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SECTION -1
INSTRUCTIONS TO TENDERER

1. ADVICE FOR TENDERERS: - The tenderers are advised in their own interest to carefully read the tender
document and understand their purpose unless the tenderer specifically states to the contrary in respect of any
particular clause, it shall be presumed that he accepts all the terms and conditions, as have been laid down in the
tender document.

2. ELIGIBLITY CRITERIA: - Only GST Registered parties are eligible to participate in the tender.

3. SUBMISSION OF OFFER: - Offer must be submitted in the prescribed tender form provided in the tender
document. The tenderer may attach additional sheets to the tender form wherever detailed description is
necessary.

4. DELIVERY OF ITEMS: - The delivery period for supply of items is 10 days from the date of issue of
Supply Order in case of Stationary Items and 20 days for printing material. Only those parties should
participate in tender who are in a position to stick to the delivery prescribed.

5. QUOTATION OF PRICES: - A) Tenderer shall give the rates per unit in words as well as in figures.
There should be no alternations or over-writing in the rates quoted by the parties. However, if it becomes
inevitable the corrections should be made by encircling figures to be altered/ over writing duly attested by the
Supplier. Any correction not attested in any tender form will lead to rejection of the Tender.

B) The rates should be quoted for the offered items on the basis of F.O.R NSC, CSF, Jetsar inclusive of
all taxes (including GST, Packing & Forwarding charges, loading and unloading etc.).

6. EARNEST MONEY: (a) Each offer should essentially be accompanied by Earnest Money of Rs. 10,000/-
for Stationary Item and Rs. 10,000/- for Printing Material as given in Tender Notice by way of Online
Payment/Demand Draft drawn of Nationalized Bank in favour of "NATIONAL SEEDS CORPORATION
LIMITED" payable at Bajuwala. This Earnest Money Deposit is refundable/adjustable after the finalization of
contract. The EMD shall not be entitled for any interest amount payment whatsoever. CHEQUES WILL NOT
BE ACCEPTED.

(b) Indian manufacturers/suppliers who are Micro Small Medium Enterprises (MSME), Small Scale units
and registered with National Small Industries Corporation under single point registration scheme are
exempted from payment of earnest money deposit provided they furnish photocopy of valid registration with
NSIC under the single point registration scheme, for the quoted stores in support of claim along with their
request letter. This facility will, however, not be provided to those small scale units who are registered under the
old registration scheme which was extended up to 30th June, 1981 only.

OFFERS OF THE FIRMS OTHER THAN (MSME) SMALL SCALE INDUSTRIES AS DEFINED ON ‘B’ AS
ABOVE NOT ACCOMPANIED BY EMD WILL BE SUMMARILY REJECTED. OFFERS OF THE (MSME)
SMALL SCALE INDUSTRIES NOT REGISTERED WITH NSIC FOR THE QUOTED ITEM UNDER SINGLE
POINT REGISTRATION SCHEME AFTER 30TH JUNE 1981 AND NOT ENCLOSING THE VALID
DOCUMENTARY PROOF IN SUPPORT OF THEIR CLAIM WITH THEIR REQUEST LETTER SHALL ALSO
BE REJECTED.
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7. FORMAT AND SIGNING OF TENDER: -
(a) Tenderer are required to submit their tender as per the prescribed Performa given in the tender document.

(b) The bid shall contain no interlineations, erasures or overwriting except as necessary to correct errors made
by the tenderer, in which case such corrections shall be initiated by the person or persons signing the bid.

8. PROCEDURE FOR SUBMISSION OF TENDER: -

Tender Form shall include technical specifications of quoted item, Instruction to Tenderer, Terms and
Conditions of tender document, requisite EMD, profile along with documents as per the check list and other
document if any in support of offer.

09. OPENING OF TENDER: - The purchaser/Corporation will open tenders, in the presence of tenderers or
their representatives who wish to attend at 02:00 PM on dated 22.06.2019 in the NSC, CSF, Jetsar. The
Technical Bid shall be opened on the date of opening tender and Financial Bids of tender only be opened
based upon an examination of the documentary evidence submitted in Technical Bid for the Tenderer’s
gualification by the tenderer, as well as such other information as the purchaser/Corporation deems necessary
and appropriate, found in order.

