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THE PONDICHERRY CO-OPERATIVE SPINNING MILLS LIMITED
THIRUBUVANAI

IMPLEMENTATION OF RIGHT TO INFORMATION ACT 2005

BACKGROUND:

With a view to make the legislation on "Right to Information" more Progressive,
Participatory and meaningful, "The Right to Information Act, 2005" was introduced in the
Lok Sabha on 23rd December 2004. The bill was subsequently pased by the House on
11th May 2005, after adopting certain amendments. The bill was later passed by the Rajya
Sabha on 12th May, 2005 and got the President's assent on 15-6-2005, the Act would
come into force on the one hundred and twentieth day of its enactment.

INTRODUCTION:

The Right to Information Act, 2005 aims at providing for setting out the practical regime
of Right to Information for citizens to secure access to information under the control of
public authorities, in order to promote transparency and accountability in the working of
every public authority.

OBJECTIVE / PURPOSE:

The objective/purpose of the Right to Information Act 2005 are:

a) To promote transparency and accountability in the functioning of every public
authority.

b) To contain corruption and to hold Governments/Public authorities accountable
to the public.

c) To preserve confidentiality of sensitive information.

APPLICABLILITY:

It shall apply to "Public Authorities" which means any authority or body or institution
of self-government established or constituted by or under the constitution, by any law made
by the appropriate Government or any other body owned, controlled or substantially financed
directly or indirectly by the appropriate Government, and includes non-government
organization, substantially financed by the Government.

INTENDED USERS:

The employee/staff members and the shareholders of the mills are the intended users
of this handbook.
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ORGANISATON OF THE INFORMATION:

Any material in any form, including records, documents, memos, e-mails, opinions,
advices, press releases, circulars, orders, log books, contracts, reports, papers, samples
models, data, material held in any electronic form and information relating to any private
body which can be accessed by a public authority under any other law for the time being in
force.

There shall be no obligation to give any citizen,

a) Information, disclosure of which would prejudicially affect the sovereignty and
integrity of India, the security, strategic, scientific or economic interests of the
state, relation with foreign state or lead to incitement of an offence.

b) Information which has been expressly forbidden to be published by any court of
law or tribunal or the disclosure of which may constitute contempt of court;

c) Information, the disclosure of which would cause a breach of privilege of
parliament or the state legislature.

d) Information, including commercial confidence, trade secrets or intellectual
property, the disclosure of which would harm the competitive position of the
third party, unless the competent authority is satisfied that larger public interest
warrants the disclosure of such information.

e) Information available to a person in his fiduciary relationship, unless the
competent authority is satisfied that the larger public interest warrants the
disclosure of such information.

f) Information received in confidence from foreign Government.

g) Information, the disclosure of which would endanger the life or physical safety
of any person or identify the source of information or assistance given in
confidence for law enforcement or secuirty purposes.

h) Information, which would impede the process of investigation or apprehension
or prosecution of offenders.

i) Cabinet papers including records of deliberations of the council of Ministers,
Secretaries and other officers.

j) Information which relates to personal information the disclosure of which has
no relationship to any public activity or interest or which would cause un
warranted invasion of the privacy of the individuals.

DEFINITIONS: In this Act, unless the context otherwise requires:

a) "Appropriate Government" means in relation to a public authority, which is established,
constituted, owned, controlled or substantially financed by funds provided directly or
indirectly.

i) by the Central Government or the Union Territory Administration, the Central
Government;

ii) by the State Government, the State Government;
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b) "Central Public Information Commission" means the Central Information Commission
constituted under sub-section (1) of section 12;

c) "Central Public Information Officer" means the Central Public Information Officer
designated under sub-section (1) and includes a Central Assistant Public Information
Officer designated as such under sub-section (2) of section 5;

d) "Chief Information Commissioner" and "Information Commissioner" means the Chief
Information Commissioner and Information Commissioner appointed under sub-section
(3) of section 12;

e) "Competent authority" means;

i) the Speaker in the case of the House of the People or the Legislative Assembly
of a state or a Union Territory having such Assembly and the Chairman in the
case of the Council of a State or legilative council of a state;

ii) the Chief Justice of India in the case of the Supreme Court;

iii) the Chief Justice of the High Court in the case of a High Court;

iv) the President or the Governor, as the case may be, in the case of other authorities
established or constituted by or under the Constitution.

v) The Administrator appointed under article 239 of the Constitution;

f) "information' means any material in any form, including records, documents, memos,
e-mails, opinions, advices, press releases, circulars, orders, logbooks, contracts,
reports, papers, samples, models, data materials, held in any elecronic form and
information relating to any private body which can be accessed by a public authority
under any other law of the time being in force;

g) "prescribed" means prescribed by rules made under this Act by the appropriate
Government or the competent authority, as the case may be;

h) "Public Authority" means any authority or body or institution of self-government
established or constituted:

a) by or under the Constitutions;

b) by any other law made by Parliament;

c) by any other law made by the State Legislature;

d) by notification issued or order made by the appropriate Government, and includes
any-

i) body owned, controlled or substantially financed;

ii) non-government organization, substantially financed, directly or indirectly by
funds provided by the appropriate Government;
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i) "records" includes:

a) any documents manuscript and file;

b) any microfilm, microfiche and facsimile copy of a document;

c) any reproduction of image or images embodied in such microfilm

(Whether enlarged or not) and;

d) any other material produced by a computer or any other device;

j) �right to information� means the right to information accessible under this Act which is
held by or under the control of any public authority and includes the right to:

i) inspection of work, documents, records;

ii) taking notes, extracts or certified copies of documents or records;

iii) taking certified samples of material;

iv) obtaining information in the form of diskettes, floppies, tapes, video cassettes
or in any other electronic mode or through printouts where such information is
stored in a computer or in any other device;

k) "State Information Commission" means the State Information Commission constituted
under sub-section (1) of section 15.

l) "State Chief Information Commissioner" and "State Information commissioner" means
the State Chief Information Commissioner and the State Information Commissioner
appointed under sub-section (3) of section 15;

m) "State Public Information Officer" means the State Public Information Officer
designated under sub-section (1) and includes a State Assistant Public Information
Officers designated as such under sub-section (2) of section 5;

n) "third party" means a person other than the citizen making a request for information
and includes a public authority.

CONTACT PERSON - FOR MORE INFORMATION:

1. Thiru. G. RAJAMOHAN - Public Information Officer
Managing Director,
Pondicherry Cooperative Spinning Mills Ltd.,
Pondy - Villupuram National High Ways,
Thiruvandarkoil Post, Thirubuvanai,
Pondicherry - 605 102.

2. Thiru. R. MURUGESAN - Assistant Public Infomation Officer
Administrative Manager,
Pondicherry Cooperative Spinning Mills Ltd.,
Pondy - Villupuram National High Ways,
Thiruvandarkoil Post, Thirubuvanai,
Pondicherry - 605 102.
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PROCEDURE & FEE STRUCTURE FOR GETTING INFORMATION:

Procedure:

A person, who desires to obtain any information under this Act, shall make a request

in writing or through electronic means in English or Hindi or in the offical language of the

area in which the application is being made, in Form-A (form of application for getting

information) acompanying such fees as may be prescribed to

a) The Central Public Information Offier or State Public Information Officer, as the

case may be of the concerned public authority.

b) The Central Assistant Public Information Officer or State Assistant Public

Information Officer as the case may be, specifying the particulars of the

information sought by him or her.

A request for obtaining information under sub-section (1) of section 6 shall be

accompanied by an application fee of rupees ten by way of cash against proper receipt or

by demand draft or bankers cheque payable to the Accounts Officer of the Public Authority.

