fata/controlLep

NATIONAL SEEDS CORPORATION LIMITED

DEPARTMENTAL PROCEDURES
(IMS POLICY MANUAL)

MARKETING

Approved by:Head of Division(s)
Effective Date: 10.06.18

National Seeds Corporation Limited
Beej Bhavan, Pusa Complex, New-Delhi 110012

Telephone: 011-25842383, 25846292, 25846295, Fax: 011-25841337
Web-site: www.indiaseeds.com




S o A w N

ﬁuﬁm/cowmouso

INDEX
Page No
Customer satisfaction 3-7
Field Demonstration 8-11
Market Policy Formulation in Dealer, Distribution Development-------------- 12-13
Business Development 14-15
Procedure for Dealer Appointment 16-21
Procedure for order 22-27
Price Fixation 28-57

Procedure For Sales Billing, Stock Maintenance 58-65

*kk



= =a/CoNTROLLED

Format for Customer Feed

back form
ooty

NETE
Approved By:

Doc No:F/Mktg/06/01
Issue No: 03

Page No: 01 of 03
Page Rev. No.: 00

Effective Date: 10%— 18

Feed back from user Farmer
( Please furnish feedback in the format given below)

1. Name & Address of Farmer

2. Phone No.
3. Holding Size

4. Type & variety of seed Purchased :

5. Source of Purchase :  Dealer/Sale counter/Other (PI. specify)

S.No | Feedback Parameter

Excelle
nt

Very
Good

Good |Average Needs

Improvement

I Facilities & ambience at the sale point

Il Availability of staff/official

I Competency &Time-liness of official
executing the work

\Y Behavior of the dealing officials

\ Method of dissemination of
information about the availability of
seeds and accuracy of the same

\4 System for delivering the seed at the
sale point

Vil Quality of seed supplied i.e.
packaging , Labeling, weighment,
validity etc.

VIl [Pricing of the Seed

IX Quality of Product Literature

X Training, Field day, meeting etc.

6. Suggestions (if any)

(Signature of Farmer)

Date:
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Format for Customer Feed

Doc No:F/Mktg/06/01
Issue No: 03

Page No: 02 of 03
Page Rev. No.: 00

Effective Date:

Feed back from Seed Grower
( Please furnish feedback in the format given below)

1. Name & Address of Grower

2. Phone No.

3. Holding Size
4. Type & variety of seed Purchased:
5. Source of Purchase

Dealer/Sale counter/Other (PI. specify)

$0-06-2018

S.No. | Feedback Parameter Excellent |Very |Good |Average |[Needs
Good Improvement
I Timely Availability of Seed
I Quality of seed supplied i.e.
packaging , Labeling, Weighment,
validity etc.
i Pricing of the Seed
v Guidance on Package of practices
and other varietal details
\ Timeliness and adequacy of field
inspections
Vi Competence of the officer/staff
conducting the field inspection
Vi Timeliness of processing
Vil Comment on processing and Return
of reject material
IX Timeliness of Payment against
supply of seed
X Training, Field day, meeting etc.
6.

Suggestions (if any)

(Signature of Grower)

Date
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Doc No:F/Mktg/06/01

Issue

No: 03

Page No: 03 of 03
Page Rev. No.: 00

Effective Date: 4 ) ()67

Feed back from Dealer
( Please furnish feedback in the format given below)

1. Name & Address of Dealer

2. Phone No. :
3. Total annual Turnover (NSC Seeds):

4. Source of Supply

S.No. | Feedback Parameter Excellent | Very |[Good |Average [Needs
Good Improvement
I Timely Availability of seed material
Il Quality of seed
Il Quantity of seed in the packet
\ Quality of Packaging,/Product
information
\4 Pricing of the Seed
Vi Availability and Quality of Product
Literature
Vil Publicity and extension services
Vil Behaviour of official involved in
seed supply.
IX Release of dealer's commission/
APD etc.
X Comment on conduct of dealers
workshop , dealer’s meeting and
training
5.

Suggestions (if any)

(Signature of Dealer)

Date
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Approved by :

=iy Procedure for Assessment of

Customer Satisfaction

Doc No.P/Mktg./06
Issue No:02

Page : 01 of 02
Page Rev.

Effective %— HB

No:00

1. Purpose : To establish and operate a system for customer satisfaction assessment

leading to provision of better services

2. Scope : Applicable to direct customers purchasing seeds from sale counters & the

dealers.
3. Overall Responsibility: . (1) RM for obtaining feed back at RO level.
(2) Head (Mktg.) for compilation & analysis at

Head Office level

4.0 Procedure :

S.No. | Activity Description Responsibility | Ref.Doc./
Records

A Feed Back for dealers

1 Feedback forms are forwarded to all RM Customer
dealer through Area Offices at least feed back
twice in a year form(F/Mktg/

06/01)

2 The filled up forms are received at the | RM Summary
RO through Area Offices or directly & sheet of
summary sheet of the customer customer
feedback is prepared within 3 months of feed back
sending the feedback forms in one lot. forms

3 If the satisfaction level is found below | RM/AM -do-
good in three parameters customer
maybe contacted and remedial action
planned. Preferably the remedial action
should be informed to the dealer.

