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Standard Operating Procedure (SOP)

Paddy Procurement and Storage in CWC Godowns

1. PURPOSE

This SOP establishes the standard workflow for procurement, storage and
transportation of paddy in Central Warehousing Corporation (CWC) godowns,
ensuring quality compliance and proper documentation throughout the process.

2. SCOPE

This procedure applies to all paddy procurement operations involving the officials of
Agriculture department, Paddy Procurement Assistants(PPA), PMO (Paddy
Marketing Officer), PQAO (Paddy Quality Assurance Officer),PQAT(Paddy Quality
Assurance Trainees), CWC, Padasekhara Samiti, and farmers.

3. WORKFLOW PROCEDURE

STEP 1: HARVEST COMPLETION NOTIFICATION

- Application approval and yield entry by AO

-Cross verification and approval of applications by PPA/PMO

PMO informs all relevant stakeholders that the paddy field has completed harvest
- Notification triggers the quality inspection process

STEP 2: QUALITY INSPECTION AT FIELD
Responsible: Joint Inspection Team (PMO/ PQAO, PPA, PQAT,AO)
Team comprising PMO/ PQAO, PQAT, PPA, officials of agriculture department,

padashekarasamithy representative visits the harvest location.
Conduct comprehensive quality check of harvested paddy as per FAQ parameters



SLNO COMPONENTS MAXIMUM PERMISSIBLE LIMIT IN %
COMMON GRADE A

1 FOREIGN MATTER 1 1
ORGANIC 1 1
INORGANIC 1 1

2 DAMAGEDGRAINS/SPROUTED/INSECT 4 4
INFESTED GRAINS

3 DISCOLOURED GRAINS 1 1

4 IMMATURE/SHRIVELLED GRAINS 3 3

5 ADMIXTURE OF VARIETIES ---- 6

6 MOISTURE 17 17

**[f Moisture Content >17%** STOP. Paddy is NOT accepted for procurement
**|f Moisture Content < 17%:** PROCEED

Entry of quality parameters as per GOI of that particular padam in the portal
STEP 3: ALLOCATION TO CWC**

Upon satisfying the FAQ parameters, allocate the paddy lot to CWC for storage
- Document the allocation decision-portal entry

STEP 4: COLLECTION POINT INTIMATION

Responsible: AO & PMO/Procurement Authority

- Inform CWC (Portal) about the designated collection point related to the paddy field
- Provide location details, estimated quantity, name and mobile number of the
contact person of the padashekarasamithy

STEP 5: VEHICLE ARRANGEMENT

Responsible: CWC (Central Warehousing Corporation)

Procedure:

- CWC arranges suitable transportation vehicle for paddy collection

- Ensure vehicle capacity matches the quantity to be transported

- Coordinate vehicle arrival time with collection point

STEP 6: TRANSPORTATION TO COLLECTION POINT**

Responsible: Padasekhara Samiti

Location: Paddy Field to Collection Point

Procedure:

- Padasekhara Samiti facilitates transportation of paddy from field to collection point

- Arrange boats or other suitable means of transport as per field accessibility
- Ensure safe handling during transit



STEP 7: WEIGHING, LABELLING OF SACKS AND LIFTING TO VEHICLE**
Responsible: Padasekhara Samiti/Farmer Representatives

Location: Collection Point

Procedure:

- Farmer themselves should provide sack for filling up of paddy. Each sack shall be
of 50 kg, clearly labelled with:

- Name of Farmer

- Name of Padasekhara Samiti

-Sack number (serially numbered)

Ensure labels are securely attached and legible

STEP 8: PRE-LOADING VERIFICATION

Responsible:Officials of agriculture department , PQAT,PPA and Padasekhara
Samiti (Joint Verification)(weighing balance should be arranged by
padashekarasamithy)-supervised by PMO

Location: Collection Point
Procedure:

-Weight Verification

- Weigh each lot/batch of paddy sacks

- Record the weight in verification register

-Quality Verification:**

- Reconfirm quality parameters

- Cross-check against initial inspection report

-Documentation:**

- PPA signs the verification certificate

- Padasekhara Samiti representative signs the verification certificate
- Both parties certify the weight and quality before loading

STEP 9: LOADING INTO CWC VEHICLE

Responsible: Farmer/padasehakarasamithy representative in the presence of
Officials of agriculture department , PPA (supervised by PMO and CWC
representatives)

Location: Collection Point



Procedure:

- Load verified paddy sacks into CWC arranged vehicle
-. Ensure proper stacking to prevent damage during transit
-. Count total number of sacks being loaded

STEP 10: CWC RECEIPT ISSUANCE
Responsible: CWC Representative
Location: Collection Point (After Loading)
Procedure:

- CWC issues an official receipt acknowledging:

Name of District
Name of krishibhavan
Name of padam
No of farmers

- Number of sacks received

- Date and time of loading

- Vehicle identification details

- Provide copy to supplyco officials and Padasekhara Samiti

STEP 11: PADDY RECEIPT SHEET (PRS) ISSUANCE
Responsible: PMO/PPA (Paddy Marketing Officer)
Location: Collection Point (Immediately After Loading)
Procedure:

1. PMO issues Paddy Receipt Sheet (PRS) to the farmer
**PRS Must Contain:**
- Name and details of farmer
- Quantity of paddy (number of sacks/weight)
- **Fair Average Quality (FAQ) Parameters:**
- Moisture content (%)
- Foreign matter (%)
- Damaged/discolored grains (%)
- Immature grains (%)
- Other relevant quality parameters
- Date of procurement
-Bank account number
- Reference number for tracking
- Provide original PRS to farmer and retain copy for records



STEP12: TRANSPORTATION FROM COLLECTION POINT TO CWC GODOWNS
Procurement of paddy from the allocated padams should be done within 10 days

of padam allocation

STEP13: STORAGE IN CWC GODOWNS

-During the storage of paddy, moisture should be checked fortnightly. A seperate

register should be maintained for this purpose and it must be produced for inspection

whenever required by the authorities.

-Driage calculation should be verified by PMO before transporting to mill.

STEP14: TRANSPORTATION TO MILLS BY CWC

-The procured paddy must be transported to the allocated mills as per portal within
72 hrs
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