10. FORFEITURE OF THE EARNEST MONEY: - Earnest Money may be forfeited.

If a tenderer withdraws its tender during the period of Tender validity specified by the Tenderer on the Tender
Form or withdraws the tender before awarding of the tender or after the prescribed date and time for depositing
of Tender, the EMD will be forfeited without giving any prior notice.

11. VALIDITY OF OFFER: The tenderer shall keep their offers open for acceptance for a period of 7 days
from the date of opening of the tender. In case the last date happens to a holiday, offers shall remain open for
acceptance till the next working day.

12. AWARD CRITERIA: - The purchaser will award the contract to the successful tenderer whose bid has
been determined to be substantially responsive and has been determined as the lowest evaluated tender,
provided further that the tenderer is determined to be qualified to perform the contract satisfactorily.

13. PURCHASER’s RIGHT TO ACCEPT ANY BID AND TO REJECT ANY OR ALL BIDS: - The
Purchaser/Corporation reserves the right to accept or reject any tender and reject all tenders any time prior to
award of contract, without thereby, incurring any liability to the affected tenderer or tenderers or any obligation
to inform the affected tenders of the grounds for the purchaser*s action.

14. REFUND OF EARNEST MONEY:- (A) Unsuccessful tenderer: In case of unsuccessful tenders who do not,
withdraw their offers before the receipt of final decision, the earnest money shall be returned, without interest
after the finalization of tenders or after expiry of validity period of the respective offer, whichever is earlier by
means of RTGS/NEFT and the Corporation will not be responsible for reimbursing to the tenderer the Bank™s
commission for encashing the same.

(B) Successful Tenderers: After the successfully completion of tender EMD will be returned. No interest shall
be allowed on earnest money & security.



SECTION — 11
TERMS AND CONDITIONS OF THE TENDER

1. Transfer and subletting: - The Suppliers shall not sublet, transfer, assign or otherwise part with the contract
to any person, firm or Company directly or indirectly or any part thereof without the previous written
permission of the Corporation.

2. Failure to deliver ordered quantity shall entitle NSC to impose penalty In case, Supplier fails to deliver
ordered items or does not supply any Items, NSC reserves the right to forfeit the EMD amount and
initiate proceedings against the Tenderer as per law.

3. During the course of supply of items to NSC, if any losses incurred to Tenderer, NSC will not be
responsible for damages, losses.

4. Specification and quantity required of Stationary Items and Printing Material are mentioned in
Tender Form and sample for all the required printing items are enclosed herewith.

5. The Tenderer shall prepare the Tax invoice in the name of NSC Ltd., Jetsar in duplicate & submit the same to
this office alongwith the material required as per Supply Order. There after within 15 days payment shall be
released. The GST Number should be invariably indicated in the Invoices.

6. Final decision will be signed by Addl. General Manager (Farm), CSF, Jetsar on behalf of the
Corporation.

7. The Tenderer shall be solely responsible for any complaint with regards to quality aspects in items supplied
by him. If any disputes arise about quality of supplied items at any point, the Tenderer shall be responsible to
pay the legal expenses and compensation etc. as per order of consumer court/ MOU committee/ other court or
any other authority.

8. The Tenderer who is under litigation with NSC or arbitration case pending in this office or has issued/got
issued a legal notice in the past is not liable to participate in the tender.

9. DEFAULT & RISK PURCHASE:-

Should the Tenderer fail to have the items ready for delivery as aforesaid, or should the Tenderer in any manner
or otherwise fail to perform the contract or should it fail to complete the supply in time according to the
specifications or should it have winding up order made against it or make or enter into any arrangements or
composition with its creditor or Suspend payments (or being a company should enter into liquidation either
compulsory or voluntary) the Corporation shall have power under the hand of CMD to declare the contract at
the end at the risk and cost of the supplier in every way.