4 The copies of feedback forms are RM -do -
forwarded to Head (Mktg.) at Head
Office after compilation of the feed back

5 The information is compiled at HO at Head (Mktg.) Region-wise
least twice a year, after the two crop crop, season-
season (Rabi & Kharif). wise review
Any long term corrective / preventive
action needed are brought to the notice
of MD/ Management review committee
and suitable actions are taken

B Direct Feed Back from end users

6 Suggestion book is available at every I/C (Sale Suggestion
sale counter. The users / farmers can Counter)/ Book
record their observations / suggestions | RM
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Customer Satisfaction
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Procedure for Assessment of Doc No.P/Mktg./06

Issue No:02
Page : 02 of 02
Page Rev.No:00

Effective dfm_ 1 8

The suggestion are reviewed on RM
quarterly basis and action are taken on
important issues

Suggestion
book

Collection of Informal Feed back

®©0

Sr.Officers / Chief Executives regularly
Sr.Executives meet farmers, dealers,
farmer associations and other
organizations in

the field of seed business and obtain
informal feedback. Important issues
emanating out of such interactions are
suitably informed to concerned officers
through circulars /docs etc.

Notes /
Communication
to the
concerned
HOD

© o

Complaint Redressal System |

10

Every region has a nodal officers who
receives the complaints from dealers,
farmers etc. and will register the
complaint and send the
acknowledgement to the complainant
with the complaint number

RM Complaint
Register.

11

The complaint is sent to the concerned
official / AM for inquiring the reasons. If
required, an official is deputed to the
site/ complainant to find out the reasons
of complaint.

RM Communicati
on from RM

12

The report of the official is put up to the | Concerned Report on the
RM / Competent Authority with the Officer/RM complaint

recommendation for redressal and
approval is obtained.

13

Redressal of complaint is done and the

complainant  informed accordingly.| Officer the complaint

Necessary entries of actions taken for
redressal are made in complaint
register by the nodal officer.

RM/Nodal Decision on

14

Corrective measures / actions are taken
to avoid similar complaints in future.

RM Guidelines/
circular

Quarterly report of the complaints and
its redressal are submitted to HO for
records / actions required if any.

RM
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Doc. No.P/Mktg/03
Issue No. 02

Procedure for Development of field
demonstration of newl/existing

| varieties. Page No.1of 1.
Page Rev. No. 00
s
Approved by: Effective Date:“ 2018
1. Purpose: To promote the newly released varieties and varieties providing

2. Scope :

better results in different regions.

ICAR/SAU and other sources.

ii. Varieties providing better results in different agro-

ecological situations.

i. Newly released varieties from research stations of

o Overall responsibility: Head(Mktg) & Head(P)

4, Procedure
S.No. | Activity/Description Responsibility | Ref.
Documents/
Records

1 Planning for field demonstration new release Head(Mktg) & Communication

better performance variety. Head(P) from
ICAR/SAUSs/
other agril.
Research
institution.

i. The information about the newly released Head(Mktg) &
varieties from research station/SAU and Head(P)

ICAR &other credible sources.

il. The Variety Release Committee meetings are Head(Mktg) & Minutes of
attended by NSC to know the new released Head(P) meeting.
varieties at central & state level.

2. Communication is sent to concerned regions Head(Mktg)/RM | HO
for procurement of planting material of new communication
better performing varieties from breeder and on the subject
arrangements for its multiplication and
demonstration are made by RM.

Based on the performance of varieties in
adjoining areas/regions, identification  of]
varieties for their promotion is done.

3. Selection of farmers and field and arranging | RM. Preliminary
demonstration of new/ old varieties under report on
supervision of NSC is done. demonstration

4. Field days at different stages of crop growth | RM/AM Report on the
for promotion of varieties are arranged. field days

S. Submission of reports on the performance of | RM Performance
new varieties/better performance variety to reports of new
HO. /better

performing
varieties.
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Approved by:

Procedure for
formulation/
De

Development

Distributor

policy|

Effective

Doc. No.P/Mktg/04
amendment for| Issue No. 02

Page No.10of 1.
Page Rev. No. 00

Date: 40_0&

1.

