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Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior
Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION

| DUTIES ASSIGNED

Section : Personnel & Administration

1

2

CHIEF EXECUTIVE OFFICER
MANAGER

Sr. Stenographer

Sr. Asstt.(legal)

Jr. Asstt/UDC/LDC

Attendents/Peon

Overall incharge of Dugdh Sangh activities.
Overall incharge of Personnel & Administration department.

Dictation & Typing, Computer work etc. & other jobs assigned from time
to time.

Incharge of all type of Court Cases, DE cases. Gratuity & Group
Insurance work, ACRs of Cadre staff, to attend Vidhan Sabha question,
Cadre staff, Apprentice work, Land acquisition work, Staff Bus Tender,
Security Tender work, Appeal cases, set-up.

DPC, Mercy appointments & other correspondence of Uniform policy
Correspondence to MPCDF & other Govt. Dept. etc.

Personal files of Cadre staff, SPO, Accountant, Stenographer, Labour
Contract, Security Contract, Bus Contract, Immovable Property, ACRs
work of non-cadre, Pension/GPF work, Deputation employees work,
Quarterly Reports etc.

Personal files of Sr.VEO, VEO, AVEO, Technicians & Dairy Attendant,
Boilerman, Time Keeper, Apprentice file, Lease rent file, Medical Bills of
all staff etc.

Preparation of all type of informations

In Computer, Preparation & keeping of Gradation lists of Cadre & Non-
cadre staff, work related to Personal files of Sr.Asstt., Despatch Clerks,
LDC, UDC/Jr.Asstt., Drivers, Sr. Asstt.(QC), Apprenticeship Acct file,
NTMIS file & ACR work (entries in computer) of non-cadre staff etc.

Despatch and inward work & Quarter allotment work, Attendance
verification of staff & Leave record maintenance etc.

Peon work of Admn office, distribution of local letters of Govt. Dept., and
concerned letters to individual parties & employees.




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior
Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION | DUTIES ASSIGNED

Section : Finance

7 | ASTT. GENERAL MANAGER | Overall incharge of Finance Dept.
Reconciliation of accounts of Marketing section with finance division.
Reconciliation of accounts of all unions MPCDF & cattle feed factories.
Preparation of budget & other information required for meetings.
As per the monthly reporting of internal auditors to keep the watch on
marketing activities.
8 Sr. Accountants
1 | Cooperative audit, compliance of objections & all correspondences
regarding the audit
2 | Checking of bills & submission for the payment
3 | Rehab plan & NDDB repayments correspondence & other works related
to the finance section.
4 | Preparation of Balance sheet as per report of the internal auditors and
journal vouchers
9 | JrAsstt./LDC 1 | Cash collection & cash payment & cash book writing.
2 | Preparation of Cheques & advices
3 | Vouchers & cash transaction entry in computer
4 | Checking of all employees claims & maintenance of records.
5 | All bank deposits & recd. Collection with statements.
10 | Peon Peon work of Finance Dept.




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior
Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION

| DUTIES ASSIGNED

Section : MIS

11

12

MANAGER (MIS)

Data Organiser

Overall incharge of installed Computers & MIS Department,

Active participation for making commercial decisions, To provide the
strategic & operational level information to top & middle management of
all functional areas on the basis of micro level database for monitoring
and planning purposes. Preparation of monthly dairy plant, material
balance, centerwise costing report. Various project reports and all types of
presentation to present the operational activities of the organisation.

Preparation & submission of all statutary reports to MPCDF, NDDB,
GOMP, GOl as per their schedule. Maintain and update the database &
application software of various organisation activities etc.

Processing & Preparation of field & plant operation statistical Reports,
Preparation of routine MIS report of Dairy plant, Chilling center, Field

operation Marketing, IDIS etc. Preparation of agenda & conducting all
types of meetings.




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior
Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION

| DUTIES ASSIGNED

Section : Field Operation.

13

14

15

16

17

18

19

Gen.Manager/l/C(FO)
Asstt.Gen.Manager(FO)

Field Officer

Sr.VEO/VEO/AVEO

LDC/Typist
Peon

Attendant

Over all incharge of Field Operation activities.
Over all incharge of Training center.

Looking after village level DCS and performing supervision of

function of DCS and record maintenance, close supervision of VEOs,
coordinate all DCS supplies including AH&AI, compiliation & analysis
of DCS information required by management, impart training according
to schedule as per instruction I/C, FO and other work assigned time to
time by Superiors etc.

Supervision of village level DCS, conduct frequent visit and night halts at
DCS as per approved schedule to conduct, close supervision of DCS level
activity including AH&AI. Providing necessary help/guidance to the
Secretary/Testers of DCS in their performing the DCS activities,
Maintenance of all DCS level records as per requirement of union/
Federation, Compiliation of the information at DCS level for onward
submission to different levels of management for further analysis,
coordinating the supplies of DCS, inventory of testing material and
consumable including AI&AH, Coordinating supplies of Cattle Feed &
other supplies to DCs, Attending/Coordinating/solving the DCS level
complaints/ problems, organizing extension meetings of producers and
farmers, Ensuring regular testing of milk at DCS, over all supervision of
DCS and Any work assigned by the Superiors etc.

Typing & Computer work of Field Operation Dept.

Peon work of Field Operation section.

LNZ2 distribution work, Fodder & Garden work




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior

Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION

| DUTIES ASSIGNED

Section : Marketing.

20

21

22

23

24

25

Asstt, Gen. Manager (Mktg.)

SPO/Sr.VEO/VEO/
SA (QC)

VEO
Distn. Clerk/LDS
Typist

Peon

Over all incharge of Mktg. Section

Supervision of Outlets, Expansion of Outlets & to attend consumer
complaints, Sales promotion through Door to Door/Consumer Survey etc.

Marketing accounting & other official work.

Supply & distribution arrangement for Dairy Dock.
Sales promotion through Door to Door/Consumer Survey.

Typing & other official work.

Peon work.




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior
Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION

| DUTIES ASSIGNED

Section : Production

26

27

28

29

30

31

32

33

34

35

36

37

Asstt. Gen.Manager (PO)/
Incharge GM (PO)

Asstt.Gen.Manager (Prod.)

Manager (Prod.)
(Dock)

Manager (Prod.)
(Ghee/Butter/IP)

Manager (Prod.)
(Process)

Jr. Asstt/Typist

Jr. Asstt.

Sr. Tech/Technician
(Processing/Prod.)

Sr. Tech/Technician
(Powder Plant)

Dairy Atten.
(Process)

Dairy Atten.
(Ghee/Butter)

Dairy Atten.
(Process)

Over all incharge of Dairy Plant activities.

Shift incharge of Dairy Plant activities.

Looking after work of RMRD, raw milk, receiption, cans cleaning, water
cleaning, pouch filling, pouch film a/c and day distribution of milk and
related records & cans and crates movement a/c etc.

Incharge Ghee, Butter and indigenous products for manufacturing,
packing transferring to fresh products. Store maintenance of stock and day
today account of packing material and consumable items, quality of the
product as per quality control section’s specification.

I/C processing shift, Processing of milk for preparation of lots for city
supply, recombination, separation of milk as per requirement, tanker
loading and unloading, general cleaning and maintenance of log books
and related records of above work.

Typing & other official work of plant operation.

Maintenance record of fat & SNF, maintenance of files and records,
preparation of marketing records and other all work related to the
production dept.

Processing of milk & milk products. Preparation of lots for city supply,
recombination, separation of milk as per requirement, tanker loading and
unloading, general cleaning and maintenance of log books.

Technical job of powder plant, Air Heater, Condensing drier maintenance
and repairs, furnace oil checking regularly, to checkup the stock position
and consumption of furnace oil, to maintain log book daily, cooling tower,
moisture control etc.

