INTRODUCTION

A Company  cannot be run successfully by Rules and Regulations alone.  It must depend upon the personality, loyalty and support of all.  This Personal Manual has been prepared to help Executives & Assistants to understand and appreciate their responsibilities vis-à-vis Company’s policies.  To that extent it should be useful, but the Company relies on the good sense, the integrity and the loyalty of its members to make Rules and Regulations unnecessary.

Kolkata

December 31, 2003

FORWARD

Andrew Yule & Company Limited is a prominent name in the Indian industry.  AYCL family is a well-knit team and in the light of the challenges faced by the Company in the years ahead, it is important to keep communication channels open, so that the vast majority of employees who constitute the Human Element of the Company not only understand its policy but also carry on its goals, values and objectives.

As a first step in this direction, AYCL’s Personnel Manual has been prepared documenting various rules and regulations, personnel policies and practices as a book of ready reference.  The rules and regulations, policies and practices are subject to alternation in keeping with the changing requirements of the organization as well as welfare of its employees.

The Personnel Manual is issued as a guide and any doubt/ clarification should be referred to the HRD Department through proper channel.

Kolkata

December 31, 2003
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SERVICE RULES

1. scope of application

These rules shall apply to all the employees of the Andrew Yule & Co. Ltd., excepting:

1.1 Employees engaged on contract for foreign service to the extent these are at variance with any special terms of their contract and/or terms of their foreign service.  Otherwise, such employees will be governed in all other matters by these Service Rules.

1.2 Any other  employee who is specifically excluded wholly or partially from the scope of these Service Rules by provision in his/her appointment letters.

1.3 Apprentices who are governed by their Apprenticeship contract or any other special rules or orders framed by the Company for them from time to time.

1.4 Employees governed by the Standing Orders framed under the Industrial Employment (Standing Orders) Act, 1946 to the extent of the provisions of the said Standing Orders.

1.5 Employees of the subsidiary companies unless these rules are adopted by the Boards of Directors of the subsidiary companies.

2. DEFINITIONS

In these rules, unless there is anything repugnant to the subject or context:

2.1 The ‘Company’ – means Andrew Yule & Company Limited.

2.2 ‘Board’ – means Board of Directors of the Company.

2.3 ‘Chairman’ – means the Chairman of the Board of Directors appointed in accordance with the Articles of Association of the Company.

2.4 ‘The Director’ – means a Member of the Board of Directors of the Company.

2.5 ‘Head of Department’ – means all officers functioning as Heads of Divisions as approved from time to time.

2.6 ‘Management’ – means the Board of Directors, the Chairman and or Managing Director or any other officer of the Company authorized by them to act on their behalf.

2.7 ‘Appointing Authority’ – in relation to an employee means the authority empowered to make appointment to the category or grades of post in which the employee for the time being is included of the post which the employee for the time being holds.

2.8 ‘Competent Authority’ – with reference to the exercise of any powers under the rules means the officer or authority to whom such powers are delegated in accordance with the schedule of delegation of powers and/or any other order issued in general or in particular.

2.9 ‘Employee’ – means a person appointed to any position in the Company and will include employees in the Centralised Cadre posted in Subsidiary Companies of the Company, it will also include the Probationers.

2.10  ‘Permanent employee’ – means an employee, who has satisfactorily completed the prescribed probationary period and whose appointment has been confirmed in writing by the Company.

2.11 ‘Probationer’ – means an employee who is provisionally employed with a view to being considered for confirmation as a permanent employee on the regular establishment of the Company and who has not been confirmed in writing.

2.12 ‘Temporary/ Term Employee’ – means an employee who has been engaged for a limited period for a work, which is of an essentially temporary nature or for a work which terminates at the conclusion of specific contract or one who has temporarily been employed as an additional employee in connection with temporary increase in the work of a permanent nature.

2.13 ‘Employee on Contract’ or ‘Foreign Service’ – means an employee who has been engaged on contract by the Company for a limited period or an employee deputed by some other organization for training or service of the Company at its request.

2.14 ‘Pay’ – means the amount excluding allowances drawn monthly by an employee as :

2.14.1 the pay of the post.

2.14.2 Special pay and personal pay.

2.14.3 Any other emoluments which may be specifically classified as pay by the Company.

2.15 ‘Personal Pay’ – means additional pay granted to an employee:

2.15.1 to save him from a loss in substantive pay due to revision of pay or to any reduction of such substantive pay, otherwise than as a disciplinary measure or

2.15.2 in exceptional circumstances, on other personal considerations.

NOTE: ‘Personal Pay’ is attached to the person and ceases when the person vacates the position.

2.16 ‘Special Pay’ – means an addition of the nature of pay, to the emoluments of a post of an employee of the Company granted in consideration of:

2.16.1 the specially arduous nature of the duties;

2.16.2 a specific addition to the work or responsibility;

2.16.3 the unhealthiness of the locality in which the work is performed.

Note: ‘Special Pay’ is attached to the post.

2.17 ‘Merit Award’ – means a non-recurring payment granted to an employee of the Company from the funds of the Company as a remuneration for special work of an occasional or intermittent nature.

2.18 ‘Notice’ – means a notice in writing required to be given or pasted on the Notice Board for the purpose of these Service Rules.

2.19 ‘Notice Board’ – means the Notice Board specially maintained in a conspicuous place or near the main entrance to the Units/ Establishment for the purpose of displaying notices required to be pasted or affixed.

3. AMENDMENTS TO AND INTERPRETATION OR SERVICE RULES

3.1. These Service Rules may be amended or modified from time to time by the Company and shall take effect in accordance with the orders issued by the Company.

3.2. All amendments or modifications made to these Service Rules and any notices, orders or instructions issued thereunder shall be notified from time to time by a Circular.

3.3. If any doubts arise relating to the correct interpretation of these rules, the decision of the Management thereon shall be final and binding.

4. DUTIES

4.1. Every employee must carry out the work for which he has been employed.

4.2. Employees are paid to do the work of the Company and must not engage in any other work directly or otherwise, either for themselves or for any other person either during or outside working hours except with the previous permission of the Company.

4.3. Each employee is responsible for and must take proper care of all Company’s property specifically entrusted to him.

4.4. Every employee on arrival and departure each day shall record the time of his arrival and departure in the manner and in accordance with the instructions in force and prescribed by the Company from time to time.

5. APPOINTMENTS

The following conditions shall apply to all appointments in the Company:

5.1. The age of a person at the time of appointment to the service of the Company shall not be less than 18 years.

5.2. Every employee must declare on his first appointment, his date of birth according to the Christian Era, and produce confirmatory evidence like Matriculation or School Leaving Certificate, birth certificate or such evidence as may be acceptable to the Company.  If employee is unable to produce for reasons beyond his control, documentary evidence of his age, he shall state his age and  make a written declaration that the age as started by him is correct.  Such an employee shall be sent to the Medical Officer authorized by the Company for examination and his opinion as to the employee’s age shall be binding on the employee.  The date of birth recorded with the Company at the time of his first appointment shall not be altered except in case of a clerical error.

5.3. The fact about detention by police, conviction by a court of law or any other fact which could debar him from entering into Government/ Public Undertaking service must be clearly conveyed at the time of making application and subsequently if such a thing has happened after obtaining/ joining the service.

5.4. The furnishing of false information or suppression of any factual information in the application for employment or in any other communication prior to and during the course of employment would be a disqualification and will render a candidate unfit for employment in the Company or in its Subsidiary.  The services of such an employee will be liable to termination. 

6. MEDICAL FITNESS

No person shall be appointed in the service of the Company unless such a person has submitted a certificate of medical fitness in the prescribed form duly signed by the prescribed authority, except that in case of persons appointed from the Subsidiary Companies such a certificate is not required, if he had been earlier medically examined by the previous employer.

7. VERIFICATION OF CHARACTER AND ANTECEDENTS

7.1. Appointment of any person in the service of the Company or his continuance in service, shall be subject to his character and antecedents being verified and found satisfactory, in the prescribed manner.

7.2. In case of a person appointed from the Government, subsidiary Companies or other Public undertakings, the Company may accept the verification of character and antecedents done by his previous employer.

8. LIABILITY OF SERVICE

An employee in the service of the Company shall be liable to serve in any of its Units or Subsidiary Companies in any part of the country or abroad as decided by the order of Chairman or such other subordinate authority to whom this power may be delegated.  Likewise an employee in the service of a Subsidiary Company shall be liable to serve in the Company and any of its Subsidiary Companies as decided by the order of Chairman or such other subordinate authority to whom this power may be delegated.

9. PROBATION

On Initial Appointment*

9.1 All initial appointments shall ordinarily be on probation for a period of 12 months except transfer/ absorption/ deputation from Government/ Public Sector Undertakings or Subsidiary Companies.  In the case of persons appointed from Government/ Public Sector Undertakings the period of probation shall be six months only.  The appointing authority may, however, at its sole discretion either extend or relax the period of probation in case of persons appointed from Government/ Public Sector Undertakings.

9.2 If the performance of the employee is not found satisfactory during or on expiry of probationary period, his services are liable to be terminated.  The appointing authority may, however, at its sole discretion extend the period of probation further and the services of the employee are liable to be terminated likewise during the extended period of probation.

On Promotion**

9.3 All promotions from GM and above shall be on probation for a minimum period of twelve months.

9.4 If the performance of the promoted employee is not found satisfactory during or on expiry of the probationary period, he is liable to be reverted to his original post.  The appointing authority may, however, at its sole discretion extend the period of probation and during the extended period of probation also the employee will likewise be subject to reversion to his original post.

During the period of probation/ extended probation, an employee shall be liable to be discharged from service of the Company or reverted to his original post without notice or assigning any reason thereof at the sole discretion of the Company. 

Total period of probation shall not exceed 24 months.

10. TRAINING

All employees are liable to undergo such training for such period, and undertake such examination, as may be prescribed by the Company from time to time.

11. OFFICE HOURS:

The Office hours are 9-15 a.m. to 4-45 p.m. on Mondays and 9-15 a.m. to 5-00 p.m. on Tuesdays to Fridays.  The office is closed to outsiders outside office hours with the object to stopping strangers from having access to the office when the staff are not on duty.  The Gate staff are under instructions to stop all outsiders from entering the office after office hours, unless accompanied by a member of the Executive Staff.  If any outsider claims to have business, he will be detained at the Reception Desk until the name has been sent to the Executive whom he requires to see and permission to enter has been given.

There may be one or two individuals whose business habitually requires them to come to the office outside office hours and such cases can be treated as exceptions with written authority.

Every employee shall be punctually present at his seat at the opening time, and shall not, unless otherwise allowed leave before the closing time.  An employee attending duties late by more than ten minutes shall forfeit one day paid leave for every three late attendances besides such disciplinary action as the Management may take at its discretion for habitual late attendance.

12. HOLIDAYS

As per Negotiable Instrument Act and Government notifications.

13. ENTRY AND EXIT

All employees shall enter and leave the Company’s / Unit’s premises by such gates as may be prescribed.  Employees entering or leaving the premises are liable to be detained and searched by such staff as may be authorized for this purpose.

14. SAFETY RULES

All employees shall be bound to observe all safety rules as notified from time to time by the Management and to use safety equipment and take other precautions when necessary.  Breach of this shall be misconduct and the employees shall be liable to punishment in accordance with these Service Rules.

15. APPLICATION FOR EMPLOYMENT ELSEWHERE

An employee seeking employment in another organization shall forward his  application through the Management.  The Management reserves the right to withhold any such application without assigning any reason in which event, however, the employee concerned will be free to resign from service in accordance with the terms of his employment.  The employee will be informed whether his application is forwarded or with held.

16. RESIGNATION

16.1. Employees who wish to leave the Company’s service must give the Company the same notice as the Company is required to give them in terms of the offer of appointment.  The Company may at its discretion accept the resignation with immediate effect or from any time before the expiry of the notice period if  the employee so desires.  An employee when he wants to be relieved before the expiry of the notice period, shall be required to pay salaries for the unexpired portion of the notice period.

16.2. If any employee leaves the service of the Company without the requisite notice, then without prejudice to any other action under his contract of service, if any, the Company may deduct from his unpaid salary the sum equivalent to the period of notice which he is required to give under clause (i).  In case the sum due to the employee falls short of the notice period pay due to the Company, the Company reserves the right to recover the balance amount from the employee through any legal method.

16.3. The Company reserves the right not to accept the resignation of the officers if the Circumstances so warrant, i.e. if disciplinary proceedings are pending or decision has been taken to issue charge sheet etc. on or before the concerned officer has served the notice of termination of services.

17. SUPERANNUATION

17.1. The officers and Assistants who joined the Company prior to 1st April, 1989, shall retire from the services of the Company on next 31st March following their attainment of 58 years of age.

17.2. The officers who joined the Company after 1st April, 1989, shall retire from the services of the Company on the end of the month in which they attain 58 years of age.

17.3. The Assistants who joined the Company after 1st April, 1989, shall retire from the services of the Company on the day & month in which they attain 58 years of age.