Purpose: To establish and operate a procedure for improving the

business of NSC by strengthening the dealer/distributor

2018

network
2, Scope All varieties of seeds throughout the country.
3. Overall responsibility: GM (Mktg)
4. Procedure
S.No | Activity/Description Responsibility | Documents/Re
5 cords
1 Receipt of suggestion regarding| GM(Mktg) Letters
formulation/amendment in policy from received from
Management, proposal/suggestion various
from RO/AO, dealers/distributors, sources.
marketing information, govt.
instructions
2 Review of proposal/suggestion by -do- Dealer Dev.
GM(M) and nomination to In-charge File.
( dealer development) for scrutiny
3. Scrutiny of proposal received In-charge -do-
Dealer Dev.
4, Discussions with crop in charge with GM(Mktg) Minutes off
respect to the policy to be framed. discussion
5. Formulation of policy -do- Policy
Guidelines
6. Circulation of draft policy to all -do- Communication
regions. from HO
7. Finalization of policy based on the -do- Communication
comments received from the regions. from ROs
8. Approval of policy. CMD/BOD Approval of
CMD/BOD
9. Communication of approved policy to | GM(Mktg) Approved
all regions and AOs policy.
10. Implementation of policy RM/AM -do-
11. Monitoring of policy framed for GM(M) Dealer Dev.
ensuring the proper implementation. File/Feedback
from AM/RM
12. Receipt of  suggestions/problems| -do- Communication
faced in implementation. from RM/AM
13. Review of policy for making -do- Policy
necessary amendment in the policy. Amendment

12
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Procedure for Business| Doc. No. P/Mktg/05

) | Development  with Govt. &|Issue No. 02
Tk ‘ “{ Private Agencies. Page No. 10f 1
=i Page Rev. No. 00
Approved by: Effective Date:

018

i Purpose: To establish and operate a procedure for improving the
business of NSC.
z. Scope:All varieties of seeds throughout the country.
3 Overall responsibility: GM (Mktg)
4, Procedure
S.No |Activity / Description Responsi | Documents/
bility Records
1. Concerned Area Manager shall apply and Area License for sale of
obtain license & get the same renewed time | Manager |seed
to time as required, to deal in Business of
seed, wherever applicable
2 Establishing contact with State Govt. Deptt. | AM/RM/ Minutes of meetings,
and private agencies for finding the GM purchase orders
demand.
3 Undertaking promotional activities through AM/RM/
TV/Newspaper/ leaflet/ brochures and GM me eting
with dealers and clients
4. Review of Demand -do- -do-
Preparation of draft offer indicating the rate, | -do- Proposal of sale of
terms and conditions, schedule of supply different varieties giving
rates/ quantity
6. Obtaining approval of draft offer from C MD GM(Mktg) [-do-
T Submission of offer to State Govt./Pvt. -do- -do-
agency.
8 Negotiation ( if required) -do- Feedback from indenting
agencies. Minutes of
Negotiation meetings
9 Signing of MOU/Agreement. CMD Agreement
10 Execution of contract/agreement GM(M)/(P) |-do-

14
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Procedure for appointment of Dealer
and Distributor
// .

Doc. No.P/Mktg./08
Issue No. 02
Page No.1of 2

N=SE Page Rev. No. 00
Approved by: Effective Date:

1.

Purpose: To establish and operate a system for appointment of

dealer& distributor.

2. Scope : Applicable to all ROs.

3 Overall responsibility: Head (Marketing)

4 Procedure

S.No. | Activity / Description Responsibility | Ref. Documents/

Records

1 Identification of requirement of GM/RM/AM
appointment of dealer/
Distributor. The requirement of
Dealer /Distributor is worked out
on the basis of the volume of
business to be developed
geographical area to be covered
to ensure the reach on NSC seed
to farmers.

2 Receipt of application for AM/RM/GM(M) | Application for
appointment of dealer / appointment of
distributor. Dealer

3 Scrutiny of application for AM/RM
dealer/distributor at RO

4 Deposition of security Money AM
Issuance of receipt for cash /DD,
deposition in bank and entry in
cash book

5 Submission of scrutinized RM
applications to HO along with the
recommendations.

6 Approval of Dealers/Distributor RM for dealer

GM(M)/CMD for
distributor

7 Entering in agreement with RM Format of
Dealer/Distributor and issue of agreement of Dealer
certificate of Format of
Dealership/Distributors. agreement of

Distributor
Format of license of
Dealer
Format of license of
Distributor

8 Review of performance of Dealer RM/GM(M)

& Distributor

16
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o . Procedure for appointment of Dealer
 EE \  and Distributor
el

Approved by:

rd

Doc. No.P/Mktg./08
Issue No. 02

Page No.2of 2
Page Rev. No. 00

Effective Dat

The performance of Dealers and
Distributor is reviewed
periodically in Area Manager
meetings at RO & RM Meeting at
HO. The action required are
communicated to
dealers/distributor ,as applicable

17
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of orders for seeds &
monitoring of.execution.

Procedures for procurement

Page No.

Doc. No.P/Mktg./01
Issue No.