Working in Processing section, looking after the work of tanker loading
unloading, reconstituion and recombination and separation of milk job
and cleaning work of 2" shift.

Performing the work of Ghee, Butter section for mfg. & packing of Ghee,
Butter, Table Butter etc.

Working in Processing section, looking after the work of tanker loading
unloading, reconstituion and recombination and separation of milk job

and cleaning work of 2" shift.




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior

Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION

| DUTIES ASSIGNED

Section : Engineering

38

39

40

41

42

43

44

45

46

47

48

49

Asstt. Gen.Manager(PO)/

Sr.Tech.(Electrical)

Sr. Tech.(Mechanical)

Sr. Tech.(Ref.)

Sr. Tech./Technician
(Prepack)

Boiler Operator/
Boirlerman

Technician (Electrical)

Technician
(Powder Plant)

Technician
(Plant Maint.)

Technician (Ref.)

Technician (ETP)

Dairy Attendent

Incharge of Engg. Section and purchases for Engg. Dept., Maintenance of Chilling
Centre Machineries etc.

Incharge of Electrical Maint. Of Dairy plant, prepac, indegenious of Dairy
Plant + Chilling Centres, Supervision of all Electricians.

Maintenance of all Sabmersible pumps supervision,

Looking after the Engg. Maintenance, complete welding job, maintenance of RMRD
loading, Converer, Can washing pumps, chilling water pumps, Can scraper, steam
leakages, water leakages, milk pump, hot water pump homogeniser, Butter churn,
Vacum pump, etc.

Incharge of Refrigeration of plant, maintenance and operation of Refri. Plant &
incharge of Chilling Centre Refri. Units and their maintenance time to time. Looking
after the maintenance & repairs of Refrigeration plant, maintenance of log books, to
check up the condenser, Pumps, Air Compressor, Checking & maintenance and
operation, Oil checking regularly. Maintenance to milk cold room, Butter Cold room
Deep freezers to checkup regularly leakages if any of ammonia plant operation and
maintenance of chilled water pumps etc.

Looking after the work of electrical maintenance of pre-pack machines, regularly
checking of electrical machineries, checking of electric poles, Service station, to
attend electrical false

Performing the work of Boiler operation work such as to checkup the complete
system of boiler and softer charging maintenance of log books to see the coal
position and control the consumption of coal, soft water testing daily, to take the
steam leakages of plant regularly, maintenance of steam taps etc.

Looking after the work of electrical maintenance of pre-pack machines, regularly
checking of electrical machineries, checking of electric poles, Service station, to
attend electrical false in 1% shift.

Performing the work maintenance and operation of powder plant, Air Heater,
Condenser, Drier maintenance and repairs, furnace oil checking regularly to checkup
the stock position and consumption of furnace oil, to maintain log books, cooling
towers moisture control, SNF etc.

Looking after the Engg. Maintenance, maintenance of RMRD loading, Conveyer,
Can washing pumps, Can Scrubber, steam leakages, water leakages, milk pump, hot
water pumps, homogeniser, Butter churn, Vacum pump, etc.

Looking after the maintenance & repairs of Refrigeration units to check up
compressor systems of Refrigeration plant, maintenance of log books, to check up
the condenser, Pumps, Air Compressor, Checking & maintenance and operation, Oil
checking regularly. Maintenance to milk cold room, Butter Cold room Deep freezers
to checkup regularly leakages if any of Amonia plant operation and maintenance of
chilled water pumps etc.

Performing the work of maintenance and operation of ETP Plant, lifting of water of
ETP Plant, Operation of Un-treated influent feed pump, checking & inspection of
influent water, operation & control of influent water pump, Maintenance of influent
pumps etc.

Looking after the work of electrical maintenance of pre-pack machines, regularly
checking of electrical machineries, checking of electric poles Service station, to
attend electric false.




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior
Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION

| DUTIES ASSIGNED

Section : Quality Control

50

51

52

53

54

Manager /Incharge (QC)

Sr.Technician

Sr. Technician/
Sr. Asstt./Lab.Asstt

V.E.O.

Dairy Attendant

Overall incharge of Quality Control department.

Coordination with Milk Chilling Centre, Routine visit to chilling center
for surprise checking work. Liasoning work of PFA, Agmark, ISI,
Pollution control Board etc.

Microbiological analysis of milk and milk products, Counter checking of
production storage, preparation of reports of NDDB, MPCDF etc.,
Sampling and testing of Skimmed Milk Powder etc. on inspection of
officials authorised.

Chemical analysis of milk and milk products, Preparation of standard
solutions, Testing of packaging materials, chemicals and detergents,
Testing of water for hardness and total solids. Testing of strength of
detergents used for CIP and can cleaning, ETP water testing, Gravimetric
estimation of SNF, Attending complainta from market reg. Milk and milk
products, Routine interval testing of skimmed milk powder, Butter and
indigenous products during manufacturing, packing and dispatch, Testing
of Ghee, Reporting to Agmark Department regarding Ghee & Batter.

Grading of DCS milk, sampling of milk from Tanks Silos, Tankers etc.
Testing of fat/LCR of DCS samples in each shift, Chemical analysis of
Bulk collection sample in each shift, Adulteration test of milk samples.

DCS collection work, Preparation of sheet, Fat, CLR, Quantity summary
in each shift, Help in DCS testing for Fat/CLR and interval pouch filling
testing of milk.

Cleaning of all glassware & equipments used in QC lab.Bringing
necessary commodities from stores, Discarding used acid & waste etc.




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior
Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION | DUTIES ASSIGNED

Section : Transport

55 | Technician (Trpt.) Maintenance of all the vehicles of Dairy Plant, preventive & breakdown
maintenance record keeping of spares/tyres (Diesel & Oil etc.)

56 | Driver (Heavy Vehicle) Operation of milk tankers or Heavy vehicles of Plant as per directive,
repair & maintenance of vehicles.

57 | Driver (Light Vehicle) Driving of jeeps or light vehicles of Plant as per directive, repair &
maintenance of vehicles.




Gwalior Sahakari Dugdh Sangh Maryadit, Gwalior
Duties & Responsibilities Assigned to the Officers/Employees.

| SN | DESIGNATION

| DUTIES ASSIGNED

Section : Purchase/Stores

58

59

60

Incharge (SAQC)

Jr. Asstt./LDC
(Purchase)

Sr.Asstt./LDC (Store)

Overall incharge of Purchase & Store Section.

Purchase of DCS testing materials, stationery, printing work and material
from local market as per requirement, To collect material from local
transporter which has been dispatched by outside suppliers.,

To process the bills of concerned material received in Dairy & to maintain
its records.

To look after the work of Tender processing, floating enquiries for rates
of required material from concerned suppliers and process for sanction of
rates of material to be purchased & other jobs as instructed by incharge
(Purchase) section.

Looking after the work related to the work of packing materials,
chemicals, process of bills of concerned materials, filling of Form-C &
Form No. 88 & Keeping records etc.

To maintain & supervise the day today store functions, making stock
entry, process of bills for sanction, sending requirement of material to
purchase section, To maintain inventory as per norms, arrange for
disposal of scrape as per SPR.

To maintain records of receipts & dispatch of Engg. Goods to various
sections & to send requirement to Engg. Purchase section.

To maintain records of receipts & dispatch of stationery, packing material,
chemicals & other general items.

