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3) CONFtDENTtALtry

o The Process Documents ('PD') contain confidential and proprietary information. The
materials, ideas and concepts contained herein are the property of NCDC (,the
Corporation') and neither these, nor any other contents of NCDC may be copied,
dlstributed or disclosed to any third party, by any means in any form, without the express
written permission of NCDC.

o The processes listed here are a facilitator to smooth functioning and a means of
spreading common process knowledge and understanding across the Corporation.
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FDP Faculty Development Program me

GA Genera I Ad min istration

GFR General Financial Rules

HDC Higher Diploma Course in Cooperation

HO Head Office

HOD Head of Division

tcM I nstitute of Cooperative Ma nagement

IIMA lndian lnstitute of Management, Ahmadabad

ilMr lndian lnstitute of Management, lndore

JTC Junior Cooperative Training Centre

LCD Liquid Crystal Display

MD Managing Director

NCCT National Council for Cooperative Training

NCDC National Cooperative Development Corporation

OTA Overtime Allowance

PO Programme Officer

POA Programme of Activities

RD Regional Director

RH Restricted Holiday

RTGS Real Time Gross Settlement

SPA Senior Personal Assistant

SPS Senior Personal Secretary
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TA Tour Advance

TDS Tax Deducted at Source

TOLIC Town Official Language lmplementation Committee

TOPIC Training of Personnel in Cooperatives

VAMNICOM Vaikunth Mehta National lnstitute of Cooperative Management

4l PURPOSE/ OBJECTTVES

To develop professional competencies of personnel of NCDC and the assisted cooperatives
to enable them to achieve organizational objectives through training and developmental
interventions including training related research, consultancy and other associated activities.

s) scoPE

Conceptualizing, Designing and Facilitating project and job related trainings for NCDC
assisted projects, its own personnel and others based on felt needs/requests from
cooperatives/other agencies, related Consultancy & Research and lmplementation of
Promotional & Developmental Schemes in furtherance of the mandate of the Corporation. The
scope also includes managing all related support services.

5) PROCESS pETA|LS:

6.1 Preparation of Annual Training Plan and Programme of Activities

6.1.1 lnvite suggestions from Head Office and Regional Directorates of Corporation
on the perceived and identified areas of training required in the assisted
cooperatives/projects and of other cooperatives/support agencies. For in
service personnel training requirements are obtained from HRD Division. This
process is completed by mid February every year.

Process fnput Source
Training requirements information o HODs/RDs and HRD

o Collaborativeagencies
o lnterested parties
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6.t.2 Chalk out the list of the proposed in campus and off campus training
programmes for diverse categories of personnel by allotting names/title of
each training programme, defining the target group and identifying/firming
up suitable slots.

6.1.3 Examine such suggestions (refer clause 6.1.1), requests from the
cooperatives/agencies and also consider the feedback of past
trainees/projects to work out the Annual Training plan.

6,1,4 Obtain the approval and circulate the approved Annual Training plan to all
Head of Divisions/Regional Directorates and the involved stakeholders,
besides uploading the same in the website of the corporation.

6.1.5 Allocate the training programmes amongst the Programme Directors who
would be responsible for mounting, implementation, delivery and evaluation
of the individually allotted training programmes and submitting the reports
thereof.

6.1.6 Work out targets for Programme of Activities including promotional and
Developmental programmes and compiling the achievements thereof, for
informing the Plan & Coordination Division so as to seek approval of the total
Programme of Activities of the Corporation.

6.2 Training

6.2.1, Training Needs Assessment/Analysis

i. Work out the training needs by reviewing the sanctioned projects, the
operational environment, role and job analysis of the target group/organization,
to the extent possible.

ii. Prioritize training needs with reference to importance, relevance and in
consu ltation with the target grou p/management/orga nization.

ATP and POA

Process lnput Source
Training needs/requirements, training
designs, lnputs of resource persons, Study
materials, Logistic arrangements.

HODs/RDs and HRD, previous course cum
evaluation reports, sanction letters of
projects, faculty discussions, specific
requirements of interested parties, research
papers of experts, lnternet based information
and government schemes etc.
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iii. Firm up the types/categories of training programmes for in-housefield
personnel and assimilate these into AnnualTraining plan.

6.2.2 Mounting of Training programmes

i. As per the approved Training Plan, announce the programme about two months
in advance for in-house personnel and about three months for
cooperatives/project related personnel before the start of the actual training
programme. Follow up for the nominations and once received confirm the same.

ii. Based on the assessment of training needs, the feedback received and faculty,s
perception, defi ne tra i n i n g p rogra m me,s objectives

iii. Visualize the programme design, work out specific session objectives and
develop the course curriculum comprising of in class learning and practical
orientation.

iv. ldentify faculty for sessions as per course design simultaneously capitalizing on
the resources of Head Office.

v. lnform guest faculty (from corporate office of NCDC and other institutions) in
advance about the participants' profile, organizational situations and the
expectations from them to meet out the training gap in the proposed sessions.

vi. ldentify in consultation with the Regional Directorates the societies/projects if to
be visited during the programme and arrange rogistics thereof.

vii. obtain approval for the cost involved in each training programme, issue relevant
sanction orders and delegate responsibilities for accounts settlement.

viii. Prepare training material incorporating the reference materials obtained from
the guest speakers and arrange the requisite number of printed copies for
circulation amongst trainees.

ix. Ensure physical dimensions of training programme covering factors like:
a. Display of title of Training Programme and the name plates of the

participants.
b. Seating arrangements, lighting and ventilation, work orderliness of

training equipments with LCD, computer, space for syndicate work etc.
c. Provision for stationary, training materiat, facility of photocopies etc.
d. Provision of library facilities - availability and issue of text books,

reference material, magazine etc.
e. Provision of transportation, lodging and boarding facilities of trainees and

guest faculty.

_-ffi|uil&-
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f. Arranging to receive training fee from the participants and payment of
honorarium and conveyance to the faculty.

g. Recreation and gymnasium facilities for the residential trainees.

6.2.3 lmplementation of Training programmes

i. Commence the training programme with registration of the participants and
filling up of Pre-Course euestionnaires as per specimen (Annexure - V), setting
of learning climate, inauguration followed by the business sessions and conctude
with obtaining action commitment, evaluation of the programme and
valediction.

ii. Brief the guest faculty on profile of the participants on the basis of information
available and circulate Pre-Course Questionnaires amongst the faculty for
customizing session delivery.

iii. Maintain attendance record of the participants during the course of the training
programme.

6.2.4 Trcining Delivery

i. Preparation of need based PPTs or other inputs including handouts for in-class
use to accomplish learning objectives

ii. Presentation of learning sessions, interaction with trainees and managing group
behaviour in the learning process.

iii. Maintain continuous communication with participants to obtain informal
feedback on learning and arrangements to take up suitable action.

6.2.5 Evaluation of Training Programme

i. Pre course, interim and post course feedback eliciting reaction, learning received
and outcome on all the major aspects/parameters of training programme.

i:. Obtain continuous inputs on approach, receivability of contents and learning
through participative methodology of training.

iii. Prepare the course-cum-evaluation report on completion of the course and
submit it to management and draw meaningful suggestions for incorporating in
the subsequent programmes.

iv. Sending the relevant observations/suggestions to the concerned HODs for
information and action.
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v. Obtain post training feedback from HRD Division for the in serri.e personpel ,nd
use relevant observation for improving subsequent similar programmes.