02
1o0f 2

Page Rev. No. 01

-2018

Approved by: Effective Date: 4] )
1. Purpose: To establish and operate a system for procurement of orders
for seeds.
2. Scope : Orders procured from State Govt. Organization, Pvt. Seed
Companies, Cooperatives, Distributors/Dealers and farmers,
NSC Sale counters and export orders from Ministry of
Agriculture.
3. Overall responsibility: Over all control : Head (Mktg.)
Region-wise control  : Concerned RM.
Area wise responsibility: Area Manager & Sale
counter Incharge.
4, Procedure:
S.No |Activity/Description Responsibility | Ref.Document
s/Records
1. Direct orders: Direct orders from Held (Mktg)/RM Orders
various Departments as per the
scope stated above are received in
the form of letters/faxes, E-mail or
any mode of communication.
2. Marketing information is also Head (Mktg)/RM Tender
scanned for any procurement documents.
tenders for seeds. Offers against
such tenders are submitted by Area
Office/Regional Office/HO on time.
3. Justification and financial -do- Offers, cost
feasibility are prepared and approval sheet
of CMD is taken for the rates to be
quoted, before the Offers against
tenders are
submitted by RO/AO.
4. Based on success in tenders, -do- Orders
orders are received from the tendering
organisation.
5. Scrutiny of orders: HQrs. received RM Order register.
orders are then forwarded to concerned
regions. Regional Office We
have prime responsibility for
executing purchase order.
Received orders are scrutinized for
clarity and completeness of the
product details and if everything is
found in order, the entry of order is
made in the Order register of the
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Procedures for procurement

Doc. No.P/Mktg./01
Issue No. 02

Page No.2of 2
Page Rev. No. 01

Effective Date:

region concerned.

6. Customer is contacted for any RM Order
clarifications on incomplete or ambiglious acceptance
requirement and order letter
is accepted only on agreement and
conditions. Acceptance of orders is
forwarded to customer.

7. On receipt of orders, a separate Concerned Sample Order
order file is created and all papers Marketing summary
starting from NIT and other Officer sheet.
correspondence are filed in it. A (F/Mktg/01/01)
summary sheet of order execution
requirements is prepared.

8. The copy of the order, order RM
acceptance letter and order summary
sheet is forwarded to the concerned area
office for execution.

9. The status of the order execution Goncerned MO Order
is updated by the RO through Summary
regular interaction with AO. Any Sheet.
delays are avoided through regular
monitoring.

10. The details of payments received | Concerned MO Payment
are updated in the payment receipt receipt register.
register. Follow up is done for (F/Mktg/01/02)
timely release of payments as per
the payment terms.

11. Summary of delays in payment is RM/Head(Mktg) | Summary of
prepared at RO & forwarded to HO delays in
on monthly basis. payments
The consolidated report is prepared
and presented to CMD for review.
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) Format for fixation of Price | Doc.No:F/Mktg/02/02
B 4@ Issue No: 02
g Page No: 01 of 07
ST Page Rev.No: 00

Approved by: ' _ Effective Date: 10-06-2018

Name of Regional Office........................ SEASON OF PROCUREMENT
PART-A (TO BE FILLED BY REGIONAL OFFICE)

A. AREAS OF PRODUCTION:-
B. CROP/VARIETY:
C. QUANTITY TO BE PROCURED:

i). BYNSC......oovo
i) BYSSC...oovvvvvo

D.  PROCUREMENT PRICE OF LAST YEAR/SEASON: (Rs. Per Qtls./Per
Kg.)
i) NSC:
i) SSC:

E. PROPOSED PROCUREMENT PRICE:

i) Fixed by SSC: Rs............ocoeiiiniil.
ii) Proposed by Regional Office Rs....................

F.  STATEPRODUCTIONSUBSIDY(IFANY)
G.  SUPPORTPRICE/GRAINPRICE(IFANY)

H.  BASIC PRICE, IF ANY FIXED ...ovoooooooooooooo

I RATE AT WHICH ADVANE (IF ANY) PAID ...

J.  PERCENTAGE INCREASE IN PRICE OVER PREVIOUS YEAR AND

JUSTIFICATION FOR SUCH INCREASE:-

28
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pped by: _ _ Effective Date:_ ‘a

Format for fixation of Price | Doc.No:F/Mktg/02/02

] Issue No: 02
\QAW Page No: 02 of 07
/ [ Page Rev.No: 00

OhLH s OO N =

i)
ii)

ii)
iif)

10.

11.