18. TERMINATION OF SERVICE – EVENTUALITIES

Subject to the provisions of the law for the time being in force, an employee’s service will stand terminated in any of the following ways:

18.1.1. By death.

18.1.2. By termination in terms of contract of service.

18.1.3. By resignation

18.1.4. By retirement

18.1.5. When declared incapacitated/ unfit for service by medical authority.

18.1.6. By dismissal or removal from service as a result of disciplinary action.

18.2 During the period of probation the services of the employee will be subject to termination by 30 days notice in writing on either side.  After confirmation, the services of the employee will be subject to termination by 90 days notice in writing on either side.  The Company may, however, terminate the services of the employee at any time without notice by paying him/her the salary in lieu of the period of notice due as aforementioned. In the event of any breach of the general conditions of service mentioned below or in the event of his/her conducting in a manner prejudicial to the best interest of the Company the employment may be terminated forthwith and in that event he/she will not be entitled to receive any salary in lieu of notice.

18.2.1 During the course of employment with the Company, its subsidiaries and associates the employee will not at any time, directly or indirectly through his/her spouse or minor dependent children engage in any occupation, service or business without the express approval, in writing, of the Company.

18.2.2 The employee will defray his/her private debts and so conduct and comport so as not to bring any discredit to the Company or its associates.

18.2.3 During the course of employment he/she may be transferred/ seconded to any Office/ Factory/ Company associated with the Company like Tide water Oil Co (India) Ltd., Dishergarh Power Supply Co. Ltd., Descon Consultant & Investment Ltd., WEBFIL Ltd., Hooghly Printing Company Ltd., Yule Financing & Leasing Company Ltd., or any other Company included subsequently as associated/ group Company, etc. or to any place in the interest of the Company.  In case of transfer to any associated Company as mentioned above he/she will be governed by the terms and conditions of the said Company.

18.2.4 The employee will faithfully and diligently serve the Company and will devote full time and attention to the affairs of the Company, obey the lawful and/or reasonable orders of superiors and carefully and sincerely perform such work/ duties, business as will be entrusted to from time to time.

18.2.5 The employee will not at any time during employment or after the termination thereof disclose to any person or make use of any secret or confidential information relating to the affairs of the Company or any associated Company except so far as such disclosure or use may be expressly authorized by the Company.

18.2.6 The employee will be governed by the “Conduct, Discipline and Appeal Rules for Officers and Assistants” of Andrew Yule & Company Ltd. and its Group Companies.

18.2.7 The terms and conditions as stated hereinabove can be altered/ modified/ amended and he/she will also be governed by such other terms and conditions as may be introduced by the Company from time to time.

18.2.8 The designation can be changed and may be given any other designation at the discretion of the Company at any time and will be bound by the decision of the Company in this regard.

19. RETURN OF COMPANY’S PROPERTY, EQUIPMENTS, TOOLS, ETC.

Every employee leaving the service of the Corporation shall, before leaving the service of the Corporation, return all property or equipment or tools belonging to the Company issued or lent to him in connection with his employment in the Company.  The cost of such property, equipment or tools not so returned, shall be liable to be deducted from his pay or the amount due to him or recovered otherwise.

20. ISSUE OF SERVICE CERTIFICATE ON TERMINATION OF SERVICE

On his request, every employee may be furnished with a Service Certificate at the time of discharge, dismissal, termination of his services, resignation or retrenchment, giving duration of his employment in the Company, posts held by the employee, pay grade of the last post held and the pay paid to the employee at the time of his leaving the Company for any of the reasons mentioned above.
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POLICY & RULES FOR CENTRALISED 

RECRUITMENT OF EXECUTIVES

1. OBJECTIVES

1.1 To Effectively plan and induct manpower with desirable level of qualification, skill, aptitude, merit and suitability.

1.2 To attract and retain the best available talent in the country in engineering and other professional areas like Finance, Marketing, Commercial and Personnel, etc.

1.3 To create a cadre of Executives to take up higher assignments and key positions of Company.

1.4 To ensure placement of right man at right time and place through a systematic scheme of Centralised Recruitment which will be regular and effective.

2. SCOPE

2.1 The recruitment of Trainees in Engineering and other professional areas like Finance, Marketing, Commercial and Personnel, etc. at the induction level for centrally pooled recruitments of Units, Subsidiary Companies and Offices by Campus Interview and Open All India Advertisement.

2.2 Recruitment of Executive at ‘A’ Grade and above in all disciplines as per need of the Units, Subsidiary Companies and offices, except those which are to be filled in by Central Government.

2.3 Recruitment of Technical/ Commercial Assistants as per need of the Company.

3. DEFINITIONS

3.1 ‘Competent Authority’ means the authority to whom power of appointment to the post is delegated.

3.2 ‘Post’ means all Executive/Assistant posts sanctioned or included in the approved organization chart codified as under:


Executives
Assistants
Trainees 

Grade-A
Officer
Grade-A
Management

Grade-B
Assistant Manager
Grade-B
Trainee

Grade-C1
Deputy Manager
Grade-C
Graduate

Grade-C2
Manager
Grade-D
Engineer

Grade-D1
Senior Manager

Trainee

Grade-D2
Dy. General Manager



Grade-E
General Manager



Grade-F
Chief Executive/  Executive Director



4. MODE OF RECRUITMENT

4.1 Campus recruitment

4.2 Recruitment by advertisement

4.3 Recruitment and absorption of Executive Trainees

4.4 Appointment through internal circular and from Government/ PSUs.

4.5 Absorption of Deputationist.

4.6 Recruitment of scarce category personnel through expert agency or personal contact.

5. EXECUTIVE – GRADE-A/ OFFICER

5.1.1 The recruitment of Executive – Grade-A/Officer Trainees in engineering and other professional areas like Finance, Marketing, Commercial and Personnel, etc. will be made centrally by the Corporate Personnel Directorate for all units, subsidiaries and offices.  For such Centralised Recruitment, the following two methods will be adopted as per need and exigency.

· CAMPUS RECRUITMENT

· RECRUITMENT BY ADVERTISEMENT

5.1.2 The Units/ Subsidiary Companies / Offices will send their requisition in the format, to Corporate Personnel Directorate for recruitment of Trainees as per need/ sanctioned organization chart, taking into consideration the turnover vacancies due to routine wastage as well as additional posts re                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                gnized engineering and professional institutions as decided by the management from time to time.

5.1.3 The Selection Committee will interview candidate sponsored by the institute either in the campus or at any other convenient location.  It may also conduct group discussion/ test, if considered necessary.  A composite performance score out of the total score of 100 will be awarded to the candidate.  Only those who have secured 60% or more marks in aggregate at the  previous semesters and at least 60 performance score may be included in the select panel.

5.1.4 The Centralised Recruitment Section will draw up the consolidated select panel in order of merit based on the performance score after receipt of recommendation from various campus.  Subject to approval of the competent authority and passing of the course with 60% or more marks the related candidates will be inducted as per requirement from the panel.

5.2 Executive Trainees – Recruitment and Absorption

5.2.1 In addition to campus recruitment, Executive Trainees will also be recruited through advertisement.  Such advertisement will be released to newspapers as decided by the management from time to time, inviting applications from candidates who have the relevant professional qualification with minimum 60% marks.  Candidates appearing for final year examination and who have secured 60% or more marks on an aggregate in the previous semesters will also be eligible to apply.  Written Test will be conducted by entrusting the work to a reputed institution in order to ensure objectivity.  Candidates whose result have not been declared at the time of application will be permitted to appear for test only on condition that they should have passed successfully the course with requisite marks of 60% or more when they appear for interview.  On receipt of the marks obtained in test, candidates in the ratio of 1:4 will be called for interview by the Selection Committee.  The Committee may also conduct group discussions, if considered necessary.  Taking into account test score and performance in the interview a composite performance score out of the total score of 100 will be awarded to the candidate and the select panel will be drawn up in order of merit.  The required number of personnel from the select panel will be inducted as Executive Trainees in Engineering and other professional areas.

5.2.2 Executive Trainees will undergo induction and on the job training for a period of one year.  The training will be coordinated by Corporate Personnel Directorate.  It will formulate the training scheme and monitor the training programme which will be conducted in Units, Subsidiaries and Offices as per the schedule.  The scheme will provide for performance report and final test/ interview based on which the competent authority will consider final absorption of trainees in the company’s service.

5.2.3 On successful completion of training, the Corporate HRD Department will issue order of absorption in the A grade and fix their pay with the annual increment.  They will be posted with suitable designation at the respective Units/ Subsidiaries/ Offices and be on PROBATION for a period of twelve months during which period their performance will be observed by their controlling officers.  The verification of antecedents should be obtained during the period of training/probation.  Letters of confirmation will be issued by the Unit Personnel Department on successful completion of probation subject to verification of antecedents and approval by the competent authority.  Extension of the period of probation or termination of service, etc. will be governed by the Service Rules.

5.2.4 The Executive Trainees will be required to execute the SERVICE BOND along with the Surety, agreeing to serve the Company for a period of 3 years on successful completion of their training.

5.2.5 The compensation to be paid as contractual obligation in case they choose to leave the organization during the bond period Rs.30,000/-.

5.3 Stipend

The Executive Trainees  would get stipend of Rs.8,000/- per month (Lumpsum) during training period.  During Official Tour, the Trainees will be eligible for TA/DA benefits as admissible to the Executives.  They will be subject to rules and other terms as applicable to them.

6. EXECUTIVES – Grade-A and above.

6.1 Recruitment of Executives to Grade-A and above posts will be made by the Corporate HRD Department for all units, subsidiaries and offices.  Requisition from Units/ Subsidiary Companies/ Offices for such recruitment against vacancies as per the sanctioned organization chart will be sent to the Corporate Personnel Directorate in the form while identifying vacancy, care should be taken to see if it can be filled by promotion from within in the next DPC meeting.

6.2 The post will be advertised/ notified as per specification and norms prescribed by the Management.

6.3 The Selection Committees would be constituted by the competent authority consisting of at least three members including two Directors for posts C2 and above and two executives not below the rank of DGM for other posts.  An outside expert and representative of Personnel &Administration Department at appropriate level will be the other members of the Committee.  For DGM and above pots, CMD will head the Selection Committee.  For such posts the Director member may meet the candidates either individually or in a group at the first instance.  The Committee shall take into account their observation before final selection.

6.4 The Selection Committee will consider candidates and recommend those found suitable for the post in order of merit.  It can recommend candidates in the same grade of next below grade.  The Committee may recommend upto five increments in the grade.

6.5 The competent authority will approve appointment subject to requirement and grant increment in the scale as considered appropriate.

7. RESERVATIONS

Reservations for SC/ST, etc. shall be made in accordance with the Government directives.

8. DEPARTMENTAL CANDIDATES

For posts which are advertised in newspapers and/or circulated within the Units/Subsidiaries, serving employees fulfilling the prescribed qualification and experience may apply, provided they are confirmed and have worked for at least two years in the next below grade unless specified otherwise.  The conditions of age will not apply to them.

9. VALIDITY OF SELECT PANEL

The panel of selected candidates, if not superseded by a fresh panel, will be valid for a period of one year from the date it is approved by the competent authority.  The validity of the panel may be extended for a period not exceeding six months by the competent authority.

10. DEPUTATION

Subject to acceptance of deputation terms by Government/ PSU concerned and AYCL, an officer may be taken on deputation either in the equivalent grade or the next higher grade.

11. SCARCE CATEGORY PERSONNEL

The competent authority may, by personal contact or through the services of an expert agency, identify such personnel tobe considered for appointment through normal process of selection as per rule 6 (6.3) and (6.4).

12. INTERPRETATION

The interpretation of the Director (Personnel) shall be final in respect of this Policy and Rules.

13. SAVINGS

Management reserves the right to alter, modify, delete or add any clause(s) as per the need of the organization with approval of CMD.

PROMOTION POLICY

1
Subject
:
Promotion Policy and Procedure in Andrew Yule & Co Ltd.



2
Definition
:
Promotion should mean an upward movement of an individual in terms of authority to deploy resources, responsibility, status in terms of hierarchical positions, job  content and accountability  usually accompanied by an increase in emoluments and perks.



3
Applicability
:
Management Cadre, Technical and Commercial Assistants.



4
Administration
:
For the Management Cadre employees it will be the Corporate HRD Department and for Technical/ Commercial Assistants it will be the Corporate HRM Department.



5
Objectives
:
a)
Getting the right man for the right job from within the Organization.






b)
To create higher level of efficiencies & productivity.






c)
Improving the morale of the existing employees.






d)
To provide growth and career development opportunities to Officers and Assistants.






e)
To ensure adherence to Govt. Policy






f)
To provide healthy Competition.






g)
To maintain organizational balance as the same is likely to be disturbed with the entry of new persons at lateral level.






h)
To achieve a degree of uniformity across different Units of the Group and also provide sufficient flexibility to meet the salient needs of the different units.



6
Salient Features



a)
Recruitment of employees in the Officer Cadre be generally done at the i                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                experience.




c)
Each Division/ Unit should prepare its annual manpower budget based on its requirements together with its organizational structure which are approved at the Board level.  Individual cases of creation of posts, upgradation of posts will need approval of the Board.  The total strength of Officers / Assistants Cadre as on 31/01/2004 is as under:







Designation
Grade
Nos.




