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$Fq
Es<q <nqr6qr"K qfrq-rft{ qrprr-{ q$tr IqE G{-f,{Ift EE<-E q\q r )bbc a6E qBfig 6q-{K EFrr
B"irsrTIT qsq-{ 65q]Tft E-rciT{s q?-< qGqRqq rs f{{,{I qfu<fctr<lsqT frrr s[q-sfrK r$-frcq et
q1q< p-+ qBI-{ r EI<I A qrLrt x4qft-r qcl qErcl-{ qfu, {R{Kfus s qB-o q{r'fr6< qkor< wqm
fua orq' s<EI friTEcs 6q'T w1-{ e+9 r $.lm{ eFflrq qfq' qRqK slrq-{ o1ffi q6aa frpo; E-e<"t wrw
qq-ftqcq-{ {ffis Edrrdr er.slqfu qtr qBE t{i FK-rt clTrEl-< qtccf stq s<rq r qfiE' e qIB-+ qqrcn
Q-+q s qR-fl-< {H B-dr-drq w-e q-+crfi6-{ qksrT qIq'R[, {wffi-sK <q't, iTft< s-:lsntrEt, gfrA-{rpr{
{TTqfr e xaorft m<lr q&lll-st IE, "fifr <i<qprIl e qfu {l{flot 3q]., qffi {sKsT eFTF, qqqE

"tk<\fuTDll-6Eq GII<FIKEI, Br(r'i<i<q"irT, Elctfrrslqfiq.f , FIT'[ ffifl, "nfr-"iT'fi$'FI"f s xqRfi, Te"{t"t
s]fuT, cllqi ffit"Mr, utlEIGo qqrq ESqTq fiGa q{rffi et?F-fl <Rq]rqnT ql:r r\eE ffiFrt{ Tls-<tfrE qcq 

I

Es<"r ET( qs' s,ffifr< {ctTtrt-{ q <qK E|T q Eq' {rXrr{ oa3rrwtT E@Rlg fiTlctr cfirq ftrarq r

u€-<r"l{ <-qRq wq-{ I-c(I frR $fq {s"trT< retcq mR6e s q-<{qqr{lsB; €T:l-c{r UcE"lrTflT qfrAqrqK
qTqqfoE qeffiJEI1fr-, ww-w Enrrfi6-{ qfisK qIqR[, aR-s qrcmq, Ft+.t mD, qERh-st{ q<'.{tc{

frq<q{ q<\ l1-{rl{ qkf,K <st r

{qq-fus gfrA-{m{ qfkflT Ef"$T{ Effir qr'sK )bv8 qtm W xrt< q$Tcn"f DE $L< r E-s<q qfrE

{r{c< qfq-sm firq orq o-<rs Firs )buc qm 6a[-ae qfrt{@-{ 
"ttqsrfoE 

qfl<-sm qtsS]K ffi firq nrq
tsp sr< r t++6fto )bbc w6T{ $tr ?ncqfr <KqpFT s <mr<s fte{mrT yfiaT {R{trg{ xwl TEefr(rl-r
el (cl 'tkflrffi <T'c-eBr <T Tfr qfr FERt ct, fu "tffi TR fi-"? R<r :o -lst\.t "r{s qry'c-Bft sre,
fu Tfr qfr qtl fu q-dflft ftBrmK <T.sElT-{ eEE q6e Rq qq,tf r ,{rswqm Eg<"t eFs gfrerff<
qfr-fi boft< m<irq EffiT qi{<q. nr{, Rrq-{ lIIIqfr oi.I{rs qfr-q6s <fi"|.l-c{ q(D-srEl IEqq qq-sl fiK
qspst EqFr $-51, fiBE mmftfr qR'frw{A?frrefr8T 11<111 q-{fl6g{ Efr q.qq].qT q<\ EL< q.s-q!.at}rqT qlrcf

er-{BTftT 6qrT-r-f,<K or< "fi{-qfr {<Iq. frftE T3[ q<R. {qsrfrre Bs"ll.Tq{ft q<r{ q-{] qtffi-+ qqmic-t qqrfl{
${rfl qs-q-{ crcet q-fd Fr{ qtq "t{s ${ rro % gfrAriT fr-<n-qk$TT Tr{ B-drm fu{ gft-+t c<r"nq r

9ag61q{ mt}qqritff< Em qq% wsTq.-{rrf|fr{<rt-{l{{l$qllrq-T cufc+ fiT<{, qTtI, qKq, 6q].Bq]E

<r TqT r 1tR, qs1, T{K, $Frt-{, {E ffi <r6q-ffi ql|q {q$flT qfrci qTs qcg {I frm S"fre qn-<t

?<!llqln, qlu-{ct srr I rl6Bu.tffi <Rqfffit xl-fi{ q\R$F r+q {FtfuT{ qrr4 qftq63 s$ qrf,rn€ {Eh
q-tr e ffi{r qcr"i qrh-{ c$t-{ qfuqq'gt crE r{rEt um r Es<q qtri-q'q-dr'Ilft{ fr-fl-qkoK {r{ U$r{(
w+ 1R, Ftwt, R]fuef 1fr+-<"t, rTi-<Tfism Kqt e {-{-fift m<m qB"ixjsr 1E< r<i frcq qs-q q{c"fr6K

c]$&-r s qtiq:r(qt q<R qR"s.K ee6lr qqfr gfr-a1 aBa rK qHcq 
I

<lREffir"t q{q\"fK QK ao% qfft <qis EKI {'i {1 {LT "[ffi-s. {N[&-s', qfr{ e <mffis-$slT< ?<{cqi<

Fror< r Es<q vq or< qtf{ w<q!r+-{ "tk<\t{ rrqffi fir"K crffi-r src< ffi UdB-{ ffiI-{FiqA wr lr I qq-{r
qfrtm1 cqftTt EE<.r {-fu EG "[ffi-$, q1q&-s, qrtd5rc rs <]qm klll. Eft-+-{6"K x<i frcq qrfr<
qkorrqGtmwElEtgtrstqsrrqurq r eEcR${B"rq<rvrft-< uo% q-qrtfitffi rffi s Fns qBE
s{{Grvfutc{ e*-91{ r

)beo_€( q.6a' E4qq wp(fl <tq fi{rq-{ Tm q-{rtct qfqfr+-vnn fr3ll Sq-tE qIE€ 'K{61€ qK k{"'f
qf'cfu{r'{ qfu"t-"tfurrr aa-afte6{-cg qfr qm rFisl qtRm !r-T r qrrcq v& 1B* omt T.sT, qmtqfq <t
Cq1T6ffi 'fffr {ft-{ ${r5q F$IFIE cF rI c"|K Rq{ qEfsl qcg wrKrfiET IE qT r st-<t F{q5fu\o qqlsK

$ Bsm+ qm <r +.rcu-T W{tl srl {lv{m lI.-N frm ft6a qElsf ErI5t T-{csi \es'Tr< r qrsr+qr{ Es{t
,{Er$K {r{c{T qtrd qFrca qlm q<\ q-{lqrs xlrct fi.m mo qn+m qffiw{-it<.qN s qrft wKm{ q-lr

'lr+{6tK sfq ss +r< r ft( et qc<T"[ E{H $-r<, qn-{fu {FrsI ftR6T gfiffi q4y 'tEglE frEF
l]Jrqsm6/fu{,fl" qcg eIl.r< {<-cDT-{ qelinlr8 

"tqG !T <REl6q{ wsI{ ,{<\ qlg]q\q| s.s-T\s ftTs qcftq 
I

Bs<q qr'n o-<rq {<-sl{ rI< fiEtqt "|qG< <1s{Er{ qFrc-{ qsr{ 
r

frrst{ <rrq-< Blar+< E{I{ .i6 FtfuE u.tfu r Fm< ffi{ ft-s-fl of r E-s+.t Fils, ftr"n< € {<-$cnr qri Frvr
foa erq srK {ffilx< <-<rq-<t Fiq.| EfetH 'Iry ycnrq {r<THr )flsfr"fl 6qqK EFII E"irwr qrrm s srfireF q'gg- -^€\ffi ffi-
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etr F|TT qfetTT {cflcrr 'ffif qEr esB ftrr< 'itrf,q En, qtsTc{ '!q-q1'q {Frfrp ffi}' q<l
slElrs ':.1fu 1&r<Iqt xqtRmqfl ErgffiTlT I qqtvt\e <rara m-qqil E"rq-qm (TE 'gfiqi5 R$ q-<-+-rft

{Rft-ofrryrfl" I Qffi;4p641q-<-oftRRqm {ffis,s<\ fi{Es r Bs<"t qiT-$-{fiw-t qie$aerErmfred
qargi q(D-s-dEl 1Brs {6nH Tfifu{ {€s{, q-{-flrfffi BA{-+ is ptx-+rqr {t{ B-$Cfi q-ql- qrilq-ftr {+-{
{{[t{{qmF[$ 6q-{ I

qqMs ,rfur<< {ft({-{ {'((rfgl \e ql{K sEfq qIFirT ctrl{I q<\ gl ffilg s-{f{ Emr q-fl qq,K fr{
{fumw qIT{ ltqm lw{Ffi( rg ffir< ffi mir< qnn {E qrtcft {prq smrq {K qqqi li?Bt Er-{

coo q-4 | q qlt6ftq,E{qGut<Fi\e-fr'rfif, \e {<;FIM'tkqr "fr*f WftER-+t qtqqo<rq 
r

{o)) ({ vfr"1qxl6 mtB qqrf&-{ 6s.6 frEr{ qcfl T{s ()c-es) q<R qoqoq ofi sq frfug{ <r{ I

tr"Hqtsft <REr6q-t q1rslsr"frffiT EF {-<qllq IEr qft-otT frca orq scT <r(E I qfr qrB sfto unrq&q
slq', ql;r sEsr {fu-ff q-{'f6cl< qtsRs s\-W+t q-sfr r Es<q qt qcq;l:T q]rcl q-t{ qsrg <l Rrfi rem
.{trq{ {{r q1{q-Ers Eq' srr lIV FI{l{ q4-1 s1-< o{eE1slT fuE FIR1ft qRT.t 6SU', 1pfr{I, 6?-Eql}l,

E-+-+i< nRefft qFfs.l mE', no{t{, Xi{RtT ,{<\ \olEI FIffi qFF"f 6eU', .tEIt{, El6rI 4t-({ eE ql<tfrs
olffi qfts-t csE E&ST Trra r q<-orft RR wrr {ffis q<\ fi{Es e qFiqq c$-{Erqrcs <-,c'q6a 65
drs-{ B"K qFIcF'.t srtrfl qr q<( q"rfu mB )a,ta q-{cs fres R{cr qFN"i sftql qcnrq I EFis.i eTg<I

ffir.K frfr{ qB6lr+ qs qffi6 Rqrrq DT-{ft TaTq dfifu\qT IE(g rs':r q[.T6q 
I

{F<lksrT {RRB Bdn-{, {r{ko qqfqm q\rt6g s .tm o-<rs Es<"i fie-{ ffiHrtE aF{, qq|-&T 4ti{t
qvi{aT q<\ q'Tqf eaG\em-{ frt-T ftffi-{ +.Ff+T {RETE-{[ sK qmrq t qt qE D-Er{ $ fr&{ ers-fl <lwt{r;K
q{r {KI q-<qq(-<n qqlr-sl a66qq sfcq-{ Irs Erg..trqrtn qcqt w&xrrs R&A qq xa}a 6a-a EEqq&Pi,
i$frmqp-, vtqqqs r nst q\EK rr<l qr6q{ frq {try xqr, &q+.qtt&, iWKr+ iBfrfi, firqfir-qtftE;
sEaffes cRqK rwi qqrT:[, fis qr F{@q, 6snK <Ril6q{, cqcFFI fr-{.|< tiT-<-{riTm, iBqqqqltG,
qffisrs, ffis frR's, QR, el]6 ftc -rq'fK, Gfr{ re.rBF-{, Eft.s< qIlKEIle, 6ilcf q{si-6nKE-ttsi,

ffi-oqKqiM, smB-oR't-<nfiv, tr$t c{?K{ils; qqvt {WT{ q-ql rlBrgfi, qK-{rF +rBrs"rq e<\
<REIrq't q-{slT q< $qfr-s FNT qRns-{, qRfll s FFg frsrr qRqs<, qq-{t'{ EE +tqr, q+ e "tkc<t
qRnq< 

r

E-s<qmmT-K, {l{rv{qf\-ol<<q'l's<Cstqc< tqfirq-{ ffiEdr-{EIkE q{frs-fl of I of qryfa-a
qT"ll.r xtslr{.{ {q'ssl{ qqf $"l6sr{K cfl<li-flF EET ql-{ >s frsf qfu< B"f< 'ftV X-rrcq qttffi
lQaffiEBb r< csrsErrr$ ffi es 6fu,) , <t qqrofto E-drrdK "tR"5ao 
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mtm <carq 616 frfta {<r"r{ <i qa 1l-rrffi {s-{ s<rt< EeR x<frg qffro r qE Ecrm-{'p6q rry Ew<t
4q', q'&'t-"tful.lqcm{ ofts EBD E{<q x"f{, slrq<l ffi s qal-+K qsq sr<-{ q-{rfcf \e-qBmfl foj <p6-6 I

c\El.-{ ,ffis eru?rg esfc{t EE<q tr;qt1E ql:rG-{ ft.T qF[T DT(q q<( q|C{I qIr<I sfl frcr efi(T
{rR..... r

Es+t q< EdtrT s:f$ts( {q-Ts tfu Ree qx-lr'rcaft E-$-{ frBq|e,I I qr{ q ftfu{|El qWq-T qqlEr qrB
ftB{tET <e offf<i<gn-{r ftCqlql I qool qrq et-sIFiE nff <r<qf"i-+ ftfuI{lK q{,eT s sd qR5<rffi Bt{
"tR<i6 e {ffi qlolr< nff <r<gPlql ftfrflEI c{ r\${ct: {cs!3[, l.o\o& ef$]Frs qFTI I { c\EK
E.drl ${$ts ,tRET{lT qn<r etticfrq-sr € 1*rm qHtr{ sr6{ q6 qffif :[r+ +R r
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YrlfEt: S<F

).) firdFtT: (Tifle )
et frffi E-s<q .ffi '?ff <mqf"f+ ftfuqqfl' ft{6 s&Ro qc< r qi ft&{.|E| $s-{6i ql q-r{ q-aa
q.{q ftfrT <R'eFFl.t r Es<"t q< q's-{ oft et ft&Tm{ Eretrcs "tffi qc< 

r

l.r, ftB{El<$6qg: (Purpose of this policy)
U€<"i frfi sr< G <+E niffi-o E.ttqfr-s s oft <j<qpm ftC{rsT q(EK {t otRun-{, {pst \e

w<t<frksl frftu rem r <ff <mqn-+ ftfrrmr Er1ftrr t{tsRRR{r+{ q{pwfrs{rEr ffifr+ Rm sr
qK{GE qme I q-{rflfts ftC{m {alNat <tg<lrlT{ rI{rN Eg"<{ qr 

Try ETrq{s qfq +-+ qg?r I qq
off <rqr"r+ ftel]ErT &q"ii qetT q\qm {'$ "[RD-|E{I, xqst s q{<frR\r-r frfu\o o-<I r c(g{ qqrsm
ofr <iq$"i-qt s[trsr s +frcq-{ E-drrdr s-{] et fteTm fts ffiFI fr{c{ stq o;rm r eqr-vl c\qm
BH, fr'f{, {ryrrfl{, c(qT?TGs, dfi1v s aBef5fi-E3Fq"5q.|, n'ft<qtcqrxqr<q*gf qp|+ qfuT[
,si a-rc."irs{ ffiB-s e Xattrct{ frafrem sl5]nf-< qBrm--{ {firg ffiFI ftr< |

r.\e xqrd&F: (vision)
<{, Oft rs ffi-sr{n:rst ftfue qffiqllq utf,qo-<r 

r

).8 CRqK fuVq$i: (Mission)
wl(q-{ E(-{Sffi qrrtrft< rsrEt R--oll-"lK ersi q(TMfu cqmq EnH T-<I <l[s El[q-{ qNle-r

"tRc<t, {tq' s qftrGs E-$-{ frfu-scs q]I]&-r IjRjgr qfu$r o-<r r

5.6 qEftqqt: (Legal Status)
Bs*t <trqtrqt w.+$tcsT +ilq fl<t ffi6s1 G<& *- cls-s/tsa), q{Gv qrfl (r<e i\ -a.aal)ts-)-Eu),

ltic@r mGBmerqBRqqRB (r<&x - ooqfi) q<iqcv8trsmrqftco 6<&l< - 5-11188) fr<frs r

).e >t(E't: (Definition)a lfuls a ft3n-agr iflr?f a1iqffi6 a1 q6E fi5frplg q1q q{T<ct $-{rs q6{s

).s.) U€-{.t qd $-s-{"t, qsft Gaj-ffi qqfq E-ATq l1qK {N r

).v.\ fr-ftft sfrE sd qtlt-{"f "tRlm{ qq'rrrcq3r EKI fr-{E{ qfurK {{r frm utftE {<lrtr e+-gf s
sffiofrTfrE I

).9.e )TKK"1.q-?flr?F ltm frR fr{ft sfrET CI${.t C-l11.q-o e<( E-s-<"t r{a {REWo fr5RK qlRy "ff.H
T_<l-c$t I

).s.8 6E-{r<{iH qd EE-<"r q< {st"tfu, frfr et xW{ oft <I 'tilffis R{frq $tq $-{.$[ I

).s.c qq'qi nry6s Ss<q qr lI${61{Rr? {Erqirq-{ Tsfl-cfi qr< 
r

).s.s 'tRutq-r qmq frftfr sfrtr sqo frcil.ui Ets <lfu frfr Us-{"f q< q{rq. RI]r{ srq s-{r{{ |

).s.1 <FqI"FIsfrE q<\T+-{qrqn-fifr{qm-c{Eft8trfrtr1
).s.b q.M-{ qrqn-flft <6r(9 E{w{ frsrc"r* {{Frre grl,6{I Rc< r

).s.b qd s Ri{r< q{qrsrft <qrcRcKft-qrt< E{rqr$ T<IrqI << r

).e)o s{IB q{srot?r <qrg +:qD R-qref{ Stfl-+ro {+ftol qc-< 
r

).s )l otf <tco qqm sfrE Fl{frs,ffitf ,nfuefr-s ,3e-olfr{ q<( €forfl{ 4ffi 3.qhs tri116 I

).s)e, ffioffrn+E-s<q q <mrFmfrERrqr<Ttqr-{c<{ I

).sJe .lM{Tffrlrl 
R,{qntBs-<6i q FmfissfrfuRTqw{@q-{R I

r.v ; ap&Bfuo sfif llrr 1F{ffi cst-{ Trcq<r qrry frffi c{c{< q-{i p&< rr<itn o{<s oft r

