
THE HIMACHAL PRADESH STATE COOPERATIVE MARKETING AND CONSUMERS FEDERATION LIMITED SHIMLA-171003


INTRODUCTION

The Himachal Pradesh State Cooperative Marketing And Consumers Federation Ltd. is an Apex Cooperative Marketing Federation in Himachal Pradesh. It was registered on 30th June 1952 under the provisions of Indian Cooperative Societies Act, 1912 and is now covered under the provisions of Himachal Pradesh Cooperative Societies Act, 1968.

Himfed plays an important role in the development of Agriculture, industry, trade and commerce etc. in the state.  The main function of Himfed is to implement the policies and programmes of the Government and to ensure the distribution, storage and procurement of fertilizer well in advance so as to prevent any scarcity of this essential commodity and to make it readily available in the State.

MEMBERSHIP

Membership of Himfed is reserved to the Cooperative societies, Government of Himachal Pradesh and NCDC.

MANAGEMENT

The Management of the Federation vests in the following: -

(a) General Body

The General Body of the Federation is supreme authority, which consists of: -

(i) Board of Directors of the Federation.
(ii) The representatives returned by the member societies.
(iii) The nominees of the State Government/ NCDC

(b) Board of Directors

The Board of Directors is the Chief Executive Body and is responsible for all the affairs of the Federation.

1. AREA OF OPERATION

The area of operation of the Federation is whole of India, but its membership is restricted to Himachal Pradesh. 

2. SHARE CAPITAL

The authorized share capital of the Federation is Rs.15,00,00,000/- (Rupees Fifteen Crores only), which is reserved for the member Cooperative Societies, Government of Himachal Pradesh and NCDC. 





3. RULES AND REGULATIONS

The Federation is covered under the provisions of the Himachal Pradesh Cooperative Societies Act, 1968. Its employees are governed by the Himfed Bye-Laws and Himfed Service Rules for all purposes except for leave and medical reimbursement, for which the state Government rules are applicable. Following manuals are available for the purpose –

1. Himachal Pradesh Co-operative Societies Act 1968.
2. Himfed Byelaws.
3. Himfed Service Rules.
4. Himachal Pradesh Cooperative Societies Rules – 1971.

The annual performance of Himfed is depicted in the Himfed Annual Report, which is published regularly before the Annual General Meeting. 

Annual General Meeting

The Annual General Meeting is held soon after the annual accounts have been audited. The Procedure for the election of delegates for holding the annual general meeting of the Federation in pursuance of Rules 32, 33 and 34 of the HP Cooperative Societies Rules, 1971 is as under-

1. Member Cooperative Societies of Himfed elect district wise delegates, one delegate from minimum ten member Cooperative Societies registered in accordance with the Himfed Bye-Laws. For this purpose at least one section/ zone is constituted in any District if the total member of societies is more than five otherwise these societies are grouped with the members of the adjoining district for the purpose of constitution of zone for electing delegates.
1. The member financing banks/ central-financing institutions send one member each to attend the General House Meeting of the Federation.

At the annual general meeting the following business shall be transacted: -  

i. Election of the President and the Vice President as per byelaw No. 32.
ii. The election, suspension and removal of members of Board of Directors;
iii. Fixation of the limit of outside borrowing, which may be incurred in the following years within the prescribed maximum limit under byelaws No. 12. The limit so fixed shall require the approval of the Registrar who may at any time, reduce it;
iv. The amendment of the bye-laws according to the Act and Rules made there under;
v. Consideration of the annual budget, certified audit notes and the inspection notes of the Co-operative Department Officers and rectification of reports thereof;
vi. Expulsion of members as per bye-law No.8;
vii. To consider report of the Board of Directors on the preceding years’ working of the Federation together with statements showing the receipts and disbursements; assets and liabilities and profit and loss account for the year and sanction appropriations and distribution of profits;
viii. To appoint a Managing Director and other staff subject to the provision of byelaw No, 46 and fix their duties and remuneration.
ix. Disposal of any other business duly brought forward.

The election of the 12 members of the Board of Directors is held zone-wise. The number of zones and number of seats allotted to each zone is as per the approval of the Registrar, Cooperative Societies, Himachal Pradesh from time to time.
The members of the Board of Directors elect from amongst its elected members a President and a Vice President. The President and in his absence the Vice President also function as the Chairman of the Board of Directors and the Executive Committee.

BOARD OF DIRECTORS


The Board of Directors shall be the Chief Executive body and all responsibilities for the affairs of the Federation shall vest in it. It shall consist of:

i) The President;
ii) The Vice-President;
iii) Ten members elected in the General meeting from amongst representatives of member societies.
iv) Nominees, nominated by the State Govt., nominees nominated by Registrar, Coop. Societies, H.P., and nominees nominated by Financing Institutions as per provisions of H.P. Cooperative Societies Act and Rules.
v) One member to be nominated by the NCDC, if it has invested the funds in the Federation.

