi.

No Hotel expenses would be reimbursed for stay within the state

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

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 be. 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 entittement 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 / registered
transporters.
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Grade | 2 Trucks
Grade Il 2 Trucks
Grade llI 1-1/2 Trucks
Grade IV 1 Truck
Grade V ¥4 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 entitlement whichever is less.

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

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

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

The TA/DA referred to will be admissible in respect of the journey of the Government servant and members
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 an 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 applicable 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 nues/instructions issued by Haryana Govt. from time

fo time.

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

SUB HEADS UNDER ADMINISTRATIVE EXPENSES

1. Administration Charges (EPF) 13. Leave Salary & Pension Contribution
2. Bonus to Staff 14. Medical to Staff
3 Conveyance to staff 15. Salary to Staff
4, EDLI premium 16. Staff Training
5. EPF (Admn. Exp) 17. Staff Welfare A/c
6. GIS (Admn. Exp) 18. Study Tour
7. Gratuity (Admn. Exp) 19. TA to Chairman
8. Group Personal Accidental Policy 20. TA to Directors
g. Honorarium fo Chairman 21. TA to Staff
10. Honorarium to Staff 22, Wages to Staff
11. House rent A/c {Admn.) 23. Waltch & Ward
12, L.T.C. to staff 24, Water Charges
_

Name of activity Account to be debited Account to be credited

General ledger Bye tedger 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
employees control (Admn.) alc (EPF)
contribution
Provident fund Administrative EPF alc Administration EPF a/c
deduction exp. {EPF) afc exp. payable
employer alc (EPF)
contribution
Deposit of Administration EPF a/c Current Name of the
provident fund exp. (EPF) afc 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 employees are covered under the provisions of EPF Act, 1952. The monthly deduction @12% of pay
(basis + DA) deducted from the salary of an employee. The employer contributes 8.33% of pay towards the
employees pension fund subject to the limit of Rs. 6500/- p.a. and 3.67% towards employees provident fund.
The employer is required to deposit in the amount of deducation/contribution by 15th of the subsequent
month with the RPFC.

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

Payment cf gratuity :

All the employees are paid gratuity as per the provisions of payment of gratuity Act 1872. The gratuity is
calculated according to the foliowing formula : -

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 gratuity ploicy and in case of premature death of an
employees during the service the gratuity is payable for the entire tenure of service.

Encashment of earned leave on retirement

Hafed has taken a group eamned leave encashment policy from LIC and HDFC Insurance. The retiring
employee is entitled to encashment of earned leave subject to a 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 palicy 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 palicy from Criental Insurance Company under which all the
employees are covered far compensation for temporary/permanent disability and accidental death during
service.

Financial assistant under Common Good Fund.

In case of death of employee during service, the family of the deceased employee is paid a financial
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 employees 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 respactive 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:-

(a)
(b)

{c}
(d)

(®)

Purchase Report (FD-PR-[11}

(FD-PR-V)

Stock Account

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

Certificate to the effect that the payment received by the saciety for the previous purchases has
since been made to the Kachha Arthias. The District Managear shall verify the correctness of
these certificates 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
alongwith 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 year. The Sccieties should
make payment to the Arthias immediately on receiving it from the Federation so that they could
earn cash rebate as per mandi practice.

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

2.2 The bills alongwith supporting documents would be submitted by the Societies, in duplicate, duly

verified by the Field Inspector of the Federation posted for the purchase.

2.3 Before appending signature on these forms, the Manager of the Society and the Field Inspector

would ensure that the transactions have actually been taken place and that all prescribed
certificates recorded on these forms are signed 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 procurement of wheat at these centres is to be done by the
BCPA (Biling -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. ACCOUNTAL OF PURCHASE BILLS.

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

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

{b) MANDI Charges : To be paid by the State Gowt. every year viz.
i) Damni.
iy  Market Fees.
iy Cess {i.e. Agri -produce fee)
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 time.

(¢} 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 thereon are signed by the authorized persons.
After checking the bills and purchase reports 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 documents have heen
praperly checked before passing the bill.

3.3 The full payment of the bills 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 calculat-
ed from the time, it has been submitted in the District Offices duly complete in all respects. The Marketing
Socisties are, therefore, requested to get the time and date noted on the face of the office copies of the pur-
chase bills from the responsible 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 adopted by the District Offices and Societies -

(i}

(iv)

v)

State Bank of India, Chandigarh from where Cash Credit Limit is arranged by Hafed for
procurement of wheat, has allowed facilities 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 Societies shall be made by cheques drawn on current account of the said
bank.