Fee Structure

S.No. Description of Documents Fee (in rupees)

1. Copy of Bye-law of the Mills Rs. 50/-

2. Copy of Service Regulations/Any
Subsidiary Regulations Rs. 50/-

3. Copy of Standing Order of the Mills Rs. 50/-

4. Copy of the Budget Rs. 50/-

5. Copy of the Recruitment Rules Rs. 50/-

6. Copy of the Financial Statements Rs. 50/-

7. Informtion in Soft copy (Floppy Diskette) Rs. 50/-

8. Any other documents Rs.2/- will be charged
for each page of document.
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THE PONDICHERRY COOPERATIVE SPINNING MILLS LTD., THIRUBUVANAI
MANUALS ON RIGHT TO INFORMATION ACT 2005

PARTICULARS OF ORGANISATION, FUNCTION AND DUTIES

MANUAL - 1

I. OBJECTIVES:   The primary objects of the Mills are:

a) To carry on the business of spinning of cotton and staple fibers; Manufacturing,
processing, finishing and marketing of cotton and staple fiber yarn:

b) Production and sale of cotton and staple fiber yarn as required by weavers in
the Union Territory of Pondicherry and by others.

c) Production and sale of yarn to the Pondicherry State Weavers Co-operative
Society and others;

d) To raise funds in such manner as the committee of the Mills shall think fit for
carrying on the business of the Mills;

e) To subscribe for and hold shares in co-operative societies and with prior
approval of the Registrar in such other bodies as are connected with the
business of the Mills.

f) To invest any money of the Mills in such investments or securities as may be
thought expedient by the committee.

g) To join or otherwise take part in any association, federation, committee or any
All India, State level or regional level organization for the purpose of achieving
greater efficiency, economy and co-ordination in the establishment and
management of the Mills.

h) To provide for the welfare of the employees or former employees of the Mills;

i) To subscribe to or otherwise aid benevolent, charitable, national or other
institutions or objects of a public character or which have any claim to support
or aid the Mills by reason of the locality or nature of its operation or otherwise.

j) To do all such other activities as may be expedient for accomplishing or
incidental, consequential or conducive to the attainment of all or any of the

above objects of the Mills.

II. MISSION/VISSION:

a) Vision Towards Public: Distribution/sale of yarn to the Pondicherry State
Weavers Cooperative Society Ltd.,/PONFAB for onward supply of yarn to all
the primary handlooom weavers coop. societies functioning in the U.T. of
Pondicherry.

b) Vision Towards Quality:  It is the policy of SPINCO to provide yarn of agreed
specification and deliver them in time to ensure customer satisfaction. This is
achieved by team work involving of all the employees and continuous
improvement through enhanced quality management system.

c) Vision Towards Employees: Provision of continuous employment and welfare

to the employees attached with SPINCO.
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III. BRIEF HISTORY OF SPINCO:

The Pondicherry Coop. Spinning Mills is situated 22 km away from Pondicherry on
the National Highway 45-A between Pondicherry-Villupuram in the Thirubuvanai village is
a registered cooperative society, under the Pondicherry Cooperative Societies Act 1972.
The Mill was registered on 28-12-1979 and started functioning and commenced commercial
production w.e.f. 19-3-1984.  The Mill acquired 25.94 acress of land from the following

sources to construct factory and other amenities.

a) Temple Land : 4.80 acres

b) Govt. Poramboke : 0.42 acres

c) Private Lands : 20.72 acres

Total : 25.94 acres

The mill was originally installed with a capacity of 25,080 spindles and subsequently
10,080 spindles were added during the year 1996.  The mill was started with 138 members
with a share capital of Rs.79.900/- and presently there are 691 members with a share

capital of Rs. 1148.81 lakhs  comprising of the followings:

As on date 638 workers and 55 staff members are working in this mill.  The main
activities of the mills is to purchase and conversion of cotton into yarn and distribution/
sale of same to Pondicherry State Weavers Cooperative Society Limited, an apex body
for onward distribution to all the Primary Weavers Co-op. Societies functioning in  the U.T.

of Pondicherry and others.

IV. DUTIES:

1. Meeting of yarn requirements of all weavers co-operatives functioning in the
U.T. of Pondicherry.

2. Spinning of quality yarn matcing the international standards
3. Sale of yarn at very competitive rates.
4. Provision of continuous employment to the employees of the mills.
5. Provision of welfare to the employees.

V. MAIN ACTIVITES/FUNCTIONS:

a) Purchase of cotton
b) Conversion of cotton into yarn
c) Sale / Distribution of yarn

Membership No. of  Members Share Capital
(Rs. In Lakhs)

Class
of Shares

�A� Handloom Weavers Coop. Societies 13       4.45
�B� Other Coop. Societies 54       2.36
�C� Individuals 623       5.00
�D� Govt. of Pondicherry 1 1137.00

Total: 691 1148.81
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VI. LIST OF SERVICES:

a) Provision of continuous employment to the employees of the mills
b) Provision of various welfare measures to the employees of the mills.

c) Distribution/Supply of good quality yarn to the Pondicherry State Weavers
Cooperative Society Ltd., (PONTEX) for onward distribution to the Primary
Weavers Co.op. Societies.

d) Conduct of various awareness/training programmes to the employees of the
mills.

e) Conduct of free medical camps for the employees and their dependents

VII ORGANISATIONAL STRUCTURE:

COMMITTEE / ADMINISTRATOR

MANAGING DIRECTOR

ADMINISTRATIVE MANAGER MANAGER (Finance & Business) FACTORY MANAGER

Personnel
Section

(Operatives)

Office
Establishment

Accounts &
Audit

Marketing

Office
Suptnt.-II
Senior Asst
Junior Asst
Peons

Office
Suptnt. II
Senior Asst
Junior Asst

Office
Suptnt.II
Senior
Asst.

Office
Suptndt.-I
Senior Asst
Junior Asst
Drivers
Peons

Deputy Factory
Manager-I

Deputy
Factory

Manager
-II

Execu-
tive

Engineer

Assistant
Manager-I

Cotton
Purchase
Spares/
Parts

Assistant
Manager-II

Office
Suptnt.-II

Senior Asst
Junior Asst

Production
Officer-I,II,III

Shift Supervisors
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VIII EXPECTATION FROM THE PUBLIC:

a) Active participation in the membership of the mills by becoming share holders

b) Creativity/awareness on promotion of cotton cultivation.

c) Suggestions from the members for the promotion/development of business

activities of the mills.

IX. METHODS MADE FOR SEEKING PUBLIC PARTICIPATION/CONTRIBUTION:

a) Admitting individuals as �C� class members of the mills.

b) Admitting apex and primary weavers coop. societies as �A� class members of

the mills.



c) Admitting coop. societies other than apex and primary weavers coop. societies

as �B� class members of the mills.

d) Planning for creation of awareness on cotton cultivation and integration of

cotton growers

e) Purchase of cotton on spot from  the local cotton growers and ginning.

X. MECHANISM AVAILABLE FOR MONITORING/PUBLIC GRIEVANCE

RESOLUTION:

a) Grievance Redressal Committee has been setup for periodical review of

representations from the employees and for timely redressal of grievances.

XI. ADDRESS OF THE OFFICE :

THE PONDICHERRY CO-OPERATIVE SPINNING MILLS LIMITED,

PONDICHERRY-VILLUPURAM NATIONAL HIGH WAY

THIRUVANDARKOIL (POST), THIRUBUVANAI, PONDICHERRY - 605 102.

XII WORKING HOURS:

a) Administrative Office: 9.00 A.M  to 1.00 P.M AND 1.30 P.M TO 5.30 P.M.

b) Factory: I shift 7.00 A.M TO 3.30 P.M              }

II shift: 3.30 P.M to 12.00 Midnight     }  Inclusive of break hours

III shift 12.00 mid night  to  7.00 A.M }

11
9RIGHT TO INFORMATION



T
H

E
 P

O
N

D
IC

H
E

R
R

Y
 C

O
O

P
E

R
A

T
IV

E
 S

P
IN

N
IN

G
 M

IL
L

S
 L

T
D

.,
 T

H
IR

U
B

U
V

A
N

A
I

P
O

W
E

R
S

 A
N

D
 D

U
T

IE
S

 O
F

 O
F

F
IC

E
R

S
 A

N
D

 E
M

P
LO

Y
E

E
S

M
A

N
U

A
L

 -
 2

D
es

ig
na

tio
n

M
an

ag
in

g 
 D

ir
ec

to
r

P
ow

er
s

A
dm

in
is

tr
at

iv
e

1.
S

ha
ll 

be
 in

 c
ha

rg
e 

of
 t

he
 e

xe
cu

tiv
e 

ad
m

in
is

tr
at

io
n 

of
 t

he
 m

ill
s.

2.
S

ha
ll 

ha
ve

 p
ow

er
 t

o 
si

gn
 a

ll 
co

rr
es

po
nd

en
ce

 o
n 

be
ha

lf 
of

 t
he

 m
ill

s.
3.