In such case supplier shall be liable for any liquidated damages for delay as above provided and for any
expenses, losses or damages which the Corporation/purchaser may be put incur or sustain by reason of, or in
connection with supplier’s default.

b) The cancellation of the contract may be either for whole or part of the contract at Corporation’s option. In the
event of the Corporation/Purchaser terminating this contract in whole or in part, it may procure upon such items
and in such manner as it deems appropriate supplies similar to these so terminated and the supplier shall be
liable to the Corporation for any excess cost for such similar supplies provided that the supplier shall continue
the performance of this contract to the extent not terminated under the provisions of this clause.

10. Settlement of disputes:

All disputes in relation to the tender, the contract or the interpretation of any of their terms or
implementation there-of or arising out of or concerned directly or indirectly with the contract/tender shall be
referred to the Sole arbitrator to be appointed by the Chairman-cum-Managing Director of the Corporation/
purchaser and in the absence of CMD, the highest Executive Officer of the Corporation shall make such
appointment. The venue of arbitration shall be at New Delhi. The court of law at the New Delhi/Delhi alone
will have jurisdiction in the matter of any disputes whatsoever.



OTHER TERMS AND CONDITIONS:-
¢ The submitted tender will be opened at NSC, CSF, Jetsar.

* NSC shall not be responsible for fluctuation of the market rate of the ordered items. The tenderer shall
be required to supply the items at agreed rate only. The agreement can be terminated at any time due to
non-performance of any of the terms and conditions of the agreement to the satisfaction of the
Corporation.

* The NSC reserves the right to accept or reject either in full or part of the tender or all the tenders
without assigning any reason. NSC further reserves the right to award contract/issue the order for supply

to more than one tenderer.

¢ The tenderer shall be responsible for GST and Income Tax liabilities, if any. NSC will not carry any tax
liability related with the transaction.

¢ NSC will not be responsible for the losses incurred to the supplier/tenderer due to change in Govt.
decisions, natural calamities, which are beyond the control of NSC.

* The representative of NSC may inspect the items before dispatch. In case the item fails in quality, party
has to replace the items with best quality.

* No deviation will be accepted in quality and manufactures specifications.

¢ The tenderer will have to give name of the firm, and their postal addresses, telephone Nos. E-mail, name
of the responsible person in the tender form itself so as to make further communication.



Check list of enclosures for Tender Form:
* EMD.
« Certificate of registration if any.
* A copy of PAN No.
 Copy of GST Registration No.
* MSME registered with NSIC Certificate with proper validity for item of rate offered, if available.
¢ Other document if any in support of the tender.
* Each and every concerned pages of tender document should be signed with stamp of
e Tender Form must be enclosed.

Note: - In absence of any above document, tender may be considered for rejection. --------------



TENDER FORM FOR STATIONARY ITEMS

(Form for offer by tenderers)

To: From:

Addl. General Manager (Farm), M/S corrrrerressrns s
National Seeds Corporation Ltd., @ e
Central State Farm, Jetsar

Sir,

With reference to Tender Notice No. CSF/JTS/1-2(6)/Vol-1/2019 dated 15.06.2019, we hereby
quote our most competitive offer for supply of below given stationary items as per the terms &
Conditions provided by you. The particular of offer are given below:

s Uni _ _ Req. o Rate quoted for Ex-NSC CSF, Jetsar inclusive
No. nit Stationary Item Details Qty. Specification _ all taxes/charges
Rs. (In Figures) Rs. (In Words)
1 Rim A-4 Computer Paper 220 J.K. Easy Copier
2 Rim A-6 Computer Paper 3 J.K. Easy Copier
3 Nos Attendance Register 15 37.5x25.5 cm 24 Page
4 Pkt. All Pin 20 Zebra Pin
5 Nos Ball Pen Blue 1200 Linc (Starline)
6 Nos Ball Pen (Officer) 20 Flair Metal Ball Pen
7 Nos Cello Tap Small 1 cm 5
8 Nos Cello Tap Big 2 cm 15
9 Pkt. Corbon A-4 Blue 10
10 Nos Calculator 10 DT:liiozcéiggs
11 Nos File cover (Printed) 1000 Sample Enclosed
12 Nos File Pad 400
13 Pkt. File Laces Green 30
14 Bottle Gum paste 10 300 ml Bottle
15 Nos Correction Pen (Whitener) 15 Cello
16 Rim Note Sheet 10 (Soojg];iﬂ%e; Pkt)
17 Pkt. Paper clip "V" type 5
18 Nos Pin Cushion 10
19 Nos Pencil 150 Natraj
20 Nos Pencil Sharpener 20 Camlin/Natraj
21 Nos Register 120 Pages 110 with Gatta
22 Nos Register 160-172 Pages 50 with Gatta
23 Nos Register 256 Pages 25 with Gatta
24 Nos Register 300 Pages 30 with Gatta
25 Nos Register 360 Pages 50 with Gatta