).s)c "KN{$ <qcs E-s<q $-S frcfl'r $s ffi6 <t qB&t+, m frffi .rc-6 &fus qsB frffi q:nr{
q-dTfiffi m-a qffifrqm c'|"[1g ffitf effi4pr6q{ 

1

).s.le fifr9<qrcxqm+{<Eofik'iuiwgtft q<fu 
r
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) .s )c rlq. <q-cs q$q-{ ffi \fl{ "ivr w{<rft p lTfty "fl-rw{ v-lr qft4 fr66. qqa a-sfu $tqq{q I

) .s )b {T 6\oT <E(E XEr* Csq Orhr:r q-flft aq.< fr'rftro <TmT\5 mtD qd 
r

).s)b mtD msq m(g <-fiq-fE {fl cs;r qMe <tq q\$, GfrEqI € <tstflE stq q< {ret 1w cm E|<
GlrtTqqr{ cilB cs{ r

).s.\o E$r<sl-sTna16s$qq-{{{]{{Etm 't]_qr+{qTT<Iq-fE q$ fiC{{ r<-rcr+<sT"tR$qqd r

).q ftBqlqFemH, (Application of this Poticy)
Es<"t er frftft sfrtr o{o s*1crtftffi ft-q Rrrs qt ft&ltElr fuq-F6 Tt{-sr qr< r {q'tr{tqT,
qrqFr, ffi p6a Es<q q< qq off< ffire=t qt ft&I.lElT frqr{ er{tqi qr< r ftffi
'IRETEr+K w{crTq{ <rqg {fud{ mrq <ifu n q&$wro Eqrq s-{r {rr{ {I r ei ft&{lElr <IT?BT

Eql{ s <lwTr+<WlsxqsI eiRDtE-r-e<frsBqjs ql$r{ 
r

).b ffiflT{r+fttr
).b.) cltfl<61"tR'sn e EKFIq

E-s<rq-< wKq {ksq (qR{fu-)) xqK {r,flE. srsr{ qfffi I {:IIrq-T r[6rrrFtr, q{Bfrq,
;Nl-q-m<ls, EEe {Ffrq-st. q<\ xE s T-F-rqT F|T-$(q-T r$" (clcs e.) (qT,.f) q-a qqqiffiqn fr(T
q6s qr< qE nffi r <w qn-fl{ clqK"i qvr s.-{68 Er{ I csEr qq-{ ftG Rft{"t, of"ifr-+-g-fl,
ft-e ffi;a1, "tft6 <qrffi frqK-fr-op$ e t<-+ff <qr<-< <trqf, rg "tR-+-g+ 

q{r$Ti-{, qrffis R{K-
' fi-aFr fraTrffi si-{ qGE TI{fr6$'r q<\ <tffi-s qier<ri-{ q{ q{mtq-{ qql{.,{tqqr p Rc<ui r

).b.e. Flfrffi qRqq e vtirFt-q
).v.1..1 wK"t "tk{mr qrrrrm{ wr 6clrs fr(ruT qcm {rqFIr{{ ${rcr r ({.lE) qq{i RFi? offi.ftft

"tR<q (x{G - \), s(frT) <qKflrtrq<q-{T t6ser r

qG ftq {rrq qa-4a afffrffi "tR{qr c\r-t q16u <r< r

orffi.ftft ffiw q\qm q-sE ersaq{q q{m}-dT +.Gr q<\ fr&a qMq\E rs c-<-flft R&d
M/qRqsrAEEtm eR-s{Gffi efE-fl <]B<Hr{-{ qqr q{ql{ s lrtq<6lr q*ITq{frr{ 

r

q\ql{Tfffi-s qfu-<q-{ s "f<-+ff <qr+saffi qm<q ffi'ffi q{[$qr{{ Ei-{r eEs s-{cfl I

q\qR {sl{b, }I-{Tq<F s pT!]<ls Bs<ct q{ qffi <I\s Rqtc<T ffiqf qw<-+tft 
r

TI{R'ftft qRln xgrr lt<qT Trfur qfu-m{K q-{r qgsi{ spy qREtE-s FK-Tl'i frr<-+ ffi xEK
"tkFI-{T RmcE $rq. sKc<;t I

).b.a..q nffi-.(ft TfrE< w{crlrr qrc'r6$' 1fuT{-s c\q-{ s( d-fi frfut, q-$E[ qqT{, qfi-+-flql, q]sr
q\qt s {<-flftfr&NR-sfti/qRqgvTq"flq6nT{f6 RIt1-113Itt, qs-GKEqk{q\qE, q-s-q 41s<K5q{
ffitfi, oft s qlff-s <r{qtE-{I, q{Nlq"[, T'ft frrrr'f e nfirq-{ op frr.<-+ r

).b.q.b B-s{"i <r<{."i-+I s q+_gqTq qt s qq_f,q6 TlsflTl(;Ft q$ 1R-f,flTf q-$tfr qRFms ffi{i e q&w
sft fdLTI"f ftr+q r q\EK )Trffi-s $rfuTrs {&s]-c< "tREtfiI, xREI \s q-fl<ft'fut, rieft{q frft\o
+-{K q[cr]" "tkutq'oro efo-g q{-qrflft?tt, q'm'{-$Tft- qflqr, qrqa-qft lRlt< s qd) "lfq-
q-<qrFfsTftK{ 

r

).b.a..b qfrfr q-+q Eql-+ {Rfiqrc-{ ,rfl'{.i s ffitqt q-i{tft er$rg-{ err qdrq-{ q-{r sK qqs"fim{ frffi
$l-q o{r{{ r el-+g E{l{ Ft qG {rc sK ei-a66 rTfur qfu-<r-{ ffi}T{-s <<f<< frFrcsrc< cemq

G[c-<T, ffiDTq-s qfurl.{ R6X!"T Tcr ef$-fl E{I{&-T eLTMfiT 'KN{ re ffii-{T ftr+{, "rpfi"|lFl
{fumr IFER ffiq qr gsla FHfro er+r-s-< sqEb {frER F{G;r I

).b.{.)o qRq-{ q-slsft"i frfrxt ftsl't qltra {REt' \e q-<T-{frfu frfug F-<K {ffii'1ffi$qr< qtffis
frAq.cf Efu<q-{ €169 $LT 1ffis ffi{ 4-s544 1

).u.l..ll qfeft{ Wq'{-$Tft, ef+-g qTqT-flft, e[sg[ E{l-{, E{lT v&F{, ef+q Rqt<<q.-o q<R qfffl Btrq
Tqffirq-< fu-T {tfis qrqn rrq'qLTGE qF cs{m q-rt{ flrq-{ el-s-fl \3 nfFqWq< olrq-T
sEe1fuq"15qfu-<q-{,4<\ 'K-{-ffl].cq-{sf'tksqrTB"|qt i-{ € ErfffiID-{K${T6TDSNT-flqF 

I

).b.q.a.

).b.q.e

).b.q.8
).u.q.c
).b.t.s

€;<F=r-f
yrE * ro. qfr r sr rltiirqli
c{FS # )o.4, rFtffi, rF t-t{otr

<RqrEqrr

€i;"<E:31.:ryt # fri, rtqt * ,,r (ffirwO
GlrE # )o{, rlFltG, 6FFf-}t.ID

?lRlttrFrl

o ,1&t



).b FItrll'/ (Organogram)
xRT qftqHm, <r{'{t{T q<\ ofi-{ TI5tc{r"rE fto nr+n +r< r eEI {fl qqr qlts{rEstm T'ftmr
{.cs' 41-Eq1frs' qpl6 efffi s"c< r Bs<q qr <K{Prfl ftC{lE.lT F]{ w<${ 6orcm q<R. m 6-a afu
{t-{qT{ Ef {+\rlrq qtfICTHllT ECTII at|m (X{e- o) r E-c<t q< q{H sl'(I-q{ ,{<\. qfrfr €f$-fl

qftrq q{mwcffi ,qffi TLT qf-q-{trim aft ex-a6q 
1

).)o fi&ffif qT{{mEtKQfral: (Process for updating this policy)
).)o.) qt ftffi Es<"i q< fr{fft TRE a.$n Xrtftr+, 1ft{;fr, q\HIq4, RcilgiT Tit6o eBlr-{{ q<\

{sq I\r"[{{ , q"({fq;[, fufi-q{ c\EI-{ fr{rft TfiE s-qs Er{flIfrs q(g sr{ I

).)o.q fr-{ft TftE r-gr q-{c{tfrE c( I{ q\r$<.+, "tM, q\r<lqr, frcrrq-{ sfrE{ xsHG e<!.
qpflrr+-{dts-ffiq ql-s, qFn'q cqGI/6{tE{ qrlK {srffi srq EEK $-{ro qr{ 

I

).)o.rr fr<Ift TfrE r'{o q-imlfrs wft-iT rRrqlfl, "tffi, q\-Rrq-{, Rcrrsr{ off <i<qr"FT n&{lEm
xm&s<sqr< r

).)o.8 qt ftffi q-nrllqTipf{ E'flqfi-s rg off <13ql'ffl qRq;ls t+€f ftfr{FT ql"l-+-qnR <fBq
T(E rf6B q( 

l

).)o.c ftffi fr-+qqR-+ &fus q$il qrrM6-{ &fus EK qtc1\B 'itrqDrT € qn6[5tq s-<t{ EffiT
fr-<tft sfrE trmr{ ,KN{s/qKN{s qietTqrs fu-Tl't fr6s o66aa fu<t qtT{ qptn € E{tfi
fr-sl'rrs q<T{sr<TftEAK-$fr8 utbqo-<rs olmr+q 

t

).)o.e ftfu{Hm <fu c+tq F<q <T {r<T frrr corq q-l?-sT cn"tr ftFT fr{ft sfrE e-{o <n nt Dp-ls <rrT

ffiqc<r

'M*.gg=rEr
sE; fo. <rfr r trl. 1ffiirrrr,7
6{t\5 f )oq. f"Tfis, Ei€r)loD

<RtrEqrr

. ,1&t



{Bm qri qdr+{ q-{i {Iil "ttRetfrco< RRrcr {:r, {T{ s (T<IqIrE q\qm {Ect $M s-{l3l wi pfu-<n <+
q<\ <trqr c{t'il-st s qqst qTqTft frffi nfiV eq|{ T-fl c-r EtTIt q\qsr oft <rq ffi qq I fiG' Ug-{t q

ffi +.firqR etft fr-{arT Eq"t T-fl qE:

q.l Grnfis pff( Regular Staff) : GKfrs +.frf EKIt <trq{ ff{ft FKfts e<K "n-< ffi< cwm frffi
$KT 6t r xqr< re'ft <m{"rqT fte{rqT ,m uqfu m.rfur mrq <sfr-q qLTM-{ Elcfr{ sml srq o<rg
olKr+{ 

r

q.'1eFFS eff (Project Staff): q.Mq\{-{ qlffis qqmFfsfT q?m E€<t q< frqr q"fur{ <lg<Tfrs

E+eqq6q frFE {:rcr-?T q-a1 6aq ffi f{rxr"i $g q{ urnt ero-g sfrf Rcqr< ffi q6 a I qsrfl{ c{Tm

rR sm us $'fi-{ ErTftT flTlr\e eN {6{ rt"B qr{ I q(q'cq qldq\El <I Es{t T-g$. q-{({rfts {6{l'r-
ERqr Us{.t ,{a ffi <r<qt{t fteltEI q-nlt.ft tv ofrkt (st'i g-{cfl 

r

q.s I&trF+ off (Contructual Stafl): fl q-g{ o$f {frffi TTru-{ qc$i qRfrs {rc{3t o-+r pfu-<n <l
\5Kfn l;fufrfu-r off r iefrq-T clrcl erE pfu E-wnm< qqfu\o qqfrs cr c{frq slrq-T -16, {T|fr,
ryatnt-dR<t, q.m-qlfrg q<R cmmETfl"l efirr 

1

q.s 1sq1ftq +ff (Part-time Staff): n'm *n Ftrqr q-{T qqft frfuu qFKfis s q\Fi?F <;{qBt< wl
frrrn eTsoSR qv-{ffi-{o'$f Rcqr<foqGsqr+q r

,sqM TKI usf,ffi{ 46q 64;4 fr5qa TIrq-< ErSr.iT q({@ q(E 
"trf,C{-{ eKI qCEq'

q.c,Wq{s(Consultant): ctllEis frq6T fu-ilw {Iil Es{t qr qs n erlks efsq/I\qK fiffi mfq

slrq-< q-qT qlRg qls qr{-{ I ,{t {drffi nm rgcq$ft r sl-fi-{ slrw Rfi"t, {5r{ft$, TF[T6[, frrffi,
"ihB, qrtfi. q<\ qlrfiT lgffi Er*-.t ifu ne c-fifrs qcq.\s EKI q16 qsapfta <t leGfr-o nfrf
Rrqmfficc$lqI I

\.s fiEtffi<rs (Volunteer): cfla. $& {fr qarcfifrsstc< Eg<q q< qtr, Bcq-lr s rlrqsl qB w*qrfiE
q(-{ {ql6q-{ qB EK ntRq "tFrq rqRlT q<R frfi msrE <I rq sqtfu"o qfu q-drrt6K qrc{ crysr 13

rir{'TqI S'l[sr E-s{t .ffi )flrct frm qr(-{ fl-q q<N EHft q{, smt qraq mqffi ,

qqI cst{ q\{-{ ,ts. ({c$s m.r{ <rft $ Ef"fiR Rm c<sn <I vg qqtfrro U€--{r"r $Iq $3l-(g qEr{
ET-<Tg fiERqft Rcrr< "tRrr'fts 

qr+E r mqrffirq-{ {rnt Bg<"i q( qsB qelq qtrcr< r Rrm mm
q?FrID-{l clcirs mE|r{foqK {[fr-s slEI 6q'$ fl[E 'tIK I 5r{ ml-i cE{ 'tl6<.{ {I I N$r? 6rl(I

fiqEqftstrq-{s-lcsr{qBc-<q-{Eg<"t q q$ fict r mqrrqft csFt rit-ficffs.l-qffi-m c"tlc{t-s<q,{<
fr1G ew+ s-{cs qr< r Es<"t fiirn Et{ e.ft.T\s re-o1ct"tcq Gwrcqft Rrlr< olq q{r{ wlT Ggfl.t +-<'co'

olKc< 
r

-ffi^r{rilE.iF c
€€={.cif

#n;f,#'F:S.W
4ll fim"'l

vt, (@{\ wqrE
C;-g::<fef

po * fr>. <rqt * sr Gfrf ult)
6{Is # )oq. (t;tG' ETat-){otr

<RrTrrqrr



E{tm: &{
fu{ (Recruitment)

TrfuT qr rs-{ <lwwol qcql q(, <{, cufltr., frs, qlm + qffi q?mE{ q-{i q{H $Tcsr{ qcsH ?sft
T<rt E-€K"r qr {rR r E-s<q o.:( {RR .{<\ qctrfrs frfr fu<u+ tfu oft firqrur< mre frXfrRts Efufl{
sFlr rg q&E. qTtrrq-{frrfl'rt qqf{T{6{ 

|

o.5 fi6$4 q(qlu qt{Kcf .lvffi ( General Condition of Recruitment) :

ir.).) Fiq'rlg G[rBs[, q.E;sf , qew-sI s qq'qgirrlult
rr.).a. )E <qc-{{ el <sft mr-q eTfirs. Es<rq FKfrs, E+-g&fro, rls+Ifr{, pfuefr-$. \s qRr6q-{-s ml-{

T<r"l{ frcltrf rh--TI <Ic{ 4I r

e.).e qGE frmpf< qrc{ qTtr frrgl'i sfrE rt6s q5q | $.{eftT.frq qqrqr-< <t \r-(Elko qq({j-< eTF
fiLtTrtSfrE EbqT<C.oqr< ffi{lrqEnq-{Rsn cqno r{s-s?"[, l\Bt? ++-glkvl'f cqk qT-q-{ q<\ G

"lcqs'ftFmTrt cq-ficm cqAfiTrr qs-qrforilq. qu<pc< r $frtr {Rrn-$sErq-{cqrfr-oq(sqm r

sfrEtrgRtg.rffi 66qfi6np qfun1q-6aj5qa 
1

rr.q fi6np1 qfu[ (Recruitment Procedures):
e.q.) -ff"tq. $[tlT W{tTlq-{ e Wslffiq Ffmlut' (Approval to fill up vacant position and

Internal recruitment)
e .a..) .) qct({ xft? frstat/efo-q qq-E, sT{ eforr ofr{ irr.fr Ec-Trq Er €i,tf{{ frq'ltT. q<fu n-*cs{ I

e.a..).a. q-<Rs q<Rr e|r{ q.lw{ fi-vfi qqfr{ 6qqK{, Eg<q q< qslEr{ <\t{F $.ftqK {6{r ml-{ mni $?T
qrq fr-{r r <fr qn-r+, srs q'llTsft"t frc-{rri ffi frrl qffiEUq-+rlltm +.fif FdLTr'i qfu q"'H
T'flqr{ I

s.Q..).\e q-rrgft"t frcilrt M.gE q{T{ $I{FT e mt-/g& stfufi{cq qsi-sft"t EEI6T{ s?-{t 6{{ct $itrt q<\
qvrsft"rfrLTll'Mtt Sisl 6 affi-qq qRqK 6{lB"r ffir6 xm[TI 

qllom 
r

s.a..).8 ftL{Fr$frB< ${rc{ "iAs'I fr6T EFfu frKFI qfum q"'iw o{m s.tFr-{ frstut r sa{ 5qrs-c Es
q{k mf"iisf< q?N{ $T"fffr 1a{6"N {R{fr-r et6T-flflrr qqltqf{, XE? orcq< qew-et< qffi)
B"qffi O-<rs<c< r

e.a..).c q-s"ft Emrqrr qrlm t+sn )T(qr< fr& qrn (arr cqu qrffiR. qfurl< rl{rc{ +'tf <tqR rcra qREtTs

<-{I=fiw$I1qr{{ q-{T 6?f{'ct s-<r{ (rfl-{ <ifux-Eqm e[6q{, fu ffi<s. $9, R&E elqg <E.
$g $ q-qs'ft <s QIs) r

e.q.\ 1&ees FnfoqT ftTH qfuT[ (Recruitment procedures of contractual staff):
e.a..a..) q(E? ft-sr"i/Es-fl qxr+ q q-{.rr{ frcrtrt qqrr{{ 

'F,( frrfirul< TRr6t, Tlrqr ffizr q<\, frcfluiratrq{
qfunT "ffftqtDqlTqai q{rryafrqrK{I<lr{ tRunrn<FroBfrRs quK 