Chairman
-
1




Directors
-
2




Chief Executives
F
3




General Managers
E
8




Deputy Gen. Managers
D2
12




Senior Managers
D1
21




Managers
C2
39




Deputy Managers
C1
41




Assistant Managers
B
43




Officers
A
56




Sub-Total
226








Commercial/ Technical Assistants
A






B






C






D





Sub-Total




d)
A unique feature of the Manpower Policy for Officers has been the placement of Officers in stroked position e.g. A/B/C1 & C2/D1/D2 and E & F grades.  Under the stroked Grades the Task / Responsibilities of the Role Holders progressively increases over a period of time which would result in Job Enrichment as well as Job Enlargement.  The advantage of having such stroked grades is that upon satisfactory performance of a job at the lower level of the stroked grade within stipulated period of time (minimum 5 years) the incumbent may be promoted to the higher level of the stroked grade.  This would be a case of post upgradation and not promotion.  The number of officers in A/B/C1, C2/D1/D2, E * F will be fixed at the current level of 140, 72, 8 & 3 respectively.   




e)
The Commercial/ Technical Assistant Cadre was created in 1978 to provide opportunities for educated and technically qualified or experienced employees (diploma holders and Graduates) in the Staff/ Workmen category for career progression and growth.  This category is the first line supervisory staff who have acquired technical / Commercial and professional skill and knowledge on their job and have shown some level of managerial/ supervisory skill to oversee and supervise the tasks/ jobs of the workmen and staff reporting to them.  Over the years some of the Commercial/ Technical Assistants have acquired professional/ technical qualification and have shown adequate level of maturity and managerial abilities (decision making, man management skills) to be considered for promotion to the Officers cadre.





Commercial/ Technical Assistant Cadre would remain frozen at 215 nos. Any Promotion to officers’ cadre may be supplemented by promotion from staff/ workmen category without seeking replacement.  There are four grades for Commercial/ Technical Assistant Cadre – A, B, C & D.  The combined strength of Cadre A&B/C/D would remain fixed at 30 Nos. and 185 nos. respectively.




f)
Promotion to Officers Cadre Grades A, C2 & E, (landmark level) posts would be based on vacancy and merit, suitability of the candidate for the next level of promotion with a weightage for seniority.  Inputs for promotion will be provided from performance Appraisal Reports, interviews and assessment made by a Committee comprising of full time in-house Directors assisted by the respective heads of Divisions/ Units and the Head of HRM/ HRD.  Promotion at the level of General Manager would be ratified by the Committee of the Board of Directors.



Like the Officers cadre there are stroked position in Commercial/ Technical Assistant Cadre e.g. A&B/C/D.  Assistants working in Grade B&C for a minimum period of 5(five) years may be promoted to the higher level subject to satisfactory performance/ service record.  These would be cases of post up-gradation and not promotion.




g)
The eligibility for promotion of Officers and Assistants Cadre from one level to another would be a minimum of 3 years.




h)
Recommendations for promotion to Grade ‘F’ i.e. at the level of Chief Executive would be assessed by the Appointment Sub-Committee of the Board of Directors formed for the appointment of Chief Executives.




i)
Promotion at the level of Chief Executives and General Managers would be on Probation for one year.

7.
Inputs for Promotion: The following would form the inputs or elements for taking decision on promotion:




a)
Organizational Needs:  This may arise out of business plan (including changes in technology, growth, diversification, new markets etc.) changes in Organisational structure, separations, changes in environment, etc.  If the Company is unable to promote people due to stagnation in the organization, Company may use ‘Upgradation’ as a substitute (viz. from Grade A to B, C1 to C2, D1 to D2.




b)
Performance on the Present Job:  should be given high weightage.  The source of Data may be Performance Appraisal Reports and Ratings and interviews.  Consistent acceptable level of performance will form a ”Necessary Condition” for eligibility for promotion.




c)
Merit as reflected in the potential for handling higher responsibility.  Performance of the incumbent to be closely monitored when the incumbent’s supervisor/ reporting Officer is on leave.  The candidate should have shown ability of handling tasks/ responsibilities in the absence of his superior/ reporting Officer.  For promotion to Senior positions D-1 and above, emphasis will be on factors like conceptual skills, interpersonal relationship, and breadth of outlook rather than technical competence or length of service except for R&D and Specialists functions where technical competence will also be the guiding factor.




d)
Experience as indicated by the length of service and quality of experience.


e)
Qualification and Training in related field/ function.  This may be assessed from training records, additional degree and diploma acquired by the candidate.




f)
Market value of persons for similar positions/ persons with similar Competencies.




g)
Reservation Policy on SC/ST/OBC etc. promotions shall be followed as per Govt. guidelines received from Administrative Ministry/ Competent Authority from time to time.



8.
Process:  The company has an annual Performance Appraisal System for Officers and Technical/ Commercial Assistants.  The Appraisal Period is 1st April to 31st March.  For Officers the Appraisal Form consists of two parts – Self Appraisal and Management Appraisal.  The performance Appraisal system for Commercial and Technical Assistants consists of only the Management Appraisal Forms.  The assessment period is 1st April to 31st March.

Depending upon the performance and potential of officers there may be recommendations for upgradation of Stroke posts or for promotion to the vacancy based land mark posts.  The recommendation will be first assessed at the unit level taking into consideration the suitability of the candidate and the vacancy in the organizational structure.  Thereafter the recommendation will be processed and screened at level of Chief Executive and forwarded to the office of Director (Personnel) with specific recommendation and justification for upgradation/ promotion.

The total recommendation received by the Director (Personnel) will be examined by the HRD Deptt. for officer cadre and by the Corporate HRM Deptt. for the Technical/ Commercial Assistant cadre.  Brief case history of the recommendation along with the past track record of the individual viz. his/her previous ratings, noteworthy performance, special training or aptitude will be put to Director (Personnel).  Thereafter Director (Personnel) will evaluate and asses each of the recommendations in consultation with the respective Chief Executives/ Unit Heads about the merit of such recommendation taking into the consideration the past performance and suitability of the individual to take up the new post.

Fully satisfied with the recommendations, Director (Personnel) will put up the recommendations to the Committee of In-house Directors comprising of Chairman & Managing Director, Director (Finance), Director (Planning), Director (Personnel). Such committee of In-house Directors may be assisted by the respective Chief Executives.


All Candidates for promotion to Grade A, C2, E of Officers Cadre will be interviewed by the Committee of In-house Directors.  The Committee will consider overall need of the organization, the organizational structure, merit and suitability of each individual and thereafter recommendations will be approved on case to case basis.  Recommendations for upgradation within stroked posts would be assessed by respective Chief Executives, and Director (Personnel) and their recommendation will be considered and finally approved by the Committee of Directors.

Performance of the Commercial/ Technical Assistants will be assessed each year by the head of the Department and reviewed by the Head of the Unit.  Depending upon the perfo                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                ll be forwarded to the Head of HRM at Head Office.  Consolidated list of recommendation will be reviewed and screened by Head of HRM in consultation with the respective Chief Executive and will be forwarded to Director (Personnel) with specific recommendations and justification for upgradation and promotion.  The recommendation notes will include a brief history of the candidate along with his performance record, special skills, and training the candidate might have received.  A Selection Committee comprising of Director (Personnel) respective Chief Executives and GM (HRM) will interview the candidates, assess their suitability for promotion/ upgradation and form a panel for promotion.  The Committee of Directors will be authorized for finalisation of the promotion from the said panel.

Promotion letters for Officers and Technical / Commercial Assistants will thereafter be issued after receiving of Vigilance clearance from appropriate authority.

9.   DATE OF PROMOTION

Promotion shall be processed ONCE A YEAR in the month of June/July.  The qualifying period shall be reckoned as on 1st April in the current year upto Dy. General Manager whereas w.e.f. 1st July incase of General Manager and above.

10.  VIGILANCE CASES

The Vigilance cases shall be dealt with under the ‘Sealed Cover Procedure’ prescribed by the Bureau of Public Enterprises.

11.  MERIT AWARD

Based on merit position and recommendation if promotion of a Very Good/ Outstanding performer, i.e. consistent performance appraisal rating of 71 or more in any Executive post for 2 consecutive years, is not possible due to lack of vacancy, the competent authority may consider grant of one merit award.

12.  DEPARTMENTAL PROMOTION COMMITTEES

DPC’s will be constituted for considering and recommending all promotions.  Following will constitute DPC:

All Functional Directors

Chief Executives of Units.

The senior-most member of DPC will be the Chairman and the member from Personnel Department will be the Convenor.

13.  PROBATION

All promoted candidates from GM and above shall be on probation for a period of one year.

14.  RESERVATION

Reservations for SC/ST, etc. shall be made in accordance with the Government directives.

I15.  NTERPRETATION

The interpretation of Director (Personnel) shall be final in respect of this Policy and Rules.

16. SAVINGS

The Management reserves the right to change, alter, modify add to or delete any or all the clauses of this Promotion Policy.

ANNEXURE-I

ELIGIBILITY FACTOR

(A)
Attendance 
:
Attendance of the executive shall be free from LWP (Leave Without Pay).  The management may, however, condone LWP normally upto three months on medical ground.  In case of LWP due to accident out of and in the course of employment, this can be relaxed by the Competent Authority.



(B)
Conduct
:
The service of the executive shall be clean, i.e. free from any punishment.  Executives will not be considered for promotion during the currency of punishment.

For Executives under suspension or against whom enquiries are pending due to any reason, the promotion order will be issued only when they are exonerated.

Executives who have been demoted shall have to complete the Qualifying Period de novo and fulfill other norms of promotion.



(C)
Performance Appraisal
:
Executives should have obtained a minimum appraisal rating of 71 and above during the 3 years preceding the date of consideration for promotion.



(D)
Qualification & Experience
:
Minimum qualification for promotion to any Executive post is Graduate.  The minimum qualifying period of three years for those with outstanding performance for 3 consecutive years and four years for others.

The qualifying period indicated hereinbefore is the minimum period of eligibility to be considered for promotion and does not mean that the employee acquires right to promotion after completing the qualifying period.

ANNEXURE-II

QUALIFICATION AND WEIGHTAGE

(A)
TECHNICAL   
a)
Graduate in Engg. With MBA/PG Degree in Engg.
15



b)
Degree in Engg/B.Sc. with Diploma in Engg/AMIE
12



c)
B.Sc./Dip in Engg
7













(B)
FINANCE
a)
CA & AICWA/CA or CA with MBA/AICWA with MBA
15



b)
CA or AICWA
12



c)
M.Com/SAS/Inter CA or Inter AICWA
10



d)
B. Com
7







(C)
GENERAL
a) 
Post Graduate Degree with MBA with specialization in the relevant field/ Degree in Engineering with MBA or equivalent professional qualification
15



b)
Degree in Engg/ Graduate with MBA or equivalent professional qualification
12



c)
Relevant Post Graduate Degree/ Graduate with Qualification recognized by the Government of India for appointment to superior posts
10



d)
Graduate
7







(D)
MEDICAL
a)
Relevant Post Graduate Medical Degree
15



b)
MBBS
12







(E)
COMPANY SECRETARIAT
a)
Post Graduate with ACS
15



b) 
Graduate with ACS
12



c)
Graduate with Inter CS
10

NOTE:

(i) The qualification pattern under Technical will cover all technical areas and that under General the other areas.

(ii) MBA or equivalent professional qualification will mean 2-year full time or 3-year part time course in Management or the relevant professional discipline leading to University Degree or Diploma by institutions recognized by the Government of India.

(iii) LL.B will be treated as Professional Qualification for Legal Discipline and Post Graduate degree for others.

(iv) Relevant Post Graduate Degree will be determined by the Corporate Management considering the relevance of the subjects of study to the work of the incumbent of the discipline.

(v) Any change in the list of qualification commensurate with the changing need of the organization and development in the field of education will be notified from time to time by the Corporate Management.
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PAY SCALES AND DEARNESS ALLOWANCE

1. PAY SCALES IN AYCL

AYCL had been following the Pay Scales and Dearness Allowance as recommended by the Government of India for Public Sector employees.

1.1 Pay Scales for Officers and Assistants

The revised pay scales as approved by the Government in respect of Officers and Assistants of AYCL and its subsidiaries corresponding to pre-revised pay scales are as follows:

Grade

Pre-revised Pay Scale
Revised Pay Scale

(w.e.f. 1.8.1997)

Officer:

A
-
4000 – 175 - 7150
8600 – 250 – 14600

B
-
4800 – 5800 – 225 - 8275
10750 – 300 – 16750

C1
-
5400 – 225 – 6300 – 250 - 9050
13000 – 350 – 18250

C2
-
6500 – 250 – 7500 – 275 - 9425
14500 – 350 – 18700

D1
-
7000 – 275 – 8100 – 300 - 9600
16000 – 400 – 20800

D2
-
7500 – 300 - 9900
17500 – 400 – 22300

E
-
8250 – 300 - 10050
18500 – 450 – 23900

F
-
9500 – 400 – 11500
20500 – 500 – 26500

Assistants:

A
-
2800-90-3430-100-4930(II)
5200 – 140 – 8000 

B
-
-
5600 – 150 – 8600 

C
-
3200-110-3970-120-5290(I)
6000 – 160 – 9200 

D
-
-
6400 – 180 – 10000 

2.  DEARNESS ALLOWANCE

(i) Scheduled Posts and Officers/Assistants

The DA admissible to the incumbents of Scheduled Posts and other Officers/Assistants with reference to the revised pay scales effective from 01/08/1997 is on Industrial DA pattern linked to AICPI 1708 (1960 = 100) Simla Series published by the Labour Bureau and notified by the Government.  DA instalments would be released four times a year w.e.f. 1st January, 1st April, 1st July and 1st October.  DA would be paid for the increase in AICPI above quarterly index average of 1708 to which the Scale of Pay are related.  The percentage increase/ decrease in the quarterly average of the AICPI for the period ending February, May, August and November over index 1708 would be taken upto one decimal point.