Rulled Paper FS (Liner)

20 Sheet ina Rim

26 | Pkt 10 Rim in 1 Pkt 50 and 10 Rim in a Pkt
27 Nos Rubber 50 Apsara

28 | Bottle Sté”ag :/?E g‘;t'l?’;)“e 85

29 Nos Stock Register L.B. 6 Qrs. 15

30 Nos Stock Register L.B. 10 Qrs. 10

31 Nos Stamp Pad Small 10 Ashoka 95x52 mm
32 Nos Stamp Pad Medium 15 Ashoka 110x70 mm
33 Nos Slip Pad Medium 30 80 Page Liner
34 Nos Scale 12" 10 Stainless Steel Scale
35 Nos Stapler Pin 24/6 50

36 Nos Sketch Pen (Black) 300 Stic

37 Nos Stapler Machine 24/6 10 Kangaro

| b le e 1S 0 | BSemann
o [ o [ Ve e s

40 Nos Punching Machine 10 Kangaro DP-52
41 Rim Corbon DS (D-3) 5

@ | Boue | PmOE |

43 Nos Register 160 Page 30 with Gatta

44 Nos Envelope 3% x 6" 1500

45 Nos Envelope 5 x 11" 2000

46 Nos Envelope 4 x 9" 1500

47 Nos Envelope 10 x 12" 100

48 Nos Envelope 16 x 12" 60

o | | Comrbee :

50 Nos Punching Machine Single 1 Kangaro

51 Pkt Sticky Note Pad 10

52 Nos Pen Drive 5 16 GB Scandisk
53 Nos Register 400 Page 20

o | Boue | Sampricn 1

55 Nos Register 72 Page 30

56 Nos Permanent Marker Pen Black 200

57 Nos Fevi Stick 30 8 gm Glue Stick




58 Nos Box File 20
59 Nos Spring File Cobra (Accounts) 10
60 Nos Spring File Cobra-5500 (Accounts) 10
61 Nos Journal Register 6
62 Nos Paper Weight 20 Glass Paperweight

Date:
Place:

The EMD amount of Rs. 10000/- (Rupees Ten Thousand Only) has been deposited through
Online/Demand Draft No.

(Complete address): ......ooovvviivininiiniiiienennes,
Seal Phone No: ..o
E-mail: ...
GSTINO. & o

Dated for the above tender.

Yours Faithfully,

Signature




TENDER FORM FOR PRINTING MATERIALS

(Form for offer by tenderers)

To: From:

Addl. General Manager (Farm), M/S corrrrerressrns s
National Seeds Corporation Ltd., @ e
Central State Farm, Jetsar

Sir,

With reference to Tender Notice No. CSF/JTS/1-2(6)/Vol-1/2019 dated 15.06.2019, we hereby
quote our most competitive offer for supply of below given printing materials as per the terms &
Conditions provided by you. The particular of offer are given below:

Rate quoted for Ex-NSC CSF, Jetsar inclusive all

Reqd. Specification taxes/charges

Unit Printing Item Details

Q. Rs. (In Figures) Rs. (In Words)

Four Copies, (Red, Yellow,
Gray & White colour) with
serial number starting from

1 Book Challan Book Form 100 01. Each book shall contain
50 copies (example 1 to 50 in
1st book). Book No. Starting
from 451.

Double Side Printing. 100
2 Pad D.P.R. (Technical) 20 copy in a Pad. A-4 paper
quality.

Single copy, 100 Page in a
3 Pad D.P.R. (Fieldman) 200 Book. A-4 Size paper &
quality

Single copy, 100 Page in a
10 Book. A-4 Size paper &
quality

Medical/Earned Leave

4 Pad Form

Double Side Printing (Page 1
& 2) and Page 3 should be
E.P.F. Non Refundable 10 printed in different pad.

form Hence, 10 Pad of Page 1 & 2
and 10 Pad of Page-3 should
be printed.

