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Chapter1 

 

Introduction 
 

In order to promote openness, transparency and accountability in 

administration in government, the Parliament of India has enacted the “Right to 

Information Act, 2005” (RTI), which enables a citizen of India to secure access to 

information under the control of ‘public authorities’ as defined under the Act.  The 

purpose of this Handbook is to provide information on the objectives, functions and 

duties of the Department of Fertilizers.  This Handbook is to serve as a useful source 

to any citizen of India desirous to know overall information regarding the Department 

of Fertilizers.  The scope of information available in this Handbook is outlined in the 

Index. 

   
2. For securing information under sub-section (1) of section 6 of RTI Act, the 

request/application addressed to concerned Public Information Officer or Assistant 

Public Information Officer can be handed over at the counter opened for this purpose 

at the Facilitation Counter of the Ministry of Chemicals & Fertilizers near Gate No. 3 of 

Shastri Bhavan, New Delhi.  The application should be accompanied by an application 

fee of rupees ten by way of cash against proper receipt or by demand draft or 

banker’s cheque payable to the ‘Pay & Accounts Officer, Department of Fertilizers’. 

 
3. For securing information under sub-section (1) and/or subsection (5) of section 

7 of RTI Act, the fee shall be charged by way of cash against proper receipt or by 

demand draft or banker’s cheque payable to the ‘Pay & Accounts Officer, Department 

of Fertilizers’ at the following rates: - 

 
(a) Rupees two for each page (A-4 or A-3 size paper) created or copied; 

(b) Actual charge or cost price of a copy in larger s ize paper; 

(c) Actual cost or price for samples or models;  

(d) For inspection of records, no fee for the first hour; and a fee of rupees five for 
each fifteen minutes (or fraction thereof) thereafter; 

 
(e) For information provided in diskette or floppy, rupees fifty per diskette or floppy; 

and 
 
(f) For information provided in printed form at the price fixed for such publication or 

rupees two per page of photocopy for extracts from the publication. 
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Particulars of Organization, Functions and Duties 
 
 

2.1 Objective/purpose of the public authority. 
 

• Provision of inputs in terms of inorganic and organic fertilizers with a view to  
achieve sustainable growth in agriculture sector. 

• Reasonable and optimum level of self-sufficiency in domestic production of 
fertilizers. 

• Promotion of judicious mix of chemical fertilizers usage in terms of availability 
and affordable prices of inputs. 

• Easy availability of bio-fertilizer for extension of organic farming in the country. 
 
 
2.2 Mission / Vision Statement of the public authority.  
 

• Strutctural reforms in the fertilizer sector including technological upgradation to 
make it efficient and price competitive by international standards within the 
broad framework of available feedstock and other raw materials. 

• Making available fertilizers to farmers at the door steps on affordable prices. 
• Promote balanced application of main fertilizer nutrients. 

 
 
2.3 Brief history of the public authority and context of its formation. 
 

Department of Fertilizers comes under the ambit of Ministry of Chemicals and 
Fertilizers. This Department earlier used to be named as Department of Chemicals & 
Fertilizers. The genesis of the Department of Chemicals and Fertilizers can traced to 
the erstwhile Ministry of Production in the fifties. During that time, while "Fertilizer" 
subject was being dealt as a part of the Section, the subject matter of "Chemicals" 
was assigned to Ministry of Commerce and Industry.  
The importance of the fertilizer and chemical sectors was recognized in 1963 when 
the subjects concerned were placed in one Department in the newly set up Ministry of 
Petroleum and Chemicals. In 1975, with the appointment of a separate Cabinet 
Minister for Chemicals & Fertilizers, the Ministry of Chemicals & Fertilizers comprising 
the Department of Petroleum and the Department of Chemicals & Fertilizers came into 
being. 
 

A separate Ministry of Chemicals & Fertilizers came into existence in 
September, 1982 headed by a Cabinet Minister who is assisted by Minister of State. It 
was part of the Ministry of Agriculture till 1984. In June, 1991, it become part of newly 
created Ministry of Chemicals & Fertilizers. Department of Fertilizers came into 
existence as a separate Department in September, 1985 consequent upon the 
bifurcation of the then Ministry of Chemicals & Fertilizers. Thereafter, this Department 
was brought under the ambit of Ministry of Agriculture for a short duration. However, 
the earlier position was restored in 1992.  
 
 



2.4 Main activities/functions of the public authority.  
 

• Medium and Long Term Fertilizer Policy.          
• Planning for fertilizer production domestically and imports of controlled fertilizer. 
• Allocation and supply linkage for movement and distribution of urea to all the 

States in terms of assessment made by the     Department of Agriculture and 
Cooperation. 

• Administration of financial concessions/support for controlled and decontrolled 
fertilizers including periodic revision in          retention price for urea, concession 
rate for decontrolled fertilizers; besides, costing and pricing of such fertilizers.  

• Administration of the Fertilizers (Movement Control) Order, 1973. 
• Planning, production and the usage of bio-fertilizer, micro-nutrient and organic 

manure/municipal waste in the country. 
• Administrative responsibility of public enterprises and Cooperative Sector 

Undertakings of the fertilizer sector. 
 
 
2.5 Mechanism available for monitoring the public grievance resolution. 
 

This Department is committed and ever alert to redress grievances in a 
responsible and effective manner. The silent measures are: 
 

• A Grievances Cell has been set up in the office of Shri Ram Vilas Paswan, 
Minister for (Chemicals & Fertilizers and Steel) for any complaints / suggestions 
relating to availability, quality, price etc. of fertilizers. The Citizens are  free to 
lodge complaint / suggestion at toll free help line No. 1600-114400. 

