Manual 1

Particulars of organization, functions and duties

(Section 4(1)(b I)


 Najafgarh Food Grain Market was initially regulated in the years 1959 under the provisions of the Bombay Agricultural Produce Markets Act, 1939. In the year 1977 Bombay Agricultural Produce Marketing  Act 1939 was replaced by the Delhi  Agricultural Produce Marketing (Regulation ) Act 1976 and the same has been superseded by another act namely the Delhi Agricultural Produce Marketing (Regulation) Act 1998. The main aim of regulation is to ensure orderly marketing to safeguard interests of both producer/ seller and consumers by eliminating less weighments, short payments delayed payments, unauthorized deductions, indulgence of the  middlemen etc.  This regulated market ensures economic, legal, and infrastructure conditions conducive to competitive marketing so as to improve economic returns for the farmer’s produce.


This market was earlier functioning in a very congested area in the heart of Najafgarh town. The approach roads to this market were very narrow.  Both the farmers and traders were finding it difficult to function properly in that market. In view of these conditions, the Delhi Agricultural Marketing Board has developed a new market on modern lines on a pocket of land of about 12 acres just outside Najafgarh town.

Organization Chart :   attached at annexure-I


New Grain Market deals in food grains and oil seeds.  The major commodities arrives in the mandi for sale are wheat , mustard, Bajara, Arhar, Paddy, Gram etc. from neighboring Haryana.   The officers/officials are deployed to implement the provisions of the Act Rules and Bye Laws of the marketing committee and to process legal action against those who violates the provisions of the act rules and bye laws.

There are two covered sheds inside the main principal yard for protection of the farmers produce from sun heat and rain .  Delhi Jal Board water is refrigerated and served to farmers traders and market functionaries through water chillers and pious.  There are facilities of urinals toilet, Blocks , Electricity supply through generator during failure of electricity  supply of BSES Rajdhani Power Ltd.,  Farmers rest house, canteen , park idle truck parking etc.inside the mandi yard.  There is a bank in the office complex of this office
The NGM Najafgarh is located at Main Najafgarh Jharoda Road

The postal address of the main office is Agricultural Produce Marketing Committee, New Grain Market, Haibat Pura , Najafgah, New Delhi-110043.

The working hours for office  is 10 am to 5.30 pm and Wednesday is observed the weekly off in  this office as well as mandi.  The Public is allowed to meet the officers and staff at any time during the office hours.


Farmers and Traders are  entertained in the meetings and their views/suggestions are considered .


As and when any farmer, trader or market functionary   make any complaint in this office his/their grievance is heard and redressed .  Asstt Secretary-I is nominated as Grievance redressal officer. 
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Powers and duties of officers and employees

(section 4(1)(b-ii)

	Sl.No.
	Designation of post
	      Powers
	Duties attached

	
	
	Administrative 
	Financial
	Statutory
	Others
	

	1.
	Market Secretary
	Administrative
	Financial
	Statutory
	  -
	    -

	
	
	
	
	
	
	


 Note:- The Secretary shall be the executive officer of the committee and the custodian of all the records and property of the market committee and shall exercise and perform the  power and duties as per the provisions of the  Act,  Rules and Bye laws.
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Procedure followed in decision-making process

(Section 4(1)(b-iii)

Grant of Licences

Marketing committee or the Director where marketing committee is not functioning, after making such inquiries as it deem fit may grant or renew a licence or may, after recording reasons in writing refuse to grant or renew any such licence. 

A Person desirous of obtaining a licence for the use of any place in the market yard/area for the marketing of agricultural produce or for operating there in as a trader, commission agent, broker, processor, weighman, measurer . surveyor, warehouseman or in any other capacity in relation to the marketing of agricultural produce, shall apply in Form ‘A’ or ‘D’ in duplicate to the Secretary of the committee in whose jurisdiction he wishes to carry on his business or marketing of agricultural produce and shall deposit with the committee, the requisite licence fee and requisite security in cash.

The committee or the Director as the case may be, shall grant the licence within sixty days of the receipt of application.  If such grant or renewal is not done or refused within sixty days of receipt of the application, it shall be deemed to have been granted or renewed.