5 Pad

Book No. 601 (S.No. 1 to 50
in a book) 3 copies of per
s.no. (Red, Yellow, White)
Size 21x13cm

6 Pad Gate Pass (Out) 250

Size 30x18cm, Double Side

! Book Jeep Truck Log Book 50 Printing. 250 Page in a Book.

Size 32x20 cm, Double Side
8 Nos Medical Bill Register 3 Printing (Green Color Page)
200 Page in a Register

Size 21x13 cm, Book No.
100 (S.No. 1to 100 ina

9 Book M-R.V. (Agri.) 10 Book), 3 Copies (Red,
Yellow, White)
. . . Single copy, 100 Page in a
10 Pad Bill Sanction/Adjustment | 30| Book. A-4 Size paper &
orm )
quality
Double Side Printing, A-4
11 Pad E.P.F. Form No. 13 5 Size paper & quality, 100
Page in a Book.
12 Pad Leave Order Pad 10 Size 21x13 cm, Single Copy
Size 18x11 cm. S.No. 8001, 2
13 Book Cash Receipt 30 copies (Red, White) 100

copies in a book

Single Copy, 100 Page in a
14 Book Payment Voucher 15 Book. A-4 Size paper &
quality. Red Colour.

S.No. 2501, 50 copies in a

15 Book M.T. Note Book 30 book, 3 copies (Grey,
Yellow, White)
Single copy, 100 Page in a
16 Pad Letter Pad 3 Book. A-4 Size paper &

quality




MT Note

Single copy, 100 Page in a

17 Pad Covering Letter 20 Boo|'<. A-4 Size paper &
quality
Bukram 2.65 Lack Each of Raw Seed
18 Thousand (Raw/Graded Seed) 530 & Graded Seed
40x30 cm Size, Both side
19 Nos Cash Book 6 printing, On branded Ie_dger
paper, each book contains
200 Page
A Single copy, 100 Page in a
20 Pad CL/RH/CPL Application 20 | Book Ak Size papgr &
Form i
quality
Single copy, 100 Page in a
21 Pad Joining Report Form 10 Book. A-4 Size paper &
quality
Single copy, 100 Page in a
22 Pad TA Advance & Sanction 5 Book. A-4 Size paper &
quality
Single copy, 100 Page in a
23 Pad Tour Dairy 10 Book. A-4 Size paper &
quality
24 Pad Advance Sanction Form 5 Single copy, 100 Page in a

Book. Size 18x11 cm

Date:
Place:

The EMD amount of Rs. 10000/- (Rupees Ten Thousand Only) has been deposited through
Online/Demand Draft No.

Dated

(Complete address): .......ooveviieiniiiiiiiieene,
Seal Phone No: ...
E-mail: ..o
GSTINO. & o

for the above tender.

Yours Faithfully,

Signature
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T — -

| T dor e s

(se TR B IuBH)
de waw, g R
a¥ Reeft - 110012
e wfer R 3 afte o B o et (dfa-Rudee) sifsr 3g smiewr

1. I B aw (@ serdt #)

2. Ranofy & e

3. A, Igww agr R = e
4. @ W B s d=

5. ademe daqe (A @ + #EoE o)

6. a2 wEd (e Rudaer) afer e & @
I AW, IR T e AR AF B By

7. uifter 3R 2 AR

8. IR

9. a1 T 5
(0) Prawr es-@t & sweaefa frara JEreE @ die sga Rarwep @ Refo 3g B & afen
@) Praw sa-R B srewfa Rft smarw g @ sea/frafn 3 e g e FEeRE 3

v anffes e wra smara deen 3g R A el

@) Rraar 68-oft @ areeter et o woE smara Ao @ st Jx Rreror 3g B A s
&) Prs ss-oit oft @ amefa e wogef wnfdre @ s g @ andea 3g B A sl

ames R wewmar @ ulg of oY A v aw o sudwe Rt @ sefter s Rodaw vsaiw @ amdem R
aar & o Rreafefa guen Juem aud o -
(1) &7 ot Rrapcae sdéies Refor %@ @1

TR R W OE RO e s &y 3

27 2R s & wie & e su Rar a=n

2 @ 3@ wan
(2) yerer/Rrafor &t srgenfer o
(3) afm 2 a2 & $A I Bar oo
(4) ot =1 3d 5w ver g R oden ?

