A HANDBOOK

OF

  ADMINISTRATION POLICIES

(Updated 20 Apr, 2006) 
A Note From The Director

Dear Colleagues,

It gives me great pleasure in presenting this Manual of Administration Policies. I am sure it shall address the long-standing need of such a reference book.

Probably the first step in the settling process in a new Company is getting hold of Company Policies and understanding the same. It is here that this “Handbook of  Admin Policies” shall come in handy. Not just for the New employees – employees located in remote areas or even the older employees shall require such a Compendium of Policies which shall ensure that everyone remains updated with the latest Policies.

The Policies cover all Offices, Sites & factories of .  
The respective Admin In-Charges or any other employee assigned Admin responsibilities shall be responsible for day-to-day implementation of this Policy at the Concerned Office/ Site/Factory. The HODs shall be directly responsible for implementation of Company Policies through their Staff and shall not normally sub-allot their financial/ commercial responsibilities/Authority. All Sites and Offices shall deal with Director Administration regarding clarification on Policy matters – preferably through AGM - Corporate Admin at HO, Pune.    

Due to the very nature of our Company business, there shall be factors that shall necessitate modifying our Policies to meet these ever-changing variables. While it shall be the responsibility of the Administration to keep all Sites and Offices updated with these amendments –the local Admin-in-charges shall be equally responsible to keep their Master Copy updated and that the employees are made aware of the changes.

The Administration requires inputs from all Sites and Offices on certain matters like Administrative expenses, intimation of any changes in addresses, telephone Nos, hiring of new Properties etc. I am sure the HODs and the local Admin in-charges shall pay due attention to these and any other Statements/Reports requested for by Admin, HO, P.

As a service-providing Department, our aim is to contribute our might in the smooth administration of the Company as a whole. Thus enabling other Departments to devote their full time attention to their specialized tasks. 

Yes, and lastly, while constructive criticism and suggestions are welcome, it must be remembered that any Policy cannot attend to every individual’s perception of things – and therefore, the employees must accept some points that may not be entirely to their suiting. After all, it has been ensured that the overall benefits/ entitlements far outnumber such lacunas. 

Regards,

Director Administration
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SECURITY

1 HIRING OF SECURITY AGENCY

· Security guards shall be hired through contract service from Government Approved Agencies having valid contract license under section 12 of the Contract Labour (Regulation & Abolition) Act and PF ESI Code. 

· Identification of the right agency, negotiating and signing / renewing the contract shall be done by the Local Purchase Committee.  The performance of guards provided through such a contractor shall be reviewed periodically.  The Security Guards shall get acquainted with the regular persons like employees, Contractors & labor. Keeping in view this requirement, no Guards shall be changed without prior permission of the controlling authority.
2 ROLES AND RESPONSIBILITIES

3 OVER ALL RESPONSIBILITY

· It shall be the responsibility of the security staff to ensure the security of Company Assets and employees at all times while they are in the Premises.

· The Security Staff shall take all necessary precautions to avoid damage or loss of the Company assets from all hazards like fire, malicious damages, theft, robbery etc., They shall do this with integrity and sincerity.

· They shall be well acquainted with the Fire Alarms & Fire Drills & Evacuation Drills.

5 RESPONIBILITY RELATED TO MOVEMENT OF PERSONS

CLASSIFICATION OF  PERSONS

Persons entering the Premises are classified into the following categories:-

· Employees : The employees of the company shall be provided with identity cards and they shall be required to wear them while on Site.

· Frequent Visitors : Frequent visitors like Contractors, their laborers shall be issued numbered tokens.  

· Regular suppliers : shall be given Temporary Identity Cards.

· Casual Visitors : They shall be directed by the security to the Reception.  The concerned person shall see the visitors only at the reception.  If the visitor is required to enter the office area he shall be issued with a visitor's pass after obtaining permission from the concerned Director.

6 RECORDING 

Security Staff shall keep a record of all visitors and keep vigilance over their movement.  As a matter of routine, there shall be no personal search of staff members and visitors.  However, all anyone including Staff, contract laborers, housekeeping staff, suppliers etc., are liable to be checked – whenever the situation so warrants. Security shall obtain permission from Facility Manager for conducting such search.

7 SURVEILLANCE  

· Security Staff shall keep a watch on movements of any person moving in a suspicious manner – or as directed by the Facility manager. Special care shall be taken with regards to casual laborers. 

· They shall check the waste material/garbage being carried out for dumping.

· They shall keep a watch on movement within the premises of couriers Vendor representatives etc., and stop them from loitering around during working hours. Any untoward incident shall be reported to the facility manager. 

8 OVER-NIGHT STAY ON PREMISES
· No employees other than ‘Duty Staff’ shall be allowed to stay within the compound of the Premises after the working hours.      
· Written permission of the concerned HOD shall be obtained in those cases where night stay on Premises is a must.

9 RESPONSIBILITIES RELATED TO MOVEMENT OF MATERIAL – INWARD & OUTWARD

· All materials Incoming /Outgoing to/from the premises shall be with the knowledge of Security Staff and supported with relevant documentation under authorized signatory.

· A Specimen signature of Authorized signatory shall be maintained at the Security Gate. 

· The security staff shall check the material and ensure proper registration of the same.

· The security staff shall physically verify the material with the gate pass prior to allowing it in or out of the Premises.

10 RESPONSIBILITIES RELATED TO MOVEMENT OF VEHICLES

CLASSIFICATION OF VEHICLES

The vehicles are classified as 

· Company owned Vehicles

· Hired Vehicles

· Transit Vehicles from outside coming on Premises with Visitors/Material. 

RECORDING

· The Security shall keep a track of movement of all vehicles and record the ‘in time’ and ‘out time’. Separate Register called ‘Vehicles IN/OUT Register’ shall be maintained for this purpose.

CHECKING UP OF VEHICLES

· Security staff shall check each and every vehicle. 

· It shall be ensured that vehicles have all relevant documents.

· It shall be ensured that the vehicles reporting on the Premises are ‘Road-worthy’ with minimum safety checks like Hand Brakes, Main Lights and Tail-lights working.

      MOVEMENT OF DRIVERS

· Security shall ensure that drivers of Transit vehicles do not leave the designated areas earmarked for them. These areas shall be suitably Sign-Posted. 

· They shall be suitably allotted a rest area next to their parked vehicles. The 

· Vehicles shall NOT be used for Rest/sleeping.

PARKING DISCIPLINE OF VEHICLES

· The Security Staff shall ensure that the waiting vehicles are so Parked as to enable other vehicles to move in & out freely and in a safe manner.  
11 RESPONSIBILITIES REALTED TO OPENING OF OFFICES
· Security Staff shall open all offices by 0700 hours for cleaning operations.

· They shall open all cabins, conference rooms and shall remain present for cleaning operations by housekeeping staff and then lock the same.

12 RESPONSIBILITIES RELATED TO CLOSURE OF OFFICE
· Ensure that all cabins are closed and locked at 1900 hours/ on departure of Users - unless informed otherwise by the User or Admin HOD.  

· Security Staff shall lock the main entrance doors.  Before locking they shall take a round and confirm that all doors to cabins are locked, all lights, electrical systems are switched off, all water taps are closed. The Lights that are designated as ‘Security Lights’ shall always be kept switched ‘ON’ during night.

· Keys to the entrance doors shall be kept with the Security Staff at the main entrance on the ground floor.  The keys are to be issued and received with the transaction logged-in each time.

13 RESPONSIBILITIES RELATED TO BURGLARY

· In case of burglary the Security Staff Shall inform the Facilities Manager who shall take necessary action including calling the Police. The Security Staff under instructions from facility Manager shall lodge a complaint stating the time of observation of theft, the details of losses as known at the time and give a brief description of the incident in writing.

· Such instances of severe nature shall be intimated to HO, Pune Administration within 24 hours.

14 RESPONSIBILITIES RELATED TO FIRE & FIRE EXTINGUISHERS

PRECAUTIONARY STEPS

· Ensure that no unauthorized inflammable material or explosives are brought on site.

· All authorized inflammable material is brought only in conformity with International Hazard norms.

· The Security Staff with close coordination of Safety Staff shall ensure that all available fire extinguishers are serviceable and are tested at regular intervals.

· The dates of Testing & Date when next Test is due shall be marked on each extinguisher.

· Shall ensure that the water tanks for fire fighting are always stored with water.

· Ensure that Fire pumps are always in working order.

· Have a pre designated ‘Fire Alarm’ and ensure it’s serviceability. 

· Selected guards and their supervisor shall be trained in firefighting and shall be fully knowledgeable on use of the equipment and fire exits.

IN CASE OF FIRE

· In case of fire, Ring the Fire Alarm

· The Security Staff shall first assess the nature of Fire and if  it is assessed as a Major Fire & beyond the capability of the Staff/Equipment, immediately call the Fire Brigade.  

· Use the available fire extinguishers to put off the fire & inform the Management - giving detailed account of the fire and its location.  

15 RESPONSIBILITIES RELATED TO WATER PUMP

· Wherever Water Pumps are installed, precautions shall be taken to ensure that the operations are monitored. Normally, a fixed schedule is to be followed.

· Check the serviceability of water pumps and ensure that their monthly records are maintained properly.

16 RESPONSIBILITIES  RELATED TO LIGHTS AND AIR-CONDITIONERS

Housekeeping Team, under supervision of Security, shall ensure the that:

· All lights are serviceable.








· All lights put on 10 minutes before the schedule starting time. Report any un-serviceability to the Administration Department.

· All Air Conditioners are on 10 minutes before the schedule starting time (only on working days).

17 RESPONSIBILITIES RELATED TO  MAGAZINES AND NEWSPAPERS
· The security staff shall receive Publications, magazines and newspapers.   Keep a daily record of all deliveries and then distribute the same through the reception to the designated.

GUARD AREA

· The guard area shall be equipped with the following:

· Telephone extension with the main direct number after office hours and on holidays.

· staff telephone directory

· Movement Register

· Gate Pass

· Phone Numbers of the Fire Station, Police Station And Panel Of Hospitals 

· Torch, Candles, Emergency Light.

DISCIPLINE

· All guard shall be in uniforms provided by their contractor.

· Security guards shall not be assigned any other general Admin activities.

· They shall be courteous but firm in manner and smart in conduct.

· They shall not divulge the phone numbers or addresses of S employees to outsiders.

OFFICE ADMINISTRATION   
1. OFFICE & PLANT TIMINGS

· The General Timing is from 09:30 hrs to 18:30 hrs.

· Employees shall Sign/punch their attendance, in front of the security. Late coming to Office shall be noted and necessary disciplinary action shall be taken against the defaulters.

· There is a break of maximum one hour for Lunch – 13:00 to 14:00 hrs

2. LEAVE & HOLIDAYS

· The holidays shall be as per relevant Industrial Establishments(National and Festivals Holidays Act- 1964

· The leave shall be as per  Son Company.

· While the Company does not curtail leave, the entitled leave must be taken with ‘Prior Approval’. Employees regularly  ‘Absenting Without Leave’ shall be answerable for such act of indiscipline. The only reason why employee could remain absent without prior approval is when he is sick or there is some unforeseen calamity. Notwithstanding any of these, there is no reason why an employee cannot communicate his absence to his Dept by telephone – himself or through anyone.

3. COMPENSATORY OFF

· There shall be no Compensatory Offs permitted at any of the administration department officials, as the management is of the View that enough mechanism is in place to compensate a hard-working employee.

· For plant employees C-Off shall be decided by the HOD.

4. UNIFORM

4. All employees are required to come to Office in Uniform on all working days and on other days when specifically instructed to wear Uniforms due to important visitors in Office / some Company functions or event.

5. The Uniform must be given it’s due respect and shall not be worn in combination with other private clothing – e.g. wearing a private Tie or wearing a private shirt on Uniform Trouser or visa-versa.

6. A separate Record of defaulters not wearing Uniform shall be maintained.  

COMMUNICATION FACILITIES

1. FAX
 INCOMING FAX

· The Fax Operator shall receive the ‘Incoming Fax’ in the Fax Room.

· On receipt of the Fax the Fax Operator would record the same in the Fax Log Book.

· After recording the receipt the Fax would be delivered to the concerned department within half an hour.

· Incomplete faxes/Faxes received in parts or duplicates shall be destroyed and shall not be used for any purpose.

OUTGOING FAX

· The Dept. would handover the paper/document to be faxed to the fax operator, through a requisition slip kept for the purpose.(See page 8)
· On receipt the Fax , the operator would log it in the Fax Register.

· After recording the same the Fax operator shall fax the same to concerned location.

· In case any department needs a confirmation copy, they are requested to give prior intimation.

· The fax operator would update his register by recording the date, time. No. of copies and duration taken to send Fax.

· In case Fax to be sent to any location other than S Office or S Client Office then approval of concerned Director is required.

· After recording the Fax sent, the fax operator would handover the originals to the concerned Dept. with time of Receipt & Time of Transmission recorded on reverse of the Fax.

INCOMING FAX REGISTER

	Sr.No.
	Date
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	Total Fax Pages Received
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OUTGOING FAX REGISTER

	Sr.
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	Fax recd

Dt. &

Time
	Sender
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	To
	Company
	Fax Sent to
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Fax Sent
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	Start
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	End
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NB:  Please mention the name of Party faxed to in the Company Column.

2. XEROX

· Xerox shall be used only if essential -  keeping Xerox Copies just as a matter of routine shall be avoided. 

· Personal Xeroxing shall be strictly prohibited.

· ‘One Sided’ discarded papers of unimportant documents shall be used for photocopying File Copies.

· Employees should not use paper on Trials – if they cannot handle the Machine, let the Xerox Operator do the same. 

· For Bulk Xerox work, some of the local vendors do the Job cheaper. If Quality is not the criteria, it may be more economical to get Xeroxing of Bulk Material from outside Vendors.

· To keep control on Bulk Xeroxing, the attached special indent shall be used:-

	     BULK XEROX COPY SLIP

FOR MORE THAN 25 COPIES (PAGES)

 Date: ________         Dept::________

 Employee Name: _______________

 Document to be Xeroxed: ________

 No of Copies Required:

 Total pages:         A/4 - _______

                              A/3 - _______

 ________                  ________________

 Signature                 Authorized Signatory

 Employee             (Min Manager & Above)


	       BULK XEROX COPY SLIP

FOR MORE THAN 25 COPIES (PAGES)

 Date: ________         Dept::________

 Employee Name: _______________

 Document to be Xeroxed: ________

 No of Copies Required:

 Total pages:         A/4 - _______

                              A/3 - _______

 ________                  ________________

 Signature                 Authorized Signatory

 Employee             (Min Manager & Above)




3. USE OF STD FACILITY ON OFFICE TELEPHONES 

· The facility shall be used only on absolute requirement.

· The Management does not debar an odd call made in an emergency or on a matter that would otherwise waste an employee’s time for leaving the Office to make a call. However, respective HODs/Administrations shall caution any employee repeatedly misusing the facility.

· Any requirement for STD shall be accompanied by the requisition slip kept for the purpose.

Annexure

           STD / FAX OUTWARD NOTE
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           STD / FAX OUTWARD NOTE

                                                                                                      Date:__________

	Employee Name
	:

	Department
	:

	Designation
	:

	STD/Fax To
	:

	Place
	:

	STD / Fax No
	:

	Duration/No of Pages
	:

	Purpose/Subject
	:

	Signature
	

	AUTHORISATION
	:

	Signature
	:

	Designation
	:

	FOR OFFICE USE

	Ref No
	Date
	Entry No

	
	
	


4. MAIL / COURIER

INCOMING MAIL / COURIER

· All Incoming Mail / Courier shall be received at the reception desk.

· The reception desk shall segregate the same Department-wise and register the particulars of all Mail / Courier.

· After recording the segregated Mail/Courier, the same shall be kept in the designated Box / Tray of the concerned department and dispatched to the concerned department.

· In case of Mail / Courier received for other location, the reception desk shall prepare separate packets and dispatch to them.

OUTGOING MAIL / COURIER

· The Outgoing Mail / Courier shall be dropped at the designated Box/Tray near the reception Desk .

· The Outgoing Mail / Courier shall be received at the reception Desk till 6.15 PM. daily.

· In case of Mail / Courier received after 6.15 PM, the same shall be Dispatched the next working day.

· After receipt of Mail / Courier the reception clerk shall enter into the Outgoing Register and keep ready for Dispatch by grouping mails destination-wise.

· The Reception Clerk shall obtain P.O.D. carbon copy and file the same on day to day basis.

· On receipt of bill the Reception Clerk shall verify the bills along with the Original P.O.D.  copies acknowledged by Receiver at other location.

· All outgoing courier upto 500 gms. would be dispatched through Official Courier of the Company.

· Any Mail / Courier above 500 gms. would require the approval of the concerned  HOD.

Mail / Courier Dispatch and Incoming Register

	Sr.

No.
	Date
	Courier 

Agency
	P.O.D.

No.
	Sender

Name
	Dept.
	To
	Contents
	Signature

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


NB :  Please use separate register for Incoming & Dispatch

RAILWAY TICKET BOOKING  
1. PURPOSE

2. SCOPE

3. REFERENCES  

4. DEFINITIONS  

5. RESPONSIBILITIES

6. PROCEDURE

7. ATTACHMENTS

PURPOSE

1. The aim of this Policy is to lay down the Procedure for Railway Ticket Bookings, Withdrawal of Cash advance for the same (along with Tour Advance) and forwarding of Tour Claims to Administration for internal audit.

SCOPE

2. This Policy covers All Employees of S at all Sites/Offices.

REFERENCES

3. Nil

DEFINITIONS

4. Nil
RESPONSIBILITY

5. The responsibility of various aspects of the Policy shall be as follows :- 

· Ensuring the Correctness of Requisition and Class entitlements and Cash payments for Tickets to the Jr GRO – Individual making the Ticket Requisition

· Rail Bookings – Jr GRO detailed for the purpose.

· Overall responsibility including final verification of entitlements of Tour 

             Claims –Sr. Manager Administration – through Admin Auditor.  

POLICY

6. The current Procedure on Railway Ticket Booking had some inherent problem for which reason, it has been decided to replace the same by a Policy on the subject. The problems have been listed in Appx “A” Attached. The Policy shall be as follows: -

IF EMPLOYEE IS PRESENT IN THE OFFICE OF HIS PLACE OF DUTY:

Ticket Booking 
7. Employee will fill up the Railway Ticket Requisition Form well in time before proceeding on a tour. Approval of Director / HOD for railway ticket booking will not be required since approval on ‘Tour Intimation’ is to be obtained. Specimen copy of a Requisition Slip which is common for all types of travel/hotel stay is attached as Appx “B” . A Specimen copy of endorsement of Tour Advance on the Tour Intimation Form is attached as Appx “C”. Please note that in cases where Director’s absence affects a Tour schedule, HOD may sign on behalf of Director.

8. Employee will submit Railway Ticket Requisition Form to Officer-Administration. Officer -Administration will book ticket with company’s approved agent.  Before booking the ticket he has to ensure the class of entitlement of the employee.

9. Officer –Administration will maintain a Ticket booking register as per the standard format.

10. Employee will be required to withdraw cash from Accounts in his own name for payment to be made to Railway agent well in advance. Advance taken for ticket booking will be debited to Individual employee’s “Traveling Advance Account”.  (Senior Employee are requested to manage the things through their nearer assistant)

11. Employee can withdraw his traveling advance along with amount required for ticket expense.

12. Employee will be required to prepare cash voucher for the amount to be withdrawn which is to be submitted to Accounts. Approval on cash advance voucher will not be required. The copy of tour intimation duly approved by Director is to be attached with Cash Advance voucher. Where absence of Director is likely have problems with tour schedule, the HOD may sign on behalf of Director on Tour Intimation. A Xerox Copy of the ‘Tour Intimation’ shall also be retained for attachment with the final Tour Claim.

13. Officer-Administration will collect the railway tickets booked from the Agent. & will hand over the same to concerned employee.

14. Officer-Administration will collect cash from the concerned employee & will handover the ticket booked. Officer –Administration will obtain signature of the employee in his register. Officer-Administration will make payment to Railway Agent for ticket booked with Administration.

15. Employee will carry the ticket while traveling. Employee will claim the ticket amount while submitting his TA Bill along with other traveling expense. A Xerox of Tour intimation shall also be attached. Admin shall verify that claims are as per entitlements with reference to Class of travel/Hotel Stay etc. Endorsement shall be made by Admin on the Tour Claim Reverse side in the Column Checked. A Specimen of such endorsement is attached as Appx “D”

16. Employee should not submit his used ticket to T.C. at Station, and should insist for with a view to submitting the same for official records.

TICKET CANCELLATION

17. Employee will fill up the Railway Ticket Cancellation Form ( same as Ticket Booking Form ) if his tour has been cancelled.

18. Employee will submit Railway Ticket Cancellation Form to Officer-Administration.

19. Officer -Administration will arrange cancellation of ticket.

20. Officer –Administration will mention ticket cancellation in his register.

21. Officer-Administration will collect the refund & will handover the same to the concerned employee by obtaining employee’s sign in the register.

22. Employee will deposit the refund in accounts & will settle his traveling advance account.

WHEN EMPLOYEE IS ON TOUR & HE WANTS TO BOOK HIS TICKET FOR HIS SUBSEQUENT TOUR :

23. When employee is on tour, and he has been asked for his subsequent tour which starts immediately on his arrival to based office. He can ask/ consult with his subordinate & can arrange booking with Administration which is to be approved by HOD ( procedure remains same except that the colleague will complete the formalities in place of employee on tour). In case of ticket booking for AGM & above level, their nearer assistant is to be allowed for arranging the ticket booking.

24. All formalities (specified above) including cash withdrawal from accounts can be done with due approval of his HOD /Director.

25. Cash will be withdrawn in his name (concerned employee) by preparing a cash voucher, which is to be supported by tour intimation approved by his HOD. All HODs are requested to coordinate & approve such transaction.

26. All the other steps remain same as specified above

WHEN EMPLOYEE IS ON TOUR & HE WANTS TO BOOK HIS TICKET  FOR DIVERTED TOUR 

Ticket Booking

27. Employee can book ticket at the touring Administrative Office.

28. Employee may provide cash if he is having sufficient cash with him.

29. In case Employee is not having cash, he can withdraw cash from touring administrative office in his name. In case of employee below Asst.Manager level, intimation from his HOD to Booking Office is required.

30. Cash voucher will be prepared at touring admin Office, which is to be approved by concerned in charge of the office. Expense head in the cash voucher will be concerned employee’s traveling advance account.

31. Concerned Admin office will claim such traveling advance by putting the cash voucher along with its regular petty cash statement. (so that concerned employee’s account can be debited at his based office) Employee will claim the ticket expense while claiming his TA bill expense.

32. All site office / Branch office /Factory office will follow above-mentioned procedure without any deviation.

Ticket Cancellation

36. Since Original Tour plan has been changed & Tour has been diverted, employee will be required to cancel his tickets, which were booked as per original tour plan.

37. Employee can submit the ticket to touring admin office for cancellation. Concerned Admin. Office will arrange for cancellation & will obtain the refund of the same.

38. Officer-Administration will handover the refund to the concerned employee by obtaining employee’s sign in the register.

39. Employee will deposit the refund in accounts & will settle his traveling advance account.

40. If immediate refund is not obtained, Ticket Deposit receipt is to be obtained from Railway Office which will be submitted to administration office where employee is based.

41. If employee could not get the refund collected by touring admin office because of his urgent departure, concerned Admin office will be required to prepare one credit voucher giving credit to concerned employee’s traveling advance account. Concerned admin office will take credit of the refund in its cash statement & will increase it balance.

42. Concerned Office will submit the credit voucher prepared along with petty cash statement to be submitted regularly. This way concerned employee’s account will be settled.

Attachments

43. The following appendices are attached:-

· Appx “A”
- Rationale Behind This New Procedure.
· Appx “B”
- Specimen of a ‘Travel Requisition Slip’

· Appx “C”
- Specimen Of Obtaining Director Approval On Tour Intimation
APPX “A”

RATIONALE BEHIND THIS PROCEDURE

· Once Ticket is booked, it was difficult to keep a track that employee has actually traveled.  

Problems : i.  He can cancel the ticket & can have the refund with him. 

     ii.Ticket may remain unused because his tour has been cancelled.

· Ticket if booked at other offices, and amount was claimed by the employee in his T.A. bill. It was difficult to control such practices.

· Employee could book two return tickets with alternate dates since schedule is not certain.

Problem :   i. One ticket, which has to be cancelled, may remain unused.

     ii. Employee could keep refund of one ticket, which was difficult to track.

· Employee could book ticket but it could remain unutilized because of change in program or miscommunication for cancellation.

· Employee could submit tickets for cancellation to administration but person from administration may not remit the refund amount to Company.  Thus audit / account will not get to know the status of such Tickets/Money.

· Sometimes immediate refund against cancellations is not possible & Railways give  ‘Ticket Deposit Receipt’ which requires to be attached with Company application for refund from Railways. This TDR can remain unclaimed with Admin - or employee. It can be subsequently en-cashed by the employee. It was difficult to control this.

· Personal ticket could be booked with malafied intension.

· There was a problem of keeping employee wise, date wise, destination wise, ticket number wise records for cross verification by audit & accounts.

· There was a need to make the system of purchase & accounting of railway tickets as fool-proof as possible.

APPX “B”

SPECIMEN OF  A TRAVEL REQUISITION SLIP

TRAVEL REQUISITION

Req. No. : __________                                                                       Date : _______________
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[image: image7.emf] 

[image: image8.emf] 



Air     
Train     
Road

Name:
1) _________ ____________Age / Sex: _________ Co. / Deptt.: __________________


2) ________ __________     Age / Sex: _________  Co. / Deptt.: __________________


3) _________ _________     Age / Sex: _________  Co. / Deptt.: __________________

Designation: _________ _________                   Grade: ________________

Date of Travel: ____________ ___
From____________To _____________

Date of Travel: _______________
From ___________To _____________

Date of Travel: ______________
From __________To ______________

Return on: __________________
From _________  To ____________

[image: image9.emf] 

Train / Flight Name: ________________ 
Class : ____________________

[image: image10.emf] 
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Contact No. During Tour: ________________________

Purpose of Visit: __________________________          official                 personal

Special Request (if any): __________________  _______________ _______________ 

Note:
If class is not mentioned, then booking will be done in second class only. All employees must collect their tickets within 24 hours after placing requisition with Admin. Necessary payments shall be made to Admin. at the time of collecting railway / bus tickets.

	_____________________
	
	_____________________

	Signature of Employee
	
	Sanctioned by


Ticket Receiver’s Signature: _____________________

FOR USE OF GUEST RELATIONS OFFICE ONLY

Req. No. : __________                                                                                   Date : _____________

	Ticket No.
	PNR No.
	Train No.
	Class
	Coach / Seat
	Air Ticket No.
	Flt. No.
	Amount

(Rs.)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


APPX “C”

TOUR INTIMATION FORM

( Note: The Original Copy of this intimation shall be handed over to Personnel Dept prior to moving out on Tour. A Xerox Copy of this shall be attached with the Tour Claim)

PERSONAL DETAILS & MODE

	Name:


	Date:

	Designation:


	Grade:
	Employee No:

	Department:
	Purpose of Visit:

	Mode of Travel

(As per Entitlement)

[image: image12.png]



         Please specify  
	Car/Taxi/Bus
	Air
	Train

(1st Class AC/2nd AC/ 3rd AC/2nd AC CC/ 1st Sleeper/2nd Class)

	
	
	
	


TRAVEL PROGRAM

	DEPARTURE
	ARRIVAL

	Date
	Place
	Time
	Date
	Place
	Time

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TRAVEL ADVANCE     (With Specific Reasons)

	Advance Requested  Rs     .                                  .
Rupees ____________________________________________________________________




ANY SPECIAL SANCTION 

( Expenditure on Entertainment/Special Purchases connected with Tour)

	

	


__________________



                ________________

Signature of Employee




        (Tour Approved By)

( Note: The Original Copy of this intimation shall be handed over to Personnel Dept prior to moving out on Tour. A Xerox Copy of this shall be retained and subsequently attached with the Tour Claim)

HOTEL BOOKING

1. PROCEDURE ON HOTEL BOOKING

This procedure covers the booking of the hotel for employees who visit BARODA on official visit.

2. Designation and Hotel Eligibility

The following is the Designation & Hotel eligibility of Officials of S

	DESIGNATION
	HOTEL

	CMD & Directors
	 To be decided by Local Admin

	VPS & GMs
	 To be decided by Local Admin

	Others
	 To be decided by Local Admin


3. Booking Procedure

· Officials who intend to avail Hotel facility shall send the Requisition to the Facilities Manager – BARODA before 72 hours, in the prescribed form as shown in the Annexure.

· The booking shall be done subject to availability.

4. Settlement of Bills

· Except for Directors & Company Guests, All the Hotel Bills (Boarding & Lodging) bills have to be settled by the concerned official only.

Annexure


VEHICLE BOOKING

1. Procedure On Vehicle Booking
This procedure covers the booking of Vehicles for employees who visit BARODA on official visit.

2. Designation and Vehicle Eligibility

The following is the Designation  & Vehicle eligibility of Officials of S
	DESIGNATION
	MODE OF LOCAL CONVEYANCE

	GM & Above
	Taxi/ Cool-Cab in Mumbai

	DGM/AGM 
	Taxi

	Sr.Mgr./ Mgr. / Dy.Mgr./ Asst. Mgr
	Shared Taxi

	Executive / Sr.Engr. / Sr. Officer / Engr./Officer
	Rickshaw / Share Taxi. Taxi - only if rickshaw is not available.

	Jr. Engr. / Trainee / Sr. Asst. / Sr. Tech. / Tech./Supervisor
	Bus / Rickshaw, in case of unavoidable circumstances.

	Asst. Technician / Workman / Helper / W/S Asst. / Peon / Drivers
	Bus


3. Booking Procedure

· Officials who intend to avail vehicle facility shall send the requisition to the Facilities Manager –BARODA before 72 hours, in the prescribed form as shown in the annexure.

4. Settlement of Bills

· For Directors : Bills shall be settled by BARODA office.

· For Local Employees : Bills shall be settled by BARODA office.
· For All Other Employees on Tour: Bills shall be settled by concerned employee.
Annexure

Requisition for VEHICLE Booking

(To be filled up by applicant)

Company: ____________________
Date: _________________

	Applicant’s Name
	

	Department
	
	Emp. Code
	

	Designation
	
	Mobile No.
	