The power and duties of the Board of Directors shall be: -

i) To dispose off applications for membership and for shares and their transfers;
ii) To raise loans and prescribe conditions on which deposits may be raised;
iii) To collect amounts payable on shares and repayments of loans or advances;
iv) To sanction working expenses;
v) To check the accounts of the Federation and count the cash balance;
vi) To prepare the annual Report and Balance sheet;
vii) To suspend the Managing Director appointed under bye-law No.23 (ix) recommend his dismissal to the General Meeting and appoint an acting substitute pending the final decision and to appoint; suspend punish or dismiss the other salaried servants of the Federation.
viii) To institute, defend or compromise legal proceedings;
ix) To arrange for the purchase of seed, manure raw materials feeding stuff and other agricultural and domestic requisites and if need be, to arrange for storage, distribution and sale of such goods.
x) To examine the stock register and verify the stock;
xi) Test the scales, weights and measures in use in the Federation at regular intervals;
xii) To acquire or lease premises for accommodating the Federation’s Office and for storing goods;
xiii) To arrange for insurance against loss of Agricultural produce, seeds, manure etc. by fire, if possible against loss of premises and other goods at reasonable market rates;
xiv) To receive agricultural produce for sale and to arrange for its grading and processing whenever possible;
xv) To prepare a list of trust worthy brokers or merchants, through whom or to whom the produce may be disposed of whenever the Federation has to take risk of granting trade credit and to fix limits up to which credit may be fixed. The individual and the maximum trade credits may be altered with the previous approval of the Central Finance Bank.
xvi) To take security from the Managing Director and other employees, handling cash, goods and securities on a scale not lower than the one prescribed by the Registrar.
xvii) To consider the inspection and audit report, take action on the instructions contained therein and to submit and audit rectification report to Registrar within two months of the date of the receipt of the audit report and to place the audit report and the rectification statement before the next General Meeting.
xviii) To appoint, suspend, punish or dismiss salaried staff of the Federation and to prescribe and assign duties to them.
xix) To arrange for the supply of manures, fertilizers, agricultural implements etc. to the affiliated Federation.
xx) To arrange for purchase outright of the produce of the members to arrange for its sale at a later date subject to the following conditions: -

(a) That outright purchases are confined to such of commodities as can find a good market.
(b) That the total amounts locked up not to exceed the owned funds of the Federation at any time or one tenth of the value of the produce to be marketed and lying in effective custody of the Federation whichever is higher;
(c) That separate accounts be maintained for the business done under the outright purchase system.

(xxi) To appoint one or more sub-committees from amongst the members to carry out specific work of the Federation in the nature of supervision and control over such works.
(xxii) To fix rates of travelling and daily allowances, and to frame rules governing the same in respect of members of the Board and the salaried staff.
(xxiii) To appoint a Director to represent the Federation in the meeting of the Managing Committee or General body of another Co-operative Institutions and also to purchase shares of other Co-operative Institutions and to invest surplus funds of the Federation according to the Act and Rules laid there under;

It shall be competent for the Board of Directors to frame subsidiary rules for the Federation’s business consistent with the provisions of the Act, Rules and byelaws for the conduct of the business of the Federation. Such rules shall be entered in the Minute Book of the Board and shall come into force after they are approved by the General Meeting and Registrar.

EXECUTIVE COMMITTEE AND BUSINESS COMMITTEE.

There shall be an Executive Committee and Business Committee consisting of not more than 7 members.  The BOD may authorize the President (Chairman) to constitute such Committees for a period of one year, which shall continue to function till the re-constitution of respective committees. The composition of each committee shall be as under:

i) The President
ii) The Vice President
iii) Three Directors amongst the elected Directors.
iv) One nominee of the H.P. Govt.
v) Managing Director of the Federation.

The business of the Executive Committee will be to carry out such functions as may be entrusted by the Board of Directors from time to time.

The Business Committee shall lay down the general policy about the over-all business of the Federation and shall prescribe such terms and limits as it deems fit from time to time. It shall also review the progress made in business once in every quarter. The Managing Director of the Federation shall also act as the ex-officio member of these committees.

These committees shall meet as often as possible on dates fixed by the President, Vice President or the Managing Director. Seven days notice shall be necessary for such meetings except that in emergent cases, a notice of four days will suffice.

At all meetings of the Executive committee and Business committee, three members will form a quorum of which at least one shall be from among the elected members.

ADMINISTRATIVE COMMITTEE

Administrative Committee is constituted by the Board of Directors in pursuance of Clause 1.5 of the Service Rules consisting of the President of the HP State Cooperative Marketing and Consumers Federation Limited as the Chairman, two members from the elected Directors of the Board of Directors of the said Federation, Managing Director and the Registrar or his nominee. The Administrative Committee functions as the direct recruitment committee and promotion committee to make recommendations in the form of select lists for appointment/promotion to various posts under the Federation. The select list is placed before the Board for its approval.

The Administrative Committee once constituted shall remain in office ordinarily for a period of three years from the date of constitution.

Three members shall form quorum for every meeting of the Administrative Committee and at least three days notice shall be given for such meeting.

MANAGING DIRECTOR AND OTHER STAFF

I. MANAGING DIRECTOR – 

The Managing Director of the Federation shall be appointed by the Govt. and he shall act as the Chief Executive Officer of the Federation. The Managing Director shall also act as Manager for the purpose of holding of general meetings.