 
• Joint Secretary (Administration) functions as Joint Secretary (Public 

Grievances) in order to ensure expeditious redressal of grievances.  On every 
Wednesday between 10.00 A.M. and 1.00 P.M., the public can meet the 
Grievance Officer with regard to their grievances and complaints (Tele No.. 
2338481, Room No. 111-B Wing, Shastri Bhawan, New Delhi). 

 
 
2.6 Addresses of the main office and other offices at different levels.  
 
 
2.7 Office hours - five days week (Monday to Friday). 

 
Morning hours of the office: 9.00 AM  

        Closing hours of the office : 5.30 PM 
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Powers and Duties of Officers and Employees 
 
 

3.1. Please provide details of the powers and duties of officers and employees of the 
organization. 

 
 
 

CHANNEL OF SUBMISSION OF CASES 
 

Subject Existing channel of submission 

Quarterly reports on 
personnel matters to 
DoPT 

SO --à US -à DS -à JS (A&M) 

Monthly report for DPC 
proposals pending with 
UPSC 

SO --à US -à DS -à JS (A&M) 

Bi- monthly report 
regarding foreign visits 
by Minister and 
Government officers 
sent to Ministry of 
Finance 

SO --à US -à DS -à JS (A&M) 

GPF (Advance & 
Withdrawal) upto 50 % 
or 3 / 6 months salary 
whichever is less 

Acctt. --à SO --à US -à DS  

GPF (Advance & 
Withdrawal) upto 90 %  

Acctt. --à SO --à US -à DS -à JS 
(A&M) -à Secretary (F) 

Medical reimbursement Acctt. --à SO --à US -à DS  

Legal payments Acctt. --à SO --à US -à DS  

All Gazetted Group ‘A’ & 
‘B’ appointments 

SO --à US -à DS -à JS (A&M) à 
Secretary (F) -à Minister (C&F&S) 

All Non Gazetted Group 
‘B’ & ‘C’ appointments  

SO --à US -à DS -à JS (A&M) à 
Secretary (F)  

All Group ‘D’ 
appointments 

SO --à US -à DS  

Representations against 
service matters  

Dealing Hand -à SO --à US -à DS -
à JS (A&M) 



1 All Coordination / miscellaneous 
nature of work on the behalf of 
Department of Fertilizers. Reports and 
returns of the policy of the government 
with regard to reservation for SC, ST, 
OBC, Ex- Servicemen and Physically 
Handicapped persons. 

 
 
SO>US>DS 

2 Recommendations of different 
Commissions / Committees / Ministry 
of Home Affairs, Ministry of Welfare 
relating to welfare of these classes and 
other related matters concerning to 
Department, its attached office and 
PSUs .  

 
 
 
SO>US>DS>JS 

3 Participation in Trade Fairs & 
Exhibition by Public Undertakings. 

SO>US>DS>JS 

4 General Circulars from different 
Ministries / Departments. 

SO>US>DS>JS 

5 Issue of passes for Independence Day 
/Republic Day / Other government 
functions. 

 
SO>US>DS 

6 Various types of awards SO>US>DS>JS>Sec.(F)>M(C&F) 
7 Preparation & Consolidation of 

material for the annual report of the 
Department.  

SO>US>DS>JS>Sec.(F) 

8 Achievements of the DOF during the 
year. 

SO>US>DS>JS>Sec.(F)>M(C&F) 

9 Material for President’s / PM’s / FM’s 
speech. 

SO>US>DS>JS>Sec.(F)>M(C&F) 

10 Representations relating to personal 
matters like transfer, appointment, 
promotion etc., (excluding vigilance 
matters) received from individuals / 
employees / unions of PSUs and Coop. 
Societies and through MPs / MLAs / 
Ministers and other VIPs. 

 
 
 
SO>US>DS>JS>Sec.(F)>M(C&F) 

11 All O&M work and record 
management. 

SO>US>DS 

12 IFC in-charge & its related work.  SO>US>DS 
1. Fertilizer Five Year Plans  Sr. AD>US> Economic 

Adviser>Secretary>M(C&F) 
2. Neem coated Urea Sr. AD>US> Economic 

Adviser>Secretary 
3. Work relating to Bio-fertilizers, 

micro-nutrients and solid waste 
management 
 

Sr. AD>US> Economic 
Adviser>Secretary 

4. Techno-economic Clearance  Sr. AD>US> Joint Adv.>Economic 
Adviser>Secretary 



5. Quarterly Review Meetings  Sr. AD>US> Economic 
Adviser>Secretary 

6. Quarterly Performance Review 
(QPR) 

Sr. AD>US>Economic 
Adviser>Secy. 

1. Material for Annual Report of  
DOF 

DO>Dir>JS(F) 

2. Material for Performance Budget DO>Dir>JS(F) 
3. Unstarred Qn. DO>Dir>JS(F)>MOS(C&F) 
4. Starred Qn.& Notes for 

Supplementary 
DO>Dir>JS(F)>Secy>M(D&F) 

5. Parliament Assurance  
(i) Extension 
(ii) Fulfillment  

DO>JS(F)>M(C&aF>MOS(C&F) 

6. Matters raised under Rule 377 DO>Dir>JS(F)>Secy 
7 C&AG draft audit para DO>Dir>JS(F)>JS&FA 
8. Audit para of Inspection Report 

(Internal Audit) 
DO>Dir>JS(F) 

9. ATN on C&AG’s Report DO>Dir>JS(F) 
10. Cabinet/CCEA/CCD/GOM 

 
COS Notes 

DO>Dir>JS(F)>Secy>MOS(C&F)>M
(C&F) 
 
DO>Dir>JS(F)>Secy>MOS(C&F)>M
(C&F) 

11. Release of funds PSUs DO>Dir>JS(F) 
12. VIP references DO>Dir>JS(F)>M(C&F)/MOS(C&F) 
13. Representation from 

Unions/Associations  
DO>Dir>JS(F) 

14. Furnishing of factual information 
- other Deptts  
-  /within the Departments 

 
 