To maintain records of receipts & dispatch of DCS testing material, DCS
DCS Stationery & Cans etc.
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Annexure to Schedule - 1

NORMS FOR STAFF REQUIREMENT

POSTS

1. Director

2. Joint Directors

a)

b)

d)
e)
f)

Farmers Organisation

Livestock Division

Engineering

Forage Production
Project Monitoring & Planning
Finance & Personnel

3. Project Executives

a)

b)

d)

e)

9)

h)

Farmers Organisation

Livestock Division

Engineering

Forage Production
Marketing

Plant Operation
Project Monitoring & Planning

Finance & Personnel

NORMS

One each for Farmers Organisation. Livestock
Productions,  Engineering,  Forage  Productions,
Marketing, Plant Operation, Project Monitoring &
planning and Finance & Personnel Divisions.

i) One for organisation and supervision.
i) One for Training
iii) One for Mass Media
i) One to assist Director in the field supervision.
i) One to assist Director in the control and Supervision
of Bull Mother Farm and Project Sperm Centre.
i) One for Mechanical Engineering
i) One for Electrical Engineering
iii) One for Civil Engineering
One for Nutrition
One to assist Director
i) One for Finance
ii) One for Personnel

One each to assist Deputy Director Organisation and
Supervision, Training & Mass Media.
One each to assist Deputy Director for field work
supervision and control and supervision of Bull
Mother Farm & Project Sperm Centre.

i) One each to Assist Deputy Director Mechanical
Electrical and Civil Engineering at the Head
quartors.

i) Site engineers.

One to assist Director in field superviser.

i) One for fluid milk marketing

i) One for Cattle Feed Product/Marketing

i) One to assist in plant operations

i) One to assist in quality control.

One each for dairy, Livestock Production,
Cooperation and Costing.
i) Two for finance



POSTS

8.
9.

Research Assistant A.E.(F)
Assistant Executive

S.P.A.
Statistical Assistants

Draftamen and Tracer
Senior Stenographers

10. Junior Stenographers

NORMS

i) Two for Personnel

i) Two to assist Director in research trails.

i) One to assist Director in plant operation
i) One for trails Civil/mechanical/engineering
iii) Four for finance
iv) Four for personnel
Two for Marketing Division
Four for Monitoring Division for comipilation of
data received from field.
For Engineering Division as per requirement.
One each for Director
One each for Deputy Director.



CHART INDICATING APPROVED SET UP OF
MAHASANGH AND REVISED SET UP SUGGESTED

FOR APPROVAL.
Designation Nosas  Total Avg.  Setup Total Set up Total
Per appd. emoluments proposed by emou- recomm- Average
set up. PM (incl. by the ments ended for emoluments
perks) comm.. PM (incl. approval (incl. per)PM

Personnel Division
(inoluding purchase)
Joint Director 1 4735.00 1 4735.00 1 4735.00
Project Executive 3 8325.00 1 2775.00 1 2775.00
Asstt. Executive 4 8632.00 2 4316.00 2 4316.00
Store Supdt. 1 1477.00 1 1577.00 1 1577.00
Stores Asstt. 1 1414.00 1 1414.00 1 1414.00
Office Asstt. 2 2828.00 1 1414.00 1 1414.00
Librarian 1 1414.00 1 1414.00 1 1414.00
Veh. Superviser 1 1414.00 1 1414.00 1 1414.00
Stenographer 1 1414.00 1 1414.00 1 1414.00
u.D.C 3 3228.00 2 2152.00 2 2152.00
PABX Operator 1 1013.00 1 1013.00 1 1013.00
Tele Operator 1 1013.00 1 1013.00 1 1013.00
Steno typist 1 1013.00 1 1013.00 1 1013.00
L.D.C. 12 11556.00 11 11593.00 11 10593.00
Driver 1 1185.00 1 1185.00 1 1185.00

9 8370.00 9 8370.00 9 8370.00
Mechanic-cum-
Electrical Attendant 1 930.00 1 930.00 1 930.00
Peon As per requirement 12 7800.00 12 7800.00
Chowkidar -do- 2 1300.00 4 2600.00

60061.00 55842.00 57142.00

Secratrial Staff
PA to MD 2 4316.00 2 4316.00 2 4316.00
PA to Chairman 2 4316.00 2 4316.00 2 4316.00

8632.00 8632.00 8632.00




1 2 3 4 5 6 7

Central ISED Technical Inputs :
Fodder Development Division :
Director (Designed

As Consultant) 1 5440.00 1 5440.00 1 5440.00
Joint Director 1 4735.00 - - - -
Project Executive 1 2775.00 1 2775.00 1 2775.00
Asstt. Executive 2 4316.00 1 2158.00 1 2158.00
Stenographer 1 1414.00 1 1414.00 1 1414.00
L.D.C. - - - - 1 963.00
18680.00 11787.00 12750.00
Livestock Development Division :
Director 1 5440.00 1 5440.00 1 5440.00
Jt. Director 2 9470.00 1 4735.00 1 4735.00
Project Executive 3 8325.00 1 5550.00 2 5550.00
Junior Vety. Officer 2 4576.00 - - - -
Stenographer 3 4242.00 2 2828.00 2 2828.00
L.D.C. 1 963.00 - - - -
33016.00 18553.00 18553.00
MARKETING DIVISION :
Director 1 5440.00 - - - -
Jt. Director 1 4735.00 1 4735.00 1 4735.00
Sr. Proj. Executive 1 3075.00 - - 1 3075.00
Project Executive 2 5550.00 2 5550.00 2 5550.00
APE (Distt. F.M.) 1 2158.00 1 2158.00 2 4316.00
Area Sales Rep. 4 8632.00 4 8632.00 4 8632.00
Despatch Asstt. 2 3154.00 2 3154.00 2 3154.00
Sales Pro Asstt. 2 3154.00 2 3154.00 2 3154.00
Sales Accountant 1 1577.00 1 1577.00 2 3154.00
Stenographer 1 1414.00 1 141400 1 1414.00
Steno typist 2 2006.00 2 2006.00 2 2006.00
Salesman - - 1 850.00 - -

40895.00 33230.00 41965.00




1 2 3 4 5 6 7
MONITORING & PLANNING DIVISION :
(INCLUDING ID & DPO)
Director 3 16320.00 1 5440.00 1 5440.00
Jt Director 5 23675.30 4 18940.00 4 18940.00
Sr. Project Executive - - 1 3075.00 1 3075.00
Project Executive 8 22200.00 2 5550.00 4 11100.00
Asstt. Executive 3 6474.00 3 6474.00 5 10790.00
Data Organiser - - 4 6308.00 3 4731.00
Data Complier - - - - - 5656.00
Statistical Asstt. 3 4242.00 2 2828.00 - -
Secretarial Asstt. 1 1414.00 - - - -
Stenographer 7 9898.00 5 7070.00 5 7070.00
U.D.C. 1 1076.00 1 1076.00 1 1076.00
Steno typist (Hindi) - - 1 1076.00 1 1076.00
Typist 4 3852.00 2 1926.00 1 963.00
89151.00 59763.00 69917.00
FINANCE DIVISION
Director - - - - 1 5440.00
Jt. Director 1 4735.00 1 4735.00 1 4735.00
Project Executive 2 5550.00 1 2775.00 1 2775.00
Asstt. Executive 4 8632.00 3 6474.00 4 8632.00
Sr. Accountant - - - - 2 3154.00
Accountant 14 19796.00 12 16968.00 12 169683.00
Stenographer 1 1414.00 1 1414.00 1 1414.00
L.D.C. 2 1926.00 2 1926.00 2 1926.00
42053.00 34292.00 45044.00
MASS MEDIA DIVISION :
Joint Director 1 4735.00 1 4735.00 1 4735.00
P.E. (Adv. & PR) 1 2775.00 1 2775.00 1 2775.00
P.E. (Rural Comm.) 1 2775.00 1 2775.00 1 2775.00
AE. (Rural & Comm.) - - - - - -
A.E. (Advt. & PR) - - - - 1 2158.00
Advt. & PR Asstt. 1 1577.00 1 1577.00 - -



Rural Comm. Asstt. 1 1577.00 - - - -
Stenographer (Eng.) 1 1414.00 1 141400 1 1414.00
Stenographer (Hindi) 1 1414.00 1 141400 1 1414.00
U.D.C. 1 1076.00 1 1076.00 1 1076.00
Peon-cum Operator 1 670.00 1 670.00 1 670.00
18013.00 16436.00 17017.00
ENGINEERING DIVISION
Director 1 5440.00 - - - -
Jt. Director 3 17205.00 - - 1 4735.00
Project Executive 3 9225.00 - - 1 2775.00
Asstt. Executive 4 11100.00 - - - -
Stenographer 1 1414.00 - - 1 1414.00
Asstt. Draftsman 1 1185.00 - - - -
Typist 2 1926.00 - - - -
47495.00 - - - 8924.00

* A Skelton Engineering Division will continue to function as long as works are in progress. Later on
one joint Director (Mechanical Engineering) and one Project Executive (Civil) with a steno will
constitute the Engineer Division which will report direct to Managing Director.