(TO BE FILLED BY REGIONAL OFFICE)
CROP/VARIETY
QUANTITY FROM FRESH PROCUREMENT (QTLS):
INWARD FROM OTHER REGIONS (QTLS.):
CARRY-OVER STOCK AVAILABLE (QTLS.):
TOTAL QUANTITY AVAILABLE (QTLS.):
QUANTITY INTENDED TO MOVE-OUTSIDE:

(PLEASE GIVE REGION-WISE BREAK-UP)
REGION QTY. TO BE MOVED

QUANTITY TO BE SOLD IN THE REGION:
SALE PRICE OF LAST YEAR AND QUANTITY SOLD

SALE PRICE QTY.SOLD

DETAILS REASONS FOR CARRY-OVER STOCK:
PROPOSED SALE PRICE:

i) As per cost sheet attached.

ii) Fixed by SSC

iii) Prevailing Market Prices

iv) Proposed Sale Price

V) Percentage/Increase/Decrease in Sale Price over previous

years:

JUSTIFICATION FOR PROPOSED SALE PRICE.

BV NS i v vt
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Format for fixation of Price [ Doc.No:F/Mktg/02/02

Issue No: 02
o A Page No: 03 of 07
NEsT Page Rev.No: 00
Approved by: _ : Effective Date: 4 ().{}6~ 018

(TO BE FILLED BY PRODUCTION DIVISION AT HEAD OFFICE)

ii)

ii)

PROCUREMENT PRICE OF THE SEED IN OTHER REGIONS:

NAME OF REGION PROCUREMENT PRICE (NSC)

PROCUREMENT PRICE PROPOSED BY PRODUCTION DIVISION

IF THE SEED CAN BE PROCURRED AT A CHEAPER RATE IN
OTHER REGIONS, JUSTIFICATION FOR PROCUREMENT AT
HIGHER RATES IN THIS REGION.

JUSTIFICATION FOR PROPOSED PROCUREMENT PRICE.

AM/JM/GM(P)
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Format for fixation of Price | Doc.No:F/Mktg/02/02
, Issue No: 02
o // Page No: 04 of 07

Page Rev.No: 00

ApproVed by: _ - Effective Date:_

MARKETING DIVISION (HEAD OFFICE)

FIXATION OF SALE PRICE (FRESH SEED)

(When Sale Price Is Proposed To Be Fixed Alongwith Fixation Of P.P.)

A. QUANTITY TO BE SOLD:-

i) WITHIN THE REGION: (QTY.)
(AS INDICATED BY RM IN PART-A)
OR OTHERWISE ... )

ii) OUTSIDE THE REGION:
(NAME THE LOCATION AND QUANTITY FOR EACH

REGION)
REGION  QUANTITY (In ESTIMATED TRANSPORTATION
Kgs./Qtls) COST PER QTL.

B. SALE PRICE OF LAST YEAR AND QUANTITIES SOLD:-

SALE PRICE Qty.sold
a) NSC
(Prodn.Region)
b) NSC-Other

Regions

i)
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" Format for fixation of Price | Doc.No:F/Mktg/02/02
\ Issue No: 02
gﬁ = 2, = Page No: 05 of 07
NESE e Page Rev.No: 00

Approved by: _ _ Effective Date:_ 4 01 8
ii)
iii)

C) SSC

d) Private Parties

C. QUANTITY OF CARRY OVER
STOCK AVAILABLE (REGIONWISE DETAILS)

REGION CARRY OVER STOCK

D. TOTAL QUANTITY AVAILABLE FOR SALE: (REGIONWISE BREAKUP)

REGION FRESH CARRYOVER TOTAL
STOCK STOCK

E. PROPOSED SALE PRICE:
a) As per cost-sheet attached:
b) Fixed by SSC;
C) Prevailing Market Prices:
d) PROPOSED SALE PRICE:

e) % Increase/Decrease in Sale Price over previous year:

32
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Format for fixation of Price | Doc.No:F/Mktg/02/02

P Issue No: 02
1/}0//)7 - Page No: 06 of 07
W Page Rev.No: 00

i, WHETHER DISTRIBUTION SUBSIDY
AVAILABLE:-(If yes, please furnish the rate per qtl.)

G. JUSTIFICATION FOR PROPOSED SALE PRICE.

Approved by: . _ Effective Date: 10 Dﬁ._.

AM/JM/DGM(M)
Region Season
Name of Seed Variety................ Class......ccoimnin
(Rate per Qtl./Kg)
S.No. Item | Crop/Variety ]
A
1 Procurement Price
2 Packing Material
3 Certification Material
4 Treatment Material
5 Processing Expenses
6 Local Transportation ( on raw seed)
7 Any other cost
8 Insurance
TOTAL-A
B
9 Interest
10 | Production Centre Cost (A+B)
Add
11 i Transportation ( for marketing centre) ii.Storage
at marketing centre for three months
iii.Obsolescence/loss and other selling expenses
12 | Total Direct cost (10 + 11)
Less production subsidy @ fixed by the Govt.
13 | Net direct cost after deducting the production subsidy.
14 | Over head and Return @ fixed from time to time
of production centre cost.
15 | Worked Out Sale Price (IP) ( 13 + 14)
16 | Existing Sale Price (IP)
17 | Proposed Sale Price (IP)
18 | GSP
19 | Subsidy
| 20 | Subsidized GSP
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Format for fixation of Price