The duties of the Managing Director shall be: -

i) To summon and attend all General, Board, Executive Committee meetings of the Federation.
ii) To record the proceeding of such meetings in the Minute Books.
iii) To make disbursement and to obtain vouchers and to receive payments and pass receipts under the General or special orders of the Board of Directors in this behalf from time to time.
iv) To keep all accounts and registers required by the rules.
v) To prepare all the registers, vouchers, balance sheet and other documents, required for transaction of the business of the Federation.
vi) To conduct correspondence and to supply needful information to the Members.
vii) To see that inspection and audit reports are placed before the Board of Directors for consideration, without delay and to take further steps in regard to rectification and submission of inspection and audit rectification report to the Registrar, in time.
viii) To guide, supervise and control the work of the salaried staff of the Federation and its branches and to do all other work as may be entrusted to him by the Board.
ix) To receive agricultural produce and other goods in the Federation godown and to be responsible for their safety while they are there.
x) To Realize the sale proceeds.
xi) To conduct the sale and supervise weightments.’
xii) To purchase and sell the articles of domestic needs and agricultural requisites at reasonable rates, subject to approval, general or specific instructions of the Board of Directors.
xiii) To countersign cash book in token of the balance being correct and to produce the cash balance whenever called upon to do so by the Chairman or any person authorized to do so.
xiv) In the absence of the Managing Director, the Board may authorize any other person to perform his duties. Share certificates and other documents shall be signed by the Managing Director and President of the federation.
xv) Managing Director should hold charge of all assets including equipment and machinery of the Federation and be responsible to see to their proper use and maintenance.
xvi) The Managing Director of the Federation is competent authority to institute/file, suits complaints and to do all other acts on behalf of the Federation concerning its properties, business, management before any Tribunal, courts etc. and to sign Plaints, written statements, applications, complaints and other documents, which may be necessary to settle the disputes instituted by or against the Federation.

II.  	ADMINISTRATIVE WING

1. 	ADMINISTRATIVE OFFICER REPORTING TO M.D.
	The post of Admn. Officer is lying vacant, at present.

2. SUPERINTENDENT REPORTING TO ADMN. OFFICER/ M.D.	

i. He will be responsible to design the recruitment and promotion rules etc. to the employees of HIMFED.
ii. He will be responsible for application of service rules and any other law concerning to the establishment matter properly.
iii. He will be responsible for proper dealing and maintenance of all personal files, enquiry files service books etc. and maintenance and application dealing of all the establishment matters.
iv. He will be responsible for proper maintenance of office building of HIMFED, house keeping, furniture and fixture, old records, purchase of stationery and printing, uniform etc.
v. He will be responsible for deployment of class IV staff and staff engaged on daily wages basis.
vi. He will assist the management in framing policies with regard to recruitment, promotion, training and all other matters concerning to the Establishment.
vii. He will be responsible for maintenance of   discipline and punctuality in the office.
viii. He will be responsible for maintenance of ACR’s, personal files, personal records, office secrecy, increments, confirmation etc.
ix. Any other duties to be assigned by the Managing Director/Management of Himfed from time to time.

3. PRIVATE SECRETARY REPORTING TO MANAGING DIRECTOR.	

i. He will execute the duties assigned by President, Himfed and by the Managing Director from time to time. In addition to this he will attend to all proceedings of the BOD meetings, Executive Committee meetings and sub-committee meetings. He will deal publicity material, and verification of entertainment bills of VIP visiting the federation. He will attend to matters relating to the members of BOD like TA and DA etc.
ii. He will be responsible for enrollment of shareholder as well as confirmation of C class membership by the competent authority.
iii. Any other duties to be assigned by the Managing Director from time to time.

4. PERSONAL ASSISTANT REPORTING TO MD.

i. He will execute the duties assigned by the Managing Director from time to time.
ii. He will deal all the matters relating to the annual confidential reports of the employees of the Himfed and will maintain strict secrecy. The annual confidential reports should be routed through the superintendent of the office.
iii. Any other duties to be assigned by the M.D.

5. STENO TYPIST REPORTING TO MM/FC, FDO, DC(F&A)/LO/A.M.

i. He will execute the duties assigned by the MM/FC/FDO, DC(F&A)/LO from time to time.
ii. Any other duties to be assigned by the MD/ reporting officer from time to time.

6. MANAGER REPORTING TO FC AND MM.

i. To arrange the borrowings for smooth running of the business activities of the Himfed.
ii. To arrange additional share capital and subsidies under the state sector and central sector scheme to the Fed.
iii. To make long term and short term loan for the smooth running of the federation and will ensure necessary approval from the quarter concerned.
iv. To prepare annual report for submission to the General House and dealing of all matters relating to the General House.
v. To arrange funds for industrialization and other allied matters and election of BOD.
vi. All matter concerning to the Bye-law of Himfed including its amendments.
vii. All matter pertaining to marketing of Agri./ Hort. produces.
viii. Any other duties to be assigned by the Managing Director. MM/FC.

7. ASSISTANT REPORTING TO SUPERINTENDENT/ MANAGER/ DC(F&A)/ MM/ FDO/ LO/AM.

i. The assistants will perform the duties as assigned in the official manual. In addition to this the cell wise duties will be as under: -

8. ASSISTANT REPORTING TO SUPERINTENDENT/AM.

i. They will be responsible for dealing and maintenance of personal files, service records of all the employees of HIMFED.
ii. They will be responsible for dealing of all the files relating to rules and regulations policies and plans concerning the establishment section.
iii. They will ensure strict secrecy of the official records.
iv. Any other duties to be assigned by the superintendent, AM and Managing Director from time to time.