DO>Dir 
DO>Dir 

15. SFC/Plan Expenditure DO>Dir>Jt.Adv>JS(F) 
16. Project Progress Monitoring DO>Dir>JS(F) 
17. ATN/Follow up action on 

decisions of Joint 
Commissions/Working Groups 

DO>Dir>JS(F)>Secy 

18 IEMs of Companies DO>Dir>JS(F) 
19. Progress of Plan Fund utilization DO>Dir>JS(F) 
1. Monthly Performance SO>US>EA>Secy 
2. Approval of Government Review-Annual 

Report of PSUs  
SO>US>Dir>JS(F)>M(C&F) 

3. Authentication of Govt. Review-Annual 
Report of PSUs  

SO>US>Parl.Asstt>M(C&F) 

4. Material for Annual Report of DOF SO>US>Dir>JS(F) 
5. Material for Peformance Budget SO>US>Dir>JS(F) 
6. Unstarred Qns. SO>US>Dir>JS(F)>M(C&F) 
7. Starred Qn. & Notes for Supplementaries SO>US>Dir>JS(F)>Secy>M(C&F) 
8. Parliament Assurance  

(i) Extension in time 
(ii) Fulfilment 

 
SO>US>JS(F)>M(C&F) 
SO>US>Dir> JS(F)>M(C&F) 



9. Matters raised under Rule 377 SO>US>Dir>JS(F)>Secy>M(C&F) 
10. C&AG’s draft audit para SO>US>Dir>JS(F)>AS&FA 
11. Audit para of Inspection Report (Internal 

Audit) 
SO>US>Dir>JS(F) 

12. ATN on C&AG’s Report SO>US>Dir>JS(F)>AS&FA 
13. Work relating to Parliamentary 

Committee 
SO>US>Dir>JS(F)>Secy 

14. Cabinet/CCEA/CCD/GOM 
 
COS Notes 

SO>US>Dir>JS(F)>Secy>M(C&F) 
 
SO>US>Dir>JS(F)>Secy>M(C&F) 

15. Proceedings before BIFR SO>US>Dir>JS(F)>Secy 
16. COD Cases SO>US>Dir>JS(F) 
17. Material for Budget SO>US>Dir>JS(F) 
18. Release of funds to PSUs  SO>US>Dir>JS(F)>AS&FA 
19. VIP References  SO>US>Dir>JS(F)>M(C&F) 
20. Representation from Unions/Associations  SO>US>Dir>JS(F) 
21. MOUs SO>US>Dir>JS(F)>Secy 
22. Allotment of shares of PSUs to officials of 

DOF 
SO>US>JS(F) 

23. Appointment of President’s nominee for 
AGM 

SO>US>Dir>JS(F) 

24. Furnishing of factual information  
– other Deptts 
– /within the Departments 

 
 
US>Dir 
US>Dir 

25. Progress of Plan/Non-Plan Fund 
utilization 

SO>US>Dir>JS(F) 

 
 
Sl.N
o. 

Work 
aspect/issue 

Procedure of examination for 
disposal 
 

Channel of submission Decision 
taking level 

1. “On Account” 
payment of 
concession 

Claims submitted in prescribed 
pro-formae and the 
accompanying 
papers/documents are 
processed and scrutinized with 
reference to the relevant 
guidelines /circulars and the 
applicable base rate  

Dealing Asstt. / AD / 
US(Concession) / 
DS(Concession) 

DS(Con-
cession) 

2. “Differential” 
payment of 
concession 

Claims in this regard submitted 
by the companies are 
processed and scrutinized with 
reference to the final quarterly 
rate vis-à-vis the base rate on 
the basis of which “On Account” 
payments were made  

Dealing Asstt. / AD / 
US(Concession) / 
DS(Concession) 

DS(Con-
cession) 

3. “Balance” (final 
settlement) 
payment of 
concession 

Claims in this regard submitted 
by the companies in Proforma-
D are examined with reference 
to Sales-certification in 
Proforma-B received from the 
State Governments/UTs  

Dealing Asstt. / AD / 
US(Concession) / 
DS(Concession)/JS 
(A&M) /AS&FA 

AS&FA 

1. Furnishing 
material for 
annual 

Updated material is 
compiled and put up in 
draft form for approval. 

SO/DO>DIR(F)> 
JS(F) 

JS (F) 



report of the 
Department 

2. Furnishing 
material for 
incorporation 
in India 
Reference 
Annual, 
Economic 
Survey, 
Economic 
Editors’ 
Conference 

Updated material is 
compiled and put up in 
draft form for approval. 

SO/DO>DIR(F)> JS 
(F) 

JS (F) 

3. Furnishing 
Briefs to 
PMO and 
Ministry of 
Parliamentar
y Affairs on 
important 
issues likely 
to be raised 
in the 
Parliament 
during 
Budget, 
Monsoon 
and Winter 
Sessions. 

Updated material is 
compiled and put up in 
draft form for approval. 

SO/DO>DIR(F)> 
JS(F)>Secretary 

Secretar
y 

4. Reply to 
Unstarred 
Questions of 
Lok Sabha 
and Rajya 
Sabha  

Draft Reply is prepared 
and put up for approval. 

SO/DO>DIR(F)> 
JS(F)>Minister 
(C&F) in case there 
is no MOS(C&F) in 
position.  

Minister 
(C&F) in 
case 
there is 
no 
MOS(C&
F) in 
position.  

5. Reply to 
Starred 
Question  

Draft Reply is prepared 
and put up for approval. 

SO/DO>DIR(F)> 
JS(F)>Secretary>Mi
nister (C&F)  

Minister 
(C&F)  

6. Extension in 
time for 
fulfillment of 
assurance  

A proposal is put up for 
approval.   