Course cum evaluation report

6.3. Promotional and Developmental Schemes

Process lnput Source
Nominations/Proposals for the schemes State Govt./ROs/Concerned lnstitutes

6.3.1 Award of Fellowships for (a) Faculty Development Programme (FDp) in Management at
lndian lnstitutes of Management (llMs), Ahmadabad and lndore and (b) for Diploma in
Cooperative Business Management (DCBM) at VAMNICOM, pune (Annexure-Vl).

a. On announcement of the schedule of the programme / course by the respective
institutes, invite eligible nominations, receive applications and examine them in
terms of prescribed norms and qualifications (Annexure-vtt-11.

b. Seek approval of competent authority for eligible candidatures and the amount
of fellowship.
i. lnform and send the original applications of the selected candidates to the

lnstitutes for final selection at their end, under intimation to the selected
candidates / their sponsoring institutes.

ii. Reimburse fellowship fees to the respective lnstitutions on receipt of the
requisite documents and fulfillment of the prescribed conditions.

6.3.2 Organization of study visit to good working Marketing/processing societies
(Annexure-Vt)

a. AnnualTargets are set in the programme of Activities of NCDC.
b. Circulate at the beginning of the year and midyear, the outline of the scheme

amongst Registrar of Cooperative Societies in states/UTs/Regional Directorates
with a request to recommend complete proposalfor consideration.

c. Request Regional Directorates of NCDC to formulate/forward and/or follow up
proposals from the State Government.

d. Examine the proposal received in terms of the norms and prescribed tenets of
the scheme (Annexure-Vlt-2).

10 of25
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e. obtain competent approval/sanction for the complete and final proposrL
f. lssue the necessary sanctions for the approved amount and follow-up with the

concerned for the organization of the visit.
g. Obtain the study visit report (as per format to be numbered and attached) for

perusal and action, if any.

6.3.3 Cash Awards to the meritorious students of Higher Diploma Course (HDC) in
Cooperation (Annexure-Vl)

i. Correspond with NCCT from time to time for utilizing this scheme of the
Corporation.

ii. Receive reimbursement claims from NCCT for the cash prizes disbursed to the
meritorious students during the financial year by the lCMs.

iii. Examine the claims in terms of the NCDC Scheme.
iv. Reimburse the claim to NCCT, as per the eligibility after obtaining the competent

approval.

Administrative Processes an

5.4 Administration of the lnstitute

6.4.1 Deal with administrative matters in respect of attendance, leave records and
issues related to office management/discipline etc. (as per the appropriate
NCDC norms and instructions of Head Office)

6.4.2 Obtain approval for sanction/extension of leave (Annexure-Vlll) of all kinds
and issuing sanction order indicating the balance in leave accounts,
sanction of overtime allowance as per eligibility etc. and maintaining records
thereof.

6-4.3 Furnishing Vigilance Report to Head Office on monthly basis (as per CVC
gu i delin es/H O No. N CD C:7 -2/ 98- Ad m n. d ated 27 .IZ.2OO4).

Process,Output Fellowships/Cash Awards used, Study visits
undertaken.

Process Input Source
NCDC manual on service matters, GFR and HO
circu lars.

P&A and GA Division

11 of25
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6.5 lmplementation of Official Language (Hindias Rajbhasha)

5.5.1 Regular organization of quarterly meetings of Official Language
lmplementation Committee meetings and circulating the minutes thereof,
organizing workshops etc.

6.5.2 observe Hindi week every year by organizing various
competitions/workshops ensuring participation of all officers and staff, and
sending a synopsis on the same to Hindi Division in HO.

6.5.3 Attend the meetings of Town Official Language Committee Meeting (TOL|C),
contribute to its Rajbhasha magazine and actively participate in the various
events organized by the member institutes under its aegis.

5.5.4 Compilation and furnishing of the quarterly/yearly reports to Head Office;
TOLIC and Department of Official Language in the Ministry regularly.

6.5.5 Prepare questionnaire booklets for inspection by Parliamentary Committees
as and when held, comply with Action Points and report to the Office of
Parliamentary Committee, Ministry and TOLIC.

6.6 Coordination

6.6.1 Follow up of senior officers/RDs and other review meetings.
6.6.2. Compile and furnish Action Taken Report on the discussions/minutes of the

review meetings of senior officers at Head Office.
5.6.3 Reporting the progress of trainings every month to HO.

6.7 Preparation of Budget of TOpIC lnstitute

6.7.L Meeting of all officers is convened by Chief Director (TOplC) in first week of
January to discuss the office requirements for the last quarter and next year

6.7.2 obtain the tentative rates of items proposed to be purchased
6.7.3 Preparation of lnstitute's administrative budget for next year and revised budget

for on-going year by the month of January every year
6.7.4 Obtain approval of competent authority in HO
6.7.5 Furnishing copy of approved budget estimates to GA division in HO for placing

the same along with budget of HO before the BOM and General Council for
approval

6.7.6 Circulation of copy of the approved budget to all officers of TOPIC for further
action

12 of25QMS Documentation Committee
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6.7.7 Conduct checksto ensure that expenditure is; made as per approved budget. ln
case of deviation, the justification and area of deviation is brought to the notice
of competent authority for revised budget provision.

6.8 Accounts

6.8.1 Preparation of Invoices indicating appropriate head in respect to bills received
for payment for supplies/works

6.8.2 Preparation of payment voucher / journal voucher through computerized
integrated financial package

6.8.3 Preparation of cheques for all payments and signing as signatory by two officers
6.8.4 Deduction of lncome Tax/ Service Tax (if applicable)from payments and

informing HO on time to get these deposited with govt.
6.8.5 Bank reconciliation on monthly basis
6.8.6 Correspondence with the bank for rectification of differences
6.8.7 Preparation of Cash Book / Receipt Vouchers through computerized integrated

financial package

6.8.8 Preparation of Receipt Vouchers of funds received by TOPIC through RTGS,

Cheque, Draft, Cash from HO, employees, trainees and cooperative institutions
etc.

6.8.9 Verification of entries made in the system regarding Receipt /Payment/lournal
Vouchers by Director (TOPtC)

6.8.10 Deposit of cash/cheque/draft in the bank
6.8.11 Preparation of monthly accounts of TOPIC and forwarding to HO by end of first

week of next month
6.8.L2 Distribution of cash payments and cheques to the employees for cartage,

newspaper, advance etc against the receipt.
6.8.13 Payment of annual insurance premium of office vehicle and office building for

renewal of insurance as and when due.
6.8.14 Advising the bank to transfer payments of the employees in their respective

bank account
6.8.15 Depositing vehicle fitness tax with state transport department by the due date

every year
5.8.16 Compilation of annual accounts of TOPIC and furnishing to HO by first week of

April

--<4dA'B:
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6.8.L7 Examining TA bills of employees of TOPIC except CD(TOPIC) and settle the bills
for payment as per TA rules with approval of competent authority

6.8.18 Examining festival advance application of employees in terms of guidelines

issued by HO

6.8.19 Sanction and disbursement of Festival Advance
6.8.20 Receiving the medical claim of employees of TOPIC, making diary entry of each

bill through lntegrated Financial Accounting System and submitting the bills duly
signed by CD(TOPIC)to HO for examination and approval

6.8.21 Generating Medical Acquaintance Roll of medical bills received from HO after
sanction, then payment voucher is prepared for payment

6.9 Procurement & Management of Dead Stock and Store ltems

6.9.1 ldentify the different items required for the next financial year and seek

approval in the budget.
6.9.2 Obtain approval to commence the process of procurement of various items.
5.9.3 Arrange for purchase of the items through appropriate committees as per

Office Order No NCDC:7-412005-Genl (policy) dated 23/L2120L4 (Annexure-

lX) within the ambit of appropriate GFR 2005 by Ministry of Finance, Deptt. of
Expenditure, Govt. of India as per delegation of powers after due examination
of quotations/tenders.