Grant of licence is not a major function of this marketing committee therefore flow process chart is not prescribed.  Hardly five to ten licencees are issued in a year. However time frame of issue of licence has been described in the above para.
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Norms set for the discharge of functions

(Section 4(1)(b)(iv)

Details of norms and standards set out can be given in respect of various activities.  Some of the norms are indicated below as an illustration:-

ILLustration

	Sl.No.
	Activity
	Time frame/Norm
	Remarks

	1.
	Diary of letter
	3 minute per letter 


	

	2.
	Dispatch of letter 
	5 minutes per letter 
	Registered dak including entry in messenger book

	3.
	Typing Job
	30 pages per day
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Rules, regulations, instructions, manuals and records for discharging functions

(Section 4(1)(b)(v)

List of regulations, instructions, manuals and records

	Sl.No.
	Name of the act, rules regulations etc
	Brief gist of the contents
	Reference no. if any
	Price in case of priced publications

	1.
	DAPM®ACT, 1998
	An Act to provide for the better regulation of marketing of agricultural produce and the establishment of markets for agricultural produce in the National Capital Territory of Delhi and for matters connected therewith or incidental thereto.
	Notification No.F.14/11/98-LAS/186 dated 2.6.1999.    
	Akalank publications Rs.125/-

	2.
	DAPM® General Rules 2000
	
	Notification no.F.8/12/2000/DAM/MR(1)/4380-4403 Dated 10.11.2000
	     -do-
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A statement of the categories of documents that are held by it for under its control

(Section 4(1)(b)(vi)

A statement of the categories of documents held

	S.No.
	Nature of Record
	Details of information available
	Unit/section where available
	Rentention period, where available

	
	   List attached at annexure –II
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Particulars of any arrangement that exists for consultation with or representation by the members of the public in relation to the formulation of its policy of implementation

(Section 4 (1)(b)(vii)

	S.No.
	Name and address of the consultative committees/bodies
	Constitution of the committee/body
	Role and responsibility
	Frequency of meetings

	
	     N/A
	N/A
	   N/A
	     N/A
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A Statement of boards , council, committees and other bodies

(Section 4(1)(b)(viii)

List of boards, councils, committees etc.

	S.No.
	Name and address of the body
	Main functions of the body
	Constitute  of the body
	Date of constitution

	     1  
	         2
	        3
	        4
	      5

	      N/A
	        N/A
	        N/A
	    N/A
	     N/A


	Date up to which valid
	Whether meeting open to public
	Whether minutes accessible to public
	Frequency of meeting
	Remarks

	        6
	          7
	         8
	        9
	     

	       N/A
	      N/A
	      N/A
	       N/ A
	     N/A
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Directory of officers and employees

(Section 491)(b)(ix)

Directory

	Sl.No.
	Name and designation
	Office Phone No. 
	E mail address



	1.
	Sh. Ishwar Singh Dagar, Administrator   
	2801723
	     -

	2.
	Sh.R.S.Solanki,Secretary
	28016370

28016412
	      -
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The monthly remuneration received by each of the officers and employees, including the system of compensation as provided in the regulations

(Section 4(1)(b)(x)

	S.No.
	Name and Designation
	Pay scale/Monthly remuneration

	
	                       N/A
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The budget allocated to each agency

(Section 4(1)(b)(xi))

Non-plan budget

	Major head
	Activities to be performed 
	Sanctioned budget 
	Budget estimate
	Revised estimate
	Expenditure for the lasy year

	
	
	
	
	
	


Plan budget

	Name of the plan scheme 
	Activities  to be under taken
	Date of commencement 
	Exprected date for completion
	Amount sanctioned
	Amount disbursed/spent

	
	
	Attached at Annexure--III
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The manner or execution of subsid program

(Section 4(1)(b)(xii))

List of institutions given subsidy

	S.No.
	Name and address of the institution
	Purpose for which subsidy provided
	No. of benefificaries
	Amount of subsidy
	Previous years utilization progress
	Previous years achievements

	
	
	
	N/A
	
	
	


List of individuals given subsidy

	S.no.
	Name and address of the beneficiary
	Purpose for which subsidy provided
	Amount of subsidy
	Scheme and criterion for selection
	No. of time subsidy given in past with purpose