3.  FIXATION OF PAY ON INITIAL APPOINTMENT / PROMOTION

On initial appointment, the deserving candidates may be considered for such higher pay as is decided by the Chairman/ Managing Director, in the prescribed pay scales as in force from time to time, on the recommendation of the duly constituted Selection Committee.

On promotion, the salary of an employee shall be fixed at the next higher stage after allowing him one increment of the scale of pay from which he is promoted.

4.  HOUSE RENT ALLOWANCE AND HOUSE RENT RECOVERY

4.1 HOUSE RENT ALLOWANCE

i) The following are the rates approved by Government/BPE regarding payment of House Rent Allowance to the employees stationed in various Classes of Cities/ Towns:

Delhi, Mumbai, Kolkata and Chennai
30% of the basic pay

Other ‘A’ Class Cities


15% of the basic pay

B1 & B2 Class Cities


15% of the basic pay

‘C’ Class Cities


7.5% of the basic pay

Unclassified Cities


5% of the basic pay

ii)   For drawal of HRA at the above rates the employee concerned has to bear first 10% of the house rent on his own.  In case the house rent is more than the amount admissible from the Company over and above the 10% to be borne by the employee, the balance has also to be borne by the employee concerned.  The financial liability of the Company is restricted to the rate prescribed as above.

iii) The House Rent Allowance without production of rent receipt would be as per percentage pay as above.

iv) The employees who live in houses owned by themselves or their spouses are eligible to draw HRA depending upon the ratable value assessed by the Municipal Authority/ Authorised Body of the area where the houses are situated provided 10% of basic pay is borne by them.

4.2 HOUSE RENT RECOVERY FOR RESIDENTIAL ACCOMMODATION PROVIDED BY THE COMPANY

Recovery of rent in respect of housing accommodation provided by the Company would be made at the rate of 10% of the Basic Pay or the standard rent whichever is lower.

4.3 SELF LEASING

The Officers at the Board level as well as Key Officers below the Board level viz. in Grade F, E & D2, if they prefer to stay in their own houses on self-lease basis.  The ceiling in respect to plinth areas as well as monetary ceilings for self leaving purposes will be as under:

Designation
Grade
Monthly Rental
Plinth Area including super built up area



(Rs)
(Sq.ft)

Chairman
-
Rs.12,400/-
1900

Directors
-
Rs.10,900/-
1700

Chief Executives
F
Rs.10,600/-
1200

General Managers
E
Rs.9,600/-
1200

Dy. Gen. Managers
D2
Rs.8,900/-
1200

No HRA is applicable where self-leasing/ Company leased facility are provided.

4.4 RECOVERY OF RENT FOR LEASED ACCOMMODATION

Wherever accommodation has been arranged by taking the premises on a lease basis within the ceiling indicated above, the rent would be recovered from the concerned Officers @10% of the basic salary.  If in a particular case the rent paid by the Company in respect of the leased accommodation happens to be lower than the amount worked out at 10% of the basic pay; in that event, the recovery of rent would be restricted to the actual amount paid by the Company in respect of the leased accommodation.

4.5 Under the revised instructions the Board of Directors had been empowered to allow variation in the ceilings of the plinth area and the amount of rental within the 25% of the prescribed limits in order to suit the local conditions and individual needs of the officers and this flexibility would also be permitted in respect of accommodation on self-lease basis.

4.6 There will not be any reimbursement of rent for maintaining office room at the residence.

5.  CITY COMPENSATION ALLOWANCE

City Compensatory Allowance (CCA) to the employees of the Corporation is paid at the rates/ceiling as approved by the Government.

*The present rates of City Compensatory Allowance to the employees on the above basis are given below:

Classification of Cities
Amount per month (Rs)


Basic Rs.6500 & above
Basic Rs.5251 to 6499
Basic Rs.4001 to Rs.5250

A-1
300
200
125

A
240
150
95

B-1
180
100
65

B-2
120
65
35

6.0 REIMBURSEMENT OF EDUCATIONAL EXPENSES TO OFFICERS POSTED AT TEA GARDENS

6.1 The Scheme will be called “Scheme for Reimbursement of Educational Expenses to Officers posted in Tea Gardens of Andrew Yule & Co. Ltd.”.  This will come into effect from 1st November, 1993.

6.2 It will be applicable to Officers of the Company posted in the Tea Gardens of the Company on the following terms and conditions

6.2.1 
For children studying in local

Schools/ colleges

…
Rs.1,000/- per month

6.2.2
For Children studying outside

The place of posting – Dist/State 

Or in Boarding schools/colleges …Rs.1,500/- per month.

This will not be considered while computing statutory benefits 

viz. provident fund, medical reimbursement, terminal dues, etc.

6.3 Reimbursement shall be allowed for maximum two children.

6.4 The reimbursement shall be allowed for children of Officers who are in the age group between 5 years and 24 years for pursuing studies upto Graduation level.

6.5 Children of Officers availing reimbursement under the Scheme will not be entitled to ‘Yule Group Scholarship’.

6.6 Reimbursement of educational expenses under this Scheme will be available to eligible Officer so long as he is posted in the Tea Garden.  It will be withdrawn automatically from the date he is transferred and released from the Garden.

6.7 Eligible Officer will be entitled to reimbursement under the Scheme only after it is approved by Director (Personnel), the Competent Authority.  An application in the prescribed form (Annexure-I) will have to be made to Director (Personnel) through the respective General Manager/ Garden Manager and the Chief Executive (Tea Division) for approval of the former.

6.8 Director (Personnel) may not accord approval of reimbursement and reject the application if he considers it fit in the interest of the Company.  He can also at his discretion, withdraw his sanction/approval accorded to any Officer regarding reimbursement of expenses under this Scheme at any time and the concerned Officer shall abide by the decision of Director (Personnel) in these matters.

6.9 After sanction/ approval of Director (Personnel), monthly reimbursement of expenses will be made on the basis of certificate to be issued by the Officer concerned that his child/children is/are studying in School/College and that he has incurred the above expenditure on account of their studies.

6.10 Reimbursement will be made from respective Tea Gardens.

6.11 The Committee of Directors can modify the rates of reimbursement as mentioned in 2.2 above, or alter or change any provision or whole Scheme or withdraw the Scheme at any time without giving any notice to Officers.

6.12 For any clarification/ interpretation relating to this Scheme, the decision of Director (Personnel) shall be final and binding on the Officers.  Officers receiving reimbursement under the Scheme mentioned above shall abide by and comply with all instructions issued or to be issued by the Competent Authority/Management in these matters.

APPLICATION FOR REIMBURSEMENT OF EXPENSES FOR EDUCATION OF CHILDREN OF OFFICERS POSTED AT TEA GARDENS

Director (Personnel),

Andrew Yule & Co. Ltd.,

8, Dr. Rajendra Prasad Sarani,

Kolkata-700001



Thro’ :   Chief Executive (Tea)




  General Manager / Garden Manager.

Dear Sir,

I wish to avail of reimbursement of expenses for education of my child(ren) under the Company’s Scheme for reimbursement of educational expenses to Officers posted in Tea Gardens of Andrew Yule & Co. Limited.

2. My particulars and details of my child(ren) is/are given below:

(1) Name

(2) Designation/Grade

(3) Garden where posted

(4) Name(s) of the child(ren)

(5) (a) Date(s) of birth of the child(ren)

(b) Age of the child(ren)

(6) Name(s) and full address(es) of the School(s)/ College(s) where admitted.

(7) Date(s) of joining School9s)/ College(s)

(8) Class(es) of study

(9) Other details

3.  I confirm that I have read the above Scheme and agree to abide by the conditions outlined therein.  I also agree with the Management’s right to withdraw the reimbursement of educational expenses at any time after sanction/ approval of the same and undertake to abide by the decision.

Yours faithfully,

(Signature of Applicant)

Recommendation from Controlling Authority.

7.0  REIMBURSEMENT OF CONVEYANCE EXPENSES
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REIMBURSEMENT OF CONVEYANCE EXPENSES

1.0 OBJECTIVE

To establish uniform policy and rules for Reimbursement of Conveyance and maintenance Expenses with a view to encouraging the Officers and Assistants to own and maintain conveyance and to use the same on official journeys undertaken for official purposes at Headquarters and State Capitals.

2.0 POLICY

The reimbursement of conveyance and maintenance expenses for journeys undertaken in connection with the official work may be allowed to the Officers and Assistants of the Corporation using their own conveyance. 

3.0 The Scheme will be called as the “Scheme for Reimbursement of Cost of Maintenance of Vehicles and Conveyance Expenditure for Officers of Andrew Yule & Co. Ltd”.  This will come into effect from 1st September, 1992.

4.0 It will be applicable to Officers of the Company in the grade C2 and above and who own motor cars and/or to all Officers who own motor cycles/ scooters on the following terms and conditions.

4.1 Officers shall use their vehicles for official purpose and journeys and the ownership and maintenance of vehicles are in the interest of the Company.

4.2 Officers are required to bring the vehicles to the place of work on working days and on holidays for official work and to work beyond duty hours when necessary for which no Company transport or extra compensation is payable.

4.3 Reimbursement shall be allowed in respect of one vehicle only and the vehicle should be owned and registered in the name of the Officers claiming the reimbursement, unless otherwise permitted by the Compe                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                ill be entitled to reimbursement under the Scheme only after it is approved by the Director (Personnel), the Competent Authority.  An application in the prescribed form (Annexure I) will have to be made to Director (Personnel) through the Chief Executive/ Head of Unit/ Office for approval of the former.

4.4 Director (Personnel) may not accord approval of reimbursement and reject the application if he considers it fit in the interest of the Company.  He can also withdraw his sanction/ approval accorded to any Officer regarding reimbursement of expenses under this scheme in the interest of the Company and the concerned Officer shall abide by the decision of Director (Personnel) in this regard.

4.5 Rates of reimbursement of maintenance expenditure of vehicles are as follows:

4.5.1 Officers in Grade F who own car and is required/ permitted by the Company to use it for official purpose




    … Rs.3600.00 per month


4.5.2 Officers in Grade E who own car and is required/ permitted by the Company to use it for official purpose




        … Rs.3300.00 per month

4.5.3 Officers in Grade D2 who own car and is required/ permitted by the Company to use it for official purpose




        … Rs.2400.00 per month

4.5.4 Officers in Grade D1 who own car and is required/ permitted by the Company to use it for official purpose




        … Rs.2200.00 per month

4.5.5 Officers in Grade C2 who own car and is required/ permitted by the Company to use it for official purpose




        … Rs.1900.00 per month

4.5.6 Officers who own Motor Cycles/ Scooters and is required/ permitted by the Company to use it for official purpose




        … Rs.600.00 per month

4.6 After approval of Director (Personnel), monthly claims for reimbursement of maintenance of vehicle will have to be made in the prescribed form (Annexure II).

4.7 When an Officer is absent from duty or from the place of duty for more than 30 days continuously, he will not be entitled to the reimbursement of maintenance expenditure as mentioned above from 31st day.  However, Director (Personnel) may allow continuance of the reimbursement only if he is satisfied that there is a valid reason for continuance of the same beyond 30 days of absence. The decision of Director (Personnel) in this regard shall be final and binding on the Officers concerned

4.8 Officers using their own vehicles for official duties will be entitled to reimbursement of conveyance expenses in addition to reimbursement of monthly maintenance expenses mentioned above at the following rates:

4.8.1 Officers who use their cars for official purpose … Rs.2.50 per K.M.

4.8.2 Officers who use their Motor Cycles/ Scooters etc….Rs.1.00 per K.M.

4.8.3 The above modification will be made effective from 1st October, 1996.

The reimbursement of conveyance expenditure will, however, not be made for journeys from residence to office and to residence as these are covered under the reimbursement of maintenance expenditure as mentioned above.

5.0 When Officers are required to use their vehicles for official journeys as mentioned in paragraph 4.11 above, they will, after completion of journey, submit claim in the prescribed format (Annexure III) for approval of the aforesaid authorities as mentioned in paragraph 4.11.  The concerned authorities, after verification and checking, will approve the bill and the Officers concerned will be entitled to such amount with modification, if any, as is decided by the Controlling Authorities after verification.