6.9.4 Prepare Purchase Order and check for quality and the specifications of the
items before release of payment.

6.9.5 Keep record of all items in the register and update on the basis of the
transactions.

6.9.6 lssue the items from the store against the requisition slip.
6.9.7 Carry out the inspection to identify obsolete and unserviceable items and to

dispose of the condemned items after approval.

6.10 Horticulture

6.10.1 Maintenance of Plantation & Horticulture works at TOPIC lnstitute. Arrange to
get this work done through a contractor on yearly basis.

6.10.2 Payment of bills to the contractor on satisfactory work.

14 of25
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6.11 Upkeep and Cleanliness

6.11.1 Arrange upkeep and cleanliness of different locations comprising of office

block, training block, hostel, recreation hall, mess and kitchen, all hostels

and inner roads through a contractor.

6.tL.Z Appoint the contractor through tender process and legal documentation

within the framework of GFR-2005 by constituting an appropriate committee

and following delegation of powers.

6.11.3 Prepare cleaning schedule for each location in the campus.

6.L1.4 Monitor upkeep and cleanliness of each location as per the schedule.

6.11.5 Check attendance schedule and payment of bills on satisfactory services.

6.L2. Maintenance of building and equipments including Audio Visual Aids

6.L2.1 Prepare detailed list of items-civil, electrical, mechanical, telephone, ACs

and draw time schedule for checking the items for proper functioning

6.L2.2 Cleaning of water tanks annually.

6.L2.3 Pest control of the lnstitute :

a) General Pest Control-Every two months

b) Rodent Pest Control-Once in three month

c) Anti-termite-Once in four month

6.L2.4 Service of ACs before start of summer season.

6.12.5 Checking and cleaning of EPABX board and other telephone instruments on

monthly basis by MultiTask Staff and outsourced manpower

6.12.6 For supply of clean drinking water, the two water purifier machines

installed in office and hostel are regularly checked under AMC

6.L2.7 Checking of DG set by Electrician posted in TOPIC on monthly basis

6.t1.g Service of DG set after working for 250 hrs. (as per user manual) from

authorized workshoP

6.12.9 Service of office vehicle after running of every 10,000 Kms (as per user

manual) and minor repair/replacement of accessories from authorized

workshop.
6.111.8a Staff car driver maintains the Log Book which is duly checked by concerned

officer.
6.12.8b Sanction of advance to driver for filling the petrol in staff vehicles.

6.12.8c Entry for petrol purchase is made in the register.

6.12.8d Adjustment of advance payment on the basis of bills and records in the

register
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6.12.8e For trainees and guest faculty, if required, vehicle is hired from Taxi Stand.
6.L2.9 Maintain register to keep record of diesel purchased and consumed.

Maintain sufficient stock of diesel to provide continuous power in the
event of electricity cut.

6.L2.tO Checking of electric panels / electric points by the electrician posted in
TOPIC on monthly basis

6.12.11, Arrange repair/renovation/white wash of building as per requirement
6.12.L2 Cleaning of sewage pipes and special attention before onset of monsoon

so that sewer water does not back flow in office compound
6.l,2.tg Checking of drain pipes at the roof of the building to avoid collection of

water and its seepage in the building
6.L2.L4 Maintain complaint register, also indicating time taken in attending the

complaint.
6.12.15 Feedback from officials concerned about quality of work done
6.L2.tG Obtain signatures of concerned officials if items have been fixed /replaced.

Old items are deposited in store
6.t,2.17 Make stock entry of all items purchased for maintenance work
6.t2.18 Arrange for maintenance of equipments like LCD, computers and system

peripherals, photocopier and other AV aids and related bill payments.
6.12.19 Take monthly reading of electricity consumed in campus flats through sub

meters installed, calculate the amount on the basis of rates approved by
competent authority and inform to HO to deduct the amount from salary
of concerned officials on a six monthly basis.

6.13 Security and Safety

6.13.1 Arrange for round the clock security of campus through outsourced
contractor by HO.

5.13.2 Prepare system of security at the gate and in the building like visitors in-
register, vehicle/material in-coming register, out-going gate pass etc. and
ensure its implementation.

6.13.3 Conduct checks to see the effectiveness of security arrangements.
6.13.4 Arrange fire extinguishers of required type at different locations and train

the personnel on its use. A fire mock drill is conducted annually.
6.13.5 Plan and get the fire extinguishers checked and refilled on or before the

due date.
5.13.6 Maintain the first-aid box in the office and replenish the required items

regularly.

16 of25
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6.13.7 Payment of bills of the security contractor on approved terms and

conditions, and satisfactory services.

6.14 Hospitality and Catering Services

(Delegation of Power by Office Order No. NCDC: 2-1.182-Admn. dated 3.9.2010 and
No NCDC:7-4l2005-Genl (policy) dated 23ltzl20t4 related to constitution of
purchase committee)

6.14.1 Arrange hospitality and catering services for the residential and day trainee
participants through a private contractor.

6.1.4.2 Appoint the contractor by tender process after due approval of the
document, terms and conditions and completion of legal documentation,
within the laid out provisions of the relevant GFR through committee and

delegation of powers.

6.14.3 Prepare the menu for different meals, tea and snacks etc. for the day in
advance for each programme and fix up the service timing for different
meals/services.

6.14.4 Check for quality of food and hygienic condition in the dining hall as well as

kitchen.
6.14.5 Arrange for check in of the trainee participants in hostel, their allotment of

rooms and check out on conclusion of the training programme.
6.14.6 Maintain a suggestion box in the hostel and act upon the suggestions

received.
6.!4.7 Get feedback during the programme and at the end of the programme

from the trainees to ensure that quality standards are maintained.
6.14.8 Officer ln charge and Programme Director to keep a watch on quality of

services and ensure corrective action for shortfall, if any.
6.14.9 Payment of bills raised by the contractor on verification and statutory

deduction etc.
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6.15 Library

6.15.1 Procurement of the selected books, DVDs/CDs on identified subject, as

recommended by the lnternal Faculty Committee from the vendors for the
amount not exceeding the allocated budget.

6.15.2 Subscribe to the selected magazines, newspapers and journals of relevance
to the institute and as per the approval and also receive the reports,
publications, training material, and complimentary copies from other
organizations for reference purposes.

6.15.3 Maintain record of the books etc. and issue of books, magazines etc. for
use of trainees/officers/staff of the institute.