(s) v wenvr-uw Toiew b o 6 s Iefy
W P ol adl R g3 } @ v eug-uN
ot oo o B Iwden (4) T Red W o
7o IRy uz ool @ >u A wft ot endefh

FU3.



EPF Non-Refundable Form Back Side Page-2
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Sample EPF Non-Refundable Form Page-3
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Gate Pass Out




Jeep Truck Log Book
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Medical Bill Register Page-1
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Medical Bill Register Page-2
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M.R.V. (Agri)




Bill Sanction/Adjustment Form
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Sample E.P.F. Form No. 13 Front Side

!‘H— o —

=

TRANSFER CLAIM FORM CLAIM ID
FORM 13 (REVISED) @ (For EPFO Use only)

THE EMPLOYEES PROVIDENT FUND SCHEME, 1952

(Para - 57)
To, To,
Regional Provident Fund Commissioner Regional Provident Fund Commissioner
Bhavishya Nidhi Bhawan Pension Cell *A/c 55"
28, Community Centre, E.P.F.O. Complex, Sector-23,
Wazirpur Industrial Area, Plot No. 23, Behind ACP Office,
Delhi-110052 Dwarka, NEW DELHI-110075
(In case the PF A/c is with Exempted Establishment)

Sir,

1 request that my Provident Fund balance along with my pension service detalls may please be
transferred to my present account under intimation to me. my details are as under :-

PART A : PERSONAL INFORMATION

UAN NO.

1. *Name of the member :

2. *Father's/Husband's Name :

3. *Mobile Number : 4 E-mall ID

5. Bank A/c Number 6 IFSC code of Bank Branch,

PART B : DETAILS OF PREVIOUS ACCOUNT (WHICH IS TO BE TRANSFERRED)

1. *EPF Account No. Name of the Member : DL / 3670/
In case the previous establishment is exempted under Employees provident Scheme, 1952
Pension Fund Account No. : DL/ 3670
2. *Name and Address of previous establishment : State Farms Corporation of India Ltd. "Farm
Bhawan" 14-15, Nehru Place, New Delhi - 110019
*PF account held by : (Name of EPF Office/PF Trust) SFCI Ltd. Trust (under RPFC Delhi south)
*Date of Birth (dd/mm/yyyy) 5. Date of joining (dd/mm/yyyy)
*Date of Leaving : 15/05/2014 (dd/mm/yyyy)

bW

PART C : DETAILS OF PRESENT ACCOUNT

1. *EPF Account No. Name of the Member : DL / 1795/
In case the previous establishment is exempted under Employees provident Scheme, 1952
Pension Fund account No. : DL/ 1795/
2. *Name and Address of previous establishment : National Seeds Corporation Ltd. "Beej
Bhawan" Pusa Complex,, New Delhi - 110012




Sample
| T

Seal of the Establishment

>

E.P.F. Form No. 13 Back Side

¢ 23
PART C : DETAILS OF PRESENT ACCOUNT

*Account held by : (Name of EPF Office/PF Trust) m(wﬂemwﬂaﬁl)
*Date of Joining : 16/05/2014 (dd/mm/yyyy)
#mdM(mMWwwmpﬂdmashdmmmm
under EPF scheme, 1952) : NSC Trust

#Employee code under the Trust .o o R

(*indicates mandatory fields)

(#Strike off if not applicable)

WMIMWMWhMmadNMWMMAdWm
and the signature of the member.

Signature of previous Employer
Date

OR

Ouﬁﬂedu\atlhavevwmdmedamhmCszpeadu\emmbermnumedlnMAofulsfom.

Seal of the Establishment

Signature of present Employer
Date

INSTRUCTIONS AND GUIDELINES

: mumucmmmmmmwmmmsmwmmm

maintaining the present account number.