S
h

a
ll

 a
p

p
o

in
t 

m
e

m
b

e
rs

 o
f 

th
e

 s
ta

f f
 i

n
 a

cc
o

rd
a

n
ce

 w
it

h
 t

h
e

 s
u

b
si

d
ia

ry
re

g
u

la
ti

o
n

s 
g

o
ve

rn
in

g
 t

h
e

 s
e

rv
ic

e
 c

o
n

d
it

io
n

s 
o

f 
th

e
 e

m
p

lo
ye

e
s,

 s
u

b
je

ct
to

 t
h

e
 b

u
d

g
e

t 
a

llo
tm

e
n

t 
a

n
d

 s
tr

e
n

g
th

 o
f 

st
a

ff
 i

n
 e

a
ch

 c
a

te
g

o
ry

 a
p

p
ro

ve
d

by
 t

he
 R

eg
is

tr
ar

.
4.

S
h

a
ll

 h
a

v
e

 p
o

w
e

r 
to

 i
n

it
ia

te
 a

n
d

 d
e

c
id

e
 o

n
 d

is
c

ip
li

n
a

ry
 p

ro
c

e
e

d
in

g
s

a
g

a
in

st
 s

ta
ff

 a
s 

m
a

y 
b

e
 p

ro
vi

d
e

d
 i

n
 t

h
e

 s
u

b
si

d
ia

ry
 r

e
g

u
la

ti
o

n
s 

g
o

ve
rn

in
g

th
e

 
s

e
rv

ic
e

 
c

o
n

d
it

io
n

 
o

f 
s

ta
f f

, 
fo

ll
o

w
in

g
 

th
e

 
e

s
ta

b
li

s
h

e
d

 
p

ro
c

e
d

u
re

go
ve

rn
in

g 
su

ch
 p

ro
ce

ed
in

gs
.

5.
S

ha
ll 

ha
ve

 p
ow

er
 t

o 
fix

 u
p 

th
e 

du
tie

s  
an

d 
re

sp
on

si
bi

lit
ie

s  
of

 s
ta

ff 
of

 t
he

 m
ill

s .
6.

S
ha

ll 
ha

ve
 p

ow
er

 t
o 

ex
er

c i
se

 c
on

tr
ol

 a
nd

 s
up

er
v i

s i
on

 o
ve

r 
th

e 
s t

af
f 

of
 t

he
 m

ill
s .

F
in

an
ci

al
1.

S
ha

ll 
ha

ve
 p

ow
er

 t
o 

s i
gn

, 
en

do
rs

e 
an

d 
ne

go
tia

te
 c

he
qu

es
 a

nd
 o

th
er

 n
eg

ot
ia

bl
e

in
s t

ru
m

en
ts

, 
fo

r 
an

d 
on

 b
eh

al
f 

of
 t

he
 m

ill
s .

2.
S

ha
ll 

ha
ve

 p
ow

er
 t

o 
s i

gn
 a

ll 
de

po
si

ts
 a

nd
 r

ec
ei

pt
s  

fo
r 

th
e 

de
po

si
ts

 r
ec

ei
ve

d 
by

th
e 

m
ill

s .
3.

S
ha

ll 
ha

ve
 p

ow
er

 t
o 

op
er

at
e 

an
y 

ac
co

un
t(

s)
 o

f 
th

e 
m

ill
s  

w
ith

 a
ny

 b
an

k(
s)

.
4.

S
h

a
ll 

h
a

ve
 p

o
w

e
r 

to
 s

a
n

ct
io

n
 v

a
ri

o
u

s  
k i

n
d

s  
o

f  
lo

a
n

s 
a

n
d

 a
d

va
n

ce
s 

to
 t

h
e

em
pl

oy
ee

s 
of

 th
e 

m
ill

s ,
 s

ub
je

c t
 to

 th
e 

no
rm

s 
an

d 
ce

ili
ng

s  
sp

ec
ifi

ed
 in

 th
e 

su
bs

id
ia

ry
re

gu
la

tio
ns

 f
ra

m
ed

 f
or

 t
he

 p
ur

po
se

.
5.

S
h

a
ll 

h
a

ve
 p

o
w

e
r 

to
 i

n
cu

r 
su

ch
 e

xp
e

n
d

itu
re

 a
s  

m
a

y 
b

e
 n

e
ce

ss
a

ry
 f

o
r 

th
e

m
an

ag
em

en
t 

of
 t

he
 m

ill
s .

6.
S

ha
ll 

be
 t

he
 e

x-
of

fic
io

 t
re

as
ur

er
 o

f 
th

e 
m

ill
s  

an
d 

sh
al

l 
ha

ve
 c

us
to

dy
 o

f 
al

l 
th

e
pr

op
er

tie
s  

of
 t

he
 m

ill
s .

O
th

er
s

1.
S

ha
ll 

be
 t

he
 o

ffi
ce

r 
to

 s
ue

 o
r 

to
 b

e 
su

ed
 o

n 
be

ha
lf 

of
 t

he
 m

ill
s

2.
S

ha
ll 

ha
ve

 p
ow

er
 to

 a
ut

ho
ri

ze
 a

ny
 s

ta
ff 

of
 th

e 
m

ill
s  

to
 r

ec
ei

ve
 a

ll 
am

ou
nt

s  
fo

r 
an

d
on

 b
eh

al
f 

of
 t

he
 m

ill
s ,

 i
ss

ue
 r

ec
ei

pt
 a

nd
 h

av
e 

cu
s t

od
y  

of
 c

as
h 

ba
la

nc
e 

of
 t

he
m

ill
s .

3.
S

ha
ll 

ha
ve

 p
ow

er
 to

 d
el

eg
at

e 
al

l o
r 

an
y  

of
 h

is
 p

ow
er

s  
to

 a
ny

 o
th

er
 o

ffi
ce

rs
 o

r 
s t

af
f

of
 t

he
 m

ill
s 

to
 f

ac
ili

ta
te

 q
ui

ck
 d

is
po

sa
l o

f 
w

or
k 

an
d 

in
 t

he
 in

te
re

st
 o

f 
th

e 
m

ill
s.

12
10RIGHT TO INFORMATION



D
ut

ie
s

1.
To

 c
o

n
d

u
ct

 t
h

e
 b

u
si

n
e

ss
 o

f 
th

e
 m

ill
s 

a
n

d
 t

o
 i

m
p

le
m

e
n

t 
th

e
 p

o
lic

ie
s 

&
 p

ro
g

ra
m

m
e

s 
la

id
 d

o
w

n
 b

y
th

e 
co

m
m

itt
ee

.

2.
S

h
a

ll 
b

e
 r

e
sp

o
n

si
b

le
 f

o
r 

th
e

 d
a

y-
to

-d
a

y 
a

d
m

in
is

tr
a

tio
n

 o
f 

th
e

 m
ill

s 
a

n
d

 s
h

a
ll 

b
e

 i
n

 c
h

a
rg

e
 o

f 
th

e
ex

ec
ut

iv
e 

ad
m

in
is

tr
at

io
n 

of
 t

he
 M

ill
s.

3.
To

 s
u

p
e

rv
is

e
 a

n
d

 d
ir

e
ct

 t
h

e
 d

a
y-

to
-d

a
y 

b
u

si
n

e
ss

 o
f 

th
e

 m
ill

s 
in

 a
cc

o
rd

a
n

ce
 w

ith
 t

h
e

 p
o

lic
y 

 l
a

id
do

w
n 

by
 t

he
 c

om
m

itt
ee

.

4.
S

ha
ll 

ar
ra

ng
e 

to
 m

ai
nt

ai
n 

pr
op

er
 a

nd
 a

cc
ur

at
e 

re
co

rd
s 

an
d 

ac
co

un
ts

 o
f 

w
or

ki
ng

 o
f 

th
e 

m
ill

s.