6.0 If at any time after sanction of reimbursement under this scheme, the Officer is no longer in possession of the vehicle through loss, sale, theft, etc., he shall immediately report the matter to Director (Personnel) through the concerned Chief Executive/ Head of Office/ Unit.  Consequently, the order sanctioning reimbursement under this Scheme will be automatically cancelled.  However, Director (Personnel) may allow continuance of reimbursement if the vehicle stolen or lost is recovered and is back in possession to the Officer concerned within a reasonable time as decided by Director (Personnel).

7.0 For any clarification/ interpretation relating to this Scheme, the decision of the Director (Personnel) shall be final and binding on the Officers.  Officers receiving reimbursement under the Scheme mentioned above shall abide by and comply with all instructions issued or to be issued by the Competent Authority/ Management in these matters.

8.0 The Committee of Directors can modify the rates of reimbursement as mentioned in paragraph 2.8 and 4.11 above, or alter or change any provision or whole scheme or withdraw the scheme at any time without giving any notice to the Officers.

9.0 This Scheme will not apply to Officers in the Tea Gardens and Power Stations as separate arrangements are applicable to them.

10.0 The Competent Authority/ The Management in its sole discretion and in the business interest of the Company and on case to case basis might sanction reimbursement of Driver’s wages upto such amount as might be considered reasonable to the Officers in the rank of Deputy General Manager and above who own car and required/ permitted by the Company to use the same for official purpose.

11.0 The Competent Authority/ the Management might in the interest of the Company and depending on the merit of each case allow reimbursement of cost of maintenance and running of Motor Cars to the Officers in Grade A to C1 and in respect of Motor Cycles/ Scooters to the Assistants in Grade I & II who possess such modes of transport and required/ permitted/ allowed by the Company to use the same for official purpose.

12.0 All other terms and conditions of the existing Scheme shall remain unaltered.  However, the permission for use of car/ motor cycle/ scooter etc. and granting of reimbursement of expenses as mentioned in the Scheme shall be at the discretion of the Management/ Competent Authority and the entitlements thereof cannot be claimed as a matter of right.

13.0 The Competent Authority for the purpose of the scheme will be the Director (Personnel) and/or the Chairman & Managing Director.

14.0 Reimbursement of Transport/conveyance expenditure for Officers:

With effect from 1st August, 1992, Officers who are not provided with pick up/ transport facility, will be reimbursed transport expenses not exceeding Rs.200/- per month instead of the existing limit of Rs.150/- per month.

15.0 Reimbursement of transport/ conveyance expenditure for Commercial       and Technical Assistants:

With effect from 1st August, 1992, Commercial /Technical Assistants who are not provided with pick up/ transport facility, may be reimbursed transport expenses not exceeding Rs.125/- per month.

16.0 The above reimbursement will be made on the basis of certification by the Officer/ Assistant concerned which is to be approved by the respective Head of the Department/ Controlling Authority.

17.0   The Management reserves the right to reject or to cancel or to withdraw the aforesaid reimbursement at its discretion in the interest of the Company at any time without giving any notice to the Officer/ Assistant concerned.

18.0 CLARIFICATION

a) The whole concept is reimbursement of transport expenses and that too at the discretion of the Management.  It is not an allowance and as such, it does not give any right to an Executive or Assistant to claim it as an allowance on monthly basis.  Reimbursement to the maximum extent of rs.200/- and Rs.125/- per month for Executives and Assistants respectively who are not provided with pick up facility is effective from 1st August, 1992 only and not from any prior date.  

b) Number of minimum days of work has been specified for sanctioning of conveyance in the said circular and it has been left to the discretion of the Management.  But an Executive/ Assistant remaining absent from the office for the whole month either or leave or on tour cannot be reimbursed the aforementioned transport expenses as he has not spent anything on transport for attending the office.  To sanction reimbursement, a minimum period of seven days’ attendance per month is normally required.

ANNEXURE I

APPLICATION FOR USE OF OWN VEHICLE UNDER “SCHEME FOR REIMBURSEMENT OF COST OF MAINTENANCE OF VEHICLE AND CONVEYANCE EXPENDITURE FOR OFFICERS OF ANDREW YULE & CO. LTD”.

Director (Personnel)

Andrew Yule & Company Limited,

8, Dr. Rajendra Prasad Sarani,

Kolkata-700 001

Through :Chief Executive / General Manager / Head of Unit/ Office

Dear Sir,  

I wish to use my vehicle *(Car/ motor cycle/ scooter) under the Company’s Scheme for Reimbursement of Cost of Maintenance of Vehicles and Conveyance Expenditre for Officers of Andrew Yule & Co. Ltd.

My particulars and details of the vehicle are as follows:

1. NAME

2. DESIGNATION/ GRADE

3. DOVOSOPM/ DEPARTMENT/ UNIT

4. PLACE OF POSTING

5. DATE OF JOINING

6. NAME/ MODEL OF CAR/

MOTOR CYCLE/ SCOOTER

7. YEAR OF MANUFACTURE

8. REGISTRATION NUMBER

9. OTHER DETAILS

I confirm that I have read the above Scheme and agree to abide by the conditions outlined therein.

Yours faithfully,

(SIGNATURE OF APPLICANT)

RECOMMENDATION FROM CONTROLLING AUTHORITY:

*DELETE WHICH IS NOT APPLICABLE.

ANNEXURE-II

APPLICATION FOR REIMBURSEMENT OF MAINTENANCE EXPENDITURE OF VEHICLE UNDER “SCHEME FOR REIMBURSEMENT OF COST OF MAINTENANCE OF VEHICLES & CONVEYANCE EXPENDITURE” FOR OFFICER OF ANDREW YULE & COMPANY LIMITED

NAME OF OFFICER



DESIGNATION

PERIOD OF NON-UTILISATION OF VEHICLE DUE TO ABSENCE OF LEAVE, ETC.

AMOUNT CLAIMED

MONTH FOR WHICH THE  AMOUNT CLAIMED 


:

:

:

:

:






…………………………………………………………………………………………………………….

I do hereby certify that I have maintained my *Car/motor cycle/ scooter  Registration No._______________________ in proper condition and utilized the same in the performance of Official journeys.  Expenditure incurred on the maintenance and running of the vehicle during the above period was in the excess of the amount claimed.

SIGNATURE OF THE CLAIMENT

DATE:__________________

CHECKED FOR
: Rs.

SIGNATURE

:





Date:

APPROVED FOR
: Rs.

SIGNATURE

:





Date:

Designation of approving Authority:    _____________________

*Delete which is not applicable

ANNEXURE III

APPLICATION FOR REIMBURSEMENT OF CONVEYANCE EXPENDITURE 

FOR USE OF OWN VEHICLE*(CAR/MOTOR CYCLE/

SCOOTER) ON COMPANY BUSINESS

As instructed by you, I certify having utilized my personal *Car/ motor cycle/ scooter No._________________for official business, details of which are given below:

Date
Opening Milometer Reading
Closing Milometer Reading
Km. Run
Details of journey undertaken























































Total No.of Kms. Used:

Amount claimed : Rs.

NAME:





DESIGNATION:

Signature :

Checked:

Date:

Approved for: Rs______________

Date:

*DELETE WHICH IS NOT APPLICABLE.

8.0  TRAVELLING & DAILY ALLOWANCE RULES
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TRAVELLING & DAILY ALLOWANCE RULES

Permissible expenses on Business Tour – Executive/ Assistant

1. Date of Commencement

These shall come into force on and from 12.8.1991.

2. Application:

These rules shall apply to all Executives & Assistants employed by the AY Group Companies.

3. Interpretation:

3.1 Tour Period:

The time period between the date and time of departure and the date and time of return from or to the town of one’s permanent Office / Unit is the tour period for that particular tour, provided no leave of any kind other than Sick Leave has been availed of during this period for which no daily allowance is admissible.

3.2 Date and time of departure:

The date on which and the time at which the employee leaves his town for commencement of a tour.

3.3 Date and time of return:

The date on which and the time at which the employee returns to his town after completion of a tour.

3.4 Number of days for the purpose of calculating Daily Allowance:

These are to be calculated as follows:

3.4.1. Day means a ‘Calendar’ day beginning and ending at midnight.

3.4.2. Number of days for Daily Allowance – the total number of complete Calendar days included in the tour period plus adjustment for part days.

3.4.3. Adjustment for part days is to be done in the following manner:

Any period between 12 midnight

on any day to 12 midnight of   

 :  To be considered

the next day of more than 12 hours 

     as half a day 

duration

Any period between 12 midnight

on any day to 12 midnight of   

 :  To be considered

the next day of less than 12 hours 

     as half a day 

duration
4.   All Tours to be pre-authorized:

All tours are to be pre-authorized in the prescribed format (enclosed) by the Chairman/ Director / Chief Executive concerned or any other Executive to be nominated by the said Director /Chief Executive for the purpose.

5. Travel Advance:

While it should be ensured to book Railway/ Air Tickets or hotel accommodation through the recognized Travelling Agents like Balmer Lawrie or directly in advance, yet cases may arise where observance of such formalities may not be possible.  In such cases the employees concerned may draw a reasonable amount as ‘Advance’ for meeting his expenses after giving all requisite details in connection with a pre-authorised tour in the prescribed format.  The amount of advance shall be held in trust for the Company by the employee concerned.  The said advance could only be sanctioned by the respective Director / Chief Executive or any other Executive to be nominated by the said Director / Chief Executive.  It is imperative that before a second advance is taken, the previous advance must be settled in full without fail or positively within 15 days after return, whichever is earlier.

6. Mode of Travel:

Executives in Grade C1 and above are entitled to Air/ ACC Rail fare.  Executives in Grades B & A are entitled to 1st Class/ AC II tier Sleeper Rail fare.  Assistants are entitled to travel by 1st Class.  Travel by higher class or by Air in respect of Officers of Grades B &A as well as Assistants can only be undertaken only with the prior permission of the Director/ Chief Executive in case of exigency or exceptional circumstances.  Where Train Journey is not possible or is not suitable mode of transport, travel by Taxi/ Share Taxi can be undertaken which should normally not exceed 1st Class Train fare for the same distance where places are connected by train.  Expenses incurred for meals while traveling shall be at reasonable actuals.  Statement of traveling expenses incurred indicating places visited should be attached to the Expense Statement. Where long distance travel by taxi is undertaken, receipts against actual amount paid including the taxi No. must be submitted.

7. Daily Allowance:

Daily Allowance is admissible for the day when any Executive/ Assistant works in a place other than his Office/ Unit and makes night stay there.

This Composite Daily Allowance will be at following rates:


Grade/ Category
Composite Daily Allowance



Principal Cities
Other places



(Rs)
(Rs)

i) 
‘F’ and above
900/-per night
800/- per night

ii)
E
800/-  “    “
700/-  “     “

iii)
D2
750/-  “    “
650/-  “     “

iv)
D1 & C2
700/-  “     “
600/-  “     “

v)
C1
650/-  “     “
550/-  “     “

vi)
B & A
600/-  “     “
500/-  “     “

vii)
Assistants
475/-  “     “
350/-  “     “

The above revised Composite Daily Allowance will not be applicable to those officers and assistants who will stay in the official residence or they have been provided with official residence in the place of tour / visit.

Where in the place of visit/ tour the Officers/ Assistants have their own accommodation (where his family members resides) or they are provided with official accommodation, including temporary postings at Project Sites, they will be entitled to Composite Daily Allowance as under:

It is, henceforth, clarified for all concerned that for Officers/ Assistants on tour, a composite daily allowance inclusive of boarding, refreshments, porterage, dhobi charges etc. will be paid as under, when they do not stay in the Company’s Guest House:

Grade/ Category
Amount


(Rs)

400/-per night

360/-  “    “

300/-  “    “

240/-  “     “

200/-  “     “

150/-  “     “



‘F’ and above


E


D2 & D1


C2 & C1


B & A


Assistants


The above allowance will be applicable for stay in hotels also.

When the Officers/ Assistants stay in hotels, the room tariff and lodging charges will be applicable as under:

Grade/ Category
Amount


(Rs)

5 Star Hotels

4 Star Hotels

Rs.1200/- per day (including taxes)

Rs.1000/- per day (including taxes)

Rs.800/- per day (including taxes)

Rs.625/- per day (including taxes)

‘F’ and above


E


D2 & D1


C2 & C1


B & A


Assistants


Principal cities include New Delhi, Calcutta, Bombay, Madras, Bangalore, Ahmedabad and Hyderabad.  In case of routs/ stay of continuously over 30 days at site, etc. the Officer/ Assistant will be allowed to claim only 50% of the composite Allowance from the 31st day onwards provided the Company arranges accommodation for his stay at site/ establishment.

Executives, where Company’s Guest House and Circuit House is available, must stay in the Guest House/ Govt. Circuit Houses.  Arrangement may be made to avail the facility of Guest Houses of other Public Sector Undertakings.

Miscellaneous expenses like porterage, tips, laundry, etc. will be reimbursed at reasonable actuals.