'ttbl-c<T r

e.a..a..a. ffiErEn. Ttg*o esl+fi q-*slqr{{ 
"r< +nqq R&&fr-s $'fr frrmrt qfun< orq sp Gr-r< l

e.q.e 'ff"m $TK${[TIE{ re <tfu+ft*trt(Approval to fill up vacant position and External
recruitment):

e.q.e.) frwf,Hs WtR-<r<W ((Circular and Job application): lgT<ITi, qrr'ffifu'f{u_dT
5s-{"t qT-qT s qfia "1GFT, eW{ frfu ,{<R q-{-AQ{ &fuo q< a.|td frso-I'F ftr< q< R-s'ffi{
Wls ffiltft'Eq?I q1$foq-{ qr6{q4 ErflT{ frqrEr rl{rc{ tQsqc< r

rr.l.rc.qfrEltc{ "tut, frmfcuf< <slct, qF[, {E qlfry, csl, ufg'ft< ffiqTn, q<fiF trl-q.tEs GfirB\o[, n'IcsT{
qftwglf , Rr"fs R.IET$T ffi wq6 q[+r< r {(ft? fuVe$q $qo EFi-s \or"]l-{ &fuE q.fiT{

fi-st"t.pti "tqB{q{ fr6T"f{ ch-lK<I{ST-ffi I

:'z-@
\ -q-srqfrr

.?G,-
rei,gr<cf

prE * ro. <fr * sr. 1iffi.1f,2
6{Is # )oq, (t1fr, ET+t-ttoi

rflRtffirpf

€i<5:q.Gf
It # ft), <t$t *.rr (ffirvqD
ctt\s # )oq, r1;r{fr, EI{T-)\.D

<It?lff,ETf



e.q.s.ec(frS Elfr-fi eFt{Ft (Short list preparation) : q'lFry;l frsT:t qlmq-{ "fsgfr frg.f"E{ Wtg
xr\65tft 1TF1A nqt rem q$tr Eptfr-s c\fr-s qfircr e$s. s-ac<.{ I

e.q.e.8 ftTTtt <fiF rg qtrFlsilir ef$ qGF{t(Recruitment Committee and Interview process):
frc{T'i TfrE< nfrWts <'f qrmfts <jfu El?fis xfus \5ffr-fi cffi tr",te Erfusf Ew sirtrFr I

+.ttq{ R-sT'i nvls qFrcT q-$rft eTftmK qtrq tffi snf t{i rr< wsnt-r't <T t-rr?E <I 6Ttr{-<

ag6 frP;e7ffiFm {Arr{ frT6r q<fu n-<r< r

e.'t.e.cqlEFlsFtGKq!-*(Place of Interview): EffiEnt6lt c{tqlRTc-firl{rc{ql-Tlqslrffiql{, qlT
e<( EIRll {frffislr{ &E=t q<m c6q I qlq:Tsslr{{ q-{r Effr[h-T 6]-{EsK freifr-,{ qqF <5-fl qC{

4IEI-{EtE"t c11-s6 
I

e.q.e.\eqFFfsFl<t qfuf (Process of Interview): ffi $frF tcu< G ml{ qoBfoc<-oB/ q-{-${E

ffiq{q_s.f s3tcs 'lKcr{
F. frRs {A$r
{. ffiFroq]TlqsK
1. sqqfr-E ffiq1
s. elrm q-{r qlTlql'qa1 6a;a e1ft5-1

e.q.e.1 fr-crlq sftE qAsr/Trqno]T 6"irr Elqkq< TRffi GsrIA ffi q-{rTlqr+{ q-ai' eftqq6-E st-cq qq;4
' s-{r{ r

,e.q.re.ufrrgl?t Wgffi"t (Recruitment Finalization): frcTl"f +frtr ctRutqrc< 4rel qfc{E-{I qfc"|rm

qffiM-{ rFInTm cqtB fiD 'fffrqlu-fi Tcr qlcrft-$ qFffi ffi a36aa 1

\e.q.e.b "ifur-{T tffi 6{6T-gs Eqs n-gs \ilB-fl qx[{rqrffi 
'Br fil-q-{ Refit cefcs fi'GT't c-H cr{ I

e.Q,.8 6{$Ifft 6DzF: (Reference check)
E Im{ ft-st'i Wtee<q eTeftT fu-appq Eqt6a{ "5'( ut< qqGF <rfmqmfr"m fuat'i ntsfr Ft$B
ccf6s ffiol-Cfl <fflQ o-<rq aq-{ Effr{ qla{q"[iq, 6<+1eitu, F1-q.frrs- frp5o[, drq.( qftu-o[,
q,fo"R s:ftsm-{ lqrfuT qNtft ffi {rEIt-<rqE s:rm r s'ft Etft fi=$-qt q-{$fr fit
NRftrf,.iT fu"Ilf eq1.t T-<r< | Eq-s Erqr qrflrs <ft'qtil <t-T erft m'H Rffi qeklc{ qsqlg

{(xk sf<-q gslq 4-rc."lq m qf$k4. fu3ltl ffit-4' 5-s54 41 ,

e.a..c DffiERl5Iqtffi{q|-<l"t: (Offer of Employment)
crpTLTE 6ErS-{ 'iC{ qr{q-{-flft-{ Qq-s 4q Eql W6swq-{f €lqnffi <E qlftLT s'rcq frF'.lftq-{
qr<HqF]r{Iq6{ 

I

e.q.s ftTI"flE: (Appointment letter)
q-].lqq R-sT'r D*u,trw< fr,ftGe q'rff< frmtnteto qw sr< slqffiT r< eTft.T s-t oeF.t re-<-c< r

frr$unre (qR{fu - s) fr {s-{ frl-{, $ffir ?flTrr EI fiE-m't,
r TRtr-$ {fit
. f46nFnq qfirKurk{
rffi
r {g;fTffi. Frsvffi{s.N
. fr+t-qt
r c[5q]t !'f{
. {AsT{stR{
. +{{ft/erorq-<qm
. 6-Al1-a7frs1Ct<lN

a^t(n,(
qeil6qE c,L

€E=[Er
Itr # fr), <tfi * s-r lffitrurq
6115 # )oq, (ra$g. Eret-)lob

qlR $rq-'l

>oY @rU\ :Tq,erF'
grGr=FrcT.

yrr * ro. <t$t r .er. ttiltrcqr)
6{ns'# )og, triIifr, lfFF)lob

<RIIICAPT



! furt<'{{ci
r (<86[

r fi;qpqft1-q;q
I ${ET. ffi7f*mrr<oamr {t<qtq'r{q<{Nrg "roift. qfrqqTstft
. w{T'infr<tr pEftKqqx1i.igKtr
. ffi4-4148qfr{ q<EcR
. frrr[rtsKre.{c€r]-{ElR{

e .a..v .) fr6il:1qG( {lrcr q-< reqt+t r+/+{ <{qr q<\ mtu q{ o-ur€ xp +r< frco qr< 
r

e.e +fftr+rrq cqtrthl{(staff joining):
wir efu&rq 6ctm qtqe s,fiF Es-<q q fft'tqlc{-{ q:K w{$t "F qf\g$Tr{< qv"iq qil fir{ r <fr mr+
$krGtqlrclqlcetEr-s'.rcsrTft[s<icf qr ffi[s.@E"s-<"t+riam<q-{crll-{qI60115)T6{rE ) {lC "16qla frrq r <fu qr-cr-{ {r$ qrc-. 1E sflq s-{cgr rd <q s-frf{ frc-Tll' <fu e-sr qg. r {&6rcq<
frffi\o frFmH u( (xlfu-c) "F-q or< ottro ffi{rn cl-cu qr< 

I

\e.8 Ft+I{ft.|Em:(probationaryp'eriod)
Es<.c"t el-s-fl q<\ Fffis q+q rf,cf{ Tfik cr@ s a1q fi61-Eft"i s-]-q qr< r Rrm mcq rfik {EirT{qlcl(T Fis];ta'i sFI sq < cft <E ettm r nff <fr i5r< qr crqt+{"trq BmFts qTRy ,itqrr <Td
q-{ EIcm qrTIqH Errs qfiErt T-{I {l-cT I

tSlE{ pft srm-{ Fisllft.mq ErsI"F{ Efr{ qo6q Wq-< <qfr qc61 ffiIdfrr ffi1a nFT 'rfi-<w{ffiq+]{qr{Ml qr< qI 
r

\r.8) FfslqftrloRnT"Wf$' (Completion of probationay period)
e.8.).) Fitl{f istE firs sfi-{ {q IT{ frffio qqim-{ TIrr <I{qt-{ Tr{ qp?t{ ssrr{ r

rc.8.).Q. q{fix v qqqr RFi? esF {flrT{ TfrE fr(rRg Fflr <KqK $r< E-s o$f< xft? yr<vrfvrr<<
)q-qrs eRct o-<r<q q<( & offr +trsrr {l{, qlu-{ct rg ts "rcq ur< E"inw-sr ffiT qqqrr .{$F
qer<q-{ ?.r-R +r< qrr FKR-sq{mr <T Fis-Fft"roFT ffr s.Kt qHKrffi {fifrffiE Et eFnm
frqrffi qT$rq 

"lRDTqrs-{ T<T-<1-T 6g{cf qg5g4 
1

e.8.).e {qIT{ +-<rq rft,T'ffT n"ll<-o?ort<, ef+.-fl/ffi E{l;l, E"l]-{i R-qcrK E<tq q<( {Rumcre-s sls-{
allo(T 

I

e .8 .) .8 ffiDT{T Es s'fi-{ FimTft.m[qr nm 1fr'/vu r<"t7fr<fruo<r"i< wlrm+ frrc+ r

e.8.a. FftnFft.fslrffi qr<I"i lftflfr, (Benefits during probation period)
e.8.\.1 FlsT{ft.rflrfl nft q-o-glft-v-trt n{o ene GET ,iI({{ qqfw q-{.., corq qrffi-o qR<T "fll-{-{ q.t R.{-{

Eqq<stsf , qtqrstR-r s q{fl-dl 
I

s.8.a..a. fffi"isrE qrgllq-+F-"qm EQ{ em Eeo'"t qr 6s-{ +tbmlTeTm <-{q qTqrft cET s {[{t5t
EFqt qtr+{ 

r

e.8.q.\e urcft mns-+-<rqr "K sfrF 6K RHnr+{ qfrlt ctrs Esc"t qr otf <Fq['i-{AT-{-{ qqq ft&ffi
q-Nft qo.m aaq 1fr{T FI't $-ffT{ I

e.S.q..a qlffis is {<-sl-ft gE ,m qe< qrft qL{Mr{ q-{r{tftE gE <ifus w{T RE NI{ $:rcs 'Il-<r{{.{Ir

e.c 'tqft{ffi{: (Change of Designation):lF 
w

€irc|EFrar
trtD * 1t>, <rfr * sr. @Tstlt)
6{It5 # )orq. tt.Il6, ET{t-)totD

{€mFrr

''?6E{-
€rg=<.6|-

ilB # fr). rS * 9r tffirwO(IF # )oe, 11aqfu, EI+I_)eo)
<nlnuq-rt
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r {rym{ T{, <r-fr{ cr-s6, c<s{ 1frtttn, qfX.qR-s (emlqi 6s(E), "ffi/ "mfofu, 1u.m
frfr q-{$ft 1fu "tnmrr< fr6, sff{ {rret q-{Tll G6"rq/ffi"n.cqa qiots {ffi ERlr x<frs
AITf,r{

r <IlR$'q$.fu6qqffioERlr
. q-gftW<qq. frIrpc{l-C'lR\oeR r

o.b.q qftisi qQE aqc16qq1a6 Fffidm:
r ffiapia1ft qffi 6Ao5afr$fr5q6ffi r

. E{t{ Ttdmm EipFr frstut ,{<\ efo-q qftry.trlr qftrqTq E-s<q e< qtfryEls <]e Tfrftq{
<i&ulo H[q <s$r<s,.t{ q*ll TErEr qn sFr q<\ ef+-fllcq-Em qfuc{ R {f,{ T'ft T{<s
qlrqElrh-TqBT+ltq (shadow file)- c\<frs q[<pm 

r

r QTEI s'tftq{ <jfu-i\5 TITCE qRtqq, q\<Tffi{ q-{r q?F-{ Eenfr q +Pt em E€s s-<Ig Er{ r {{
+ft qffi qftm q<\ RFil etqE €rs-fl qfrrq KFI-CS q6 

1

r 6a'[1offi 6p. srTc-flq \e Er< q{Nmr;Er c,{frrg qtfrg Etg <ie ,h o.ftfrs SK <ierie rrtq
cqRn<q-NGfrcs'ffc< r

e.s.\e qtc1T' +,nfuTT <ietie qQ$: (Ex-employees' Pe rso n a I fi le)
D;gls "[NB4I frErr cq$T "K FtF D-m {l\sTK qfr'r1 6e166 a <q{ clm qtr<s o.fifrqr <ierfs TIAE
K\{ SGT fijfi <r(-{ I q(S@ C\ft} qft{ q\ry<lffiTTts A-g q{6ry qrB 6ilS6 q\<$61 S<-r<{ I

gg<6t {s-{ +.ErET {qtFrqt <s6Ur<T6i fifus +-f,C< fl{ qGB/q]tft ,q<( sR{is Ecfi-q6 \5t <jTqK
s-fl{ts r '

o)o effi5;qft9-1fu-fict (Pre Service Orientation)
E-s<q w+q qyq frmrrfErg +.tfu-s q\qt{ ctet, ERr +tq eq a{q6as {1"t "iRET okm cqr I rtr.{ a<i
frrr +,ff sK firq-{ fiq, qfu&r+, eTE[, qID-{6tRR, ETfrT.t6 rys q\qK qli.]-q] .e-cB q'."ir6 wrycg

'iIK q<\ EI3r 6{Irilq € qssBl {|{rcr qf.tFr$. t{qq {ffi a-s6s et'fc{,

qt{T{Em.f3
ofr m'm'c{-{ 'K ) calrs )a frrffiT rr{r s-{fu$-{Gi fl.rfi fr(tRs cqtfr-fi q{I{"r sr< ql+' Dr{ft
q{fuTfff 1qfi wmq-{ $-{rg qF 6T{ EKI wr<T WEET rrc.{{ qc{i frmrq-sf:p El6q-d 'tpi \g

eikr<rrK qlrqf r6ei efitcTfirg "flcn r et ffilr{" qsEr e qqn-q frsrct< q&frk{r q\.W*t $;tGFr I

difiEBrm:r fugrrt{fr.lq, &-l+, {ryrcil{, +.r6q-T{Fq-s, cfifi u -6 e66qg6t'wfl 
r

. bq<tq< oft <i<qt+ ftfrlrqt, qtffis fteqqm emqftT qqr6qqfu q<r 
I

. qqa$54s' roru qF T-q€ <r qru-<crRR{q q'rflffi dfrs ftGffi qqrf sTrr r

. qialffia6mK qlet 
"IRET r

. efs-g/${IftfuT'tft$K $<6[ 'it\e$ I

. ril-<q< 6sqfa'ifi,{T Cqfu(E.qTq-lRg.e a-6il-qqr6qf{f I

' qi4f5as qfu qqWn-<ft e qqfut qpog" 
C.c=lEI r

r [q-1-q q<\ Em'l,c{t{fl 
"jrV- reIqi r

r $arqFp1ft5q-{ w{ qs-fl <lg<lncr ffi1cT w<fus-{6t s-{r 1

e ) ) Ef{ft "fr<ff q<fuwt (Po st S ervice O rientation)
. Er{ft D-{f-dfi-{ qxq q& qE{ qWft {rc{ Bsr6f q( r?FE o1ffi s 1M q91-( aq-q

Src.rq-=il )frr+{frc3olld effirq q(<Fqts3l-csqm 
I

C@aW- WptB
@grrfsffqF

srg={-6f-
eF # fu. afi # er GSrqO
afl5 # )oq. (r{fr, u,iFt-)lob

<R"IIof,l

tgF(GrT.f
:nB * r+:, <rfi * sr fffif;t

6{115 # )ou{, t11afr, ttl|,.r@fii

t,r r 1&t

<RUIEFIT



Yt[Et:5kf
qd<qr s qFqqTsq,ft (Fiscal Year and Office Timetable)

{TrTT q6_s <j.KqK_{ II(16T q<'si;I ofif vf< Ffts(E fircirs Gfirit FC{ pq(g. ,flrT r EgKct {r{ sr{ E[{
qCD sfifr fr{tRe qftq qrr fillT strq-< s x qTfry'tFfnr {I$rr mrm{ "tR"f v<+< frfus q+cq 

r

- 8) q{<K: (Fiscal year)
EE<'I Eqre c?rcs q{ ql:lrs qd <q< Rrqr< 'Hl s-{c< fu Rtr, Eq+< stst e nfu <lffis {ffrm{
cs@qfNft-&t-ffi{q-{flftRqKs-fiqK r el-+rq<uRnqTl.|Cr etR{K "tffi'<o "ffr< r

8.q Tdfr-{c,f<<+'{qfi: (Working day and Hours)
Es*t e.tfr{rT cclc-s$"'"iG<tT'r(sqqrq cl.ID s ft-{ s{ft-<c I s@<r{qlgtk{gB<ft-+ r

s.a..r Es{"r qK E{{ e<\. q$frs e.F(rqr< ffiT qftrqK qrqfrqr< {'$rq b.ooBt 6q16q frqa c.ooBl ids
(: q8tl<irefr<frrrc) 

r

8.a..a. qqM\s ers-fl/n.rcsl-< DIRqT fllErff .x?[fcs-€ s'Fft{cr qftrqT qT'{{ft &A <o "nr{ r

g..\.re Bs{"f ,ffi Eq-{ 1s .x{r7cs-€ qftq qc< utfut<, Frcq/t+.t ffi, u151 s "tRq{.q afrf6q-s qftq s-qs
T{tcr ,ro fifrB t( vm "FXRK FIq cen-s qfurc( nfrg {c<r fim qr< e<\ &Btr 6{r< eK-{-6

Fmd-r n$-< +tce qfrtr( qTfrg nRm frcs qr< r Ere$ ht ffi rs {Rp-dsl sftr s{ qir qr<

ffi"r )o sfi r frr-trcur* Tc{ et ffi frfus a-j6aa q\E? cqHm/qrq? r

8.q.8 m1-{ o.ff sftn tsFd fr(tRs q:IR:t 'lLr sQm Gl'fq1-a o-<rq ffi fuRs ftQg (LP) fuq5a 'rii
a-q-a 1 6;a sff {fr stn q{<stnpflrd{ q-flG qvf ) {fc{ fu{ fr-{ frqrt E'tQo q{ \orqcq Gt< ,m
ft-dr f{frfr-s RE oItsI <lc< r qK {fr 6K XE "muqr l,t {rcs.e-r< EI-{ qsftr+{ c+s{ s-6a s-fi qr< 