5.
S

ha
ll 

ar
ra

ng
e 

to
 m

ai
nt

ai
n 

tr
ue

 a
nd

 a
cc

ur
at

e 
ac

co
un

ts
 o

f a
ll 

m
on

ey
s  

re
ce

iv
ed

 &
 e

xp
en

di
tu

re
 in

cu
rr

ed
 a

nd
al

l s
to

ck
 b

ou
gh

t a
nd

 s
ol

d 
an

d 
to

 k
ee

p 
an

d 
m

ai
nt

ai
n 

su
ch

 r
eg

is
te

rs
, l

ed
ge

rs
 a

nd
 o

th
er

 b
oo

ks
 o

f a
cc

ou
nt

s
an

d 
re

co
rd

s  
as

 w
el

l a
s  

fo
rm

s,
 c

or
re

c t
 a

nd
 u

p 
to

 d
at

e,
 a

s  
pr

es
cr

ib
ed

 in
 t

he
 r

ul
es

.
6.

S
ha

ll 
ar

ra
ng

e 
to

 k
ee

p 
tr

ue
 a

cc
ou

nt
 o

f 
as

se
ts

 a
nd

 li
ab

ili
tie

s  
of

 t
he

 m
ill

s .

7.
S

ha
ll 

ar
ra

ng
e 

fo
r 

th
e 

pe
ri

od
ic

al
 v

er
ifi

ca
tio

n 
of

 s
to

ck
 a

nd
 o

th
er

 a
ss

et
s  

of
 t

he
 m

ill
s .

8.
S

ha
ll 

ar
ra

ng
e 

to
 p

re
pa

re
 p

er
io

di
ca

l f
in

an
ci

al
 s

ta
te

m
en

ts
, a

nn
ua

l r
ep

or
ts

 a
nd

 b
ud

ge
t f

or
 p

la
c i

ng
 it

 b
ef

or
e

th
e 

co
m

m
itt

ee
 a

nd
 t

he
 g

en
er

al
 b

od
y.

9.
S

ha
ll 

ar
ra

ng
e 

to
 r

ec
ov

er
 t

he
 d

ue
s 

fr
om

 m
em

be
rs

 p
ay

ab
le

 t
o 

th
e 

m
ill

s .

10
.

S
ha

ll 
ar

ra
ng

e 
to

 c
on

ve
ne

 m
ee

tin
g 

of
 t

he
 c

om
m

itt
ee

, 
ge

ne
ra

l b
od

y 
as

 a
nd

 w
he

n 
fo

un
d 

ne
ce

ss
ar

y

11
.

S
ha

ll 
ar

ra
ng

e 
to

 r
ec

or
d 

pr
oc

ee
di

ng
s 

of
 t

he
 c

om
m

itt
ee

 m
ee

tin
g 

in
 t

he
 m

in
ut

e�
s  

bo
ok

.

12
.

S
ha

ll 
pl

ac
e 

th
e 

au
di

t m
em

or
an

du
m

, i
ns

pe
ct

io
n/

in
qu

iry
 re

po
rt

 if
 a

ny
 b

ef
or

e 
th

e 
co

m
m

itt
ee

 fo
r c

on
si

de
ra

tio
n

w
ith

in
 o

ne
 m

on
th

 fr
om

 th
e 

da
te

 o
f r

ec
ei

pt
 o

f t
he

 s
am

e 
an

d 
ta

ke
 a

pp
ro

pr
ia

te
 a

c t
io

n 
fo

r 
re

c t
ifi

ca
tio

n 
of

 th
e

de
fe

c t
s  

po
in

te
d 

ou
t 

th
er

ei
n.

13
.

S
ha

ll 
ar

ra
ng

e 
fo

r 
th

e 
tr

ai
ni

ng
 o

f 
th

e 
s t

af
f.

13
11RIGHT TO INFORMATION



D
es

ig
na

tio
n

A
dm

in
is

tr
at

iv
e 

M
an

ag
er

P
ow

er
s

A
dm

in
is

tr
at

iv
e

1.
O

ve
ra

ll 
in

 c
ha

rg
e 

of
 o

f fi
ce

 a
dm

in
is

tr
at

io
n.

2.
O

ve
r 

al
l s

up
er

vi
si

on
 a

nd
 c

on
tr

ol
 o

f 
of

fic
e 

&
 s

ta
ff.

4.
D

ea
lin

g 
al

l e
st

ab
lis

hm
en

t 
an

d 
se

rv
ic

e 
m

at
te

rs
 o

f 
st

af
f.

5.
D

ea
lin

g 
th

e 
w

or
k 

al
lo

ca
tio

n,
 tr

an
sf

er
 a

nd
 p

ro
m

ot
io

n 
of

 a
ll 

A
dm

in
is

tr
at

iv
e/

Te
ch

ni
ca

l/
M

ill
 O

pe
ra

tiv
es

 o
f 

th
e 

m
ill

s.
6.

A
ut

ho
ri

ze
d 

fo
r 

th
e 

is
su

e 
of

 le
av

e 
sa

nc
tio

n 
to

 t
he

 s
ta

ff
 m

em
be

rs
.

F
in

an
ci

al
1.

A
ut

ho
ri

ze
d 

fo
r p

as
si

ng
 o

f a
ll 

pa
ym

en
t v

ou
ch

er
s 

be
fo

re
 s

ub
m

itt
in

g 
to

 th
e 

ap
pr

ov
al

of
 M

an
ag

in
g 

D
ir

ec
to

r.
2.

A
ut

ho
ri

ze
d 

fo
r 

si
gn

in
g 

al
l d

ep
os

its
 a

nd
 r

ec
ei

pt
s.

3.
A

ut
ho

ri
ze

d 
fo

r 
th

e 
is

su
e 

of
 in

cr
em

en
t 

sa
nc

tio
n 

or
de

rs
 t

o 
th

e 
st

af
f 

m
em

be
rs

/M
ill

op
er

at
iv

es
4.

A
ut

ho
ri

ze
d 

fo
r 

si
gn

in
g 

of
 a

ll 
E

P
F

/E
S

I 
an

d 
ot

he
r 

in
su

ra
nc

e 
cl

ai
m

s 
pr

ef
er

re
d 

by
st

af
f 

m
em

be
rs

/M
ill

 O
pe

ra
tiv

es
.

5.
A

ut
ho

ri
ze

d 
fo

r 
pa

ss
in

g 
of

 E
.L

. 
en

ca
sh

m
en

t 
c l

ai
m

s 
in

 r
es

pe
ct

 o
f 

s t
af

f 
m

em
be

rs
be

fo
re

 s
ub

m
itt

in
g 

fo
r 

th
e 

ap
pr

ov
al

 o
f 

M
.D

.
6.

A
ut

ho
ri

ze
d 

fo
r 

s i
gn

in
g 

of
 a

ll 
pa

y  
ce

rt
ifi

ca
te

s .
7.

A
ut

ho
ri

ze
d 

fo
r 

pa
ss

in
g 

of
 t

he
 s

al
ar

y /
w

ag
e 

bi
ll 

in
 r

es
pe

ct
 o

f 
S

ta
f f/

M
ill

 O
pe

ra
tiv

es
be

fo
re

 s
ub

m
itt

in
g 

fo
r t

he
 a

pp
ro

va
l o

f M
.D

.  
A

ut
ho

ri
ze

d 
fo

r t
he

 p
as

s i
ng

 o
f o

ve
rt

im
e

pa
ym

en
t/

ut
ili

za
tio

n 
in

ce
nt

iv
e/

pr
od

uc
tio

n 
in

ce
nt

iv
e 

to
 t

he
 e

m
pl

oy
ee

s 
of

 t
he

 m
ill

s
be

fo
re

 s
ub

m
itt

in
g 

fo
r 

th
e 

ap
pr

ov
al

 o
f 

M
.D

.

O
th

er
s

C
o

-o
rd

in
a

t i
o

n
 w

it
h

 t
h

e
 M

.D
 o

f  
th

e
 m

ill
s  

o
n

 a
ll 

m
a

t t
e

rs
 c

o
n

n
e

ct
e

d
 w

it
h

 t
h

e
ad

m
in

is
tr

at
io

n 
of

 t
he

 m
ill

s .

D
ut

ie
s

1.
R

es
po

ns
ib

le
 f

or
 a

ll 
th

e 
ge

ne
ra

l c
or

re
sp

on
de

nc
e 

w
ith

 v
ar

io
us

 G
ov

er
nm

en
t 

de
pa

rt
m

en
ts

.
2.

A
rr

an
gi

ng
 f

or
 t

he
 r

en
ew

al
 o

f 
va

ri
ou

s  
ru

nn
in

g 
lic

en
se

s .
3.