SO/DO>DIR(F)> 
JS(F)>Minister 
(C&F) in case of 
assurance given in 
reply to Starred 
Question, and MOS 
(C&F), if there is one 
in position, in case 
of assurance given 
in reply to Unstarred 

Minister 
(C&F) in 
case of 
assuranc
e given 
in reply 
to 
Starred 
Question
, and 



question.  MOS 
(C&F), if 
there is 
one in 
position, 
in case 
of 
assuranc
e given 
in reply 
to 
Unstarre
d 
question.  

7. Fulfillment of 
assurance.  

A statement for fulfillment 
of assurance is prepared 
for approval.  

SO/DO>DIR(F)> JS 
(F)>Minister (C&F) 
in case of assurance 
given in reply to 
Starred Question, 
and MOS (C&F), if 
there is one in 
position, in case of 
assurance given in 
reply to Unstarred 
question.  

Minister 
(C&F) in 
case of 
assuranc
e given 
in reply 
to 
Starred 
Question
, and 
MOS 
(C&F), if 
there is 
one in 
position, 
in case 
of 
assuranc
e given 
in reply 
to 
Unstarre
d 
question.  

8. Matters 
raised under 
Rule 377 

A draft OM conveying the 
Department’s position is 
prepared and put up for 
approval.   

SO/DO>DIR(F)> 
JS(F)>Secretary 

Secretar
y  

9. Work 
relating to 
Parliamentar
y 
Committees  

Draft replies to the list of 
points are prepared and 
put up for approval.  

SO/DO>DIR(F)> 
JS(F)>Secretary 

Secretar
y  

10. Formulation 
of Policy for 
urea units  

A draft Note for Cabinet 
/CCEA is prepared.   

DIR (F)>JS(F)> 
Secretary> Minister 
(C&F) 

Cabinet 
/CCEA 



11. VIP 
references  

Draft reply is prepared and 
put up for approval.  

SO/DO>DIR(F)> 
JS(F)> 
Minister (C&F) 

Minister 
(C&F) 

12. Representati
ons from 
urea 
companies/ 
associations/
unions 
/individuals  

Draft reply is prepared and 
put up for approval.  

SO/DO>DIR(F)> JS 
(F) 

Joint 
Secretar
y (F)  

13. Furnishing of 
factual 
information 
to other 
Ministries / 
Departments 
or other 
sections/ 
desks of the 
Department.   

Draft reply is prepared and 
put up for approval. 

SO/DO>DIR (F) DIR (F)  

14. Issue of 
notifications 
for rates of 
concession 
and rates of 
equated 
freight to 
urea units.   

Proposals received from 
Office of FICC are 
examined and put up for 
approval with draft 
sanction letter.  

SO/DO>DIR(F)> 
JS(F)> 
JS&FA/AS&FA> 
JS(F) 

JS (F) 

 Appointmen
t 
of CMD and 
Directors in 
PSUs. 

(i) Vacancy is intimated 
by the Department to 
PESB alongwith job 
description. 
(ii) Vacancy is circulated 
by the PESB 
(iii) Candidate is 
selected by PESB based 
on qualities of 
managerial capacity, 
leadership, broad vision 
and the track record 
performance during 
interview. 
(iv) The name of 
candidate recommended 
by PESB conveyed to 
ACC after obtaining the 
approval of Minister.  
(v) After the approval of 
ACC, appointment order 
should issue by the 

Secretary JS(A&M), 
DS(A&V), 
DO(HR-I) 

PESB, 
Minister, 
ACC. 



Department. 
 Appointmen

t of 
Governmen
t Directors 
on the 
Board of 
PSUs.  

(i) Names of the officers 
recommended for 
induction on the Board 
of Directors approved by 
the Minster. 
(ii) Order issued by the 
Department. 

Secretary JS(A&M), 
DS(A&V), 
DO(HR-I) 

Minster 

 Appointmen
t of Non-
official 
Directors 
on the 
Board of 
Directors 

(i) As per DPE 
guidelines, non-official 
directors are drawn from 
the public men, 
technocrats, 
management expert and 
competent and 
professional managers 
in industry and trade 
with high degree of 
proven ability. 
(ii) Selection is made by 
a Search Committee in 
PESB. 
(iii) Finally, names 
approved by the ACC.  
(iv) Order issued by the 
Department. 

Secretary JS(A&M), 
DS(A&V), 
DO(HR-I) 

PES
B 
(Sear
ch 
Com
mitte
e) 
Minis
ter, 
ACC.

 
 

S. No. Work aspect/issue Procedure of examination 
for disposal 

Channel of submission

1. All policy matters pertaining to the 
Concession Scheme of decontrolled P&K 
fertilizers – formulation of new guidelines 
and their implementation. 
 
a) Formulation of New Guidelines. 
 
 
 
 
b) Effecting change in the provisions of 
the Existing Guidelines, if required. 
 
 
c) Implementation of Guidelines. 
 

Based on the policy on 
Concession Scheme of 
decontrolled phosphatic & 
potassic (P & K) fertilizers 
for the relevant period of 
sales. At present guidelines 
dated 5.8.2002 are in vogue 
w.e.f. 1.8.2002.  
 
 
 
 
 

 
 
 
 
 
a) SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F)—Minist
 
b) SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F). 
 
c) SO (MPR)
(MPR)—JC (FSD)
JS (A&M).



2. Work related to Notification of specified 
grades of Rock Phosphates and 
examination of complaints/suggestions of 
rock manufacturers/importers. 

SO (MPR)
(MPR)—JC (FSD)
JS (A&M).
 

3. Inclusion of new units under the 
Concession Scheme of decontrolled P&K 
fertilizers. 

 

SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F). 
 



S. 
No. 

Work aspect/issue  Channel of 
submission

4. Examination of reports received from TAC 
(PDIL) in respect of inspection of 
DAP/NPK Plants – follow up action 
thereof. 

SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F). 
 