I

leBt<t&-<t {sr mc{fr(K{e-<rec<; r

8.q.4 Efrrc E[G-<K Trl"tlr-{ {lft T.$ftq{ <tgmtfi-+, Effi{ € qw 
"r<-{-tr 

qr-G3r qB{-slK s$ ffi
Kl{mq6n 1

a.q.\e essl{/ffi{fr+. qE<-sI <T qq]' c+t-+ wto&m nr<rq off* fltD s.ffiR e1ffi q6s effK 
r

s.a..c C{MI( mq. EIfrq R<Cftryn< frq-q 3.66fi1 "tfs um< r ekq/ftssm rerR +-rc."lm;{ frfis flI-sTr{s
e q'm1fr e1frEfir<t'R'1

8.e off{ffi' (Staff attendance)
qrsir s'trrr qftq qq-s qe-<t {riclT frffi qI[C{ Ylq.{ T_{cE q54 I EiFcs, sr("t q<\ fu€ cr$rcffi-{
qq6 qprlqm qrsls o( ft=<q {cmLT qfrr{qte-fl 6q$ e&E s'ff<i q'tRy 

I

a.e.) qql-st&lg {RQfu< prs6q qfr6q qmr6 {I 'tr<cE Tft &Fiqt ne ws "ru< 
6t< ytt<-sttert-< Rn

qflT{ frsTrfcs str qn<ursT-{ TqI qFIrfl 
I

a.,e.q w.ryNlft\5 qn{Qe1 skrc1-{ €l"qGfrTIsR'31l?BI fr6gi <ld qrq EE<6t sq1T otk c+s{ c{m E-s; frc{{
msrl-{Bm 5a1f,5a6q 1

8.8 qfuEE|-+ffuqR[TTIe$: (Leaving office during working hours)
3.3.5 4[a {irc-{q'lr<.{ q-Ne qrgr qft{ D-{mrft{ rsrq sff qfts Etsri-{ <ttc-< mco 'Ir{c<-{ af 1 qfr1ag

<ttc< cuirq {smf Gefirr eLTMfu ERTFFT<q trTr+{ 1 1wf c&,'ETr< qmgrftT \r-aB frPKn {I
alwq & ffi A frcr qfrm 'q1o1fu" <q 'iqT 

qr+{ 
I

s.s.q Ts(Tb c&'Ar< qq-s E?B"oq CIk q( ${rcq fr?BI e{|hs qcE qtM-{ ft-st'i Es T.tr-{ fr-sr6 {fr
{-{A<Fqlqq{S-{c{ I

/A,fr- - tt-l-\f
qEffE"Fa

fu=ref
ilD # fi), <rfr * 9r (ffirlrn)
6ll!5# )oQ, {rdtF, ETdI-)qo}

?tnqr(qlr

>a,rh @e{
- rer-rG
cr:I=Frcr

ur *rtr. <r0t r gr ttGlsfi)-6il5 
# )o,{, (rdrG, Etr{I-)lob

'{RrTrrqrf



YrUEt' du

q{Llffift € qqcir$rit 6{-5r'ffi {l$N Es<q ffi"lr q<\ s]-{T-{ s.tr {lRft ftv vqrE \3 {K <lckE qgfr 
r

Es<r"t{ qefr s'SR {IfrT {{ Gs{ q<\ q< {Icat n& vf$, Gfrsqf stEI, <tsl{ls vrsl fltE msT frftT
eilcEq r frmrut "lrq s-fi-{ c\r{ Ecg?r ?l]sr{ I Emq{ {c{ cr-ffi {flifue R(<}TI or< qB a <q{ t{t{ <l R
Cfi{q:RI Cs-{ qd|6EID-{I \s )T(fffi{$-flqr{ 

I

'c) c<E{FItfc{f frffifteTFr[ (Specification of Salary Stracture policy)
c.).) xqr sgs {rqTfts cs-{ qftmrD-{I sfrEr q&tr irq( ql{-qlfry, Re{ qG$Trffi iTT ffisq

s1rrnl Rmq{, ocfu oxm e A&Srcq< q1tr-r qqfu e-YG fu3q rem ofr< Gsr43T {{ qs6
s3tr<{ I

a.) .a. qfuln-r estRo 6<ET slbtlnr stdfrftfr qRln q-{cfiqrlr q-lr {ctmqf e6lnt fr6-a 1

.c.).e FKfrq r$rqT "tEi {fu q-Nttr.frffi oairs WlE str{ cs{ qqt-{ T-fi q6{ | er$-fl ffi31 qa63
fr(rfrsqn< c+s{ 'il-ffi-{ r

a.) .8 E+-g ofu xqt< csq $I'E{K {rrar qsret{ nqr-< cu?'r o-sr qcq 
r

a.t strlffifr om{ft[ q<t duftlrm (Staff Grade)
c.a,.) fr-.ftft g${ Rffi{ "tREr{T U€-{rq-{ nlfsnr ogg ftr++ 1 (E-{i qfe$tq ccs STrs $frs r<Eq

Eq|q s-fl qr< I 'tku[Frcsr fftqT, qq-rr-[, qGu-sl, GIllgI s {Tlcffi R!{ Rc<}rT Tt-< c\qK
+.fffi.fift Tfrtr 6rK {rft-s qatft .e w{rr{.iXr{t'tXRn emr+ o-<r<+ r

a.a..a. q-{fi{isft{q.lRryT "Iffi, q-{ ro-qi+tI{, FNI1g GtrIrB\5[, qGs-sT, qsgif € +.Eq-T e*-rq<B"f<
&fr+r<Ev<q q<r+-q6mfrs 

'tq.q{{cs uFq{E CqfirE*silqc{(q r

.a.q.e eGF tfl.u< qr<K )oF $"f <rarq r ofr<t wq-{ Emdtl-r q-fltft c+ic- csrs frfts ctm Gs{
o[r+q r Esfi +.frfoq< msq flblc$ (ry{e - r) cenrei B-s<"t e< e,Sftq-T c\or qpir6 qHI <IF r

ggT"f qT+,SEET 'tqqfuf q<R, @{Xfri.{{:
aeM 'IrEit{FI

4T{EFTF

a cr{TsRllKslslr E{H
{q({Tftq{qT$Tft

8 T{srif qr-{T+-[At

a <I<qPrs
IL GfTBiFffi
I ${TDIqRrft$
V {1l.I<qaql(
b FFsfflqf{rDtr<
5o {l-c"i'lE EIT

o ef+rEmeifrq-d,lqT{ffi s ct&q 'tRElTr e qtw*futqtfttf+twq 
r

c.9
c.e.)
c.s.Q.

6{ET FI'TfiK T{fi?i frru EHT Gil RT:
(<\5T TIhm-{ EqRM ffis6{ qT'E15q{ Ir<l "md-+i c% r

Vp "tm 
pfts qnq-{ rEq n.8k cum frrm "rm'6{<s qr-$r T<tsq str (EFffi q< TT-<rq) c<ft

6<E;[ C'lCs ellr+E 
r

c.e.e E-s<rq nff< c<.c-E fl5Tc{r q-$rft EI{ E-fi'cT {tsn cr<- Ei-{ "l]-<T-{cqrr, +M q*r$fa w.Fr, E-q'st rs

rc 116l .)cluW

ci:l=FrEf
urr * ft>. qrel * sr flCrEiC-6{ns 

r? )o€, ffi{fr, EfaT-)lofr
'<ISfiErirf

%
ry*,n*ffi;e

<tlqqlrlt ',

fication of Sala



c.8

qrldryqdT, qqqt-{ qG st{uisi e<\ Bs<"t e Dt-{R-{ o:nq'q$ r

Q'.e.8 Es<q q< FKfrE pft{t freT eTrfl c{ qR$q cas <cT{ sm si qqq"n&T qrr & q-$E ctr$
c+Eq el}.r<.{ r <t uq"nfro c<sq qsB frffi qoltrB q:il sK ,{<\ Es eolBi cqlr+ 1{ rEsl
,{T(q EK <l&'iE qnffi Er-qrK T3il <{ I

c.e.c' cor+ o'ff< GEq q.N {rr b&{ EgBI-< t{ & otfo & q+t o1rq-s frefu.o qT< irffi Enr{{
WTH {rf,r{ qI r e {ftm sr< ris-q Fringed qr< q<\ frR <rffia ffi <iqe <rfr )i?Fq W{Tri
IR$ "rlr+{ r

c.e.s ct'thT ) <q{ t{ qlfr qr{ TfikI nrffi 'fir<{ 4I | fu {frffis 6r< qqs srsit {6E R csl-{
s'ffksfuffi {a'Ha-a6si {rc<.{ \e-r< rfts'G ffi&-o-q<lwt+r< e$F orB qqH $3r(sqm r

6€{frft<cf qfuf (Salary specification process), q-Esl, mt.'R\r[, qtRg s sew-e-lK
w4R;6 $s-{6i qsq-{ +.ff( 6sq fr(1-sq a-i6, qffi fiE-s"f-

c.8) NT eff (New stafl)' +gl fic<trt $g sff m 'm-frr$t "nre{ fit 6qru-{ EKEo $'t cqrs
msa fr,ftRe q6q 1 qks-s{ q-s \B qtrw. s'firq_{ mrq <l-(srci T<ra ctFot cl6'lrm qRunrre<
q-ncTtqn "KEA celc-sfrT $"r1fr $LTElK{l<B-s nsq <I'{s-{t ffics 'irc{ I

a.s.a. 6{A +ft (Present staff)' cs{ +.l-blrqT Tr{ q$-q-{ <\t\t{ r,tk {g{ cs{ Et-{
DE{H F-sri-{ 65rs ffiqrFTq\qf{qfffi-$q-<Sffi 16o+l<u "ifc< r

c'.8.e qFrF t lfrlGeneral Increment): {lX'flclll {I{rrr R1u <EC { efl-?t-s-<H{ qrsNq-{s q\s<t

clc"lffi'Bg.<q q< qB6 $'Sffi qG <qx qffi qT{Kci ffi firq +-<T qr< r offf< mtB c+srT<
c% s.e-q m' :fr wKq nsfurr8 {fi qc{ r {+.q $'ftm< ciFrcr nEI c\qt< qlcct qTq]l-{f {tc"rcs'
fiq1ts frcE E6{ | +FI Tfik <tEqks {ffn-{ sf1cs qr4 1 5qa 3ffs q}fi${"i 1kq<rnrfiT s6rcl
'iRums sr< qlr qsqlcel c,fikr ffi ffi m1q.[ s-<(s {Krfl qcRt GEq {ftq}-{t TfrE<
fia-E q-{$ft fir "tR'{Fi 6-s re;l-F'r{rfi' r

csq ltrrqfF[ +frE (Salary Review Committee), qksrK <TT. 1fr 6"y5q q<\ Bg-{.f
re{"tm <+vrr{r+ slrm frR E-s<rt< cE{ sbm qnr esB c\r{ q{rq}-fi sfrE E5r
s-{c<q 1 qQ ffirEuqt sfrErg E{H-{ € q{ Rstriqq q-{it-$ fr\e-t"t 6c|[T qfrfiR {Fpc< r et $frtr{
qrmT cRfi qr{{ c-1 q-{'t qc{rq-{ <q "tREmT-{ w{qfiq{ q]rt(s *t ofrFcre {rtr-{ 'lTN.fs\3
fuqH cq-{r fr(s eII-r* 

r

c.c

€;.q5il6f
ry #fiD,r$r * 9r Gerrag
6{lc # )oq. {ITqfu, 5p1.-5qor'

<fRqlrrrrf

w
ig;-<lg<rer

rrB * fr>, clq * 9r GAIutrr)
6aIS # )o,{, qr;Fqfi', EFrl-)lotD

:{RETTdFrrl

lv r 16t



YtfiEt: ET
uffisEmH{R$ (Benefit Packaee of Job)

s.) req(Salary)' fu od<s qq sft qB nt6{ fr<fRe qrm EIcq-{ msq 'rK{ r rsca<tft \B

{s-sft-{ sit{I\g Wq< qrccf qqfrs IeK.t6 Glg[c{s GE{{|.fl I

s.).) Es+t e c<ET<Ergq<'{r{reT e6q'{ Kg{rf{4Tr{ r

s.).a. trqfrcq( Y-ssT {| qlr+rat qfurT{ q\9 ccrcs eo EIRRR {.(<i er+qlfi-'sTut cclm qw s E IIT{ R-sI't
Ttrs {MftT{ 'ir< EftE s.r-q ftB q-dsffr c<-sT "lRr${ $-fl qc{ e<\ .{t c<-sr ftB qd kq"f
qR<ascIF-{c< 

I

s.).e TSt {fr "1{ rm ntq qt sr< Er< FEARE 1a q-xltft G\04 'rt-F: qtft-s .{sr7oo (E{'{t{ {Ic{
qTeRo XEqq m +lfr-E orq' sc<rq

s.).8 c<sq fid "tRrlqo, qmn-stft-fuK rs Eid, Eqg qma-otft (q-+rq-< 6w.@), qffi{ qfufrR q<(

E+q fut< <wo (ef$rtr{ 6rrrtr) q< $s-{ <ifu-<m <ilRrs r$T{ FsT EI{TI< s-fi fir{ r.I I

s.a. GE{ +,6{ (Deduction of salary)a fiXfrRlg ot<r6t (Emrqr cs'm) s.ff<, FE-{ ccfrs qIt{T
qtffi tsr$T s\t{ Tr<. ff{I {Ir{_:

s.a..) o'fif {fr qE-$LT{ qt\eEtEE c{ q-q5q Eqq srr{ "tRrTq;
s.a..q oft qqiltsqRrqq{fiq.;
\e.Q..e ql-*rffrs q{"tRB, fr+ c+sr+ g& qcKf' qlqfr-sslcT re{<fu+-<q <q;
s.a..8 ofii< cq+rqcs {ffi qfrrqT c$t-{ q9T <t Effi ficl ctfu-{ crtm <I csn Tsr sfus q(E q<!. qq?r

snsfrT mra n'ff< 6oH T6-s anffi <T?rFrrqi-< qqlct efl\9nt crfc{;

s.a..c GEFESI|-V <rwsffi<f q41fr^qsqm;

s.q.s c<-s{ftEq-{{Iftafr131RTfu6 6-sTEfqTKs-flcF I mf-{ ol-f,ccl<Tl\T..{TlBErq csqfi-qTK
o-<t "n<qslBul< q1$<lr{T'ft{ Fs{qqF a-<tqm I m($cEqBmr<-<E"K c&fi8?i|*rEl5llcs
c54 q<( ier<B"r<ofr<{s-{ {ls-FRr< r

s.a..q Es'*t qr qd R!r-s fteqlqm qtFt-m msq ftItr{ ${16{ et s-6{ F$ cr{ q<\ qt s-6cdK EIfry
alTfi{ ql={T-slft R{K s s{ r {FT 6.lR {K {t{ qorc(6 Bfo q$ q€TRr t{,{s.lEt{ frq4 q-a-q

s'ths+-6{q,ir6 (ct-mtq qr*r6{) w<fuo-<T<q r

s.e $eqqvBf: (Festival Allowance)
qrsrc FKfrs eff ,{<( G"ffi efsrfl Bsii-{ slEf <-{-q"q(q glil <qc'< :F Bsw sfq {-r{{ {| ) $r*r
mtB msm{ qnra 1 a'S[6q-a6s 6srffi c]rct qcm eqr{ B$T,K{ qss 5qfr-{ qtr{ Eqq-{ qsr qql{
s<I{lc{ I

ffit, "rs-orfu{ n pBeft-o +-fur Eq'rq qq 'mfl 411 fi5frRu Bsq<q{qrs sffi B$K
Rrqr<furu-dT$-fl{c{:
Yqa6ffi : ?q1 ft-s{qE{ ?q1q{-Er
RTsft , Tft tel
R"tsrqoft , {Vft-{
ffiq.F.fr , dE "iffirT

s.e.) q4 <q6-{ ) {Im{ c<-'cr+<q{'tR$"t >it Bsw slET {ffi ffi q54 
1

\b.e.Q. EsT< sl-sl\3 xrqRs ql{-$ffiT q\3Em tsr{ r

s.e.e Fim{ft"mm Efr{ <E fu UTAK G$R qr <qr t{ qI cc{ ffi qE"rt&s qrr< Bsw slEI etm{
(qo.{16T{ otb m-rcq/)\{t{ x ut-gfu mM-) I

s.8 qTcstR-s'(Gratuity)
s.8.) {ooc t(s Es<"f EtT q-m Fmfrs ofiftqr,ffiE effi 4j6qs "r<-{-fts Xq( qfuq{ {RAB<

emq ei fr"Iq "tR'{tqq{ <m s-<K rs qTffr qkLT Fm, T-m qn-FtB qqrq <Ro qrl <m r cltG
>a ,f c%e:' vfisp1fr

€-<6-<{.G:r
ilE # f{). <Gl * .,^r G{lTso
6rlE # >o€. {lqG, t[qt')lor)

dtgnrrlr

-M\nq*|frtr[ a
E-€<-E|-

pF#fir, <t9t l* rlr Gfurrfi)
6119# )oQ, t{FIfu, Etrit->lolr

{R.ilrq-.t



.{i qq'Fqt TIErr rs}K smrq xq[.Eilpttr mm qmrcfl fiqN Frlre e<\ qtrHG+. {E{i frcr
qHK ql-rql clcqf ruttr Eq];t q?il-< EE qr{ 

I

s.8.a. R q?m erscl q]slcRq. q{{rt{ qRn <-<tn cr1rqr m m ers-fl T.fuT< ffi}rsl{ c.m qcq qB
qF <q{ 1{ +-<t qt6ffi qsflc{{ c+s{ qrSEIR-r Rr+m^ Eqt"t s-fl qr< r eflpqBmr$r qd
'B€-{"i otf .qiQnB/qffia r-[s" 4t6r erft qHIqI <r\o esB6-e q$ qc{ 

r

,Erqttrffimr Afi q'lul q(qm +.Iq cctm 'tils{t{ crs ffi q-<l E-s qn'tBct q{I qF 
r

s.8.e +.ft.q< qfu <q< cl crm .flIfB/q1relRs iliro q$ cc< r oft q&tn .e-ilrf s-{K ms q{{
qqr-\9rRm< it-o isno Q!];t ffi q5< 

1

s.8.8 er$E s-gs qq-s ffiE r<Iq. el|$m Es rft !s <q< & er+rfl ETft f Gtr$t sE {fmr
eruttrffioeflcqEr