SUMMARY OF COST OF SET UP (OLD,
RECOMMENDED BY COMMITTEE AND
PROPOSED FOR APPROVAL)

Division Total Avg. cost Total Avg. cost Total Avg. cost
PM as per appd PM as recommen-  PM proposed for
Set up. Ded by committee  consideration &
Approval
Monitoring & Planning 89151.00 59783.00 69917.00
Finance Division 42053.00 34292.00 45044.00
Personnel Division 60061.00 55842.00 57182.00
Marketing Division 40895.00 33230.00 41965.00
Centralissed Technical 51696.00 30340.00 31303.00

Inputs Division (including
Forage Development Division)

Mass Media Division 18013.00 16436.00 17017.00
Engineering Division 47495.00 - 8924.00
Secretanial Staff 8632.00 8632.00 8632.00

357996.00 238535.00 279944.00

Saving : Rs. 78052.00 or around Rs. 78000 PM
comprsed to old set up.



SCHEDULE -1

RECRUITEMENT
AND
PROMOTION STANDARDS



SCHEDULE
RECRUITMENT AND

Name of the post  Pay Scale  Percentage of  Recruitment Standards for direct recruitment
Direct Premotion Eseential Desirable
1 2 3 4 5 6
FARMERS ORGANISATION
Director 2325-2875 100 - Graduate in Post graduate in Economic/
any discipline  Commerce and or Higher
Diploma in Cooperation
Jt. Director 1860-2400 50 50 Graduate in Post graduate in Economic/
Organisation and any discipline  Commerce and or Higher
supervisision Diploma in Cooperation
Jt. Director Mass  1860-2400 50 50 -do- Degree or diploma in Mass
Media Media
Project Executive 1370-2100 50 50 -do- Post graduate degree in
Economic/Commerce and
or Higher Diploma in
Cooperation
Project Executive 1370-2100 50 50 -do- Degree or diploma in Mass
Mass Media Media Communication
LIVE STOCK DEVLOPMENT
Director 2325-2875 100 - Degree in Post graduate degree or
Veterinary diploma in animal breeding
Science
Jt. Director 1860-2400 50 50 -do- Post graduate degree or
diploma in animal breeding
Project Executive 1370-2100 -- 100 -do- -

(LD)



- 11
PROMOTION STANDARDS

Qualifications Experience Name of the post from which Pay Scale
the promotion is to be made to
the posts mentioned in col 1

Promotion stand-
ards Minimum
experience.

7

8 9

10

7 years experience in case of post
graduate and 10 years in case of
graduates in position of responsibility
involving working of cooperative
institutions.

5 years experience in case of post
graduate or having higher diploma and 7
yrs. Experience in case of graduate in
position of responsibility revolving
organisation and working of
Cooperative institutions.

Seven years experience of Mass Media
Production and dissemination in a
responsible position. Working back
ground in Dairy/Animal Husbandry/
Cooperatives Preferred.

5 years experience in case of graduates
and 3 years in case of post graduates or
having Higher Diploma in Cooperation
in the organisation and working of
Cooperatives.

Five years experience in case of
graduates and three years in case of
degree or diploma in Mass Media
Production and dissemination working
back ground in Dairy/ Animal/
Husbandry/Cooperative preferred.

Ten years experience in animal breeding
or animal husbandry out of which 7
years on a post holding responsible
position

7 years experience in animal breeding or
animal husbandry, out of which 5 years
experience on a post holding
responsible position.

5 years experience in Animal breeding
or animal husbandry on a post of
supervisory nature.

Project Executive 1370-2100
Project Executive -do-
Project Executive 1370-2100

Bull Mother Farm

Project Executive

Project sperm Centre

Vety. Officer, BMF/ 1150-1920

Very. Officer Project
Project sperm Centre

5 yrs. experience
as project
executive

-do-

5 yrs. Experience
as Project
Executive

5 yrs experience as
Vety. Officer



1 2 4 5 6
ENGINEERING
Director 2325-2875 100 - Degree in Mecha- Post graduate degree
nical/ Electrical/ or diploma in dairy
Civil Engineering Engineering
Jt. Director 1860-2400 50 50 -do- -do-
Project Executive 1370-2100 50 50 -do- -
(Engineering)
Assistant 1000-1920 100 - Degree in Mecha- -
Fxecutive nical/Electrical/
Civil engineering
FORAGE PRODUCTION
Director 2325-2875 100 - Second class post P.Hd. in forages
graduate in
Agriculture science.
Jt. Director 1860-2400 100 - Second class degree
Nutrition in Agriculture or
Vety. Science with
post graduate
degree or diploma
in animal nutrition
Project Executive 1370-2100 50 50 Second class degree Post graduate degree
(FP) in agriculture in agriculture
Asstt. Executive  1000-1920 -- 50 Second class degree -

(FP)

in agriculture
science
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10 years experience in position of
responsibility involving dairy plant
design, construction and erection of
dairy plants, should have adequate
knowledge of modern trends in the
designs/specifications/construction and
erection of dairy plants.

7 years experience in position of
responsibility involving dairy plant
design, construction and erection of
dairy plants. Should have adequate
knowledge of modern trends in the
designe/specifications/construction and
erection of dairy plants.

5 years experience on a post of
supervising nature in civil/electrical/
mechanical sides.

10 years experience in planning
orgenising and conduction
demonstrations and trials on forage
production.

7 years experience in planning
orgenising and execution of work on
utilization of feeds and fodder

5 years experience in farm management
and/or extenstion work on forages.

2 years experience in  foder
demonstrstion and extension work

Project Executive

Asstt. Executive

Asstt. Executive
(FP)

1370-2100 5 yrs. experience
as Project
Executive

1000-1920  5yrs. experience
as Asstt Executive

1000-1920 5 yrs. experience
as Asstt Executive
(FP)



1 2 4 5 6
MARKETING
Director 2325-2875 100 - Graduate in any Post graduate in
discipline business Manage-
ment with marke-
ting specialisation.
Jt. Director 1860-2400 50 50 Graduate in any -do-
discipline
Project Executive 1370-2100 50 50 Graduate in any -do-
(Marketing) discipline
PLANT OPERATIONS :
1. Director 2325-2875 100 -- B.Sc.Dairy --
Technoloty
2. Project 1370-2100 -- 100 Degree in Dairy -
Executive (P.O.) Technology or Dip-
loma in Dairying
3. Asstt. 1000-1920 100 - Degree or diploma -
Executive (FP) in dairy technology
FINANCE & PERSONNEL :
1. Director 2325-2875 100 - Chartered Accountant Degree in Law

and/M.B.A. Graduate
in any discipline



7

10

10 years experience in case of graduates
& 7 yrs. Experience in case of Post-
graudate in the marketing of concumers
products, put of which 5 yrs. should be
one post of managerial level

7 years experience in case of graduates
& 5 years in case of Post-graduates in
the marketing in the consumer products
on a post of supervisory level.