A
tt

en
di

ng
 a

ll 
es

ta
bl

is
hm

en
t 

an
d 

se
rv

ic
e 

m
at

te
rs

 in
 r

es
pe

ct
 o

f 
s t

af
f 

m
em

be
rs

/M
ill

 O
pe

ra
tiv

es
.

4.
C

on
tr

ol
lin

g 
pe

rs
on

ne
l s

ec
tio

n 
on

 a
ll 

se
rv

ic
e 

an
d 

al
lie

d 
m

at
te

rs
 in

 r
es

pe
ct

 o
f 

M
ill

 O
pe

ra
tiv

es
.

5.
To

 e
ns

ur
e 

an
d 

m
ai

nt
ai

n 
la

bo
ur

 r
el

at
io

ns
hi

p
6.

A
tt

en
di

ng
 a

ll 
m

at
te

rs
 p

er
ta

in
in

g 
to

 A
ss

oc
ia

tio
n/

U
ni

on
s.

7.
Im

pl
em

en
ta

tio
n 

of
 a

ll 
la

bo
ur

 w
el

fa
re

 m
ea

su
re

s.
8.

A
tt

en
di

ng
 a

ll 
co

rr
es

po
nd

en
ce

 r
el

at
in

g 
to

 E
P

F
/E

S
I/

ot
he

r 
in

su
ra

nc
e 

c l
ai

m
s.

9.
A

tt
en

di
ng

 c
or

re
sp

on
de

nc
e 

re
la

tin
g 

to
 la

bo
ur

 d
is

pu
te

s .
10

.
A

rr
an

gi
ng

 f
or

 t
he

 c
on

du
ct

 o
f 

m
ee

tin
gs

 o
f 

th
e 

co
m

m
itt

ee
 a

nd
 t

he
 g

en
er

al
 b

od
y 

m
ee

tin
g 

of
 t

he
 m

ill
s .

11
.

A
rr

an
gi

ng
 f

or
 t

he
 c

on
du

ct
 o

f 
va

ri
ou

s  
aw

ar
en

es
s /

tr
ai

ni
ng

 p
ro

gr
am

m
es

 t
o 

th
e 

em
pl

oy
ee

s 
of

 t
he

 m
ill

s .
12

.
Is

su
e 

of
 t

en
de

r ,
 n

ot
ifi

ca
tio

n 
fo

r 
th

e 
di

sp
os

al
 o

f 
w

as
te

 c
ot

to
n,

 s
cr

ap
s 

et
c.

,

14
12RIGHT TO INFORMATION



D
es

ig
na

tio
n

P
ow

er
s

A
dm

in
is

tr
at

iv
e

1.
C

o
-o

rd
in

a
ti

n
g

 w
it

h
 t

h
e

 m
a

n
a

g
e

m
e

n
t 

o
n

 a
ll 

m
a

tt
e

rs
 c

o
n

n
e

ct
e

d
 w

it
h

 t
h

e
ad

m
in

is
tr

at
io

n 
of

 t
he

 m
ill

s.

F
in

an
ci

al
1.

O
ve

ra
ll 

in
 c

ha
rg

e 
of

 m
ai

nt
en

an
ce

 o
f a

ll 
ac

co
un

ts
 a

nd
 fi

na
nc

ia
l m

at
te

rs
 c

on
ne

ct
ed

to
 t

he
 m

ill
s.

2.
A

ut
ho

ri
ze

d 
to

 o
pe

ra
te

 t
he

 b
an

k 
ac

co
un

ts
 jo

in
tly

 w
ith

 t
he

 M
.D

 o
f 

th
e 

m
ill

s.
3.

A
ut

ho
ri

ze
d 

fo
r p

as
si

ng
 o

f a
ll 

pa
ym

en
t v

ou
ch

er
s 

be
fo

re
 s

ub
m

itt
in

g 
to

 th
e 

ap
pr

ov
al

of
 M

.D
.

4.
A

ut
ho

ri
ze

d 
fo

r 
si

gn
in

g 
of

 a
ll 

de
po

si
ts

 a
nd

 r
ec

ei
pt

s.
5.

A
ut

ho
ri

ze
d 

fo
r 

si
gn

in
g 

of
 a

ll 
pa

y 
ce

rt
ifi

ca
te

s.
6.

A
ut

ho
ri

ze
d 

fo
r 

si
gn

in
g 

of
 E

P
F

/E
S

I/
ot

he
r 

In
su

ra
nc

e 
cl

ai
m

s.
7.

A
ut

ho
ri

ze
d 

fo
r 

pa
ss

in
g 

of
 E

.L
. 

en
ca

sh
m

en
t 

cl
ai

m
s 

in
 r

es
pe

ct
 o

f 
st

af
f 

m
em

be
rs

be
fo

re
 s

ub
m

itt
in

g 
fo

r 
th

e 
ap

pr
ov

al
 o

f 
M

.D
.

8.
A

ut
ho

ri
ze

d 
fo

r 
pa

ss
in

g 
of

 t
he

 s
al

ar
y /

w
ag

e 
bi

ll 
in

 r
es

pe
ct

 o
f 

s t
af

f/
m

ill
 o

pe
ra

tiv
es

be
fo

re
 s

ub
m

itt
in

g 
fo

r 
ap

pr
ov

al
 o

f 
M

.D
.

9.
A

ut
ho

ri
ze

d 
fo

r 
th

e 
pa

ss
in

g 
of

 o
ve

rt
im

e 
pa

ym
en

t/
ut

ili
za

tio
n 

in
ce

nt
iv

e/
pr

od
uc

tio
n

in
ce

nt
iv

e 
to

 th
e 

em
pl

oy
ee

s 
of

 th
e 

m
ill

s  
be

fo
re

 s
ub

m
itt

in
g 

fo
r 

th
e 

ap
pr

ov
al

 o
f M

.D
.

O
th

er
s

C
o

-o
rd

in
a

t in
g

 w
ith

 t
h

e
 m

a
n

a
g

e
m

e
n

t  
in

 i
m

p
le

m
e

n
ta

t io
n

 o
f  

va
ri

o
u

s  
w

e
ll 

fa
re

m
ea

su
re

s.

D
ut

ie
s

1.
P

ro
pe

r 
m

ai
nt

en
an

ce
 o

f 
ac

co
un

ts
 o

f 
th

e 
m

ill
s  

an
d 

fin
an

ci
al

 m
at

te
rs

 r
el

at
in

g 
th

er
e 

to
.

2.
C

or
re

sp
on

de
nc

e 
w

ith
 T

ex
til

e 
C

om
m

is
s i

on
er

 a
nd

 C
en

tr
al

 E
xc

is
e 

A
ut

ho
ri

tie
s .

3.
D

ea
lin

g 
al

l m
at

te
rs

 r
el

at
in

g 
to

 p
ur

ch
as

e 
of

 c
ot

to
n/

pu
rc

ha
se

 o
f s

to
re

s  
an

d 
sa

le
 o

f y
ar

n 
an

d 
co

-o
rd

in
at

io
n

w
ith

 t
he

 m
an

ag
em

en
t.

4.
A

rr
an

gi
ng

 f
or

 t
he

 d
is

po
sa

l o
f 

w
as

te
 c

ot
to

n,
 s

cr
ap

s 
et

c .
,

5.
F

ur
ni

sh
in

g 
of

 s
ta

tis
tic

s  
an

d 
co

rr
es

po
nd

en
ce

 w
ith

 a
ll 

fin
an

ci
al

 in
s t

itu
tio

ns

6.
P

ro
pe

r 
m

ai
nt

en
an

ce
 o

f 
co

s t
in

g 
in

fo
rm

at
io

n 
sy

s t
em

.

7.
P

re
pa

ra
tio

n 
of

 m
on

th
ly

/p
er

io
di

ca
l s

ta
te

m
en

ts
 o

f 
ac

co
un

ts
 o

f 
th

e 
m

ill
s .

8.
P

re
pa

ra
tio

n 
of

 f
in

an
ci

al
 s

ta
te

m
en

ts

9.
P

re
pa

ra
tio

n 
of

 B
ud

ge
t.

10
.

A
rr

an
gi

ng
 f

or
 c

on
du

ct
 o

f 
A

ud
it/

S
to

ck
 v

er
ifi

ca
tio

n.