9. ASSISTANT REPORTING TO MANAGER.

i. He will be responsible for issue of the share certificate preparation of member register, dealing of all the files relating to credit and planning etc.
ii. He will maintain central stock register and will ensure that all the supplies made to the Store Keeper are properly accounted for in the books of the federation at all the levels.
iii. They will be responsible for dealing and maintenance of statistical information, feed back information.
iv. They will be responsible for dealing of all the matters relating to the meetings.
v. Any other duties to be assigned by the Manager/ MM from time to time.

10. 	     ASSISTANT REPORTING OF FERT. DEV. OFFICER.

i. He will be responsible for dealing of all the files relating to the Fertilizer Cell.
ii. He will be responsible for dealing and maintenance of statistical information, feed back information and all matters relating to the meetings at the State and national level.
iii. He will be responsible for preparation of supply order of fertilizer to the concerned manufacturers with the prior approval of the competent authority.
iv. He will deal all the matter relating to physical verification and shortages of fertilizers.
v. He will be responsible for maintenance of central stock register at Head Office level.
vi. He will be responsible for timely submission of subsidy bills at Head Office level.
vii. Any other duties to be assigned by the FDO/MD.

11.      ASSISTANT REPORTING TO LAW OFFICER.

i. To issue recovery notices to all the sundry debtors and will prepare arbitration cases.
ii. He shall deal all the legal cases wherein the federation is directly or indirectly involved.
iii. He will arrange all the documents required in the defense of the federation from the various sections/ area offices of Himfed in all the recovery/ other allied litigation matters.
iv. Any other duties to be assigned by the Law Officer/ MD from time to time.

12.		ASSISTANT REPORTING TO FINANCIAL CONTROLLER.

i. He will be responsible for maintenance of proper files relating to audit section and will prepare the draft compliance report of the concurrent audit, statutory audit after having the information from quarter concerned.
ii. Any other duties to be assigned by the Financial Controller, from time to time. 

13.      	CLERK/SENIOR CLERK REPORTING TO ASSISTANT/CELL IN CHARGE/AM.

i. The duties and responsibility of the clerks/ Sr.clerks will be same as are defined in the official manual.
ii. The clerk/ Sr.Clerk posted in Area Office will also deal all the cash transition.

14.      	DAFTRI REPORTING TO SUPERINTENDENT.

i. The duties and responsibilities of the daftri will be same as are defined in the official manual.
ii. Any other duties assigned by the superintendent.

15.  	     PEON/CHOWKIDAR. 

The duties and responsibility of the Peon/ Chowkidar will be same as are defined in the official manual. In addition to this the Chowkidar shall ensure that: -
i.        No articles should be stored or removed from the godown without having valid cash/ credit memo.
ii.        They shall be responsible to protect the godown/ office during the odd hours from theft, fire, and burglary and keep proper watch and ward of office/ godowns articles files properly.
iii.        Any other duties to be assigned from time to time.

III. 	         FINANCIAL WING.

1. FINANCIAL CONTROLLER REPORTING TO MANAGING DIRECTOR.

i. He will be overall In charge of the finance and audit cell and shall be responsible for all the financial, accounts and audit matters.
ii. He shall ensure proper accounting of all financial transaction in the books of the federation.
iii. He will ensure timely completion of the accounts books and prepare consolidated annual final account (Balance Sheet) of Himfed.
iv. He will deal with all sales tax, income tax, and insurance claims etc.
v. He will keep proper check on the financial position of the federation.
vi. He will conduct quarterly and annual inspection of all area offices and head office to ensure observance of accounting procedure.
vii. He will ensure that audit of accounts of federation is conducted timely by the statutory auditors.
viii. He will prepare proper budget estimates of the federation at least two months in advance for the ensuing financial year.

2. DEPUTY CONTROLLER(F&A) REPORTING TO FINANCIAL CONTROLLER.

i. He will prepare the draft financial manual and draft business manual.
ii. He will ensure the implementation of decision of the general body and shall prepare the sundry debtors data, specially the party wise amount that is to be written off from the books of the Federation.  He will be assisted by all the Accountants posted at Head Office as well as at the Area Offices for this purpose.
iii. He will also ensure the reconciliation of accounts with the sundry debtors/ creditors in respect of Head Office and shall refer the cases to the legal/ arbitration cell for preparation of arbitration cases.
iv. He will discharge the duties of DDO in respect of PDS Cell and will ensure the timely collection of sale proceeds from the PDS shops, so that there may not be any leakage of the federation revenue.
v. Any other duties to be assigned by the M.D from time to time.

3. ACCOUNTS OFFICER REPORTING TO FINANCIAL CONTROLLER

i. He will discharge the duties and responsibilities of DDO in respect of Head Office and all the files relating to financial matters shall be dealt by him.
ii.	      Any other duties to be assigned by the M.D from time to time.

4. 	       AUDIT OFFICERS, HEAD OFFICE REPORTING TO DY.CONTROLLER(F&A)

i. They will make compliance of audit notes of statutory audit and submission of their replies to the quarter concerned.
ii. They will conduct the internal audit of accounts of HIMFED including verification of cash balance stocks valuation of assets and liabilities.
iii. Any other duties to be assigned from time to time.

5.	        JUNIOR AUDITOR REPORTING TO AUDIT OFFICER.

 i.	They will make compliance of audit reports & statutory audit as per the directions of Audit Officer.
ii. They will conduct pre-audit/ internal audit of the branches of Himfed as per the directions of the Incharge.
iii. Any other duties to be assigned from time to time.