5. Examination of reports received from TAC 
(PDIL) in respect of inspection of SSP 
Plants – follow up action thereof. 

SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F). 
 

6. Problems related to Inquiry against SSP 
units located in the States of U.P., Bihar 
and Punjab. 

SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F). 
 

7. Examination of complaints/suggestions of 
manufacturers/importers of P&K 
fertilizers. 

SO (MPR)
(MPR)—JC (FSD)
JS (A&M).

8. Marketing Policy and Examination of 
proposals of marketing arrangements 
 
a) Fomulation of policy for marketing 
arrangements. 
 
b) Examination of proposal on marketing 
arrangements. 

 
 
 
 
SO (MPR)
(FSD)—JS (A&M)
Secretary (F).
 
SO (MPR)
 

9. Examination of reports of non-standard 
P&K fertilizers – follow up action thereof. 

SO (MPR)
(MPR)—JC (FSD)
JS (A&M).
 

10. Matters related to functioning of IPL. 

Based on the policy on 
Concession Scheme of 
decontrolled phosphatic & 
potassic (P & K) fertilizers 
for the relevant period of 
sales. At present guidelines 
dated 5.8.2002 are in vogue 
w.e.f 1.8.2002. 

JC (FSD)



S. No. Work aspect/issue Procedure of examination 
for disposal 

Channel of submiss

11. Works related to Audit. SO (MPR)
(MPR)—JC (FSD)
JS (A&M).
 

12. Court cases/Legal matters. 

Based on the policy on 
Concession Scheme of 
decontrolled phosphatic & 
potassic (P & K) fertilizers 
for the relevant period of 
sales. At present guidelines 
dated 5.8.2002 are in vogue 
w.e.f. 1.8.2002. 

SO (MPR)
(MPR)—JC (FSD)
(A&M). 

13. Standing Committees Matters. --do-- SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F). 
 

14. Parliament Questions & Assurances. 
 
 

--do-- SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F)-Minister (C&F).
 
 
 
 

15. VIP References. SO (MPR)
(MPR)—JC (FSD)
JS (A&M)
(F)-Minister (C&F).
 

16. Reports and Returns pertaining to 
Hindi/O&M etc. 

SO (MPR)

17. Miscellaneous work. 

Based on the policy on 
Concession Scheme of 
decontrolled phosphatic & 
potassic (P & K) fertilizers 
for the relevant period of 
sales. At present guidelines 
dated 1.8.2002 is in vogue. 

SO (MPR)
(MPR)—JC (FSD).

1. Preparation of fortnightly production of Urea & 
DAP 

Data collected from companies are 
compiled in the section. 

R.O./Director(M)/
JS(A&M)

2. Holding of Meetings with Chief Executives of 
Fertilizers Companies for production targets. 

It is a routine matter & meetings 
are arranged before every season. 

R.O./Director(M)/
JS(A&M)

3. Preparation of Monthly Quick estimate of fertilizers Data collected from Companies 
and analysed  in section 

R.O. 

4. Preparation of Monthly D.O. Information are collected from 
different Divisions/Deptt.& 
examining before comply.  

R.O./Director(M)/
JS(A&M)

5. Preparation of Monthly Summary for Cabinet Data collected from companies are 
compiled in the section. 

R.O./Director(M)/
JS(A&M)/Secy.(F)

6. Preparation of Company-wise, season-wise 
Production estimate of fertilizers for ECA 
allocation. 

As mentioned at sl. No. 3 above. R.O. 

7. Examination of request from Companies for ECA 
allocation. 

Request are considered on the 
basis of their capacity. 

R.O./Director(M)
 



8. Parliament Questions:- 
(a) Starred 

Information are collected from 
different Divisions/Deptts.& 
examining before comply.  

R.O./Director(M)/
JS(A&M)/Secy.(F)
 

 (b) Unstarred As mentioned at Sl. No. 8(a). R.O./Director(M)/
JS(A&M)

9. Preparation of information for all  V.I.P. references.  In view of the nature of 
information material is prepared. 

R.O./Director(M)/
JS(A&M)

10. Preparation of materials for Consultative 
Committee/ Standing Committee/Technical 
Committees. 

As mentioned above at Sl. No. 8. R.O./Director(M)/
JS(A&M)

11. Preparation of information/materials for Annual 
Report. 

Material including 
statements/tables are prepared on 
the basis of data 
collected/available. 

R.O./Director(M)
 

12. Analysis of data for  facilitating Senior Officers for 
taking strategic decisions, formation of policy, 
briefs/analytical note on fertilizers as and when 
required. 

 

Different type of data is analysed 
and being furnished in different 
type of tables. 

R.O./Director(M)
 

13. Preparation of note on Audit para(s). As per requirement. R.O./Director(M)
 

14. Miscellaneous reports/returns to O&M, Hindi and 
G.C Section. 

As per requirement. R.O. 

 
 
 

Work allocation, channel of submission and level of disposal. 



Chapter - 4 (Manual 3) 

 

Rules, Regulations, Instructions, Manual and 
Records, for Discharging Functions 

 
 
(i) Name & Title of Documents : Memorandum & Articles of Association of following PSUs :- 
 

(i) Fertilizer & Chemicals Travancore Ltd. (FACT)  
(ii) Fertilizer Corporation of India Ltd., (FCI),  
(iii) Hindustan Fertilizer Corporation Ltd., (HFC),  
(iv) Madras Fertilizers Limited (MFL),  
(v) National Fertilizers Ltd. (NFL),  
(vi) Projects & Development India Ltd. (PDIL),  
(vii) Rashtriya Chemicals & Fertilizers Ltd. (RCFL),  
(viii) Pyrites, Phosphates & Chemicals Ltd. (PPCL), 
(ix) Brahmaputra Valley Fertilizer Corporation Ltd.(BVFCL),  
(x) FCI Aravally Gypsum and Minerals India Ltd., (FAGMIL)  