11
.

In
su

ri
ng

 o
f 

m
ill

 p
ro

pe
rt

ie
s  

an
d 

its
 r

en
ew

al

M
a

n
a

g
e

r
(F

in
an

ce
 &

 B
us

in
es

s)

15
13RIGHT TO INFORMATION



D
es

ig
na

tio
n

P
ow

er
s

A
dm

in
is

tr
at

iv
e

1.
C

o-
or

di
na

tin
g 

w
ith

 t
he

 m
an

ag
em

en
t 

on
 a

ll 
m

at
te

rs
 c

on
ne

ct
ed

 w
ith

 t
he

 p
ro

pe
r

fu
nc

tio
ni

ng
 o

f 
th

e 
F

ac
to

ry
.

F
in

an
ci

al
R

ec
om

m
en

di
ng

 a
ll 

th
e 

vo
uc

he
rs

 p
er

ta
in

in
g 

to
 t

he
 m

ai
nt

en
an

ce
 o

f 
m

ac
hi

ne
ri

es
an

d 
al

lie
d 

w
or

ks
 c

on
ne

ct
ed

 t
he

re
 w

ith
.

O
th

er
s

C
o-

or
di

na
tin

g 
w

ith
 t

he
 m

an
ag

em
en

t 
on

 a
ll 

m
at

te
rs

 c
on

ne
ct

ed
 w

ith
 t

he
 w

el
fa

re
ac

tiv
iti

es
 in

 t
he

 m
ill

s .

D
ut

ie
s

1.
S

ha
ll 

be
 r

es
po

ns
ib

le
 f

or
 t

he
 o

ve
r 

al
l-

fu
nc

tio
ni

ng
, 

m
ai

nt
en

an
ce

/s
up

er
v i

s i
on

 o
f 

th
e 

m
ill

s .

2.
O

ve
ra

ll 
re

sp
on

si
bl

e 
fo

r 
th

e 
pr

op
er

 m
ai

nt
en

an
ce

 o
f 

m
ac

hi
ne

ri
es

 in
s t

al
le

d 
in

 t
he

 m
ill

s .

3.
S

ha
ll 

be
 r

es
po

ns
ib

le
 f

or
 t

he
 o

ve
ra

ll 
su

pe
rv

is
io

n 
an

d 
co

nt
ro

l a
nd

 a
llo

ca
tio

n 
of

 la
bo

ur
.

4.
S

ha
ll 

be
 r

es
po

ns
ib

le
 f

or
 t

he
 m

ai
nt

en
an

ce
 o

f 
sa

fe
ty

 s
ys

te
m

s 
in

 t
he

 m
ill

s  
an

d 
en

su
ri

ng
 w

or
k  

sa
fe

ty
 in

 t
he

m
ill

s .

5.
S

ha
ll 

be
 r

es
po

ns
ib

le
 f

or
 t

he
 m

ai
nt

en
an

ce
 o

f 
qu

al
ity

 o
f 

th
e 

pr
od

uc
t.

6.
S

ha
ll 

be
 r

es
po

ns
ib

le
 f

or
 t

he
 a

ch
ie

ve
m

en
t 

of
 t

ar
ge

te
d 

pr
od

uc
tio

n 
in

 t
he

 m
ill

s .

7.
S

ha
ll 

be
 o

ve
r 

al
l r

es
po

ns
ib

le
 f

or
 t

he
 h

ou
se

 k
ee

pi
ng

 in
 t

he
 m

ill
s .

8.
S

ha
ll 

be
 r

es
po

ns
ib

le
 f

or
 t

he
 s

et
tle

m
en

t 
of

 t
he

 la
bo

ur
 r

el
at

ed
 is

su
es

 t
he

n 
an

d 
th

er
e.

F
ac

to
ry

 M
an

ag
er

16
14RIGHT TO INFORMATION



The committee shall have power to do such things as are necessary or conducive to

the attainment of the objects of the Mills.  In particular and without prejudice to the generality

of the foregoing provisions, the committee shall have the following powers and duties, viz:

1. To admit members and allot shares and to approve the transfer of shares;

2. To raise funds necessary for the purpose of carrying out the functioning of the
Mills;

3. To invest and deal with the moneys of the Mills;

4. To prescribe, from time to time the strength of the establishment of the Mills and
to fix the scales of pay and allowances of all categories of employees, subject to
the approval of the Registrar;

5. To incur such expenditure as may be necessary for the management of the Mills
with reference to the scales as approved by the Registrar and within the budget
allotment sanctioned by general body for each year;

6. To affiliate the societies or disaffiliate it from any other Mills registered under the
Act;

7. To appoint the delegates and withdraw them from the institution of which the Mills
is a member;

8. To call general body meetings in accordance with the bye-laws;

9. To decide the term and conditions, and period of repayment for which the loans
and advances are to be received and to arrange for the payment of such loans
and advances;

10. To institute, conduct, defend, compound or abandon any legal proceedings by or
against the Mills or otherwise connecting the affairs of the Mills;

11. To frame, amend or repeal subsidiary regulations on matters connected with the
business or administration of the Mills, sale of goods on credit to members,
traveling allowances to the members of the committee and employees , sitting
fees to the members of the committee, service conditions of employees, issue of
certified copies of records of the Mills, etc., and obtaining approval of the Registrar;

12. The losses, if any, caused upon their act, or omission or negligence which is
against the interests of the Mills and in consistent with the provisions of the Act,
Rules and bye-laws;

13. To transact all other business incidental to and necessary for larger interests of

the members and for better functioning of the management of the Mills.

POWERS AND DUTIES OF THE COMMITTEE
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THE POWERS AND DUTIES OF THE CHAIRMAN AND VICE-CHAIRMAN

(1) THE POWERS AND DUTIES OF THE CHAIRMAN

The Chairman shall exercise, overall control of the affairs of the Mills, subject to the

provisions of the Act, Rules and bye laws and directions/instructions/guidelines of the

general body, committee, Registrar and financing bank.

The Chairman shall preside over all the meetings of the committee and the general

body meeting of the Mills.  He shall convene the meetings of the committee and shall be

responsible for the smooth conduct of the meetings of the committee.  The Chairman also

shall exercise such powers and performs such duties as may, from time to time, be conferred

on him by the committee or by the general body, in accordance with the Act, Rules and

bye-laws.

(2) THE POWERS AND DUTIES OF THE VICE-CHAIRMAN

In the absence of the Chairman, on account of illness or being away from the

headquarters, the Vice-Chairman shall have all the powers and duties of the Chairman

Provided that, due information to that effect is given by the Chairman to the

Vice-Chairman

Provided further that, in the event of removal of the Chairman from the office of the

Chairman on any ground or in the event of the resignation or death of the Chairman, the

Vice-Chairman shall act as the Chairman until the office of the Chairman is duly filled-up.
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THE PONDICHERRY CO-OPERATIVE SPINNING MILLS LIMITED
Thirubuvani, Pondicherry

Rules, Regulations, Instructions, Manual and Records for discharging Functions:

Manual - 3

I. Name of Document : Bye Laws of the Mills

Brief Write up on the document : The registered bye-laws of the mills for the time
being inforce and includes a registered
amendment of the  byelaws which deal with the
matters incidental to and working of the mills and
the management of its business  as may be
deemed necessary.