5 years experience in case of graduate
and 3 yrs. in case of post graduates in
the marketing of consumers products.

10 years experience in  responsible
position including 5 yrs. experience in
managerial position in dairy plant
having atleast 1 lakh litre capacity.

5 years experience for diploma holders
and 3 yrs. in case of degree holders in
the working of dairy plants.

3 years experience at a dairy plant or
Chilling Centre.

10 yrs experience in case of graduate
and 7 wyrs. in case of Chartered
Accountant or MBA in handling
financial and/or personnel any matter in
a company/federation out of which 5 yrs
on a post carrying responsible position.

Project Executive
(Marketing)

1370-2100

5 yrs. experience
as Project
Executive
(Marketing)



1 2 4 5 6
2. Joint Director ~ 1860-2400 50 50 Graduate in commerce/ --
Chartered Accountant/ MBA
3. Jt. Director 1860-2400 50 50 Graduate in any discipline MBA/Degree in Law
(Personnel)
4. Project Exec- 1370-2100 50 50 Graduate in commerce Chartered Accountant
utive (Finance)
5. Project Exec- 1370-2100 50 50 Graduate in any discipline Degree in Law
utives (Personnel)
6. Asstt. Exec- 1000-1120 50 50 Graduate in commerce -

utive (Finance)

PROJECT MONITORING AND PLANNING

1. Director 2325-2875 100

2. Jt. Director 1860-2400 50

3. Porject 1370-2100 100
Executive

PURCHASE CELL

1. Project 2325-2875 100
Executive

(Purchase)

50

Degree in economics/
commerce.

Graduate in any discipline

Graduate in any discipline

Degree in any Discipline

Post graduate degree
Business Administration

Post graduate degree
Business Administration

Post graduate Degree or
diploma in  purchase
management
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7 years experience in case of graduate Porject Executive 1370-2100 5 yrs. Experience as
and 5 yrs in case of Chartered (Finance) project  executive
Accountant/MBA in handling financial (Finance)
matters in a Company/Federation, out of
which 3 yrs. on a post carrying
responsible position.
7 years experience in case of graduates Project Executive 1370-2100 5 yrs. experience as
& 5 years in case of MBA/Law graduate (Personnel) Project  Executive
in handling personnal matters in a (Personnel)
company/federation of which 3 years on
a post carrying responsible position.
5 years experience in handling financial Asstt. Executive 1000-1920 4 yrs experience as
matters on a post of supervisory nature (Finance) Asstt. Executive
in a company/federation of respute. (Finance)
5 yrs experience in handling personnel  Asstt. Executive/ PA to -do- 4 yrs. experience as
matters on a post of supervisory nature  Chairman/ PA to M.D. Asstt. Executive PA
in a company/federation of resputs. to Chairman/PA to

MD

3 yrs, experience in handling financial ~ Accountant 5 years experience
matters on a post of Accountant. as Accountant.
10 years experience in case of graduate -- - -
and 7 yrs. In case of post graduate of
project planning, monitoring and
appraisal in an organisation of repute.
7 yrs experience in case of graduate and Project Executive 1370-2100 5 yrs experience as
5 yrs in case of post graduate of project (M&P) Project  Executive
planning, monitoring and appraisal in an (M&P)
organisation of repute.
3 yrs experience in project planning, -- - -
monitoring and appraisal in an
organisation of repute
5 yrs experience in handling purchase in Store Supdt. 860-1330 7 yrs experience as

manufacturing organisation.

Store Supdt



1 2 3 4 5 6
7. Asstt. Executive (P)  1000-1920 50 50  Graduate in any discipline -
8. PA to Chairman/ 1000-1920 50 50 -do- --
PA to M.D.

10. Store Supdt 860-1330 50 50 Graduate in any discipline --
11. Accountant/Costing  740-1180 50 50  Graduate in commerce --
Asstt./Audit Asstt.
12. Office Asstt./ Store  740-1180 50 50  Graduate in any discipline --
Asstt.
13. Stenographer 800-1330 - -~ Higher Secondary with --

(Salection Grade) Stenography Certificate

740-1180 100 -- -do-
14. UDC 575-880 -- 100 Not applicable -
15. ACCOUNT ASSTT.
16. Store Assistant
17. Lower Division 515-800 80 20  Higher Secondary with -
Clerk Typing  speed of

30 w.p.m.

18. Peon 380-4957 100 -- VIl class passed --



7 8 9 10
3 years experience in handling Office Asstt. 740-1180 5 yrs. Experience as
personnel matters on a post of Office Asstt.
supervisory nature.
5 years experience as Stenographer Senior Stenographer 860-1330 5 yrs. experience as
Senior Stenographer
4 years experience in the maintenance Store Clerk 575-880 4 yrs experience
of stores in some manufacturing after fulfilling the
concern. gualifications ment-
ioned in col. No.5
2 years experience in accounts work in Upper Division Clerk 575-860 4 yrs experience
some company/Cooperative Federation. after fulfilling the
gualifications ment-
ioned in col. No.5
2 years experience in office/Store work -do- -do- 4 yrs experience
after fulfilling the
qualifications ment-
ioned in col. No.5
- Lower Division Clerk 515-800 3 yrs experience as
LDC/ Typist
- Peon 380-495 Peon having higher

Secondary qualify-
cation &  years
experience as Peon
with typing speed of
30 w.p.m.



1 2 3 4 5 6
OTHER POSTS
Librarian cum 740-1180 100 -~ Graduate in any discipline --
Receptionist
PABX Operator 515-800 100 -~ Higher Secondary --

Vehicle Supervisor

(plus S.P. Rs. 50/-P.M.)

740-1180

BULL MOTHER FARM

Labour Supervisor
(Milking)

Labour Supervisor
(Feeding)

PROJECT SPERM
CENTRE Laboratory
Technician

Labotary Attendent

515-800

740-1180

960-1330

380-495

100

100

100

50

100

50

I.T.1. Diploma in Motor
Mechanic

Higher Secondary

Higher Secondary

Graduate in Science with
Chemistry

Graduate in Science with
Chemistry
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2 years experience as receptionist -- -- -
2 years experience in running PABX - - -
Operator
3 years experience as Motor Mechanic -- -- -
3 years experience of supervising - -- -
labours.
3 years experience of supervising -- - -
labourers.
3 years experience as Lab. Assistant Laboratory attendant 380-495 3 years experience

as Lab. Asstt.



APPENTIX - 111

Madhya Pradesh Dugdha Mahasangh (Sahakari) Mydt,

Guru Teg Bahadur Complex, Roshanpura Bhopal- 462003

Sub. :- Advance increments to the Govt employees on permanent absorption under
this Corporation/ Mahasangh.

It has been decided to grant advance increments as per provisions under Rule
47 (C) of Employees Recruitment Classification and Condition of Service Regulations to
the Govt. employees who are on deputation to this Corporation/Mahasangh if they seek
permanent shsorption under this Corporation/Manasangh at the following rates after
fixing their pay as per provisions under Rule 47(2)(a) or (b) :-

1. Lessthan 10 years service -- No increments

2. From 10 years to 15 years service -- One increments
3. From 15 years to 20 years service -- Two increments
4. More than 20 years to 25 years service -- Three increments

5. More than 25 years service -- Four increments
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MADHYA PRADESH DUGDHA MANASANGH (SAHAKARI) MYDT, BHOPAL
TRAVELLING ALLOWANCE RULES

These Rules will be called “Madhya Pradesh Dugdha Mahasangh (Sahakari) Maryadit
Travelling Allowance Rules” and shall come into effect from 1.10.1984. These rules shall apply to all
employees of the Mahasangh.