	Grade
	
	Tel. No.
	

	Name of the Guest
	

	Travel Date
	
	Veh. Type
	

	Purpose of Travel
	

	From (Place)
	
	To (Place)
	

	Flight No.
	

	Flight From
	
	Flight To
	

	Departure Time
	
	Arrival Time
	

	No. of Days
	

	Place of Reporting
	
	Rep. Time
	

	Special Instructions, if any
	


	________________________
	________________________

	Sign. of Concerned HOD / Director
	Sign. of Applicant


Note:
Employee of the grade of GM or above is authorized to book vehicles. Employee below GM shall get 

the requisition approved by concerned GM / Director.

OFFICE STATIONERY

1. PROCEDURE FOR DEMAND AND DISTRIBUTION OF STATIONERY

· Departments have to plan the requirement of stationery that shall avoid wastage and unending demands everyday.

· Stationery would only be given once in a month as per the requisition slip and eligibility.  In case of any emergency, approval of Facilities Manager and Dept. Director is a must.

· To streamline the system and to cut expenses on stationery, the following procedure are to be followed by each department.

· The requirement is to be vetted and signed by the HOD.

· It shall be submitted to Admin. Dept. for consolidation at least 10 days before the start of the month.

· Admin Dept. after consolidation the details, shall put up the requirement to the Stationery Supplier.

· Admin Dept. shall ensure delivery of these items during the first week of the month.

· All stationery requirements shall be routed through Admin. Dept. only.

· Following items would be issued against replacement only except for new joiners subject to eligibility:

· Staplers

· Punching Machines

· Marker Pens

· Ball Pens

· Micro Tip Pens

· Calculators

· Please note that the following stationery items shall not be issued to all except for Dept. Heads or with prior approval of HOD :

· Micro Tip Pen or any other Pen of costlier Brand.

· Post it Pads

· Spiral Pads

· Glue Sticks

· Micro Tip Pencils 

2. PROCESS
· Request is to be given by all staff to their respective Department representative.

· Each Department representative would prepare their consolidated demand for all the stationery items and take their HOD's  Approval.

· Dept's representative after approval of their HOD would submit to Admin. For consolidation latest  by the 25th of each month.

· On the basis of requirement, Admin. Would place the orders with the vendor.

· Stationery items are first checked as per order and then received by the Security Guard duly stamped on the challans. 

· All the stationery items are entered into the Stock Register.

· Admin. would issue stationery to the Dept. representative as per their Dept. Indents received.

· In case of urgent requirements for events etc., requirement shall be given at least three days in advance to procure those items not available.

· Admin. Dept. would submit department wise issue details to all concerned Directors 

BRANCH / SITE   -  PETTY CASH HANDLING
POLICY ON PETTY CASH & IT’S SECURITY

1) PURPOSE

2) SCOPE

3) REFERENCES  

4) DEFINITIONS  

5) RESPONSIBILITIES

6) PROCEDURE

7) ATTACHMENTS 

PURPOSE

1. The aim of this Policy is to lay down Procedure for maintaining of Petty cash & ensuring Security of the Petty Cash and the connected records. 

SCOPE

2. This Policy covers All Offices of S. The Policy shall be effective 01 Mar, 2006. All previous Policies/ Instructions stand superseded on this Policy coming into force.

REFERENCES

3. Existing Policies of Accounts Department contained in the Administration Manual and connected Circulars from Accounts Department.  

DEFINITIONS

10.  In the context of this policy the following meanings shall apply:-

· ‘Petty Cash’. This shall mean the amount of Cash handed over to the Office as a Short Term Advance to meet petty requirements of cash. 

· ‘Cashier’.   This shall mean the person designated by the HOD of the particular office to hold the Petty cash as well to ensure the proper recording of the transactions there-in.

· ‘Security’. Shall mean the physical Security of Cash and all connected documents pertaining to it.

RESPONSIBILITY

11. Accounts Department shall be responsible for the overall Procedural aspects of this Policy at all Sites/Offices. 

12. Corporate Admin Head at HO Pune shall be responsible for implementation of the Policy. 

13. The responsibility of implementation at each of the Sites/Offices shall be that of the local Administration In-Charges / HODs there. 

POLICY

General
8. All our branches/site offices have a petty cash with a pre-determined limit, which is duly approved by the Accounts Dept. in consultation/recommendation with/by respective HODs These limits can be revised and approved by the Accounts Department in case of increase in the volume and transactions. These petty cash procedures are to be explicitly followed at the branch / site offices.

Objective
9. This Policy has been framed with a view to standardize the Petty cash procedures in S at all Offices / Sites & Factories – and also to ensure the Security of the Cash & Records connected with the Petty cash.  

Applicability 

10. These rules are applicable to all the Offices / Sites & Factories of S.

Procedure  

11. The petty cash managing persons/personnel at all the Branches/Sites have to adhere to the following guidelines to ensure speedy and prompt issue of petty cash and timely accounting of petty cash expenses at Corporate Accounts, Pune :-

a. Make day-to-day entries of cash receipts and expenses at Offices / Sites & Factories and ensure that physical cash tallies every evening with the book figure.

b. Send statements periodically (bi-weekly, weekly, fortnightly depending upon the requirement) to Corporate Accounts, Pune duly approved by the branch/site in charge.  Care has to be taken that the cash amount should not fall below 25% of the approved limit. Further, it has to be ensured that the petty cash statement for any given month reaches Pune latest by the 3rd working day of the next month without fail.

c. Proper account head, narration should be mentioned on each and every cash voucher and ensure that consistency is maintained while writing the account head for similar/same nature of expenses. A list of major accounts head is attached as “Appx “A” for ready reference.  

d. Due precaution must be taken to ensure payments are made after deduction of TDS at applicable rate to parties whose services are liable to deduction of TDS on crossing the set Income-tax limits.  It is to be borne in mind that that these limits are combined for all the locations of the company.  A list of such contractor’s to be sent at all the branches/sites for their convenience. In case of any doubt, prior enquiry should be made at Corporate Accounts before making any such payments.

e. Employee code & Company must be put clearly & invariably on all vouchers of Advance/Loans/Travel Advance/Travel Expense.

f. All expenses towards telephone, electricity, mobile phone, taxi must be routed through the Head Office for payment by cheque. Branch offices should not make cash payments towards these.

g. Any petty cash expenses/advances of associate companies/ even advances of any nature to the employees of associate companies should not be paid from the petty cash of the existing company.  All such expenses / advances should be claimed from the respective accounts dept of such associate companies by way of separate reimbursement by Cheque only.

h. Make day-to-day entries of cash receipts and expenses at Branch/site PC based on proper supporting vouchers and obtaining signature of the recipients. Summery of physical cash on hand should be prepared and signed on daily basis with proper denomination by the cashier. Signature of the HOD to be obtained on summery sheet. Physical cash balance should be tallied with book balance on daily basis.

i. All the petty cash vouchers should be duly authorized by the branch/site-in charge and must be sent serially numbered in ascending order. The numbers should start from Sr. No. 1 every month.

12. Scrutiny of advance for expenditure account should be carried out on regular basis for timely accounting and settlement. Also single payment should not exceed a limit of Rs. 20,000 to ensure compliance of section 40(A) (3) of Income Tax Act 1961 except tour advances to the employees only.

13. Employees travel expenses for all Sites/Branches/Factories should be sent for post Audit at Corporate Admin Department – Pune before posting by Accounts Department – Pune.

14. Payments for courier, taxi, transporters, etc (for all contractual types of payment) should be made at H.O by Cheque for TDS purpose.

15. Service Tax Registration No. is required for all the parties charging service tax to the Company. All the Branches shall verify PAN Nos. This includes PAN Nos of existing/old parties. All Branches shall send request on approved Format, for creation of new vendor code with complete details viz. nature of service/supply, address. Sites be informed about FBT and accounting should be accordingly done for e.g. Telephone & Mobil bills, entertainment, employee welfare, sales promotion, repairs and fuel for motorcars, guest house, gifts etc.    

16. Electricity, telephone and government levies are to be sent immediately and with proper approval.  Sending of duplicate invoices through e-mail and/or through courier, leads to double efforts. Whenever duly approved statutory levy bills are sent through e-mail, the same bills shall not be sent through courier and noting with proper reference to be made on the original bills.

17. Insurance of Cash in Safe to be obtained/ renewed by the Administration Department. Care to be taken to obtain insurance for cash in safe for newly opened Branches/Sites. Coverage of Insurance may be decided based on cash limits, average balance maintains at different branches. Suitable intimation mast be sent to HO by concerned HOD for enhancement of Insurance coverage if the cash balance or equivalent is exceeding the approved limit for any of the branch. 

18. Name of user Department should be mentioned without fail on the face of invoice to ensure accounting of expenditure to the correct ‘cost centre’. This requirement shall be mandatory - in view of growing business units and for MIS purpose. The list of cost centre shall be circulated separately by accounts department.

19. The list of following persons be sent to Accounts – especially so whenever changes occur:

a. Persons authorized to sign the payment voucher/bills along with the specific limits 

b. Persons authorized to sign on the bills as well as the petty cash summary the name of the approving authority to be mentioned in the bracket for identification WITHOUT FAIL, otherwise it may lead to further inquiry from accounts and thus delay in process. 

c. Authorized person (with limits) who is delegated on behalf of permanent approving authority.  

20. All the Branches/site offices hold a petty cash with a pre-determined limit, duly approved by the Accounts Dept.  This petty cash is explicitly to be maintained at the branch / site office and the person maintaining cash should ensure availability of adequate cash at all times for day-to-day operations at the branch/site. However, the cash limit should not exceed more than four times of average monthly expenses.

21. In order to improve response time to all the branch requirements and to address the issues related to ACCOUNTS effectively,  a separate e-mail login selbr@s.com has been created as single point contact. All Branches are requested to address any issue related to branch transactions to the above e-mail address only. Usage of telephone should be restricted only for urgent requirement only. All the e-mails delivered to the above login will be acknowledged on the same day by the concerned executive and shall be resolved within three working days on best effort basis. In case of delay in response beyond the stipulated time or urgency/importance, a copy of the e-mail may be forwarded to respective Account Heads However, for all administrative issues, e-mail can be sent to Head, Corporate Admin.

22. To ensure Withdrawal of cash against the self cheques released by HO, Photo identity proof of the person authorised to withdraw the cash shall be mentioned on the back of the cheque. Banks shall release the cash only against furnishing the identity proof by the authorised person. All the branches are advised to forward the identity proof of the person authorised to withdraw the cash from Banks. (No need to submit again if already submitted or no change in authorised person)

23. Cash purchases to be discouraged. Even in emergency, the cash purchases have to be from the registered dealer only. (Registered with the state sales tax department). The registration details mast be verified on the face on invoice before releasing any payment in cash.

Security of Petty cash & it’s Connected Vouchers & Records

24. The Cashier must be designated by Name and the Name intimated by the HOD to Accounts Department & Admin Department at HO Pune. 

25. The Cashier shall be the Sole Person authorized to handle the Petty cash. A temporary relief may be designated by the HOD when the permanent incumbent is away on leave/Tour etc. However, the HOD must ensure that a proper “handing Taking Over” formality is completed and the new incumbent is fully satisfied with the statement of the Fund and it’s records. This process shall be repeated on the permanent cashier rejoining.

26. As a emergency measure the HOD may choose to keep the duplicate key in a sealed envelope with him – just to meet an emergency requirement wherein the Cashier IS unavailable AND Petty cash Box needs to be opened. The HOD must ensure that only a specific amount is withdrawn from the Petty cash Box and documentation in support of this is completed. The Cashier be informed of the transaction carried out during his absence.  

27. As a matter of Policy, Petty cash below the Limit of Rs 25,000/- be kept in small strong steel boxes with safe locking system. Petty cash above Rs 25,000/- be kept in small sized ‘Safes’ – Electronic or Manual as preferred.

28. The Password of Electronic safes must not be shared with any other person by the cashier. He may keep it with the HOD in a sealed envelope – and if used in emergency, the password be changed on resuming the charge of the Safe.

29. The cashier must keep the Petty cash Box locked at all times and keep the key in his personal custody. It would be a good practice to keep out a maximum of Rs 5000/- for routine expense and the main cash box remain locked. Thus this shall minimise the cash loses if any.

30. The Cash Box/safe must be kept inside a Cupboard which has a good quality lock (the standard lock installed throughout the Office be changed – to avoid opening by similar keys within Offices).

31. The Petty cash must be checked by the Cashier daily – the first time that the Cashier handles the cash Box.

32. Where one Cashier maintains the Petty Cash accounts for more than one Company, the Cash and the Records of each of the Company must be in different Boxes – or at least separated in separate containers where the amounts are not too large. The Records should similarly be separate.

33. All entries (Cash In & Out) must be recorded in a Petty Cash Register. The amount (denomination-wise) be tallied every evening before close of office. The cashier may close the Cash transactions 30 minutes prior to close of office for the purpose of completing his accounting procedure.

34. As an added precaution, the Cashier must seal the cash Box/ Cupboard containing the cash Box – by means of signing off on a good sticker that is placed across the Lock/cupboard. In case the seal appears tampered at the time of opening at the beginning of Office, the HOD must be informed – and a cash tally taken accordingly to satisfy that there has been no pilferage. 

35. Certificate by Petty Cash Custodians. Every Petty Cash Custodian, at the time of Taking Over / Handing over of Petty Cash Charge, shall complete the Certificate attached at Appx “B”.
36. Random Check by HOD.  Random Check by HOD. The HOD or a senior person deputed must carry out a random check of the Cash Register as well the actual cash balances. This must be done twice in a month – at varying intervals. There should be a practice for rotation of the duty of the Cashier wherever it is practically possible to avoid possibility of manipulation.

37. Check By Auditor. Auditor will carryout out physical verification of cash on hand on surprise basis as well as every six months.

38. Action on Loss of Cash.

· Investigation. The HOD must be informed by the Cashier immediately on occurrence. The HOD shall immediately hold an investigation. 

· Police Report (FIR). In case where the HOD feels that Police help is necessitated, he may do so with concurrence of HR Dept at HO Pune.  

· Penal Deductions. Whenever it is revealed in investigations that the loss is due to negligence or failure to comply with procedures, the Cashier shall be liable to make good the loss. The Personnel Department shall be advised of the total amount to be recovered and they shall deduct the same in ‘one lot’ or in ‘instalments’ as deemed fit. Prior approval of HR Department shall be obtained before imposing any of the Penalties.

39. Clarifications in Policy.
· For Clarification in Accounting Procedures. The Accounts Department at HO Pune 
· For Clarification in Security Procedures.  The Admin Department at HO Pune 
Attachment

40. Following are attached:

a. Appx “A” 
-
List of Accounts - 
b. Appx “B” 
-
Format of Certificate by Petty cash Custodian 

Appx “A”

	List of Accounts

	Sr. No.
	Accounts Head

	1
	Bank Charges

	2
	Books, Data & Periodicals Expenses

	3
	Business Promotion Expenses

	4
	Consultancy Expenses

	5
	Conveyance Expenses

	6
	Courier Expenses

	7
	Electrical Expenses

	8
	Electricity Expenses

	9
	Factory Expenses

	10
	Freight Expenses

	11
	Good Work  (Incentive) Expenses

	12
	Guest house Expenses

	13
	Legal Expenses

	14
	Met-mast Expenses

	15
	Miscellaneous Incomes

	16
	Office Expenses

	17
	Other Perks

	18
	Petrol/Diesel Expenses

	19
	Power & Fuel (incl. Diesel for D.G. sets)

	20
	Postage Expenses

	21
	Printing & Stationery Expenses

	22
	Professional Fees

	23
	Rates & Taxes

	24
	Rent

	25
	ROC Expenses

	26
	Repairs & Maintenance

	27
	Salary

	28
	Salary Allowances

	29
	Subscription Expenses

	30
	Staff Advance

	31
	Staff Canteen Expenses

	32
	Staff Welfare Expenses

	33
	Stipend

	34
	Telephone Expenses

	35
	Tour Advance

	36
	Travelling Expenses

	37
	Vehicle Expenses

	38
	Casual/Temporary Labour Charges

	39
	Hotel Expenses

	40
	House Keeping Expenses

	41
	Misc.Expenses.

	42
	Security Expenses
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CERTIFICATE BY ALL PETTY CASH CUSTODIANS

As the CUSTODIAN of Petty Cash at (Location) _________________ of Company ________________, I currently have the following cash totaling the amount authorized for my petty cash fund as on ____________(date).

· Authorized Petty Cash Limit
Rs: __________________

· Cash on hand 


Rs: __________________ 

As the CUSTODIAN, I agree that I received the total physical cash as above. I also undertake that I shall perform my duties as a cashier with due care, diligence, prudence and ensure adequate security thereof. 

 I understand that the aforesaid duties as custodian of cash are being performed by me for and on behalf of the company and the company hereby indemnify my acts provided I have observed due discipline, sincerity and honesty in my acts and attitudes.  I have read and agree to follow the Policy of Petty cash Handling & Security, and understand that I shall be bound by any other specific policies and procedures concerning my responsibilities for safeguarding and disbursing cash from the petty cash fund that may be issued from time to time. 

____________________________

Signature of Petty Cash Custodian

Date: ___________                 Name: __________________________

	IMMEDIATE SUPERVISOR
	DEPARTMENT HEAD

	Name______________________________

Signature___________________________

Date        ___________________________


	Name______________________________

Signature___________________________

Date        ___________________________


Distribution:

· Copy No 1: HOD of Local office

· Copy No 2: Concerned Account Head at HO Pune

· Copy No 3: Corporate Admin

· Copy No 4: Custodian

MOBILE HAND-SETS

1. The Company, vide Policy dated 25 Nov, 2003, has laid down the following criteria:

· Handset. The Handset shall be purchased by the employee. The cost of Handset shall be reimbursed as per limits laid down. The reimbursement shall be for the first handset only. The handset shall be purchased by the employee in his/her name – and NOT in the name of Company. For reimbursement, the Original Bill along with a Photocopy of the Bill and Director / CMD Approval shall be submitted. Administration shall make an endorsement on the Original Bill and return it to the User for records/insurance.  

· Ownership. The Handset shall remain the property of the individual.

2. The aim of the above arrangement was to enable the entitled employee to use a Handset of his/her choice as well cut down procedural time and avoid use of old obsolete Handsets causing problems to the users.

3. However, over a period it has been seen that a number of employees are leaving in very short period after issue of the Handset. The reliever thus has to be given a fresh Handset, which adds to avoidable cost to Company. In view of this the following amendment shall be implemented with immediate effect:

a. The Directors recommending entitlement of Handsets for “Occasional Users” must specify whether the Company shall issue the Hand-set – or only reimbursement for a limited period with limited Monthly Limit shall be sufficient. The Requisition Form has been suitably modified for this purpose.

b. The employee Issued a Handset at Company cost leaves the Company in a short period shall be liable to reimburse proportionate cost of the Mobile as follows:

i. When employees leaves within 1 year of Issue              –  100% Cost recovery 

ii. When employees leaves between 1 to 2 year of Issue   –   50% Cost recovery 

iii. When employees leaves beyond 2 year of Issue            –  NO Cost recovery 

Cost-Limit of Handsets when issued by Company. Due to marked downward revision of Market rates, the revised Cost-Limit of Hand-sets shall be as follows:

	Limits - Cost of Handset

	Below GM
   - Rs 3500/-

GM to President- Rs 7,000/-

Directors
   - As approved by Director / CMD 


ATTACHMENTS

Appendix “A” 
- Requisition Of Mobile Facility – Temporary Issue (Pool Mobile)

Appendix “B” 
- Requisition Of Mobile Facility – Regular Issue (With/Without 
                                      Company handset)

Appx “A”

MOBILE  FACILITY  (TEMPORARY ISSUE – POOL MOBILE)

	From :  

            __________________________

(Name of Employee)
	To: 

      _____________________________

(Concerned Director)


(Through Concerned HOD)

Date :   _______________

Subject : Approval for  Mobile Facility -  Temporary Facility ( Pooled Mobile)

Dear Sir,

I shall be requiring a Pooled Mobile for short term for the Following Purpose:

I may please be provided Mobile Facility (inclusive of Handset) as follows:

· SIM Card (Name of Service Provide) : ______________ 

· Duration for which required
-  From: ___________  To: ____________

· Station where Mobile is to be used  : ________________

Sanction may please be accorded for the above Request.

Regards,

___________________ 

Signature of Employee

	APPROVAL OF DIRECTOR

Facilities Approved

	· 
	
	
	
	Accessories (If any Required)

1.

2.

3.

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	
	
	
	
	

	· 
	
	
	
	

	                                                                                               __________________________

                                                                                          ( Signature of Concerned Director)


Appx “B”

MOBILE FACILITY  (REGULAR ISSUE)

	From :  

            __________________________

              (Name of Employee)
	To: 

      The Director

       


Employee Code: ____________

Designation: __________ 
Company: ____________
  

(Through Concerned HOD)

Date :   _______________

Subject : Approval for  Mobile Facility (Regular Issue)

Dear Sir,

I may please be provided Mobile Facility as follows:

· SIM Card (Name of Service Provide) : ______________ 

· Duration for which required

: From: ___________  To: ____________

· Home Station (Where employee is based): ________________

Sanction may please be accorded for the above Request.

Certificate: I understand that the Handset shall be my personal property and I shall maintain it at my cost. I also authorize the Company to make the necessary deductions from my final settlement, as per Policy, in case I leave the Company before laid down period.

Regards,



________________ 

Signature of Employee

Facility & Limit Recommended by Concerned Director

	· Required in CUG
	
	· Non CUG
	
	
	 Accessories( If any Required)

1.

…………………………

2.

………………………….



	
	
	
	
	
	

	· Basic (Local calls)
	
	· Data / Fax
	
	
	

	
	
	
	
	
	

	· Friendly Roaming
	
	· Voice Mail (VMS)
	
	
	

	
	
	
	
	
	

	· Roaming National
	
	· Roaming International
	
	
	

	
	
	
	
	
	

	· STD / ISD
	
	· Internet,  GPRS etc.
	
	
	

	
Recommended Limit Rs :                                                    _________________________

                                                                                          ( Signature of Concerned HOD)



        Approved  
      Not Approved                      Meet Me  
 


Monthly Limit approved Rs :  

                                                      ____________________







(Director/Authorized HODs in CMD Dept)

ANNUAL MEDICAL CHECK-UP  
LAYOUT

8) PURPOSE

9) SCOPE

10) REFERENCES  

11) DEFINITIONS  

12) RESPONSIBILITIES

13) PROCEDURE

14) ATTACHMENTS

PURPOSE

27. The aim of this Policy is to lay down Eligibility and Procedure for Medical Check-up Scheme.

SCOPE

2. This Policy covers All Employees of S ‘On Roll’.  

REFERENCES

3. ( i )  Policy on Medical Check-up dated 01 Apr, 2002 

( ii )  Amendment to Medical Checkup Policy for 2003 

DEFINITIONS

4. Provisional Confirmation. It shall mean the employees who have completed the eligibility of confirmation and only documentation formalities are awaited. ( A Director approval shall be required for allowing such a category of person to undergo the Medical check-up). 
RESPONSIBILITY

5. Administration Manager, HO Pune shall be responsible for the co-ordination of the Policy at all Sites/Offices. The responsibility of implementation at each location shall be that of the local Administration in-charges. 

POLICY

Eligibility.

6. For purpose of coverage of this Policy, the Staff has been divided into following Groups:-

· Group 1: Shall cover all Confirmed/ ’Provisionally Confirmed’ employees 35 years and above - other than Drivers.

· Group 2: Shall cover all Confirmed/ ‘Provisionally Confirmed’ employees of age 45 years.   
· Group 3: Shall cover all GMs, VPs, Consultants in GM level, Directors & Spouse of Directors (irrespective of age).
· Group 4: Shall cover all Drivers(whether ‘on roll’ or ‘off roll’) - irrespective of their age. This purely ophthalmic check-up shall be applicable to all drivers first at the time of recruitment and subsequently in Apr/May every year – however, in such cases it shall be ensured that only one Test is held in a Financial Year.

              ( Note : for calculation of Age, 31 Mar every year shall be taken as the cut-off date)

Entitlement of Medical Check-up Packages.

7. The following Medical packages shall be entitled to persons in the above Groups :-

(a) Group 1.        - Basic Check-up. Details of Medical Tests attached as Appx “A”
(b) Group 2 & 3. - Executive Check-up.  Details of Medical Tests attached as 

                                     Appx “B”
(c) Group 4.       - Ophthalmic Test only. to cover Eye Sight, Night Vision and Color

                                     Blindness.  
Period for Conducting Check-up

8. Employee shall be required to get himself or herself medically checked-up during the period – Apr- May- Jun every year. Eligible employees not getting themselves examined within the above period shall have to get themselves checked at their own cost and hand over a Xerox copy of their medical reports to Administration Manager, HO Pune through their local Administration in-charge.

Time-Off for tests.

9. The period spend on Tests shall be treated as on duty. However, the maximum period allowed shall be One day. Time required for any treatment / additional tests shall require the employee to cover the period of absence from his leave entitlements. NO conveyance etc is payable for the visit to the medical check center.

Coverage of the Scheme.

10. This Policy covers Medical Check-ups as laid down in the Packages as per eligibility only. The employee shall be required to bear the cost for any Treatment or additional tests recommended by the Doctors to the employee. 

Working out of Eligibility/Age.

11. For the purpose of this Policy, the laid down ages shall be taken as of 31st Mar of that year. All confirmed employees or who are deemed to be ‘Provisionally Confirmed’ and have attained the laid down age as on 31st Mar of that year, shall be eligible. The age-limit and service condition does not apply to drivers who shall undergo the Eye Tests irrespective of their age or type of enrolment.

Procedure.

12. Corporate Tie-up. Administration at all Sites and Offices shall arrange a corporate tie-up with a good hospital to cover the employees for the medical check-ups. Where the number of eligible employees is limited, individual Check-Ups may be unavoidable. In such cases, the maximum re-imbursements shall be as follows :- 

· Basic Package for Group 1. 

: Rs   800.00 (Rs 1000/- for Ladies)

· Executive Package for Group 2 & 3  
: Rs 2000.00 (Rs 2500/- for Ladies)

( Please Note: The List of Tests are suggested only.b The Final Package worked must be within the above Limits. Any additional expenses shall be borne by individuals. Medical Treatment is NOT a part of Medical Check.   )

13. Signing of Agreements. A workable agreement shall be signed with the concerned short-listed Hospital providing the Medical Check-ups as a corporate tie-up. It is recommended that the facility be negotiated with the Hospital to permit clearing the Bills in Lump-sum after all the eligible employees have been Checked-up.

14. Coordinating batches for Medical Check-ups. With a view to avoid disrupting of daily routine, the eligible Staff shall be grouped in batches with the consent of HODs. The Hospitals be given prior notice of the members of each batch so as to avoid wastage of time at Hospitals. The Administration shall hand-over to the employee an Authority Letter in duplicate as per specimen attached at Appx “C”. The Hospital must attach the duplicate copy of the letter along with the Bill.

15. Maintaining of Medical Records. The administrations at all locations shall ensure that the Hospitals submit the Original Medical Records to them – and not to individuals. The Photocopy of the Overall Summary of Medical Check shall be submitted to Admin Manager, HO, Pune who shall maintain a Medical File of each Individual including Drivers. Local Admin in-charge shall keep a record of the progress of Medical Check-ups at their locations. (An employee may obtain a Xerox copy of any medical report from the local Admin in case he/she requires the same).

16. Confirmation of Completion of Medical Check-up. All Offices/Sites shall send by 10th Jul every year, a Confirmation that as of 31st Jun, all eligible employees at their locations have completed their Medical Check-up for the year. (List of employees who have not undergone the tests along with reasons for the same shall accompany this confirmation). 

17. Procedure for Driver’s Eye Test. The local administrations shall tie-up with a nearby Eye Clinic to conduct the laid down tests. The cost of these Tests shall be in the range of upto Rs 75/- per person. 

ATTACHMENTS

Appx “A” -
Recommended Contents of an Executive medical Check-up Package

Appx “B” -
Recommended Contents of a Basic medical Check-up Package

Appx “C” -
Format of an Authority letter to the Hospital

Appx “A”

RECOMMENDED CONTENTS OF AN BASIC MEDICAL CHECK-UP  

(Package to be negotiated within Limits)
BASIC HEALTH CHECK-UP

                            FOR   MALES

   
      
         FOR FEMALES
	SR
	TEST
	
	SR
	TEST

	1. 
	HAEMOGRAMS
	
	1. 
	HAEMOGRAMS

	2. 
	BSL- FASTING / POST PRANDIAL
	
	2. 
	BSL- FASTING / POST PRANDIAL

	3. 
	URINE ROUTINE
	
	3. 
	URINE ROUTINE

	4. 
	CHOLESTREROL
	
	4. 
	CHOLESTREROL

	5. 
	UREA
	
	5. 
	UREA

	6. 
	CHEST X-RAY – PA
	
	6. 
	CHEST X-RAY – PA

	7. 
	ECG
	
	7. 
	ECG

	8. 
	PHYSICAL EXAMINATION & EVALUATION OF REPORTS
	
	8. 
	PHYSICAL EXAMINATION & EVALUATION OF REPORTS

	9. 
	OPHTHALMIC CHECK-UP
	
	9. 
	OPHTHALMIC CHECK-UP

	
	
	
	10. 
	PAP SMEAR

	
	
	
	11. 
	GYNECOLOGICAL EXAMINATION


xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

Appx “B”

RECOMMENDED TESTS OF AN EXECUTIVE MEDICAL CHECK-UP  

(Package to be negotiated within Limits)

EXECUTIVE HEALTH CHECK-UP

                            FOR   MALES



FOR FEMALES

	SR
	TEST
	
	SR
	TEST

	1. 
	HAEMOGRAMS
	
	1. 
	HAEMOGRAMS

	2. 
	ESR
	
	2. 
	ESR

	3. 
	BLOOD SUGAR LEVAL FASTING / POST PRANDIAL 
	
	3. 
	BLOOD SUGAR LEVAL FASTING / POST PRANDIAL 

	4. 
	UREA
	
	4. 
	UREA

	5. 
	CREATININE
	
	5. 
	CREATININE

	6. 
	URIC ACID
	
	6. 
	URIC ACID

	7. 
	BLOOD GROUP AND RH FACTOR
	
	7. 
	BLOOD GROUP AND RH FACTOR

	8. 
	LIPID PROFILE
	
	8. 
	LIPID PROFILE

	9. 
	LFT ( LIVER FUNCTION TESTS)
	
	9. 
	LFT ( LIVER FUNCTION TESTS)

	10. 
	STRESS TEST
	
	10. 
	STRESS TEST

	11. 
	CHEST X-RAY-PA
	
	11. 
	CHEST X-RAY-PA

	12. 
	ECG
	
	12. 
	ECG

	13. 
	PHYSICAL EXAMINATION AND EVALUATION OF REPORTS 
	
	13. 
	PHYSICAL EXAMINATION AND EVALUATION OF REPORTS 

	14. 
	OPHTHALMIC CHECK-UP
	
	14. 
	OPHTHALMIC CHECK-UP

	15. 
	URINE ROUTINE
	
	15. 
	URINE ROUTINE

	16. 
	STOOL ROUTINE
	
	16. 
	STOOL ROUTINE

	17.
	DENTAL CHECK
	
	17. 
	DENTAL CHECK

	
	
	
	18. 
	GYNECOLOGICAL EXAMINATION

	
	
	
	19. 
	MAMMOGRAPHY


Appx “C”

FORMAT OF AN AUTHORITY LETTER TO THE HOSPITAL
Date:

From,

Admin In-Charge,

____________

To,

_______________

(Name of Hospital)

Sub : Medical Check-up 

Dear Sir,

As per our arrangements, we are directing the following employee to you for the medical Check-up. Kindly carry out the test as per package noted below.