Doc.No:F/Mktg/02/02

018

g‘f‘% Issue No: 02

T Page No: 07 of 07

ﬂ%% / Page Rev.No: 00

Approved by: Effective Date: 4 Mﬁ:
21 |IP
22 | Subsidy
23 | Subsidized IP
24 | MRP
25 | Subsidy
26 | Subsidized MRP
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Approved by:

Procedure for

/Aﬂ,,Seed
" “Hixation/market
fixation

Assessment ofl Doc. No.P/Mktg./02
demand/target| Issue No. 02
survey/price| Page No.1of 3

Page Rev. No. 00
Effective Date: 4
L4

1. Purpose: To establish and operate a system for assessment of seed
demand, target fixation and fixation of sale price.
2. Scope Applicable to all crops/varieties being sold by NSC.
3. Overall responsibility: Head (Marketing)
4, Procedure
S.No | Activity/Description Responsibility |Ref.
Documents/
Records
1 Assessment of Seed Demand Head(Mktg) Sale
The assessment is done based on projection/perf
the following information: ormance
ROwise
i. Sale performance of last 3 years, Crop variety —
regionwise. wise annual
sales
summary
i. Sale projections given by ROs to Feed back on
HO.indicating expected demands and sale projection
period based on dealers indent and of ROs.
demand from other agencies, stock
position of NSC, assessment of
estimated availability with
SSC/Pvt.Seed Producers, contact
with dealers/distributors/farmers or
State Deptt.of Agriculture.
iii. Future demand as per govt. targets Head(Mktg) Orders
2 Summary Sheet of stock available Head(Mktg) and Regionwise
demand region wise, is prepared stock &
at HO. Thereafter the MOU targets demand
given by the Min.of Agril. are also statement.
considered. Based on these factors, (F/Mktg/02/01)
the draft targets are prepared and
forwarded to ROs.
3 Comments are received from ROs Hedd(Mktg) and Order
are considered for finalization of acceptance
the annual sale targets for each letter.

region.
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W Procedure for Assessment of | Doc. No.P/Mktg./02
FE \ Seed demand/target | Issue No. 02
e " | fixation/market survey/price | Page No.2of 3
5 sl | fixation Page Rev. No. 00
Approved by: Effective Date: %_2@1 #

4 Receipt of Proposal for fixation of Order

Sale Price. summary
sheet.

Proposal for fixation of sale price is | RM Proposal fon
sent by RO including crops/varieties sale price
and their prices required. The fixation.
proposal is based on:
a) Sale prices fixed by SSC
b) Quantity of seeds available with

pvt.parties and the prices fixed by

them.

S Fixation of Sale Price is done
based on prices fixed by
SSC/market demand, seasonwise
It is done based on fixed parameters | RM Format for
as per costing sheet for all proposal  for
crops/varieties region wise. price fixation

(F/Mktg/02/02.

6 The estimate of sale price is| Pricing Sale price
submitted to pricing committee | Committees proposals.
comprising Head(P),Head(M) &

Head(F). The Committee
: recommends the sale price

7 Finalized sale price is circulated to | Head(Mktg)/ Regionwise
the concerned regional office. Head (Prodn) circulars.

8 If the sale price is construed to be on | RM Request  fon
higher side, the concerned RM sends revision  along
request for revision along with the with
justification. If the rate is lower, RM is justification

g authorized for upward revision. g . ol
If justification is found correct, the | Pricing Price revision
revision to prices may be done and | Committee/CMD |letter
the revised sale prices are sent to the
concerned RO.

10 Monitoring of achievement of sale
targets.

11 Against the quarterly targets, monthly | Head(Mktg) Quarterly
sale reports are received from ROs targets
and the performance is assessed. monthly
Letters are sent/meetings are held to stock/sale
inform the deficient performance of reports.
region and the required improvement
is monitored.
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Procedure for = Assessment off Doc. No.P/Mktg./02

Seed demand/target] Issue No. 02
 fixation/market surveyl/price| Page No.3of 3
fixation Page Rev. No. 00
Effective Date:

There may be a need for correction Pricing Proposal for

of sale prices based on market committee/CMD | clearance

conditions, climate conditions like sale/price

surplus availability of seeds, lower discount

rates by the competitors, reduced

demand etc. The request for revision

of sale price is sent to HO for

approval during the season, if

required.

12 Based on the merit of the case, Price Fixation | HO Approval

revised cost sheet is prepared Committee/CMD

considering factors such as material

holding cost, salvage value etc.

Approval of CMD/Board is taken as

per schedule of powers.

13 The approval is forwarded to Head (Mktg) Approval
concerned RM for further action. forwarding
letter

38
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fatra/controLien

Display Board

Doc. No.F/Mktg./07/04
Issue No. 02

Page No.1of 1.