6.		ACCOUNTANT REPORTING TO DC(F&A) AREA MANAGER/FINANCIAL CONTROLLER.
 i.	They will be responsible for preparation of vouchers and writing of cash books and posting in the subsidy ledger reconciliation of inter branches accounts, bank accounts & with the sundry creditor/ debtors.
ii.	They will be responsible for preparation of salary in respect of staff under their jurisdiction.
iii.	They will be responsible for all the correspondence in respect of all the financial matters.
iv.	They will be responsible for checking of TA bills/ medical bills/ bills of supplier etc. in accordance to the prescribed procedure 
v.	They will be responsible for preparation of monthly receipt and disbursement statements, consolidation of annual accounts.
vi.	They will be responsible for timely preparation and submission of financial returns and statement etc.
 vii.	They will be responsible for dealing of all the sales tax & income tax matters.
viii.	They will be responsible for issuing the cheques and will maintain proper records of all the transactions.
  ix.		They will be responsible for booking of sales and will ensure that the amount of sales is properly deposited with Himfed/ bank.
   x.	They will be responsible for preparation of copy of ledger accounts in respect of defaulter, who have not paid the dues of the federation since long, duly signed by the DDO for further issue of notices & preparation of arbitration cases & civil suits, as the case may be.
 xi.	They will be responsible for checking of all kinds of bills & will issue the cheques for the amount payable to the parties/ firms & Govt. departments.
xii. The Accountant General cell will also be responsible for finalization of annual consolidated accounts in respect of entire federation.
xiii. They will ensure that the compliance of audit paras is well in time.
xiv. The Accountant will also report to all the section Incharges of Head Office for the duties to be assigned to them from time to time.
xv. Any other duties to be assigned by the controlling officer from time to time. 

IV. MARKETING WING

1.		MARKETING MANAGER REPORTING TO MANAGING DIRECTOR.

		He will be over all incharge of Marketing Section and his duties and responsibilities are as under:
 i.		       He will be responsible for execution of all the marketing policies in Himfed.
ii.			He will plan for expansion and diversification of marketing activities of the federation.
iii.		       He will promote and maintain healthy relations with the consumers, potato and apple growers and    other growers of each cash crop areas and as well as all the concerning department.
iv.		He will ensure maintenance of proper stock register and other records of marketing activities.
v.	He will carry out annual inspections (detailed one) of all the Area Offices and all cells of Head Office, once in a financial year. He will inspect their offices from establishment and marketing point of view.
vi.	       He will execute and ensure the execution of all marketing policies of the federation from the subordinate staff.
vii.	     To ensure that no person who is not a regular employee is given the charge of a godown/ shop.
   viii.	     To ensure smooth running of fertilizers, potato, apple and any other business to be carried out by the Federation.
  ix.		He will be responsible for purchase/ sales of all the articles/ commodities being dealt by the Federation.
   x.		Timely framing and getting finalized the pattern regarding any new or seasonal activities to be undertaken by the Federation.
  xi.		To ensure timely inspection and physical verification of all stocks. To ensure timely marketing of the procured stocks. To ensure timely disposal of the bad stocks.
 xii.	     To ensure recovery from the sundry debtors.
xiii.	     To correspond through Managing Director with other States and National Federations regarding marketing and consumers activities.
   xiv.	      Marketing includes proper control and supervision over the financial transactions of all the branches located in the districts. It will be his duty to have a complete control over accounting, realization of outstanding dues, reconciliation from branch to branch or branch to distt. Federation and such similar reconciliation and final audit of accounts.
 xv.	     He will ensure that no article is stocked in advance for more than three months period.
xvi. He will also ensure that stocking is done in accordance with prescribed norms.

2. SR.MANAGER(F&V) REPORTING TO MM/ MANAGING DIRECTOR.

i. He will be the overall Incharge of F&V project and Manager shall report to him in respect of (F&V) project.
ii. He will be the overall Incharge of PDS Cell.
iii. He will supervise the typewriter cell. 
iv. He will look after the up keeping and cleanliness of Head Office building including guesthouse and would be assisted by the Junior Engineer(Civil) and JE(Elect.). He shall also function as Chief Fire Officer in respect of these buildings.
v. He will ensure proper arrangement for holding BOD meetings and coordinate with the PS to MD.
vi. Any other duties, which may be assigned by the M.D from time to time. 