1. Name of Employee : _____________________   2. Employee Code: _____________

3. Department : ________________   

    4. Company : __________________

5. Date of Birth : _______________  


Medical Test required : Executive package              Basic Package         (Tick one )

Please note that this letter is being sent in Duplicate. Kindly return the Duplicate copy along with the Consolidated Bill. The Bill may please be prepared in the name of Company mentioned in Ser 4 above. 

This authority covers only the Medical Checkup Package & does not include any other Tests, Consultations, Medicines etc. which the employee shall be required to pay for directly to you in case he has agreed for such checks/consultation.

Thanking you,

Warm Regards,

_________________

Authorized Signatory

GUESTHOUSE AND CONVEYANCE FACILITIES TO EMPLOYEES ON TRANSFERS

15) PURPOSE

16) SCOPE

17) REFERENCES  

18) DEFINITIONS  

19) RESPONSIBILITIES

20) PROCEDURE

21) ATTACHMENTS

PURPOSE

1.
With a view to enable the employees moving on transfer to Pune to settle down in Pune with minimum hardships, in the quickest possible time, the following Policy shall be implemented with immediate effect.

SCOPE

2.
This Policy covers All Employees of S on transfer to Pune.

REFERENCES

3.
Draft of Policy Dt 18 Oct 2001 circulated for Comments.

DEFINITIONS 

4.
“Family”  –  For the purpose of this Policy, the term “Family” shall deem to cover only the  Employee, Spouse, Children, and dependant parents. 
RESPONSIBILITY

5.
The GRO shall be responsible for the monitoring of the Guest House and it’s use as per Policy. Administration Manager shall be responsible for the overall implementation. 

POLICY

Guest House Facilities during Transfer

6.
The Company, currently,  has the following facilities at  Pune :

(d) Bachelor Accommodation 

(e) Accommodation on Temporary basis for Employees with family

7.
The usage of the above facilities shall be governed by the following guidelines :-

Bachelor Accommodation

	SRL
	CATEGORY
	ENTITLEMENT

	(a)
	Employees on Transfer to Pune who are NOT desirous of shifting their family.
	· 15 days boarding and lodging at Company expense at Company Guesthouse. This shall not require special sanction but shall be allotted on a request in writing.

· Stay beyond 15 days at the Guesthouse shall be subject to obtaining a written approval from concerned Director.

· Accommodation shall also be allotted for durations as per terms and conditions specifically agreed and mentioned in the Appointment Letter – subject to limit of 15 days beyond which written permission shall be required.


Accommodation on Temporary basis for Employees with family

	SR
	CATEGORY
	ENTITLEMENT

	(a)
	Employees shifting with family – Search /Selection of house
	· Upto 4 (Four) days boarding and lodging at Guesthouse for employee and family. Company shall bear expenses of maximum of 2+2 members ONLY.

· Period beyond 4 days shall require approval from the concerned Director.

·  Friends/other relatives shall not be eligible. 

	(b)
	Employees shifting with family – Settling in New House
	· Upto 7 (Seven) days boarding and lodging at Guesthouse for employee and spouse ONLY.  

· Company shall bear expenses of maximum of 2+2 members ONLY.

· Period beyond 7 days shall require approval from the concerned Director.


CONVEYANCE FACILITIES DURING TRANSFER

8.
The entitlements of conveyance are enumerated below :-

	SR
	CATEGORY
	ENTITLEMENT

	(a)
	Employee on transfer, who is visiting Pune for search/ selection of suitable house.


	To & fro Rail- fare  ( as per entitlement) for self and Family ONLY - upto  2+2 persons only

	(b)
	Move of employee for settling in new house at Pune
	The employee shall be granted one way Rail Fare to  Pune  ( as per entitled class) for the “Family” of the employee - upto 2+2 persons only.  




9.
It may be noted that the Company has accepted to grant the above facilities to the employees and to their “family” as defined in this Policy. Friends and other relatives of the employees are not covered in any manner whatsoever.   

ATTACHMENTS

Nil

REVISED PROCEDURE ON ISSUE OF PERSONAL PROTECTIVE CLOTHING/EQUIPMENT (PPC / PPE)
General. 

1. last year, we as S Group had switched over the color & design of Boiler Suits & all other related items to a common standard – at all Sites/Units. The system adopted was that we Cloth (manufactured specially for us) were dispatched from Pune to various locations where Boiler Suits were locally stitched. This had created a lot of problems & delay.  

Future Planning (Under SBU Heads).

2. With the proposed plans for the two SBUs, the future plan is to decentralize the actual procurement based on the Corporate Policy and guidelines issued by Purchase Department in finalizing the vendor. However, as an interim measure, to ensure that the issues of such PPC & PPE is not affected on ground to Staff, the following Interim Arrangements shall be followed.

Interim Arrangements.

3. As an interim measure, we have contracted a large Firm - “Khi” who are the main Distributors of ‘Liberty Footware’ as well as all other Personal Protective Clothing to supply our requirements at a corporate level. The terms agreed are as follows:

· The Vendor shall supply the items as per approved Brand, Color and design. 

· The Vendor shall have in stock sufficient ready stock to enable receipt of items at required Site within 10 days on receipt of Purchase order.

Revised Procedure.

4. The Store-In-Charges at Sites/manufacturing Units shall submit their requisitions as per format attached. (Format for Requisition is attached at Appx)

5. The requisition shall be raised through SAP – and the SAP Purchase Requisition (PR) Number shall be noted on the Indent.

6. The  Site Store-In-Charges shall forward their requirements to the respective HR Senior Staff of SEL, SIL and SWSL.. these representatives shall forward their Requisitions to Mr. Jayesh Shukla at Admin, HO Pune, who shall raise the PO to the Vendor and follow up on the delivery to concerned Site.

7. The other Companies like SSPL & SGPL can send their demand directly to Mr. Shukla.

Points to be Noted.

(a) Size of Clothing. Since now we shall be sending stitched Boiler Suits, the Indent must specify the Sizes – Small, medium, large & Extra Large. This Gradation of Sizes denotes the following:

	Size 
	Length
	Shoulder
	Chest
	Sleeves
	Remarks

	
	Measured In Inches
	

	Small
	60
	20
	42
	23
	

	Medium
	61
	21
	42
	24
	

	Large
	62
	22
	44
	25
	

	X-large
	62
	23
	46
	25
	

	XX-large
	64
	24
	48
	26
	


(b) Set of Boiler Suit for Visitors. A separate set of 5 Boiler Suits shall be sent every year – to be used by Visiting Senior Staff. The color of this shall be distinctive as per done currently.

(c) Shoe Sizes. Similarly, for all shoe/gumboot demands, the sizes from 5 to 12 must be mentioned

(d) Local Indent Nos.  To avoid duplication in processing Demands, the indents must be serially numbered prefixing the Site name and year– eg Pondy/05/01 denoting Pondicherry, year 2005, demand No:1.

(e) Eligibility. 

· Boiler Suits. 

(i) Three Boiler Suits are issued to persons working actually on shop floors or on Site. 

(ii) The Office staffs who are not frequent visitors are entitled one Boiler set. 

(iii) Staff who are engaged purely in Office work and have nothing to do on shop floors/actual field work on Site - shall NOT be entitled any Industrial clothing.

· Jerseys. 

(i) Jerseys are entitled once in two years

(ii) The issue of Jersey is restricted to only cold areas.

· Galley Suits. 

(i) These are being used by RBU for team Leaders only.

(ii) The entitlement is same as Boiler Suits as they are issued in-liue of Boiler Suits.

· Safety Shoes, Raincoats  & Gum Boots. 

(i) These are entitled once in two years. 

(ii) The issue of Raincoat is restricted to only areas having mentionable rain.

· Helmets.
(i) The normal life span of Helmets is three years. 

(ii) The New Helmets are from the Miners Safety Association and there is a provision to change only the cradle inside the Helmet. Cradles can be requisitioned separately in the Indent  

· Preparation of Kits to New Joinees.
(i) Since the contents of the Kit would differ as per entitlements of each individual, the same cannot be prepared at the Vendor’s end.

(ii) The Store-In-Charges shall prepare “KITS” ready for issue to the New Joinees. 

It is hoped that the revised procedure shall clear the current bottle-necks.

____________

A.A. Parmar

Director Administration 

	DEMAND FOR PERSONAL PROTECTIVE CLOTHING/EQUIPMENT

	Date:
	 
	Company:
	 
	Location:
	 
	 

	Sr
	ITEM
	Size
	Qty Balance in Store 
	Qty Now Ordered
	Entitlement
	Remarks

	1
	Boiler Suit
	Size Small
	 
	 
	As specified
	 

	2
	 
	Size Medium
	 
	 
	 
	 

	3
	 
	Size Large
	 
	 
	 
	 

	4
	 
	Size Extra Large
	 
	 
	 
	 

	1
	Galley Suit
	Size Small
	 
	 
	As specified
	 

	2
	 
	Size Medium
	 
	 
	 
	 

	3
	 
	Size Large
	 
	 
	 
	 

	4
	 
	Size Extra Large
	 
	 
	 
	 

	1
	Jersey
	Size Small
	 
	 
	1 Every 2 Yrs
	 

	2
	 
	Size Medium
	 
	 
	 
	 

	3
	 
	Size Large
	 
	 
	 
	 

	4
	 
	Size Extra Large
	 
	 
	 
	 

	1
	Raincoat
	Size Small
	 
	 
	1 Every 2 Yrs
	 

	2
	 
	Size Medium
	 
	 
	 
	 

	3
	 
	Size Large
	 
	 
	 
	 

	4
	 
	Size Extra Large
	 
	 
	 
	 

	1
	Shoes 
	Size 5
	 
	 
	1 Every 2 Yrs
	 

	2
	 
	Size 6
	 
	 
	 
	 

	3
	 
	Size 7
	 
	 
	 
	 

	4
	 
	Size 8
	 
	 
	 
	 

	5
	 
	Size 9
	 
	 
	 
	 

	6
	 
	Size 10
	 
	 
	 
	 

	7
	 
	Size 11
	 
	 
	 
	 

	8
	 
	Size 12
	 
	 
	 
	 

	1
	Gumboots
	Size 5
	 
	 
	1 Every 2 Yrs
	 

	2
	 
	Size 6
	 
	 
	 
	 

	3
	 
	Size 7
	 
	 
	 
	 

	4
	 
	Size 8
	 
	 
	 
	 

	5
	 
	Size 9
	 
	 
	 
	 

	6
	 
	Size 10
	 
	 
	 
	 

	7
	 
	Size 11
	 
	 
	 
	 

	8
	 
	Size 12
	 
	 
	 
	 

	1
	Helmet
	 
	 
	 
	As required
	Wherever possible, use Liners instead of replacing full Helmet

	2
	Helmet Cradle
	
	
	
	
	

	 
	Any Other items like Safety Slings, Ear plugs etc - please specify
	 
	 

	1
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	

	SAP PR (Purchase Requisition) No:
	 
	
	

	
	 
	
	 
	
	
	 

	
	Site Store Holder
	
	Site Head
	Director

	
	Date:
	
	
	
	
	

	
	
	
	
	
	
	

	Remarks by Admin HO Pune:
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 


BROKERAGE
1. Where Company takes on Hire any Premises on Company Account, there may be places where a Brokerage may have to be paid. 

2. This Policy lays down the Limits of Brokerages (when such service becomes essential).

3. Currently, the Company is assisting the Employees who move on transfer by way of searching for house as well paying the Brokerage charges.  

4. The payment of Brokerage is only for Transferred employees – and does not cover new employees who join – irrespective from which station they relocate. If such an employee is to be assisted by way of Brokerage payment, specific mention shall be required in Offer Letter. 

5. Where the Monthly Rent
a. upto Rs 10,000.00 

- The Brokerage is 1.25 of Monthly Rent 

b. Rs 10,001.00 and above 
- Brokerage shall be maximum ONE MONTH RENT

6. All employees who need accommodation at any place, shall be required to first intimate the Admin In-Charges of the Local offices, which shall enable them Company Approved Brokers to first show flats to the employees. If the employee is desirous of using his own preferred broker, the intimation that no broker is required must still be handed over to Administration. The Brokerage Claim for eligible transactions shall be routed through Local Admin and shall be accompanied with a photocopy of this intimation.

7. Please note that it is mandatory to have the PAN No of the Broker.

8. In case he is charging Service tax, the Service tax No shall also be required.

DOMESTIC TOURS
1) PURPOSE

2) SCOPE

3) REFERENCES  

4) DEFINITIONS  

5) RESPONSIBILITIES

6) PROCEDURE

7) ATTACHMENTS

PURPOSE

4. The aim of this Policy is to lay down Procedure & Entitlements of Domestic Tours. The Policy caters to reimbursement of expenses towards travel, lodging, boarding, local conveyance, incidental and other misc. expenses as per laid down eligibility conditions.

SCOPE

2. This Policy covers All Employees of S. The Policy shall be effective from  01st Jul, 2003 and shall be applicable to all Tours undertaken from 01st Jul, 2003 onwards. All previous Policies/ Instructions stand superseded on this Policy coming into force.

REFERENCES

3. (a) Refer to current Tour Policy Modifications dated 20th Jun, 2002 and Revised Local Conveyance Policy for Metros with specific reference to Mumbai, dated 20th May, 2002.

(b) Decisions taken in Management Committee Meeting dated 20 Nov, 2002

(c) Policy dated 10th Dec, 2002.

DEFINITIONS

4.  In the context of this policy the following meanings shall apply:-

· ‘Day Tour’. This shall mean a Tour beyond 100 KMs from Office in Metros and beyond 50 KMs from Office in rest of the Places, where an employee leaves and returns to Home Station on same day. Where a person is actually travelling at night and the journey extends beyond mid-night, this shall be counted as same day for all practical purposes.

· ‘Home Station’.  The selected place of Residence (required to work out Transfer Claims)

· ‘Duty Station’ The place where an employee is posted.

· ‘Tour Station’.  The place where an employee visits on Tour for official work.

· ‘Long Tour’. Tours that are above 15 Days duration

· ‘Short Tours’. Tours that are below 15 days duration.

RESPONSIBILITY

5. Director Administration, assisted by GM, Commercial shall be responsible for the overall monitoring of the Policy at all Sites/Offices. 

6. Sr.Manager, Administration, HO Pune shall be responsible for implementation of the Policy at HO Pune, Satara and Supa. The responsibility of implementation at each of the other Sites/Offices shall be that of the local Administration In-Charges/HODs there. 

POLICY

General
8. All Traveling Expense Bills under these rules shall be submitted through the Administration to the Audit Department. Only those Bills that contain any audit Observation / requirement of any deviations from Policy, shall be sent to concerned Director for Approval.

Objective
9. These rules have been framed with a view to standardize the entitlement / procedure for business travel for employees in S at all Sites/Offices.  

Applicability 

10. These rules are applicable to all the employees working in S.

11. An employee will be eligible for facilities / expenses under these rules, if journey / visits undertaken for the following purposes:

· Official Tour / Out Station duty performed for business purposes, inspection purposes, emergency work purposes under the orders / instructions of the competent authority as specified in this Policy.  

· Attending training programmes, conferences or any other developmental activity duly authorized by Competent Authority, as specified in this Policy.  

Procedure To Be Followed Before Travel 

11. Before proceeding on any tour, an employee should:

· Get the travel plan approved on prescribed form from the competent Authority in the   ‘Tour Intimation Form’ as per Appendix “A”.  

· The Requisition shall also contain the amount of Advance the employee wishes to draw. The employee shall retain a Xerox copy of the Tour Intimation for attaching with Tour Claim.

· The Original Tour Intimation Copy shall be handed over to the P & A Dept. A copy of this Tour Intimation shall be retained by employee for attaching it to his Claim.

· Administration Department shall be intimated the Rail/Bus reservation required and they shall arrange the same.

(Note: In case of insufficient time for Admin assistance, the employee may purchase the Tickets directly. The maximum Agent fee reimbursable shall be as per contract. Additional amount paid shall be from the Personal Incidental Allowance, which caters to include such purposes).

Travel Advance 

12. An employee, prior to proceeding on a tour, may be paid a reasonable advance – NOT exceeding the anticipated expenditure of the Tour.
13. If the advance taken is not adjusted or cleared within 15 days of completion of tour, the advance will be recovered from the employee’s salary for the subsequent month.   

Tour / Tour Expense Approving Authority
14. Approving Authority for Tour Sanctions shall be as follows:

	CATEGORY
	DESIGNATION
	APPROVING AUTHORITY



	I
	GM & Above
	Reporting Director 

	II
	DGM/AGM /Sr.Mgr. 
	

	III
	Mgr. / Dy.Mgr./ Asst. Mgr
	

	IV
	Executive / Sr.Engr. / Sr. Officer / Engr./ Officer
	

	V
	Jr. Engr. / Trainee / Sr. Asst. / Sr. Tech. / Tech./Supervisor
	Reporting  GM/ AGM

	VI
	Asst. Technician / Workman / Helper / W/S Asst. / Peon / Drivers
	Reporting Manager


 Note : 

(a) If at any Site / Branch Office the GM / AGM or Reporting Manager is not present then as an emergency measure, the highest authority at that Site / Branch Office is authorized to approve the Tour & Tour Advance within the framework of this Policy.

(b) The Tour Expenses when with-in Entitlements may be passed by the Administration itself. Only those Claims that contain any specific Approvals of Director shall be sent to Directors for their information/Approval.

Classification Of Cities 

15. For the purpose of entitlement of traveling allowance, city / town shall be classified as under:- 

	Type
	Name of City



	A Plus
	Mumbai, Delhi, Kolkatta

	A
	All State Capitals as well as Pune, Ahmedabad, Hyderabad & Coimbatore

	B
	Rest of India


Category Classification Of Employees 

16. For the   purpose of   reimbursement of expenses for travelling on business, employee’s shall be categorized as under (as per their designation):

	Designation


	Grade
	Category

	GM & Above
	SM-3 & Above
	I

	DGM/AGM/Sr Mgr
	SM-1 & SM-2
	II

	Mgr. / Dy.Mgr./ Asst. Mgr.
	M-5 & M-6
	III

	Executive / Sr.Engr. / Sr. Officer / Engr./ Officer
	M-3 & M-4
	IV

	Jr. Engr. / Trainee Engr / Sr. Asst. / Sr. Tech.  Supervisor / Tech/ Tel. Operator / Receptionist
	M-1 & M-2
	V

	Asst. Technician / Workman / Helper / W/S Asst. / Peon / Drivers
	T-1
	VI


( Note: Where there is a discrepancy in the Designation and Grade and they do not match, the entitlements shall be worked out as per Designation and NOT as per Grade)

Mode Of Travelling on Tours (Category Wise)

17. Under normal circumstances, mode of travel that can be used for travelling for category wise are as follows: -

	Category
	Mode of Travel
	Class of Travel



	I
	Train/AC Taxi
	1st A/C / II Tier A/C  

	II
	Train/ACTaxi *
	II Tier AC

	III
	Train/Shared Taxi
	III Tier AC @

	IV
	Train/Bus
	III Tier AC # /Ordinary Sleeper/ Luxury Bus

	V
	Train / Bus 
	II Ordinary Class / Luxury Bus

	VI
	Train / Bus
	II Ordinary Class / Ordinary Bus


@   Non-availability of berth in III Tier AC does not automatically entitle travel in II Tier AC.

 #    AC Chair Car may be used by employees entitled to 3 Tier AC / First Class

· If any person travels by a mode lower than the entitlement than the reimbursement will be based on actual expenses.  

· For Air Travel, approval of the concerned Director shall be obtained. In case approval sent on telephone/email, it shall be ensured that the proper Forms are submitted. Please refer Air Travel Policy for further details on Air Travel.  

· * As a Cost Control Measure, The hiring of AC Taxi by II category employees shall be restricted to Summer Months (April to September).
Mode Of Local Conveyance During Tour 

18. Employee shall be entitled to use conveyance as under while on tour:

	Category
	Mode of Local Conveyance



	I
	Taxi/ Cool-Cab in Mumbai

	II
	Taxi

	III
	Shared Taxi

	IV
	Rickshaw / Share Taxi. Taxi - only if rickshaw is not available.

	V
	Bus / Rickshaw, in case of unavoidable circumstances.

	VI
	Bus


 ( NOTE:  Duties within 100 KMs from Office in Metros and within 50 KMs from Office in rest of the Places shall constitute LOCAL Duties and Local Conveyance shall only be paid and shall NOT be termed as Tours) 

Reflecting of Expenses paid for Directly by Company

19. Normally, no bills of an employee on Tour shall be paid by Administration at Touring Stations. The employee should clear the Bills himself/herself. However, in unavoidable/exceptional cases the expenses are borne by Offices, the employee shall reflect these expenses in the Tour Bill. In case where a double payment occurs as a result of not reflecting this aspect, the employee shall be liable for disciplinary action.

Local Conveyance 

20. An employee on Journey / Tour on Company's business in station or out station is entitled to use local conveyance by the mode specified. The employee shall, in the Tour Claim, provide details of travel indicating Starting Point and Destination Point.

Use Of Personal Vehicles For Local Duties

21. The Company has a Policy of allowing employees to use personal vehicles for local duties in their ‘Home Stations’. The entitlements are given below. These entitlements are for Local duties only at ‘Home Stations’ and should not be mixed up with Tour Entitlements. The Reimbursement Rates for use of Car/Two-wheelers is notified from time to time as per prevailing cost of fuel. 

(NOTE: The existing rates as of 20 Nov, 2002 are: Rs 4.90 per KM for Four Wheelers and Rs 2.20 for Two Wheelers. The rates are revised as per requirement, as per cost index of Fuel and all informed accordingly).

Lodging & Boarding 

22. Whenever the Company's Guest House and / or Accommodation is available, the employee should utilize it by making prior bookings through the GRO, Administration Department.  

23. When accommodation is NOT available in Guesthouses, lodging arrangements can be made by the Concerned Administration Department or by individual himself as per his/her entitlements. In such a case, a ‘Non-availability of Accommodation Certificate’ shall be obtained in support of such claim for lodging. This Certificate shall be required to be attached to the claim by the employee. A Format of “Non-Availability Certificate of Guesthouse accommodation” is attached as Appendix “B”.
24. Lodging shall be considered on number of Nights spent out of the ‘Home Station’. The nights spent on travel shall not be counted towards Lodging entitlements. The Lodging & Boarding Entitlements are attached as Appendix “C” (Part-1).
Part Day Entitlements

25. The entitlements shall be calculated on a 24 hour clock basis. The Start Time would start time of Departure and end on Return Time of Tour. Where part days are involved, the calculation shall be as indicated in Appendix C (Part-II).

26. Guesthouses are hired to meet specific requirements and likely to be closed down/new Guesthouses started. Therefore, employees are advised to confirm the latest status of Guesthouses from their local Administration before leaving on Tour.

Note:

· During a Tour where Guesthouses exist, NO lodging and boarding charges are entitled to the employee except Personal Incidentals, Travelling Expenses or Local Conveyance Expenses.

· Appendix - C shows the limits for boarding and lodging, the boarding expenses include food, snacks and other expenses or taxes related to food.   

· All the above expenses should be supported by bills / receipts.  For the case of lodging and boarding, the limits indicated in the Annexure are for 24 hours period.

· With Entitlement of ‘Day Tour & ‘Part-Day Expenses’ the concept of “Transit Boarding” is done away with.   

Personal Incidental Expenses 

28. The personal incidental expenses would include miscellaneous personal expenses like magazine, mineral water, tea / snacks / tips, laundry expenses, porter charges etc. These are fixed amounts and there shall be no need to produce bills / receipts for the same.

Entitlements when Employee cannot use Guesthouse facility for meals while staying in Guesthouses

29. There may be occasions when employee stay in Guesthouses but cannot use Meal facility of the Guesthouse. This could be due to a busy meeting schedule, or it is uneconomical to use Guesthouse facility due to distance involved, In such cases, the individuals shall be entitled to spend following Flat amounts. This shall be for ONLY specific occasions when the Guesthouse facility cannot be used. The reason must be reflected in the Claim.

Breakfast

-
20 % of Boarding Entitlements
       

Lunch/Dinner

-
40 % of Boarding Entitlements

(Note: where a Guesthouse does not cater to Meals altogether, Regular Boarding Charges shall be entitled to the Touring Employee in Full)

List of S Guesthouses 

30. A “List of Guesthouses” as of 01 Jul, 2003, showing the existing facilities therein is attached as Appendix “D”. 

I. Employees on Tours in Groups

31. Where the Tour is in Group, to avoid unnecessary paper work, all expenses may be made by   one of the employee in the Group. The other employees shall claim only their individual Telephone Bills / Incidental Expenses as applicable. However, such group expenses shall be for employees pertaining to one particular Company only.

Telephone Expenses 

32. While on tour / travelling the employee shall be entitled to make official call / fax. The Bill shall be required to be attached with Claim, indicating the Name of Party & a brief purpose of the call / fax.

33. Any employee on Tour is allowed to make Personal Telephone Calls amounting to max Rs 30/- for the duration of a Tour that exceeds 48 hours. This is a welfare measure and Bills shall not be required to be attached with the Claim.

Entertainment During Tours

34. If an employee entertains any official guests while on tour, the anticipated expenditure should be specifically approved by the Director / GM.  The expenses on this account should be indicated under this head and should be supported by bills and details of the guests. The amount spend on such entertainment should be commensurate with the level and other aspects of the person entertained.

35. While reimbursing the entertainment expenses on meals a corresponding deduction shall be made from the Boarding Entitlements – i.e., 20% towards Breakfast and 40% towards lunch or dinner. 

Note: 

1.  Expenditure of cigarettes and alcoholic beverages is not reimbursable.  It has to be   borne by the individual.

2.  Employees on Tour shall NOT entertain fellow employees at outstations. However, if an outstation employee is part of a business meeting only then such expense be permissible.  

36. In case of any employee, while on tour for any training program (in training where the fee is consolidated and includes both boarding and lodging) then the employee is entitled only for personal incidental expenses per day. 

Day Tour 

37. “Day Tour” means any tour beyond 100 KMs from Office in Metros and beyond 50 KMs from Office in rest of the Places and which does not involve a night halt. For this, the individual is entitled for the reimbursement of expenses as per Appendix – C.  The amount reflected caters to Lodging, Boarding and Personal Incidental expenses. This does not include to-and-fro travelling charges to work places and local conveyance.  The said amount may be claimed in the Tour Expense Bill with the supporting bills for items other than Personal Incidental. The Personal incidental Rate for such calculation shall be the Standard per day rate otherwise eligible on Tours.

Own Accommodation 

38. If any employee is going on long tour at any place and when Lodging becomes essential, the employee wishing to stay at his relative’s house or if he is able to make his own accommodation, the employee shall be entitled per day, a flat rate as per Appendix “C”.  This reimbursement includes Lodging and Boarding charges but does not include personal incidental charges, local conveyance expenses and travelling expenses. 
     ( NOTE: NO Supporting Bills are required in case of “Own Accommodation” portion of the Claims)

39. Transit Boarding Allowance. As Bills are a problem during journeys, the concept of Transit Boarding has been reintroduced.  The entitlement is for the duration of travel from ‘Duty Station’ to ‘Tour Station’. Halts for catching connecting trains shall be part of ‘Transit’. The Transit time shall be deducted from total time to calculate Boarding entitlements.


Example: 

· An employee (say a Manager) leaves Pune for Delhi at 1800 hrs on 01 Dec. He reaches Mumbai at 2100 hrs and leaves Mumbai for Delhi at 2330 hrs and reaches Delhi at 2000 hrs on 02 Dec.

· The employee halts at Delhi for work upto 05 Dec and leaves Delhi at 1900 hrs on 05 Dec. He reaches Pune at 1930 hrs on 06 Dec at Pune.

Entitlements:

Transit Boarding – Onward(from 1800 hrs 01 Dec to 2000 hrs 02 Dec) = 26 Hrs



 -  Return ( from 1900 hrs 05 Dec to 1930 hrs 06 Dec) = 24.5 hrs



- Total time = 50.5 hrs

Total Tour Period from 1800 hrs 01 Dec to 1930 hrs 06 Dec = 153.5 hrs

Deduct Transit Period = 153.5  Minus 50.5 =  103.0 hrs

Boarding Entitlements = 103 divided by 24 = 4 days + 7 Hrs = Rs 250X4=1000/-+ 85 =  Rs 1085/-

Transit Boarding Entitlements = 50.5 divided by 24 = 2 days + 2.5 hrs = 2 days (as below 3 hrs excess time eligibility is nil) = Rs 100 X2 = Rs 200/- 

( Note: If the Transit Boarding would have worked out to 2 Days Plus 4 hours, the entitlements would have been Rs 200 + Rs 50 = Rs 250.00)

Other entitlements remain unchanged. There shall not be any special consideration for the halt period of 2.5 hours.

Introduction of Per-diem Rate (Applicable to Remote Areas Only).  