6.15.4 Appropriate display of the books, newspapers, magazines, journals etc. on
the shelves, tables etc.

6.15.5 Conduct physical verification of library dead stock (books) from time to
time

6.16 Procedure for stock entry & for making payment

5.16.1 On receipt of goods in the store, the goods are entered in the stock register of
the store

6.L6,2 After making necessary entries of the goods in the stock register, the S.No ,
page no of the stock register and nomenclature of good, is mentioned on the
bills by the store keeper duly verified by the concerned officer

6.15.3 Approval of the competent authority is obtained to pass for payment of bills
for the goods received in the store.

6.!6.4 An invoice/ sanction order duly signed by Competent Authority is forwarded
to the concerned officialfor making payment.

6.L7 Reimbursement of Telephone expenses

6.17.1 As per office order for payment of telephone bills (Annexure - X) in respect of
residential telephone/mobile/broad band are reimbursed to officials of the
Corporation.

6.L7.2 On receipt of claims from officials, the approval of the competent authority is
obtained.

6.L7.3 Claim along with approval is forwarded to the concerned officialfor payment.

18 of25-g'4dnry
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6.18 Reception Desk for visitors

5.18.1 A visitors register is maintained at gate

6.L8.2 Every visitor is required to make entry in the register

6.19. Reimbursement of Cartage

6.21

6.20

6.19.1. Reimbursement of cartage for carrying tools, files/official documents by the
officers/staff of the Corporation outside TOPIC Head Office is made on hiring
of Tru ck/Te mpo /T axi I Scoote r/Cycl e ricksh aw etc.

6.t9.2 The concerned official claims the reimbursement through contingent voucher.

Reimbursement of Newspaper

6.20.1 Reimbursement of newspapers to the eligible officials on submission of their
claims as per the office order (Annexure - Xl) is made on quarterly basis.

Physicalverification of dead stock items, petty/stationery items & disposal of obsolete
dead stock, petty, stationery & other misc. items

6.2L.1 Physical verification of dead stock items, petty/stationery items & disposal of
obsolete dead stock, petty, stationery & other misc. items available in TOPIC,

is done annually by duly constituted Committees. After calculating the
depreciated value of the dead stock items as on date, approval of MD is
obtained for disposal of obsolete/unserviceable dead stock, petty/stationery
items and other misc. items

6.2L.2 After obtaining the approval of MD, NCDC the quotations/bids are invited
including terms & conditions, formats for quoting the rates from the firms in
line and also publishing the quotation on NCDC's website and on Central
Portal of Government of lndia.

6.21.3 After receiving quotations by the closing date, a meeting of the committee for
disposal of obsolete/unserviceable items is convened.

6.21.4 Based on the recommendations of the committee and after obtaining the
approval of competent authority, the firms are asked to submit the amount of
the bid awarded and in turn are allowed to lift the material for disposal on
receipt of payment as per the terms & conditions of the bid document.
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6.22 Reimbursement of expenses in respect of purchase of briefcase by the eligible officer

6.22.L As per the policy, reimbursement of the expenditure incurred for purchase of a

briefcase as per their eligibility once in three years and also to the officer(s)
going abroad for official work carrying the official documents etc. as per the
(Annexure - Xll).

6.23 Purchase of livery items

6.23.L Before the commencement of summer/winter season, list of eligible MTS for
livery is prepared as per HO advice

6.23.2 Purchase of summer/winter livery items is made as per specifications and
rates finalized in H.O.

6.23.3 On receipt of livery items, entry is made in the Stock Register in the store
6.23.4 The livery items issued to eligible MTS by taking signature of individuals in the

issue Register

6.24 Procedure for collection and distribution of dak

6.24.L lncoming letters/dak/parcels etc.

a. All letters/dak addressed to TOPIC is received by SPA to Chief Director (TOP|C) or
directly to CD(TOPIC) through DDFS.

b. The letters/dak is endorsed/marked to the concerned officer for action.

6.24.2 Outgoing letters/dak etc.

a. The letters meant for dispatch are forwarded to the concerned Assistant
b. The official makes entry in the register and puts reference number on the

letters/dak etc. (whether ordinary/Speed Post/Registered Post) and forwards the
dak H.O. for dispatch

6.25. Reply of Audit

6.25.1. Furnishing of documents/information required by internal/statutory auditors in
respect of audit para sent by Finance Division.

Smooth functioning of institute and
compliances of Statutory and Regulatory
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7l ProcessMeasurements

* Details of programmes along with duration - Annexure-ll

s.N
o

Process Measurable indicators Monitoring
frequency

Officers
Responsible for
lmplementing the
programme

7.1 Preparation of Annual
Training Plan and

Prosram me of Activities

By the last quarter of the
year

Each month of last
quarter

CD and Director

7.2 Review of implementation
ofATP and POA

a. Number of trainings
completed
b. Activities under P&D

a. Quarterly
b. Half yearly

CD and Director

7.3 lmplementation of
complete training program

As per timelines indicated in
process details

Monthly Program Director

7.4 Hospitality and catering
services

Responses on quality of
services by trainees

lntermittently and
at end ofthe
course

Director

7.5 Upkeep and cleanliness Quality of services indicated
by the users

daily and on
complaints

Director

7.6 Safety and security a. Punctuality of guards

b. Upkeep of safety
equipments

a. Daily b. As
per timelines in the
process details

Director

7.7 Establishment a. Completion of work
b. Submission of reports

As per timelines Director

7.8 Accounts a. Payments
b. Submission of reports

As per timelines Director
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8) Risk & Opportunities ldentified

Ref. # Risk Register

Process Controlse)

S.no Process Process step Controls established

7

Preparation of
annualtraining
plan

6.1

o Timely issue of letters for seeking training
requirements.

o Follow-up for timely receipt of information
from the concerned.

. Approval of competent authority.

2 Training 6.2,6.2.3 & 6.2.4

o Timely announcement of the training
program.

o Ensure adequate nomination through
follow-up.

o Suitable Guest faculty is identified and
informed.

o Ensure physical arrangements in place.
o Ensuring regular participation throughout

the program

3

Evaluation of
training
pro8ram

6.2.5

o Submission of course-cum evaluation
report.

o Ensure follow up with the concerned
divisions for sectoraltraining programs and
HRD for internal trainings.

4
Promotion and
Development
schemes

6.3.L,6.3.2
6.3.3

a

a

o Allocate targets to RDs on rotational basis.
o Ensure regular follow up with NCCT for

timely submission of cash award
reimbursement proposa ls

5

Administrative
processes and

statutory &
regulatory
compliances

6.4 to 5.25

o Timely compliance of statutory & regulatory
requirements.

o Constant and regular supervision of all
externally provided services and timely
payments to the same.

o Timely and effective closure of complaints.
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10) Details of Documented lnformation retained

Almirah-4
ln Staff Hall

Training Statistics
Training Programmes
and P&D Schemes

Almirah-4
ln Staff Hall

Other Training
Programmes

lnventory of furniture
and other assets

Almirah of
Jr. Asstt.

Administrative
establishment and

office management
records

After
digitization
Weeding out

Personal Records in

respect of leave

attendance, medical
etc.

By Employee
Name

Almirah-5
ln Staff Hall

Housekeeping,
catering, related

Horticulture related 10 years

Budget/Accounts
Expenditure

Almirah of
Sr. A/Cs

Asstt.