Defenitions
Rule No. 1
In these rules unless the context otherwise requires :-
0] Registrar means the Registrar of Cooperative Societies of Madhya Pradesh,
(i) “Board” means the Board of Directors of the Mahasangh,
(iii) “Chairman” means the chairman of theBoard of the Directors of the Mahasangh, appointed in

accordance with byelaws of the Mahasangh.

(iv) “Competent Authority” means the Managing Director of Madhya Pradesh Dugdha
Mahasangh (Sahakari) Maryadit or any other authority to whom the power is delegated by the
Managing Director under these rules.

(V) “Mahasangh” means the Madhya Pradesh Dugdh Mahasangh (Sahakari) Maryadit.
(vi) “Day” means a clender day.
(vi) “Family” means.

a) The wife or husband of a mahasangh employes.

b) The parents, legitimate children including adopted legally and step children of such
employee residing with him and wholly dependent on him.

(viii) “Managing Director” means the Managing Director of the Mahasangh appointed in
accordance with Byelaws of the Mahasangh.

(ix) “Pay” means the amount to which an employee is entitled to and is drawn by him monthly in
respect of the post held by him and includes :-

a) Personal pay
b) Special pay/ Deputation pay

And

c) Any other emoluments which may be specially classified as pay be the competent
authority.

X) “Transfer” means movement of an employee from the head quarters station at which he is
employed to another station to take up the duties of a new post or as a result of change in his
headquarter.

(XI) “Travelling Allowance” is a compensatory allowance granted to an employee to cover the
expenses which he incurs on tour in the interest of the Mahasangh. It is so regulated that it is
not a source of profit to the receiplent.

Note 1:  No, revision ot claims of traveling allowance is permissible/given in cases where in employee
is promoted or reverted or is granted an increased rate to pay with retrospective effect in
respect of the period intervening betbeen the date of promotion or a grant of increased rate of
pay and that on which it is notified.



Note 2:  Words and phrases note defined above will in case of doubt have the same meaning as given
to them from time to time by the Managing Director.

Rule No. 2 Change in Rules
Any new rule of alteration of exising rules shall be made the Board with the approval of
Registrar.

Rule No. 3 Power to interpret the rules
These rules shall be interpreted by the Managing Director whose decision shall be final and
binding.

Rule No. 4 Grades of Officers

For purpose of grant of traveling allowances and daily allowances, Mahasangh employees
shall be of the following grades :-

Grade ‘A’ All employees drawing pay of Rs. 1800/- p.m. & above.
Grade ‘B> All employees drawing pay of Rs. 1100/- p.m. to
Rs. 1799/- p.m.
Grade ‘C’  All employees drawing pay of Rs. 750/- p.m. to
Rs. 1099/- p.m.
Grade ‘D> All employees drawing pay of Rs. less than
Rs. 750/- p.m.

Rule No. 5 The following allowance may be paid in respect of tour :-
(i) DAILY ALLOWANCE

An employee who is required to go out on tour shall be entitled to draw daily allowance of
his grade from the time of his departure from his head quarters till the time of his arrival back
to his headquarters (including time spent in journey) as follows :-

@ Less than 6 hours Nil
(b) 6 hours or more but less than 12 hours Half
() 12 hours or more than 12 hours Full
(i) For purpose of calculating actual duration of journey while on tour, the scheduled time for

departure and arrival of bus/train/plane will be considered.
(i) For journey performed by the conveyance provided by the Sangh.

An employee who proceeds on tour in a vehicle provided by the Mahasangh will be entitled
to daily allowance of his grade from the time of departure till the time of arrival back to his
headquarters.

Provided that no TA/DA shall be admissible in either case that is in respect of journeys
performed as at (ii) or (iii) above within a radius of ten kms. of the headquarters.

6. The rates of daily allowances of the Mahasangh will be as follows :-
Rates of daily allownaces

Grade Inside States Outside States

Selected cities Other Selected cities Others
Grade A 40/- 40/- 75/- 60/-
Grade B 25/- 25/- 50/- 40/-
Grade C 20/- 20/- 40/- 30/-
Grade D 15/- 15/- 30/- 20/-



*Selected cities are:- Bombay, Culcutta, Madra, Delhi, Banglore, Hyderabad, Ahmedabad, Baroda and
Kanpur (outside the State) Bhopal, Indore, Raipur, Jabalpur, Gwalior, Ujjain and
Bilaspur (inside the State).

7. LODGING CHARGES

Lodging charges actually paid by an employee while on tour shall be reimbursed to the extent
indicated below on production of actual receipts.

(a) For places within the state the extent of lodging charges permissible to an employee shall

be as follows :-
Grade Extent of lodging charges allowed per day (in Rs.)
Other towns Selected cities

Managing Director Actuals Actuals
Cr. A 125/- 125/-
Gr. B 75/- 75/-

Cr. C 40/- 40/-

Gr. D 25/- 25/-

*Selected cities include Bhopal, Indore, Raipur, Jabalpur, Gwalior, Ujjain, Bilaspur.

(b) For places out of the State the extent of lodging charges permissible to an employee shall

be under:-

Grade Extent of lodging charges allowed per day (in Rs.)

Other towns Selected cities

Managing Director Actuals Actuals

Grade A 250/- 325/-

Grade B 150/- 150/-

Grade C 70/- 70/-

Grade D 40/- 70/-

Provided that the Managing Director may allow the reimbursement to any employee in
excess of the above limit, if he has reason to believe that it was necessary for the employee to
incur the expenditure in the dischage of his duties.

8. Local Conveyance

(1) An employee drawing pay exceeding Rs. 1550/- per month while on tour incurs expenditure
on hiring a conveyance for making journey within the city of halt may draw actual charges
paid by him for the distance traveled on each day on furnishing a certificate.

(i) Employee drawing pay below Rs. 1550/- per month while on tour incurs expenditure on
hiring conveyance other than Taxi for making short journeys within the city of halt may draw
actual charges paid by him for distance traveled on each day.

(i) Employee claiming charges under Rule 8(i) and (ii) above, shall be required to give detailed

account of journeys undertaken and expenditure incured by him with Taxi/conveyance
registration numbers.



(iv)

The Mahasangh employee shall be entitled to claim half the daily allowance admissible for
journeys from his residence to the Railway station/Bus stand/Airport for departure from and
arrival back at Headquarters as Headquarter allowance and half the daily allowance
admissible for journeys from Railway station/Bus stand/Airport for arrival at and departure
from the destination, as a special halt allowance, on production of a certificate that he has not
used the Mahasangh vehicle for his journeys to Railway station/Bus stand/Airport and
vice-versa.

Provided that the special helt allowance shall be admissible only at the place of last

destination in a day where the employee halts for night.

In case where an employee uses Mahasangh vehicle for the above purpose, he shall be

entitled to one-forth of daily allowance admissible to his grade.

N.B. The expenditure incurred on local conveyance does not form part of T.A. claims and comes
under the category of contingent expenditure. It should be claimed seperataly on a cont n-
gent voucher as per appendix ‘A’ in accordance with the instrution issued seperately.

9. ENTITLEMNT TO TRAVEL

0] The eligibility to travel by various modes while on tour will be as in the table given below :-

Grade of officer By Air By Rail By Bus

Grade A (Drawing pay of Rs. 2500 Yes Aiir conditioned 1°" Highest class
an above) class & ACC car

Grade A (Drawing pay of Rs. 2250 Yes 1% class & ACC car -do-
an above)

Grade A (Drawing pay of Rs. 2000  within state 1*" class & ACC car -do-
an above) between Air Stations

Grade A (Rs. 1800 to 1999) No -do- -do-

Grade B No -do- -do-

Grade C (Drawing pay of Rs. 900 No -do- -do-
and above)

Grade C (Drawing pay of Rs. 900 Yes lInd class & ACC car  Lowest class
less than)

Grade D No IInd class Lowest class

Note :-  The Chairman or the Managing Director will, however, be entitled to travel in the highest
class by Rail, Sea or Air irrespective of their pay.