40. “Per-diem” Allowance. There may be times when an employee is on Tour at a remote area and due to reasons of or unavailability of good/ hygienic eating places, the employee may sustain only on packed food like Biscuits etc and Bills may be a problem. Therefore, where an employee chooses not to submit supporting Bills for Meals, a “Per-diem” in lieu may be claimed @ 50% of the Boarding entitlement. If part of the Tour covers a City and some part in Remote area, the ‘Per Diem’ facility shall cover the period of Tour in Remote Places only.

TABLE : ‘PER-DIEM’ BOARDING

	CATEGORY
	Upto 3 Hrs
	‘PER-DIEM’ BOARDING- @50% OF Entitlements

	
	
	>3 hrs to

< 8 hrs
	>8 hrs to

< 15 hrs
	> 15 hrs

(Full Day)

	I
	Nil
	 50
	100
	200

	II
	Nil
	40
	80
	150

	III
	Nil
	35
	70
	125

	IV
	Nil
	35
	70
	125

	V
	Nil
	25
	50
	100

	VI
	Nil
	20
	40
	75


(Note: This facility is to assist employees visiting Remote areas away from Cities/Towns – and not meant to be used as a means to avoid production of Boarding Bills. The Remote areas could be places like Sites visited for survey work /Met Mast work etc where no regular hotels exist.)
II. Long Tours

41. The Rates for Boarding and Lodging have been worked out for short duration Tours. For Long Tours, the Boarding Rates shall be curtailed to 2/3rd Entitlements beyond 15 days and to Half-Rate for period beyond 30 days. There shall be no change in the Lodging and Incidental Rates. Short breaks in these Tours shall not be counted as the Tour shall be treated as a continuous entity. If the expenditure works out to be very high, the Approving Authority may consider treating Long Tours under the Policy of “Deputation”.

III. Combining of Leave with Tour

42. Normally, Leave shall not be combined with Tour. Where such a approval is given in a special case, the employee shall not be entitled the Return Fare  to ‘Duty Station’ – nor any Boarding entitled for the leave period including period taken as Prefix / Suffix.  

Expenses on Drivers by Employees

43. It may please be noted that Company Drivers are reimbursed expenses on Tours by Administration. As far as Drivers of Contracted vehicles, employees are not obliged to look after their Boarding/Snacks. Where Tea etc is given as a courtesy, the Personal Incidental covers such expenses.

Local Conveyance Policy for Metros with specific reference to Mumbai

44. Revised Local Conveyance Policy for Metros with specific reference to Mumbai, dated 20th May, 2002 is attached as Appendix “G”  for ready reference. 

Time Restriction for Submitting of Claims

45. The Tour Claims must be submitted to the Admin for pre-audit not later than 15 days after completion of Tour. A justification shall be required to be attached with Claims being submitted after this period.

Amplification Notes on New Tour Policy

46. With a view to understand the Policy and clear normal queries, a ‘Summary of Points covered in the New Tour Policy’ is attached as Appendix “F”.  ‘Amplification Note’ listing such points is attached as Appendix “G” and a ‘List of Some Common Mistakes Noted in Tour Bills’ has been attached as Appendix “H”.

Attachments

47. The following Appendices are attached:

Appx “A” - Tour Intimation Form
 

Appx “B” - Format for “Non Availability of Accommodation Certificate” at Guesthouses
 

Appx “C” - Lodging and Boarding Entitlements (including use of Own Accommodation)

Appx “D” - List of S Guesthouses

Appx “E”  - Copy of Circular on Revised Local Conveyance (Mumbai & other Metros)
Appx “F” - Summary of Points covered in the New Tour Policy

Appx “G” - Amplification Notes

Appx “H” - Some Common Mistakes Noted in Tour Bills

Appx “A”

TOUR INTIMATION FORM

( Note: The Original Copy of this intimation shall be handed over to Personnel Dept prior to moving out on Tour. A Xerox Copy of this shall be retained and subsequently attached with the Tour Claim)

PERSONAL DETAILS & MODE

	Name:


	Date:

	Designation:


	Grade:
	Employee No:

	Department:
	Purpose of Visit:

	Mode of Travel

(As per Entitlement)


         Please specify  
	Car/Taxi/Bus
	Air
	Train

(1st Class AC/2nd AC/ 3rd AC/2nd AC CC/ 1st Sleeper/2nd Class)

	
	
	
	


TRAVEL PROGRAM

	DEPARTURE
	ARRIVAL

	Date
	Place
	Time
	Date
	Place
	Time

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


TRAVEL ADVANCE     (With Specific Reasons)

	Advance Requested  Rs     .                                  .
Rupees ____________________________________________________________________




ANY SPECIAL SANCTION 

( Expenditure on Entertainment/Special Purchases connected with Tour)

	

	


__________________



                ________________

Signature of Employee




        (Tour Approved By)

Appx “B”

CERTIFICATE

( NON AVAILABILITY OF ACCOMMODATION AT GUESTHOUSE )

NOTE:

THIS CERTIFICATE IS REQUIRED TO BE FILLED UP BY ONLY THAT CATEGORY OF EMPLOYEES ON TOUR WHERE THE PARTICULAR GUESTHOUSE CATERS FOR ACCOMMODATION OR MEALS FOR THEIR LEVEL.
………………………………………………………………………………………………

NON-AVAILABILITY CERTIFICATE:  GUESTHOUSE

	From:

Name:     _________________________

Location :_________________________


	To:

Administration 

(Duty station of Touring Employee)

__________________________ 


This is to confirm that there was no room to accommodate the following person in the 

Guesthouse at (  __________________  on : ______________’02 :-

· Name
             : _____________  

· Designation
: _____________       Company
: __________________   

· Company
: __________________   

Date: _________                      




 _________________                         

     




             Authorized Signatory                   

………………………………………………………………………………

Appx “C”

PART – I :  LODGING, BOARDING, INCIDENTAL, OWN ACCN AND DAY TOUR” ENTITLEMENTS
	CATE-

GORY
	Designation
	Bombay 

Delhi

Kolkatta
	Lodging 

(Per Day)
	Boarding

(Per Day)
	Personal Incidental Charges

(Per Day)
	Own Accn
	Day

Tour

	
	
	
	Class of City

A
	Class of City

B
	
	
	
	

	I
	GM & ABOVE


	3500
	2500
	2000
	500
	60
	400
	300

	II
	DGM/ AGM /SR. MGR                         

                                                             
	2000
	1750
	  1200
	400
	50
	300
	250

	III
	MGR / DY. MGR. / ASST.MGR           

                                                             )
	1800
	 1500
	  1000
	300
	40
	250
	200

	IV
	EXECUTIVE /SR.ENGR. / SR. OFFICER / ENGR


	1500
	1200
	900
	300
	30
	225
	175

	V
	OFFICER/JR.ENGR. / TRAINEE ENGR. / SR.ASST. / SR.TECH./TECH/ SUPERVISOR/ TEL. OPERATOR / RECEPTIONIST


	1250
	  1000
	  750
	250
	20
	200
	150                                    

	VI
	ASST. TECHNICIAN / WORKMAN / HELPER / W/S ASST. / PEON / DRIVER


	400
	  300
	  250
	175
	10
	175
	125


Note:

· The Hotel entitlements are exclusive of taxes.

· Employees Claiming the ‘Day Tour’ shall also be eligible for Personal Incidental expenses.

· Employees Claiming “Own Accommodation”  shall also be eligible for Personal Incidental expenses.

· Where Meals are included in fares of Trains like Shatabdi, no Boarding shall be eligible for the Journey period.

· Supporting Bills are NOT required for Boarding Claims under “Own Accommodation”.

· LADIES not being permitted in Guesthouses due to Administrative reasons are entitled to use Hotels and claim Boarding charges as per entitlements. However, if a Guesthouse facility is used, no Boarding/lodging shall be entitled. They shall also be covered under the same restrictions of entitlements when cost of meals is borne by company.

PART – II :  PART-DAY EXPENSE REIMBURSEMENTS

	CATEGORY
	Upto 3 Hrs
	BOARDING
	INCIDENTAL

	
	
	>3 hrs to

< 8 hrs
	>8 hrs to

< 15 hrs
	> 15 hrs
	>3 hrs to 

< 8 hrs
	>8 hrs to 

< 15 hrs
	> 15 hrs

	I
	Nil
	175
	325
	500
	20
	40
	60

	II
	Nil
	135
	260
	400
	15
	30
	50

	III
	Nil
	100
	200
	300
	15
	25
	40

	IV
	Nil
	100
	200
	300
	10
	20
	30

	V
	Nil
	85
	170
	250
	5
	10
	20

	VI
	Nil
	60
	120
	175
	5
	10
	10


(NOTE: The timings for all Tours shall be counted from the time an employee leaves from Office/Home for the Station/Airport till return to Office/Home. For the remainder portion of a day, the above calculations shall apply).

Appx “D”

May 20, 2002

COPY OF CIRCULAR

Re : Revised Local Conveyance Policy

1. During the recent Management Committee Meeting it was observed that the amount of money spent on Taxis particularly in Metros, has become alarmingly high.

2. It has also come to the notice of the Management that some employees are misusing the facility and claiming taxi fares even though they have not travelled by the taxis.  The Management has viewed this type of behaviours very seriously and if any body is caught doing any such act, he is inviting trouble for himself.

3. To curb this unduly high expenses the travel rules are now modified as under for Mumbai and surrounding locations where convenient Suburban Trains are available.  (Few illustrations for the ready reference of employees are attached with the circular).

4. All employees in category 2 (Sr.Manager / Manager / Dy. Manager) are now not entitled to travel by taxi for long distances, where Suburban Trains are available.

5. Only places where efficient public transport is not available they are entitled to hire taxi.  However, they may use discretion and hire taxis where it can be justified and such use of taxi should be approved by their HOD / Director.  The HODs and the Directors should use their best judgement in approving such claims in the larger interest of the organization.

6. The above rules will also be applicable to category 3 employees (Asst. Manager / Executive / Sr.Engineer / Sr. Officer / Engineer ) who are today entitled to have a share-taxi / auto rickshaw.  Their travel by share taxi / auto rickshaw will also have to be justified and approved by the HOD / Director for longer durations.

7. Similarly for Class - 4 category also only in exceptional cases (with due approval from HOD / Directors) auto rickshaw can be used and by and large long distance journeys be performed by Bus only.

8. As far as entitlement of Suburban Train Travel is concerned, category 2 & 3 employees can undertake journey by first class where as category 4 & 5 employees can undertake journey by second class.

The Circular is effective for all local travel undertaken in Mumbai and surrounding locations on or after 1st June, 2002.

Sd XXX

(M.R. GAMI)

Appx “E” (Contd..)

EXPLANATION NOTE FOR LOCAL CONVEYANCE IN 

AND AROUND MUMBAI CITY BY SUBURBAN TRAINS

If an Executive has to travel from Mumbai Central to Nariman Point or VT area then for going to such places instead of hiring point to point taxi, they can travel from Mumbai Central to Churchgate and hire a taxi again for reaching to Guesthouse or place of work.  Similarly, if an Executive has to travel from Nariman Point  Guesthouse or Andheri Guesthouse to places like Chembur, Thane, Mulund, Ghatkopar for official visit then in such cases they should take a taxi or authrickshaw from the Guesthouse to nearby station like Mumbai VT for Nariman Point Guethouse and Andheri Station for Andheri Guesthouse and taking a train for reaching to locations like Chembur, Thane, Mulund, Ghatkopar Station.  Further they can again take a taxi or autorickshaw for reaching the place of work.  Thus by using the train as per class of entitlement the total expenditure on taxi / autorickshaw can come down drastically.

To illustrate further for going from Nariman Point, Andheri Guesthouse . Borivili Guesthouse to any of the Suburban Western Railway side it is expected that from Nariman Point / Andheri / Borivili Guesthouse, taxi / autorickshaw can be hired for reaching the nearest railway station, then take a suburban train for travelling to a convenient railway station and then again take a taxi / autorickshaw for reaching the official destination.
Appx “F”

POINTS COVERED IN NEW TOUR POLICY

1. All Travelling Expense Bills under these rules shall be submitted through the Administration to the Audit Department. Only those Bills that contain any audit Observation / requirement of any deviations from Policy, shall be sent to concerned Director for Approval.

2. The Tour Advance shall be limited to the anticipated expenditure of the Tour.
3. Normally, no bills of an employee on Tour shall be paid by Administration at Touring Stations. The employee should clear the Bills himself/herself. However, in unavoidable/exceptional cases the expenses are borne by Offices, the employee shall reflect these expenses in the Tour Bill. In case where a double payment occurs as a result of not reflecting this aspect, the employee shall be liable for disciplinary action.

4. Lodging shall be considered on number of Nights spent out of the ‘Home Station’. The nights spent on travel shall not be counted towards Lodging entitlements

5. The entitlements shall be calculated on a 24 hour clock basis. The Start Time would start time of Departure and end on Return Time of Tour. Where part days are involved, the calculation shall be as indicated in Appendix C (Part-II).

6. During a Tour where Guesthouses exist, NO lodging and boarding charges are entitled to the employee except Personal Incidentals, Travelling Expenses or Local Conveyance Expenses.

7. The limits for boarding and lodging are indicated in Appendix “C”. The boarding expenses include food, snacks and other expenses or taxes related to food. All the above expenses should be supported by bills / receipts. The lodging and boarding limits indicated in the Appendix are for 24 hours period.

8. With introduction of ‘Day Tour & ‘Part-Day Expenses’ the  “Transit Boarding” is done away with.

9. There may be occasions when employee stay in Guesthouses but cannot use Meal facility of the Guesthouse. This could be due to a busy meeting schedule, or it is uneconomical to use Guesthouse facility due to distance involved, In such cases, the individuals shall be entitled to spend a Flat amount for meals as indicated in table below:-

· Breakfast

- 20% of Entitlements
· Lunch/Dinner
- 40 % of Entitlements
 (Note: where a Guesthouse does not cater to Meals altogether, Regular Boarding Charges shall be entitled to the Touring Employee in Full)

	CATEGORY
	DESIGNATION
	FULL  ENTITLEMENTS
	20%
	40%

	I
	GM & ABOVE
	500
	100
	200

	II
	DGM/ AGM /SR. MGR
	400
	80
	160

	III
	MGR/DY. MGR./ ASST. MGR
	300
	60
	120

	IV
	EXECUTIVE / SR.ENGR. / SR. OFFICER / ENGR /OFFICER
	300
	60
	120

	V
	JR.ENGR. / TRAINEE ENGR. / SR.ASST. / SR.TECH./ TECH/ SUPERVISOR/ TEL. OPERATOR / RECEPTIONIST
	250
	50
	100

	VI
	ASST. TECHNICIAN / WORKMAN / HELPER / W/S ASST. / PEON / DRIVER
	175
	35
	70


10. Employees on Tours in Groups. Where the Tour is in Group, Claims may be made by just one of the employee deputed by the Senior-most person in the Group. The other employees shall claim only their individual Telephone Bills / Incidental Expenses as applicable. This provision can be availed only if all employees are from the same Company.

11. Entertainment During Tours. If an employee entertains any official guests while on tour, the anticipated expenditure should be specifically approved by the Director / GM.  The expenses on this account should be indicated under this head and should be supported by bills and details of the guests. The amount spend on such entertainment should be commensurate with the level and other aspects of the person entertained. While reimbursing the entertainment expenses on such meals, a corresponding deduction shall be made from the Boarding Entitlements – i.e., 20% towards Breakfast and 40% towards lunch or dinner. 

 ( Note: Expenditure of cigarettes and alcoholic beverages is not reimbursable.  It has to be strictly borne by the individual).

12. “Day Tour” means any tour commencing and ending on the same day.   For this, the individual is entitled for the reimbursement of expenses as per Appendix – C.  The amount reflected caters to Lodging and Boarding expenses only. This does not include to-and-fro travelling charges to work places and local conveyance and Personal Incidental expenses.  The said amount may be claimed in the Tour Expense Bill with the supporting bills except for the Incidental Expenses.

13. If any employee is going on long tour at any place and when Lodging becomes essential, the employee wishing to stay at his relative’s house or if he is able to make his own accommodation, then the Company shall pay him per day, a flat rate as per Appendix “C”.  This reimbursement includes lodging, boarding and personal incidental charges but does not include his local conveyance expenses or travelling expenses. No Bills are required for Claims under table of  “Own Accommodation”.

14. Long Tours The Rates for Boarding and Lodging have been worked out for short duration Tours. For Long Tours, the Boarding and Lodging Rates shall be curtailed to 2/3rd Entitlements beyond 15 days and to Half-Rate for period beyond 30 days. Short breaks in these Tours shall NOT be counted as fresh Tours and the Tour shall be treated as a continuous entity. If the expenditure works out to be very high, the Approving Authority may consider treating Long Tours under the Policy of “Deputation”.

15. Combining of Leave with Tour Normally, Leave shall not be combined with Tour. Where such a approval is given in a special case, the employee shall not be entitled the Return Fare  to ‘Duty Station’ – nor any Boarding entitled for the Leave Period including period taken as Prefix / Suffix.  
16. Expenses on Drivers by Employees It may please be noted that Company Drivers are reimbursed expenses on Tours by Administration. As far as Drivers of Contracted vehicles, employees are not obliged to look after their Boarding/Snacks. Where Tea etc is given as a courtesy, the Personal Incidental covers such expenses.

POINTS FOR CALCULATIONS OF TOUR CLAIMS

1. Time starts from leaving Home/Office and ends at home/Office.

2. All expense claims, other than Own Accommodation, Personal Incidental, Transit Boarding & Local Conveyance (other than Taxis Hired on 4 or 8 Hour or Day Basis must be supported by Bills.
3. The ‘Transit Boarding’ has been discontinued. For visit to locations where Guesthouse exists, the employee shall have to use Guesthouse facility. In case there is no accommodation in Guesthouse, a ‘Non-Availability Certificate’ must be attached to claim. For any meal that has to be had outside due to compelling reasons the entitlements of regular Boarding for that meal shall apply. Specific justification remark shall be placed by the employee for non-utilization of the particular Meal facility in the Guesthouse. In case the reason is Entertainment of Guest, NO Boarding shall be separately given.

4. If Tour is of more than 48 hours, a one-time allowance of Rs 30/- for making personal Tele-call shall be given. This shall not require supporting Bill.

5. All expenses must be paid by the Touring employee. Where any expenses are required to be paid to a Touring Employee in emergency, a intimation must be given to the Admin head of the “Duty Station” of the employee – thus avoiding double payment. Any employee found indulging in such an act shall be severely dealt with. 

6. Supporting Cash Bills requirement is as follows:

	 TYPE OF CLAIM
	 CASH BILL REQUIREMENT

	Rail/Bus
	Bills Required 

	Local Journeys – Half day/Full day Taxi
	Bills Required 

	Boarding
	Bills Required 

	Lodging
	Bills Required 

	Entertainment
	Bills Required 

	Any other expense
	Bills Required 

	Day Tour
	Bills Required 

	Own Accommodation
	Bills Not Required 

	Personal Incidental
	Bills Not Required 

	IV. Transit Boarding
	Bills Not Required 

	Local Journeys – bus/auto/point to Point Taxi
	Bills Not Required 


7. Example of Claims of an employee (example of a Category-3 employee) going on ‘Day Tour’. His entitlements are given below.

EXAMPLE 1-A :  Day Tour – No Guesthouse Facility Exists

· If the employee leaves at 5:00 AM and returns at 9:00 PM He shall be eligible for following:

· Rail/Bus fare – actual

· Auto fare/bus fare at both ends – actual

· His calculations shall be – Total period 16 hours ( >15 hours = Full day)

Boarding - Full Entitlement (Day Tour)  
= Rs 200/-
Eligible = Rs 200/-

Incidental- Full Entitlements 

= Rs 40

Eligible = Rs 40/-

· In case he has spent Rs 300 on entertaining Company Guest for Lunch, this entire amount shall be reimbursed. However Rs 120/- shall be reduced from the total daily Entitlement (being 40% of his Full entitlement). Thus he shall be eligible for Rs 180/- for remainder day.

· Bills shall be required for the Day Tour entitlement. (less incidental portion).

EXAMPLE  1-B : Day Tour – Guesthouse Facility Exists

· In case the Tour is to a place where Guesthouse exists, he shall be eligible for full Incidental = Rs 40/- . No Boarding shall be paid. Rs 300/- if spent on Entertainment shall be eligible in full.

EXAMPLE 2-A : Short Tour – No guesthouse Facility Exists

· If the employee leaves at 5:00 AM on 01 Nov and returns at 7:00 PM on 11 Nov He shall be eligible for following:

· Rail/Bus fare – actual

· Auto fare/bus fare at both ends – actual

· Personal Tele – Rs 30/-

· His calculations shall be – Total period 11 Days + 14 hours

Boarding - Full Entitlement = Rs 300/- X 11 =   Rs 3,300/- + 150
= Rs 3,450/- 

Incidental- Full Entitlements = Rs 40/- X 11 = Rs 440/- + Rs20/-   = Rs    460/-

The period spent in travel shall be entitled @ Transit Boarding rates. The overall daily  entitlement (Transit Boarding + Normal Boarding) shall NOT exceed Boarding Entitlement

EXAMPLE 2-B :Short Tour   – Guesthouse Facility Exists

· In case the Tour is to a place where Guesthouse exists, he shall be eligible for full Incidental = Rs 40/- x 11.5 Days = Rs 460/- . No Boarding shall be eligible.  

· Personal Tele – Rs 30/-

EXAMPLE 3-A : Short Tour – No guesthouse Facility

· If the employee leaves at 5:00 AM on 01 Nov and returns at 9:00 PM on 05 Dec, He shall be eligible for following:

· Rail/Bus fare – actual

· Personal Tele – Rs 30/-

· Auto fare/bus fare at both ends – actual

· His calculations shall be – Total period  = 34 Days +  16 hours (full day)  = 35 Days

Boarding - Full Entitlement for first 15 days = Rs 300/- X 15 = Rs 4,500/-

Boarding – 2/3 Entitlement for next 15 days = Rs 200/- X 15 =  Rs 3,000/-

Boarding – 1/2 Entitlement for next 5 days  = Rs 200/- X 5 =  Rs 1,000/-

Incidental- Full Entitlements = Rs 40/- X 35 = Rs 1400/-  

Please note:

The Limits of Boarding are on daily basis. Balance on any day shall not be carried forward to any subsequent day.

Appx “G”

AMPLIFICATION NOTES ON TOUR CLAIMS

1. It shall be noted that tours are a part of normal duty of an employee. The company shall be reimbursing all legitimate expenses incurred by the employee. 

2. Employee must familiarize themselves of the Travel Rules to avoid financial burden on themselves or resorting to special sanctions to waive-off additional expenses.

3. The requirement of producing supporting documents has been re-introduced.

4. Only ‘Authentic Bills’ with machine Nos (and CST Nos where applicable) shall be accepted as supporting documents. The onus of obtaining these bills shall be that of the individual on tour. Miscellaneous expense of tea/snacks when purchased from roadside tea stalls etc shall however be allowed. Taxis for day hire or long distance shall be hired from proper stands only. In case of improper bills, only the lowest standard rates, by the cheapest means, shall be considered. (Strict disciplinary action shall be taken against anyone indulging in falsifying bills by overwriting etc).   

5. Own Accommodation. The concept of ‘Own Accommodation’ has been re-introduced – however, since ‘Own Accommodation” selected has to be at a reasonable distance from home, the Maximum conveyance payable for conveyance from home to office & back shall be a maximum of Rs 100.00/ actuals per day for to & fro journey from Residence to Office. 
6. For conveyance on local duties connected with the Tour, the conveyance shall be reimbursed as actuals. 
7. ‘Own Accommodation’ shall only be for actual stay for a night (beyond midnight) under own arrangements – this shall not include night spend on platforms/bus stands/in travel. 

8. Stay in Guesthouses. The employees staying in guesthouses shall be permitted to claim only incidentals. Conveyance claim for one trip to office and back and for any other official work shall be permitted.  

9. Expenditure Other Than Connected With Tour. Expenditure on any item not covered by tour claim like purchase of batteries, electrical/ mechanical components or color rolls/ development shall be claimed on separate expense voucher – and not as part of tour claim.   

10. Employees On Extended Stay In Guesthouses. The employees shall be permitted guesthouse facilities as per transfer & tour policies - any employee obtaining permission for extended stay in guesthouse shall not be automatically entitled to free food and conveyance. A flat charge of Rs 25/- per meal shall be charged during the period of extended stay. Conveyance shall be at individual’s cost.

11. Special Sanction For Availing Free Boarding And Also Claiming Of Conveyance. During extended period of stay in guesthouse, sanction shall be required from respective Director. The onus of obtaining the sanction shall be that of the individual concerned.

12. Boarding Charges. These shall be as per actuals – within the eligibility limits. Due to audit/accounting procedure requirements, supporting bills shall be required to be attached to claim of every expense claimed  other than “Personal Incidental Expense”. 

13. Asset Record of Items Purchased during Tours. Departments shall be required to check the petty purchases made during tours. The disposal of these items should be clearly recorded and in case issued to individual a necessary notification sent to personnel for filing such entry in Individual Record. Such issue of items may be retrieved as per policy when the individuals leave the company.

14. Local Tariffs for Conveyance. All Offices/sites shall prepare a ‘Local Tariff card’ showing Distances and tariffs to all the Local Places that an employee visits. These shall be suitably updated and copies sent to Sr Manager Administration for necessary action of dissemination of information as well as Audit.

Appx “H”

SOME COMMON MISTAKES NOTED IN PREPARING TOUR CLAIMS

1. Each tour must be on separate claim Form. Departure / arrival time – AM / PM must be clearly mentioned. Tour must be listed chronologically in the form. Copy of tour intimation and the Tour Report must be attached with claim.

2. All Bills must be clubbed under separate Heads like Conveyance, Lodging & Boarding and MUST be serially numbered.

3. The expenses must be filled in relevant columns. In Designation column, even the Grade must be mentioned.

4. Tour claims must be restricted to tour expenses. Expenses other than ‘tour expenses’ should be claimed for separately.

5. The entitlements are based on expenses for each day and savings from one day shall not be carried forward on to next day.

6. As a general rule, where it becomes necessary to work out daily boarding charges, the same  shall be calculated as 20% for B’fast, 40 % for lunch and 40% for dinner.

7. Incidentals covers expenditure on magazines, mineral water, tea, snacks, tips, laundry, porter charges etc., hence no separate claims on account of these items shall be allowed when “incidental allowance” has already been claimed. 

8. Local conveyance. The taxi fare claim at places like Mumbai vary to a great degree.  Only reasonable variation shall be accepted.  

9. Day tour entitlement is for full day. The entitlement shall be proportionately curtailed as per the actual time spent on tour as indicated in Appendix “C”. 

10. For tours to Sites where guesthouse facility exists, NO hotel stay, meal costs etc shall be permitted. If the meals have to be had outside due to inconvenient timings, then they shall be passed if justified. This does not apply to a ‘Day Tour’ as explained earlier. 

11. Loss/ non-production of bills. No claims shall be in absence of bills. Reasonable consideration shall be shown where there is a genuine reason for not attaching a bill. However there shall be no waiving-off for Full Taxi Bills/ Lodging Bills.

12. Overwriting on bills. No overwriting on bills shall be accepted. Employees are advised to request the concerned person to give a fresh bill in case of overwriting - to avoid audit objections. Administration/ audit shall be free to verify doubtful bills directly with hotels/originators of concerned bills.

13. Hotel stay. Employees shall clear their own hotel bills – lodging & boarding and attach it with claims. Local administrations shall clear only hotel bills pertaining to Guests/ Directors/VP & above.

MARRIAGE GIFTS TO STAFF & THEIR CHILDREN

[image: image2.png]%

POLICY FOR GIV] cl THE OCC
A

At present we do not have any policy for giving “Gift Cheque” for the
employees or their children when they get married. In order to streamline
this procedure the following grade wise amount is suggested for approval.

Sr. | Grade For Employees of | For Children of
No. Suzlon Group | Suzlon Employees
(Rs.) (Rs)
1. [SM-385M3 5,000/~ 2,5007-
2. [SM-2&sM-1 3,000/~ 1500/~
[3. [m-5&m6 2,000/~ 1,000/~
[4 Tm3ama 1,500/ 750/~
5. |MiaM2 1,000/~ 500~
6. | All employees of 500/~ 250/~
| T-1 Grade

Based on the above policy, Administration Department will arrange to
handover the “Gift Cheque” through Local Regional Administrative Head.

This policy is applicable to all employees of Suzlon Group of Companies
irrespective whether they are on roll or off roll.

Noad— / .
(M.R. GAMI) (A JADVE) (A. \RMAR)
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MISCELLANEOUS EXPENSE ENTITLEMENT

DRIVERS AND PEONS

1 PURPOSE

1 SCOPE

1 REFERENCES  

1 DEFINITIONS  

1 RESPONSIBILITIES

1 PROCEDURE

1 ATTACHMENTS

PURPOSE

28. The aim of this Policy is to lay down Entitlements and Procedure for payment of Miscellaneous Expenses to Drivers (and Peons) when on Tour or While performing duties beyond normal timings at their place of Duty and also lay down basic Disciplinary Guidelines for them.

SCOPE

29. This Policy covers All Drivers and Peons of S. The Policy shall be effective from 01 Dec, 2002.
REFERENCES

30. (a)  ION dated 20 Aug, 2001 and Annexure –“B” of travel policy.

(b)  Decisions taken in Management Committee Meeting dated 20 Nov, 2002

(c)  Safety & Welfare of Drivers & Passengers (Copy attached at Appx “A”)

DEFINITIONS


31. Miscellaneous Expenses. Miscellaneous Expenses for the Purpose of this Policy shall be Expenses as approved on Bus/Auto, breakfast, lunch, and dinner ONLY. Claims for other expenses shall continue to be against actual cash receipts for eligible expenditure.
32. Local Duty. When duties are done within the limits of City/Corporation of the place of their posting, they shall be termed local duties. (For Pune, the limits of PMC and PCMC shall be considered as one place being contiguous areas).

33. Tours. When the duty is outside City Limits. 

RESPONSIBILITY

34. The GRO dealing with Transportation shall be responsible for ensuring the correctness of Claim as Attendance/Log Book Details of Drivers. The overall responsibility of monitoring and implementation of this Policy shall be that of HOD Administration.