From where one can get a copy of Byelaws : Administrative Manager,
Pondicherry Coop. Spinning Mills Limited
Thirubuvanai, Pondicherry
Phone: 0413-2640146, 2640166
Fax: 0413-2640156
Email : spinnco@vsnl.net

spinnco@yahoo.com

Fee Charged by the mills for a copy of Byelaws:   Rs.50/-

II. Name of Document : Service Regulations of the Mills

Brief Write up on the document : Subsidiary  regulations  relating  to  service
conditions of employees of the mills which
speaks about the various service conditions of
employees such as classification of employees,
qualification, method of recruitment, Duties &
Responsibilities,Probation, Promotion, conduct,
Misconduct, award of punishment etc.,

From where one can get a copy of regulations : Administrative Manager,
Pondicherry Coop. Spinning Mills Limited
Thirubuvanai, Pondicherry
Phone: 0413-2640146, 2640166
Fax: 0413-2640156
Email : spinnco@vsnl.net

spinnco@yahoo.com

Fee Charged by the mills for a copy of Service Regulations : Rs.50/-
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III. Name of Document : Subsidiary Regulations of the Mills

Brief Write up on the document : Subsidiary   regulations   relating  to  the  provision of
compassionate appointment, Grant of death relief,
provision of incentives towards small family norms,
grant of medical allowance etc.,

From where one can get a copy of regulations : Administrative Manager,
Pondicherry Coop. Spinning Mills Limited
Thirubuvanai, Pondicherry
Phone: 0413-2640146, 2640166
Fax: 0413-2640156
Email : spinnco@vsnl.net

spinnco@yahoo.com

Fee Charged by the mills for a copy of subsidiary regulation:  Rs.50/-

IV. Name of Document : Standing Orders of the Mills.
Brief Write up on the document : The   standing   orders   of   the   mills  containing

the various provisions relat ing to  the
classification  of workers, service conditions,
disciplinary process in respect of  award of
punishment appeal etc.,  relates to the
Operatives of the mills

From where one can get a copy of Standing Order : Administrative Manager,
Pondicherry Coop. Spinning Mills Ltd
Thirubuvanai, Pondicherry
Phone: 0413-2640146, 2640166
Fax: 0413-2640156
Email : spinnco@vsnl.net

spinnco@yahoo.com

Fee Charged by the mills for a copy of Standing Orders:    Rs.50/-

V. Name of Document : Budget
Brief Write up on the document :  The Annual Budget plan of the mills
From where one can get a copy of Budget : Manager (Finance & Business)

Pondicherry Coop. Spinning Mills Limited
Thirubuvanai, Pondicherry
Phone: 0413-2640146, 2640166
Fax: 0413-2640156
Email : spinnco@vsnl.net

spinnco@yahoo.com

Fee Charged by the mills for a copy of Budget:   Rs.50/-
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VI. Name of Document : Recruitment Rules
Brief Write up on the document :  The     rules     which    speaks    about    the

essential Qualification and Experience,
Knowledge, Age and method of Recruitment
etc.,for appointment in the mills.

From where one can get a copy of R.R. : Administrative Manager,

Pondicherry Coop. Spinning Mills Limited

Thirubuvanai, Pondicherry
Phone: 0413-2640146, 2640166

Fax: 0413-2640156
Email : spinnco@vsnl.net

spinnco@yahoo.com

Fee Charged by the mills for a copy of Recruitment Rules:    Rs.50/-

VII. Name of Document : Financial Statements
Brief Write up on the document : The   Receipt   and   Charges   statement,

the Trading Account, The Profit and Loss
Account and the Balance Sheet of the mills.

From where one can get a copy of
Financial Statements : Manager (Finance & Business)

Pondicherry Coop. Spinning Mills Limited

Thirubuvanai, Pondicherry
Phone: 0413-2640146, 2640166

Fax: 0413-2640156
Email : spinnco@vsnl.net

spinnco@yahoo.com

Fee Charged by the mills for a copy of Financial Statement:  Rs.50/-

VIII. Name of Document : Any other documents
Brief Write up on the document: All other documents which are not specified above

From where one can get a copy of documents : Administrative Manager, Pondicherry
Coop. Spinning Mills Limited

Thirubuvanai, Pondicherry

Phone: 0413-2640146, 2640166
Fax: 0413-2640156

Email : spinnco@vsnl.net

spinnco@yahoo.com

Fee Charged by the mills for a copy of Document:  Rs.2/- will be charged for

each page of document.
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PONDICHERRY CO-OPERATIVE SPINNING MILLS LIMITED
Thirubuvani, Pondicherry

A STATEMENT OF BOARDS, COUNCIL, COMMITTEES AND OTHER BODIES

CONSTITUTED AS ITS PART

MANUAL 6

a) Name and Address of the affiliated body : The Pondicherry Coop. Spinning Mills Limited

(SPINCO) was registered as a cooperative

society under the PCS Act 1972

b) Brief Introduction of the affiliated body : The Pondicherry Coop. Spinning Mills Ltd.,

Pondicherry-Villupuram NH, Thiruvandar koil

(P.O), Thirubuvanai, Pondicherry - 605 102.

The mill was registered under the PCS Act 1972 as a cooperative society on

28.12.1979 and started functioning and commenced commercial production with effect

from 19.2.1984.  The mill was originally installed with a capacity of 25080 spindles and

subsequently 10080 spindles were added during the year 1996.  Presently there are 691

members with a share capital of Rs.1148.81 lakhs including the Government share capital

of Rs.1137 lakhs. As on date 693 employees including 55 staff members are working in

the mills.

c) The main objectives are:

1. To carry on the business of spinning of cotton and staple fibre, manufacturing,

processing, finishing and marketing of cotton and staple fibre yarn.

2. Production and sale of cotton and staple fibre yarn as required by the weavers

in the Union Territory of Pondicherry and by others

3. Production and sale of yarn to the Pondicherry State Weavers Coop. Society

and others.

d) Role of the affiliated body :

1. Production and distribution/sale of cotton yarn matching the international

standards.

2. Meeting the yarn requirement of all the weavers Coop. Societies functioning in

the U.T. of Pondicherry.
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e) Main activities are:

1. Purchase of cotton

2. Conversion of cotton into yarn

3. Sale of yarn

f) Structure and member composition:

The authorized share capital of the mills shall be Rs.20 Crores, divided into 20 lakhs

shares of Rs.100 each.  The several classes of shares and the persons who may,

subject to the provisions of the Act, Rules and these byelaws, subscribe for such

shares shall be as under:

Sl.No. Class of shares Subscription is open to

1. A Apex and primary weavers coop. societies

2. B Cooperative societies other than apex and primary

weavers cooperative societies.

3. C Individuals

4. D Government of Pondicherry.

g) Head of the body:  Committee / Administrator

h) Address of main office and its branches : Pondicherry Coop. Spinning Mills Limited
Thirubuvanai, Pondicherry
Phone: 0413-2640146, 2640166
Fax: 0413-2640156
Email : spinnco@vsnl.net

spinnco@yahoo.com

i) Frequency of meetings : Annual General Body meeting shall be convened once
in a year.
The committee shall meet as often as may be necessary
and at least once in three months to conduct the business
of the mills.

j) Can public participate in the meetings : Only members can participate in the
Annual General Body meetings convened
by the mills and the representative of
committee only can participate in the
committee meetings.

k) All minutes of the meetings prepared : Yes

l) All minutes of the meetings available to the public: Available only to the members

of the mills and the committee.
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THE PONDICHERRY COOPERATIVE SPINNING MILLS LTD., THIRUBUVANAI
                    PROCEDURE FOLLOWED IN DECESION MAKING PROCESS

MANUAL - 8

Sl.No. 1. Procedures followed in decision taken for various Matters:

Decisions on various matters including the policy matters of the mills are being taken

in accordance with the procedures as laid down under the registered bye-laws of the mills

and various subsidiary regulations framed on matters connected with the business or

administration of the mills.

2. The documented procedures/Laid down procedures/ defined criteria for arriving a

particular decision for important matters and the different levels through which the

decision process moves are :

For arriving a particular decision on important matters the following documents are referred:

1. Bye-laws of the Mills.

2. Subsidiary Regulations

3. And other Rules and Regulations framed then and there with regard to the

conduct of business/administration of the mills.

3. The following  are the arrangements to communicate the decision to the public/

members.

By conduct of general body meeting and placing the minutes.

4. The opinions of the following officers at various levels are sought for the process of

decision-making

1. Executive Engineer

2. Deputy Factory Manager - I

3. Deputy Factory Manager - II

4. Factory Manager

5. Manager (Finance & Business)

6. Administrative Manager

7. Managing Director

8. Administrator

9. Registrar of Coop. Societies

10. Secretary (Cooperation)

5.    The final authority that wets the decision:  Secretary (Cooperation)

Note: For deciding matters with regard to the employees welfare in the mills.

The opinion/suggestions of all the recognized  trade unions are being consulted.
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THE PONDICHERRY CO-OPERATIVE SPINNING MILLS LTD., NO.P.396
CHAPTER-12

MANUAL-11

THE BUDGET ALLOCATED TO EACH AGENCY

(Particulars to all plans, proposed expenditure and report on disbursement made)

Sl.
No.