3. FERTILIZER DEVELOPMENT OFFICER REPORTING TO MARKETING MANGER/ MANAGING DIRECTOR.
Fertilizer Development Officers will be over all incharge of this section and his duties and responsibilities will be as under: -
 i.	To ensure timely supply of fertilizer to all the stores of Himfed.
ii.		To ensure implementation of fertilizer procurement and distribution policies in the State.
iii.		To ensure that no credit sale of fertilizer is made.
iv.		To ensure sale of fertilizer in each sale depot.
v.		To ensure submission of fertilizer re-imbursement and subsidy bills to the concerned and pursue for early realization of dues.
vi.		To make proper and timely arrangements for transportation of fertilizer and ensure timely payment of this accounts.
vii.		To expedite recovery of fertilizer from sundry debtors.
viii.		To ensure timely supply line to various districts godown and subsidiary godowns and also proper accounting at these centers.
ix.		To ensure timely physical verification of all the fertilizer stores and to deal the matters of shortages, if any, in accordance to law so that, the federation may not suffer any losses.
x.		To collect the fertilizer inputs requirement from various cooperative institutions and to arrange the same in accordance to the policy in ways.
  xi.    	     To supervise the activities of the field staff.
 xii.	         To inspect all area offices except for Delhi branch once in a year with regard to cross verification of indenting, supplies, the claim/ pendency for the subsidy bills and the related matter of fertilizer distribution. 
xiii. To ensure that while taking over or handing over the charge of stocks placed in the godown the official taking over and handing over charge prepare a complete list in all the stocks shortages, if any to be noted in the list. In case of any shortages, immediate action by way of checking up of the stocks physically is done, then only the official is relieved and allowed to join at new place of posting.
xiv. While Sh. Rikhi Ram shall be responsible for processing the complete matter including procurement and distribution etc. Of NPK 12:32:16, NPK 15:15:15, MOP, DAP and Amn. Sulphate Fertilizer for the State as a whole.
xv. Sh. Jyoti Lal Sharma shall be responsible for processing the complete matter including procurement and distribution of UREA, CAN, SSP and Organic Manure for the State as a whole. Besides this all other correspondence, which are not mentioned above, shall be responsibility of Shri Jyoti Sharma.  

4. AREA MANAGER REPORTING TO FERTILIZER DEVELOPMENT OFFICER/ MARKETING MANAGER AND FINANCIAL CONTROLLER. 

        a)	The duties and responsibilities of Area Managers including Delhi branch will be as under:
i.	      To plan for expansion and diversification of marketing consumers, fertilizer and other activities of the federation.  
ii.	      To promote and maintain healthy relation with consumers and growers of cash crops.
iii.     	To ensure maintenance of proper stock register and other records for marketing, forwarding and distribution of fertilizers.
iv.	     To ensure recovery from sundry debtors.
v.	      To ensure that while taking over or handing over the charge of stock by the store keeper, the shortages/ stock in excess, if any to be noted in the charge list. One copy of the charge lists to be sent to H.O. with his comments for record. In case of any shortages/ excess immediate checking up of the stocks (physically), issue and receipt etc. will be taken and then only the concerned official will be relieved/ allowed to join by the Area Manager concerned.
vi.	      To ensure that only regular employee is posted on the godown.
         Area Manager are personally responsible for any shortages misappropriation, embezzlement etc., in respect of their area of operation and should exercise full control over the subordinate staff posted under them from time to time.

b)    The duties and responsibilities of Area Managers excluding Delhi branch will be as under:
i. They should ensure timely supplies of fertilizer and should make plan in advance for requirement of fertilizer and its storage facilities.
ii. To ensure that no credit sale of fertilizer and any other commodity, which the federation is dealing in, is made.
iii. To make necessary arrangements and ensure that sale of fertilizer in each sale depot.
iv. To ensure submission of fertilizer re-imbursement and subsidy bills to the concerned and to pursue for early realization of dues.
v. To expedite old recovery from sundry debtors and will send necessary material to Head Office for preparation of Arbitration cases.
vi. To ensure supply line to various district godowns and subsidiary godowns and also proper accounting at these centers.
vii. To conduct timely physical verification of all the fertilizer stores and to deal the matters of shortages if any, in accordance to law, so that the federation may not suffer the loss.
viii. To collect the demands of cement, pesticides, insecticides seeds and other inputs from the various cooperative institutions and to arrange the same as per policy framed by the Head Office.
ix. The Area Manager, Shimla Mandi and Solan should develop the healthy relations with the growers and should arrange marketing of apple, ginger and potato and other crops through Himfed Delhi branch. The Area Manager, Solan should also arrange for marketing of off-season vegetable for sale to Delhi branch.
x. Area Manager Delhi shall be responsible for the receipt of entire crops sent for the marketing and will ensure proper accounting, marketing etc. He shall be responsible for any lapses in the entire marketing operation.
xi. Area Manager Delhi should ensure the recoveries of all types of advances and credit sales. He should ensure that the growers should get high prices of their produce comparatively at Delhi market.
xii. In general the Area Managers are responsible for undertaking all the activities in which Himfed is dealing. They are also responsible for making necessary sales, maintenance of accounts, submission of returns etc. and are responsible for all the affairs with regard to working of the federation.
xiii. They shall also be responsible for submission of returns/ information with regard to working of respective Area Offices to all the section Incharge of the Head Office.

5.  MARKETING ASSISTANTS REPORTING TO AREA MANAGER/ FDO/ MM

The duties and responsibilities of Marketing Assistants posted in the Area Offices are as under:

i) To maintain the central stock register and preparation of the subsidy bills.
ii) To collect the demands of fertilizers and other articles in which the federation is dealing and will submit the same to the officer-in-charge in consolidated manner.
iii) To check and supervise the godowns. In case, there is no post of assistants or marketing assistants, the duties of both the categories will be performed by the incumbent holding the posts amongst the two categories of post.
iv) If there is more than one post of Assistant/ Marketing Assistant in the Area Office, the Area Manager will assign necessary work to each of them by issuing orders, failing which accountability shall rest with the Area Manager.
v) To conduct the physical verification of store and stock.
vi) To ensure that no credit sale is made.
vii) To ensure that the sales proceeds are regularly deposited by the storekeepers.
viii) To ensure timely submission of subsidy and transportation bills and ensure timely realization of payment.
ix) The Marketing Assistant posted in fertilizer and Marketing Cell of the Head Office will be responsible for dealing of all correspondence of the respective section, specifically inventory and entire feed back information. They shall be responsible for maintaining up to date records of input and output.