Page Rev. No. 00

Effective Date:

Subunit

(As on

)

Store

10-06-2013

Crop

Variety

Packing size

Quantity

Rate( Rs)
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Approved by:

Format of Store Requisition

"

Doc. No.F/Mktg./07/05
Issue No. 02

Page No.1of 1.

Page Rev. No. 00

Effective Date:

No.

Name of stores/unit

Dated

Please supply the following stores required

for
Lot/ Description Unit Quant |Rate | Amount | For use of Dispatched Accou-
Code ity Storekeeper RR/Truck/ nts
Postal Branch
Led.
Folio
Folio |Balance |No. |Date
after
issue
In case of Seed Issuedby_ Signature
Received Signature
1. Germination %
2, It is suitable for supply
Designation
ASPO/SPO
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frat=a/CoNTROLLED

Format of Cash Memo Doc. No.F/Mktg./07/07
Issue No. 02
Py ; Page No.1of 1.

: _ Page Rev. No. 00
Approved by: Effective Date: 2018
Tin No. LC/48/075489/0666
No. Dated:

Lot No. | Description | Quantity Unit Rate Amount

Rs)
Rs. |
E.& O.E. Sales Tax /Vat...............
Packing & forwarding..............
Total...............
For N.S.C. Ltd.

Note: Goods once sold are not returnable

48



ﬁwﬁa/cowmou.go

6V

(canyeusis)
w : ) : . c z I
aeq »
syIEmoy 1E101 xeJ, sojes 150D 'ON ORI §se) | pIos Appuend | Apoure s dox) R
................... QUL erserssesseeseseneeseesss WOWH INAIWALVLS STTVS HSVD
1IN

“ON

:Aq panouddy

:9)eq aAnoayg
00 "ON "A3Y obed
| J0L"ON abed

Z0 "ON @nssj

jusawaje}g sajes ysen

80/L0/ BPIN/4"ON 200



ﬁmﬁ-a/CONTROLLED

............... O:Qrﬂ .muvg Qhauw

0s

13da9a)] 21038

ccccccssee xﬂa c0>m000m

1301JO Sundodsuy Aq syreway

junowy

Ayuend

210G jo uondrrdsaq

3p0D/)07] | PIAIIIIY WIOYM WOA]

HEI1d |

sessssssssstseneintietess yi) 10 QUIEN

“ON

:Aq panoiddy

- — 569 o Y]
L UETIU UV e1eqeanoeyg

00 "ON "AdYy abed

L JoL'ON abed

Z0 'ON onss]
60/L0/"BMIN/4°ON "o0Q

9JON uJnjay




=1 /CONTROLLED

Approved by:

; Format of Bill

Doc. No.F/Mktg./07/10
Issue No. 02

Page No.1of 1.

Page Rev. No. 00

Effective Date:

Bill No.

Quote reference to Bill No. in
correspondence

Reference Your ______

Order No.
have been supplied to you vide Registered Postal Parcel/V.P.P./LR/RR No.

Dated

10=0

Date of Issue

Original invoice dispatched to
Consignee

the following seed/store

]

6-2

dated ------------
Lot/Code Description Quantity Rate Amount
(Kg) (Rs./Kg) Rs. | .
Sales Tax /Vat
Freight
Packing & Forwarding .............................
Total RS. c.ovvviiiiiiieieiainnn
To

............

(Name & address of the consignee)

1. Remittance charges on cheques /Bank/Drafts to be borne by Purchaser.
2. Goods once sold are not returnable.
3. All disputes shall be settled in Delhi Jurisdiction.
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Format of Cash Receipt

Approved by:

Doc. No.F/Mktg./07/11
Issue No. 02

Page No.1of 1.

Page Rev. No. 00

ive Date:
Effective Date 1'9_%

Receipt No. Date:
Received with thanks from
a sum of Rs. (Rupees
) by Cash/Cheque/DD No. Dated on
account of
Cashier

Note: Cheque and Drafts are subject to realization

52"

A.M./Accounts Officer (C)

-2018
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Format of Gate Pass Doc. No.F/Mktg./07/12
Issue No. 02

Page No.1of 1.

Page Rev. No. 00

Effective Date: 01 8
No. v Date:
ST i ENE LW e JFT . bl et SR AT b el e is authorized to take the following items out
of store premises:
S.No. DESCRIPTION Qty. Remarks
Signature of
Person taking out the stores : Officer In-charge

53
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0

NSt

T

Format of Govt. Order Register

ﬁ |

aaaaa
Approved by:

Doc. No.F/Mktg./07/14
Issue No. 02

Page No.1of 1.
Page Rev. No. 00

Effective Date:

Name of Unit

S.No. |Supply [Name& Crop/ Qty. Packing Last date | Destina | Remarks
Order | Address of Variety ordered Size for tion
No. & Gouwt. (Kg) (Kg) supply
Date Deptt.