HEAD SANCTIONED
BUDGET

AMOUNT
RELEASED/
DISBURSED

(NO. OF
INSTALLMENTS)

INCOME Rs.in lacs Rs. in lacs

1. Sale of Yarn 2990.43 2990.43

2. Misc. Income 53.16 53.16

3. Grant in aid from Govt. 50.00 50.00

4. Share Capital from Govt. 75.00 75.00

5. Decrease in Working Capital 93.44 93.44

Total 3262.03 3262.03

EXPENDITURE

6. Cotton Purchase 1878.25 1878.25

7. Maufacturing Expenses 903.67 903.67

8. Administrative Expenses 387.62 387.62

9. Interest 71.37 71.37

10. Purchase of Fixed Assets 21.12 21.12

Total 3262.03 3262.03
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THE PONDICHERRY COOPERATIVE SPINNING MILLS LTD., THIRUBUVANAI
THE MANNER OF EXECUTION OF SUBSIDIARY PROGRAMMES

WELFARE MASURES

MANUAL - 12

1. Provision of food allowance @Rs.11/- per working day to all the staff/employees of

the mills.

2. Provision of 3 sets of uniform to each of the staff/mill operatives every year along

with stitching charges of Rs.300/-

3. Provision of working uniform of 3 sets (T-shirts and half pants) every year to the mill

operatives along with stitching charges @ Rs.75/- (Except Technician)

4. Provision of 3 sets of working uniform every year to the Mill Operatives (Technician

only) along with stitching charges of Rs.300/-

5. Provision of 3 Nos. of hand kerchief every year to all the employees.

6. Distribution of 200 gms of Jaggery every month to all the Mill Operatives.

7. Distribution of chappal allowance every year at the rate of Rs.150/- to all the

employees/staff member of the mills.

8. Distribution of ½ kg sweets to each of the employees/staff on the occasion of Pongal,

May day and Ayudha Pooja.

9. Provision of marriage gift of Rs.2000/- and marriage advance of Rs.5000/- which is

recoverable in 50 equal installments to all the employees/staff.

10. Provision of education allowance of Rs.600/- every month to the mentally retarded/

Physically handicapped children of employees/staff members.
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THE PONDICHERRY COOPERATIVE SPINNING MILLS LTD., THIRUBUVANAI

PARTICULARS OF RECIPIENTS OF CONCESSIONS,PERMITS OR

AUTHORISATION GRANTED IT

MANUAL -13

The various welfare measures such as provision of food allowance, provision of
uniforms, provision of Hand-kerchief, provision of chapel allowance, provision of marriage
gift and advance have been extended to all the regular employees of the mills.

THE PONDICHERRY COOPERATIVE SPINNING MILLS LTD., THIRUBUVANAI
NORMS SET BY THE MILLS FOR THE DISCHARGE OF ITS FUNCTION

MANUAL -14

1. Bye Laws of the Mills
2. Subsidiary Regulations
3. Rules and Regulations time being in force for governing the Administrative/Business

matters
4. Various sub level committees have been constituted for the purpose of purchase of

cotton, sale of yarn, purchase of material for mill store/disposal of tenders./canteen
maintenance/welfare and redressal  of grievances.

    THE PONDICHERRY COOPERATIVE SPINNING MILLS LTD., THIRUBUVANAI
INFORMATION AVAILABLE IN AN ELECTRONIC FORM

MANUAL - 15

1. The 17 Manual as contemplated under the Right to Information Act will be made
available in an electronic form.

2. All other details with regard to the functions of the mills will be available in the web
site of the mills.

THE PONDICHERRY COOPERATIVE SPINNING MILLS LTD., THIRUBUVANAI
PARTICULARS OF THE FACILITIES AVAILABLE TO THE

CITIZEN FOR OBTAINING INFORMATION:

MANUAL - 16

I. The following means of facilities would be made available to the public for obtaining
information
a) Notice board
b) System of issue of copies of documents
c) Printed manual would be made available in the mills
d) web site of the mills - (www.spinnco.com)
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THE PONDICHERRY COOPERATIVE SPINNING MILLS LTD., THIRUBUVANAI

OTHER USEFUL INFORMATION

MANUAL - 17

1.Availability of application form:
Form of application for seeking information will be made available to the public in form A

FORM - �A�
Form of application for seeking Information

(See rule 3)
I.D.No:
(For official use)

To
The Competent Authority,
...................................................................
...................................................................

1. Name of the applicant :
2. Address :

3. Particulars of information-
(a) Concerned department :

(b) Particulars of information required :

(i) Details of information required :

(ii)Period for which information asked for :

(iii) Other details :

4. I state that the information sought does not fall within the restrictions contained in
Section 6 of the Act and to the best of my knowledge it pertains to your office.

5. A fee of Rs................/-  has been deposited in the office of the Competent Authority
vide Receipt No.......................dated:........................

Place :

Date : Signature of Applicant

Note: (i) Reasonable assistance can be provided by the Competent Authority in filling
up the Form -A.

(ii)Please ensure that the Form A is complete in all respect and there is no ambiguity

in providing the details of information required.

e-mail address, if any
Tel.No. (Office)
(Residence)
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A specimen form of filled up application for seeking information is given below:

FORM - �A�

Form of application for seeking Information

(See rule 3)

I.D.No:

(For official use)
To
The Public Information Officer,
Pondicherry Coop. Spinning Mills Ltd.,
Thirubuvanai.

1. Name of the applicant : Raju, M.No.9

2. Address : 10, Iyyanar koil Street,
Madagadipet,
Pondicherry.

3. Particulars of information-

(a) Concerned department : Accounts.

(b) Particulars of information required : Profit/Loss - regarding

(i) Details of information required : please furnish a copy of Financial
statements of the mills.

(ii) Period for which information asked for: for the year 2001-02

(iii) Other details : Nil.

4. I state that the information sought does not fall within the restrictions contained in
Section 6 of the Act and to the best of my knowledge it pertains to your office.

5. A fee of Rs.50/-  has been deposited in the office of the Competent Authority vide
Receipt No.00022   dated:16-08-2005.

Place : Thirubuvanai. (S. Raju, M.No.9)

Date : 31-8-2005 Signature of Applicant

e-mail address, if any Nil

Tel.No. (Office) Nil

(Residence) 2640 177

Note: (i) Reasonable assistance can be provided by the Competent Authority in filling

up the Form -A.

(ii)Please ensure that the Form A is complete in all respect and there is no

ambiguity in providing the details of information required.
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- : 2 : -

2. Fee:    As prescribed under Manual 3

3. Right of the citizen in case of denial of information and procedure to appeal

4. I Level Appeal
Any person who does not receive a decision within the time specified in sub Section
1 of Clause A of Sub Section 3 of  Sec 7 may within 30 days from the expiry of such
period or from the receipt of a such decision preferred and appeal to the Managing
Director of the Mills.

5. II Level Appeal:
A second appeal against the decision against sub section 1 shall lie within 90 days
from the date on which a decision should have been made or actually received with
the State Information Commission.

6. Registration for Membership in the Mills:

7. Eligibility for Registration:  Membership of the Mills shall be open to:

a) The Pondicerry State Weavers Co-operative Society and all primary weavers
co-operative societies in the Pondicherry region;

b) Any other registered co-operative society functioning in the area of operation
of the Mills;

c) Individuals other than the employees of the Mills, who are competent to contract
and reside with in the area of operation of the mills.

d) Government of Pondicherry.

Note:
1. Any individual competent to contract under section 11 of the Indian Contract Act.
2. Any registered society
3. The Government   shall be eligible for the admission as a member.

8. Contact Information for Applying: Any person  qualified for the membership under
the provision and bye-laws of the mills and desires to become a member of the mills
shall apply in writing in the form prescribed  to the Managing Director of the Mills.

9. Application Fee:  Nil - Application may be made on plain paper

PROCEDURE OF APPLICATION:

10. Procedure: Any person qualified for the membership of the mills under the provision
of Act and its bye-laws shall an application made in the form if any prescribed for the
purpose be admitted as the member of the mills by a committee with in 14 days from
the date of receipt of application.

11. Other Fees: Admission Fee of Rs.100/-along with an entrance fee of Rs.10/- shall
be paid for admission in the mills.

42
40RIGHT TO INFORMATION