 
(2) Type of the Document : Regulations 
 
(3) Brief Write-up on the  : Main objectives for which  
 Document company established and running the affairs  
  of the company  
   
(4) From where one can get  : DoF & Offices of the respective  

a copy of rules, regulations,   companies (addresses are  
Instructions manual and  available on the website of the  
Records  DoF & concerned Company)                 

 
(5) Fee charged by the depatt.  :  - 

for a copy of rules, reg. 
instructions, manual and  
records (If any) 

 



 

Rules, Regulations, Instructions, Manual and Records, for Discharging Functions 

 
(i) Name & Title of Documents :  
 
v Guidelines/Procedure on the Composition of Boards of Directors, Appointments, Service 

Conditions 
v etc., of PSUs. 
v Operational modalities to be observed by the Board for Reconstruction of Public Sector 

Enterprises (BRPSE) and concerned Ministries  in the matters of Revival/ 
Restructuring/Closure of Central PSEs issued by the Department of Public  Enterprises. 

v Policy on Disinvestment of CPSEs issued by the Department of Disinvestment.  
v Multi-State Cooperative Societies Act, 2002 
v Sick Industrial Companies (Special Provision), Act, 1985 
v Bye-Laws of  KRIBHCO  
v Companies Act, 1956      

 
 
(2) Type of the Document :  Instructions 
 
(3) Brief Write-up on the  : Guidelines contained procedure to be followed in respect 
 Document  of appointment of CMDs/MDs/Directors and service matters. 
   
   
(4) From where one can get  : Department of Public Enterprises /DoD/ KRIBHCO/ Min. of  

a copy of rules, regulations,    Company Affairs 
Instructions manual and   

 Records  
           

 
(5) Fee charged by the depatt.  :  - 

for a copy of rules, reg. 
instructions, manual and  
records (If any) 

 
 

4.1 Please provide list of rules, regulations, instructions manuals and records, held by public 
authority or under its control or used by its employees for discharging functions as per the following 
format for each type of document. 
 
 
Name / title of _________________  Type of the document  
the document     

Choose one of the types given below, 
      (Rules, Regulations, Instructions, 
        Manual, Records, Others) 
 

 



Brief Write-up on the Document 
 
 
 
 
From where one can get a copy of rules, regulations, Address: 
Instructions, manual and records                     _____________ 
         Telephone No:_________ 
          Fax: ________________ 
         E_ mail:______________ 
         Others:______________ 
 
Fee charged by the department for a copy of rules, 
Regulations, instructions, manual and records (If any) 
 
 
 
 



Chapter 5 (Manual -4) 

 

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 or 

implementation thereof 
 
 
 

Formulation of Policy 
 
5.1. Whether there is any provision to seek consultation / participation of public or its representatives 

for formulation of policies ? If there is, please provide details of such policy in following format. 
 
Sr. No. Subject / Topic  Is it mandatory  

to ensure public 
participation (Yes / No) 

Arrangements for seeking 
public participation 

 
 
 
 
 
 

   

 
This will help a citizen understand on what basis public participation in formulation and 
implementation of policy matters is decided upon. 
 
Implementation of Policy 
 
5.2. Whether there is any provision to seek consultation / participation of public or its representatives 

for formulation of policies ? If there is, please provide details of such policy in following format. 
 

Sr. No. Subject / Topic  Is it mandatory  
to ensure public 
participation (Yes / No) 

Arrangements for seeking 
public participation 

 
 
 
 
 
 
 
 

   

 
 

Chapter 6 (Manual -5) 

 

A statement of the categories of documents that are 
held by it or under its control 

 



 
6.1. Use the format given below to give the information about the official documents. Also mention 

the place where the documents are available for e.g. at secretariat level, directorate level, 
others (Please mention the level in place of writing Others). 

 
Sr. No. Category of 

the document 
Name of the 
document and its 
introduction in 
one line 

Procedure to obtain 
the document 

Held by / under 
control of 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    

 



Chapter 7 (Manual - 6) 

 

A statement of boards, council, committees and 
 other bodies constituted as its part 

 
 
 

7.1. Please provide information on Boards, Councils, Committees and Other  
       Bodies related to the public authority in the following format: 
 

a) Name and address    : Boards of Directors in respect of PSUs  
of the Affiliated Body   details in Annexure-I 
 

b) Type of Affiliated Body   : Board 
(Board, Council, Committees,  
Other Bodies) 
 

c) Brief Introduction of the Affiliated :  The Boards of Directors of PSUs is a  
Body (Establishment Year,   Executive Body for running the company’s  
Objective / Main Activities)    
 

d) Role of the Affiliated Body   : Executive 
(Advisory / Managing / Executive  
/ Others) 
 

e) Structure and Member   : Details see in Annexure-I 
Composition 
 

f)  Head of the Body   : CMD 
 

g) Address of main office and its  : Details see in Annexure-I 
Branches  
 

h) Frequency of Meetings  : Annual General Meeting is held by the  
Company within 6 months after expiry of each 
financial year, all other meetings of the company is 
called extra ordinary general meetings and has no 
fixed frequency  

 
i) Can public participate in the  : Only shareholders & invitees are permitted 

meetings?     to participate in AGM. 
 

j) Are minutes of the meetings  : Yes 
prepared? 
 

k) Are minutes of the meetings  : See the website concerned PSUs  
available to the public? If yes  
please provide information about  
the procedure to obtain them. 

 





FERTILIZER INDUSTRY COORDINATION COMMITTEE

A PROFILE OF THE ORGANISATION & IT'S ACTIVITIES

BACKGROUND

• To ensure that the farmers get urea at a fixed MRP the difference between the cost of 
production and the pre-determined MRP is subsidized by the Government. 