Sent to H.O.
(monthly/
annual)

Maintenance of office
equipments and

Almirah in
Staff Hall
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10.13 Books By title Almirahs in

Librarv
Jr. Asstt Permanent

LO.L4 Magazines/CDs/DVDs/
journals

By title -do- Jr. Asstt 15 years After
digitization
Weeding out

10.15 Newspaper for office
library

By title -do- Jr. Asstt 2 years After
digitization
Weedine out

10.16 lmplementation of
Hindi as official
language

By title Almirah-5
ln Staff Hall

Sr. Asstt 15 years After
digitization
Weeding out

11) Details of Documented lnformation maintained

Office Order
2-L/82-Admn.
Dated 27.7.L994
for Admn/ Financial Powers

Annexure-lll

Office Order
2-L/82-Admn.
Dated 3.9.2010
for Admn/Financial Powers

Admn.
Division

HO

Pre course Questionnaire (a

specimen)

Checklist for examining
proposals pertaining to
Promotional&

mentalSchemes

Office Order
7 -4 lz0}s-cen ( Policy) d ated
23.L2.20L4, on con stitution
of Tend er-cu m-Pu rch ase

Annexure-lX
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7.

Office Order
LO-L(1}L5-GA dated
L4.L2.20L5
on Telephone Facility

Annexure-X TOPIC

Genl.

Admn.
Division

MD 00

8.

Office Order
9-2l98-Admn. dated
28.7.20L4 on Newspaper
facility.

Annexure -Xl TOPIC
Admn.
Division

MD 00

9.

Office Order
8-4/2010-cenl. dated
29.1.20L4
on Facility of Brief Case

Annexure -Xll TOPIC

Genl
Admn.
Division

MD 00

12) References:

i. Promotional and Developmental schemes - Key features (Annexure-Vr)
ii. GFR 2005, Deptt. of Expenditure, Ministry of Finance
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2. RESPONSIBILITIES & AUTHORITIES
Annexure-l!

Designation Responsibilities Authorities

Chief Director I Planning and policy nutters
Overall managenent of the entire functioning of the
lnstitute viz. training, administration, establishment,
ISO related work, RTl, audit, accounts, Parliament
Questions, VIP references, boarding lodging,
housekeeping, transportation, library, procurement

and maintenance of equipments etc.
lmplernenting all the training related consultancy and
research activities
Ensuring accomplishment of approved ATP and POA.
Forwarding request to Dy. MD for approvds beyond
delegated powers.

Coordinating and liasioning with HO/other
organization for the activities of the lnstitute as
required.

To accord approvals for expenditure,
leave and administrative matters
within defined financial and
administrative delegation of pouars
vide NCDC:2-1l82,Admn dated
27.7.1994 (AnnexureJll) and NCDC:
2.1182-Admn. Dated 3/9/2010
(Annexure-lV) respectively,

To allocate ulork/responsibilities
amongst the officers and staff of the
lnstitute.

Chief Director 2 - 
. lntemational and special training programs.

- Guidlng the kaining related consultancy and

researdr activities

- Promotional and Development schemes.

- Preparation of ATP and POA.

- Purchase of dead stock items

Coordinating and liasioning with HO/other organization for
the activities of the lnstitute as required.

- Administration

- Any other rrtmrk assigned from time to time

To examine.the issues pertaining to
he assigned responsibilities,

recommend /suggest the course of
action to the HOD and
c'oordinate/execute the
responsibilities as per approval.

To allocate uorUresponsibilities
amongst the officers and staff.

Director -l Developing and implercnting faining related activiUes
viz. programme design, coordination, frcilitation of

. sessions, preparation of haining materials, evbluation
and report preparation etc.

Purchase and procurernent of all equipments / stationery
/ petty items and lheir issue. 

'

Promotional and Developmental Schemes
Promotion/lmplementation of Offi cial Language (Hindi)

Horticultqre

Library related work
Procurement of liveries
Any othemo* assiqned from time to time

To examine the issues pertaining to

the assigned responsibilities,
recommend Jsuggest the cource oJ

action to the reporting authority and
coordinate/execute the
responsibilities as per approval.



- Developing and implementing training related
activities viz. programme design, coordination,
facilitation of sessions, preparation of training
materials, evaluation and report preparation.etc.

- ISO related work
- Preparation of Work Plan and Programrne of

Activities
- Follow up of Sr. 0{fcers / RDs and other review

meetings and work related to HO
- Boarding and lodging anangements- Pedodical Reports
- Finance, Accounts, Budget and related statemenls

/ report to HO
-. Medical Bill
- Repair and maintenance of building, facilities and

equipments
- Any othenamrk assioned from time to time

To examine the issues pedaining

to the assigned responsibilities,

recommend /suggest he course
of action to the repoting authority
and coordinate/execute the
responsibilities as per approval.

Dy.Director - 1 Developing and implementing training related
' activities viz. programme design, coordination,
facilitation of sessions, preparation of training
materials, evaluation and report preparation etc, as
also to act as training associate to Programme
Director for oher haining programmes

Administration / Establishment
Security

Regular Housekeeping / Cleanliness
lmprest Actount, Maintqnance of Accounts.
Maintenanm of Cash Book and disbursement
statement.

Reconciliation of monthly and annual statement of
accounts.

Disbursement of salary, medical and advances etc.
Expenses control statement.
Reconciliation of Administrative expenses with
HO"s ledger.

Control of cheques (issues) book etc.
T.A. dvance and settenrent of bills
LTC advance / festival advance

' Any other uork qiven from time to time.

To examine the issues pertaining

to the assigned responsibilities,
recommend /suggest lhe course
of action to he reputing authority
and coordinate/execute the

Dy. Direc'tor- 2 - Developing and lmplementing faining related
activities viz. programme design, coordination,
facilitation of sessions, preparation of training
materials, evaluation and report preparation etc. as
also to act as training associate to Programme
Director for oher training prognammes.

- Repair & maintenance of fax machine, computers
and audio visual aids.

- Maintenance of office vehicles & hiring of transport
etc.

- Telephone bills of office & oftrcers,- Prcmotion / lmplenentation of Official Language
(Hindi),

- Horticulture
-. Preparation of Work Plan and Programmes of

Ac-tivities etc.- lssue of lnvoices.
- Any other rork qiven from time to time.

To examine the issues pertaining

to the assigned responsibilities,
recommend /suggest he course
of action to he reporting authority
and coordinate/execute the
responsibilities as per approval.

Programme Officer To act as training associate to the Programme
Directors for the and other trainino

To examine the issues pertaining

to the assigned responsibilities.



programmes related work allocated to them.
Follow up of HO meetings and annual and
periodical reporls.

ISO related work
Periodical reporb
Repak & maintenance of building facilities and
equipments

Any other raork qiven from tirne to time.

recommend /suggest the course

of action to the reprting authoriti
and coordinate/execute he
responsibilities as per approval.

Private Secretary-1 Rtisponsible for providing stenographic (English &
Hindi) and secretarial assistance, maintaining dak
receipt register and personal .files/ papers, aftend fax
machine, Maintenance of records of training programmes

and trained Personnel and carry out other miscellaneous
wo* assiqned by the concemed officers.

Need based access and custody to
the assigned files/records etc.

Private Secretary-2 Pmviding secretarial services, entry ol lefters for dispatch
in the register and their forwarding to HO and any other
work assiqned/need based suoport to the officer(s).