6. STORE KEEPER REPORTING TO MARKETING ASSISTANT/ AREA MANGER

i) Every Store Keeper will physically check the store articles before taking over the charge and should compare the same with the book balances, difference if any, should be brought into the notice of Area Manager and Head Office in writing.
ii) Every storekeeper will physically check the incoming and out-going stock every day.
iii) All incoming stock, after physically checking will be entered in the stock register. The out going stock will again be entered in the stock register daily.
iv) All the sales to the cooperative institutions shall be effected only after the receipt of bank draft. There may be cases where small sales are made by the storekeeper, in all such cases cash can be accepted but the same should be deposited with the concerned bank branch/ federation immediately after the receipt.
v) The storekeeper shall give no advance of any kind to anybody.
vi) The storekeeper posted in apple growing area and other cash crop growing areas shall arrange such crops for sale to our Delhi branch. 
vii) They shall collect all the beneficiary lists of the subsidies from all the quarters within 15 days from the date of sale and will submit the same in consolidated manner to the concerning area Manager within a period of one week from the date of receipt of the lists.

7. The store keeper posted at Head Office will report to the superintendent and his duties and responsibility will be as under: -

i) He will be responsible for purchase of the stationery furniture/ fixture with the prior approval of the authority and will maintain its proper record. He will be responsible for proper maintenance of furniture and fixture.
ii) He will keep the old office record and office record to be consigned by the section incharge in a proper way.
iii) He will be responsible for issue of uniforms, housekeeping articles etc. with the prior approval of the competent authority and to maintain proper record.
iv) He will be responsible for timely printing of stationery services annual reports and Bye-Laws etc.

V. TECHNICAL WING

1. TRANSPORT OFFICER REPORTING TO MARKETING MANAGER.

i. He will be over all incharge and responsible for smooth running of the transport Vehicles, light vehicle and Petrol Pump.
ii. He shall be responsible for proper maintenance of vehicle’s account and its deployment.
iii. He shall be responsible for timely passing of vehicles and shall also be responsible for lodging of claims with Insurance Company in case of any accident.
iv. He shall be responsible for timely depositing of Road taxes and token taxes etc.
v. He shall also be responsible for running the petrol pump and will ensure timely recoveries of credit sales.
vi. He should ensure that both the section should earn net profit after deducting all the liabilities.
vii. He shall be responsible for any type of lapses in these cells. 
	
2. JUNIOR ENGINEER MECH. REPORTING TO TRANSPORT OFFICER.

i. He shall be responsible for repairs of vehicles and will maintain proper record of spare parts.
ii. He shall ensure that no unnecessarily expenditure is made for the repairs of vehicle.
iii. He shall ensure that all the codal formalities are completed before purchasing any spare parts.
iv. He shall be responsible for timely submission of income and expenditure of vehicles.

3. MECHANIC TRANSPORT REPORTING TO TRANSPORT OFFICER

i. He shall be responsible for repair and maintenance of light and heavy vehicle.
ii. He shall remove all the defect of the vehicle before sending the same for use.

4. HELPER MECHANIC REPORTING TO MECHANIC/TRANSPORT OFFICER

They will be responsible for carrying out the repair work of the vehicles and any other duties assigned by the Mechanic.

5. DRIVERS REPORTING TO JUNIOR ENGINEER MECH/ TRANSPORT OFFICER

i. They are responsible for proper maintenance of vehicle in which they are deployed.
ii. They will ensure that the transport vehicle are driven in utility manner to the federation and should avoid empty running of the vehicle. They will be responsible for completion of log book and rendering of up to date account
iii. The driver attached to the transport vehicle shall ensure that the vehicle will be in profit after deducting all expenditure, which includes repair, HSD, insurance, taxes, establishment charge and depreciation etc.
iv. The drivers will be responsible for any type of loss occurred due to their negligence or due to non-plying of vehicles.

6. CLEANER REPORTING TO DRIVER/ JUNIOR ENGINEER/ TRANSPORT OFFICER

i. They will be responsible for loading of the goods into the trucks after its proper weighment and accounting.
ii. They will be responsible to deliver the goods to the consignee and will obtain proper receipt. Shortages, if any occurred in the pipeline or at the time of loading or unloading shall be sole responsibility of Drivers and cleaner in the ratio of 50:50.

NOTE: Wherever the transport vehicle/ light vehicles are placed at the disposal of the Area Office. The Area Manager of the concerned area shall also be responsible to perform the duties of transport officer and its wing.

7. MECHANIC TYPEWRITER REPORTING TO Sr. MANAGER (F&V.)

i. They will be responsible for placing the orders of typewriters and spare parts with the prior approval of competent authority.
ii. They shall be responsible for repair of type writer of Central and Govt./ Public Sector undertaking and other departments and will maintain full account,
iii. They shall be responsible for maintaining the proper record of receipt and sales of the type writers/ spare parts and shall deposit the sale proceeds immediately with the cashier of Head office.
iv. They shall ensure that the payment of typewriter repair bills is received at least within a period of one month from the date of repair.