8. Guest House facilities and Lodging Charges:

i) Wherever the Company has Guest House facilities, Executives & Assistants would be required to stay at the Guest House of the Company and/or any Guest House that may be secured from other Public Sector Enterprises for suitable accommodation.

ii) For Stay other than Guest House, the lodging charges in respect of Hotels are indicated below.  For this purpose ordinarily hotel accommodation/ restaurants and catering facilities of Public Sector Hotels i.e. ITDC Hotels, for which discounts are available should preferably be used according to the limits of their entitlements.  A list of such hotels is available with Administration Department.  In case of stay at Guest House, expenses in respect of fooding shall be limited to reasonable actual expenses as has been incurred against bills raised by the Guest House for fooding charges.  Receipts will be given on cash payment.  In case of stay at Hotels by an Executive reasonable expenses incurred for food shall be reimbursed.   In case of Assistants, only Hotel tariff together with reasonable breakfast cost shall be permissible.

The tariff charges of hotels are limited as under:

Grade
Lodging charges
Other places


Principal Cities



Bombay, Delhi, Calcutta, Madras, Bangalore, Ahmedabad, Hyderabad


I
II
III Lodging
IV

Chairman & Directors
Limited to single room rent of 5 Star Hotel at New Delhi plus *reasonable Boarding charges with receipts
80% of Col.II plus reasonable Boarding
-

‘F’
Limited to single standard room rent of 5 Star Hotel at New Delhi plus *reasonable Boarding charges with receipts
-do-
-

‘E’
Limited to single room rent equivalent to Samrat Hotel, New Delhi plus *reasonable Boarding charges with receipts
-do-
-

D1 & D2
Limited to single room rent equivalent to Hotel Kanishka, New Delhi plus *reasonable Boarding charges with receipts
-do-
-

C1 &C2
Limited to single room rent equivalent to Hotel Janpath, New Delhi plus *reasonable Boarding charges with receipts
-do-
-

A & B
Limited to single room rent equivalent to Hotel Lodhi, New Delhi (including breakfast) plus *reasonable Boarding charges with receipts

-

Assistants A to D
Limited to single room rent equivalent to Hotel Ranjeet, New Delhi (including breakfast).

Boarding charges of Assistants would be limited to Rs.80/- at actuals with receipts per day

Assistants III in case of WEBFIL




No Taxi Fare would be reimbursed separately for taking meals outside.

*The reasonability of the charges/ expenses will be determined by the Management i.e. the Controlling Officer approving the T.A. Bills and the Management’s decision in these matters shall be final and binding.

For Service/Site Engineer and/or Executives/ Assistants requiring to stay for a long period:

iii)In case of tours/ stay of continuously over 30 days at site, etc. the Officer/ Assistant will be allowed to claim only 50% of the Composite Allowance from the 31st day onwards provided the Company arranges accommodation for his stay at site/ establishment.

Business Tour not involving night stay:

iv)Executives/ Assistants on business tours not involving night stay viz. Calcutta from Kalyani and Asansol and back or Delhi to Gaziabad and back or Bombay to Thane or Kalyan and back and the like will be reimbursed expenses at reasonable actuals (Transport expenses will be reimbursed as per entitlement).

9. Clarification:

In case of any point arises out of the aforesaid rules for ultimate clarification/ decision, the point may be referred to Director (Personnel)/ Chairman and their clarification/ decision shall be final and binding.

10. These Rules may be changed/ modified/ amended/ varied by the Company at any time.

NOTE:  

a) Service charges and taxes wherever payable will also be reimbursed extra.

b) Where accommodation booking is for a full day, accommodation charges in full will be admissible even for part of a day.

c) Equivalent means equivalent in Tariff/ Star prevailing on the date of tour.

d) Lodging charges will be reimbursed on production of Hotel Receipt.  Where production of receipt is not done or an employee makes own arrangement a nominal fixed sum of Rs.50/- per day will be paid on account of lodging.

e) Wherever the Company has got its own Transit House, the employee will be allowed hotel charges in case of non-availability of accommodation in Corporation Transit House.

f) The CMD/ Directors/ Chief Executives of the Company may avail full reimbursement of boarding expenses against vouchers and Rs.50/- per day towards incidental expenses without vouchers, in lieu of Daily/ Cash Allowance.

11. Reimbursement of other Actual Expenses

To meet expenses on account of conveyance, postage, telephone, porterage, etc. on official duties touring officials will be reimbursed actual expenses on the approval of controlling officer containing details of expenditure incurred (showing places visited, distance traveled, purpose of visit, etc. in respect of expenditure on taxi etc.).  Controlling officer shall mean here the authority competent to sanction the tour programme.

The Officers, who are their own controlling officer for purpose of traveling may draw actual expenses as per their own certification after giving the details.  

In addition to the above, actual expenditure on account of service charge for booking railway tickets will be admissible on production of receipts from traveling agents.

In case of claim for reimbursement of entertainment expenditure, it shall be supported by money receipts/ bills along with sanction of competent authority empowered for the same.  If for any reason vouchers could not be produced, sanction of the Managing Director must be obtained.

12. FOREIGN TRAVELS

i) For Foreign Travels by the Company Officials the mode and class of travel should be in accordance with the guidelines issued by the Government of India/ Bureau of Public Enterprises from time to time.

ii) DA will be admissible at the rate prescribed by the Ministry of External Affairs/ Reserve Bank of India rates of foreign exchange per diem, as applicable from time to time.

Procedure for regulating TA/DA Advance and Utilisation / Cancellation of Air Tickets.

A number of cases have come to the notice of Management where the Officers are drawing TA/DA advance as well as purchasing Air Tickets for official tour as per approved programme.  The bills for the journey performed are however, submitted after a long time, beside keeping the unspent money with them, which is not desirable.  The matter has been examined and it has been decided to follow the procedure as detailed below to regulate the TA/DA advance:

a) In case the journey is not performed for any reason whatsoever, the amount of advance should be refunded and deposited in the Accounts Department within 7 days.  Retention of money in anticipation of next tour programme is not permissible.

b) Upon performance of journey the bill should be submitted to Accounts Department within 15 days. The unspent amount of advance should however, be deposited with Accounts Department within 3 days of return from tour.

c) No second TA/DA advance, save and except falling during 15 days time, will be paid unless the bill for earlier advance has been submitted and refund of unspent amount, if any has been made.

d) The unspent TA/DA advance not refunded within the prescribed period shall be recovered from the next month salary in lump.

e) Air Tickets for official tour provided by the Administration or purchased by the official concerned directly should be regularized as under:

· Utilised Air Tickets, duly certified should be submitted along with the bill within 15 days from the date of journey performed.

· Unutilised Air Tickets should be returned to the Administration Department invariably as under in order to restrict the cancellation charges at the minimum as far as possible:-

i) Before 48 hours from the time of departure.

ii) Within 48 hours but before 24 hours from the time of departure.

iii) Within 24 hours but before two hours from the time of departure.

Return of unutilized Air Tickets beyond the above timing will be the personal responsibility of the official concerned and the cost involved will be treated as advance to him.

Similarly endorsement and cancellation of Air Tickets involving various sectors and utilized partially, shall be the responsibility of the official concerned and shall have to be returned to Administration within 48 hours of completion of tour. 

9.0  RULES FOR REIMBURSEMENT OF EXPENSES TO OFFICERS/ ASSISTANTS FOR CHANGE OF RESIDENCE

Considered and approved by the Board of Directors at its meeting held on 22nd January, 1990.

1. When transferred within the same city (location):-

(i) When an employee is posted to another unit within the same city/ town which requires him to change his residence or he is required to change his residence on advice of the Company, he will be entitled to a settling allowance at 1/4th of salary (Basic+DA+Ad Hoc) subject to a minimum of Rs.425/-, and maximum of Rs.1250/-.

(ii) In addition he will be reimbursed actual expenditure for carriage of personal effects, subject to the following monetary limits:


Employees in Grade C2 and above

-  Rs.1000/-


Employees in Grade C1 and below

-  Rs. 500/-

(iii) However, no settling allowance or other benefits shall be paid when the transfer is at employee’s own request.

(iv) Transfers to and from Kalyani to Calcutta will be treated as transfers within the same city.

2. When transferred from one city to another city/ town:

(i) Employees proceeding on transfer will be entitled to actual fare for self and family including dependent children who are actually residing with the employee.  The mode and class of travel being the same as allowed when traveling on official tour.

Tickets should be purchased through the authorized travel agents of the Company wherever possible.

For journeys between places not connected by rail, the employee will be reimbursed actual cost of road transport as per entitled mode for himself and his family.

(ii) The employee will be entitled to one month’s salary (Basic+DA+Ad Hoc) by way of settling allowance.

(iii) Daily allowance at the rate applicable shall be allowed to the officer and his family for the duration of the travelling time as transit allowance, provided travel is by rail/ road to meet fooding and sundry expenses.  This payment will be @ 50% of the normal rate in case of children aged below 12 years.

(iv) For carriage of personal effects, officers will be allowed actual cost of transportation by goods train subject to a maximum of one full wagon load (4 wheeler).

For transfer of personal effects by road, the Company will pay one full truck load for employees in Grade C1 and below and two truck load for employees in Grade C2 and above.  The capacity of each truck shall not exceed 12.5 tonnes.  Lowest offer of road transporters to be accepted.

(v) If an officer wishes to transport his personal and household effects by the Railway Container Service, he shall be allowed to do so subject to the following conditions:

a) Maximum of two containers for officers in Grade C1 and below and maximum four containers for officers in Grade C2 and above may be used provided the charges by the Railway for the two containers/ four containers as the case may be taken together do not exceed the charges for 60/120 quintals by the Container Service.

b) The charges so payable to the Railways for the two containers/ four containers as the case may be should not exceed the cost of transportation of household effects by one truck load or two truck loads as the case may be and the concerned department should ensure this aspect before approving the transportation by Railway Container Service.

(vi) Charges for packing and forwarding by rail/ road would be through an authorized Agent approved by the Company and payment to him will be by A/c. Payee Cheque only.

(vii) Loading and unloading charges will be reimbursed at the rate of Rs.150/- per truck/ railway wagon each end.

(viii) Employees shall be entitled to reimbursement of actual insurance premium subject to a ceiling of Rs.500/- for insuring the personal effects against breakage/ theft in transit and actual octroi charges, if any, paid to the Govt./Corporation, subject to production of voucher.

3. At the time of appointment for Officers:

(i) Junior Officers/ Assistants/ Trainees on probation will not be allowed reimbursement on account of transport expenses for themselves and/or members of their families.

(ii) In respect of experienced persons appointed to posts in Grade C1 and above, in exceptional cases, reimbursement of transport expenses for self, spouse and dependent children and unaccompanied baggage can be permitted on its merits with specific prior approval of the Chairman/ Director (Personnel).

(iii) Where such reimbursement is permitted, it will be subject to the following:

a) Proof of travel should be produced for the journey involved by the shortest route and money receipts submitted for the rail freight incurred.

b) The mode and class of travel will be ACC rail/ air for Officers joining Grade E and above and 1st Class rail for other posts.

c) For carriage of personal effects, employees will be allowed actual cost of transportation by goods train, subject to the maximum of one full wagon load( 4-wheelers).

d) For an employee who on his joining wishes to transport his personal effects by road, Company will arrange and pay for the same limited to one full truck load for Officers in Grade C1 and two truck loads for Officers in Grade C2 and above.

e) Charges for packing and forwarding by road/rail would be through an authorized Agent appointed by the Company and payment to him will be by A/c. Payee Cheque only.

f) If, however, an employee transports his personal effects by road, by making his own arrangements, he will be eligible for the actual transportation by road or the equivalent to 60 quintals by a 4-wheeler rail wagon, whichever is less.

g) If an officer wishes to transport his personal and household effects by the Railway Container Service, he shall be allowed to do so subject to the following conditions:-

(i) Maximum of two containers for officers joining in Grade C1 and below and maximum four containers for officers joining in Grade C2 and above may be used provided the charges by the Railway for the two containers/ four containers as the case may be taken together do not exceed the charges for 60/120 quintals by the Container Service.

(ii) The charges so payable to the Railways for the two containers/ four containers as the case may be should not exceed the cost of transportation of household effects by one truck load or two truck loads as the case may be and the concerned department should ensure this aspect before approving the transportation by Railway Container Service.

h) In the case of Tea Gardens, Management Trainees on joining would be entitled to reimbursement of fare from Calcutta to the Garden which would be purchased directly by the Company.  They would also be entitled to transportation upto 20 quintals’ personal effects through the Company’s carrier from Calcutta only.

4. At the time of retirement:

i) When the Officer/ Assistant retires and wishes to travel to the place at which he and his family intend to settle on retirement, he may be allowed actual fare for self and family including dependent children who are residing with the Officer/ Assistant.  The mode and class of travel being the same as allowed to the Officer/ Assistant concerned when traveling on official tour.

For journeys between places not connected by rail, the Officer/ Assistant will be reimbursed actual cost of road transport as per entitled mode for himself and his family.

Where it will not be possible for the Company to purchase tickets, reimbursements will be made on production of proof of purchase.

ii) For carriage of personal effects, the Officer/ Assistant will be allowed actual cost of transportation by goods train, subject to a maximum of one full wagon load (4-wheeler).