The actual fare paid includes :

€)) Charges collected by air transport agency from city booking office to airport and vice versa.

(b) Charges separately paid for sleeping accommodation in rail in second class.

(c) Reservation charges for travel by air, rail or by bus shall be reimbursed to the Mahasangh

employees subject to the restriction regarding entitlement. For charge under 9(b) and 9(c)
above, the employees shall have to support their claims by giving numbers or attaching actual
money receipt or reservation tickets etc.

For journeys by Air higher class of Railway, the claims will have to be supported by produ-



cing Air tickets and Railway tickets Nos. respectively journeys by taxi cars or any other mode
of conveyance playing for hire where tickets may not be produced for any reason may be
allowed on production of a certificate alongwith Registration number of the conveyance that
fares or the taxi car or the used mode of conveyance are not higher than the prescribed
entitlement to journey under the rules.

(d) For bus journeys, the tickets must be enclosed with the bill. In case the ticket is lost, a
certificate be given and bus fare (ordinary class) will be admitted. Such certificate shall be
signed by Head of Division in cases upto the rank of SPE and by Mahasangh Director in
cases of J.D. and Director.

(e) In addition to the charges covered by actual fare, surchase payable for travel by superfast
trains will be treated as part of railway fare, and,

0) Booking charges for purchase of tickets of Air, Rail/or Road Transport paid to any Booking
Agency will also be reimbursed to Grade ‘A’ and ‘B’ officers on production of actual receipts

(i) Journey by special means of conveyance :

The Managing Director may authorise the employees to undertake journeys by air service or
any special means of conveyance, the cost of which exceeds traveling expenses, which would
otherwise be admissible.

10. Journey by own conveyance on tour
If an employee undertake journey on tour in his own conveyance with the permission of the
Chairman, he will be entitled to road mileage as follows :-

Mode of conveyance Grades

A B C
( Rate per Kilometer in Paise)
Rs. Rs. Rs.
Own motor car 1.30 -- --
Own motor Cycle/Scooter 0.35 0.35 0.35

If two or more employees travel together in a conveyance belonging to one who would
claim the normal mileage allowance for the journey the others will be entitled to daily
allowance only.

At Headquarters

In case of journey performed within the headquarters on approval of the competent authority
the employee may be reimbursed as under when the Mahasangh car or transport is not
provided and the employee performs such journey by :-

By his own car (for grade A & B only) Mileage @ Rs. 1.30 per k.m.
By his own scooter (for grade A, B & C only) Mileage @ Rs. 0.40 per k.m.
By public conveyance :-
Grade A Actual expenses for Taxi, Auto-rikshaw, or Bus
Grade B ) Actual expenses for auto rikshaw or bus.
Grade C )

Grade D )



11.

12.

13.

b)

d)

(i)
(i)

(iii)

NOTE :

N.B. Drivers, peons should travel by Bus or tempos plying in cities and claim actual
expenses.

Ful details of such journeys giving names of places, mileage and purpose of visit will be
given while claiming the payment of each day in form prescribed under Rule 8.

The Managing Director may fix the payment of daily allowance at other rates than mentioned
at rule 6 of any category of employees who are required to remain on tour for more than 15
days in a month which may be in the nature of grant of fixed traveling allowance instead of
grant of usual traveling allowance. The Amount of such grant of fixed Travelling allowance
shall not in any case, be more than an amount enquivalent to twenty days daily allowance
admissible under rule 6.

Submision of tour note :

All officers/employees of the manasangh except chairman and M.D. shall go out on tour by
obtaining previous permission of ‘Competent Authority’ and shall submit the tour note on
completion of tour to them. The completent authority shall record on the T.A.Bill that Tour
note for the respective tour has been submitted. The employees undertaking tour for delive-
ring dak are however exempted from submitting tour notes.

‘Competent Authority” in cases of Directors and Joint Directors shall be ‘Managing Director’
and in all other cases ‘Head of the Division’.

Journey on Transfer :
For journeys on transfers, a Mahasangh employee shall be entitled to the following :-

Actual fare for the Mahasangh employee and members of his family according to his
entitlement to travel while on tour except that no employee shall be entitled to travel on
transfer by air/by air conditioned first class by rail

One daily allowance for every 24 hours of journey at the ordinary rate mentioned under rules
6 & 11 for the Manasangh employee and one similar daily allowance for each member of his
family (half daily allowance for children below twelve years) to cover their expenses.

Actual expenses for transportation of car, moter cycle and other means of conveyance.

If the conveyance is actually carried by rail an employee may draw the actual cost of
transporting at owner’s risk on the following scale :-

Grade of Officer Conveyance

A&B A motor cycle or motor car or scooter with
or without a side car.

C A motor cycle/scooter with or without side
car or an ordinary bicycle.

D Moped/vicky or an ordinary bicycle.

In the case of moter car single 2" class fare in respect of chaffour or cleaner other than
domestic servent actually employed and travelled by rail may be claimed provided certificate
is recorded on the traveling expenses statement by the employee concerned.

An employee, who is entitled to transfer his motor car/motor cycle/scooter or bicycle by rail
at the expenses of the Mahasangh may do so by passenger train or goods train at his



()

option. In the former case, the actual freight charges by railway may be drawn by the
employee. In the later case, i.e. the car/ motor cycle/scooter/bicycle is dispatched by goods
train, the employee may draw in addition to the freight charges by the railway the cost of
packing and of transporting the packed car or motor cycle/ scooter or cycle to and form the
goods sheds at the station of departure and arrival provided that the total amount so drawn
shall not exceed the freight chargeable for transporting the car or moter cycle/scooter bicycle
by passenger train.

An employee claiming the cost of transporting a conveyance by rail must support his claim
by the railway receipt/certificate. In case, where the receipt has been lost or has been
surrendered to the railway without e case receipt having been obtained in exchange, and
where the production of duplicate receipt is likely to involve a dis-propertionate amount of
the trouble, the claim would be payable on certificate to the effect that the amount claimed is
not more than the expenses actually incurred.

When an employee is entitled to transport his conveyance by rail at the expenses of the
Mahasangh but transport by road, he may draw the actual cost of road transportation upto the
limit of the amount admissible for carriage by rail at owner’s risk.

For traveling on transfer in his own car a Mahasangh employee would be entitled to the daily
allowances as prescribed in para (b) above and the railway fare for himself and each
dependent member of his family traveling with him to which would have been edtileled
under para (a) had be traveled by train on transfer, in addition, thirty five paise per kilometer
would be paid for the transportation of car provide he is in receipt of pay of Rs. 1800/-per
month or above.

In case of transfer for short period not exceeding 30 days, the journey from headquarters to
the station of deputation and back may be treated as on tour for purpose of regularizing
traveling allowance, daily allowance being paid for the days of half at that station under the
normal rules applicable to the employee.

A member of an employee’s family who follows him within six months or proceeds him by
not more than one month from the date of relief at his old station may be treated as
accompanying him. These limits may be extended by the competent authority to individual
cases.

Charges for the transport of personal effects and conveyance of an employee on transfer be
admissible even if they do not, for any reason accompany him provided that they follow
him by a period not exceeding twelve month from the date of his relief at his old station.

An employee who takes leave not exceeding four months after he hand handed over charges
of his old post and before he has taken charge of his new post is entitled whather the order of
transfer is receive before or after the commencement of the leave to traveling allowance
under these rules.