X mmmmmemmwwrnndmmmmmuw

should submit a Transfer daim Form {Form- 13(Revised)} to the Trust while sending another Transfer
mmumumw»muwmummmmmmm
to the new account.

.mmmuwmmmmwommmmmammms

M.Mmsmmwmmmmmmmmum
by the present employer, claim should submitted with the PF Office under which the present account is
maintained and so on).

- mmmmmum)dmmmuummwmm%mm

Nsnuuuoosdngdhis/hadumwbmmmmmm.
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Leave Order Pad

No. CSFAJTS ‘
Central State Farm, Jetsa
5 ORI R e
OFFICE ORDER
In continuation/supersession of office order of even number dated.
Sh-se has been granted
leave, as under:-
() S L ) days Earned Leave on average pay w.e.f. to
({+) RO days Leave on halfaverage pay w.e.f...........c..couc.e. T T
() O R A oy days Commuted leave pay w.e.f. to. i
() IEEE S Days extra ordinary leave without pay otherwise on medical certificate
Wi e s o SO 9 with permission to avail closed day on
Certified that he should have continued to officiate on the post but for proceeding
onleave from.........cccereeeereeneesnenes o S L0 and that on expiry of leave he is liable to return to
the same post & station.
Asstt. Manager (HR)
Distribution.
1. Concerned throUgh:. oozt aimersrisncasnsr

2. The Asstt. Manager (F&A), CSF.:Jetsar (Raj.)



Sample Cash Receipt




Payment VVoucher




M.T. Note Book




Sample Letter Pad

S ST

® m“mm NATIONAL
CORPORATION LIMITED
(W FTTt 1 39— et ww) (A Government of India Undertaking - Miniratna Company)
m I wﬁ’ m (CIN : U74899DL1963GOI 003913)
™ Rorerr - dbelowmiers (cior) Centl;al State Farm, Jetsar
T e

& ~ |s 994, 91 9, 72 fEeel - 110012

T € ey - wde Rt S dard




Sample MT Note Covering Letter

’ R S e R
GSTIN.: 08AABCN8973F2Z3 Ph.: 01498-261202 (O)

E-mail: csf.jetsar@indiaseeds.com

gl dis1 P fafds

wwd@  NATIONAL SEEDS CORPORATION LTD.

=1 (¥ WP 1 W) (A Gowt. of India Undertaking)
S 9 B, aw / CENTRAL STATE FARM, JETSAR-335702

YHP BB .o o e S
O LS
wRey,

et 3 FreferRea wos /R srfard g dfa f
1. afRE R B SRR B B il it
2. AR oo o i .
8 WAL sk o R RN
£ RO e RA®.........ccnnvennn. GO AR TR T TR
B R . i
B O it e

WMMWWﬁu ........................................................................................

gare |

WA
wfafefd — Eenind

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

........................................... o arferr®



Sample Bukram Parchi (Raw Seed & Graded Seed)




Sample

RECEIPT

Date

e e e

NATIONAL SEEDS CORPORATION Ltd.

Particulars

Cash Book Page-1

|

Recaeipt
No

Ledger
Folio

Ra

-

RECEIPTS ]
S8l
BAJUWALA

%]

PRN—

Total Cheque

——




Cash Book Page-2

Sample
CENTRAL STATE FARMS JETSAR (Raj.)
—_ PAYMENT
! | PAYMENT |
Date Particulars Payment| Ledger SBI Total Cheque/
Voucher | Folio | BAJUWALA DD No
No __|Rs P o
n 1
| |
[




Sample

R DR
p

N

PEL SEPCL I

R RN

CL/RH/CPL Application Form

uferz - I (%)
Bl licusieica o i Aty B * e e -wTw
APPLICATION FR CL/SCL/RH; COMP.OFF
FIATAT Tl ANE ~somne f'q-qmm q}n--... TG | e
Name of office.........comicenees Name of Department ............ Date......ooueeues
AT A —eeees 7 % . -
Name of Employee: ‘E.No: Designation: |
e AR DA c) ‘ 7 V':-J;lf'-J
Nature of Leave: Period
Sl (L O T .