For remittance of the funds to out-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 concerned Society from H.O. directly. But it should be ensured that concerned
Socisety has its current 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.B.I. /S.B.0.P. does not exists,
funds for these societies will be arranged by Distt. Office by arranging funds from H.O. and Bank
Draft may be got prepared in favour of Societies. Bank charges in such cases shall be borne by
Hafed.

The Societies 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 farmers.

In mandis where Hafed procures wheat direct from Kachha Arthias, F.l.(Incharge)/ Manager of
Hafed Rail Head Agencies, wauld issue cheques to the Kachha Arthias drawn on the Bank in which
the Federation maintaing account at that Station. In case of purchases of wheat through B.C.P.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 an the basis of the passed bills,
separate pages will be earmarked for each soclety in Purchase-cum-Sale Day Books.

3.7 A monthly abstract of the Purchase-cum-Sale Day Book would be prepared, which will contain sepa-
rate column 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 total amount would be credited o wheat procurement suppliers account of the con-
cerned 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 Account.
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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)
ii) 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
BL. Concerned Society

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

DEBIT G.L.  Procurement suppliers
B.L. Concerned 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 settled
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 rmaking foltowing entries:-

DEBIT G.L. Procurement Debtors
B.L. Labour Contractor/Transporter personal account.
G.L. Procurement Supplier.

B.L. Concemed Society's Account.

CREDIT G.L. Procurement issue by Shortage.
B.L. Wheat Rabi____




= hafed

4. ACCOUNTAL OF LABOUR, TRANSPORTATION & STORAGE CHARGES.

4.1 Labour/ Transportation rates ‘are finalized by the committee consisting 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 labour job slips signed by concerned
F.L.{Purchase)/F.|.{Store}) & Centre Incharge from the Labour Cantractor concerned, the same will be
checked by the Accountant as per approved rates and operations mentioned in Job-Skps strictly as per terms
& conditions of labour contract. Bills will be got passed from 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 Cantractor for movement of wheat
stocks from purchase centre to storage point/FCl 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 unloading 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/FClI
unloading and stacking of bags at storage point)

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

(Transportation charges from purchase centre to storage point)

B.L. Labour charges on gunnies,
(this will include handling, loading, cartage and unloading of gunny bags)

B.L Weighment charges (for weighment got done on weighbridge).

B.L. Others {Specify}

CREDIT G.L Procurement 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 on the rates communicated
from time to time (presently @Rs.0.60 per quintal/month for CAP storage and Rs.2.58 per quintal/month for
covered storage on the total stocks of wheat by debiting the following account:-

DEBIT G.L. Procurement Trading Expenses.
B.L. Storage Charges on wheat Rabi .
CREDIT GL. 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 THEREOF.

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 obtain 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 office.

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

b} Acceptance Note in duplicate (one exira copy to be retained by the F.L).

5.2 The Despatch Documents must be submitted by F.1.(Purchase)/F.l.(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 to D.Q. 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 delivery made directly
from mandi, F.I. (Purchase) or other official 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 responsibility of F.|.(Purchase)/F.1{Stare) to arrange clear despatch documents of wheat
having no qualifying remarks.

5.3 The concerned 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 to 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 certificates would
be obtained from him. It may again be emphasized that it shall be the respansibility of the F.I., Hafed.

5.5 The District Manager would promptly get the sale bills prepared on the prescribed Performa (FDPR-I)
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 FCI/GOI.

b} Cost of gunny bags at the rates intirnated 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.0. of D.O.

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.

5.7 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 FCI on the same day OR latest by the forenoon
of the following day.

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

5.2  The payment of the bills would be vigorously pursued and it would be ensured that payment of each
bill is received from the FCI within 48 hours of its submission to FCI. it shall be the responsibility of the D.M./
Accountant/ 3.0. concerned to obtain payment from FCI within the stipulated period. In case the payment is
not received from FCI within the above noted period, the matter should be immediately reported fo 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.

|| 41




"

5 , .

paﬂl The sale bills would be ehtered into the sales columns of the purchase
| ges ?qrmgrked for each despatching Society centre. Separate column of each
-€. Cost, Incidental charges, gunnies, interest and starage charges is o be maint

-cum-sale day book on the
itern claimed in the sale bill
ained in the Sale Day Book.
511 A monthly abstract for the sales recorded in the purchase
the D.0. and the amount would be cradited {o the below noted he
Account - B.L. FGI,

-cum-sale day book would be prepared by
ads by contra-debit to Procurement Debtors

CREDIT G.L. Procuremant Sales Account.
{cost of wheat + incidentals + Carryover Charges )
B.L. Sale of Wheat Rabi-
BL. Sale of gunny bags.
G.L VAT (output) @4%.