POLICY

Eligibility.

35. Local Duties. As a matter of Policy, the few extra hours that the Driver/Peon puts in have been catered for in the salary. However, when a Driver/Peon is on Tour or asked to report for work before 06:30 AM or is relieved from work beyond 10:30 PM, such a Driver / Peon shall be eligible for the Miscellaneous Expenses. 

36. Tours. For tours, the eligibility and rates as reflected in the Travel policy shall be applicable.

Miscellaneous Expenses  

37. The Chart showing Permitted Miscellaneous Expenses and the conditions under which they shall be sanctioned is attached as Appx “A”.

Documentation

38. The following Documents shall support the Claims of the Drivers :-

· Attendance Register. Attendance Register for Drivers, kept with Reception/Security, the drivers shall be required to enter their ‘Time-In’ and  ‘Time-Out’ in this.  

· Log Books of Vehicles. The duties shall be duly filled up.  It shall be the responsibility of the drivers to obtain the signature of the users on a daily basis. 

· Bills. For any claims other than for which a Fixed amount has been laid down, Claims shall be supported by Bills by Drivers/Peons. Drivers shall NOT normally spend money on Guests – The employee escorting the Guest shall do this. Where money is spent on Guests as per Instructions, the same shall be claimed separately in the Claim and signature of authorizing person obtained In absence of any employee, the Driver shall take specific Instructions from concerned GRO about his responsibilities connected with the Tour.

· Form for Claim of Miscellaneous Expenses. The Specimen of Form to be attached while claiming Miscellaneous Expenses is attached as Appx “B”.
ATTACHMENTS

Appx “A” -  Safety & Welfare Instructions for Drivers
Appx “B” -  Miscellaneous Expense Claim Form – Driver / Peon

Appx “C” -  Claim Entitlements for Miscellaneous Expenses - Driver / Peon.
Appx “D” -  General Instructions for Drivers
Appx “A”

POLICY - SAFETY, SECURITY & WELFARE INSTRUCTION FOR DRIVERS

Introduction

1. Most of the Accidents are avoidable. With proper procedures & guidelines, the chances of Accidents could be reduced - if not totally avoided.

Aim

3. The Aim of these instructions is to ensure the safety, Security and Welfare of the Drivers as well as the passengers in the vehicle. The Admin Staff In-Charge of Vehicles & the Driver are both responsible to ensure implementation of the Instructions and ensure safety. 

General Instruction.

4. The Admin Dept (Vehicle In-Charge) must ensure that the Driver holds a valid driving License and that there is no reason to be barred from driving. It must be ensured that the Driver has been Medically examined during the year for the required minimum Checks for Drivers

5. Drivers shall not consume liquor while on Duty.

Safety Guidelines

5. In the overall interest of the Driver & the passengers, the following safety guidelines are suggested:

· The Driver checks the condition of the vehicle every morning / on resuming Duty – especially Long Duties. Driver report problems in the vehicle as soon as possible.

· Vehicle In-Charge ensures the periodic check of the vehicle and their timely    Servicing and Repair.  

· The Vehicle In-Charge ensures proper rest to Drivers – especially those who have returned from long drives are deputed for long journeys. A recommended yardstick, with due consideration to the overall distance and emergency could be:

· A short 2-5 Minutes break for refreshing after every  2 hours of continuous drive.  

· Avoid actual driving for more than about 8 hours in a 24-hour cycle. 

(The Driver be encouraged to inform the Senior Occupant of the Vehicle in case he has any discomfort due to il-health or fatigue due to continuous Driving)

· Drivers returning from long Drives/ long duties over 6 days be given sufficient time for refreshing & recouping.

Entitlements

6. Accommodation & Boarding.   Drivers are normally required to stay for the night with the vehicles - keeping security of vehicle in mind. However, where our Guesthouses or other accommodation exists, the same shall be used for night halt.  Drivers are entitled Rs 175/- per day as  “Night Halt” charges, which caters to night discomfort also.  While working out the Entitlements for day journeys, the Drivers shall be Entitled for Rs 20/- for Breakfast, Rs 40/- for Lunch & Rs 40/- for Dinner. Bills are not required to be produced - considering the odd places that a driver may have to halt.

Insurance

7. “Group Personal Medical Insurance” shall cover the Drivers. The Company shall pay for the Premium. The Insurance covers “Loss of Salary” due to accident hospitalization and also %age of Medical expenses connected with the Accident as per Insurance Company Rules. Hospitalization of at least 24 hours is mandatory for this Claim. 

8. The Driver shall not get the “Loss of Salary” from Company when he is entitled to it from the Insurance. Thus, he shall get Salary from one place only. The Company shall give the Driver a Certificate stating the duration when he has not been paid from the Company. However, to meet the immediate Medical needs of a Driver who may be injured in a accident, the Company may sanction a sum upto Rs 5000/- (as salary advance). The other Benefits that the Company may provide shall be on case to case basis.

Action in Case of Accidents

9.  In case of an unfortunate accident, the following Procedure shall be followed.

· Arrange to inform the Closest Police Station & S Office & HO Pune – giving the following details:

Stage 1

a. Location of Accident & Brief on what happened.

b. Name of Driver along with what duty the vehicle was performing.

c. Details of Vehicle & Name of Passengers

d. Details of Injuries – to own Employees OR third Party.

e. Details of Vehicle damages (can the Vehicle move/ is it fit for towing)

f. Have the injured been shifted to nearest Hospital.

g. The Insurance Consultant be informed about the accident to enable him to process the Insurance matters.

Stage 2

h. Has Police Arrived at Site?

i. Local Admin arrived must visit the site soonest along with Water, Food & if possible a Doctor (depending on the Accident report). 

j. Local Admin must arrange to ensure Security of the Accident Vehicle and file a FIR at the Police Station under whose jurisdiction the Accident Spot lies.

k. All attempts must be made to get the vehicle released in case confiscated by Police. 

l. No commitment of Any Compromise Amount /be made without approval of Director Admin – care must be taken to document the settlement in case it is approved.

Stage 3

m. Copy of the FIR should be obtained by Local Admin from the Police Station and sent to Legal Department through Admin at HO, Pune.

n. The Local Admin Person (or any other specified by the Management) shall be responsible for carrying out day-to-day follow-up with the Hospital & Police Station till the Injured have been moved out / Case Closed. 

o. A local lawyer may be appointed to handle the case – based on instructions from the Legal Dept of the Company.

p. Admin & Legal dept. must pursue the case to ensure that the same is settled in the shortest time.

Tips for the Administrative In-Charge & Drivers. Please refer Annex 1.

Annex 1
Tips for the Administrative In-Charge.

1. Personally Inspect the Vehicles at regular Intervals to ensure their serviceability.

2. Give sufficient Notice to the Driver while detailing him for Long Duties / Outstation duties.

3. Give correct details of time, Address & Contact No of the Guest who is to be picked up.

4. Brief the Driver about his responsibilities – and also his monitory entitlements & Rights. Driver shall not undertake any thing that he feels violates the spirit of the Instructions given to him. He can contact the GRO whenever he has been asked by a Guest to undertake any job that is outside his duty – like taking the vehicle to a destination NOT specified to him by the GRO.

Driving Tips for the Drivers

1. Pay Attention. Always be attentive while driving. Never say “I did not see him”

2. Yield Anyway. Remember “No one ever yielded their way into a collusion”

3. Keep Cool & Be Courteous. Drive with the ‘Right’ Attitude. Do not get angry on roads – Stress can only increase the chances of an accident.

4. Create Space. Always make space for yourself – depending where you are, the surroundings you are in etc. – in fact have sufficient space to react to any emergency caused “unexpectedly”.

5. Do Not Speed. Keep Speed well within the Law. In any case avoid speeds over 80 KMPH. Start a little early to avoid rushing.

6. Wear Seat Belt. Take this precaution whether it is mandatory – or not.

7. Drive to Communicate. Be visible on Road – make sure people see you. This is important while coming out of a side lane or in bad weather.

8. Know how to Stop. Do not stop with a jerk. You may get hit from behind.

9. Drive Slow in Rain. Ensure that the Tyres have sufficient depth in the Grooves.

10. Use Headlights intelligently. Lights are for ‘Seeing’ and also ‘Being Seen’. 

11. Use Signals. Hand & Light Signals must be used to indicate your intentions.

12. Avoid Distractions. Even when a passenger speaks, do not turn your head to him. Avoid keeping anything like papers, bottles etc that may just distract you at the most inappropriate time.

13. Keep Safe distances. Keep distance between vehicles depending on your speed. Even while driving past a vehicle or pedestrian, keep safe distance.

14. Don’t take ‘Chances’. Don’t hope that there will be no vehicle around a corner while overtaking. Always assume that problems lie ahead where you cannot actually see.

15. Be Prepared.  Always carry medical First Aid Box and preferably a portable Fire Extinguisher.

Appx “B”

ENTITLEMENTS FOR TOUR/LOCAL DUTY  EXPENSES - DRIVER  

PART – 1

TOURS - ( DUTIES OUTSIDE THE PLACE WHERE DRIVER IS POSTED)

	SR
	CONDITIONS
	 RATE
	REMARKS

	1.
	Transport for reporting to Duty.  
	Scooter/ Auto fare in case reporting before 06:30 hrs/is released after 22:30 hrs.
	

	2.


	Breakfast. 

Lunch/Dinner 

Lunch/Dinner In Class “A” City

Bhatta – Rs 75/- 

for every night spent out.
	Rs 20.00

Rs 4.00

Rs 40.00

(The above payments shall be based on the generally accepted meal timings : B’Fast 0630 hrs to 1000 hrs Lunch 1200 hrs to 1500 hrs and Dinner 2000 hrs to 2330 Hrs)
	· At Site, Driver must have meals at Canteen and he shall not be eligible for Boarding Claims.

· In case Driver is submitting Claim for Site Duty, he must obtain signature of Canteen Staff/User of Vehicle, to the effect that no meals have been consumed by him in the Canteen.

	3.
	Personal Incidental
	Rs 10/- per day
	· This amount is NOT in addition to Rs 175/-. No incident is eligible when full amount of Rs 175/- is claimed.


PART – 2

LOCAL DUTIES ( DUTIES IN PLACES WHERE DRIVER IS PERMANENTLY POSTED)

	SR
	CONDITIONS
	PROPOSED RATE
	REMARKS

	1.
	Transport for reporting to Duty before 06:30AM or discharged from Duty after 10:30 PM.
	Scooter/ Auto fare as per entitlement.

 
	· This facility should enable a driver to use his own two-wheeler if he so desires.

· Signature of Staff on Vehicle required for verifying claim.

	2.
	Breakfast. 

Permitted only in case where driver is reporting for Duties before 6:30AM
	Rs 20.00


	· Sign of Staff on Vehicle required for claim

· At Site, Driver must have meals at Canteen

· At Site, Driver must have meals at Canteen.



	3.
	Lunch
For Local Duties, NO Lunch expense is permissible.


	Rs 40.00
No Bills are required in this case.
	

	4.
	Dinner
#  Dinner entitled in case driver returns to Office/Car Park  after 10:30 PM. from the assigned Duty. 
	
	· 


Note: - 

· Drivers shall obtain Vehicle users signature on Log Books EVERYDAY - whenever they report on Duty as well as when they are left-off from duty.

· Log Books shall be produced for verification at the time driver submits his Claims. 

· Signature of the Staff accompanying Vehicle (Except Visitors) shall be obtained on minor expenses like punctures etc.  

· Irrespective of the Class of City, for the drivers posted at that City, it shall always be considered a normal Class ‘B’ City for purpose of meal expenses.

· Drivers fall in category 5 and are entitled to travel by Bus/Six Seater Rickshaws only. Use of higher class Mode of travel shall be supported by justification (like being called at short notice or at odd timings) of person authorizing it.

Appx “C”

CLAIM FORM FOR EXPENSES BY DRIVER WHILE ON OUTSTATION DUTY

PART - I

NAME OF DRIVER ______________________________VEH USER : ___________________________ 

DUTY PERIOD  :  From _________  2002  to   __________ 2002

NATURE OF DUTY : _____________________________________________________________
	DATE


	LOCATION
	TIME-OUT
	TIME-IN
	AUTO FARE
	TOLL
	B’FAST
	LUNCH
	DINNER
	PARKING
	DIESEL
	TOTAL

	 
	
	
	
	 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	# Only applicable columns to be filled                                                    GRAND TOTAL                                           
	


PART – II ( IF APPLICABLE)

DETAILS OF GUEST EXPENSES BORNE BY DRIVER

	DATE


	LOCATION
	ITEM
	TOTAL

	 
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	GRAND TOTAL                                                                                                      
	

	EXPENSE  AUTHORIZED BY   (VEH USER):                              ___________________________




____________            _____________           __________________          ___________

Sign of Driver/Peon                 Checked by (GRO)                Recommended (AGM Admin)           Authorized Signatory

APPX “D”

GENERAL INSTRUCTION  :  DRIVERS

GENERAL

The drivers of S shall be expected to maintain a good standard of Turnout and Discipline at all times. Any driver found to be consistently badly turned-out or in-disciplined shall be warned to improve – failing which his services shall be terminated. 

Discipline. The GRO responsible for Drivers shall maintain a Individual Record of all Drivers, where-in, all offenses for which the Driver has been warned shall be recorded in presence of a witness.

The Drivers have been issued two pairs of Uniforms and they shall be in uniform whenever on Duty. Wearing of Uniform means wearing it correctly –putting the shirt out etc., shall not be accepted.

Driver who is not in Uniform shall not be normally allowed to step inside the Office on the 5th Floor.

The Company has the following category of Drivers :-

· Drivers ‘On Roll’. 

· Drivers ‘Off Roll’
· Personal Drivers (driving Company owned Cars but hired and paid directly by Employees)

The first two categories of Drivers shall be fully subject to Company Policies – while the third category of persons shall be subject to General policies only and shall be the responsibility of the Employee hiring them.

DUTIES OF DRIVERS

Timings. The Drivers do not have fixed timings and shall be assigned their Duty timings as per the requirements of the User of the Vehicle. Where no specific time is given to a driver, he shall report to  GRO by 09:30 AM and shall be assigned duties thereafter.

The Drivers shall be expected to report to the assigned Person / Place at least 15 Mins before the scheduled time. 

Routine Inspection of Vehicle. The Driver shall first carry out a routine inspection of vehicle in which the following points shall be checked :-

· The vehicle appears to be OK and has not been damaged at night

· All tyres are inflated and appear OK

· The Brake Fluid and radiator Tanks are sufficiently full.

· The Vehicle Starts properly.

· The Bulbs are working OK – including Indicators.

· The Vehicle runs OK and footbrakes and Handbrakes work OK.

· The LOG Book contains updated entries upto end of each day.

Reporting to Regular Users. The drivers shall report to the vehicle users for duty at assigned place and time.

Reporting to Guests. On reaching the earmarked place, the driver shall ensure that he has informed the Guest about arrival of the Vehicle. Drivers must note and carry Telephone Nos of the Person he has to report.  This shall come in handy in case vehicle is held-up due to traffic or any other unexpected delay or in case driver has difficulty in locating the exact place. The GRO detailing the Drivers shall ensure this.

Maintenance of LOG Books. Drivers shall request the Users of Vehicles to fill in the Duties/ KM Readings after the Trips/ at end of Day. The KM Reading shall always be entered while demanding Fuel Slips from GRO.

Maintenance of Vehicles. The drivers have been hired on the basis of their previous experience. Hence they cannot feign ignorance on the user-maintenance required for the vehicles. They shall ensure that the documentation is up-to-date and that a Xerox copy of them is in the vehicle. 

· Pollution Control check.  This shall be carried out as required. Penalty, if charged by Police for this shall be debited to driver’s account.

· Overall maintenance. Driver shall be responsible to observe signs of damage to wires, loose or lost screws, unhealthy sounds from engine etc., and report the same to GRO who shall arrange necessary checks/repairs.

· Documents. The driver shall ensure that he carries ‘Attested’ Copies of the Documents required by RTO like RC Book, Insurance Papers etc., He shall be responsible to bring to notice of GRO of any document whose validity is expired.

Safe Driving. Though Company does not issue drivers shoes, wearing of shoes with rubber soles are encouraged as it is necessary for safe driving. Similarly, the drivers who tend to drive rashly and who      disregard repeated advise from User/Guest, shall be liable for strict disciplinary action including termination.  

Accident. If any accident occurs due to driver’s negligent/rash driving, he may be called upon to make good the loss – or at least a percentage of the loss.

Recruitment Responsibility of GRO. The GRO shall be responsible for the short-listing of Drivers required by the Company/Company Staff. During the Interview, the following points shall be clearly explained to the Driver by the concerned GRO:-

· Job responsibility as shown above.

· Working hours which are very flexible

· Entitlements for extra hours spent or the category of places he visits.

· The Uniform Policy – 50 % of the Cost of Cloth shall be recovered from the driver if they leave the Company ( on their own request), within 6 months of joining.

Discipline at Parkings. Drivers shall rest in the assigned parking of S wherever designated. Drivers shall not involve themselves in Gambling or playing games like Cards. The drivers shall not remain seated inside the vehicles while parked at Parking. For refueling, only the Driver of the concerned Vehicle shall move out – other drivers going out for sake of giving company shall not be accepted. The Security Guard – wherever available, shall be the Coordinator of all S Driver/Vehicle Movement ex-Basement.

OPERATING  OF GUESTHOUSES  

1) PURPOSE

2) SCOPE

3) REFERENCES  

4) DEFINITIONS  

5) RESPONSIBILITIES

6) PROCEDURE

7) ATTACHMENTS

PURPOSE

1. The Policy lays down the Operating, Accounting and Entitlements of the Company run Guesthouses at all locations.

SCOPE

2.       This Policy covers All Employees and all Guesthouses of S. 

REFERENCES

3.       Policy on Guesthouse and Conveyance Facilities to Employees on Transfers to Pune

RESPONSIBILITY

4. The GRO shall be responsible for the monitoring of the Guest House and it’s use as per Policy. Administration Manager shall be responsible for the overall implementation. The Guesthouses at different Outstations shall be managed by the Site in-charges through the Admin Staff detailed by them.

POLICY

5. Guest Houses – Location-wise.  A List of Company run Guesthouses at various places  shall be sent by Administration on a regular basis. Since the Guesthouses exist as per requirement of a Site/office, they may be closed at short notice/ or New Guesthouses opened. Therefore, the List needs to be kept constantly Updated and employees must confirm status prior to departure on Tour.

6. Guesthouse Management The Administrations at all locations shall be responsible for the Operation and Maintenance of the Guesthouse as per Company Policy. Where the situation warrants, necessary modifications shall be made to suit the Local needs. An updated copy shall be sent to HO, Pune for information.

7. Facilities. The Company Guesthouses shall normally provide transit accommodation to employees on tour and approved Guests. Where facility exists, meals shall be provided at Company cost to employees. Tour Claim of employees shall be correspondingly be reduced depending upon facilities made available in the Guesthouse and as catered to in the Tour Policy.

8. Accommodation. Anyone wanting to use the Guesthouse facility shall be required to submit a requisition to the Guesthouse-in-Charge minimum 48 hours in advance on prescribed form attached at Appx “B”. Concerned employee shall obtain confirmation and in case no room is available, the Guesthouse-in-Charge shall issue a “Non-Availability Certificate” to the employee as per format attached at Appx “C”. Based on this certificate, employee shall be free to stay in a Hotel as per his entitlement.

9. Conveyance. Conveyance to and fro to local Office or place of work shall be reimbursed as per Tour Claim.  

10. Meals. Where Meals have been catered to as an facility, the Employees shall be provided meals as per menu fixed by the respective Guesthouses. The Meal timings shall also be adhered to.

11. Entertainment. The Guesthouses have TV sets. Guesthouse residents are advised to use these carefully and in a manner that the volume/time does not disturb fellow residents or residents of the locality where the Guesthouses are located.

12. Guesthouse Timings. The normal timings of returning to Guesthouses shall be displayed in the Instructions placed in the Guesthouse Hall. Residents shall not disturb the other Society Members by any action likely to invite problems in the smooth running of the Guesthouse. A Specimen copy of Rules for Guesthouse is attached at Appx “D”.

13. Use of Telephone. The Guesthouse Telephone shall be used judiciously for Local calls only. The Guesthouse in-charge/helper/cook shall operate the Code for STD. The employees are permitted to make only official calls from the Guesthouse telephone. 

14. Damages in Guesthouse. Normally, there are heavy damages in Guesthouses due to movement of Transients. These have to paid for at the time of handing over of Premises to the Owner. Therefore, the Admin In-Charge shall take over the Premises from owner properly, noting all damages and items, which the Owner may later demand to be paid for. Signature of Owner shall be obtained. Similar procedure shall be followed at the time of returning the Premises to owner.

15. Stocking of Items in Guesthouse. The Admin In-Charges shall identify the requirement of Cutlery, Crockery and Linen required for the Guesthouse depending upon the Facilities that are to be provided and also the average No of transients. Enough buffer stock shall be kept to meet emergency. Approval shall be obtained by the concerned admin In-Charge/HOD for purchase of these assets including other electronic assets like ACs/TVs etc.

ATTACHMENTS

(a)
Appx “A”
-
Format of Requisition Slip

(b)
Appx “B”
-
Format for Non-Availability Certificate

(c)
Appx “C”
-
Specimen of Rules for Guesthouses

(d)
Appx “D”
-
Specimen of Duties of Guesthouses Caretaker

(e)
Appx “E”
-
Format for Request for Hotel Bookings

Appx “A”

REQUISITION FORM FOR GUESTHOUSE

	From:

Name:__________________________________


	To:

Admin/Guesthouse-in-Charge 

_________________________

( Where accommodation Requested)


Kindly reserve  the following accommodation in the Guesthouse at (Please specify exact location where more than one Guesthouse in a location exists)__________________________________ 

My details are as under:

	· Name of Visitor
	:

	· Designation
	:
	Company: SEL / SDPL / SWSPL / ______

	· Office Location
	:
	Mode of Travel   
	:

	· Arrival Date & Time
	:
	Departure Dt &Time
	:

	· Meals Required  
	Date          Breakfast                  Lunch                  Dinner


	· Purpose of Visit
	: Official               / Personal          

Details: __________________________________________

	· Tour Approved by
	:

	· Details of  members accompanying 
	1.                                                   Designation:

2.                                                   Designation:

3.                                                   Designation

	· Any other Details
	:


Date: __________
              _______________

                 
________________

Signature of Employee  


Approved By 

Note:  
1. HODs of Designation AGM and Above are authorized to sign the above Requisition.

          
2.  It is mandatory to have Director’s Sanction for Director level Guesthouses.


3. Guesthouses shall be used for Official Visits – unless otherwise approved by Director.



……………………..   FOR USE BY GRO / GUESTHOUSE-IN-CHARGE  ………………..

 

APPX “B”



Appx “C”

GUIDELINE RULES FOR GUESTHOUSES

(RULES TO BE MODIFIED AS PER LOCAL REQUIREMENTS)

GUESTHOUSE  RULES

1. PLEASE PRODUCE “ENTRY PASS” FOR AVAILING GUESTHOUSE FACILITY.

2. PLEASE CHECK CORRECTNESS OF ANY ITEMS ISSUED OR KEPT IN YOUR ROOM.

3. YOU ARE RESPONSIBLE FOR YOUR OWN VALUABLES. PLEASE KEEP THEM SECURE.

4. THE KEYS SHALL BE HANDED OVER TO HOUSEKEEPER PRIOR TO GOING OUT.

5. SMOKING, CONSUMPTION OF LIQUOR AND CHEWING OF TOBACCO IS PROHIBITED IN GUESTHOUSE.

6. NO FOOD / TEA SHALL BE SERVED IN ROOMS.

7. ONLY OFFICIAL LOCAL CALLS ARE PERMITTED FROM THE GUESTHOUSE. 

8. THE GUEST HOUSEKEEPER/STAFF SHALL NOT BE SENT OUTSIDE FOR PERSONAL WORK.

9. STAFF MEMBER WILL HAVE TO VACATE THE ROOM AS PER THE ENTRY PASS DETAILS. IN CASE OF EXTENDING DURATION OF STAY, PLEASE OBTAIN APPROVAL.

10. IF YOU DO NOT INTEND HAVING A MEAL, KINDLY INTIMATE IT TO THE CARETAKER. 

11. NO FOOD ALLOWANCE FOR THE DURATION OF STAY IN GUESTHOUSE IS ENTITLED.

12. RESIDENTS SHALL NOT BE PERMITTED TO ENTERTAIN THEIR FRIENDS IN THE GUESTHOUSE PREMISES, WITHOUT PRIOR PERMISSION.

13. ALL STAFF STAYING AT THE GUESTHOUSE ARE REQUESTED TO BE BACK IN THE GUESTHOUSE LATEST BY 11 PM. AVOID DISTURBANCES TO OTHERS IN THE SOCIETY.

14. KINDLY SWITCH-OFF THE TELEVISION LATEST BY 11 PM.  

15. ALL STAFF ARE REQUESTED SPEAK SOFTLY & TO KEEP THE SOUND OF TELEVISION LOW TO AVOID DISTURBANCES TO   OTHER COLLEAGUES AND NEIGHBORS.

16. INCASE CASE OF ANY COMPLAINTS; KINDLY RECORD THE SAME IN THE “COMPLAINT BOOK”, MAINTAINED BY THE GUESTHOUSE IN-CHARGE.

17. PARK YOUR TWO WHEELERS KEEPING A CLEAR  PLACE FOR FOUR-WHEELERS.

18. PLEASE DO NOT THROW PAPER OR DIRT OUT THROUGH WINDOWS.

19. PLEASE KEEP LIGHTS / GEYSERS OFF WHEN NOT IN USE.

20. PLEASE BE COURTEOUS IN PRESENCE OF LADY GUESTS.

21. IN CASE OF BREAKAGES KINDLY REPORT AND KINDLY PAY FOR THE DAMAGE. 

APPX “D”

SPECIMEN - DUTIES OF CARETAKER

1. ENSURE PROPER CLEANLINESS OF THE GUESTHOUSE.

2. ENSURE THAT GUESTHOUSE IS RUN AS PER RULES AND INSTRUCTIONS FROM ADMIN IN-CHARGE.

3. ENSURE THE SECURITY AND SAFETY OF ALL PERSONS AND BELONGINGS AT THE GUESTHOUSE.

4. PREPARE A MENU CARD AND GET IT APPROVED FROM ADMIN IN-CHARGE OR A SENIOR RESIDENT AT THE GUESTHOUSE.

5. KEEP A NOTE OF ALL EXPENDITURE UNDER RELEVANT HEADS. THE STATEMENT OFM EXPENSES SHALL BE PREPARED ON A MONTHLY BASIS AND HANDED OVER TO ADMIN.

6. AN IN-OUT REGISTER SHALL BE KEPT TO RECORD THE ATTENDANCE AT THE GUESTHOUSE.

7. HE SHALL ADMIT IN THE GUESTHOUSES, ONLY THOSE EMPLOYEES WHO HAVE OBTAINED NECESSARY ENTRY PASS FROM ADMIN IN-CHARGE.

8. HE SHALL BE RESPONSIBLE TO CHANGE THE LINEN ONCE IN 3 DAYS AS A NORMAL ROUTINE. FOR VIPs AND NEW  ARRIVALS, THERE WILL BE A FRESH SET OF LINEN INCLUDING TOWELS PLACED.

9. HE SHALL OVERSEE THE FUNCTIONING OF OTHER STAFF LIKE SECURITY, COOK AND MAID-SERVANT (IF EMPLOYED).

Appx “D”

S GUESTHOUSES

Note: 

1. List Updated as of 01 Mar, 2005

2. Guesthouses have been grouped into Four categories:

· Guesthouses GH-(L) - Entitled for Staff on tour – Lodging Only.

· Guesthouses GH (LB) - Entitled for Staff on tour – Lodging & Boarding.

· Site Guesthouses GH (S) – Used basically for Site persons

· GH (Res) – Used purely as individual houses.
3. All Employees visiting Places where ‘GUESTHOUSES’ exist, shall compulsorily stay in the Guesthouse unless the Local Administration certifies that there is NO Vacancy.   A  ‘Non Availability Certificate’ shall be issued when an employee on Tour cannot be accommodated.
4. In case there is accommodation available in the ‘GUESTHOUSE which have been Specifically Classified For use by Local Staff Res., The Local Admin may allot vacant accommodation to Touring Employees and also extend the other facilities therein. There shall be NO restrictions making use of such Guesthouses compulsory for use by employees on Tour. Accordingly, obtaining of Non-Availability Certificates in such cases shall no more be compulsory.
	
	Address
	Classification & Facility
	TYPE & Level
	Company
	Telephone at
Guesthouse
	Contact Person

	1. 
	MAHARASHTRA
61, Abhimanshree Society, Baner Road, Aundh, 
Pune – 411 027 
	GH (L&B)
	GM & Above
	SDPL

	020-5674369
	Mr. Vivek Karulkar
GRO


	2. 
	9 Bel Air, 
‘Gera Classic’, 
Koregaon Park Road, 
Pune-411 001 
	GH (L&B) 
	Upto AGM
	SEL
	020-6111731
	Mr. Vivek Karulkar
GRO

	3. 
	Flat No. 101, 1st Floor,' SUMAN’ Play Ground Road, Off Nehru Road, Vile Parle (E), 
Mumbai - 400 057.

“AIRPORT GH”
	GH (L&B) 
	Directors & Staff Boarding / Flying –in at Intl/Domestic Airport
	SEL
	022-26186230    Fax: 26186370
	Mr. V.H.Patel
AGM

	4. 
	Flat  No. 12, A' Wing, 1st Floor, Advent, General Jagannath Bhosale Marg, Nariman Point,
Mumbai - 400021.
	GH (L&B) 
	AGM & Above
	SEL
	022-22834551
	Mr. V.H.Patel
AGM

	5. 
	Flat No. 1201, 12th Floor,Vasundhara Co. H,Society, Plot No:14, Sector-8, Kharghar, Navi Mumbai

“SRPL GH”

	GH (L)
	All Employees (Under SRPL)
	SRPL
	022-22040872
28863793
	Mr. V.H.Patel
AGM

	6. 
	A/1302, 13th Floor Patliputra Coop Hsg. Soc. Ltd., Four Bungalows, Nr Dr Mandke’s Hospital, Andheri (W), Mumbai – 400053.