Need based access and custody to
the assigned'files/records etc.

Sr. Assistant - Atendance and Leave records and issues related
to office management / eslablishment I
administration including contingencies

- Parlianrentary questions / VIP References / RTI- . Provide boarding and lodging seMces- Assist in supeMsion of security anangenenls,
checking the attendance, processing and payment

of bills etc.
- Procurement of machinery, office equipments and

other dead stock
- Procurement of stores related items
- Anvother',rcrk assioned from tire to time

To examine the issues pertaining

to the assigned responsibilities,

recommend /suggest the course
of action to the reporting authority
and coordinate/execute the
responsibilities as per approval.

Sr, Penonal Assistant Providing secretarial services, maintaining penonal
files/papers and carry out other miscellaneous assigned
urOrk.

Need based access and custody to
the assigned fles/records etc.

Jr.. Assistant Stores - Management
lssues of liveries

Overtime allowance lo staff
Preparation of invoices etc.

Work related to library including proorrement,
indexing / inventory, maintenance and issue of
books, joumals, magazines and newspapers
Any other work given from time to tirne

To examine the issues pertaining

to the assigned responsibilities,

recommend /suggest he course
of action to the reporting authodty

and coordinate/execute the
responsibilities as per approval.

Electrician - Repair and maintenance of teaching equipnents,
elechical fittings and installations in the office, training
halls, hostel and residential blocks.

- Maintaining records of diesel utilizatbn register for DG
Set and other electrical consumables

- Maintenance of electrical and plumbing' fittingsfinstallation
- Recording of meter readings in the residential flats on

regular basis
- Maintenance of all machines/ equipments in the

campus like main electrical installation, Acs, tubewell,
DG Sets, fax machines, computers, electrical
fans/lights, desert coolers, ueter tanks, cables, water
coolers, fridge, exhaust fans, water purifier
equipments, fire fighting equipments etc.

Need based acess to the AV
aids, electrical, plumbing and

safety related machinery/

equipment /gadgets/installation,/

fittings for their inspection/

repair/seMcing etc.



Driver Driving, maintenance and upkeep of the offce vehicle
Maintaining fuel consumption records and log book
etc. up to date, and timely submission for inspedion
Updating of van records and corpliance with otrer
requirerrnts of -Transport Autrorities

Access b the office vehicle lor
dfung; ib maintenance and saft
custody of related documents

Dafry-MTS Operation and maintenance of photocopier machine.
Maintenance of records for these jobs Making sets, binding
and distribufion of training materials/handoub. Preparation
of name plates custody and maintenance of record files

Custody of photocopy machine
and paperdprepared training
booklets etc.,

MTS To ensure cleaning of rconn, fumiture, lixtures,
upkeep of files, making sets and binding of
haining materials, providing drinking water, attending

. bell, switch. off the lights, fans, ACs etc. carrying
paperslfiles, bank and outside related rcrk and
other jobs/responsibilities assigned by concemed
offcers/staff.

Need based. access to the
files/records, to circrlate
circulars/dak and to csrry
cheques to the bank and cany
cash on behalf of the officers

MTS - Gardener Maintenance and upkeep of grass, lawns and
plants in all the lawns/garden in the campus
including residential block, gate, tenace eh.
Regular watering of plants and applying fertilizer,
pesticides etc,

lmplanting grass, plants and ananging plants in pts
(indoor and outdoor)
Any other uoft assigned fmm tinp to tinre.

Coodinate and execub assigned
work witr the support of 4
outsouced gardeners and keep
arctody of garden related
equipment
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OFFICE ORDER

, ln supersessiolr to the previous orders, in exercise of the powers vestecl under Regqlation 25read with Regulation 24 of NCDC General Regulations tiiis, I re-detegate the folowingadminishative/financial powers in respect of Topic tra:ning Centre, Grrgoon :s rpecified l,t-i,J,# ,6iigfurther ordersi

IIu'

RASHTRIYA SAHAKARI VIKAS NIGAM
(Np TtoNAL COOpERATTVE DEVELOpMENT CORpORATTON)

(Administration Dil( bion)

No.NCDC:2-1182-Adm:r. Dated: 3.09.2010

Nature o{ Power

C

& Water
&P

Other Conringencies, repairs et r,icci-t6

pttrcEaseurffi
Car AC

Rs 15.000 on occasion

lssue of liveries to enliUeo staff
iE oitt ot C:'t

The above re-creregation wiil be subject to the folrowing conditions:-

availatiility of budget allocation under respective Heads;

the general ancl/or. specific guidelines/instructions applicable to and issued by the
competent autllority in these matters from time to time; and

S.

No.

,)

iD

CD(TOPIC)

cD(TOPt(..

Sanction "''i to@aprovat
Sefifement.r-rfA Biiis

S? l1Ati-on EFestiGiAea nce
Assistanci r

of Rs.10-0tit/-

Contd....p...2/-



i2:

the terms and conditions, scales. etc. lairl down in the relevant, stafutory or other rules,regulations. schemes etc,, wherever appficabte.

Copy to:

1.

2
3.

4.
5

Chief Directo(Topic), NCoC. 6Wnfan
Execulive Director. NCDC, New Deitri.
D!recto(A/cs), NCDC. New Delhi.

8,ffi"r("T"t. 
Admn.), NCDC, New Dethi

( Govindin Niir I
Managing Director



Antu<.vne -7.
Training programme

"Gonsu ltancy a nd Gu idance ro- tr,rati Ag ric u ttu ra t cooperative societies,,
for the Developmenl Ofricers of ICDps'----'-

(1.2.2016 -29.2.2016)

PRE-COURSE QUESTIONNAIRE

(Please be free and frank in filing this proforma. conect information will help us in making thekaining programme more usefuianO effective;

A. Personat tnformation:

1. Name of the participant and Address:

2. Date of Birth and Age:

3. Educationaleualifications:

4. Professionaleualifications:

5. Training Courses Attended, if any:

Service Experience:_

7. Sponsoring Organisation:

L Hobbies, if any:

C. Job related informationi

6.

1. List important duties/jobs you are expected to perform as Deveropment
Officer:



2. List your

(a) Strengths:

3. ln providing.consultiancy & guidance to PACS for its proper development
what competence in terms of knowledge, skills and attitude, do you need to
be developed? lndicate items as many as you can.

Knowledge Skilts Attitude

4- What kinds of modern management skills do you like to learn in this training
programme for improving management practicbs of cooperatives?

(b) LesserStrength;

Signature:

Name:



Annexure*, I

Fellowship for Faculty Development Programme (FDP) in Management at lndian lnstitutes of
Management (llMs), Ahmedabad & lndore (approx. 4'monihs and 2 ironths respectively)

o Six Fellounhips out of which two are reserved for sc/sr category.o Senior/middle level Faculty members,of VAMNICOM; lCMs under NCCT; Agricultural Cooperative
Staff Training lnstitutes; Heads of JTCs of Statq Cooperative Unions, and NCbC officers above the
level of Programme Officers are eligible.o Candidates should have Post-graduate level teaching experience or industrial/research experience of
at least 2 years, Preference is given to participants aged less than 45 years at llMA.