.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 FCl in the Sale Bills is to be examined immediately and bill-wise complete detail of
such deductions will be maintained by the D.O. 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 eariest.
in case, any directions/ policy decisions is required by iocal FCI authorities from their Regional Office for
releasing the payment of such deductions, the matter will be got referred from local FCI authorities to
Regional affice. Copy of such references will be arranged and will be sent to Hafed, H.O. for pursuing the
matter at H.O. level.

5.13 At the close of each month financial and physical balances of wheat & gunnies stocks be verified and
difference, if any be set-right immediately. It shall be the responsibility of Accountant/'SO/AQ concerned to
ensure that physical and financial balance of each item is reconciled monthly.

6. WHEAT PROCUREMENT BY-LEDGER

6.1 A separale personal ledger showing wheat procurement account of various Societies 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 season.
6.2  Monthly trial balance of various wheat procurement By-Ledgers would be prepared and reconciled
Wit e amaunt shown i tne General Ledger.
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7. STATEMENETS:

The following periodical statements would be submitted to Head Office by the District Managers:-
a) Monthly profitability statement in the prescribed performa. (Annex.A)

b} Monthly staterment of procurement debtors and shortage/misc. recoverables in the prescribed
performa. (Annex.A,B,C-1,C-Ii & D)

c) Monthly Statement of despatch of wheat and bills submitted to the FCI and payment received 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 fallowing 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 concerned.

9. Field Inspector will keep register and will record the daily dairy {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) Progressive Purchases.
¢) Days despatches indicating mode of despatch:
{i) From mandi {il) From godowns.

d) Progressive despatches.
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fi) STORAGE:\
Balance stock transferred to godown {Indicating the name and Mo. of godowns) as per details given
below:-
Sr. Name of Opening Receipt Issue during Balance at the
No. Godown. Balance of during the day end of the day.
the day day.

lil) LABOUR OPERATIONS:

Details of Labour Jobs done to be recorded.

F.I. (Stores)

F.i. (Purchase)

The timely and daily posting of roznameha should personally be ensured by the Field inspector. The
Inspecting Officer/ Flying Squad will invariably check the Roznamacha Register 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 FEDERATICON 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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PROFORMA
REQUISTION FOR REMITTANCE OF FUNDS FROM HEAD OFFICE TO DISTRICT
CFFICE AS ON
Sr. | Name of Purchase | Quantity Quantity Balance Qty. in | Value.
No. | Centre. purchased despatched. | hand
1
2
3
4
5
<]
7
a
9
10
TOTAL
ABSTRACT
1. Value of Stock in hand ‘A
Rs.
2. A) Amount used from other sources

Rs.

if any.

B} Amount already received from H.Q.
Rs.

{ Total A +B) ‘B’
Rs.

Funds required (A-B )
Rs.

The funds may please be remitted as under :

Sr.

Telegraphic transfer/ draft to be Draft to be drawn of the Bank/ | Amount.

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 bocks of accounts immediately on
occurrence, Instances of vouchers to be prepared by the Societies are given below for their guidance:

Transaction

Account to be debited.

Account to be credited.

1. Receipt of arthias invoice
(including dami, labour

G.L. Wheat Purchase AJc.

G.L. Wheat Supplier Afc.
B.L. Arthias perscnal Afc.

charges & VAT) G.L. VAT Ale,
2. Payment to Arthias by | G.L. Wheat Supplier A/c. G.L. Bank AJc.
crossed cheque.
3. Paymeni of Mktg. Fee/ | G.L. Wheat Trading | G.L. Bank.
Cess/ Labour etc. Expenses Alc.
a) Market Fee of wheat.
) Cess of wheat.
4. Submission of Purchases/ | G.L. Hafed wheat Alc. i) G.L. Wheat Sales A/c

bills to Hafed. (incl. Cost, dami,

Market Fee, Cess,
Labour Charges in the
I-Form, Service
charges)
i) G.L. VAT Account.
Hafed Wheat AJc.

5. On receipt of payment Bank Alc.

11.2 The vouchers would be prepared by the Accountant of the Soclety 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 seascon and shortages observed in the mandi will be recovered by the
Societtes 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 till date Rs.
3. Shortages observed till date Qty. Amt.
4. Deductions made by society on account of
shortages. Rs.
5. Deduction made on a/c of quality complaint
if any. Rs.