• The Retention Price Cum Subsidy Scheme (RPS) for indigenous nitrogenous fertilizer units 
was introduced by the Government of India in November 1977 based on the Marathe
Committee Report.  

• Retention Price Scheme lasted till the year 2003. 

• A New Pricing Scheme incorporating Group based concession to urea units has been 
implemented w.e.f. 1st April 2003. 



Constitution of FICC
The Fertiliser Industry Coordination Committee (FICC), constituted on 1.12.1977  to administer and operate 

the system of retention prices was reconstituted on 13.3.2003 to administer the New Pricing Scheme for Urea.  It 
consists of the following members :

1. Secretary( Fertilizers) Chairman

2. Secretary, Dept. of Agriculture & Cooperation Member

3. Secretary, Dept. of Expenditure Member

4. Secretary, Dept. of Industrial Policy and Promotion Member

5. Chairman, Tariff Commission Member

6. Secretary, Ministry of Petroleum & Natural Gas Member

* Two members from Industry. Present members :

7. B.D.Sinha, MD, Kribhco

8. Prasad R. Menon, MD, Tata Chemicals Ltd. Member

9. AS & Executive Director, FICC Member-Secretary

The FICC Office is an attached office of the Department of Fertilizers and is headed by an AS & Executive Director, who is  
the Member-Secretary of the FICC.

Member



Functions

The scope and functions of  the FICC  are as under :

§To determine the group concession rates including freight rates and other 
related parameters for units manufacturing nitrogenous fertilisers;
§To maintain accounts and to make payments to and to recover amounts 
from fertilizer companies;
§To undertake costing and other technical functions;
§To collect and analyse periodic production and consumption data and costs 
and other information;
§To review the concession rates periodically and to make adjustments in 
concession rates, wherever necessary, with the prior concurrence of the 
Government.
§To undertake the examination necessary for determining the concession 
rates for future periods;
§To deal with such references as may arise pertaining to the New Pricing 
Scheme.
§To undertake such other functions as the Government may entrust to the 
Committee from time to time.



Chapter 8 (Manual - 7) 

 

The names, designations and other particulars of  
the Public Information Officers 

 
 

8.1. Please provide contact information about the Public Information Officers,       
Assistant Public Information Officers and Departmental Appellate Authority of 
the Public authority in the following format 

 
Name of the Public Authority : 
Assistant Public Information Officers : 
 

Ph. No. Sr. 
No. 

Name Designation S.T.D. 
Code Office Home 

Fax E-mail Address 

        
 
 

 

 
Public Information Officers: 
 

Ph. No. Sr. 
No. 

Name Designation S.T.D. 
Code Office Home 

Fax E-mail Address 

         
 
 
 

 
Department Appellate Authority: 
 

Ph. No. Sr. 
No. 

Name Designation S.T.D. 
Code Office Home 

Fax E-mail Address 

         
 
 
 

 
 



Chapter 9 (Manual 8) 

 

Procedure followed in Decision Making Process 
 
9.1 What is the procedure followed to take a decision for various matters ?  
      ( A reference to Secretariat Manual and Rule of Business Manual, and other  
      rules/ regulations etc can be made) 
 
9.2 What are the documented procedures / laid down procedures/ Defined Criteria 
      /Rules to arrive at a particular decision for important matters? What are  
     different levels through which a decision process moves? 
 
9.3 What are the arrangements to communicate the decision to the public? 
 
9.4 Who are the officers at various levels whose opinions are sought for the 
      process of decision making? 
 
9.5 Who is the final authority that wets the decision ? 
 
9.6 Please provide information separately in the following format for the important 

matters on which the decision is taken by the public authority  
 
 
Sl. No.  
Subject on which the decision is to be 
taken 

 

Guideline / Direction, If any  
Process of Execution  
Designation of the officers involved in 
decision making 

 

Contact information of above mentioned 
officers 

 

If not satisfied by the decision, where and 
how to appeal. 

 

 
 



Chapter 10 (Manual -9) 

Directory of Officers and Employee (Click here)  

 
10.1 Please provide information district wise in following format 
 

Ph. No. Sr. 
No. 

Name Designation S.T.D. 
Code Office Home 

Fax E-mail Address 

         
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

http://www.fert.nic.in/docs/dof_telephones.pdf
http://www.fert.nic.in/docs/dof_telephones.pdf


 
Chapter -11 (Manual 10) 
 
The Monthly Remuneration Received By Each of its 

Officers and Employees, Including the System of 
Compensation as Provided in Regulations 

11.1. Please provide information in following format 
 

Sr. 
No. 

Name Designation Monthly 
remuneration 

Compensation / 
Compensatory 
allowance 

The procedure to 
determine the 
remuneration as 
given in the 
regulation 

      
 
 
 

 
 



Chapter -12 (Manual 11) 

 

The Budget Allocated to each Agency 
(Particulars of all plans, proposed expenditures and 

reports on disbursement made) (Click here)
 

For Public Authorities responsible for developmental, construction, technical works 
 
12.1. Please provide information about the details of the budget for different          

activities under different schemes in the given format  
 
Year 2004-2005-: 
 

Sr. 
No. 

Name of 
the 
Scheme / 
Head 

Activity Starting 
date of 
the 
activity  

Planned 
end 
date of 
the 
activity 

Amount 
Proposed 

Amount 
sanction
ed 

Amount  
released 
/discharge of 
no. of 
installments 

Actual 
expendit
ure for 
the last 
year 

Responsible 
officer for the 
quality and the 
complete 
execution of 
the work 

          
 
 
 
 
 
 
 

 
 
For other Public Authorities  
 
Sr. 
No. 