“PATLIPUTRA GH”
	GH (L) 

	SRPL GH
	SRPL
	
	Mr. V.H.Patel
AGM

	7. 
	Plot No: 24, Army Officers, Colony, 
Satara  Maharashtra
	GH (S) 
	
	SDPL
	02162-33939
Extn:733
	Mr. D. Padiya
Sr. Engr

	8. 
	410/45 A, Kanga Colony, Sadar Bazar, Satara


	GH (S) 
	Upto M-6
	SWSPL
	(Office) 32206
	Mr. D. Vairagi, 
Asst. Manager



	9. 
	102, Cooper Colony, Sadar 

Bazar, Satara
	GH (S) 
	
	SWSPL
	Nil
	Mr. D. Vairagi,
Ast. Manager

	10. 
	Satara SITE Guesthouse
Satara 
	GH (S) 

	All Employees
	SWSPL
	Nil
	Mr. D. Vairagi
Asst. Manager

	11. 
	G-1, Bhagyashri Apartment, 
Near Cooper Colony, 
Sadarbazar, 
Satara 415 001
	GH (S) 

	
	SEL
	Nil
	 --

	12. 
	Kevdya Dongar
Village : Shahnjapur, Tal:Parner Supa, Dist: Ahmednagar
	GH (S) 
	
	SWSPL
	02488- 243471/72
	Mr. N’dra Savalia
Asst. Manager

	13. 
	GUJARAT
B-1102, Pushparaj Apartments               Judges Bungalow Road, Bodakdev,                           Ahmedabad – 280054
	GH (L) 
	GMs / Directors
	SEL
	079 - 6852746
	Mr M.N. Shah
DGM
Mr.Mahesh Rathod

(Care Taker)

	14. 
	F-2, Siddhant Apartment,
3 Shrimali Soc. Naurangpura
Ahmedabad- 280 009
	GH (L) 

	Upto AGM
	SEL
	 079 – 6561768
	Mr M.N. Shah
DGM
Mr.Mahesh Rathod

(Care Taker)

	15. 
	Plot No 1772, Opp Sagwadi Gate,
Sagwadi Main Rd, Kaliya Bid, Bhavnagar, Rajkot
	GH (S) 

	
	SRPL
	--
	Mr. J.P. Bhat

	16. 
	201, Pashwa Flat, Near Sita Baug Garba Ground, Deep Chambers, Manjalpur
Baroda-   Gujarat
	GH (S) 

	
	SEL
	0265 – 2337995
(Office)
	Mr. Ashok Sabat
Sr. Manager

	17. 
	Porbandar 
Gujarat
	GH (L) 

	M-01 to SM-3
	SWSPL
	0286-220659
	Mr. Bhagya M Jena
Engr

	18. 
	Lamba Site, Porbandar,
Gujarat
	GH (S) 
	
	SWSPL
	Nil
	Mr Kishor Kakadia
Engr

	19. 
	Bhogat Site 
Porbandar
Gujarat
	GH (S) 

	
	SWSPL
	Nil
	Mr. Govind Roshia
Sr. Engr

	20. 
	SDPL Pvt. Ltd.
C/0 Shri. Devrajbhai Patel
Opp Sitaram Gen Store
Village: Kobadi
Dist: Bhavnagar, 
GUJARAT-364001
	GH (S) 

	
	SDPL
	Nil
	Mr. Sharat Kumar Jain

	21. 
	Block No.A/104,
Royale Twins,
Near Balaji Tower,
Vapi-Daman Road,Chala,
Vapi-396 195
	GH (S) 

	
	SEL
	Nil
	Mr  R.K. Shah
AGM

	22. 
	Daman WTG Factory
	GH (S) 
	
	SEL
	0260- 243673
	Mr S.G. Patel
Sr. Manager

	23. 
	RAJASTHAN
17, Bhaskar Colony, Jaisalmer-Rajasthan
	GH (S) 
	
	SDPL
	 02992-251861
	Mr. V.P. Surya

Dy. Manager

	24. 
	56, CV Singh Colony
Jaisalmer
(1ST + 2ND Floor)
	GH (S) 
	For O&M Staff ONLY
	SWSPL
	02992-252010
02992-256214
	Mr. Ajay Trivedi

Asst.Mgr.(P&A) 

	25. 
	70, Bajaj Nagar Enclave, Jaipur

	GH (L&B) 
	upto Directors
	SEL
	-
	MrRohit Chauhan

Sr. Manager

	26. 
	199, Jeevan Saathi, Adarsh Nagar, Phalodi  Rajasthan
	GH (S) 
	
	SWSPL

	02925-222094
	

	27. 
	DELHI
A-460, Ground Floor, Defence Colony, 
N.Delhi – 24
	GH (L&B) 
	All Employees
	SEL
	011 - 4626442
011 - 4651123
	Mr. Nishit Kumar
Sr. Manager
Mr. Mohan Sharma
Officer Admin

	28. 
	KARNATAKA
302, Prestige Golden Threshold, 13 Alexandria Street                                                Richmond Town, 
Bangalore-560025
	GH (L&B) 
	All Employees
	SEL
	080- 2279091
	Mr. Laxminarsimha
Officer Admin

	29. 
	2nd Cross, Tharalabalu Nagar,
Medehalli(Post) Near Nh-4,
Opp Medical College
Chitradurga – 577502
	GH (L&B) 

	Upto GM
	SDPL
	
	Mr. Anil Jasani
GM
Mr. Sunil Itawale
Jr. Officer Admin

	30. 
	TAMILNADU
3A, East Wing,11 Victoria Crescent Rd
(Behind Ethiraj College, Near Kanchi Hotel), Chennai - 600 105
	GH (L&B) 
	All Employees
Upto Directors
	SEL
	044 - 8226670
	Dr. V.B. Rao
GM
Mr  
 

	31. 
	26A, AK Ramaswamy Ngr, Karpaga Koil Street,
Sulur 
	GH (S) 
	
	SWSPL
	0422-680963
	Mr. Niranjan Mishra
Asst. Manager

	32. 
	A.T.S. Complex, Naal Road, Gundimangalam, Udumalpet, 
Coimbatore
	GH (S) 

	
	SWSPL
	0422-218951
213087
	Mr. Niranjan Mishra
Asst. Manager

	33. 
	Sankaneri Site 
Tirunelvelly, Tamil Nadu
	GH (S) 
	
	SDPL
	04637
5777122
	Mr. Jaykumar
GM

	34. 
	18/2,1st Floor,Main Rd
Balabagyanagar
Tirunelvelly-627 001
Near Videocon Office
	GH (S)


	
	SDPL
SRPL
	0462-335647
	Mr. V.S. Pandya
AGM

	35. 
	SIVARAMAPURAM,
Anjugramam(20 Kms from site)
Post K.K. District, Tirunelvelly
	GH (S) 

	SEL employees on Site work
	SEL
	-
	Mr. V.S. Pandya
AGM

	36. 
	G-22, Srinivas Tower,
Vellupuram Road,
Outgaret, Pondicherry – 605 010
	GH (S) 

	SEL employees on Site work
	SEL
	
	Niraj / Manoj Modi

	37. 
	ANDRAPRADESH
20-2-130/B, Gowri Apts, opp. Old RTO office, Siva Jothy Nagar, 
Tirupati-517 501, AP 
	GH (L&B) 
	
	SDPL
	0877-2280122
(7 PM to 8.30AM)
Fax- 77420
	Mr. Bharat Tambe
 AGM

	38. 
	KERALA
5A Hill View Aprts, Diamond Hill, Vellayambalam, 
Thiruvananthpuram – 695 010
 
	GH (L&B) 
	
	SEL
	 
	 


  AQUIRING OF PREMISES ON LICENSE /OUTRIGHT PURCHASE 

8) PURPOSE
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11) DEFINITIONS  

12) RESPONSIBILITIES

13) PROCEDURE – LEASED PREMISES

14) PROCEDURE – PURCHASED PREMISES
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PURPOSE

1.
The purpose of this Policy is to lay down procedures for acquiring rental property on behalf of the Company. The Policy has been necessitated due to the following Reasons:

· There is a wide disparity in Formalizing the Agreement Terms

· Properties once acquired are not fully utilized  

· Premises are not available in-time   

· HR has not recruited people in-time 

· Admin and Account have not put systems and process in place in-time 

· There is no monitoring on investments / spending. 

· All concerned were not involved in the decision process

 

SCOPE

2.
This Policy shall covers all property taken on leave and license basis or on Outright purchase on behalf of S.

REFERENCES

3.
Existing Policy on Lease Agreements

DEFINITIONS 

4.
Nil
RESPONSIBILITY

5.
The authorized person detailed by respective Director shall be responsible for the selection, short-listing of the Property. The final selection shall be done with consultation/directive of the Director/end-user of the concerned Department/Company for whom the property is being taken on rent. The follow-up action of finalizing Agreement, taking over of the property and monitoring the payments of rent  (till end of contract period) shall also be done by the concerned administration. Local Administration In-Charge shall be the Signatory for such agreements and shall also be responsible for their Registration in co-ordination with the Owners or their legal Representatives.

PROCEDURE – LEASED PREMISES

Requisition for Property  

6.
The Company/Department shall requisition their demand giving in as many details like size, location, expected rent etc. to the admin.  The User shall visualize the future requirements of the next three years while making the Proposal. Necessary inputs shall be obtained from HR Dept regarding Recruitment Plans. The requisition shall be made as per form attached at Appx “A”. A separate “Annexure1” to this Appendix shall also be submitted giving out the immediate & forecasted requirements of seating for the new Premises.

7.
The concerned Authority/Administration Manager shall, on receipt of this requisition, select properties – directly or through Brokers. Once reasonable number of properties have been short-listed, a comparative statement shall be prepared and in consultation with end-user, finalize the property shall be finalized. 

CMD Approval & Admin/Project Follow-up

8.
The final decision, whether the Premises shall be licensed / purchased shall rest with the CMD – based on the inputs given in the Requisition in Appx “A”.   Once CMD has given the approval for License   / Purchase and also the Budget Approval for Interiors, the Admin Director shall be free to acquire & develop the Premises in consultation with HR Dept & Project Dept. Therefore, Users shall be required to give additional information on their specific needs based on selected premises. Format for Giving Details of Finally selected Premises is attached at Appx “B”.

Agreements

9.
  The Final Agreement shall be drawn with due consideration to necessary modifications as per clauses acceptable to both Parties. Specimen of Agreements for Premises and /or furniture is attached at Appx “C”.  Legal Department shall arrange to get valid authority to the Employee who shall be executing the Agreements. Specimen Authority Letter is attached at Appx “D”.
Record of Premises   

10.
A Separate Folder shall be opened by Administration and a Cover Note to record the chronology of License  /purchase shall be recorded as per Specimen attached as Appx “E”.
Payment Advice

11.
On finalization of Agreement, a copy of the Agreement with payment advice note as per Appx “F”, shall be handed over by Admin, HO Pune to Accounts. Necessary SAP Entries shall be made giving specific mention of the Name of Owner of Property, Address of Property, Security Deposit Amount, Cheque to whom payable at which place, Period of the Agreement, Any other Terms that need to be highlighted.

Taking Over of Property on Finalization of Agreements

12.
When the Agreement is finalized and before formalities like payment of Security Deposit are made, the Property shall be jointly inspected and matters like physical verification of Furniture/Fixtures and recording the dames if any. Also noting of ‘Electricity Meter Reading’ etc., The Observations shall be recorded in the “Taking Over Letter” as per Format at Appx”G”.
Payment of Rent

13.
The Cheque for the rent shall normally be handed over through Administration – HO, Pune, who shall send the Payment under a letter as per Appx “H”, to Owner explaining the Deductions made – if any. Subsequent cheques shall be sent directly to Local Administration Owners by Accounts.  

Infrastructure in New Rented Premises. 

13. The Project Team shall carry out the Necessary Interiors as per approved Budget already mentioned in the Proposal. The time spent in Interior work should as far as possible work be catered for in the Agreement by giving sufficient lead time. The Schedule & Responsibilities of the Interior work in the Rented Premises shall be as follows:

· Project Team works out the final layout as per already set Standards of S Offices & also the Common Basic Assets like Water Purifiers, ACs, etc that go along with it.  Standards set for a small, medium and large Offices shall be as per Appx “I”.  This shall be based on the Projected Requirement by User HOD which shall be given by User HOD   as per Appx “A”, ANNEX 1. The HOD shall do so with due consultation with VP HR to finalize the actual Projected Recruitment of not only the HOD initiating the requirement – but also in case any other Department could be accommodated into the same Premises.

· Concurrence of HODs who shall be using the Premises be taken on the Final drawing and the work executed through Company appointed architect through Project (Infrastructure). Admin shall incorporate the Admin Requirements and monitor the progress of work. 

· Once work is completed in any Premises, a Copy of “As Built Drawing” shall be handed over in a Separate Folder to the User Department, Admin at HO Pune and a Copy retained by project Dept. The drawings shall include:

a. Structural Layout

b. Electrical cabling

c. IT Cabling

d. Plumbing

e. AC Ducting

 Returning of Property To Owner on expiry of Contract Period/ Mid-term Notice. 

14. When the Property is to be returned to the owner, it shall be a normal practice to give one month notice to enable the owner to arrange the Deposit Amount in time. Any Instructions regarding Stoppage of Payment/ termination notice of property must be sent to Accounts well in advance. Accounts Department shall be kept informed for stopping payment of Rent. 

15. The Property shall be handed over after mutual inspection and a Certificate as per appendix attached at Appx “J” shall be completed. Keys of Property shall be handed over only after obtaining Full return of Deposit from the property owner. NO points/complaints other than those listed in this Certificate shall be entertained once this Certificate has been signed.

Renewals Of Agreements

16. If the Agreement for property is to be continued later than contracted period, the user Company/Department shall inform the Administration accordingly. Administration shall accordingly submit a letter to the owner as per specimen attached at Appx “K”.

Issue of Consolidated TDS Certificate

17. At the time of signing of the Leave & License Agreement, it shall be made clear to the Licensor that S shall issue a Consolidated TDS Certificate by Apr-end for the preceding financial year. The Licensor shall authorize S for this arrangement through a letter attached at  Appx “L”.

Important Guidelines to Admin-In-Charges 

18. Before negotiating any Agreement, please note the following Guidelines that must be negotiated with the Brokers and Owners:-  

· Only authorized person should negotiate an agreement.

· CMD Approval (in writing)) through Admin Director and Shri. J.R. Tanti shall be required before proceeding with any commitment.

· While obtaining Approval of CMD, a Comparative Statement of at least three properties should be sent.

· Normally Agreements are for 11 Months Lease Period – extendable on mutual agreement. However, the second period of lease should be at the same rate as First. The third Lease period may be at 5% or maximum 10 % escalation.

· TDS shall be deducted as per rules. The Company shall therefore require the PAN No and Residential address of Property owners and Brokers. Payments may be delayed where these are not given. Where PAN Nos have not been obtained, a Xerox of Application of PAN No shall suffice. The PAN No can be sent later. Where a owner/broker refuses to do this, there should be no further dealing with him/her.

· There are bound to be deviations from the attached “Specimen Agreement” to meet Clauses that have been negotiated between the two Parties.

· We must have only Electricity and Telephone liabilities on us. The Licensor/Licensor must pay ALL other Taxes.

· Where Guesthouses are being rented, the Agreement must clearly state that Licensor has obtained necessary clearance from Society that permits use of the premises as Guesthouse.

· The Brokerage Terms are fixed – 1.25% for rent value upto Rs 10,000/- per month. For Rents above Rs 10,000/- the brokerage paid shall be  ‘One Month Rent’ Only. Company does not pay any service charges on Brokerage. Please note that Brokers are required only at a few places – and where possible, direct contact with Owners is preferable. 

· The Owner may decide to Register the Agreement however the Company shall not contribute towards these costs.

PROCEDURE – PURCHASED PREMISES

19. As a matter of Policy, CMD has currently approved purchase of Office Premises in the Capitals of the States where S is transacting sizable business or at Places, which are Nodal Points of Business.

20. The Procedure for Purchase shall be identical to the procedure for Leave & License – except the following deviations:

· Legal Dept shall be consulted at every stage of documentation:

a. Signing of MOU

b. Preparation of Agreement of Sale

c. Specific Agreements connected with utilization of Spaces in or outside the Premises

· Being a Long Term Investment, Project (Infrastructure) Director and his Team shall be incorporated in the Selection and development of the Premises at every stage.

INSURANCE OF PREMISES

21.  As a matter of Company Policy, ALL Premises & Assets shall be covered by Insurance. Once a premises is completed in all respects, Projects shall prepare details of the Cost of the company assets under various heads:
· Cost of Building (where owned by company)

· Cost of Furniture

· Cost of Fixtures

· Cost of Electrical Equipments installed

· Cost of IT Equipment installed (to be given by AGM, IT Facility)

22.  The Copy of the costing shall be distributed along with ‘as built’ drawings as follows:

· Copy No 1: Project  (Infrastructure)

· Copy No 2: Administration

· Copy No 3: HOD at concerned Location

· Copy No 4: Consultant (Insurance) – documents required for Insurance only.

GUESTHOUSES

23. As a matter of Policy, the Company does not purchase Guesthouses and these are hired.  We have the following types of Guesthouses

· Director/Sr Executive GHs. Where Staff of level DGM & above are entitled to stay.

· Staff Guesthouses. Where Staff of level AGM & Below are entitled to stay.

· Site GHs. Basically these are residences for Staff working on Site. Surplus accommodation is used for accommodating Staff on Tour.

· GHs – Residences. These are premises exclusively hired as Residences for Senior Staff as part of Employment Terms.

24. The Standard Facilities entitled in each of these Guesthouses are attached as Appx “M”.

ATTACHMENTS

24. The following are attached: -

· Appx “A”   

- Requisition for Rented Property & CMD Approval

· Appx “B”  

- Form for Obtaining Approval for Finalized Premises.

· Appx “C” 

- Specimen of Agreement (For Premises &/OR Furniture)

· Appx “D” 

- Specimen of Authority Letter to S Representative
· Appx “E” 

- Cover Page for Property Folder – Record of Property.
· Appx “F” 

- Specimen of Advise to Accounts: Deposit / Rent Payment    
· Appx “G”  

- Specimen of Letter - Taking Over of Premises from Owner.
· Appx “H”

- Specimen Form of giving Cheque details (TDS etc.) to Owner
· Appx “I”  

- Standard Facilities & Specifications (Small/Medium/Large)
· Appx “J”  

- Specimen of Letter – Returning of Premises to Owner.

· Appx “K”  

- Specimen of Letter of Renewal of Leave & License Agreement.

· Appx “L”  

- Specimen of Letter authorizing Issue of Consolidated TDS
· Appx “M” 

- Standard facilities in various Types of Guesthouses
Appx “A”

(TO BE SUBMITTED ALONG WITH ANNEX ”1”)

REQUISITION FOR  PROPERTY:      Rent  /   Purchase

( For CMD Approval)

Date:

	From:         Mr _________________________

Location:   ______________________


	To :      Director Admin

             HO Pune


Sub: REQUISITION FOR RENTED PROPERTY

Sir,

Kindly arrange to obtain on Rent a property of following specifications: -

	1. 
	General description
	

	2. 
	In Which company
	

	3. 
	Property meant for (What Use)
	Office                        /           Guesthouse



	4. 
	Approx size
	

	5. 
	General Location
	

	6. 
	Budget (Rental)
	Rent: _________ p.m.
	Security Deposit: ______

	7. 
	Budget approval for Complete Interior Work including IT related work
(Incase of difficulty in costing, simply attach List of Items required)
	

	8. 
	Date from when required and for how long
	

	9. 
	Any other specific Points
	

	Requisitioned Prepared by 
	

	Requisition Approved by HOD
	

	Requisition Approved by Concerned Director
	

	Comments by VP –HR
	

	Sr. GM Finance
	

	Admin Approval 
	HOD Admin : ____________       Director Admin : ____________

	CMD Approval
	
Lease               Outright Purchase             _____________________

                                                                           T.R. Tanti, CMD




Annex 1.

FORMAT FOR OBTAINING ADMIN APPROVAL OF FINALIZED PREMISES

                                                INTER OFFICE CORRESPONDENCE

Letter Ref:

	From : HOD User  Dept
 
	To :    Director Admin


Date : _____  

Subject :   Requirements in Interiors of Office   

 Sir,

We shall be taking the following Premises on Lease – to be used as Office.

We shall require the following seating arrangement & facilities in the same:

	SR
	ITEM
	QTY Required
	REMARKS

	
	
	IMMEDATE

1 Year
	FORECASTED

> 1 Year
	TOTAL
	

	1. 
	Director cabin
	
	
	
	

	2. 
	GM Cabin
	
	
	
	

	3. 
	Conference Room
	
	
	
	

	4. 
	Meeting Room
	
	
	
	

	5. 
	Cubicles For AGM / DGM
	
	
	
	

	6. 
	Workstations
	
	
	
	

	7. 
	Reception
	
	
	
	

	8. 
	Tele Operator room
	
	
	
	

	9. 
	Pantry
	
	
	
	

	10. 
	Toilet Gents
	
	
	
	

	11. 
	Toilet Ladies
	
	
	
	

	12. 
	Store Room
	
	
	
	

	13. 
	Photo Copy Station
	
	
	
	

	14. 
	Studio/Engineering Room  
	
	
	
	

	15. 
	Server Room
	
	
	
	

	16. 
	Parking
	
	
	
	

	17. 
	Any Other Room like Library etc
	
	
	
	

	18. 
	Lunch Facility
	
	
	
	

	Please note: The List above is only a Guideline and actual layout shall be based on practical aspects. The list has been made just to ensure that important points are not missed out. Smaller Offices accordingly may not have many of the items listed above. 


__________________

HOD

Location:

Appx “B”

FORMAT FOR OBTAINING ADMIN APPROVAL OF FINALIZED PREMISES

                                                INTER OFFICE CORRESPONDENCE

Letter Ref:

	From :    

 
	To :    Director Admin


Date : _____ 2002

Subject :   Approval for New Office / Guesthouse at ____________________

Sir,

A Office /Guesthouse has been short-listed as per CMD Approval already obtained. Details of the Premises are as follows:-

	1. Address of Premises
	

	2. Distances of new premises
	From Office: 

From Railway station:

From Airport (if applicable):

	3. Name of Owner
	

	4. Description
	

	5. Purpose
	Office                         / Guesthouse



	6. Period
	_____ Mths – (Period   __________  to - _________ )



	7. Notice Period
	_____ Months



	8. Security Deposit
	Rs   ___________ (___ Months)



	9. Rent
	Rs  __________  , plus Maint : ________ per month



	10. Agreement to be executed by
	Name of Person: ______________________________

 (Pl Confirm if the person holds Authority Letter to execute the Agreement)



	11. IT Items Required
	1. _______________ 2. _____________ 3. _____________

(To be processed separately through established procedures)


Your approval for the above is requested.

Regards,

___________

      HOD

Appx “C”

SPECIMEN OF AGREEMENT

(Please Note: This is only a Draft. Necessary changes in Owner/Company Name/Terms required)

( ON STAMP PAPER PURCHASED FROM LOCATION OF PROPERTY) OF VALUE AS PER PROVISIONS OF LAW)

DATE OF STAMP PAPER TO BE PRIOR TO AGREEMENT DATE

RESPONSIBILITY – USER/LOCAL ADMIN

------------------------

Here, Enter Name, Age, Father’s Name, Address Etc Of Owner ….. 

Hereinafter called the  ‘ Licensor ‘ (Which expression shall unless repugnant to the context and meaning thereof, include his/her heirs, executors administrators, successors, and assigns etc.) of the ONE PART.

AND

S Energy Ltd. A company registered under the companies act 1956 and having its registered office at S House, 5, Shrimali Society, Near Shree Krishna Centre, Navrangpura, Ahmedabad-380009, India., represented by Shri Vinod R. Tanti, Director 

 (Hereinafter called the LICENSEE, which expression unless repugnant to the context thereof shall mean and include its associated group of companies or subsidiaries, legal representatives, assigns and successors) of the OTHER PART.

WHEREAS the LICENSOR herein states that he is the Owner of Villa no: 3, situated  at 3, Clover villa , 24, Kalyani Nagar, pune-411014. Totally admeasuring 1650 sqft hereinafter referred to as the ‘ DEMISED PREMISES”, the Licensors have unobstructed and unrestricted rights to give on License the said demised premises.

And WHEREAS the Maharashtra rent control act 1999 (hereinafter called the SAID ACT)).

AND WHEREAS THE LICENSEE is desirous of taking on leave and license for a temporary use of the demised premises to be used by S ENERGY Ltd for the residence for its employees on the terms and conditions herein contained.

AND WHEREAS the Licensor agrees to temporarily accommodate the Licensee and give the said premises to the Licensee on leave and License basis to the Licensee for the period of 11 months w.e.f. 26th October 2001. The first  11 months on same terms and conditions and next 11 months with __% increase (?) in the monthly compensation. 

NOW THIS AGREEMENT WITNESSETH AND IT IS HEREBY AGREED BY AND BETWEEN THE PARTIES HERETO AS FOLLOWS.

1. It is agreed that the Licensor do hereby grant Leave and License to the Licensee to temporarily use and occupy the licensed premised i.e the said premises.  This Agreement shall come into force on  26th   Oct, 2001 for a period of 11 months from 26th  Oct,  2001 to 25th    Sept 2002. Hereinafter referred to for brevity’s sake as the said period.

2. It is also agreed that the Licensee shall pay to the licensor a monthly compensation or license fee of Rs. 7000/-  (Rs. Seven  Thousand Only), by cheque on or  before 10th of every month during the continuance of this agreement. This compensation covers all Municipal Corporation Taxes and Society Bills.  The Licensee shall bear Electricity charges and Telephone charges as per actuals from the date of Possession till date of handing over the peaceful possession.. The Licensor shall clear all dues to the concerned Government Authority and local authority standing  against the above mentioned property.

3. The Licensee has now paid an interest free refundable deposit of Rs.1,20,000/- (Rupees One Laks twenty Thousand only) to the Licensor by a Cheque  towards security deposit.  The Licensor does hereby admit  and acknowledge the same and hence no separate receipt is necessary.

4. (a)  It is agreed that on the termination of this agreement the Licensee shall remove all    articles and things belonging to the licensee in the said premises.  Failing which the Licensor shall without being in any manner liable or for any liability, damage or loss that may be  caused to the Licensee remove the same.  The said security deposit of Rs.1,20,000/- (Rupees One Lakh twenty  Thousand  only) without interest will be refundable to the Licensee subject to the handing back of the “demised premises” to the Licensor in good condition and also after clearing all dues and deducting for damages and arrears if any.

(b) If there is any delay in repayment of deposit after handing over possession and settling all dues, the Licensor will pay interest on the amount due at the bank rate of 18 % interest.  The Licensee shall retain the said premise until the Licensor refund the security deposit and for such period the Licensee is not entitled to pay any rent or compensation.

5.  (a)It is agreed that the Licensee shall use the said premises for the purpose of residence of its employees only and for no other purpose whatsoever.

(b) It is agreed that no neighbors have any objection on giving the said villa on Leave and License and would not interfere in this Leave and License agreement.

6. It is agreed that the Licensee shall not claim exclusive right in the licensed premises or any part thereof or in the fixture and fittings attached to the said premises for which the Leave and License has been granted to him the Licensor. It is hereby declared that there is no intention between the parties to create tenancy or lease right in favour of the Licensee or any other person and the Licensee shall not claim tenancy rights or any other right title or interest or any nature whatsoever in the said premises or any part thereof.

7. The Licensor also takes the responsibility to provide telephone connection and the charges for the actual usage of electricity and Telephone from the date of possession would have to be borne by the Licensee. The telephone installed at the said premises is bearing   No : 020-123456
8.  The Licensee shall not store any hazardous or inflammable articles except cooking gas cylinders in the said premises.

9. It is agreed that the Licensee shall not carry out any civil structural additions, alterations or variations in the said premises without the written consent of the Licensor, but can install  telephone, air conditioners, water coolers, cooking range or other electrical or gas appliances as and when required at  his cost.

10. The Licensee shall remove such fixtures and fittings on determination or termination of the license failing which they shall be deemed to be the property of the Licensor.  On the removal thereof the Licensee shall make good at is own cost and to the satisfaction of the licensor any damage to the premises, which may be directly attributable to the process of such removal.

11. That all minor repairs such as breakage damages to the water taps and exposes fittings, toilet cisterns and other sanitary fixtures, water heaters, fans, lights and other electrical components, walls, ceilings, woodwork, doors, windows, fastenings etc.  shall  be responsibility of the Licensee.  The Licensor would be responsible for effecting major repairs such as leakage of electricity, bursting of water pipes concealed in the walls, major structural damage cracks, in the walls, ceiling etc.  after being notified in writing of the requirement by the licensee.  The  Licensee shall be entitled to make the major repairs and debit the cost of the same to the Licensor if the Licensor does not affect repair within one month.

12. The Licensee shall at all times keep and maintain the said premises in reasonable and sound condition and shall use the same with due care and caution and upon the expiration of the term of the license or earlier determination thereof, the licensee shall leave, quit and vacate the same in as good condition and repair as the premises were on the date hereof and shall make compensation if any for any damage caused to the same (reasonable wear and tear and loss or damage by act of God expected).

13. The Agreement shall be with the Licensee and accordingly the Licensee shall not be entitled to assign or transfer or part with the benefit of this Agreement or allow any other person other than the authorized person or representative to use / or occupy the said premises.

14. The licensor shall be entitled at all reasonable times with prior notice by himself, his servants and agents to enter upon the said premises to view the state of repair thereof and the licensee shall not in any case refuse to the Licensor, his duly authorized servants and agents free and unobstructed access to the said premises.

15. In the event of the licensee committing any breach of or default in the observance of performance of any of the term and conditions herein contained, the licensor shall be entitled to terminate this agreement and revoke the license hereby granted by giving One month written notice thereof to the licensee provided however that the Licensor shall not exercise the aforesaid right of termination unless and until the Licensor shall first have given to the licensee a notice in writing to make good the breach or default arising out of which the said right is intended to the exercised and should the Licensee  fail to do so within thirty days after receipt of such notice.

16. It is agreed that either party can terminate this agreement before the end of this Leave and License agreement with a notice in writing of ONE MONTH from the date of receipt of such notice.