For transfer of personal effects by road, the Company will pay for one full truck load for Officers in Grade C1 and below and two truck loads for Officers in Grade C2 and above.

iii) Charges for packing and forwarding by rail/ road would be through an authorized Agent appointed by the Company and payment to him will be by A/c. Payee cheque only.

iv) Loading and unloading charges will be reimbursed at the rate of Rs.150/- per truck/ railway wagon at each end.

v) Officers/ Assistants shall be reimbursed actual premium subject to a ceiling of Rs.500/- for insuring the personal effects against breakage/ theft in transit and actual octroi charges, if any, paid to the Govt./Corporation, subject to production of vouchers.

vi) If an Officer wishes to transport his personal and house hold effects by the Railway container Service, he shall be allowed to do so subject to the following conditions:

a) Maximum of two containers for Officers retiring from Grade C1 and below and maximum four containers for officers retiring from Grade C2 and above may be used provided the charges by the Railway for the two containers/ four containers as the case may be taken together do not exceed the charges for 60/120 quintals by the Container Service.

b) The charges so payable to the Railways for the two containers/ four containers as the case may be should not exceed the cost of transportation of household effects by one truck load or two truck loads as the case may be and the concerned department should ensure this aspect before approving the transportation by Railway Container Service.

vii) These benefits will be available to retiring employees provided he has completed a minimum of 5 years of service in the Company.  Further these benefits will be available to the retiring employees upto a period of six months from the date of retirement.

viii) When the retiring employee wishes to settle down at the location where they have retired but are required to change their residence as per the advice of the Company, they shall get all the benefits as applicable to Officers/ Assistance transferred within the same city (location).

5. Effective Dates:

i) The rules for reimbursement of expenses in case of transfers and appointments will be effective from 1st April, 1990.

ii) The rules for reimbursement of expenses on retirement will be applicable to the officers retiring on 31st March, 1990 or thereafter.

MODEL FOR GRIEVANCES REDRESSAL PROCEDURE FOR OFFICERS AND ASSISTANTS IN AYCL

1. Objectives


The objective of the grievance redressal procedure is to provide an easily accessible machinery for settlement of grievances and to adopt measures in Central public sector undertakings as would ensure expeditious settlement of grievances of Officers and Assistants leading to increased satisfaction on the job and resulting in improved productivity and efficiency of the organization.

2. Applicability


The scheme will cover all Officers and Assistants of the Organisation except employees who are deemed to be workers/ workmen under the Factories Act, 1948/ Industrial Disputes Act,1947 or any other legislation applicable to such categories of employees.

3. Grievances


‘Grievance’ for the purpose of this scheme would only mean a grievance relating to any Officer/ Assistant arising out of the implementation of the policies/ rules or decisions of the Organisation.  It can include matters relating to leave, increment, acting arrangements, non-extension of benefits under rules, interpretation of Service Rules, etc., of an individual nature.

4. Procedure for handling grievances


Subject to the above provisions, individual grievances of Officers and Assistants shall henceforth be processed and dealt within the following manner:

4.1 An aggrieved Officer or Assistant shall use up his grievance(s) orally with his immediate superior who will give a personal hearing and try to resolve the grievance(s) at his level within a week.

4.2 If the grievance is not satisfactorily redressed, the aggrieved Officer/ Assistant may submit his grievance in writing to the Departmental Head concerned or to the Personnel Officer/ Manager as may be determined by the Chief Executive of the organization.  Such Nominated Authority will record his comments on the representation within seven days, and if need be refer it to the Grievance Redressal Committee in case the grievance is not resolved or settled amicably. The recommendation of the Grievance Redressal Committee will be conveyed within one month to the Deciding Authority to be nominated by the Chief Executive and the decision of the Deciding Authority will be final, subject to the provisions contained in para 4.3 below.

4.3 In exceptional cases, with the concurrence of the Grievance Redressal Committee, the aggrieved Officer/ Assistant whose grievance has been considered and is not satisfies with the decision of the Deciding Authority will have an option to appeal either to the Director concerned or to the Chief Executive.  A decision on such appeals will be taken within one month of the receipt of the appeal. The decision of the Director concerned or the Chief Executive, as the case may be, will be final and binding on the aggrieved Officer/ Assistant and the management.

4.4 Grievances in respect of the following two categories of Officers will not fall within the purview of the Grievance Redressal Committee.  In their case, the procedure will be as under:

(i) In the case of officers who are one step below the Board level, the individual grievance may be taken up with the concerned Directors.

(ii) Officers reporting directly to the Chief Executive may approach him for resolving their grievances.

5. Composition of the grievance redressal committee


The Chief Executive of the Organisation may determine the composition and tenure of the Grievance Redressal Committee.

6. Overall Guidelines and Conditions

6.1 The Officer shall being up his grievance immediately and in any case within a period of 3 months of its occurrence.

6.2 If the grievance arises out of an order given by the management the said order shall be complied with before the Officer concerned invokes the procedure laid down herein for redressal of his grievance.

6.3 Grievance pertaining to or arising out of the following shall not come under the purview of the grievance procedure:

(a) Annual performance appraisals/ Confidential Reports;

(b) Promotions including DPC’s minutes and decisions;

(c) Where the grievance does not relate to an individual officer; and

(d) In the case of any grievance arising out of discharge or 

dismissal of officer.

6.4 Grievances pertaining to or arising out of disciplinary action or appeal against such action shall be channeled to the Competent Authority as laid down under the Conduct, Discipline and Appeal Rules of the Organisation and in such cases the grievance redressal procedure will not apply.

6.5 All grievances referred to the Grievance Redressal Committee, Director (Personnel)/ Chief Executives shall be entered in a Register to be maintained for the purpose by the designated officer(s).  The number of grievances, settled or pending, will be reported to the Chief Executive every month.

LEAVE RULES

For the purpose of above rules the Sanctioning/Competent Authority would be as under:

Location/ Posting

Sanctioning/ Competent Authority

General



All executives attached to Units

Concerned Unit Head/ General Manager/ Chief Engineer (Gr-”E”)





Unit Heads and Executives reporting to Chief Executive/ Director

Concerned Chief Executive (Gr-“F”)/ Director.





General Manager (Gr-“E”)/ Vice President (Gr-“E”)

Concerned Chief Executive (Gr-“F”)/ Director.





Chief Executive

Concerned Director/ Chairman





Head Office (General Division)



Executives upto Grade “C1”

Concerned General Manager / Vice President/ Chief Executive.





Executives at Grade “C2” and above

Concerned Chief Executive/ Director





Branches/ Regions:



All Executives attached to Unit/ Depots/ Service Centres/ Regional Offices

Concerned Regional Manager/ Dy. General Manager/ General Manager/ Vice President.





Regional Managers

Concerned General Manager/ Vice President/ Chief Executive.

Sanctioning Authority/ Competent Authority will decide the executives who will recommend leave.

Unit Heads/ General Managers will keep the concerned Chief Executives informed in the matter of leave/ absence of the Senior Executives/ Regional managers.

LEAVE AND LEAVE TRAVEL CONCESSION RULES FOR OFFICERS

1.  Date of  Introduction:


These rules will come into force with effect from October 19, 1994 and will supersede all previous communications on the subject.

2.0  PRIVILEGE LEAVE

2.1 Quantum of Leave:

(a) Leave entitlement of each Officer is 30 calendar days per year.  The leave year inall cases is the fiscal year (i.ew. year ending on 31st March.).

(b) For the purpose of calculation of leave availed of, weekend and public holidays either at the commencement or at the conclusion of leave (and not both) , are counted as part of leave.

(c) Leave will be allowed only after it has been earned.

(d) Leave can be granted only at the convenience of administration and cannot be claimed as a matter of right.  The Sanctioning Authority/ Competent Authority or an authority superior tohim shall have the discretion to revise, curtail or revoke leave at any time according to exigencies of business of the Company.

2.2 Time of Leave:

(a) Leave will be granted to an Officer generally only once a year according to exigencies of the Company’s business.  Leave may be granted to an Officer more than once a year if the sanctioning authority is satisfied that there are sufficient reasons for doing so.

(b) Short leave is generally sanctioned out of an Officer’s leave entitlement for important personal reasons such as weddings or bereavements in the family.

2.3 Accumulation of Leave:

Leave may be accumulated upto a maximum of 240 days.  Any accumulation beyond that limit automatically lapses.

2.4 Leave for New appointees: 

In the case of new appointee, pro-rata leave from the date of joining to 31st March following is calculated at 2½ days leave for each month of service but the leave is allowed only after confirmation and after completion of 12 months service.

2.5 Leave Records and Leave Advice Forms:

Leave records for Officers posted at 8, Dr. Rajendra Prasad Sarani are maintained centrally by the Administration department.  Leave Advice Forms are kept at Administration Deptt (HO) and an Officer is required to complete this form when he proposes to go on leave.  At the Units and Regional Offices this is maintained in the Office of the Head of the Unit/ Regional Office.  Before he proceeds on leave, an Officer must ensure that leave has been sanctioned in writing by the sanctioning authority.  When short leave is taken in an emergency and prior written sanction cannot be obtained, leave advice forms must be completed and submitted on the date the Officer resumes duty. Failure to do so will be considered as a major breach of Office discipline.  Leave record of executives in the rank of “E” and above will be kept centrally at the Head Office by the Corporate Administration Department.

2.6 Leave Encashment:

(a) An Officer may encash 50% of his accumulated privilege leave or 30 days privilege leave whichever is less in an accounting year, subject to the approval of Sanctioning Authority/ Competent Authority and subject to minimum 30 days privilege leave standing to his credit after encashment.  It will not be necessary to proceed on leave to avail of encashment of privilege leave.

(b) For the purpose of encashment the Officers current basic salary plus dearness allowance plus city compensatory allowance will be considered.

(c) Form-IV should be filled in for purposes of encashment.

2.7 Leave Encashment Permissible on Retirement Cessation of Employment:

An Officer will get encashment of Privilege Leave standing to his credit on the date of superannuation or cessation of employment upto a maximum of 240 days.

3.1 LEAVE TRAVEL CONCESSION:

(a) An Officer will be entitled to reimbursement of:

(i) the cost of first class rail fare to his home town for himself, his spouse and his dependent children once in a block of two fiscal years; and

(ii) the cost of first class rail fare to anywhere in India for himself and his family once in a block of four fiscal years.

(b) The expression “once in a block of two fiscal years” means once in a block of two years beginning April 1, 1985 and “once in a block of four fiscal years” means once in a block of four consecutive years beginning April 1, 1985.  It is also clarified that an Officer and his family may avail of the facility of LTC twice in a block of four years i.e. once to his home town and once to any place in India.  In the case of an Officer joining the organization after April 1, 1985 the block periods will be counted from the date of his joining the Company.

(c) Any place in India will cover any place in the mainland or overseas i.e. Port Blair, A & N Islands, etc. including the home town of the Officer.

(d) Home town of the Officer will be as per his declaration to the Taxation Department for this purpose.

(e) In the case where husband and wife are both employed in the organization, the couple should be treated as a single family unit and shall declare only once place to be their home town.

(f) (i)  For place not connected by rail:

Where a recognized public transport system exists the assistance is the fares actually charged by such a system by bus including super-deluxe, deluxe, express etc but excluding air-conditioned.  If travel is performed by private taxi then the claim should be supported by Cash Receipts and the assistance will be limited to maximum fare payable by 1st class rail fare on mileage basis.

(ii)    Journey to Port Blair:  For journeys to Port Blair under LTC the journey upto the Port of embarkation will be regulated as usual.  From the port of embarkation to Port Blair the Officer will be entitled to cost of sea passage by the entitled class as given below:

(a)  Officers drawing basic pay of Rs.2250/- and above
De-Luxe cabin

(b)  Other Officers
I Class Cabin

3.2 Encashment of LTC Facility:

Leave Travel Concession may be encashed once in a block of 4 years restricted to the equivalent cost of 75% of the first class rail fare of 1500 Kms,  each way.  For this purpose family will comprise the Officer, his/her spouse and children subject to a ceiling of four full tickets.

3.3 Advances:

Claim for LTC advances will be submitted in the form given in Form (Annexure) I.  Advances limited to 80% of the amount admissible for a journey under these rules will be allowed and can be drawn 2 months prior to the proposed date of commencement of the outward journey.  The Officer will be required to submit his claim within 30 days of completion of the journey.

3.4 Claim for Reimbursement of LTC:

Claim for reimbursement of LTC will be entertained within 3 months of completion of the return journey in Form (Annexure) II.  Claim for Encashment of LTC is in Form (Annexure) III.

3.5 Details of Tickets:

Railway Ticket No., Bus Tickets should be submitted along with the LTC Claim.  Where journey is undertaken by chartered bus/ hired taxi, cash receipts indicating Registration No. of the Bus/ Taxi, should be submitted.

4 MEDICAL LEAVE:

An Officer will be entitled to leave on medical grounds in addition to his Privilege Leave entitlement and is limited to 15 days in a fiscal year.  Special medical leave is granted in cases of prolonged illness with full, half or without pay at the discretion of the Director (Personnel)/ Chairman and Managing Director on the merit of each case.

5 This scheme is not applicable for officers located at Tea Gardens.

6 On doubts regarding interpretation of these rules the decision of the Director (Personnel)/ Chairman and Managing Director will be final.