Fellotmhip for Diploma in Cooperative Business Management (DCBM) (36 weeks residentiat
course) at Vaikunth Mehta National lnstitute of Coop.Management fafrll1fbOU), puneo Four fellowships out of which two are reserved for sc/sT candidates.

' Fellowships are awarded to the middle level managersiexecutives working in the following
Cooperative 0rgan izations.

t All state and district level cooperative federations covering sugar factories, spinning mills,
poultry, fishery and dairy cooperatives.

* All agricultural cooperative marketing and processing societies including cold storages, sugar
mills, spinning mills and all other cooperatives covered by the programiles under ttie purviiw
of NCDC.

o Candidates should preferably be below 45.years of age (relaxable in deserving cases), with good
knowledge of english and holding at least a bachelor d.g* with minimum of tnrle years experience
in managerial capacity in co-operative organizations/Govrernment Departments.o Fellowships are open to NCDC's own officials of the levels of Assistants, programme officers and
Assistant Directors.

3. Awards to the meritorious students of Hiqher Daploma course (HDc) in cooperation (1g weel{slo NCDC awards cash prizes to meritoriou.s {d9.ntr attenoing tnt HDC i. C.rp.rrti., ConOucteo oy
the network of the lCMs under aegis of NCCT, New Delhi.o Amount of the cash prizes are Rs.30001 Rs.2000/- and Rs.10001 for the first, second and third
position holders respectively.

' Awarded to the candidates securing a minimum of 60% marks and subject to the capacity utilization
of the Course to the extent of at least 66%.

4. Or$anization of Studv Visit to good workinq Marketing/Processinq societies

Study.visit may comprise of upto 15 officials/nonofficials of cooperatives to good working cooperative
societies within the country. All cooperatives covered under iICDC mandat6 are eligibf under study
visit scheme.

Duration of visit is normally upto S days (excluding journey period).
NCDC defrays first class/AC 3 tier sleeper return rail fare to the members from the headquarters of
their society to the destination(s). ' - '.---r--
NCDC meets boarding and lodging cost of the participants upto a maximum of Rs. 1000/- per day
per participant during the fie.ld.visit. For journey period, ooarding charges @ Rs.500/- per person per
day are provided. lncidentar charges @50 per person per day iJabo admissible.

2.

a

a
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CHECK L|ST FoR EXAM|NING pRoposALS pEBTAtNtNc 

T-0.

NCDC Scheme of Award of Fellowship

Parameters r' ftick markl. Nominalions were received within the stipulated date

. The applications have been fonrarded through proper drannel

o The candidatures have been duly recommended by the competeni

auttnrity

. The applications are complete in all respects in terms of filring up of alt tre

pages and enclosures of photo and other relevant documents

. The category (Gen./sc/sr) lo which the prospective candidates betong

has been checked

The candidates meet tre eligibility norms of :

o

o

o

Age

iducational qualifi cations

Experience

-Temhing

- Non-teaching

. The applications satisfy all the desired criteda and can be put up for

approval



ANNEXURE-Vll-2

CHECK IIST FOR EXAMINING PROPOSATS PERTAINING TO

PROMOTIONAL AND DEVELOPM ENTAL SCHEM ES

Organization of study visit to good working Marketing/Processing Societies

Parameters ffE (rick Mark)

o The study visit proposal is in the prescribed format

: The proposal is recommended by the respective State

Govt./concerned Regional Director of NCDC

The proposal has been forwarded by the concerned Regional

Directorate of NCDC with his comments/observations

a

Beneficiary societies are cooperatively lesser developed so as to
justify the visit to similar successful cooperatives elsewhere

a

The proposed team comprises of around 10 - 15 members from
different societies

a

The study team is a mix of key officials and non officials of the
cooperatives

a

The duration of the field visit is up to five days excluding the
journey time

a

Field visit itinerary has been drawn up judiciously to cover one

to two societies a day preferably located in a cluster to facilitate
logistics

a

The financial estiniates are reasonable and confirming to the
tenets of the scheme viz;

o ls the train travel by the prescribed class (ordinary first
'class/ac.ttttier)?

o ls the lodging & boirding estimate within the stipulated
rates of 1000/- per person per day during field visit and

boarding charges alone @ Rs.500/- per person per day

during journey days?

o Local field visit estimates reasonable commensurate

with the travel distance in kms.

r The soiieties' proposed to be visited are successful in the
identified areas and worth of emulation



1.

2.

Annexure - Vll-3

NATIONAL COOPERATIVE DEVELOPMENT CORPORATION
(TOPIC lnstitute, Gurgaon)

Main criteria for the NCDC cash Award to the meritorious trainees of the
Higher Diploma Course in Cooperation.

National Cooperative Development Corporation will award not exceeding 3
prizes carrying respectively cash awards of Rs.3000/-, Rs.2000/- and
Rs.10001 for the first three position holders of Higher Diploma Course in
Cooperation every year in each of the lnstitutes of Cooperative Management
under NCCT conducting this course.

"Higher Diploma Course in cooperation" will mean the present course of 36
weeks duration or the course carrying higher or lower duration as decided by
the National Council for Cooperative Training.

The award will be admissible only to such successful candidate/s securing
minimum 60% or more marks in aggregate.

Awards will be admissible only when the laid down capacity of the course is
utilized upto 66%.

The aforesaid awards will be accorded on the basis of proposals submitted by
NCCT for their lCMs.

3.

4.

5.

*******
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NATIONAI, COOPERATIVE. DEVELOPMBNT CORPOMTION

NoNCDC:7-42005-Genl. (Policy)

g

Subi -

(GENL ADMN. DTWSTON)

Dated: 23.122014

Basd on Gencal.Finaneial Rutes 2005 by the Ministry of Flpance, Departuent of
&cpeaaiture, Crovl Of India, lte procedur for purtase of goojs / services and e:recution of
works shall r€main as under: - - 

,...

OTflCE ORDER

A. For nurelap? ojgopds/s€Naiccq ;

SNo. Financial limib Procedure
I Upto Rs.t5,000/- On tLe basis of cirti

inviting quoutions or bids)
(format of certificate:a,_ am persorr.rlly
sdisfied that these goods prcbCIod are of thc rcquir:ite
quality and-specificaion and have been purcbascd fror,t a
reliablc srnplier at a reasonable orice')

z Above Rs.l500I
'toRs.l lakl:

On the hsis of Certilicate or hrchase Courmii.:ee
consisting of tilree meulbert of appropriete lwet as
decidd by Head of Deptr. Thc Committee will snvey rte
n4*et to ascertain reasorubleuess of. rate, quality: and
spocifications and ideuti$ tbe appropriate srryplier.
(foroat of certificate : 'Certified rtd we._menrbeli of
the.purchase cor[miuee are jointly and fudividrrslly iatisfied
thst ee goods recornmended for purclrase are of ihe requisite
qpecificdion and quality, pricd at &e prwailing mark& rarc
and $e supplier recommended is reliablc and competcnt to
zupplj tbe soods in question.':)

3. AboveRs.l hffi
to Rs.25 laklt

,Efinitgd tend er. enquiry
A list of approved supplie,rs should be nrainaind for inviting
rcsponsivc bids or altcnutively tcnders be invited from a list
of srrypliem and on website and tlre criteria for seleclion of the
suppliers be laiddown