17. On the expiration or earlier termination of the license, under circumstances as already agreed, the licensee shall remove itself, its office, his family and all their belongings, chattels, articles, and thing from the said premises and shall forthwith hand over to the Licensor vacant peaceful and quit possession of the said premises.

18. Without prejudice to the foregoing provisions and without prejudice to all or any other rights and remedies that may be agrees that the Licensor shall be entitled to avail of the rights conferred by Section 24 of the Maharashtra Rent Control Act 1999 as applicable from 1st April, 2000.The Licensor shall be responsible for getting the agreement registered. The cost of which shall be borne by the Licensor.

IN WITNESS WHEREOF the parties hereof have set their respective hands and seals the day and year first hereinabove written.

SIGNED, SEALED AND DELIVERED BY

The within named Mr / Mrs.
                                       

(Licensor)

In the presence of

1. _____________________________

( Name and Address) :

2. _____________________________

( Name and Address) :

SIGNED, SEALED AND DELIVERED BY

The within named Mr.
                                       

(Licensee) S Represented by

In the presence of

1. _____________________________

( Name and Address) :

2. _____________________________

( Name and Address) :

SUPPLIMENTARY AGREEMENT FOR FURNITURE ( IF REQUIRED)

Please Note:  As per New Tax Rules, One Premises shall be Taxed as ONE entity – irrespective if two separate Agreements are made for Fixtures/Furniture)
( ON STAMP PAPER OF VALUE  

AS PER PROVISIONS OF LAW)

------------------------

Here, Enter Name, Age, Father’s Name, Address Etc Of Owner ….. 

hereinafter called the  ‘ Licensor ‘ ( Which expression shall unless repugnant to the context and meaning thereof, include his/her heirs, executors  administrators, successors, and assigns etc.) of the ONE PART.

AND

S Energy Ltd. A company registered under the companies act 1956 and having its registered office at S House, 5, Shrimali Society, Near Shree Krishna Centre, Navrangpura, Ahmedabad-380009, India., represented by Shri  xxxx , Designation:_________ 

 (Hereinafter called the LICENSEE, which expression unless repugnant to the context thereof shall mean and include its associated group of companies or subsidiaries, legal representatives, assigns and successors) of the OTHER PART.

WHEREAS

Mrs.Maya K.Pandit is the owner of the property bearing Villa No:3 , Situated at 3,Clover Villa , 24, Kalyani Nagar, Pune-411014, who has given on leave and license basis to M/s. S Energy Ltd, for a period of 11 months and to be extended for one further tem of 11 months as per the terms and conditions set out in the agreement dated 26th October, 2001 executed between them.

On the basis of the said agreement dated 26th October, 2001,  M/S. S ENERGY LTD, has become a Licensee to use the said premises for a period of 11 months from 26th October 2001 to  25th September,  2002.

WHEREBY IT IS AGREED BETWEEN THE PARTIES AS FOLLOWS :

1.
The Licensee has requested and the Owner on the basis of the said Leave and License agreement dated 26th October, 2001 and who has agreed to permit the Licensee to take on hire furniture, the full details whereof are mentioned in Schedule I provided in the agreement, on payment of Rs.5,000/- (Rupees Five  thousand only) per month of furniture, fixtures and fittings as hire charges for its executive’s use at the bearing hereinafter referred as “Said Premises”.

2. The Licensee hereby agrees to use the said furniture, fixtures and fittings and only as long as the licensee occupies the said premises as per the Leave and License Agreement dated 26th October, 2001 to which they are attached and that this agreement is made for the period of 11 months only from 26th October 2001 to  25th september,  2002 agreement shall be coterminous with the leave and license agreement dated 26th October 2001 and in the event the leave and license agreement expires or is terminated, this agreement shall also automatically expire or stand terminated as the case may be.

3. The Licensee shall pay to the owner a monthly hire charges in advance on or before the 5th day of each and every month.  The owner hereby requests the licensee to pay the above amount, i.e., Rs. 5,000/- (Rupees Five thousand  only) in favor of  Mrs. XYZ
4. The licensee has agreed not to make any alternation, addition to the furniture, fixtures and fittings, as mentioned in this agreement without first obtaining the owner’s consent in writing.

5. Subject to the terms of the leave and license agreement dated 26th October 2001, the licensee upon the expiry or sooner termination of this agreement, shall ungrudgingly handover the possession of the said furniture, fixtures, fittings to the owner.  The owner of or her agents, representatives, contractors shall be entitled to inspect the said furniture and fixtures, at any reasonable hour after giving prior information.

6. The Licensee shall keep all furniture, its fittings and apparatus in good and sound working condition.  On termination/ expiry of this agreement, the licensee shall handover all the furniture, fixtures and fittings, in good condition as they were given to the licensee.  If any furniture and fixtures become non-operational due to natural wear and tear, they should be properly and adequately repaired by licensee. If any such furniture and fixtures be non-operational/ defective/ damaged at the time of handing over of the possession, the reasonable repair charges shall be recovered from the licensee.

7. The licensee shall not any way transfer the benefit of this agreement to any other person or company or anyone else in any manner.

8. If the amount of the License   charges agreed upon remain unpaid for one month after the date on which it is due or in case the licensee fails to observe any of the terms of the agreement, the owner shall be entitled to terminate this agreement forthwith without prejudice to his or her other rights.

9. It is hereby agreed by and between the parties hereunto that at all the times the possession of the said furniture and fixtures in and shall be with the owner and the licensee is merely granted factual permission to make use of the part of the furniture and fixtures (more particularly described in the Schedule – 1 written hereunder) and shall remove and handover the said furniture and fixtures, on the expiry of the period of license   or sooner termination.

10. It is distinctively understood and agreed between the parties that no right of ownership/ license   purchase  is conferred by this agreement in favor of the licensee but only for the temporary use of furniture and fixtures on license   for a particular period for an amount payable monthly.

11. The licensee shall handover legal possession of the said furniture and fixtures to the owner on the termination of this agreement in good repairs, hirable condition, reasonable wear and tear and acts beyond the control of the licensee expected.

The Day, Date and Year Hereinabove First written

SIGNED, SEALED AND DELIVERED BY

The within named Mrs.
                                       

(Licensor)

SIGNED, SEALED AND DELIVERED BY

3. _____________________________

( Name and Address) :

4. _____________________________

( Name and Address) :

SIGNED, SEALED AND DELIVERED BY

The within named Mr.
   

_________________________________
                                   

(Licensee) S Represented by

In the presence of

5. _____________________________

( Name and Address) :

6. _____________________________

( Name and Address) :

Appx “D”

AUTHORITY LETTER

TO WHOMSOEVER IT MAY CONCERN

I, the undersigned, ABC, Son of   Shri  XYZ, presently residing at  123, Housing Society PUNE –411 023 am a Director of S Energy Limited, a company incorporated under the Companies Act, 1956 and having its Registered Office at “S”, 5, Shrimali Society, Near Shri Krishna Complex, Navrangpura, Ahmedabad-380009 and a Corporate Office at Godrej Millennium, 5th Floor, 9, Koregaon Park Road, Pune-411001 (hereinafter referred to as the “Company”) and am duly authorised to execute this Authority Letter.

Whereas the Company is desirous of acquiring an office premises on lease for its administrative purposes situated at 70, Bajaj Nagar Enclave, Jaipur.

I, ABC, Director of S Energy Limited hereby authorise Shri EFG   and / or Shri HIJ , the Authorized Signatories of the Company, either jointly or severally to do the following:

(1) to sign, for and on behalf of the Company, Agreement to Lease, Lease Deed, Deed of Rectification of Agreement to Lease / Lease Deed, such other agreements, deeds, documents, undertakings, declarations, confirmatory letters, letters and such other papers, as may be necessary, desirable and expedient for the purpose of acquiring on lease the premises for the administrative purposes of the Company situated at 70, Bajaj Nagar Enclave, Jaipur.

(2) to sign and execute necessary papers on behalf of the Company for getting such Agreement/s to Lease and Lease Deed/s and other relevant documents registered with the appropriate department / agency of the State Government of Rajasthan.

(3) to make necessary corrections, additions, deletions and / or alterations in the papers and documents submitted and / or executed to and in favor of other person or persons and / or other government department / agency of the State Government of Rajasthan.

(4) to accept, agree, and collect registered documents and such orders and other letters and papers as may be issued in this behalf.

The aforesaid Authority is for the specific and limited purpose, as mentioned hereinabove and the validity of this Authority Letter would expire on 28th February 2003.
And I, the above named ABC do hereby undertake to ratify whatever the said Authorized Signatories may lawfully do or cause to be done in and by virtue of this Authority Letter.

In WITNESS WHEREOF I, the above named ABC have hereunto set my hand this _____ day of January 2003 at Pune.


____________

    Director

Appx “E”     

SPECIMEN COVER PAGE FOR PROPERTY FOLDER

	
	S ENERGY LTD
	Department : Administration

	
	COVER NOTE of  SUBJECT FILE PROCESSING


	Page ___ of ____

	
	SUB :AGREEMENT OF LEASE

SHORT DETAILS :

Guest House – 3, GRAFIKON Villa, Kalyani Nagar, PUNE –411 014

Owner – Mrs Usha K Gir. Residence- Mr KK Gir, Palm Beach, Bajaj Hotels Pvt Ltd, Beach Road, Vishakapatnam – 530023            Tele No : _______________  


PART I :  PRE-SELECTION STAGE 

	
	Person Responsible
	Date
	Remarks/Initials

	Requirement Initiated by 
	Name:

Company :
	
	

	Purpose           --


	
	
	

	Other Properties / Any points Considered  
	
	
	


PART II :  SHORTLISTING/NEGOTIATION STAGE

	
	Person Responsible
	Date
	Remarks/Initials

	Person Approving the Shortlisted Property 
	
	
	

	Any specific  Management Guidelines
	
	
	

	Rent Finalized
	
	
	

	Agreement Approval by  --
	
	
	

	Agreement Signed by     --
	
	
	

	Name of Broker              --

Amount Paid                  --
	
	
	


PART III :  TAKING OVER STAGE AND USAGE STAGE

	
	Person Responsible
	Date
	Remarks/Initials

	Person Taking Over physical possession
	
	
	

	Person responsible for day-to-day maintenance Person monitoring  clearance of connected bills
	
	
	


PART IV :  HANDING BACK STAGE  

	
	Person Responsible
	Date
	Remarks/Initials

	Property handed back on – Date
	
	
	

	Any Damages / expenses incurred during handing over
	
	
	


CASE FILE CLOSED ON 
: ___________________

SIGNATURE 


: ___________________

     ( Administration )

Appx “F”

SPECIMEN OF RENT PAYMENT ADVISE TO ACCOUNTS DEPT
	From : Admin Dept  

 
	To: Accounts Dept : _________________

(Addressed specifically to Concerned Company)


Date :  10 Nov, 2001

Subject :  Payment of Rent – Specify - Office / Guest House
Dear Sir,

1. We have taken on rent for our Bachelor Guest house. The Details are as under :-

· Name of Owner 

 -

· Address of Property 

-  

· Date of Possession

-

· Security Deposit 

-

· Monthly Rent

           
-

Rent is Due on        of every month.

· Broker/Brokerage

__________ ( Bill forwarded  separately )

· TDS 



TDS may please be deducted as per     

provisions

· PAN No:  


-  ____________________      (Compulsory)

2. A copy of the Leave and License Agreement is attached.

3. Put up for your necessary action please. 

Regards,

___________

 Admin In-Charge

(Please Note: 

1. The Security Deposit is normally required to be made before the Agreement is signed.

2. As a matter of Policy, Company shall make Rent payments in advance by 10th of the Month.

Appx “G”

SPECIMEN OF CERTIFICATE -TAKING OVER  PROPERTY FROM OWNER 

PREMISE :  (Address)

OWNER :    ________________________

REF : AGREEMENT FOR LEAVE AND LICENCE 

The premises along with fixtures and furniture were jointly inspected and handed over by undersigned representative of the Licensor to the Licensee.  The following damages were noted. 

· __________________________________________________________

· __________________________________________________________

· __________________________________________________________

The Building is Freshly Painted as per our request / Not freshly painted and shall be returned in same manner.

Meter Readings are as Follows:

· ____________________

· _____________________

___________________
                    


 _________________________

Mr ABC                      




Mr. XYZ 

On behalf of Licensee (S) 

           
On behalf of Licensor 






Date :__________ 200 




Date : __________ 200

Appx “H”

SPECIMEN OF HANDING OVER OF ‘FIRST RENT’ TO OWNER.
Date :    

From :   Admin-In-Charge

To:   

……………………………………………….

……………………………………………….

(Owner)

Subject : Payment of Rent – 123, Koregaon Park

Dear Sir/ Madam,

Kindly find enclosed the Rent as follows :

· Cheque No

: ………………………………………….

· Bankers

: ………………………………………….

· Payable at

: ………………………………………….

· Rent Period

: …………………To…………………….

· Deductions Details
: TDS - ………………………………….

: ANY OTHER - ……………….……….

· Cheque Amount
: ………………………………………….

Thanking you,

Regards,

______________

Admin-In-Charge

APPX “I”

STANDARDS & PROCEDURES FOR PROJECT WORK/INTERIORS OF

SMALL, MEDIUM & LARGE OFFICES

GENERAL

1. The Company shall, as far as possible, follow similar Standards while carrying out the Interiors at All Offices / Guesthouses. These shall be based on:

· Location of the Place

· Size

· Who and how many persons shall operate from the place.  

· For how long the Premises is likely to be held by us.

Note: In case of Leased Premises, it shall always be our endeavor to obtain furnished Premises. Where this is not possible, it shall be negotiated to get the Premises furnished to our needs from the Owner.  Only as a last resort shall the Company invest in leased Premises.

PROCESS FOR PROJECT -WORK INSIDE THE PREMISES

2. The following procedure shall be followed for doing any expenditure on interiors:

· The Details of Planning (including future planning) for the concerned Premises shall be included in the information in Annex 1.
· The Details must include the current & future requirement of 

· Director cabins

· Executive Cabins (GM & above

· Cubicles (AGM to DGM)

· Workstations – upto Sr. Managers

· Meeting Room

· Conference Room

· Server Room 

· DG Set / UPS back up

· Store Room

· Storage cupboards

· Reception

· Operator Room

· Xerox Stations

· Toilets

· Pantry

· 2 & 4 Wheeler parking

· Any other 

· The Date by which the Premises are required to be Operational (Maximum of 6 Weeks shall be normally required from the date of approval of Layout)

· Project Team shall arrange to prepare a layout with costing by a Short listed Architect. While working out the Layout, a Standard format for every facility that has already been the Practice shall be followed. A List as per Standard Layout is attached as Annex 2.

3. Admin Dept. shall, in consultation with Project Dept. obtain the approval for 

Annex 2.

STANDARD FACILITIES & SPECIFICATIONS

 REQUIREMENTS & BASIC SPECIFICATIONS – S OFFICES  

(FINALY APPROVED LIST OF FACILITIES & DRAWING)

The general understanding shall be that the Furniture & fixtures provided in the S offices at New Offices shall be as required in a modern office and shall generally be in line with the design & specifications in the S Corporate Office at Godrej Millennium Building (when Licensor is Furnishing Offices, there may be minor changes as per mutual agreement)    

LIST – 1

Location-wise Details 

(Common Usage / Facilities Areas)

Dept Area

	SR
	LOCATION
	NOS

	1. 
	Director Cabin 
	

	2. 
	GM Cabins
	

	3. 
	AGM Cubicles
	

	4. 
	Work Stations
	

	5. 
	Meeting Room
	


Other Common Facilities

	6. 
	Server Room/UPS
	

	7. 
	Meeting Rooms
	

	8. 
	Compactor Room
	 

	9. 
	Store Room
	 

	10. 
	AHU
	 

	11. 
	Studio room
	

	12. 
	Entrance Lobby (Common Area)
	 

	13. 
	Lounge
	 

	14. 
	Operator Room
	 

	15. 
	Courier Room
	

	16. 
	Pantry  
	

	17. 
	Toilet Gents  
	

	18. 
	Toilet Ladies
	

	19. 
	Toilet Sr. Executive
	

	20. 
	2 Wheeler / 4 wheeler Parking
	

	21. 
	Xerox Stations (One in each Department)
	


LIST – 2

Location-wise Furniture/Fixtures/Facilities (Broad Description)

Dept Area

	SR
	LOCATION
	Detailed Specification

	22. 
	Director Cabin 
	· Table 1

· Executive Chair 1

· Visitor Chairs –3

· Storage facility for files

· Data, Voice & Power points

	23. 
	GM Cabins
	· Table 1

· Executive Chair 1

· Visitor Chairs –2

· Storage cabinet

· Data, Voice & Power points

	24. 
	AGM Cubicles
	· Work Station

· Chair -1 

· Storage cabinet

· Data, Voice & Power points 

· Magnetic Board & Soft Board

	25. 
	Work Stations
	· Work Station

· Chair -1 

· Storage facility for files

· Data & Power point provision 

· Soft Board

	26. 
	Meeting Room   
	· Table X1

· Chairs X 6

· Ashtray

· Data & Power point provision 

· White Board & Soft Board

· Provision for LCD Projector with rolled up screen. (To be provided by S ).

· Storage facility

· Call bell buzzer

	27. 
	Store Room
	· Shelves 40% area

· Cupboards 40%


Other Common Areas

	SR
	LOCATION
	Detailed Specification

	28. 
	Entrance Lobby (Common Area)
	· Should good lighting, a Backdrop with S Logo

· Windmill Paintings/Photographs

	29. 
	Lounge
	· Seating arrangement with Sofa Set / Lounge chairs as per size)

· A good quality Reception Desk with 2 chairs

· Provision for Biometric machines .

· Good quality lighting

· Data, Voice & Power points

	30. 
	Meeting Rooms
	· Table X1 & Chairs X 6

· Data, Voice & Power points White Board & Soft Board

· Storage facility

· Call bell buzzer

	31. 
	Server Room/UPS
	· Solid walls with glass door

· All CAT-4 & CAT- 5 cables shall be terminated here

· Switchover facility for UPS & Gen backup

· Rack for Server

· Glass sealed inspection-window between Server & UPS Room

	32. 
	Operator Room
	· Data, Voice & Power points

· Table & 2 Chairs

· Storage facility

· A public address system with output into cabins & workstations through concealed speakers.

	33. 
	Courier Room
	· Data, Voice & Power points

· Table & 2 Chairs  

· Storage facility

	34. 
	Pantry
	· Tea/Coffee Vending Machine

· Water purifier & Water connection

· S.S. Basin (Nirali make)

· Storage lockers for janitor stores/Vending Machine material

· Call Bell Panels with Call Bells at all Cabins & Reception  

	35. 
	Compactor Room
	· Two lines of Compactors on Ceramic flooring

·  One door with a central alley 

	36. 
	Toilet Gents  
	· Hand drier

· Mirror

· Basin

· Storage for janitor stores

· Exhaust fans

· Urinals

· Provision for shoe shine machine

	37. 
	Toilet Ladies
	· Hand drier

· Mirror

· Basin

· Storage for janitor items

· Exhaust fans

	38. 
	Toilet Sr. Executive
	· Hand drier

· Mirror & Basin

· Storage for janitor items

· Exhaust fans

	39. 
	AHU  
	· As per technical & Company Standards  

	40. 
	Xerox Stations 
	· Power point

· Cabinet for paper storage

	41. 
	Car Parking
	· To be suitably identified & marked


LIST – 3 

Basic Technical Specifications for Materials 

	SR
	POINT
	REMARKS

	1. 
	False Ceiling
	* Gypsum board with framed structure.

* White Painted.

	2. 
	Flooring


	* As standard of S Office and as per flooring layout as Jet Black Granite, Vinyl Carpet, Ceramic Tiles, etc..

	3. 
	Lighting 
	* Switches / accessories from Anchor ROMA – Piano type.

* Light Fixtures from Wipro / Phillips as per approved Reflected Ceiling Diagram.

	4. 
	Cable Quality
	* Finolex make ( or other IS make with prior approval ).

* CAT 5 / CAT 6 cables, Avaya make, for IT networking. The sample cable to be approved before installing. 

	5. 
	Electricity 
	* A detailed cable layout for the Computer and Telephone networking to be approved.

* A separate UPS cables to be provided for the Computers.

* Load shall be controlled through MCB / ECB with grouping of not more than 10 to 16 Computers

	6. 
	Cabin Partition
	* Gypsum board partition with 6mm thick full glass on the front side with white glass film as per approved partition sectional drawing.

	7. 
	Doors
	* For toilets, 36 Mr. thick solid core marine flush door with light gray laminate with 50 Mr. high aluminum skirting on both the side. Finished with Nero coat.

* For Cabins, 10mm thick toughened clear glass with top and bottom aluminum frame. White glass films as per S Office.

* All fittings should be Stainless steel, as per S Office.

	8. 
	Furniture:
	* Work station (19mm thick post formed, as per approved drawing) with CPU Stand, Pencil tray, keyboard tray along with perforated grill on top.

* Tables in Cabins (Agro wood top with PU coating with side supports laminated) with CPU Stand, Pencil and keyboard trays.

* Conference and meeting Tables (PU finished veneer finished with 38mm thick plywood, Stainless steel base.

	9. 
	Laminate / Wood / Plywood
	* As per used in S Office at Godrej Millennium.

	10. 
	Venation Blinds
	* Horizontal Blinds (MAC make)

* As per S Office.

	11. 
	Electrical Fittings & Fixture
	* As used in S Office at Godrej Millennium, as standard.



	12. 
	Air Conditioning
	* Centrally Air-conditioned with separate controls for handling the units. (As per approved schematic layout).

	13. 
	Painting
	* Minimum 3 coats of luster paint for wall and ceiling. The color scheme as per S Office.




LIST – 4

Approvals to be taken from M/s S at various stages (in case premises are being furnished by Licensor) 

The developer has to take the approvals from M/s S at various stages of the Planning and Execution of the Project for the interior and related aspects as: 

The Furniture Layout / Floor Space Arrangement Layout is to be first approved and then after following detailed drawings to be worked out with various options for further approvals as:

· Typical Cross sectional layouts for Partition, false ceiling, toilets, passages, etc.

· Electrical – Power Distribution Layout (Raw Power & UPS Power).

· Electrical – Reflected False Ceiling Layout showing the size, type and location of light fixtures with control units.

· IT Networking – Cable trench layout for Data and Voice cables along with UPS cable as per approved make.

· HVAC – Air Flow Layout with Distribution and Receiver Ducts.

· Flooring Layout showing various types of floorings with levels, finishes, make, etc.

· Internal Layout for HVAC Room, Server Room, Electrical Panel Room etc.

· Mock up furniture and partition work for the cabin and workstations with approved make and type of the partition, furniture, chair, etc.

· The samples for the Electrical Light Fixtures, sanitary fixtures & fittings and other bought out items are to be approved before fixing the same. 
Appx “J”

SPECIMEN OF CERTIFICATE - RETURNING  OF PROPERTY TO OWNER 

PREMISE :   
Flat NO: 1, Prabhat Homelands, Kalyaninagar, PUNE – 411 006

OWNER : 
Mr Ashok Kumar

REF : AGREEMENT FOR LEAVE AND LICENSE

The premises along with fixtures and furniture were jointly inspected and handed over by undersigned representative of the Licensee to the Licensor through Mrs Pallavi Kumar, the Authorised person on behalf of Licensor.

The Following Points have been mutually agreed upon :-

· Electricity Meter :900041477 : The last Reading Mutually noted was 36175   and the same has been cleared directly with MSEB. The Copy of Bill duly paid  for Rs 9057 /- is attached.

· All other bills / payments have been cleared.

· Following bills / payments are outstanding:  

The “Premises” have been handed over in good order as of today and there is no discrepancy other than the Points noted above. 

DEPOSIT : The deposit amount of Rs 1,00,000/- (one lac only) is hereby returned to the LICENSEE and keys of the “Premises” handed over / received by the  LICENSOR.

 It is certified that that there are no outstanding or dues from either side.

___________________





_________________________

HANDED OVER BY





TAKEN OVER BY

Mr ABC, Manager-Admin

S  


               


Mrs P Kumar

On behalf of  LICENSEE




On behalf of  LICENSOR


Date :
 






Date :  

Appx “K”

SPECIMEN OF RENEWAL OF LEAVE & LICENSE AGREEMENT

November 23, 2001

To,

Mr / Mrs XXX,

C-1, KALINGA

3, Prabhat Road,

Pune – 411 001

Sub : Extension of  Leave and License Agreement Period

Dear Madam,

I would like to bring to your notice that the leave and license agreement between S Developers Pvt. Ltd. and you for your Flat No: 3, Kalinga Co-op Hsg. Society, Bund Garden Road, Pune – 411 001 has expired. As per the Agreement I would like to further extend the agreement for the second term for the period from 01 Dec, 2001 to 30 Oct, 2002 on the same conditions and terms.

Kindly accept this letter as my acceptance for the extension of the lease for further period of 11 Months with effect from 01 Dec, 2001.

The following Terms & Conditions have been changed in the Renewed Agreement:

Rent Old ______________                          Rent New: ______________

Any Other: _________________________________________________

Thanking you,

Yours Sincerely,

_______________

Shri XXXX

Designation

APPX “L”

DECLARATION LETTER FROM OWNER

ISSUE OF CONSOLIDATED TDS CERTIFICATE

Date: ______________

From:

____________________________

____________________________

____________________________

To:

Admin,

HO Pune

S Corporate Office,

Vth Floor, Godrej Millennium

Koregaon Park, PUNE – 411 001

Sub:  Annual Consolidated TDS Certificate

Sir,

This is is to inform you that I have no objection in being given a Consolidated Annual TDS Certificate for TDS (as applicable) made during the financial year in respect to the Premises leased out to the Company by me. I understand that the Annual certificate shall be given to me at the end of Financial Year – or at the time of Termination of Agreement – whichever is earlier.
Regards,

Sign of Owner:   _____________________________

Name: _____________________________

* PAN No: ______________________

(Please Note: In case PAN No is not available, a Xerox Copy of the application for PAN No shall be required. This is an Audit/Account requirement. TDS is deducted as per Statutory IT Rules –currently, TDS is applicable where Payment of Rent, including Furniture, exceeds Rs 1,20,000/- in an financial year).

APPX “M”

STANDARD FACILITIES IN VARIOUS GUESTHOUSES

	      TYPE OF GH       

      

ITEM
	Dir / Sr Exec GH
	Staff GH
	Site GH
	GH Residences

	
	
	
	
	

	Freeze
	Yes 
	Yes 
	Yes 
	Yes 

	TV
	Yes 
	Yes 
	Yes 
	Yes

	Water Purifier
	Yes 
	Yes 
	Yes 
	Yes 

	Sofa
	Yes 
	Yes 
	Yes 
	Yes 

	Chairs
	Yes 
	Yes 
	Yes 
	Yes 

	Cup -boards
	Yes 
	Yes 
	Yes 
	Yes 

	Dinning Table Set
	Yes 
	Yes 
	Yes 
	Yes 

	Sleepers
	Yes 
	Yes 
	For visitor Room only 
	Yes 

	Bucket
	Yes 
	Yes 
	Yes 
	Yes 

	Mug
	Yes 
	Yes 
	Yes 
	Yes 

	Cot
	Yes 
	Yes 
	Yes 
	Yes 

	Mattress
	Yes 
	Yes 
	Yes 
	Yes 

	Blankets
	Yes 
	Yes 
	Yes 
	Yes 

	Linen
	Yes 
	Yes 
	Yes 
	Yes 

	Telephone
	
	Yes 
	Yes 
	Yes 

	Fax
	As required
	No
	No
	No

	ACs
	As required
	Sr Staff only
	Sr Staff only
	Sr Staff only


Pl Note: Not withstanding what has been noted in the Policy above, All Capital Asset Purchases shall be done only after obtaining Admin Approval from Director Admin.

APPX “M”

[image: image3.png]—

RESPONDENCE

Ref : ADM/PBI130/2005 _

From : A.A. Parmar To:
{AIl Admin In-Charges)

Date: 24™ Mar, 2005

Subject: Implementation of Corporate Administration Policies

Dear Al,

In recent past, there have been some incidents where-in the Corporate Admin Policies
have not been kept in mind while passing local Instructions outside the Policies.

You will appreciate that while we may still be able to contain such issues within the
Company, the situation where extenal customers are involved, the damage is often
beyond repairs.

It is understood that some human errors may always be there. However, what is more
important is how the outcome of the mistakes are controlled thereby saving a
considerable time in the follow-up actions.

Please note that the Corporate Policies are approved by CMD and no one has been
empowered to change them. Having said this, | must add that there may be occassions
when a spot decision may be required to be taken when a request comes from Senior
Management and there is no time to change the instruction — or get dlarifications. In
such cases, one must either consult the HOD if readily accessible — or even act on such
Instructions in the ‘Best interest of the Company’. The matter could later be resolved by
apprising the Senior of the provisions of the Policy for future noting

As a service providing Department, we may often have to keep our personal opgnions &
interpretations outside the actual execution of the assigned job.

Regards,

AA, r
Diréctor Admin

Ccto:

1. AlHODs

2. All Directors






Policy on Newspapers / Periodicals Subscriptions
This is with regard to standardizing the Policy for the above at various places/locations. The following shall be implemented with immediate effect.

· The Location-wise Entitlements of Newspapers / Periodicals is as given in Appx “A”.

· The General Classification Of Dailies & Periodicals is as given in Appx “B”
· The Classification of Offices/Sites/factories is as given in Appx “C”
Appx “A”

Location-wise Entitlements of Newspapers / Periodicals
	CMD LOUNGE

(Pune  &  Mumbai –BK Complex)

· 2 National English Dailies  

· 2 National English Business Dailies  

· 1 National English General Interest Magazines, 
· 2 National English Business Magazines. 
 