55
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¥ T=/CONTROLLED

Approved by:

Procedure for sale, billing and
Stock Maintenance

Doc. No.P/Mktg./07
Issue No. 02

Page No.1of 2
Page Rev. No. 00

Effective Date: 4 n
LJ

2018

=N

and stock maintenance

Purpose: To establish and operate a system for sale, billing, realization

2, Scope Applicable to all crops/varieties being sold by NSC.
3. Overall responsibility: Head (Marketing)
4, Procedure
S.No. | Activity / Description Responsibility |Ref.
Documents/
Records
1. Receipt of seed in the store and entry | Store Incharge |IDP format:
in the ledger through IDP note. F/Prodn/03/12
Material Transfer Note from within, MT Note:
inter-unit T inward or GR note F/Mktg/07/01
F/Mktg/07/02
GR Note:
F/Mktg/07/03
2. Receipt of GSP, IP and MRP for RM/GM(M)/CM | Pricing circular
different seeds D
3 Display of availability of stock on daily | Counter in- Display Board
basis charge F/Mktg/07/04
A Cash Sale
1 Receipt of seed from store for sale at | Counter in- SR Format:
sale-counter through Store Requisition charge F/Mktg/07/05
and entry in ledger Store Ledger
F/Mktg/07/06
2 Sale of Seed on GSP Rate through Counter in- Cash-memo
Cash memo based on quantity sold charge F/ Mktg/07/07
3 Cash is received and deposited in Counter in-
Bank and entry is made in the cash charge
book
4 Preparation of cash sale statement Counter in- Cash sale
charge statement
F/ Mktg/07/08
5 Seed remaining unsold at sale Counter in- Return note:
counter is returned to the store charge F/ Mktg/07/09
by issuing Return note
B Dealer sale
1 Sale to dealer on IP rate by Sale in-charge/ | SR format:
issuing SR and Bill and CR Store incharge | Bill format: F/
Mktg/07/10
CR format: F/
Mktg/07/11

58
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e Procedure for sale)billing and Doc. No.P/Mktg./07
3£ Stock Maintenance Issue No. 02
LT, 1+ . Page No.2of 2

: Page Rev. No. 00

Approved by: Effective Date: 4 ){)

2 Delivery of Material and issue of gate | Store Incharge [ Gate pass:
pass indicating SR no. F/ Mktg/07/12

3 Entry is made into ledger Store keeper Ledger format:

4 Preparation of sales statement Sale in-charge | F/Mktg/07/13
through bills

c Government sale

1 Receipt of Government order directly Area Manager
at subunit or through RO and HO

2 Recording of orders in the Area Manager | Order Register:
Order Receipt Register F/Mktg/07/14

3 Billing is done either on GSP rate or [ Sales Incharge |Bill format:
as decided by RO/HO. SR and CR Pricing circular
is issued.

4 Material is delivered and gate passis | Store keeper Gate Pass
issued giving SR no

5 Entry is made into store ledger Store Keeper Store Ledger

6 Preparation of statement of sales Area Manager |F/Mktg/07/13
through bills

D Material is sent to the other units Incharge of MT Note
through Material transfer note for intra/ consignee
inter-unit transfer and entry is made in
the ledger

E Preparation of Certificate of Physical | Incharge of CPI Format:
Inspection (CPI) to accompany ' consignee and | F/Mktg//15
transfer note. Similarly on receiving consignor unit | CPE Format:
the material inspection shall be F/Mktg//16
conducted and Certificate of Physical
Examination (CPE) shall be prepared

F Preparation and submission off Incharge of F/Mktg/07/17
quarterly statement on consignments consignee and |and
dispatched and consignments| consignor unit | F/Mktg/07/18
received to HO for reconciliation.

G Preparation of Statement showing AM Seed Valuation

valuation of seed transferred to other
unit/ region consignee wise. This
statement is used to evaluate the
profitability of unit

F/Mktg./07/19

59
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Approved by : MR

frgfsrc/CONTROLLED

Format For

Request for change

DOC : F/ MR/01/02
Issue No. : 02
Page 1o0f1
Page Rev No. : 00

Effective Date :

10-06-201/

3

i B Name & Designation of initiator:

2. Doc. No. & page No. in which change is required: P/Mktg/01

3. Details of changes required:

S.No. | Section/clause New/replacement Reasons forl Remarks

Text required request
(write or annex)

1 Direct orders:| Direct orders: Nil
Direct orders| Direct orders from| To make it
from various| various Deptts as|clear to cover]
offshoots of thel per scope received| all the
State in the form of| departments
Government  are| letters/faxes, E-mail | and all mode of
received in thelor any mode off communication
form off communication.
letters/faxes.

Review & comments of MR:

Review & comments of approving authority:

65

(Sign & Date)

(Sign & Date)

(Sign & Date)