If personal effects are transported by train the actual cost of transportation or the cost of
transportation by goods train of the following maximum quantity of goods for various grades
of officials, whichever is less shall be paid provided the personal effect are transported within
a month before the date of transfer or within one year after that date.

With or without family (kq)

Grade A 6000 kg
Grade B 4500 kg
Grade C 2240 kg

Grade D 925 kg



For officer of Grade A and B expenses for covered wagons would be reimbursed in full on
production of railway receipts.

() If

the personal effect are transported by rail, the actual cost of transportion or the cost of

transportation at approved rates of the maximum quantities of goods mentioned above,

Whichever is less, shall be paid.

Explanation : (1)  The Mahasangh employee shall have an option to transport his personal effects by

Rule No. 13

Rules No. 14

()
(i)
(iii)

Rule No. 15

Rule No. 16

rail or by road,
(2)  Approved rate means the rate fixed for this purpose which is as follows,

7.5 paise per km for every 100 kg (fraction of a kg will also be taken into account
for the purpose of calculation).

The Mahasangh employees on transfer will be eligible for lumpsum transfer grant to
cover packings, unpacking, unloading, and other incidental expenses at the
following rates :-
Grade Lumpsum transfer grant
Rate (Rs.)
Gr. A (Employees drawing pay of
Rs. 2500/- and above) Rs. 500/-
Gr. A (Employees drawing pay below Rs. 2500/-) Rs. 400/-
Gr.B Rs. 300/-
Gr.C Rs. 200/-
Gr.D Rs. 150/-

Travelling expenses when permitted to hand over or take over charge at a place
other than at headquarters.

An employee transferred from one post to another who under the orders of the competent
authority is permitted to hand over charges of his old post or to take over charge of the new
post at a place other the head quarter, is entitled to :-

Travelling expenses as for ordinary journeys form the place of handing over charge to the
place of taking over

Daily allowance to which he is entitled for performing the journey from his old to his new
headquarters.

All other concessions admissible underrule 13 direct from the old to the new headquarters
excluding those ie clause (i) and (ii) of rule referred to above.

Journey to join first appointment

Travelling expenses will not be allowed to any person for the journey to join his first
appointment without the sanction of the competent authority.

Travelling allowance to Mahasangh employees called for interview

An employee of the Mahasangh summoned to appear before the selection committee for the
purpose of testing his fitness or for promotion or for a particular employment may be
granted traveling expenses for the journeys to and from the station to which he is called.



Rule No. 17 Journeys occassionebly leave-call to duty :-

An employee recalled to duty complusorily before the expiry of his leave shall be entitled to
traveling allowance for the return journey only as per rules for ordinary tour.

Rule No. 18 Journey on a course of Training :

b)

c)

The grant of traveling expenses to an employee selected to undergo a course a training
requires the senction of the competent authority, the payment of daily allowance in such
cases will be regulated as under :-

Where the period of training is upto one month only and where boarding and lodging has not
been paid for/provided by the Mahasangh full rate of daily allowance applicable to his grade
which shall include expenses on lodging also.

Where the period of training exceeds one month and where boarding and lodging has not
been paid for/provided by the Mahasangh, 75% of the applicable rate of daily allowances for
the entire period of training after lapse of one month which shall include expenses on loding
also.

In cases where the boarding and lodging has been paid for/provided by the Mahasangh 25%
of the applicable rate of daily allowance for the entire period of training shall be paid.

Rule No. 19 Preparation and passing of T.A. bills

2)

All claims of traveling allowance will be drawn on forms to be prescribed by the Mahasangh
Director from time to time.

T.A. Bills to be scrutinised by Finance Division of Mahasangh keeping in view the above
rules.

Rule No. 20 Registers

Proper registers will be maintained in the Finance Division showing details of T.A. claims
advance, drawn if any, of every officer and employee of the Mahasangh. Every claim will be
signed by Officers of Mahasangh delegated with the power of passing T.A. claims.

Rule No. 21 Fixed Travelling allowance

a)

b)

A committee appointed by the Managing Director of the Sangh shall examine from time to
time, the categories of employees to be covered under fixed traveling allowance rules, the
rates of fixed traveling allowance to each category of employees depending upon their nature
of duty, rates of normal daily allowance number of days to tour area of duty lodging charges
etc. The committee while fixing rates of fixed traveling allowance shall also consider the
norms for penalty reductions in case the number of days prescribed for tours are not achieved
by the employees of each category in addition to fixed T.A. the Mahasangh employee shall
be entitled to receive actual rail/bus fare according to his grade.

Till such period the employees would continue to draw fixed traveling allowance at the rate
already sanctioned by the Board earlier.

Rates of DA/TA admissible to Marketing Field Force.

The area Sales Representative of Marketing Field Force staff shall be entitled to travel in



class of accommodation according to their grades. They shall, however, be entitled to the
following rates of DA :-

Head quarter working Rs. 14.00 (Fourteen)
Ex. Head quarter working Rs. 19.00 (Nineteen)
Up Country town with halt Rs. 40.00 (Forty)

The above allowances are all inclusive and cover cost of local conveyance, lodging
and other expenses.

Sd/- S. Laxminarayanan

Registrar
Co-operative Societies, M.P.
28-12-1984
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Appendix — ‘A’
DETAILS OF EXPENDITURE INCURRED ON LOCAL CONVEYANCE DURING
THE MONTHOF .......coooiiiii .

Place Mode of con- Purpose
Date from to veyance Distance Fare Paid of Remarks
(Taxi No.) Journey

Certificate that | have actually traveled by local conveyance as detailed above and incurred an
expenditure of Rs. ( Rs. ) only
which kindly be reimbursed to me.

Date : Signature

Designation
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MINUTES OF THE XXXVIII MEETING OF THE BOARD OF
DIRECTORS OF THE MADHYA PRADESH MAHASANGH (S)
MARYADIT, HELD ON 17 JANUARY, 1990.

ADDITIONAL AGENDA ITEM NO. 3

RECOMMENDATIONS OF HIGH POWER COMMITTEE

(1) Following proposals were approved :

1. Mileage allowance

2. Fixed TA to field staff and normal TA Rules.



FIXED TA TO FIELD STAFF AND
NORMAL TA RULES

The employees union have proposed to raise the present fixed TA from
Rs. 225 to Rs. 325, Rs. 275 to Rs. 375 and Rs. 300 to Rs. 400. Thus their
demand is to raise Rs. 100/- in the fixed TA rate is abnormally high.
However, the committee after deliberations, and careful considerations,
proposed to increase the fixed TA rates @ 75/- for each category as follows

From Rs. 225 to 300, Rs. 275/- to Rs. 350/- and Rs. 300 to Rs. 375/-.

In regard to normal TA rates as paid to the different categories of the
employees, i.e. Rs. 15, 20, 25 and Rs. 40, which is under the present
circumstances, to high inflationary trend, is not sufficient to meet the
traveling expenses. Therefore the committee after careful considerations,
suggests that it must be raised as follows :

Grade Present rate Proposed rate
A Rs. 40/- Rs.50/-
B Rs. 25/- Rs. 35/-
C Rs. 20/- Rs. 30/-
D Rs. 15/- Rs. 25/-

Presently while passing TA bills, management is deducting 10% of daily
allowance paid. Committee suggests to discontinue such deductions.

Penal deductions in fixed DA

At present all Dugdha Sanghs are deducting 1.5 times for non-performance
of fixed number of touring. The Employee’s Union have demanded to do
away with the penal deductions and number of night halts. Committee
suggests to deduct on pro-rata basis instead of 1.5 times. However these
defaults may be considered at the time of writing respective Confidential
Reports.

RECOMMENDATION :-

Enhancement in fixed DA may be approved as recommended. However,
penal deductions for non performance of fixed number of touring should be
deducted at the time as at present.
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