LEAVE AND LEAVE TRAVEL ASSISTANCE TERMS FOR TEA GARDEN OFFICERS

These Rules will be applicable for Officers at the Company’s Tea Gardens both at Assam and West Bengal and will be effective from1st April, 1991.

A. LONG LEAVE & TRAVEL ASSISTANCE

LEAVE:  three months every alternate year.

TRAVEL ASSISTANCE:

1. The Garden Officer and his family (wife and upto three dependent children) will be entitled to travel to and fro Calcutta-Garden at Company’s expenses if passing through Calcutta while on leave in addition to the following Leave Travel Assistance.

2. During the three-month leave, every alternate year, the Officer will be entitled to A.C. 2nd Class 2-Tier fare for himself and his family (wife and upto three dependent children) from Calcutta to anywhere in India and return by the shortest route (ordinary 1st Class in case 2nd Class A.C. 2-Tier is not available or combination of both in case A.C. 2-tier is not available in the part of the route).

3. If not passing through Calcutta while proceeding on leave, he will be entitled to the Leave Assistance as mentioned in 2 above from the nearest railway station from his place of posting.

4. Incidental Expenses of Rs.175/- fixed.

5. Reasonable Excess Baggage – if traveling by air, from Garden to Calcutta, subject to a limit of 5 Kg per ticket.

6. If traveling via Calcutta, one night’s accommodation in Guest House (hotel accommodation will be arranged if Guest House not available).  Taxi fare for traveling from Airport to Guest House/ Hotel and to Railway Station will be payable when proceeding and returning from leave.

If traveling by Car, equivalent A.C. 2-Tier train fare from nearest Railway Station from the place of posting to destination and return.

B. LOCAL LEAVE & LEAVE ASSISTANCE

LEAVE:

Two weeks during the year Long Leave not due.

LEAVE ASSISTANCE:

For Officers C2 and above, Rs.1500/- if bachelor and Rs.3000/- if married – fixed.

For Officers upto C1, Rs.1000/- if bachelor and Rs.2000/- if married – fixed.

C. LEAVE ENCASHMENT & ACCUMULATION

ENCASHMENT:

1. Two weeks Local Leave will not qualify either for accumulation or for encashment.

2. Out of three months Long Leave, thirty days can be encashed as per existing leave encashment rules, i.e., thirty days in a block of two years.

ACCUMULATION:

Part accumulation of three months leave will be permitted as per leave accumulation rules presently applicable.

D. MANAGEMENT TRAINEES/ OFFICERS ON PROBATION

On completion of probation/ training period of one year, the confirmed Officer will be entitled to 30 days leave and a fixed Leave Assistance of rs.1000/- which should be taken immediately on confirmation/ absorption.  Thereafter, his leave terms will fall in line with all other Officers but for the first year he will not get any Local Leave.

Officers who are on annual leave terms with fixed Leave Assistance and have not availed of their due leave for the year ending 31st March, 1991 will be allowed to avail of their due leave under the existing terms and thereafter they will come under the new leave terms.  Officers who have already availed of their due leave under annual leave terms will straightaway come under the new leave terms from 1st April, 1991.

Tax, wherever applicable, will be deducted at source.

MEDICAL RULES FOR OFFICERS.

1. Date of introduction:

These rules will come into force with effect from 1st April, 1990 and will supersede all previous guidelines in this regard.

2. Medical expenses for domiciliary treatment:

(i) Reimbursement of domiciliary medical expenses will be subject to a limit of one month’s salary inclusive of Basic, D.A. and Ad hoc (where such Ad hoc is included as a part of basic salary) per annum cumulative for three years taken on running basis or in other words at the expiry of every financial year the entitlement and utilization of the year, three years prior thereto, will be eliminated.  For the officers who are in the services of the Company for less than three years, the entitlement will be counted from the date of his joining.

(ii) Officers will be entitled to reimbursement of medical expenses for themselves, their spouse and maximum of three dependent children.

(iii) Medical expenses will be reimbursed only to officers confirmed in the services of the Company.  After confirmation the bills pertaining to the period from the date of joining may be submitted for considering reimbursement.  No medical expenses will, however, be reimbursed to officers not confirmed in their services.

(iv) Doctors fees will be paid on per visit basis and medicines prescribed by the Doctors will be paid for by the Company subject to production of receipts/ cash memos.

(v) Medical expenses will cover Allopathic, Homeopathic, Ayurvedic and Unani (Hakeem) treatment and will include the cost of examinations i.e., clinical, pathological, X-Ray, Sonography, etc. as recommended by the attending Doctor.

(vi) Dentist’s and Oculist’s fees will also be paid for but the cost of dentures and spectacles will not be reimbursed by the Company.  Expenses incurred on account of orthopaedic equipment viz. orthopaedic belt, pelvic collars, etc. will, however, be reimbursed.

(vii) The cost of medicines will not include food beverages, cosmetic items, etc.  A list of such items is available with the Administration Department.  In case of doubt, the views of the Company’s Medical Officer/ Consultant will be obtained for determining whether a particular item falls under above category.

(viii) Medical bills should be submitted for reimbursement within three months from the date of receipts/ cash memos.  Claims submitted beyond three months, unless supported by proper justification, will not be entertained.

3. Hospitalization:

(i) The Company shall provide for hospitalization benefits in the scales of benefit attached as annexure to these rules.

(ii) For the purpose of computing the maximum benefits for hospitalization during a block of three years the expenses incurred in respect of the officer and the members of his family will be taken into account.  Thus, an officer in Grade “A” can spend a maximum of rs.50,000/- on hospitalization for himself and his family in a block three years. The term “Family” includes the officer, his/her spouse and maximum of three dependent children.

(iii) In respect of the officers in the service of the Company as on 1st April, 1990, the block of three years would begin on 1st April, 1990.  For all appointments after 1st April, 1990 the entitlement for hospitalization expenses will be subject to confirmation in service but the block of three years would begin from the date the officer joins the services of the Company.

(iv) Intimation should be given to the Company immediately after admission to hospital/ nursing homes.  Payments for hospitalization will be made directly by the Company to the hospital/ nursing homes.  In exceptional cases, reimbursement may be made to the officers for which the approval of a wholetime Director of the Company would be required.

4. General:

(i) No medical / hospitalization benefit would be granted in any case where an officer has incurred such expenses as a result of his own carelessness.

(ii) Officers should exercise utmost restraint to ensure that the cost of medical / hospitalization expenditure is not exorbitant.  For any illness of serious nature, in case the domiciliary medical and hospitalization expenditure are in excess  of the entitlement of the officer concerned, the officer may submit an appeal to the Company for considering reimbursement of such additional expenditure as special case.  This will be considered by the Company at its discretion and on the merit of each case.

Under such circumstances the management will take into account particularly the previous medical reimbursement and service records of the officer concerned before considering such appeal.

(iii) In cases of medical treatment required abroad, the guidelines as laid down by the Bureau of Public Enterprises shall apply.

5. Medical reimbursement to retired officers:

(i) The Company would grant medical and hospitalization benefits to the retired officers and their spouses during their life.  The retired officers will have to contribute Rs.100/- per annum for availing of benefits.

(ii) For domiciliary treatment, medical benefits would be limited upto Rs.4000/- per annum for self and spouse for the officers retiring in Grade C2 and below.  The benefit will be limited to Rs.6000/- per annum for self and spouse for the officers retiring in Grade D1 and above.  Retired officers and their spouses should submit their claims with supporting receipts/ cash memos on quarterly basis.

(iii) For hospitalization, the retired officers and their spouse would get the benefits based on the Grades at which the officers concerned retired from the services of the Company.

ANDREW YULE & COMPANY LIMITED

HOSPITAL BENEFITS

With effect from 1st April, 1995




Grade A&B
Grades C1&C2
Grade D1&D2
Grade E & above




(Rs.)
(Rs.)
(Rs.)
(Rs.)

A
a)
Room, Board and Nursing expenses per day not exceeding
400
600
Limited to cost of a bed of a double bedded room in Woodlands Nursing Home
Limited to cost of Single room in Woodlands Nursing Home



For the one year not exceeding
16000
24000
As above for 40 days
As above for 40 days


b)
If admitted in I.C. Unit expenses per day
Limited to cost of Intensive Care Unit at Woodlands Nursing Home
Same as above
Same as above

B
Surgical Benefits per illness (including pre & post operative treatment)






1.
Surgeon & Anesthetist fee
6000
10000
15000
15000


2
Anesthesia, Blood, Oxygen, Operation Theatre, Surgical Appliances
2000
2500
3000
3000


3
Diagnostic Materials and X-Ray
3000
4000
5000
5000


4
Medical Practitioners, consultants and Specialists fees for consultation/ visits
1500
2000
3000
3000


5
Medicines
1000
1500
3000
3000

C
Maternity Benefits per case (not exceeding two children)
10000
12000
12000
12000

D
Maximum benefit for 3-year period for entire family
50000
75000
125000
125000

Rules for “Medical reimbursement to retired officers” are as under:

(i) The Company would grant medical and hospitalization benefits to the retired officers and their spouses during their life.  The retired officers will have to contribute Rs.100/- per annum for availing of benefits.

(ii) For domiciliary treatment, medical benefits would be limited upto Rs.4000/- per annum for self and spouse for the officers retiring in Grade C2 and below.  The benefits will be limited to Rs.6000/- per annum for self and spouse for the officers retiring in Grade D1 and above.  Retired officers and their spouses should submit their claims with supporting receipts/ cash memos on quarterly basis.

(iii) For hospitalization, the retired officers and their spouse would get the benefits based on the Grades at which the officers concerned retired from the services of the Company.

This rule came into force with effect from 1st April, 1990. (The rule is approved by the BOD at its meetings held on 22nd January, 1990 and 24th July, 1993).  The rule does not provide any minimum period of service before retirement to be eligible for such benefit.  Accordingly, letters were issued to all retired officers at the time of their retirement including Shri Bhaskar Sen.  A copy of the letter dated April 12, 2001 issued to Shri Sen is enclosed.  However, officers retired from November, 2001 in a large number under VRS, were not issued such letters in view of the Company’s difficult financial position.  Officers who retired before that, has all been given such letters as per the rules of the Company.

GROUP SCHOLARSHIP SCHEME FOR THE CHILDREN OF EMPLOYEES

1. The Company is pleased to announce that in its effort to encourage further academic pursuit of meritorious children of employees of the Yule Group of Companies, annual scholarships for Graduate and Post Graduate education in India in Science/ Arts/ Commerce/ Law Colleges or Medical / Technical Institutions or Universities are being awarded to sons and daughters of all confirmed employees in any of the offices/ units of Companies of the Yule Group.  The wards of the employees who have already retired/ resigned / expired or opted for V.R.S. are not eligible for this scheme.

2. The number of scholarships to be awarded will be at the discretion of the Selection Board.  The value of the scholarship will not ordinarily exceed:

i)
B.A./ B. Com./ B. Sc./ B. Sc (Ag)/ L.LB/ Degree or Diploma courses in Technical/ Agriculture/ Veterinary Science/ Dentistry/ Business and Hotel Management, etc. from Government Registered/ Recognized Educational Institutions.


Rs.400/- p.m.

ii)
M.A./ M. Com./ M. Sc./ M. Sc. (Ag)/ L. LM/ I.C.F.A.I.


Rs.500/- p.m.

iii)
Degree in Engineering or Medical Science


Rs.800/- p.m.

iv)
Post graduate Degree in Engineering / Medical Science/ Business Management or equivalent qualifications from Government recognized and well reputed educational Institution
Rs.1000/- p.m.


The Board may, at its sole discretion, pay the Examination Fees against 

proper receipts.

3. Cases of courses involving non-collegiate studies:

Any candidate on becoming a qualified Chartered Accountant or Cost & Works Accountant or Company Secretary or A.M.I.E. within a period of five years after registration as a student of the respective institute set up for the purpose shall be eligible on production of proper documentary evidence, an one time lump sum payment equivalent to 24 months scholarship @ Rs.500/- per month at the absolute discretion of the Selection Board.

4. Eligibility for making Application:

Candidates must have passed in the case of Graduate studies/ Diploma courses in Technical/ Agriculture/ Veterinary Science/ Dentistry/ Social Welfare & Business Management etc. equivalent to Graduate Studies, the Higher Secondary Examination or its equivalent in the First Division security minimum 65% marks in Arts & Commerce and 75% marks in Science stream.  In the case of Post Graduate Degree/ Diploma Studies, candidates must have graduated with at least 60% marks in Arts & Commerce and 65% marks in Science.  In the case of children of employees belonging to Scheduled Casts/ Scheduled Tribes/ Minorities/ Ex-Servicemen/ OBC and Physically handicapped categories  a relaxation of 5% in aggregate marks will be given.

5. Mode of Applying

a)
Employees, who are presently on the role of the Company, having children eligible for making application for scholarship should contact the HRD Department at Head Office/ Regional Manager/ Garden Manager of their Units for a booklet which has been published giving the detailed scheme as amended upto date.



b)
Parents of the Candidates should apply to the Head of Department/ Unit in the prescribed form which is attached to the booklet latest by 31st August, 2003.



c)
Heads of the Department/ Unit must forward the applications so as to reach the HRD Department at Head Office positively by 15th September, 2003.