Manager,
Cooperative Mkg. Society Ltd.,

47



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 sum of

Rs.
( )
for payment of wheat purchased in District as per
detail 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) Crores
6. Balance requirement (3-(4+5) Crores

The above funds required may please be remitted through drafts
as per detail given as under:-

S.No. In favour of Bank Payable at Amount
{Crores)

Details of reimbursement of funds.

i) Total funds received by Distt. Office as mentioned in
Column No.4 & 5,

i) Funds actually disbursed by Hafed Distt. Office to
Coop.Mkg.Society/BCPA's/direct payment to arthias

iii} Funds actually disbursed by Coop.Mkg.Societies/BCPA’s
to Arthias/Farmers.

Distt. Manager,
Hafed,
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ANNEXURE-C

FROFITABILITY STATEMENT OF PROCUREMENT DWISION OF DISTT.
{IN RESPECT OF WHEAT CN

OFFICE FOR THE MONTH

SUPPORT PRICE).

S.No.

Particulars

Quantity(MT)

Rate

Value(lacs)

Opening stocks as on 1.4,

a)Wheat rabi

bYwWheat rabi

a)Gunny bags 95 kg.(bags)

b)Gunny bags 75 kg.{bags)

c)Gurnies (50kg.}

Purchases during the year

a}\Wheat rabi

b)Drought relief/bonus ete.

¢)Gunnies

Purchases by excess

a)Wheat rabi

b)Wheat rabi

Trading expenses

a)Statutary charges rabi

b)Labour charges rabi

c)Society cornmission rabi

diinternal movement rabi

g)Starage charges,

iYWheat rabi

iilWheat rabi

fiinterest

g)Despatch expenses

ijwheat rabi

lijwheat rabi

h)Segregation/replacement charges

HwWheat rabi

iijwheat rabi

Total

Sales

a)Wheat rabi

bWheat rabi

c)Gunnies 95kg.

d) Gunnies 75kg.

e} Gunnies 50kg.

Ingidentals charges/carry over chaiges

a)Wheat rabi

bywWheat rabi

Arrear of incidentals, if any (specify)

Income from gain

a)Wheat rabi

bYWheat rabi

10.

Closing stock

ajWheat rabi

b)Wheat rabi

c)Gunnies 95kg.

d) Gunnies 75kg.

g) Gunnies 50kg.

11.

Total(6+7+8+9+10)

i2.

Profit{11-5)
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PERFORMA - A

STATEMENT SHOWING POSITION OF PROCUREMENT RECOVERABLES OF Hafed
DISTT. OFFICE AS ON

Particulars | Op.bal | Additi | Total | Recavery Balance as on Total | Remarks
ance on {1+2) { during the year
14, during
the
period
Qut of | Out of | Total Out of | OQut of
old current old current
col. col. col. col.
No. 1 No.2 No.1 No.2
{@¥5) [(1+4) [(25) | (7+8)
1. 2. 3. 4. 5. 6. 7. 8. 9. 10.
a)Proc.de
btors
bShortag
es
recoverab
les
c)Misc.rec
overable
d)Proc.su
pplier
Total
PERFORMA-B

STATEMENT SHOWING AGE-WISE POSITION OF PROCUREMENT RECOVERABLES OF Hafed
DISTT. OFFICE AS ON

(Rs.in lacs)

Particulars | 3 1 year | More than 6 |Less than 6| Less Total
years {to 3 | month but less | months but | than 3
and years | than 1 year more than 3 | months
above months

a)Proc.
Debtor
b)Proc.s
hortage
&miscrec
overable
c)Proc.s
upplier
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PERFORMA - C

STATEMENT SHOWING CATEGORY WISE POSITION OF PROCUREMENT
DEBTORS OF HAFED DISTRICT OFFICE AS ON

(Rs. in lacs)

FCI recoverables Amount | Back Since when | Latest
ground/history/de | recoverable status/action
scription of taken by DO
recoverable
amount (centre
wise)

Nature of deduction

Current bill

Deduction on a‘c of gain

Deduction on a/c of COC on
| gain

Carryover charges

Withheld amount

Bardana recovery

Destination shortages

LAS recovery/audit

Infest./fatta formation

Wheat export

Transportation
charges/weighment

Moisture cut

Demmurages charges

Stiching charges

Luster loss

VAT

Marka

Others(to be spacified)

Grand total
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