\e.8.c qrtcqfr-s Rrr6<K cr(q $.ff{ 6p1q6a3 qfr?6-q tg-s< qk{ ftqr{ tit{I s-{cs' qF 
I

s .8.\e -Is?rqEsqfiE s]-{rt .{H n'fif <-+.ls <q qr+ qRqm r=nef qr*sTRrs-{ ftfl qq]{ s<I qrT 4tr I

s.8.1 qWErfuTK cq.r@ qR{ qnm{ corq R{rq trt r

g.g

g.c

g.q

+ff qiFr Ed?E (Staff welfare fund) :

o.ftm-{ ffis{K qffi-$ {qwel qnr+ Ffuq{ {-qffifrs w{nln 1oft oon"t Eqfr-{ ft&{rfl,
c\{-r* ))) rtt{ +-fi qcrrq r eQ sq6-q ccEo Us{rq s:ftg o.frtTK cqFEI effi 4-s61r Arsir$t
(RC{ \e (fr{) <l{, qfrfiT srcq-< ,{$ftr+{ c{sr w{fl{ ft{r< et EqfrrE qqr+ $-{K{ I E@

w{qm 'gs<{ffiFl'tqvqR-{ <flrn Rqtr< qil qr< r otftq-< qKI fr6Gs offi qsB q-Xqrfrs

flffir{{ &frco qt EqRq 'lREmfl src< t fr: Q-: Yl{'rrql'l TacEi sefslffte $q$G mH
quqst<rE{6-{rs{4lTr 

r

Es*tffietg, (Uttaran Reserve Fund):
qGSr+ p,ftrm Em FKfis qTffio rfr<fr+t<qs r q$-wr rft qtRs qFnr rer-< q&t-rq ErT'f T-<rE

s-+q cryQ qrtrs qFrcl< wG6"t1cur+m7B'ro<rvtfim) qf.cfrdm'Tqct s-{cu cr r qq qffis x.B

Wx]K q-{T Bs{"i-q +{<s q+q n.ft.T ql{lqe Rqlr{ qF $Fr-{ c{ErfiT q{'lRrF qcf Usr"i ffi
srs-q qrl slrco qr< q<( ffi c.tt"r qt ffi{F qd q&t-r+ qre m{q qTE s-{r< r

qffi ep (Provident fund: Es<q e +{<u q-+-q FHfrs rftK EI-Eftt frfus <q ffi qffi
+Is q< cqqr qc<q r qtqfr$qr{ qffi T-ls ,{< qd <tfuT< cEq cclcs )o% RI"r{ o-6q +t< wq<
s-fi qr< r nff xEt cqrs D-Fr {KK qr{ et TIre-{ sd W {q crF{E eilc{'{ r sRrjrs c\qr qlff-$
qTTsI'sm q\E[ qffi rPrs e|r{TqftT srd qq|{. s3-r< t q1q< Rat< frsTut et p;s a1ffiaa

TSTr{ I

v.b qErq: (Income tax)
s.v) Es{.t q Wfk{ perc x1rF{ s-{l3t q(]" frrT qri fflrT csrq q?F{ s.ffR trqeqfsfr <REfcq{ w'$IrfiI

fr(IRo qF-$-{ eqR-{ qt{t\9Etr{ <Hr clfsril{ r ofr< q-{sr-T{ q|{ E-s<"i<{{ T3l-f{ qf r fu riK
qE-$LT{ qls\5lys FKfrs, {flg e pfuefts aryq ffi< GE{ ffir{l'r ftrr< Tc<r "r.sK tFHqlsfr

<t(Elm"f {<-flrffiqF-$-{q{fffi1q-Nfft{ffr-sftBcu 6s-q cctrsqf<-o<+ri+s-flqr{ e<({f,stft
CSI{I1IC(q$ 6qTIEr{ I

s.u.\ Es<q qtTsr B"|-cq?T (Tax Consultant) firltut rer< +.ffm( <rscks qE-s-{ fiffi qTsK qftrl
qlFH\sffie-<m 

r

g.b E6ll \e nlirqqrer q<t Te"FI(Accidental Benefits):
E-s<q e ofts w<qtr +.ftq-T E6lI qfds sB"Fq {ElllEI qqr+{ qrry qfu6m wEE{ q{c{-{ !r<T

+-ftm-{ qrT tTLTTArT Eq F<K trqiT'r,{qci 445< 1 a1qfraq6 ArK efrllT ofrfi <qq s<-c{ r

t{icE 6s]'.,TfG-{ ftfutqT q-$f?t E6-{f n ppBo t.ic"5<"t E6{fqi'qr{ I

^(M
\ q6rqB
B<€=T€f

pE * ro. <ffi *.er (ffif qD
Gfi5 # )o€, rl{rE,5rapl{Ofi

{RrtIE{rr

a^'G-=
{EDffi

€gi<-ef
*t # ft>, <tS # '?r 1ffiu ruD
611g.# )o4, {l;({&, El?FI-)lob

{RqrrEzt

lu r 16r



v.b.) mT-{ re.ft WK <f E6ql T<Fs ml-E re.ff q*t-{ +.r< qprc{ q<\ {Hfi's-'ll.f6{ rerr efs,rn w<qt

Rr<DrT tfo sn-o rr{fr-s qRC{fiEr Eqr+ s-{F Er< r

e)o Rr.NqqqW{ftq&(Performance Incentive):
eik 1"mqEq< ffiEErsr q{ntq-{ clrtrs 6-a p$fu q-dt f{ffi qrc-r3T qqi {F{&" EqBTtqI

{q1-4 s-drc; "t3n< r qqr qqa 43r[g; {Brm qrfiq;[ Rm-CT & s,$fr$ 'FTE T.-$ m[s 'i.lr{ 1frRlg
{.ii{ "t-e/qtffi-s qR$ qnT/6q-"f frrqpf sT.t/qFN."r ffi) r

s.)) qfuK rs qfrrffi {qlvolft Fnfrqr q&fi's E& "fFT(Additinal services of Drivers/
Services Staff):

s.)).) m-<mfrcq-< nkqr qfl6t sftffi-{ rE +g {FT Efffir orcq-T qrrq$ aft6qs 1e qc<rT 
I

s.)).a. {f,stk REr fr-{ R<r rngtks REr frrq srq s-{rE u]tqT <t qfrrq-{ q]qfirflft Ttrrs "lf{K 
ersl

("i.I:(fu{) s$5KlEsrsl. (qlq-{) {ffiffiq5q I

s.)).e "rB-{UtA-"K 
qrm b {6t&EEGfiF,llfrft-sq<SRcTuqI$-CT b-)o {nTffi\9T qr{w<IT ritq

EFITN EIKM 
I

CZnk\wr{G
gEi=n6r

erB # ft), <rft # Vr (Q\frrvqD
crtis # ).q, (rflfu, q?Fl-)\otr

'{RqrrEPl

-'-'-\( *renrqa161rrz
g=r<-ef

ry1tu, <rgi* 9r tffirvO
6IX5 # >orq, {f*:{fiS, EFFI-){ol

<RqttF.f

lr r 18r



Yttfl{t: Ils
c-ryt e q+tvlsl (Travel and Perdiem Policy)

1.) E$t(Traveling):
s]ffi-T e[Trqr{ R ffi]-{ $,frfu-{ 6{ r$F wn EIrq-{ o{ qErsK <ttr{ fr-€ "tfrq.{q, qftT"t, fiTT
aq<, ffi/a{q-4 <I qqi ffi-{ qftfrTm nrq cqr.f-frFrm F rst-qqrr+ msxr< e[TMq srs
oi.lr< r srccr{ cwrq FffiRE qrs qrs slic-I >rq o.fu mm q6{Mi << r pfuru Ers{ cfiflq
$.-dqE(Bf(q< csrq\g qfr Em[q] qcr 

r

1)) w6fv-qctIme qR'qetqt(Tour approval & advance):
q-a-affiffiErrBft{s:fu-6m6rc8 nfmqrrr{q-{c$ftEv<{nb q (qi{& - u) q{cTlq{fus
q6q 1 q+.lBfrcr{ ftB{EI qgIft, fu€ 'tRq.{r+ <ls{K c+m q{ frsE i qR<fus sftq,rf<"ts F-<T

(q\ne - b) t<"t er< ffil bror crar ffiF '[c{ r s"'Tct 6.tcr )8 s{ fr-ffiK {[<l ffir }pE1-s qqr{
Gt[u q5q'{<R qls ft-{ q$ friq frm qcS 

r

c).a. q:rcctTfstWffi {dct \e vlgI(Mode of Transport & Allowance):
ofr<sn osrnrH<rqm{ T{"t € fiRqcsEHFFqIKE:1ctg1s1(q\{fu - )o) "[c{{ r

@v 'l'rGr{N <lEErle (ffi{qrlr wl) EFFW

'fRFf'm F[:ile[, xlltrIEi'f ]-fl'IqE. <l-{, ffi , {s s
tB

lrqg.'t hrlEs e|-(fq/cEB
Erq{

\ qrqrslil Iffi{, {lsl.c{ l{TlE\o <Fr, G{, ES \s

ffir
fiErs"i FKEg ent-qic'i?
qtEq; sIVf rTr(|m )Gool-

TECTNI
qr{{.flar

{ffi,c"iFrsEs<lst, d{, e'+ e til-€} 
r

q-sft qrTrqrq {fulqs q$rTqr {tr"i[T'
ftqH <i{qlK q{l {r< r {org< ffi@ 't"r
q-$tft ef+-fl q-{6qlfr e {rfi rq{ I

tsts"t Fr{Re eErq/cl}
qEq; qvt qrftF lq.rol-
q<\ qsrqK ffic 'pi q-$tft
er+qw{cflfrsv.M

8 {CSKI
clsI-$Ift

.llslrcet I{n|Es <M, @"{ s ffi |

s=rft eimtq.rq ffiDTq-s w{r{q-{ qrfirm
firra 36q6 $-fl {lc{ r qTrq{ ffi@ etq

wfltft ef+q s-{6q1frEllT{fq{ I

ll.sl-ic"i lffiis efrfq/c'i?
qlEr; EIgl {Cm )Q.ool-
q<\ E$tTl-{ ffitcl 'Fr S-Nffr
er+qq-*atfrsvM

c <lr'{Prs 6D{RI mTD' apq, fq-i5l{ C${|{ G.+, arF 
r

crsrfl{ cq;Cq 'rq q-{$ft er+-g q-*rqrfrE

{E-{-ET I

m qH F{ {r{ cr<IE sM
9oo/- q<\. efsg{ fficE 'i"r
q-$tfte-+-qq1rqrfrssl-vt 

r

$rTil sfrs-el 6ETK 6+TE' 4lq, m-q-T Ct{K Gq, qt 
r

e-$rfl{ ffiIE 'l'r q-{{Ift ero-g wrrtfts'
{f{<R{ |

{{ qpl +T {l{ qffiD' sT-vI

cool- q<\ q-$@-{ cwq 'iti
q-{$ftef+qw{rq1frEsM 

r

1 $IWIl\'i5s. 6D-t13r GTE qq, ffs{ C$llf, dq, {S r

ersrfl{ N@ 'iri q-{$ft er+g qqntfts
{W<fqq l

m ,st{ +-{ rK cr{IDF sM
8oo/- €!\ q$rfl{ ffi@ epi

q-$tftE+qw*qrfrEsIVT 
r

v {'n<-sRqr< 6D{K ffiD<I{, TESIT G$QK GE, q-+ 
I

e[srfl{ mm "rnwgrft qa-g qxmftv
{ff{q{ I

qq ,fi{ F{ {K qr<IE. sTvt

rrc'o/- 4<( q$6ET cs@ elrr

wdsf$ +o-qwNfrssM
b l+€

T]'IMHrFF{
o{]3t mTE <l{, Iq-6l-T c{ll{ Gq, afre 

r

e-srfl{ ffirq-. 'iri q-$rft ersq q-{(I.IfrE

{ffiR-{ |

T{ sfgT {r{tw rroo/- €<q
erfls{ ffi6E 'iri wtft er+g

WlTlftesM
)o {l1g{ 6lF qKKGt Tl{, Psl{ GtqK GT, Ere I erSTS<

6q6 "iq 
q{{|ft efo-g w*Tlfr\o {ffifql- |

TT slvt sr{lE qoo/- €i\
ers(q.{ffi-c'tq w{$fter$g
w{rilftesM

@,3d
:{grrll\5'

€;-g=fEf
YlB # fu. alfr r sr ifrFiruril1-6lrr 

# )oq. {FIEG,EraF)toli
<tRtrrcrrrt

C
_T*fil+45$

_ ^=-g316;
ryj,fir. <rgr * .?r fffiruOTF # )o.q, {Inlfu, }m_ftor'

fiqqlrq*.!

l.o ,16t



1.).a..) {rfilqcfi ffir@ ffi <l. etrgK <FlR q$ frr-s uEs fr{ Erswq r-{c$ cr{ r

1").q.a. qfuqr tr$ <i<-qt< +<r"r {rq-{E slEI o[m{ qI 
r

q.).Q..e frffi fiR ,s< E"tc< c'im cqtcb{ <I c# qbc-ors <Rrn q$ frrl aTs fr{ g6gFl{ T-{t ltr< 1

c.).q.8 fra|ra qr-{ s-<rE q*{"Bt ffi fu-q< qrq qrls r3l-cE qc{ 
I

{RGs qTtilT qmffi qFIrficT {I{r{ci ft& r E-s<q ,ffi T'fffrq-<' c{rlr{ s{ 1To fr<t"tq q<R.

qKEqIns cqlrBrfl cn-oK 6E?T T3[rs qr<, {lrar rTft qqs'fif qfsrE mrs-c et T?nE qKE FFt
elr{rqi r Rr"rs ffiRfrrg ofrk fr-<r"rcT s xtqqT frfug o-<ro otRfle-s 6K frr<DrTre 6qfryc'i?
qlBrq,w<{rq-{Ersm {R{rcr<rws e[r<q r .s.F E$rflWlg{R(Ifr{]. cl-rsr{sl qqr{s-{I{l-{
qI I cc(src efsrfl{,trr w{Ttft efsq sXCTIfts{l;r<R{ q<( sM Sffi g-fi affi 1

q.).a..c ex-ffE<yffiDm (q{flfr-s) Ecqm$-{csErr r

c.e, {q-ivlEt(Foodallowance):
a{ qqrsK <]tc-< fu€ 'lRk-'ift{ <llsrf ?flqrqgt effi q-{t ET r Ms .rq{, fiE nrdr+.n s Xfrffi
scr-sE 6q-{ 'f{<rs mft {<rE-{ qElsl q<\ q-drfqi c-{f -fq<m $'T {{683r qilor v( sftq< fiH
qrs EGR|E qL< tqR-f qsl frft.t s-fl EcTrP I

,MMII?T cqt{firDTqETrSr sT rKrE{qqrot
q_s_{ffi 8oo.oo B+tqfeft-{ Q.co.oo EIoI. efrft{

trfisr-<rq ?F6qmft-qfr,fiRgq\r$T curs m'ft+srrqm {Rums/er{-flE${q-{rrtq{qrptrq'EI
qRr-nq<rfl{R 

r

q.q) eFr{{meEr<fl(High cost arda):
El-<F[, &N, 1n-+, <twltft, <fr"tF[, Fmb, $-s{<].qls[, <ET{[E, <Fq:Fll{, wrge$, <i"1r

c.e,.\ :F:t ?Et[Dir q{<Fl'(Low cost area):
E"nos mft q-<ru< q{rcK<Itc.T<lRElcqr|Tq-ff-$ ffiFrlrrq{T{ 3<rD-{ qEFotRrcr< rtQr{F 

r

1.a..e EE<q qG n'fo-s {l{tcfir.e-tET qq]-q +-<r< {T qflfrs qr< fi-Gtwnr,
T$]-C{T{|$KE-{I Q.o%,

E's-{-{{Krfl{q-{r 8o%s
<r[-\9T ?r<lr{{q-{I80% 

r

c.a,.8 Tff E€-<"f q< cutB qBq qeffi Es$i <l<qpm q-q] ffitetfs q<ql-{ sci;r e<\ fi"nlTt 4|W, qt( q<\
<rrcK {RK ?tr{, B-s-{t E-s.qB&roqr w ETfr-fl q-{{Ifr qlfs.t s qr<rrd{ k{ "tRr"nq <xi-6{ I fr ffirE
oft qRT{ q<\ ?qfrs qgt 

"fl-mq 
qI 

r

q.a..a wc"l< qq.s ffi frHs RT w{{Ift {mi qEI cfirqq 
r

@I{-f {. $t-q{qrR-fl-{ {11-ivlEl{ ell3NI'T

q{'{-$IE \e TdI-{ mi}qrq mtD:ltW'vltsl< to%
\ {:ws'tFl y q6rr mftqcq mD qnqrqio6 so%
\9 qlrFFtFr )r rSEr mftqcuT mtD qttq'islolT qc%
8 {:BroH :s rDK mlt <q frlD:llqlelsl{ )oo%

c.a..s qfl-<I{ qsf< q-{' {mffi. qED.r{ q{I cqrf{ EcTlq-{ 6{t r

l.a..c ofttq q-ch-T frq{ eElo.m qrcfi q-{r 6q;a ffi-a qKK stEI erlc<+ il r

q.e qfu{qTle. (Locat Traveling)
1.e.) nft frqq s{eEffi qrcfi q-{i corq er"t sM *i.|-c<q 4l r

1.s.a. {qq rfiR qftrrys orcq qrftr em< w* qTs 
"kDTs 

qqf 
"nc< r

1.e.e'iq)[furq-Nlft nfuqqrfu rTsmrrcrqqlfrffiFm{w<E{<]TqTGrcE'tK6 
r

kg==-=rsf
$ #.fr>. ,rt} * sr tftessttDr; .r.o,g, {Ff4fC. rr-tlJ-)lob

dlt.ifrrL rr

ptr * rtr, <$t * tar GOilqDffi r )o€, {fiEG, EtTt-XgD
{(,rcrFl

r.l r16t



'IqTffIAT {F<l-qfl{ fit6f

)\3Q. qItND sErNtr.q.KH/Gi'i ts].fq ffir"R'il&
\9,8, c, gr 1, b,b rE{qR6sE, <I{, FilltrflFiT, I{$[I, siH q<\ q-{I{r {|ila <tq-{l{{ q?r<T

efsE s-S fr(rRE{l{<rfl

, 1.e.8 SftrqT ffi 3i-qq-A ei6E {lsKlE slst efl-F.'{ il r

1.e.c q$ft tRQfuEE6qpffitr T( wgmn+wqrr{F-{rqcffi q{ci tffi.T-<Iwffi 1

q.8 Rrq."f qftqT ffirq qGfrrfd vlvT{Daily Subsistence Allowance(DSA) for Forign
Travel):
&,{qe qrq-{ s'sr-T Rnirt cllio[, qt3TI, q.fiT {lsmE q<\ qE{Ifr-s qTE GBITE qqF{ tril qT 