4. AboveRs25 lakh Opcu teuderu ,

Indiau Tradr! jotrmat and atleast one national daily haiing
wide circulation * w6site and provide a link with MC
website



a-

SNo. Finmciallimits Procedure
t. UDtoRs.slaktl Limitd tendels
2. Above Rs.5 h*e Open tenders

Final palment for work shall be made on personal certifig3te
of the ofEcer;in*harge of exeosion of the work in the
prescribd for_mat

(Forurat of certificatei *I_ , Execrfing offica of
(Name of the work), am personally satisfied that tlrc wort his
been execrted iN per the specifications laid doum in the
Contast Agreement and the woflcmanship is upto the
.standads. followed in the h&$trv.1

C. Conititution of Committe

Wi& the pProval of lv{amging Director, the Advisory-cum-stantting
Comriittees has been modified as under:

SJ{o Financiirl limib . Pnocedure
l. Above Rs.l500l to Rs.l latfi Dy. Dtuestor (GA) / Assc Director (GA)

in the absence of Dy. Director (GA)
Dy.Director (Ar/s.) / Asstt. Direotor
(Ac/s) in fte abseoce of Dy. Director
(Ao/0
Dy. Director (User Division) / Asstt
Director (User Division)

iii)

2. Above Rs.l lalfi to Rs.5 laktr' t) Chief Directo(GA) / Director (cA) OR
Dy. Director (GA) in the absenoe of
Chief Direcor (GA)

ii) Chief Directo(Finance) / Dir. (Ac/s)
OR Dy. Director (Ac/s) in the absence
of Chief Director (Finance)

iii) Chief Director (Admrl) / Dy.Director
(Admn.) in the absetrrce of Chid
Director (AdrD!") :rv) Chief Directsr .(User Division) I
Director OR Dy. Dircctor (User
Division)

3. Above Rs.5laldi To be norrinated by DMD/MD on case to case
basis



Gursaon

S.No. . Financiallimit Members of Comnittgg

I Above Rs.15,000/- to
Rs.50,000/-

@
ii) Dy. DireotorGOPIC) :.iiil aoit pit"ctot (Nc) tSr- Assistaut (A/cs)

-ft,omTOPIC
2. Above Rs.50,000/- to'

Rs.1.00lakh
r) Dirrctor (TOPIC)

ii) Dy.Director(IOPIC)
iii Oy. Oirector (GA) / Asstr Director (GA)

- fron HO
rv) Asstt. Director (Nc) I Sr. Asstl (A/cs)

fromTOPIC

3. Above Rs.l.00 lal&.to
Rs.5.00 lakh

Chief Director(GA)
Chief DircctorCIOPIC)
Chief DirectolGiniqqQ

0
ii)
rul

4. Above Rs. 5.0014lfi &_bp_uemtr r@-UYPJ. lv{DA

This is in super session of earlier office order nt:

31/102006.

NCDC:742005'{ienl (PolicY) dated

Chief Dirwtor (GA)

To

l. Chief Director (P&C, PR and Toailes)
2, ChiefDirector (TOPIC) . .

3. ChidDirector (Finance) ' , '

4. ChiefDirector(P&A) .

5. Director (PR) . :"''
6. Director@s)

CC also to:

l. SPS to }vfanaging Director.
'2. SPS to Financial Adviser
3. Notice Board
4. Guard'File
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NATIONAL COOPERATIVE DEVELOPMENT CORPORATION
(GENERAL ADmNETRATION DMSION)

No.NCDC:10-1201rcA Datsd: 1411212015

oFFIGE ErpER

Sub:- Reimburseinent of rusldenthl I moblle phonc bllls
offichlr of lfie €orporatlon - Rsgerdlng

AII the Deputy Diredors, Astistant Directors & treir equhalents (Group A), all

GroupB, GrcupC o,ffcids & thelr equiyalents in Head Office, TOPIC lnstiUte,

Gugaon and alt Regimal DirEctora&E shall be reiinbursed treir reHenthlt mobile

phone bills' wih effec't from dale of isstr of this.or@r, up b ttn b[owing llmits:-

Ppgramma Sr. Assistant

iistant, LDC, MT$Peon & tdr
-.1

Rr 2503 t ,tesl

A[ tlt* above officers / officiab may inbm treir residenthl, msUile phone

number ln re.ipeci of $'hictt theywitl daim relmbrrrsement

This l:'isues with the approvalof the Managing Dircctor v
(N.K. s!0

Chid Direc.tor (GA)

To

Atl DepW Directors, Asqbtant Diredors &their equivalents
PSS tO MD
Nl Programme fficerc, Sr. AssHarrts &theirequlualenG
AllJuniorAsslsilarG, LDCs, MTSfeons & their equivalenE

ce
AllChlef Directoa in HO
Chlef Dirgctor (TOPIC)
All Regional Directors
Director (t4ls) / Director (ICDP)
PS to MD / SPS to DMD / SPS to'ED

I
sf $c officep l. ,

ilodmum llmit
per montr
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{rq{fqs6orfr ff4irsfrrrfi
NATIONAL COOPERATIVE DEVELOPMENT CORPORATION

(personnel & Administration Division)&,* '

*fr/%y 
No'NCDC:e-2le8-Admn 

Da,.u128.07.2014

t -r,g \rl lot" CIRCULAR

s\"tttl* - with the approval of the Managing Director it has been decided to extend

n u,/ 
liliflli{6rlifrf ff'rl:d,,,#*#i*{{${ff;
The reimbursement shall' howero, b" limited to the monthly cost of subscriptionof 'Economic Times' or actuat cost of monthly subscription of newspaperpurchased whichever is less.

ln**"qP',"',

To,

1.

3.

4.

5.

o.

Y-.\.Sn** S
(K.V. Nagarda Setty)

Chief Director(p&A)

All concerned officiars of the rever of senior Assistant and equivarent inGroup-B of the corporation incruding Toprc and Regionar offices.Allconcerned officiars in Group-c aid erstwhire Group-D of the corporationincluding Toplc and Regionuiotti."r. -'vsr v vr I

!!ef Director(Finance), NCDC, New Dethi.
Chief Director(GA), NCDC, New Dethi.
SPS to MD/PA to DMD/SPS to FAISPA to ED.
Notice Board,
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ftvnr^ttc--Y

(GENERAL ADMN. DtvtstoN)

No.NCDC:8{8010-Gen[
Dated:2g.1.2014

CIRCULAR '
tn_view of the- general increase

q:mrm:r*ffiffi HTI$itrf.fiF#:?HEffi iitr#$ffi Hgiven beloru

illf:}Hiffit'$-''""nH
reimbursement as;

The above revised monetary ceiring rimits wir be with immediate effect.

9PS/SPA ro MD

:::,F,?l4.yfA€PA/sPs to EDs

I3[L?,H:T[;;X'*-l-l]ij::l*,loj*Hgure/arResionarornces,,All RegionatOmce-s
J the reimOurse 

'-? rrre3t3r'lr" all r(eolonal offices
I oer rha ooi.r _-:1t claims ,"y -b" 

setfled as, g::j1:."aio noris ;#';: r;%;"":i#:3
llll^""1::rnedofficers/sraff 

practice.

6.Guard File

1.

2.
3.
4.

(rilSitJotrr
Chief oire"torfdAi

T.Notice Board