VI.	LAW WING

1. LAW OFFICER REPORTING TO MANAGING DIRECTOR.
	       To issue recovery notices to all the sundry debtors and to prepare the arbitration cases and to defend the same before the arbitrator.
i. To ensure execution of recoveries of out standing amount.
ii. To prepare civil suits for recovery of outstanding amount, if any, if it has been required by the law and to defend the same in the various courts.
iii. He shall deal all the service matters before the Registrar, Cooperative Societies and other Courts of Law.
iv. In general he shall be responsible for dealing of all types of legal matters of the federation

VII.		COMPUTER WING

1. SYSTEM ANALYST-CUM-PROGRAMMER REPORTING TO MARKETING MANAGER/ MANAGING DIRECTOR.

She shall be over all incharge of this cell. She will be responsible for total computerization of activities of Himfed, she will assist top management in framing policies on computerization, will also be responsible in identifying top management information needs and developing and implementation system to satisfy these needs, she will coordinate with external organizations with respect of development of software, supply and installation computer system etc. She will be responsible for system development and implementations of the same.

2. EDP ASSISTANATS REPORTING TO SYSTEM ANALYST  

The EDP Assistants will help the system Analyst in the development of all the packages; they will be responsible for ensuring that inputs come regularly and output are generated and supplied to the user as per requirement. They will be responsible for data codification and data entry and checking of inputs and outputs besides running of well-established packages. Both the EDP Assistants should be familiar and well versed with all packages, so that in the absence of any one the work may not suffer. However they will be responsible for processing and running of the packages as shown hereunder: -

i. Financial Accounting-This includes cash book, ledger, subsidiary ledgers, general ledger, salary, trial balance profit and loss account, balance sheet. CPF, loan and recoveries, income tax statement etc.
ii. Establishment-All data relating to the service records of the employees of Himfed.
iii. Marketing-All data relating to the marketing wing
iv. Inventory control, sales accounts, sales for costing viz stock in hand in respect of fertilizer and marketing section.

VIII.	CONSTRUCTION WING

1. JUNIOR ENGINEER(CIVIL) REPORTING TO MANAGING DIRECTOR.

The duties and responsibilities of JE(Civil) will be the same as are laid down in the official manual of PWD.

2. JUNIOR ENGINEER (ELECT) REPORTING TO SUPERINTENDENT.

The duties and responsibilities of JE (Elect) will be same as are laid down in the official manual.

In addition to above the Managing Director of the Himfed may assign any additional duties to any officer/officials of Himfed from time to time.


Pay Scales of Employees (Designation Wise) 

 (
SNo
Name of Post
Sanctioned
Filled in
Vacant
Pay Scale
Posts
Posts
Posts
1
Managing Director
1
1
0
2
Marketing Manager
1
1
0
10025-15100
3
Financial Controller
1
0
1
10025-15100
4
Sr.Manager
(F&V)
1
0
1
 9200-13900
5
Senior Manager
4
2
2
 9200-13900
6
Fert.Dev
 Officer
1
0
1
 9200-13900
7
Admn.Officer
1
0
1
 7880-11660
8
Law Officer
1
1
0
 7880-11660
9
System Analyst
1
1
0
 7880-11660
10
Superintendent
1
1
0
 7220-11660
11
Manager 
1
1
0
 7220-11660
12
Private Secretary
1
1
0
 7220-11660
13
Area Manager
8
7
1
 7220-11660
14
Dy.Controller
(F&A)
0
0
0
 7880-11660
15
Accounts Officer
2
1
1
 7220-11660
16
Audit Officer
4
1
3
 7220-11660
17
Asst.Engineer
1
0
1
 7220-11660
18
Junior Engineer
2
1
1
 5800- 9200
19
Plant Manager
1
1
0
 5800- 9200
20
Chemist
1
0
1
 5000- 8100
21
Personal 
Asstt
.
1
1
0
 6400-10640
22
Senior Accountants/Accountants
19
14
5
 6400-10640/5800-9200
23
Senior Assistant
11
11
0
5800-9200
24
Tansport
 Officer
1
0
1
 5800-9200
25
Marketing Assistant
27
18
9
 5800-9200
26
EDP 
Asstt
.
4
2
2
 5800-9200
27
Mach.Transport
1
0
1
 5800-9200
28
Mach.Typewriter
2
2
0
 5800-9200
29
Junior Auditor
3
3
0
 5800-9200
30
Clerk/
Jr.Asstt
.
28
27
1
3120-5160/4400-7000
31
Store Keeper/JMA
93
89
4
3120-5160/4400-7000
32
Steno Typist
5
2
31
3120-5160
33
Jr.Draughtsman
1
1
0
4020-6200
34
Driver
22
14
8
3330-6200
35
Daftari
1
1
0
2720-4260
36
Peon/
chowkidar
53
49
4
2520-4140
37
Helper Transport
3
3
0
2520-4140
38
Cleaner
12
7
5
2520-4140
39
Helper
5
0
5
2520-4140
40
Electrican
1
0
1
3120-5160
41
Plumber
1
0
1
3120-5160
42
Sweeper
1
1
0
2520-4140
43
Frash
1
0
1
2520-4140
Total
330
265
65
 Managing Director is on 
secondnment
 basis with this Federation.
 One Steno Typist, Four Accountant., One EDP 
Asstt
., One Helper Mech., One JMA, One JE, Six Clerks, Seven Drivers and Two Peons of the Federation are on 
secondment
 
baisis
 with other departments.(Total 24)
 In addition to above,  One employees are on daily wages basis as helper and fourteen workers are working as part time sweepers
)