I

1.8.) oti< cwm 6q'I RGEfi qlrlrw. +;="tt. &ene fif<"[n-<r+{ r

1.8.q er$rfl{ ffi q-$Tft ers-fl w{c{fts &qqe eiqt-{ T-fl EK I

1.8.e iqrfn/GR,iCIfr-+t< ffi< {t[ql {fr' ctR-f-?Il\3{l-{ <j<q| rfi6q s1-q5q fuqqq e|l-cq{ {I r

_ c.c W{<rcn-dR{K (Accounts of travel expenduture):
nft q< sq6E frm qMK er{ q:n <rrr{ fuK mr{-qtqt<r w{cltq-{ ctr"tcq' I (rTs) ${ fr-{crR
{,c{, qd frqr{ q'fi q<\ sr.t q\@lts Rffif stg alta qarrqKm frr{ 1

aq-fg: qrgriG
:rg=f6f

tPI tu,<fi * 9r Grfrrsarl
!?'iE # )oc. <r{l&,5751-5qoL

{1argq".r

.QG\^-
B:r={Er

lE#fr),l$*9r tffirsrnl
6ils# )o€, r*{fu. Er[-)lob

<R.lIFzl

\\ r 16r



SmT'qb
RE (Leave and Yearlv holiday)

Efr+fGntroduction):
Es*t e< q-qa effi6s r$t-fi Rtr (sTrl $-{68 'tKF, q-<-flft gBm wn+i G c?FE XE pt"t o-<ts
e11-16 q-E frEaq q<( Rfr Esr"k ffi fiG Eqs qqB

u: gD(Leave):

frffis *<rq (LAF) (cinfu - ))) qtr<n+ T6( {eflrct s\i'E+-{ qgllqr rirPrffi xq oft
fiFBRs gE ett s-<cs etKr<{ 

1 qporwGu gE< mra qfuq GTrt ffinK t{ qrc<R-{ s<(s qr< 
I

qtq'@ q{qr$ q-t-6 w€ ffi{ <I s"r m.r{ qHm xE? qffi<r$ q-<'is s<l-69.qK r

gEerotFffitu cqrc* +-{f c{cs ,rr<-

v.5.5 ffifuq g0(Casual Leave) :
Us-<r"l{ q-q-a aftq-s otR <qr< )a. ft-{ Y-r<\sm hfifr-s RE cgttf s-{F 'fl-{r<{ r et gE q<r<-qs

elFpm EI 'fK{ <qcr{ gtr< xtc+ q:rm s-fl qr< qI r gG <q< q]{T[ft fuffiT q< {RT eQ gtr "n-+
+-fl qr< p [ffift-q gE ,e+t<trn ,r ftr+< cft cst't s-fl {rr< lt q<\ q{T csn gE< nm hfrfr-r RE
G{I {tc{ {I I s6q alqRs Rtr{ qr{ R<T qr{ hfr&-s gE oar <n< r

b).q WrsfuR0(Sick Leave):

b.).a..) g& <q{ (E.ffi-ems{) .m-w-+ +ff la ft-{ "1lfu frfrsn gE ret"t fit6g' {ff,cfl I 'K'f{ rr frr+<

cFr qTryr qFs er<q oft{rT q-{tF au<FrE, Gs"r{q qTwT qCE RE {qF sr6g qrq flGr$E
qtrftmts qrT frcE qc{ r "rf,<E <q6 et gE< wtr s-fi {rK 4 4 qft-E-iq s-fl {lc{fi q<q s'ft
.ltRE( tffiwlr 6-aqffiqmt"i-nR{r {rcfl{I r qr{rm e fnq {dsqqryrqf{reRBffi
E{IVeFF-sE{rfiqq{rfiq-{T-<F ell3n-fl I ,e frfl{ mFrqcur ffiEq-ss-gsw{cflfrsqmqm I

u).t.e, mH o.ft em-60' ct6qqr@E qm <l Ef{I qGs smr+ <ft q{,wrqfie gE >a ft-+ ePNe qBks

XE< qr-rc-E q* sRm et frr{T ffice 6ilc'l{ <-<"r q-$rft ffiilqrs( q16n+ rtrelrn; qr<s lq fr{
"tds 

q-r+sr{ Xtr qq( qfl {IF r Gv9T{q ei wL<T'r XE W $;r-ce q6q flerfl{ {lffiprd si$

ftrs << I q qfgte <fr )iE(-<I't' <r E6qI qB\o re.Frq sF\e q&ks XEr qrTMq s{ uF Et

tRErErc( q-{c{lt-{ yrc"rffi'sfit{ hfrfr$'qqr<r qffi RE c*no q:rm +-fl qr< t q <-<rq< XE sfr

'ff\s{I4I 
qtlm El-qrfl qfuks rqRTs RE frlf m-sr{ FIrt $-<ru efFr< r q {f,6{3T gE "t0-+< mm

rs{$c s( fr-<q cTc {fl q-r< 
r

b.).e {lYgrlftq Rtr(Maternity Leave):
Bs<"t q 

"Ir<I DITR Q-qr{. qsq-{ Trft T.tr m&r+-{ fu{If {r6't(q' )bo fr{ T-m qc<fm \ <'K d-
rcwn m-.2=gsft-{ gtr ot"t +-{cEi {KK{ 1 qpa-{ s.Ift s'sr )Nl;t E\e{lT Ei{rc qfrst (qlcf qi Rtr
frcl {sl-q qrqs orr< s rH "i.{g rq mFt q{cr q?r<I qr<r-d-sft{ q-r<l-{ q-{fift \oI FIti s-{cs

"u=n< r 
qt Rtr ,tRE{s rpfu q-icqlfrg <E cr{ r q\{l{ \e ffi t{ qKcq ,fl'{ iIft s'ft{r )bo fr{

+r<gBQI"FRr<;I r

rsl6r (.W-{-
. {gr'tE€c€=rcr^

rrB * rc), <rF r sr. tiCilfili
c<r6 # >o(, {,ilfr, ERrt-)loD

<RETIIrI-II

z cfil2 q"f-
qofrrrrF a

€-:-<Ef-
ilB #fr), <rfr * gr tftSrwtt)
6trfi # )o(g. {ri{ft, ilrFi-)i.}

<TR'TTE!i4



b.).8 ffi+Rtr(Paternity Leave):
E-s<q e $il w{fr frq54 qsq-{ "I+T otr )o frq a6 q6qfs' q 4-s s.6(wm PiYgrrqT gE ret"t

T{(g 'lK(<{ | EmfqF qtRFqsHqr{< (orl6ffr{Hr 6{ a$f{qm'c\r-l'ic[cs 'tkr{i r qtRE

"lRDlE-{ T-gs w$$fts qco qm 
I

b).c {fffisRtr(Weekend):
<\tilrq qtffis RE Rrq-F s-s-<"t {q aE-a affpqa qB cqrq s@-{RI <T alrcr{ r sR'srcs <& cslq

{ffiq s-<rs w ist-<q qftq qmmfu w{rqrm qlr"|em s'r irs-{rs q<fu o-<r< r

B).s fr-qf (NmRtr(Leave without pay):

b.).s.) qsq-{ Fft T'T'i-cs q <q{ TIq $-<.I-{ 'K <qc-{ *ro frE *fs ffitrFrcT q-SB rtrtm R-+ ssrq Rtr
CgI'TT((g 'IFIr{'I

b.).s.a. T'ft 6K qpii aEq affi e qqqsrqfrs XE etx rer< Fqrq E(<e frfr fu 6{sr{ RE c'r(E {rcfl r

v.).q TmRRFtcovernment Holidays):
,K-flR RE qtefir+ ql0rF-r RE fuTr< ffi qrq I E rfffi R-sH qB <Rr<r (ql{T[ft-fu-cE<)
s+rst $'frftqr wi ,r<-otft REr srfr-$ {w $Gr ffiffir$T q{cTlqr qlr"lfi' E-e-<"t qr {s-{
qfu6{ EI xFKfE s-{( I ufq' cq=flR c]rcl fi-6sft-{ Rtrctr qFnqlgl"r{ GRs ril qtFrc< r Em E K
E"r<&& +r< eroFp & REr qR'sr o1ffi a-61{5q I

y).b qetRF(Earned Leave):
q1q6 ntrw< qrrsm q<\ st-q s-{t{ ${m RE qRfu qr< r q{r mI{ REr qrc{ ,ffi w@ qr< {I I

G {-s-{ o.$f Es{q I <qa qffi-o s-{c< s{ Etdt qffi gE "nm I 
qg-q-{ o'tf qB qrffi )q fr{

Tlsr q<I qrc'rffi' > frq r(-T ) <qc-{ rfffi :q frq qffi RE "llr< r et R6 qn q-ral s frrqK C<.ft

fos "n<rs iI q<( et FF{'fA-$-d{ s q<RFrc-<sirt$-fl <lr< ql 
r

b.q qflQ$(Absent):

b.a..) qfr6{ qI qHrs 
"tl-<FT +.ff q-flln qqsft-s g.lc{ El3t qftqA?tlTcr

qF'l-c{ 
I

qt{QGK aK"i

b.a..a. qrTNIfr\5 q-{'RE ryarrt w Rrn< 5Hi"qF. r qrsrq frG[s <r<El.{*f s-$ qc{-

. wltQB<Pr<qfrFtgqr{-6scm r

. qq$$frs wftR&< qqi ofr< <n$'r q(ffiq-{s rI <E E-s fr-<qerqt< q-{i sK cEs{ q6{ T-{r

E6{ I

. +'ft <fr' esi <r<r{{ !tr{f ,{TIks <K \b]-Ctr. aflrf EIq6q T.IEI \e-6{-{ qfuqr'f TE1T <i<Ef

E+t<Nr{ |

u.a..e sft qftqm q<fu qI T.cr t{'K )a r{ fr-<{ qflN cqlrsg rfr qqQG< or<q
q.FRsr{ fr qk-siTstsr{rq{(E tfqrcF 

I

b.e qtrmTffi (Rules of Leave):

b.e ) w+E er+r< xE< q-dr q\q-{ fr(IRE xEn T,c( qrc-<n+ T.{F q5q 
1

c- ^tl1a"r:rfstttiilr
€g3a-6r

$B * f<>, aSi 7 or 1firiftrrr'7
61115 t )o{9. (rfift. Ei]Tr)lob

{RrTrclirt

+gnxro

qa ,1tt



E.e.Q. qBcs nsam "p( sgm<mre< qxr$qrrs qr<q-{ or< qE rq{ +r< fim <s r s-trft qlqtqr+
qqqfto 

RE q-Xmtm s-{l-cs qs{ Tf <m re-fmo q<Ro oc< ffiRr+sn< qlmm+ fim << r

b.e .8 'i'rsqr REr qfuRs gE cvt't ospr ft-+ Fsrq FE Rc{r{ ffi qr< 
r

b.e.c {ffi o.fu {rfrs REr EGr<qr o1-s-ffi qps c qRrq< qr<r E-s+t +trqq frvnri qqr ftro qr< 
r

b.8 RF{6e?K (Leave Register):
Usfi FSf{ q-f,{ effir Rtr{ E"li mft?m qrfO qeB'eil1-{ qa fii116 q\<Tct s-{r{ I gF xmrt< vnr
i$T TCSEq-i"qu{r<-

@E-{IE-{ R<<"r

) TikweG
\ o.ff{{t{

sif{ qqft

8 Bi"rqe rm
(' q-o-giR-x*rt

GIEqI{ EI|$?t

q Fmftsq{"t EIfut
b T{W

@FIOi{-{ Et6-< fiFr ql"ll.HE RIDE+t q<i.lBRlts

Hifgs )\m{
a. sqqrsM{E )8 Tq;t

rl-\9TTtfr-{ )tso IQ-{

8 PiygqBe )o Ia-{

c' sf6eSD )q Mri

IrTI (qRlqr 6scq) el({lq-{ w{$c<

1 {5rcrl{ (er{Mr cr(E) q[Trq-{q-{{K<

v I<;ff GE{ E[-{Iq-{w$rK

{$z&
IFTUFMT

tgNl!"!rr.f
ilr # ft), clql * .?r tftir vrti
c{tr # )o€. {n*. flil?.)r,oh

{I?-firrif,rt

--). 4l (2t^nf
qorylqqr 6\ r

.Bg=q:t-
p'F # fi), <1fi * rlr GSrsO
6fI5 # )oQ, {n{ft, rrrl-)lol)

<R rgEzl

rc r 1tr



WB
mffi c+Fr $TqI* (Mo bile/Telephon e use)

Es<"i ,{T flt?irfit't a-qq[ Eeq-{ s $Iffi3r {R{d sRq <o xBE o,firq_{ G.KITE frq q<i flKIqE cqB (cs
q-{ eFF6 T$s. qtrq) <I{.qt6T{ q-{I {'ffi<R $Krq r E-s<q e< flKlt{ s ffq <rrqK{rarq-{ frffiRe fteI]EI
q-{r5{ n65q-6giqr<:

T-{r{ EK
<rfu{ fiq

b.) s[q s qtfrqr frroq6q fr c?F-q rftFt qft{ $-qo qq-s ffi <irql-{
sxqE cttfflVq-s.g xftt? o-so"lt T\is frffi. q5q I EC{ ft{-{N6 rTc Y {
ceGfi$Rrrfiroqr< r

Elft-+l

4]T ,{

b.Q

b.e

Es<"t e< FKfr-..c/ersE[ Fffi/s.ft"i"t <trq( qfr{ T-qo c{KEn frq Tfls 6q-$ <TR Ercq-<rs
q-{.tl,t Es <<lsTs ftT <rEqr< s{cg qr< r nfuxau rKGt qvT Es<t Tqs qq-s fiT qft{
6qlsffr{ qrm {q q-E6q rz\o.'ls E-s ofik A-+m erc-srqftT <i<qr,{qcf 4-<6s olKc< 

r

6{T{t{ ffi yFffi-s qftfrTH slcer <irqK s;rE qr{ 
I

ftT <i<qTf,orft-{ <-<m qfsTft m-6r-qm qtfr-'?qts ffim s<qN+tft-< qRei} ffic{ ffi orn
fir{l

EE<.t/E$q sqo qq-s ffToNf <Fiqt-< TLT mt{' <-<cr< ilsit{Gs rs ff'9s qmffi s-{r

{TCfiI I

Ee<qlers-s sqo qqg' fi{-$t!6 <l-{qm re-r cfl{ <-<rK {ftft qqm q<lfus err< ffirs
Qr{tq<]{fr<ql I

Eg<q/e-r-fl o*{o eqs ffi <Kqt{ sr< mn" q{rcm {tfi @tEn< {rcq qfus qrsrE w{ {<qT
qlTnfry Es <l&rs <q{ sKcs qr< q<\ sl-{ q'KIc<-< w+ Bs<"t re-rc."lm nft <isqPrqT frCq]4K
q{il{t )s q-tqfft<i-<EleR'tn-<rc {Kr{ I

<fr mtq rqKrtE re ffi <FqT<-flft-{ Es<"i e ut-*ft qt< (qlq qI aitrs Erqcq qt'9tH Eilpir t-{
Eqfrver$rfl( q{qRs nfr-geTs <iers fiT e mmt{ oE lq6qrql qrT) nRna ftm+ r

q-{rrtfro sffit/T.f i'.t qfrq 6cfm m{Rlg qr{ d]-{lI{ fr{ <-flq- "iIr+q r

b.8

b.c

b.g

b.1

b.b

b.b

rE1!, (agDe
- wrqBrg€3r€f

nE *tb. qrF* sr ttfirvr,
6{Ir f )o.c. {trtG, Et{r-)lotr

:fi$ryftFtrf

GFGFFTC'T
l;F # fiD, <tiF * 9r G*r\t'O-cnE,* 

>o,g, {raaG', rr{rF)lolt
{RtffiF'{

@ rI[E-?t{N {ltfisrdlq BT
qf{ffis qrrrq-{ q-{{RT ffimaq krffi Elq\ EqRq, q.lsEq-{ q{NE;[,

ef$rfl {{m qllsl s fiqTcw $4E fi$ffiE I €l-stqqTqT$Til {,ooo/-
I {qr$itq{-{T-slit ),Goo/= f{-{ f{ffno fdqi e< 6<lt <I $:r qc{ {f<Dnrf,{

q"${f4{}tlc'f(sq Qql;ts-{t mm o[r< 
t8 qqflitqI.tT+.rAt ),Coo/=

a' <I{{PrS )ooo/-
sd$tsffi 9oo/=

1 o{{Etc\'i}-s Aool-
v ltt<-stQut< Soof =
b fr-€ TitfrFttaD{ Q.oo/-

)o qrr'ilrsIT \ool-



wE't
milt+FlEbK. arHE'{. t-nQnqlffi. ffixreq sft{ (Desktop Computer.