CL/SCL/RH; COMP,OFF j From: To:
:T"}"""“T‘—TT'“::_”T"W“W__"ET
Comp. Off in lieu of working on:
e 3 FIL;
Reason for Leave ‘
FE A E it as @ e o0 0 0 @ |
Number of CLs/SCL already availed during the current year: 1
% % A T B e
Address during the leave

I i g i T

' Recommended/ Not Sanctioned/ Not Sanctioned

recommended (=+fard 1 w=d)
| (Employee to be informed)
A b BRI ' Sig::z: o'f Officer q-Sq:_.;tff;f Sac:onmg
Applicant's Signature Incharge Authority



Sample Joining Report Form

e 111
e A fm e
FEETE T AT . ovsvsennessnsinsens favm 1 PO 1
Name of office.........c.ccune. Name of Department ............ Date............
FIATE & ATH —emae- L T
Name of Employee: E.No.: Designation:
fayrmeaa # fAm
To Head of Department
Sir,
TG T Z T8 THFT TETE oveieeerimmsnenss sssnsessarssassesassens et &1 dAfsa /
3 A ufEfdR e [ A S wE e T, § O 0 A W e 2
P icisinss e T T H AT R T e b Fafee 2m A v i e
qa-T ot T B ( Falden SR W gE F e §).
After availing ... days Earned/HP/Commuted Leave/ EOL, from
. 1o which was sanctioned earlier by the Competent Authority, |
hereby report for duty today, the .............. day of ... . RN in the forenoon. | also
submit Medical Fitness Certificate from my treating Doctor (in case of Leave on Medical
grounds.)
Forwarded to HR Deptt. for ‘
necessary action
AR F T AR AR | FTAE F EER | e s
Applicant's Signature Signature of Officer charge/ HOD | R pepartment




Sample TA Advance & Sanction

NATIONAL SEEDS CORPORATION LIMITED,

(A Government of India Undertaking)
Central State Farm Jetsar, Distt. Sriganganagar (Raj.)

Shri Designation
Basic Pay Rs Programme from to
and back has been approved by Compotent Authority, as over leaf
as detailed below may kindly be sanctioned as DA advance : Railway / Bus Fare
1 to, Rs
2 to Rs
3 to, Rs
4 to, Rs
5 to Rs,
6 to Rs
Rs
D.A. for Days Rs. Total Rs
| have submitted adjustment account of my earlier TA advance forRs.
Paid to me on to my section Incharge. The unspent balance of cash has also been
deposited with theReceipt No, Date

| undertake to submit the adjustment account of the current advance immediately on comple-
tion of tour and deposit the unspent balance within scheduled due date failing which the amount may
bereceivedfrommysalarybausoranyomerduesmyabletom. -

| undertake to refund the advance in full immediately if the tour is cancelled.

Signature of Applicant
Adjustment account of the previous advance as above has been received and is under scrutiny / passed
to Accounts section on Recommended for approval.
ADVANCE SANCTIONED SECTION INCHARGE
CONTROLLING OFFICER
(For use Accounts Section)
Please pay Rs Rupees
to Mr/Mrs/Mises in cash Code No : 75/03
Dealing Assistant Accountant AM (F&A)
Received Payment of Rs (Rupees.

)

Signature of the Official



Sample Tour Dairy

NATIONAL SEEDS CORPORATION LIMITED,

(A Government of India Undertaking)
Central State Farm Jetsar, Distt. Sriganganagar (Raj.)

Name

Designation

Head Quarters ____Month

DEPARTURE

Date * Place Date Place m Purpose

Forwarded and Recommended :

Section Incharge Signature of the Applicant
Approved




Sample Advance Sanction Form

NO. CSF/TS/

Central State Farm, Jetsar (Raj.)
Dated: ........uicaa oo

.. ORDER

Competent authority has accorded an expenditure and advance sanction for

. <. WIS ORI Ml tsssnco o b ibosmrnsnsrsasisosiatsi i
............................................ JORSIDONNL OF PUNCRANE OF............crpnsrsosecssotasossnssametimssios o sls
It is requested that the advance may kindly be paid to Shri.............ccccoerrvrmrenrennn.
' ................................................................................................... who is being detailed for the
; above purpose.
Section Officer

To
’ AM. (F&A)
‘ CSF Jetsar