	·  2 Major International English General Interest Magazines
· 2 Major International English Business Magazines   
· 2 Top Wind Energy Industry Journals   


	TYPE
	BIG OFFICES
	MIDIUM OFFICES
	SMALL OFFICES

(CUSTOMERS VISIT)
	SMALL OFFICES
(NO CUSTOMERS)
	GH

> AGM
	GH

<AGM

	· National English Dailies 
	2
	1
	1
	
	1
	

	· National English Business Dailies 
	1
	1
	
	
	
	-

	· National English Gen Int Magazines
	1
	1
	
	
	1
	-

	· National English Business Magazines
	1
	-
	
	
	
	-

	· Regional Daily 
	1
	1
	1
	1
	1
	1

	TOTAL PUBLICATIONS
	6
	4
	2
	1
	3
	1


Appx “B”

GENERAL CLASSIFICATION OF DAILIES & PERIODICALS

	National English Dailies:

· The Times of India

· The Indian Express

· The New Indian Express

· The Hindu

· The Hindustan Times

· The Telegraph

· The Statesman

· Deccan Chronicle

· Deccan Herald


	National English Business Dailies:

· The Economic Times

· The Financial Express

· The Business Standard

· The Hindu Business Line
	National English General-interest Magazines:

· India Today

· Outlook

· Frontline

· The Week



	National English Business Magazines:

· Business Today

· Business India

· Business World
	International English General-interest Magazines:

· Time

· Newsweek
	International English Business Magazines:

· Forbes

· Business Week

· The Economist




Note: 

Responsibility for Procurement of Newspapers & Periodicals:

	1.
	For All requirements at Pune, including CMD Lounge.


	Admin at HO Pune



	2.
	For CMD Lounge Mumbai
	Admin at Mumbai



	3.
	For all other Offices
	The HOD responsible for the concerned Office. 

He shall be free to decide the daily or Magazine that they should subscribe for. In deciding this, the view of other Senior Staff from different Department /Company operating from the same Premises should be obtained.


Appx “C”
	CLASSIFICATION OF LOCATIONS : Newspapers                         

	LOCATIONS
	Lounge
	Big Office
	Med.Office
	Small Offices
	Guesthouses
	Remarks

	
	
	
	
	 With Customers
	No  Customers
	  > AGM
	< AGM
	 

	Pune 
	1
	1
	1
	3
	1
	1
	3
	Orion,Legend, Chakan

	Mumbai
	1
	1
	 
	 
	 
	3
	1
	 

	Chennai
	 
	1
	 
	 
	 
	1
	 
	 

	Jaipur
	 
	1
	 
	 
	 
	1
	 
	 

	Pondicherry
	 
	1
	 
	 
	 
	1
	 
	 

	Ahmedabad
	 
	1
	 
	 
	 
	1
	 
	 

	Delhi
	 
	1
	 
	 
	 
	1
	 
	 

	Bangalore 
	 
	 
	1
	 
	 
	1
	 
	 

	Sankaneri 
	 
	 
	1
	 
	 
	 
	1
	 

	Coimbatore 
	 
	 
	1
	 
	 
	 
	1
	 

	Vellyoor 
	 
	 
	1
	 
	 
	 
	 
	 

	Jodhpur 
	 
	 
	 
	 
	1
	 
	 
	 

	Vankusewadi 
	 
	 
	 
	1
	 
	1
	 
	 

	Supa 
	 
	 
	 
	 
	1
	 
	 
	 

	Motha 
	 
	 
	 
	 
	1
	 
	 
	 

	Aurangabad 
	 
	 
	 
	1
	 
	 
	 
	 

	Kolhapur 
	 
	 
	 
	1
	 
	 
	 
	 

	Lamba 
	 
	 
	 
	 
	 
	 
	 
	 

	Bhogat 
	 
	 
	 
	 
	1
	 
	 
	 

	Dhank 
	 
	 
	 
	 
	 
	 
	 
	 

	Bhavnagar 
	 
	 
	 
	 
	1
	 
	1
	 

	Sanodar 
	 
	 
	 
	 
	1
	 
	 
	 

	Rajkot 
	 
	 
	 
	 
	1
	 
	 
	 

	Baroda 
	 
	 
	1
	1
	1
	1
	2
	 

	Porbandar 
	 
	 
	 
	 
	1
	 
	1
	 

	Surat 
	 
	 
	 
	 
	1
	 
	 
	 

	Daman 
	 
	 
	 
	3
	1
	 
	2
	 

	Dabhel 
	 
	 
	 
	1
	 
	 
	 
	 

	Diu 
	 
	 
	 
	1
	 
	 
	 
	 

	Jaisalmer 
	 
	 
	 
	2
	 
	 
	2
	 

	Phalodi 
	 
	 
	 
	 
	1
	 
	1
	 

	Chittradurg 
	 
	 
	 
	 
	1
	 
	1
	 

	Sulur 
	 
	 
	 
	1
	 
	 
	1
	 

	Tirupati 
	 
	 
	 
	1
	 
	 
	1
	 

	Hyderabad 
	 
	 
	 
	 
	1
	 
	 
	 

	Indore 
	 
	 
	 
	1
	1
	 
	 
	 

	Kolkatta 
	 
	 
	 
	 
	1
	 
	 
	 

	Satara
	 
	 
	 
	 
	2
	 
	2
	 

	Davangiri
	 
	 
	 
	1
	 
	 
	1
	 

	Tirunelveli
	 
	 
	 
	2
	 
	 
	1
	 

	Trivendrum
	 
	 
	 
	 
	1
	 
	1
	 

	Selam
	 
	 
	 
	1
	 
	 
	 
	 

	Bhilwara
	 
	 
	 
	 
	1
	 
	 
	 

	Madurai
	 
	 
	 
	 
	1
	 
	 
	 

	Radhapurum
	 
	 
	 
	1
	 
	 
	 
	 

	Sakri
	 
	 
	 
	 
	1
	
	1
	 

	Dewas
	 
	 
	 
	 
	1
	
	1
	 

	Dhule
	 
	 
	 
	 
	1
	
	1
	 

	Chaddwel
	 
	 
	 
	 
	1
	
	2
	 

	Nandurbar
	 
	 
	 
	 
	1
	
	1
	 

	Devekulam
	 
	 
	 
	 
	1
	
	1
	 


RESPONSIBILITIES OF AN ADMINISTRATION IN-CHARGE
The Administration In-Charges at all locations shall be responsible for the following.
Depending upon the size of the Office, there may – or may not be full-fledged Admin Staff to look after the Admin Functions.
However, the Admin Function must continue and therefore, the Admin responsibility may be allocated to any Account, Audit, Commercial or Liason Staff.

The Person so responsible shall be required to look after the Admin functions. Some of these are listed below:


	ADMIN IN-CHARGES – ALL INDIA

	TYPE: O=Office, S= Site, F= Factory,                    F= Full Time, P/T = Part Time

	SR.
	STATE
	LOCATION
	TYPE
	COMPANY
	HOD
	ADMIN IN- CHARGE
	DESIGNATION
	F/PT

	1
	MAHARASHTRA
	PUNE
	 
	CORP.OFFICE
	AA PARMAR
	COL P.V. BRID
	AGM- Corp. ADMIN
	YES

	2
	 
	
	 
	ORION OFFICE
	AA PARMAR
	COL P.V. BRID
	AGM- Corp. ADMIN
	 

	3
	 
	
	 
	ORION - SWSL
	AA PARMAR
	SWARUP SATPUTE
	SR. Exec. - SWSPL
	YES

	4
	 
	
	 
	ERP OFFICE
	AA PARMAR
	DR. V.V.RAO
	CONSULTANT
	 

	 
	 
	
	 
	SRPL
	AA PARMAR
	SAMIR GANDHI
	 
	 

	5
	 
	MUMBAI
	 
	SEL
	IC MANGAL
	V.H.PATEL
	AGM -Comm.
	YES

	6
	 
	SATARA
	 
	SEL, SDPL
	 
	DIVYESH PADIA
	SR. Engr- MAC.
	 

	7
	 
	
	 
	SWSL
	 
	DEVENDRA VAIRAGI
	ASST. Mgr- SWSPL
	PART

	8
	 
	
	 
	SRPL
	 
	ABHIJIT PANDHARPURKAR
	ASST. Acct
	 

	9
	 
	SUPA Site 
	 
	SWSL
	 
	DILIP PUND
	DY. Mgr - SWSPL
	 

	10
	 
	MOTHA
	 
	SDPL
	 
	MOHAN PATIL
	ASST.
	 

	11
	 
	AUGANGABAD
	 
	SEL
	 
	ANUL NALAMWAR
	DY. Mgr 
	 

	12
	 
	DHULE-CHHADVEL
	 
	SDPL
	 
	BHARAT TAMBE
	AGM
	 

	13
	 
	DHULE-CHHADVEL
	 
	SWSL
	 
	ARVIND CHAUDHARI
	SR. Engr- ELE. O&M
	 

	14
	 
	DHULE-SAKRI
	 
	SRPL
	 
	SURESH VEKARIA
	GM-LIASONING
	 

	15
	GUJARAT
	AHMEDABAD
	 
	SEL
	 
	M.N.SHAH
	GM- Comm.
	 

	16
	 
	BARODA
	 
	SEL
	RAJIV RAVAL
	B VAZIR
	 
	 

	17
	 
	RAJKOT
	 
	SEL
	 
	J.P.BHATT
	Offr-PURCHASE
	 

	18
	 
	SURAT
	 
	SEL
	 
	RASIK PATEL
	ASST. Acct
	 

	19
	 
	DIU (WTG) Unit I
	 
	SEL
	 
	HASMUKH SOLANKI
	ASST. 
	 

	20
	 
	DAMAN (RBU) Unit III
	 
	SEL
	 
	HARISH MONDAL
	GM.
	 

	21
	 
	DAMAN (WTG) Unit II
	 
	SEL
	 
	S.G.PATEL
	SR. Mgr
	 

	22
	 
	PORBANDAR
	 
	SWSL
	 
	SHARAT KUMAR JAIN
	ASST. Mgr- O&M
	 

	23
	 
	SANODAR
	 
	SDPL
	 
	MANISH BHADANI
	ASS. Mgr
	 

	24
	 
	BHOGAT
	 
	SWSL
	 
	DILIP TANTI
	ASS. Mgr
	 

	25
	RAJASTHAN
	JAIPUR
	 
	SEL
	 
	ROHIT CHAUHAN
	DGM
	 

	26
	 
	JAISELMER
	 
	SDPL
	 
	BHAKT RAJ SHARMA
	GM.- ProjS
	 

	27
	 
	JAISELMER
	 
	SWSL
	 
	SAMEER MATHUR
	DY.Mgr- O&M.
	 

	28
	 
	JODHPUR
	 
	SEL
	 
	SUMIT SOMANI
	Exec.- CUSTOMER CARE
	 

	29
	 
	BHILWARA
	 
	SEL
	 
	SUMIT SOMANI
	Exec.- CUSTOMER CARE
	 

	30
	 
	PHALODI
	 
	SWSL
	 
	BHAGYA M. JEENA
	ENGR.-ELE.
	 

	31
	DELHI
	NEW DELHI
	 
	SEL
	 
	NISHITH KUMAR
	MANGER- BD
	 

	32
	KARNATAKA
	BANGALORE
	 
	SEL
	 
	SRINIVAS N. RAO
	SR. Mgr- BD
	 

	33
	 
	DAVANGERE
	 
	SDPL
	 
	V.S.PANDYA
	A.G.M.- ProjS
	 

	34
	 
	CHITRADURGA
	 
	SDPL
	 
	B.W.SHIROLKAR
	AGM
	 

	35
	 
	HARAPANHALLI
	 
	SDPL
	 
	B.W.SHIROLKAR
	AGM
	 

	36
	KERALA
	TRIVENDRUM
	 
	SEL
	 
	SURESH K. KUMAR
	AGM
	 

	37
	TAMIL NADU
	CHENNAI
	 
	SEL
	 
	DR. V.B.RAO
	GM -ProjS
	 

	38
	 
	SALEM
	 
	SEL
	 
	DR. V.B.RAO
	GM -ProjS
	 

	39
	 
	MADURAI
	 
	SEL
	 
	DR. V.B.RAO
	GM -ProjS
	 

	40
	 
	SULUR
	 
	SWSL
	 
	P. SURESH KUMAR
	SR. ENGR.-ELE. O &M
	 

	41
	 
	COIMBATORE
	 
	SWSL
	 
	H.R.SHARMA
	Site Incharge
	 

	42
	 
	 
	 
	SEL
	 
	P.M.JOSHI
	Mgr- CORP. FINANCE
	 

	43
	 
	SANKANERI 
	 
	SEL
	 
	S.JAYAKUMARAN
	SR.Mgr-ProjS  ( Site Incharge)
	 

	44
	 
	
	 
	SDPL
	 
	S.JAYAKUMARAN
	SR.Mgr-ProjS  ( Site Incharge)
	 

	45
	 
	
	 
	SWSL
	 
	T.MAHADEVAN
	SR.Mgr
	 

	46
	 
	VALIOOR
	 
	SRPL
	 
	N.RAMANI
	V.P.
	 

	47
	 
	TIRUNELVELI
	 
	SDPL
	 
	C.BALAKRISHNAN
	ASST.Mgr-PROJ. MEC.
	 

	48
	 
	
	 
	SDPL
	 
	ALAGARSWAMY
	 
	 

	49
	ANDRA PRADESH
	TIRUPATI
	 
	SDPL
	 
	SHRAVAN KUMAR
	 
	 

	50
	WEST BANGAL
	KOLKATA
	 
	SEL
	 
	DEBASIS ROY
	SR. Mgr
	 

	51
	PONDICHERRY
	PONDICHERRY Unit IV
	 
	SEL
	 
	VIRAL JASUBHAI
	DIRECTOR
	 

	52
	MADHAY PRADESH
	INDORE
	 
	SDPL
	 
	A.K.PANDEY
	GM- PROJETCS
	 

	53
	 
	DEWAS
	 
	SDPL
	 
	A.K.PANDEY
	GM- PROJETCS
	 



[image: image4.wmf]CORPORATE ADMINISTRATION DEPT ORGANISATION 2005-2006

Secretary

VACANT

Pritam Ware

Admin Exec

Rahul

Audit Asst.

Dnyanesh

Admin Audit

Jatin P

Jr Officer

Bills Notings Property

Jayesh Shukla

Asst Manager Asset

 Asset & Costing

Col Brid

 AGM (or Manager)

GEN ADMIN

Vishal

Facility Assistant

Shashank

Manager

FACILITY

Consultant

VACANT

Vivek K

GRO

Events

Exec Hotel Bkg

Bajpai

Jr Offr

GH / Veh / Rail Bkg

Budget Hotel

M Soni

Jr Officer

All India Vehicles

Officer

VACANT

Travel Coordinator

Vineet G

 Manager

CORPORATE TRAVEL DESK

GM ADMIN

VACANT

.

A.A. PARMAR

Director Admin

.



CONTACT PERSONS FOR VARIOUS ADMIN ACTIVITIES AT HO, PUNE

	SR
	SUBJECT
	CONTACT  PERSON
	DESIGNATION
	Sub - Dept
	REMARKS

	1. 
	Overall Admin Matters & Policy Clarifications
	Col. P V Brid
	HOD - Admin  
	HOD
	

	2. 
	Asst to AGM Corporate Admin – Medical Checks, 
	Ms. Pritam Ware
	Admin Executive – Admin
	Gen Admin
	

	3. 
	Properties, Mobiles, Billings/Commercial records
	Mr. Jatin Prabhune
	Jr. Officer – Bills Notings, Property
	Gen Admin
	

	4. 
	All Facility matters – Purchase of Assets
	Mr. Shashank Yadwad
	Manager - Facility
	Facility
	

	5. 
	Facility matters at HO Pune Only.
	Mr. Vishal Gangurde
	Assistant – Facility
	Facility
	

	6. 
	Asset Record-keeping, Industrial Clothing & Items
	Mr. Jayesh Shukla
	Asst. Manager -  Assets 
	Facility
	

	7. 
	Manager Travel Desk 
	Mr. Vinit Giridhar
	Manager – Corporate Travel Desk
	Guest Relations
	

	8. 
	GRO – Air Travel, Exec Hotels Arrangements
	Mr. Vivek Karulkar
	Manager – GRO, Events 
	Guest Relations
	

	9. 
	Jr. GRO – Rail, Taxi, Guest houses, Budget Hotels
	Mr. Arvind Bajpai
	Jr. Officer-  GH, Veh, Rail Bkg
	Guest Relations
	

	10. 
	Jr GRO – All Vehicle Documentation, Purchase of Veh
	Mr. Mahesh Soni
	Jr. Officer – All India Vehicles
	Guest Relations
	

	11. 
	Guesthouse Coordinator 
	Mr. Shailendra Khaladkar
	Assistant – GRO
	Guest Relations
	

	12. 
	SAP Mgt at Admin Dept, Tour Audit All India
	Mr. Dnyanesh Jaywant
	Jr. Officer – Audit 
	Admin Audit
	

	13. 
	Assisting Mr. Dnyanesh in Tour Audit
	Mr. Rahul Wadadekar
	Audit Assistant – Admin 
	Admin Audit
	


	                                          FORMAT : MONTHLY ADMINISTRATIVE EXPENSES FOR THE MONTH   ________________                    

	LOCATION:______________
	PLEASE NOTE:  1. Please do NOT make any changes in Format.   2. Figures may please be shown without decimals

	ADMINISTRATION (GENERAL)

	SR. 
	CATOGORY 
	BUDGET   03-04
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	RUNNING TOTAL

	1
	RENTAL CO. ACCOMODATION EXPS.(GIVE LOCATION -OFFICE, GUESTHOUSE ETC.,)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	2
	VEHICLE HIRING CHARGES 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a. For employees
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b. For Guests
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	3
	PRINTING & STATIONERY EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	a. From Pune
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b. Local Purchases
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	4
	MOBILE (No. & Name) EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	5
	CANTEEN EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	1) Total Cost incl Salaries, Groceries Etc.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	2) Recovery through Coupon
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	6
	VEHICLE  FUEL EXENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	7
	REPAIR & SERVICING ( CO. VEH.)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	8
	VEHICLE BOOKING EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	9
	HOTEL BOOKING EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	10
	TRAVEL EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	11
	ANY OTHER EXPENSE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	ADMINISTRATION (FACILITY)

	SR. 
	CATOGORY 
	BUDGET   03-04
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC
	JAN
	FEB
	MAR
	RUNNING TOTAL

	12
	TELEPHONE  EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	c.
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	13
	AMC'S EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a. Air-Conditioner
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b. Water Cooler/Filter
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	Other Assets
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	14
	ELECTRICITY  EXPENSES (GIVE LOCATION -OFFICE, GUESTHOUSE)
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	15
	TEA / COFEE  EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a. Office
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b. Guesthouse
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	16
	HOUSE KEEPING EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a. All Expenses towards Housekeeping 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	17
	COURIER  EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	18
	POSTAGE & TELEGRAM
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	19
	XEROX EXPENSES
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a. All Xerox Expenses
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	20
	PROPERTY TAX
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	a. Owned
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	b. Rented
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	21
	LEASE LINE RENT
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	22
	V-SAT RENT
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	23
	ANY OTHER EXPENSE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	0

	 
	 


	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 


	 SPECIFIC DATA OF THE MONTH - ADMINISTRATION GENERAL & FACILITY 

	MONTH : __________________

	24
	Details of any New Property Hired during the Month
	Rent, Furniture Hire, Taxes Details

	 
	 
	 

	25
	Details of any Property returned during the month
	Details of Any Outstanding Security/Rent Adjustments

	 
	 
	 

	26
	Details of Any Employee Joined during the Month
	 

	 
	Name
	Designation & Joining Date

	 
	a.
	 

	 
	b.
	 

	27
	Details of Employee who Left Company during the Month

	 
	Name
	Designation & Date Left

	 
	a.
	 

	 
	b.
	 

	28
	Details of any Assets over Rs 1000/- purchased / transferred IN  from other Place during the Month

	 
	a.
	 

	 
	b.
	 

	29
	Details of any Assets over Rs 1000/- Transferred OUT during the Month

	 
	a.
	 

	30
	Admin (General) Problems / Suggestions if Any

	 
	POINT
	SUGGESTION

	 
	a.
	 

	 
	b.
	 

	31
	Admin ( Facility ) Problems / Suggestions if Any

	 
	POINT
	SUGGESTION

	 
	a.
	 

	 
	b.
	 

	 
	Note : 1.   Please Add Separate Sheet where provided space is insufficient - merely give the serial reference in the supplement.

	 
	          2.   The Monthly Expense Statement is required at HO Pune by 10th of succeeding month. 

	
	Report Prepared By                                              
	Sign: _________________


	Checked By                                                             
	Sign: ______________


	HOD
	Sign: ______________




VEHICLE - FUEL & MAINTENANCE POLICY
Background. 

Currently, we are making the following reimbursements with regards to above:

· @ Rs 4.90 Per KM (rounded off to Rs 5.0 Per KM for Four-Wheelers -For all Staff of Grade Sr. Manager & above.

· @ Rs 2.0 Per KM for Two-wheeler

Current Situation

Due to frequent & ever-increasing Fuel cost, as well as maintenance cost, it is proposed to put in place a Policy to determine the reimbursements. This Policy is more permanent in defining rates as the applicable rates shall apply whenever rate of Fuel (Based on Petrol Price) increases by clear Rs 1.00 .

New Applicable Rates  
Four Wheelers.   Rs 6.50 per KM. (This includes maintenance cost of the vehicle)   

Two wheelers.    Rs 2.5.   

Principle for Future working of Rate of Reimbursement ( Please refer Attachment ). 

Four Wheeler. Considering that an average vehicle must give a KPL of 10 KMs to a Ltr, it is proposed that for every increase of Rs 1.00 of Petrol cost, the rate of Reimbursement be automatically be increased by Rs 0.15.  
Two Wheelers. On similar logic as above, considering that an average 2 wheeler gives a mileage of about 35 to 40 KMs /Ltr, the increase per every escalation of Rs 1.0 in Petrol cost would mean enhancing the reimbursement @ 0.10 over existing Rates.

Applicability
The Above rates shall be applicable with effect from 01 Aug, 2005  

WORKING DATA

	TABLE FOR WORKING OF REIMBURSEMENTS FOR FUTURE ESCALATION 

(OR REDUCTION)

	 
	PETROL RATE
	REIMBURSEMENT FOR FOUR-WHEELER               
	REIMBURSEMENT FOR TWO-WHEELER                                  

	 
	 
	(20 PAISE RAISE FOR EVERY RUPEE INCREASE IN COST)
	(10 PAISE RAISE FOR EVERY RUPEE INCREASE IN COST)

	

	39.01 TO 40.00
	5.90
	2.10

	
	40.01 TO 41.00
	6.05
	2.20

	
	41.01 TO 42.00
	6.20
	2.30

	
	42.01 TO 43.00
	6.35
	2.40

	  PETROL RATE
Jul 2005  
	43.5  (Say 44.00)
	6.50
	2.50

	
	44.01 TO 45.00
	6.65
	2.60

	
	45.01 TO 46.00
	6.80
	2.70

	
	46.01 TO 47.00
	6.95
	2.80

	
	47.01 TO 48.00
	7.10
	2.90

	
	48.01 TO 49.00
	7.25
	3.00

	
	49.01 TO 50.00
	7.40
	3.10


The following Guidelines shall be implemented:

1. This reimbursement is basically for ‘Local Conveyance’ – For use of personal vehicle outside Local Jurisdictions (by Staff below GM Level), Director approval shall be necessary. 

2. Employees are expected to make the daily routine trip to Office & back to residence at their cost. Mere halting in between Residence to Office for a job shall not qualify for fuel reimbursement. 

3. The Claim shall be made as per format attached (Format as per Appx ‘A’). The nature of Duty shall be clearly specified. Vague statements like “Official Work”,  “meeting”, “Liaison” etc shall not be sufficient. 
4. Permission Slips (Format as per Appx ‘B’) for being ‘late to Office due to Duty’, ‘Leaving Office on Duty’ or ‘Leaving early on Duty’ shall form supporting documents for the reimbursement. 
5. The Claims must be made within maximum 15 days.  

6. Approving Authority: 
a. For level Sr. Manager to DGM – HOD (Min GM level) 
b. For All other Staff of level Manager & below – HOD (Min Sr Manager level) 
6. Entitlements. 
As noted below:

	DESIGNATION
	MODE OF LOCAL CONVEYANCE
	PERSONAL TRANSPORT

ENTITLED

	GM & Above
	Taxi/ Cool-Cab in Mumbai
	Car

	DGM/AGM 
	Taxi
	Car 

	Sr.Mgr./ Mgr. / Dy.Mgr./ Asst. Mgr
	Shared Taxi
	Scooter (Sr. Manager : Car)

	Executive / Sr.Engr. / Sr. Officer / Engr./Officer
	Rickshaw / Share Taxi. Taxi - only if rickshaw is not available.
	Scooter

	Jr. Engr. / Trainee / Sr. Asst. / Sr. Tech. / Tech./Supervisor
	Bus / Rickshaw, in case of unavoidable circumstances.
	Scooter

	Asst. Technician / Workman / Helper / W/S Asst. / Peon / Drivers
	Bus
	Scooter


Appx “A”

FORMAT FOR FUEL CLAIM

	Format for Fuel Claim : use of Personal Transport

	For the Period _________ 2005 to ___________2005

	Emp Code: _______     Name: _____________________________________________      Company: ______



	Date
	From
	To
	Purpose of Visit
	KMs
	Mode
	Amt Claimed

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total
	

	Total ___________________________________________________

        ________________                          __________________                  ________________

        Signature Employee                                   Audited By                               Approved By




Since the overall cost to Company is high, the Admin In-charges & approving authorities may please use discretion & monitor this expense & avoid misuse.

Appx “B”   
Format For Permission Slip


SEAL





HOTEL BOOKING REQUISITION








To,


Facilities Manager


Pondicherry 





Kindly make reservations as per the details mentioned below :





Name of the Guest�
:�
Designation�
:�
�
Name of Company�
:�
Bill Settled by�
:�
�
Department�
:�
Mode of Travel�
:�
�
Name 0f Hotel�
:�
Tarrif�
:�
�
Date & Time of Arrival�
:�
Date & Time of Departure�
:�
�
Arriving from�
:�
Departing to�
:�
�
Special Requirements (if any)�
:�
�



__________________


Signature of Employee�



__________________


Authorized Signatory�
�



Note: Employees of designation G.M. and above are authorized to approve the requisition including their own





Personal Handset	                      OR         At Company Cost	





Cost of Handset – Below GM - Rs 3,500/-        / GM to President  Rs 7,000/-























TRANSIT BOARDING ALLOWANCE








Category�
< 3 Hours�
3 Hours to


 8 Hours


(Total journey)�
> 8 Hours


< 15 hours


(Total journey)�
 > 15 hours


      upto 24 hours


(Total journey)�
�
I, II  & III�
Nil�
50.00�
75.00�
100.00�
�
IV, V & VI�
Nil�
25.00�
50.00�
75.00�
�



This shall be in addition to entitled Personal Incidental and no supporting Bills shall be required.


The Allowance is for total journey – Onward + Return








                          


							  





					











Responsible for Upkeep, repair, maintenance of all Office equipment to include furniture, fixtures, Fax and Telephones.


Responsible for liaison and upkeep of all Tele-lines/ other communication connectivity


Asset Record Keeping – initial assets as well as all assets added. 


Keep check on day-to-day damages to furniture and arrange repairs.


Keep aware and exercise Cost-Control wherever possible – in consultation with HOD.


Monitor Housekeeping.


Handle jobs like rail reservation. 


Handle Petty cash/ petty purchase – Expenditure as per HOD sanction.


Handle all Courier jobs – inward and outward with help of Office boy.


Understanding and implementing Personnel & Administration Policies.


Demand and issue of Uniforms of Drivers and Peons.


Implementation of Office Times and wearing of Uniforms.


All matters related to Agreements Policy - Rent, Electricity and Brokerages.


Oversee running of Guesthouse.   


Pre-audit of all Tour Claims.  


Liaison with Police/other civil authorities.


Assistance in any event management.


Air Reservations – to be done in co-ordination with concerned GRO at HO, Pune.  


Guesthouse maintenance and allotments.


Maintenance of vehicle Records & Vehicles – all documentation including Insurance. 


Monitor Vehicle Average.


Maintaining records and completing audit procedures of all administrative Bills – Telephone, Mobiles, Property, Electricity, etc. Prepare a Monthly Admin Expense Account as per Format.


Prepare Statement and monitor billing of Mobile bills.  


Check of Fuel Bills and prepare Statement of Fuel average.


Maintaining of Stationary Stores. Bulk Stationary demands to be placed to Stationary In-Charge / Sr. Manager Admin at HO, Pune.


Provisioning of Stationary items – Collection of Demands from all outstations, processing and placing of Purchase Orders. 


Indenting of Visiting cards as per Policy.








                 GATE PASS / ALLOTMENT OF ACCOMMODATION : GUESTHOUSE


(Intimation from Office to the Guesthouse-in-Charge)


To,


Guest House In-Charge





Name of Visitor: _____________________________ Company :  SEL / SDPL / SWSPL / ______





Has been allotted Room No ______  in  (Name of Guesthouse) :  ___________________





From:____________________  to ______________________  ( Date & Time)





His expected time of arrival is :  Time:  __________  Date: ______________





 


Date: ____________				_____________________________________


                                                                             Sign of Admin/ GRO/ Guesthouse-in-Charge











NON-AVAILABILITY CERTIFICATE:  GUESTHOUSE





From:


Name:     ______________________(Admin In-Charge)





Location :_________________________


                  (Tour Station of Employee)�
To:


Administration I/C





________________________


   ( Duty Station of Employee)


�
�






This is to confirm that there was no room to accommodate the following person in the 





Guesthouse at : _________________________________________ 





for the period  from : ________________   to __________________











Name	             : _________________________________________   


     


Designation	: _________________________________________   





Company	: _________________________________________   











   Date: _________                      						 _________________                         


     					Admin-In-Charge                   








(As per eligibility)





PERMISSION SLIP


(TO BE USED FOR LATE COMING / EARLY GOING / LEAVING OFFICE DURING OFFICE TIME)





Date:__________2004





Emp Code: ______________        Name of Employee:  _____________________________________________





Designation: _____________        Department: ______________               Company : ______________            











Late / Duty from Home  �                  Leaving Office during Office Time �                         Leaving Early �








Reason: ___________________________________________________________ Official �   / Personal �





Time out: ______________ A.M.  /  P.M.       Approx duration of work: ___________ hours





Mode of Transport : _________________________  Company �   /   Personal  �





Signature of Employee: _____________________	Approval of HOD: __________________





(In case where HOD is not available, Signature of employee above Manager be obtained from same Department).





……………………To be filled in by Employee and Handed over to the Reception     …………………





Time in:  _______________________   To be filled up at the reception AFTER returning from outside work/ while reporting late to Office.
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