Laptop. Email Service. Internet Modem and SIM)

)o) @SE ITP{EERq-<\Einb"f <Kql<(Desktop Computer and Laptop use):
fis-{6t qftfrnp ffi"iq s v-gntrn el€gi \B {&r6K q-dT q\eE $firm 6ssB{ sFlBEIr ({<\ ElT1B't

*r-fftc $cr r E-w nfr<tag <irqlK{ p6 frffiptg fi!{ w{"Bn c{rq DFICE qc<.:

)o.).) Ttq rs qlfrq< $$ furlrT a6 n,fi5q cvnb"t 6p6'* qem Efiqts'i Tfls. cq-$ qr{ 
|

)o.).Q. Et.+t e< R q?FE T'ftrq{ qftq. sgo. o.f6w {Rffid rcsb"f sfttAK q?f<I qrT'ib,t q3l-fiR s-fl
qmrq Elrq-acr qfl]t trs,sq"Eu q-'ilT-{ qft-o <i<qK s qgwt +il fier frw. fiRy r

)o .).e mH Ffi$\f/$.SF ,{$t q.lTal 6qsD{ .eEBr< q<\ EiHE"i €f*t orm elKm qI 
r

)o.).8 cssBt $ftEEK q<\ sil"tB{ <r<qrcd{ f+<nsr< qri E-ss.t E IIT{ ffi "nnsw6 frcq qo or<
<trtro q6n {t qq44 kqrri< qtRy eTg <ifu q< Es +.$f qVT sIT mB qnrs er{c{ qI r ofrcq-{

Rlrr<<Tn.Ts NEb"r TftBbr< q<\ EiHF"i R-fi w1lfuE q(TK otrq<ulsr <NT <Im lt r

)o.).c Us<"t/efsq Tqo eqs roqD"f T&EEIT qqm qlTlB"f <lTqlr sr< mr+ {<6cl{ rri{, "iftfffu, <TslEs
qR, qf"tfrq-{s ffi, nwtifu+ qcm Esrq q<xlrft ffi"fQ m-{ v-{r${ E€s, 6qy[, fi{fc+I €

Wq sil {fc{ qI r r+E E-s ilrq q&E etff,m EK fr-srh Ssrct s-\e.qT oft qE{q-+ ftC{HI
s-$rfr <i<qrqqq 3x(g {KK{ l

)o.).e q1fu,Eg mtq @E scq qr<lE. ,e ftr{-{ Ir<i qtttr/q&Eo e"fifrT$ q<( q\ft? ffisrrs t-ot*
qam FFrE ql{rcs ec-{ r +.ft qrnB{ <irqlrf,{ wr qftrr{ <t?r< fdm rtm {fr mefr qrkc-T {T
qq<I RRq{ q qcq'+'ftro gtTqtfrgfrcgqm q<\ qme r&{<qfrcs qcr 

r

)o.).1 Sfr' 6Frq $'r<r"i T',fr Ev<"t q< Dl{ft(g qK TEFI qI qrCST 6{ ffi(E q\EI sffCrK q$r EfCS',.ETqo

Nstt reffiAm/qir"rB{ qrre w{t{ Ev<q e{q-Ver+.m{ qlR-vqls <ie16-a6 qqB/qeB-s
qftRlr+s al<irq lRna ftrs <c< r

)o.\ t-c{t{ {ffi,fffi TF:I \s fu <i<qlT(Pmail Service, Internet Modem and SIM
use):
Es<"[q.|gr c\ql, cReE qtfiT e {frrq-{ q\cut ffi1q s v-gratrn wqr{ qqr{ \s E6E GI'tf({I'i <sI
T-{K q-{i rfimr t-nq* {tE{, tffi {-cs{ € ffn aaq4-q or< r E-w {R{TqIF <r{qrcffi 6TCE

frffiREfixqq<rBt flfllarp({:

)o.q..) T[q rg q]frqK ft<5ITTfs Us<q iem T'Sftq{ qtEversrfl{ qtfryqTs <i&-s ffilrq t-IIt{ {ffi{,
ffixcsrrsfr{qqH$-fi< r,

)o.a..Q. Ev.<q q< rr {s-a +.$m< $rrqr nfr<Tc"f qftc r-qa n-cltn qtffi, tffi {rsr \e fiq x+firq
Rril <Brq Elcr<m w{fi EF T$'q-TE q-tn-{ {6-s <Kqt{ s qqpq fi-q ntfuq +<co qc< 

r

)o.q.e qfuT{ t-rlt{ q}M{, tffi q[sq \e fiT x]ffi-$ sftErn ofcsr rt{qK T<-6s qr{ 
r

/}.te\^r
q*665 ^

€,9=fsf
trlR # fT). <Bt * sr GGISIir)
crr5,r )o€. TdEfu. ET{T-)loI}

<Ttqf[q'l

--sa:ilErrqB # fri,lSr tr s-l tffitsqql
-6rt9 # )oq, qrdrfr, E[{Ei-)t.ob

{rR mrf'l



)o.q..s tffi lrs{ <rqqmqft{ ffq IELT RqT{ ft-sT'i Tlq \e q.tfrg R{K sL< +,ffk <<m qq$ft fuT6
S'6(ffir{ I

)o.t.G o.ftrq{ l.l1T {flq-Te tffi {csrr € ffr sr< 1ffiwn-r< fu q-$e(g qr{r{ TIrq csrs{ q<l

<Ir<qI r

)o.t.e Es<q q< frffig t-rqt{ qqq smzt q]tu q-sj E\g..{"i {T <l:i-cK $c{ mH ofr t-IIt e$.lBS q<\

em-<l]ts {erc olr<r<ll 
r

)o.Q..q t-s-sq/er+e rqo eqs q-rlt{ {ffi, tSK6B {rs{ <lTqt( $r< mH {a6cl{ 'tfrTfr, Til-{-Eo RR,
qH&$-{ ffi,wafuv rgm< qttrs Etrl{,rE RfflI, c$T{ <-srq-< <fqffi'co qqf+ ffi fiq q{l
{IK{I I

)o.Q..b <itfu"nlgqcr<T$rqG< t-6tqestBf <sqftfr<tEffi"m,{<(v-{crf qtgl-liqr, mr-+q&Srq<t

<fiBrs (E{6t$-{tsrEtrtTs-{BftUs'<nKt-rnh qntBd (uttaran.dhaka@gmail.com) 6eFI6l

s-{csqr{ i

)o.t.b Es*t/Eo-g r-{o qkre. t-rlt* qlffi, tfl{ots {ruq \B fil q<qr< sc-q 'iq€fqlsft <Rilcq-"t

. {<-src{{ {te<rr ctt({.{ qRr{< {rflT 6st{ qffiIr{ q&s qm Er< qIrs ffiIRy Es <ifurc Eqq

T-aN qr< q< q RRrl Eq{"f sils nfr <i-<eprfl ftfrqql s-dstft <i<qr.{q6t Tfioqmc{ r

)o.Q..)o E-s*t/q-o-e'T\fo ehE {rsr s ft{ <r<{-dslfttFt sfrq{ "{AE 
qqn !F }rqs|C{ q(<T'6t a-E6 1 Q!-$

tffi {rsrr \s ffT fi qtfo< <m qeF<T IR qr \5t cc{ +.ftT st< qtfrg fi-cs qc< q<\ Erc$i
wtrct+"ifrcsqm r

)o.q.)> sfr' ml-q Tr<rr o.ft Es-<rqr EITATS q3r <qE TI aPc+-{ ffi ffiGE c<q. Eilcri< {rr slr$ tffi
T(u{ s ftr q+s q-<'qtr bg<ct/efsrq-{ ntR-VEIg <i&-{ fi-+b lRnn frirs <c< r

)o.\.)Q. re{ eq|TI rerqtffi:ns{ s fiq&{EF "fi(.<!.tBs{"t E ftq-{$FofrtrctT-{Iqr{ I

<wu^\ffi
tgE'lrrEt

rrE * ft>, qrft * sr (Q\fu\,rt)
crYs # )oq, vrflE, EFT-)\otr

'<I(3IElPr

sa:g<sr
{Ef .F, <rF * 9r ffrftrvqO
Gltu # )oQ, (terfig, EFn-)t.b

qRqIcF.t

lu r 16t



wE@

{rfirc{ <I{{,m ftetr Eg'<q er Fqs e<R fist qR{| s\ry eqE efs-fl"{q {s-{ {l-{<RCqIT (oK, {It(@t{-{,
fllb< {rtcq{, <tR {trfi) csrct qr<Mi qr< r ottrs {rt f,{ <r<qpm <iE+<-+tft ofif q<r qr"r5-q Esc-T{
U"r<t <6r'9, <Fqrolft rflEr {rtrsm{ s?tr{cl {JTqRr € cq?[\eqK q1l' ,ilft qlrs[T{ r o-'c."ir+-< qQr q-$B
<ifrs sRFrq( <F-{rq{ rg mttr< {rQrffi <iGrM s.I&? <]TqK re-<'t q*$ a1o1fr-s'qqrfu s-fl qr r qfuqo
olce cq1F{clErs.-{ sTga <mqr<-< evm Es-<"f q< ,{TE ft&{l-EI <rr6q {r E{w{ frsE"f x<fus sffrq r mB
fi <lfuFo qr$qrq fltBr {ttc-s-{ qrqK o;rce DEr Erqm Ercr E fifl{ ft-sr'f s-gs fr(rRo bro tRr"ttr
TKrE qr{ ; qfdKrqrfi qtTqffrg fiSf, f,

)).) Tl;KfqrK ctft fr-sf(Clasification of vehicle):
)).).) "[q
)).).a. 6flffir$-{
)).).rr <fffim-{

qlfrsF[ s liq.-{ q-{r @Ir{s {.€ {ffirq{ $s<ct,aa qDI& Rffi< ffi qm 
r

)).).) "[sv<s'Ft(vehicle Management):
)).).).) ffi v<t<-qftfVehicle use.r): cR{-{ {RFmo trB q<qr< TTC<-{ r "iREIEm{ Mrfl s

q-$B+rl erstq.{ TIrcr<I wi Rrq{ emMrq qrqroft, {q:q:r?l-flft ffi q1-qqK s-<ls {Kr$t I

)).).).a. "flqtfrS?q.fi(Vehicle Requisition): ffi tNe{K q-ai qfr-{ T.( cqm q-nT{ ft-srqr$ q-{Rs
T-{rsq5q r E-s<q q< ffifireF&.nq<p6faqFf (qR1-.e-lq) € q\{-wssilRr{I 

r

r:.1 .l.rr ffiG"fr+s r-<(IE q"M{ fi-q{ cal-m q\Eq sfts qr{ 
I

)).).).8 qt$ <iEqra< ffiefi T-<rqB {cfl{?rqr<. '[{ci Fr{ E&trs qft{lr<r $l(q Ei$ ftFr EGE$
qftcK qfuqr rflq qqm q-vl +.-{t'ftq( <r<S <q-r<'{ r

)).).).c "ff$ ffie-.irq< "I{"f +.-<T T-<rqE qlv-f "iB D'H]-CE "ttfts rsrEK k+ qq sM eirTH T-{I qr{ qI 
I

qfur<nriro frrq< qr+ fr-oFe-lw< oPt x{o +-<m qc< 
r

)).).).s qtt <t (Logbook): qtft< glq-"K FKfrs E t <t qrqm n;rr+{, afr$ s<+<-+tft q{ <t cuo
T-{F{ q<\XIE'T$<l-CTi 

l

)).).).c E-sl"t q( q-6-q elTK t&{ trtFE TE-{rqrqll q-a'a{1fta rlqrflR qtrdm {t-{ cerro qrnrft x,t<
$3t6( r qfEIft reE @[T-{ clral {fc{ UIR-"K E t <tcs (sm{ {RIIT fr'effi{ r <mql-{fift Bs q5t

<Eneqtw-< o-<r<-q 1 6srffi Rfi-{ retF"lqm qR<T{ Tlrrg qr< 
I

>l.r.r.v ofu fo.l{ q-rft etcrMn (qnqptfil{fgp fr,fm) "tkutqr+< 
q-$fu-46q <].eno Tlrq 'flq <KqK

F-<rE ei.|K'{ I q(FG rrq-< n<<rqs p643 qN EqF $-{cs q6E 
I

)).) .) .b {rS-{ {KeT stelq'tq 1m&@t+, g-1-q,ftnrc<ny +< q{.{ vftpcvB KHru q5q 
1

)).).).)o "tts <iEcK c"ilT'ilq rBt-{rq fim"tn El-c{ <l{m qc< 
r

)).).).)) <ls )oiK t< ufrs<i<qr<n 5q61frDl-qm-{q1mrmfos<< r

)).).).)a. "fMK "tfufr$cr{tE. - qo ffiD[r<-<xqiffTKq'ctFFrsqr{ I

)).).).)e q.coo ffiBK <jTqfK-{ "K riTq qfffi, sir(g qr< 
l

)).).).)8 "tMr Urt-'K {fr emt{ epm"rs (e-Tr,qf<E,ftBffiq qTtrFE$B,UE&. ErtrqE) frrr {rq
DHr{ q<( eq-{]'$fus Fffi <fr c+q E3 EI uti-\,t<(T {{{ str(Ei qr{ 

|

)).).).)a Es*'<t qT 
"itq {fr Efi{m qrg qq<T E6qI qEIT st Es<q ss.1$ sq-s rfrE E(E-{IK sl{t

qnl{r+s<r< r sq-s<fr8<frc"nf q-NftEs-{"t "tqrt{frrr r

(+&
\ :TgPll\5

4tt2q.f
ryflqa5 c\

e;g+.r
*n;**iffiW

€-:f<E-l

Hfr:**,&',ffiW
aRltTtFr-'l

rr ,16I

<R Trcczr



)).q <GG"Fr(Registration):
{l-{I o). Ev<"t qT {s-{ qTS rg ottr< qttrf,{ <l\Ettr-t 6ilu Aqrffi qqRE (fr.qm.tr.e) q{ {-cet cedfi

fus<< I 6ffi44frfu ffi{ 'ttq<t fltBrqtqmr{<tsfrqtqlffistcrql r

{l-<t o\. "5-<t me@"n qfu$ {Rst-{ {rqt q<\. fr.qn.tr.e <l xi-srm{ ${qT fuq sr$ orq q-oH q<l
qr{t

{l{I orr. R.slr.fr.qkfr(frsfrqenqqf q&ltlqfi 
"160 "fl,fiK Ged"iqq*f{ re-fiqr l

${I o8. ce@"iq qierc <fr cot-q qE$or (q{I 6q-{, Erqm R.qK.E.qt S{fu{ $q"tm{ qrcat qrcqt}-ql
qIr'I[F E-c<t n-.rc"iw EI ffi $<-c"{ q<\ qI{lq-{ ECE L{E?i-qR<;fg <lT"l]rT Eg<t re-.rc"|-s Wsl
c\w "lT:ffs*tT-{6{ r

${I oc. R.st<.6.e r-gr fr(fRu crm-{ {r<r 1tq <f mB< q|qrcrqK med.{{ c-"r{ s-<t Er< I

trt{t oe. fr.qt<.B.q rYr fr,ftRr q:Ktsfl 
'rS <t fltb< qft$rq< r<e6"r+ fr,ffis fr qmt<s

{{IT{S-flqr{ |

trl{l oq. {<-flfr cflf-<{T qtt{l{{l.ft qBE 
'[qT iTr<rqT qt\3Etvs s-{'(E qr{ 

I

)).e mb,l+qnent-A-car):
)).s") B-s*t ,4T frGr erqrfl{ q-+ft ntcsr{ qmtqrq qtQ< ffiOm< T-<rqb {?llTetglr< T{ct s"((

q${q-{ qlrfrm ctr q o.K <l<-qt{ s-fl {.|r{ I c{rFTE $sfi qa lms Nw qfgl lfq g.fsj r{\eTr
{r< qI 1 afu a16aq1 <w-<-< qrT q'f{nTft {rc{{ {'Hi pq fr6q-g-a $R-cs q5q 

1

) ) .s.q' qCE G-f q $K Ert ftD <F-qtT $-flEi qr< q<\ saq-j-a1fu a6s qrsrc qr< 
I

)).rr.rr mi q firs-{ effi<rcn l]irqt/eflftsB (qfr s ++efr; qrscq sIgK s &A-s.f ql]-om 
r

)).8 Ib{{tq(Motorcycle):
)).s.) $< cftsrqT $<O< qfr{'Elfr q\qK 

'iffi- \e Trm qftor{ 
r

)).s.q {E< {ft-s-{ <i<qt+otft-< G€T "lq') tfi u]t&. Eltrr'{ cfsrs qc{ r u-tt&. qrncr{ qvt Erq
Elqtrfi{f6{tI I

)).8.s $< )ilQrcm-{ c<&d-t+, tq{rc{'q, qEfu' Elqcrq fisr qtfrcg fr<r"rq'<FIm q54 c<&@.tq e
t{Trc<q <Kq qrflfr q\$ <-qr RT6{ r

)).8.8 rE-<qlerf,{ q< u]tq< ,.{<\ l]-ft EETrst T.ffi cq{crB <Kct-{ s<-6s qc{ q<( ffi-6s-{
<r{-qfcffi)T$I cCAfi e t+{'rmq, Uln&'qtftqqffiqfrq'iq{f& Ftrt6uq5q I

)).8.c <i<ElTstft (fr-eT "m) atr<{Eroffiqeft+-\rftTfisrqtkcq<+qrc<T"t rg "tRst{ ffiq{
<lctrfl r

)).8.s ffi q?t c{-{ eFW <FIKEru {?tFret <mgFrc qr< 
I

)).8.1 qE< qlfts{tr qtRe"n cuirq q$<]. mrq sB ffiE q[q <lqqIf,otft Er fi-q rffir-q rr (frn; {lm-{ {.6<i

ts+ n-<'m ffii allsr{ r Er{rqr{ r\$ w{ Fs;t <I q\eK orcq q{rm 'tIs4I (cfrs Et q:RT T-{'ce
olKcq 

r

)) .8.b q5si-p ffi q-a str{cE frrlT re.rq. 6.irT rF{ aB6q-q q$ il"fcfl 1

)).8.b {Ie"is asr{ ol-csr rBr {lqr<r-{ <irqtT s-fl {r{ qI q<\ crl{ q-<qr-et re-g"lrv< ws$q-{ qM rr{
qfAr+-{wlg.{s-fl$F{I 

I

5).8.)o e-{rq-{ q-+ft qrTqr+ nq"iffiT q-$E qlr"lm sqi stt?s $< q]qcrEtr $m q:t-R:r q-{r cslg{
+-fl$m r

)).8.)) <i<q<sft{ (fr-eT ffi') ?qrd-s EE <t G3{l-{Ttft t<-q o-<m qr{ I flq' 6.tR Eri <tca q{c-{.[ct'l-{
Yls-{ frcs qr< r E t <tco ns fibtr< +re frFt< req fl€{I q{ EK R$( <FIr{ q-{r qnlql s-{N
qlrcrser< 

r Rcqrs w{f,lssN rff,cuq6-q 
I

)).8)a. lTfr-r ${ "tR$-fl{K frfu.o s e1<tLT{ urli q-g61 reE s rR-cqr *KF (frq re slBfl-< 6q-<flrq.l

crmrr') B-s*"t Tq{ o-{c{ I ur< tq e1-a-g qmfrs <trqt q&-q{ +-<m qI 
r

)).8.)e rffirs-{ <iEqsTftcrr qB rrm rbr qrtcr-{ Dlqrc{t{ ffiEK qrqtftT <jrsm s q-ry qxfrs
fufT q-$ft (x{e -)e) \lffi{q{ltqr qf<6fu6 (Monthly Bill) ,mWet{\{-s. s-+roqm r

!= F @g>k\ffi
-/-1( al rQ_\^{-

q+661p' a'
G;-=F=rEY-

rrB * ltr. <rO r sr 1tf'lltrr
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)).8.)s $-<{IAr$-{ fl{]Ie q<E qfr{ {{{ ssIF r ECT )ool- (,ro.t-v; BKI{ ffift *ruq erTfq.frtrET ffi{f
ftrE <6."rcw< qml q1-6EIE-fi clrtcq' EI s-<1g q5q 

I

)).8.)c $< 4tcsr{ qt qr{{ ffift qffift (ET$Tq) <-q{ T-$ {rr{ qI 
I

)).8.)s rffirs1-ffi ftK'"i qil-q 8o_c.o ffitsfn q< 1r<I fr{Kq- afffie qC{ 
|

)).8.)c frSr "m' (<irErf,slft) .tof t<r.t grs{ wffrol € qrEftT "tffi qcq q"N ffi qrtdT{rt <r<{
cl-q{q<cs eiKr<q 