Head Proposed 
Budget 

Sanctioned 
Budget 

Amount released / 
disbursed (no. of 
installments) 

Total 
expenditure 

    
 
 

  
 



Chapter – 13 
The Manner of Execution of Subsidy Programmes 

 

 
 
Name of Programme/ Scheme 
 
 NPS 
 Concession Scheme 
 
List of Benefeciaries  
 
 NPS 
 Concession Scheme 
 
 

http://fert.nic.in/Information_Act/urea.pdf
http://fert.nic.in/Information_Act/subsidy_recipients.pdf
http://fert.nic.in/Information_Act/Concession Scheme for Decontrolled Phosphatic.pdf
http://fert.nic.in/Information_Act/doc.pdf


Chapter -14 (Manual -13) 

Particulars of Recipients of Concessions, permits 

 Or authorization granted by it 
 
14.1. Please provide the information as per the following format: 
 

· Name of Progarmme 
· Type (Concession/ Permits/ Authorization) 
· Objective  
· Targets set (For the last year) 
· Eligibility 
· Criteria for the eligibility 
· Pre-requisites  
· Procedure to avail the benefits  
· Time limit for the concession/ Permits/ Authorizations 
· Application Fee ( where applicable) 
· Application format (where applicable) 
· List of attachments ( certificates/ documents)] 
· Format of Attachments  
· List of beneficiaries in the format given below 

 
 

Serial 
No. / 
Code 

Beneficiary 
Name 

Amount of 
Concession 

Criteria of 
selection 

Address 

 
 
 

    

 
Also provide the following information for Concession 

· Detail of the benefit given 
· Distribution of benefits  



 
 

Chapter -16 (Manual -15) 
Information available in an electronic form 

 
 
16.1 Please provide the details of the information related to the various schemes, 

which are available in the electronic format. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter -17 (Manual -16) 
Particulars of the facilities available to citizens for obtaining information 

 
 



17.1. Means, methods or facilitation available to the public which are adopted by 
the         department for dissemination of information. Like 

 
. Notice Board  
· System of issuing of copies of documents  
· Printed Manual Available 
· Website of the Public Authority 
· Others means of advertising  



Chapter -18 (Manual -17) 
Other Useful Information 

 
 

18.1 Frequently Asked Questions and their Answers by Public 
 
18.2 Related to seeking Information 
 

· Application form (a copy of filled application form for reference) 
· Fee 
· How to write a precise information request Few Tips 
· Right of the Citizen in case of denial of information and procedure to appeal 

 
18.3 With relation to training imparted to public by Public Authority 
 

· Name of training programme with brief description 
· Time period for Training Programme/ Scheme 
· Objective of training 
· Physical and Financial Targets (Last Year) 
· Eligibility for training 
· Perquisite for training (If any) 
· Financial and other form of help (If any)  
· Description of help (Mention the amount of Financial help, if any)  
· Procedure of giving help 
· Contact Information for applying 
· Application Fee (Wherever applicable) 
· Other Fees (Wherever applicable) 
· Application Form (In case the application is made on plain paper, please 
  mention the details which the applicant has to provide) 
· List of enclosures / documents 
· Format of enclosures / documents  
· Procedure of application 
· Selection Procedure  
· Time table of training programme (In case available) 
· Process to inform the trainee about the training schedule  
· Arrangement made by the Public Authority for creating public awareness 
  about the training programmes. 
· List of Beneficiary of the training programme at various levels like district 
  level, block level etc. 



 
18.4 With relation to training imparted to public by Public Authority 
 

· Name of training programme with brief description 
· Time period for Training Programme/ Scheme 
· Objective of training 
· Physical and Financial Targets (Last Year) 
· Eligibility for training 
· Perquisite for training (If any) 
· Financial and other form of help (If any)  
· Description of help (Mention the amount of Financial help, if any)  
· Procedure of giving help 
· Contact Information for applying 
· Application Fee (Wherever applicable) 
· Other Fees (Wherever applicable) 
· Application Form (In case the application is made on plain paper, please 
  mention the details which the applicant has to provide) 
· List of enclosures / documents 
· Format of enclosures / documents  
· Procedure of application 
· Selection Procedure  
· Time table of training programme (In case available) 
· Process to inform the trainee about the training schedule  
· Arrangement made by the Public Authority for creating public awareness 
  about the training programmes. 
· List of Beneficiary of the training programme at various levels like district 
  level, block level etc. 
· Validity period of certificate (If applicable) 
· Process of renewal (If any)  

 
18.5 With relation to registration process 
 

· Objective  
· Eligibility for registration 
· Pre-requisites (If any) 
· Contact Information for applying 
· Application Fee (Wherever applicable) 
· Other Fees (Wherever applicable) 
· Application Form (In case the application is made on plain paper, please  
  mention the details which the applicant has to provide) 
· List of enclosures / documents 
· Format of enclosures / documents  
· Procedure of application 
· Process followed in the Public Authority after the receipt of application 
· Validity period of registration (If applicable) 
· Process of renewal (If any)  



 
18.6 With relation to collection of tax by Public Authority ((Municipal Corporation, 

Trade Tax, Entertainment Tax etc) 
 

· Name and description of tax 
· Purpose of tax collection 
· Procedure and criteria for determination of tax rates 
· List of major defaulters  

 
18.7 With relation to issuing new connection electricity / water supply, temporary 

and permanent disconnection etc. (This will be applicable to local bodies like 
Municipal Corporation/ Municipalities / UPCL) 

 
· Eligibility for connection 
· Pre-requisites (If any) 
· Contact Information for applying 
· Application Fee (Wherever applicable) 
· Other Fees / Charges (Wherever applicable) 
· Application Form (In case the application is made on plain paper, please 
  mention the details which the applicant has to provide) 
· List of enclosures / documents 
· Format of enclosures / documents  
· Procedure of application 
· Process followed in the Public Authority after the receipt of application 
· Brief description of terms used in the bills  
· Contact information in case of problems regarding Bills or service 
· Tariff and Other Charges  

 
18.8 Details of any other public services provided by the Public Authority 
 