	
	
	    N/A
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Particulars of recipients of concessions, permits or authorizations granted

(Section 4(1)(b)(xiii))

List of beneficiaries

	S.No.
	Name and address of the beneficiary
	Nature of concession/permit/

Authorization provided
	Purpose for

Which granted
	Scheme and 

Criterion for selection
	No.of times similar concession given in past with purpose

	
	
	          N/A
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Information available in an electronic form

(section 4(10(b)(xiv))

Details of information

	S.No.
	Activities for which electronic data available
	Nature of information available 
	Can it be shared with public
	Is it available on website or is being used as back end data base

	
	
	N/A
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Partuculars of facilities available to citizens for obtaining information

(Section 4(1)(b)(xv)

Facilities available for obtaining information

	S.No.
	Facility available
	Nature of information available
	Working hours

	1.
	Information counter
	   N/A
	

	2.
	Website
	Daily wholesale prices and arrivals are feeded in the website of DMI  agmarnet.nic.in
	Always time on website

	3.
	Library
	   N/A
	

	4.
	Notice Board
	     Daily whole sale prices 
	On notice board at exit gate
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Name designation and other particulars of public Information Officers

(Section 4(1)(b)(xvi))

List of Public Information Officers

	S.No.
	Designation of the officer designated as PIO
	Postal address 
	Telephone no.
	e-mail address
	Demarcation of area/activities , if more than one PIO is there

	
	
	   N/A
	
	
	


List of Assistant Public Information Officers

	S.No.
	Designation of the officer designated as Assistant PIO 
	Postal address
	Telephone no. 
	e-mail address

	
	
	N/A
	
	


First appellate authority with in the department

	S.No.
	Designation of the officer designated as first appellate authority
	Postal address
	Telephone no.
	e-mail address
	Demantation of area/activities , if more than one appellate authority is there

	
	
	
	N/A
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Other information as may be prescribed

(Section 4(1)(b)(xvii))


              N/A

1 Market Secretary :-

The Secretary shall be the executive officer of the committee and the custodian of all the records and property of the market committee and shall exercise and perform the  power and duties as per the provisions of the  Act,  Rules and Bye laws.

2.
Deputy Secretary :-

Presently there is no Deputy Secretary posted in this committee

3.
Asstt. Secretary-I

Supervision and control over the filled staff as well as office staff Incharge of establishment Branch , caretaking branch and legal branch.

4. Asstt. Secretary-II

Look after the work of License branch, gates enforcement , survey of unauthorized traders in the market area . AS-II also look after the work of dissemination of market information caretaking ,sanitation of security branch.

5. JAO/AAO

All over supervision and control over the accounts branch.

6. Head Clerk

keep and maintain the service records of the staff , service book, leave record , personal files etc.

7. Accountant 

Keep and maintain the ledger , cash book , audit record , Income and expenditure etc.

8. Computer operator

Generates the data in computer and take the printout of the letters and statement.

9. UDC(A/c)

Maintain the record of Income and expenditure payment of bills, market fee register ledger etc.

    10
UDC(G)

Licence Branch and look after the work of stock and store .

    11.
Mandi Supervisor 

Shift incharge at entrance and exit gate to keep and maintain the record of arrive wholesale prices .Prepare monthly and reports.

12. Security Supervisor

Incharge of Security guard who regulate the movement of vehicles in the market yard.

13. Jr. Steno

To take dictation preparation of board letter etc.

14. LDC:

Diary dispatch, and process files personal files of the staff.

15. Security guards

Controls the movement of vehicle in the market yards.
Organisation chart of the APMC, Najafgarh,

	Chairman/Administrator


	Market Secretary


	Deputy Secretary


	JAO                                              Asstt. Secretary-I               
                 head Clerk

	Accountant
	Asstt.Secretary-II
	UDC,Computer Operator

	UDC(acct)
	Mandi Supervisor
	Jr.Steno.LDC,Drivers

	Cashier


	SI/FC/AR
	

	
	Security Supervisor,S.Guard
	

	
	Gateman/Peon, Waterman,
	

	
	Mali,Safaikaramchari
	