I

)).8.)b +6.1x <fr {r+ sLT frfr{ o11+< atss qtim[T{ EK Ec$e-{ of st qm qeN 'tq' t< co-q X*6 $<
{im-{tr m<rofus otKc< 

r

)).8)b rBr qttrqq <rqqm-stft G-qT "tt) w{ft 6e15e qqlfu ftq qqr<T Dr-{@ qrq <I erscl fiq EC{
qqqfrE sy6a xft? vW$qq rBr {irsqtr +-.""trro m-<s frcs <fu qlt+r< 

r

)).8.a.o ,ST16q'K-irt6( {Ra11E R64IT tl{tq6 
I

- )5.s.q5 aqrqcflqr{ 6{ cfi{16 {R-<-et s o1fu{44-s1-ss{-stqRTscisK 
I

)).8.\a. Es<r"r<x+qqfum q+Erer< c<G?.K qr+r<.c<\ E-trcrtr{{tcq-{{sntfrFr<q. q[+r< 
r

)).8.qe {B( {trcE <Ksfc{ qmft csrEir cs@ qefrilc{ {iis{ co ffiBK <t;t q<I €l-{qr<'R qr< q<(
qIsrq T-y efqrFr{ l1ft-s <Tffifi< {.rlr frqKq- ctFFCE qm I co ffiE|[-<-< $T <l-{ s-<rE qfrfr-s
qeTft ?kE qfrq rqi"F-<c{ qI r sm <ifuGq mrq tRuter$-{ w{nTnzT qmrq-{ << r atr< qtcrerry<

<<nwffi56Btguffqmqrqr< r- )).8.q8 !tr{qltm.m{qn1fr re <tFcrr-f,{E;ct:

bolao frfr
)-e <qK

8-s <.QK

1-)o <q<

gO If,T{II{FK
6e fr1Effim
s6 ffifi-3

)oo ffi
)-e <qr
8-s <Et
1-)o <q3'

go ]=F-FTII:I6I3J

6o fr-5{tfrBm
scffiBK

))o ffi
)-e <qr
8-s <q{
1-)o <q<

ca l<is(EII{EIT

6e ffiE;g
sqffiilr

)a.a ld{ )-e <q{,
8-s {qr
1-)o <qK

co IO(qINDK

s6ffifts
se ffifi-s

)).8.a,a ffirormqlqrft s <?FltKS6f:

)).s.qa.) $qg <s 6q-{T rtr{ qftr$-q s{flq. <r<qt<-$tft Frcsrt Eql-CE 'tK6T I q-{-sl3r\3 ffi wls{ s-$
fiRq- r ffio-q fr-<t'tslK qtRg <l<qTsrA-{ r

)).8.a.a.a. ertq e(K coo fufo "ErK \RE "iR<d{ s3l-6g qr{ q<\ 'ff,{Sf(s >qoo frefu 'FPK {R-{

"tffiT<-6eq5q 1

)).8.qc.s Qrfr15q., fufu $fu'tBfrTI co ft'efo/sfi q<fi-rrilrlruq5q 
I

)).s.qa.s {r<fm$tcqsr "nrqr<s-{Trtr{qtr$reK fleqqr 8o - co frcfuFtsTrr{iKlrtmq5q I

)) .8.qa.a qf\9ftrffi qrf<t q-{.Bt qrqrfr-{ EtE-{Tffi s<l-cs qr{ 
I

) ) . 8. qc . s q'r<i q<( m-q' <r<qr'r$-{ qtlB qrc"nm- (grr{ {Er qRr.tt< <'-o qr< 
r

) ) .s.qc.1 rEr qttm-{ enr-<R @'9 c-{t3e r-{cr <I{q]-f,$tft Crq \56{ Tqtmr wflfu {|rlrs. r

).a.a.s qrftfi-r "r{rm >s-{ {b( {rtcsE ailorfur qrsm lt-< nRy cc qfu mrq qfrtr ffifrc-r rE<
{tc-$--{ 6DT-qI"iT-fl I

)) .8.qq qBr qlircrq-{ q-<Et slE Tt{K q-dr $< qttc-o-q "1B CIfu, T-<rrcB< {I(16T EifuT {'tKqtqr-{ rtT
{tc-$rlT q<ql qqsfr-s stc{ 6Ds ssrrFt I

)).8.a.b Qfu )ooo fufo "f<lkq "tk<6{ qR< sooo frs fu or<$<qfEco-{ qlffi. s-ffFqm I

)).8.a.b WIEC-3-ITCTG)co tsffi*I-{ e(E"Kqf5l-C(qf,qftq'q<(qfr{a1T-{c11-<F1giRr{ t
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)).8.rro ffirs-{ qr qrqt{, t+{rr+q, $-ffir$-{ ,q< c\{rT wt{fr ffi E-s<q e< e..lIT{ ftsTrt
{frDlEilS-<r{ I

)).8.e) E-€R"t s-gs <Inmm 6qrc$ 4rfuefr{.t-f6"r ffi fu rrrn< rc<r <fu a1fuq;a6 Rsts{ s-<t r

)).8.eq qEr{rfus-{Eqtffi{cla 6-afu mr-Effi ffin r

)).8.s\e {b( {tr$-{ DIq-s {fr cn1-+ q6lI sBr q<R os-* otEro cotq s-\D"F"t fiirs ql ET rtr{
qttcq-q DT{$rs {es $<rcs qr{ 

I

)).8.e8 xE< {icrm{ @tr"I{ fl'rq-'rq (a_3S, fT.<E) <-qr, cqqnb <r<,qtf, 4I s-<t ,{<\ uE&, qFr
wr Erfus "iFH {fr mrq qtr{ ntr$-{ DI-FFFF qRq|rT Tr{ EI rDr rTri(, Ews"ra r{{ s-{F

)).8.ec' H'*** rq{E ef$-fl fr(rRg (M, {Q5aq q<\ q{Ttql' rmu' q{wq ft-q'i s-Y.{ fr(rRg
er$rg.{ <ffi q-{rrft fr(K{ $-fl qrE 

r

)).8.e\e fi-qlqrqBi-cycle):

)) .8.es .) Ttrqr {R{T( snr <It-xltcn-{ sftr fiq' qtfug +{ qn1sm 31qpi6cfi l

)).8.es.a, <f iTE Frqr fi<5b cqno qRm qIT/ pR q{./ r? q{ ERm fisr qTfrq $,slm Es qcsrr{
qttrs-{ftr+ftroqcq 

r- )).S.es.e rxlNrsTmmBfo-a5."6*IT$1q11frd;qlrfiTfircfiqT6q-{s-{cgiq6 
I

)).8.es.8 qr-ft e[-Tlqrq qo Et$,rRrH flilrs ffiD-sfi firs,il-c<. I

)).8.es.( {s(Tfr c@.lc< {srrt frPRq. erf,m q5a e<R. fit cilEtrr <lt {Itrs.-{ <]TqK s-{(g
qr{t

)).8.es.v qB I <q< "KlK <ii qltc@qtffiR s<(sqr{ I
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wllr
+'[fWf T.{fER ( Perfo rm a n ce Appra isal)

)a..) FICWTWIrl-{(Performance Appraisal):
'tkF{rqrl {EilT-{ nft E-{rcm {CTK r q\{K Esr \e bcq"rT qqi{ re'ft{ strcT{ y-na-+ <nE
e+g-f Efr-q 'i.t.q-{ $GI r offrq'-{ FrffiT T{ilTriR {I{rc{ srcq-( EscR, EfroF[, ffi, {r+KE,
sffi6T s qgpp @ +r< q6s ppftoxq6qs srq q<\ ntst 1fr s-{r ru,<T r oft qeimr#
rT"ffi @ETs qrq offrq-=r {Kr otrq-{ p" Effirsr 1E <l r {fln-nffi{ rT{rc{ o.trq +rrq-R {tr
qfi-ssrm srult sLT Enfr;crs, lrnHc Ro fir-fl&, -iTB{ET .il-csq q<R 

E<uT fr-+ernr GRo
reL< qsrET 1fr-{ E&rH eqq s-{ti qr {{ Ers.B' I =FIrWr :dqmFFr {F{iN-
s'flm{ ilrw {EiKriK p et.r q{ q-{ 6sqfu'r.r+ u 66 {R$-fl-{T s-$rfr {B{k-s ${ 'ik$-s1lTfr(rRo wtr'G ff[-ErFffi {r{rm oft< qt-q, Eqrq, T6{K{, +6<]fr&r, qEfu e qr<HR
sl'fqqTqffi{ p-qFp-q q< Eq{t1++ w<qr slDE rc< Er6-s qmis "tfr"Ig s qr.gt{ E(g Nl{I r qr
T[E'-
. {Mqfs e<\ $'$f-{ffi1 4ffi 6m6q1qp6q{l
' q&&F,{<\ $'ftk vq' ffi-$ qqfuT &frrg FrfuE Esr Tflq p'ffi wq-T qqbifrr rpir6

totcoqqfu+rr
r afrsaifu6qTmj-<T{tx-{ s 6rnfr-1e effi a-s1

qf$H sft-{ TI(q-T qe fr' Iffi (,tNct $-r{ m RrrT sft;ro ${$ 6q.$. fr5q5EqfuFt.cft{RcqmqG6s+-<r
I sftf-< frqr Rur* frrmm q|{c{ qrqldrr*r W{'i 6q'rI

)a,.f, arifi-++tft+fr8, (Performance Appraisal Committee)
ofr< oftqr {EilTriR s-{r E{w{ R-wri< q&ffi, c\el} ers-fl {tl't-+ rs {t} "t{mr sfu
{,1-k-vrfu?rd{ ql-i-m erF {E-jtT{'sfrtr "6-{ s-fl qr< I q-{fi,tstc< m-6T qdlr-T E6r{ <i{s-6 \e

*Ut< qt ofu:n-< {EiK(l< qrT 1frEF-r, {T{Totft, anfu qitr+qT< s q.nq-q Rsr6'K qGRR ql.-qm
qf< esBy-nr+nffi qtRr< 

r

)a,.e 5i'f*rf*ff"fO6, (Performance Evaluation System)
es-q-{ Tfr{ s-q{qrar eqrqft< qffi qrci qF ff:Fr:
T. q:KEt-t
{. q\rthc*ir6{p qaq

'i. {fr.t<m*<F-+-w
{. fiTsl € frDrFqEt
s. qRai!fr-qq5-sl

D. ffi'ilr{Fiqnr{{s{-sl
q. Fqtr"-l
q.. frq-rsE<,t<s\Er
it. qqmFf'cryqo lr{lsK
S. CSTgKft&{lfl (Ir{E{T
b. stcq-T qB wRs-s-I, ffigwr+ \e qrE\o{sl 

I

)a..8 {EilT{ffieTE ffiE(Materials of Evaluation Method)
Flcwr ffi-$aqr: ql qRfi esq-{ sSF q<( ER ntt<-vtwr* u"m tcq <qLT{ u*rst {q{ <llft ft-
+.[q-srm q<\ ft-q1.{\e-ls-flqc{8Tfrft{"iT-{F r qQ csrEfu,frRi\o qnB e<\ E"r+<"i<irqKs-<T
er{_

)\.8) p156 ffi <t qtfrsqqd stt{$I
qrsis s'tki <TE{R.+ oftiR$-fl-{t
e<\ qEB$$rg{ efisrr 

1

qloF. ffi{rc{ Elst srq, $lrq-{ E6or-r, qrsftrt, "ffi/qfuTr

oo16r ffi$
fgffiFf€f

prD * frr. <tfr r sr, fiGrvr,;
cn5 r )oq, f+tfr, EFF)toD

<RrTrrfi

a -eltLu{
qeg6q5 --G-g=r:r

!fi#frr,v$t**rr GthrcqO
6tI5# )oQ, {r{lG, ET{I-)qeb

{Rqrclrrf



ECFlI frfu, qrsr-s ei6nT T{ slcsTT {-Rf qsl qsftT-{ ffi {.l?.-slr< frffi\o <[E6q. I qe as].
q!'irE1 ffi C6q {Bi}, q{"{ ffi ,{<(1R{H61frB- 

|

)a..8.a, <iele s,{qRsfr{t :

Ercrs o.ft EI{ $&lg Effii cfiqm-{ q-{r <q(-TT \e-+-cs qsB fiBrr o( {fr$-d-dT ffi p-66:rr EK
E(.srr{ffiqxrfrmqr< 

r

)\.c F1.fS{ 'ffc-{S6f 
q( <11q,Hf:

'tKsrrsr <ir{"rfl qffi D-q$T qfurr EIi Tsk sFfur € qtfrg 'ilT{ {KT <q< sI{ Egl-filT{
ffiqq a-s6q I ((w.@ q:ffirqm {-cet frcDK qfuTETq c.?l{. s<rg qr<_

p.6q1fr-qft6.Fr
,ffi qd qq s'f,t{ olrq-{ ot{r<qrqr ${rcq qG<-{-s-sK T't-{ct q{ffif{ q<\ E.trs e[-!-|qfu tfl{.{,s:ffi{ qFtx't q<( Frr{.Hr{ l].(rtrT vK {:tKl-{ 6q-fi r

?r. frnfu RFltcrt'f
fi-{DtR-s FKfrE u{r qqlq qqrcfi {$ frcr ofrfu srrq{ EgIE{llrr.K s.tq (e[-s pBl qpiG6 {n?.
rENEsfrmfiTofi5q 

1

)a,.v qB-+uqim+

off e<\ Ctr nrmotutr-+* q,6{i q.tBE ql-{sRs ?<5r$( {$ frrs ercs {{aT{ +-fl qrs I qqr{ m
+oE ftTl qIreIEE qrq cqerfl EE- fr(fr-\9 s{ 'tRa-fl-{I rg re{ "tR-+e-+ ,T{tft Gts otrq< W"tB's orq-< c,(riT q<qr fr-{f.t n-<I r fr(Rs {EiN{ T-<{ (c\{fu-)e) <KqK +.r q wrT{ s-fi qr{ 

rqrgKq-{s +Etsr"T{ q-{r qB frq ffi qBs qs-{K ,{$ni-{ ,{sE tdrs-s:rcE qr{ 
I

)a..c <tffi+ryrr*r,
*s-.T 1ff< ffi nrt c\<frg snrr-{ ReiRr"K $<irl <rffi$'wrT-{ qx6g cr r ql qE-rrT-{ qfurl
EE ffifr"s e[Tf{ EER cnqt{ ru?f orr I qEIfr qq c\qfl5je qi ecFio sr?f ,ls qF <qr{ fr fr
sffiscrne.{<( frq{D EE sR\imsfrk E-drcr Emi qKfrfr 

"m6aq-qef Gre q6q 
1

{qmnr qql e[Trq.ilT q-q-q ffi {Eil!-{ qi'cnqr T.{m s3[ce em I ,!{Ir+ c{ q-s6r Rm x{\9{lsr{ c{\1m En- qlrtt frffig EER qT{, ,h 'rrn< Erfr-gcTc q<\ q-6T, s'Sfu B-drrir q-{i fr fr-
o-<ftT e<R cffi"rR Q o.ff q<R {Efljn-flR< Ts<1 Fr11-3 ; ,is-{ T<tr qH r q<6cq qr<u R ffi
wsqft$<Fqr< ffiqq{qr13rffi @tt1ncp "f(< q<q Ef19m "Fficffin-*t ,

<ttr-sIFIHr+{rys16:
@:I ftff.I nN E.IfrT
) q-fr o,f,t{ 6rc0 er-ltqft{ fr-s @

Performance Apprisal)F{T \e rnFt cfirq cqrl

qsIlqlT$ Rvtsf/
cRAB€lsF

EIE<q{ )c
4fill-fiT

a npa en( ofr< s-frft<ft sTcq-{ {EitT{ q<\ Er
{1lilqtqlrd{TI6qq$ 6qTI

C\83 +,ff d\i{q{ eo
{csq-{

r\r3E Tfl< {tRt qr-{fD-{t{ wvr-l q'fl<vtturt< re{o
w{-{

c\f;p4.iT..{<R.

nn<Vterf<
QIE{Q( )o
fuc{r<.

8 qy-rg Fr< {F<qqn/qflqRs fr-W"t EI qrl ft-rT 1n<-utful< qETq{ to
Bc{rr( q\ofl{ q<\ {s-{$it-{{qlT{ eft(<q-{boR $-{I Tr{<qBrE/

E n{fusfrslt
Qls.<q{ rro

ecqs{
g q1ffi >rc-q ngi* orce apa .{. firm

6a601fuqQ6EtqR3SGiS<f
IT{<qDfT/
q"nqfr-sR-qt'

qni{qx eo
qr{{Ift >[,6<i

mn s'ft qqr<T F{o-\6r <qrffi vffirt qqn Es<-t qr 1t o.rfut <l e1-E5g fitrlqT{ a36q EF $fif{€ ,h fiffiqllT-{1nlT{vl*l-*+<roqr<tqqtqef$m{fr6q-afrffiqlr,'r,hef+-g4'ftr61{EIT54TECSIq-{1rysr<
El$-fi<lr< r

ua16r ffi}
Crr€:-6f

yrD * for, <riF *.rl tftErsrrl
6rnE # )oo. {rflfr. ETTI-)\ob

<RETTCF'IT

'QQ5,r>rsfiE<F
g:I=ilE-r

yrB # fr), <rfi * qr $druil
Gm5 * )oQ, f{rfr, EiTr)l.D

qlR Tfri'q



)q.b

)t.b

qRr $lcqqKrrr qq]'frf M.m-; ( Directives fo r L ine Man a gerlS up ervis o r)$. qmrs q-f,{ stFm {Ern-{ 5-s afu Ti[qgv xn<vreer<nx qn$, E{FE fo.r,r owmqm frq{ , QEFB s ssgt qfur,{ EErq sfifuqr I5imlr-{ sTrr er-Tturfu ffiq-a1 6qaq
T3[GI I

{. qfrm Tqnrq <s qc I$, {q, fi-<rm' e<\ {fu<D-fi qqg r mt+ ofit< qrm n fr"nm qm
q{{ csl-{ q'irsl Erqr-{ &frcg ffi pnr+ s-d'qm Gm qt w"r.mrft e ffiw EID-{r6K
<r'<]]T qq|{ $-{rs Etr r qt <-<r"r* q;[TT qID-{rK q-{I cqa? <ieT fr-srh. T,f{lsm( {r<t
q-q$ft<l<qr Cffitqr{ I

't. qqima< sq1 qt T{ R c\Q} +'tfn "ffi'c/lfi<-{B qK R<r q< GE;r <rg-.< <I $.{-F r{. <tffio qEm.o n-sk sgm q=1Br c{cr{ sM q"{ <-<r q-t{ utR fr-<o<t qqim-{ qcq 
rs. Eri{ sirnqm/Trmslnear Er{ sfrfuTK nrq q*,'rc6 ee<rrs lrqlsm ft-s "FftmE-fl T-<rr

ws +r< +-fr<r sRF-< +Tq qks S- s mn-urr.< qqm.{. T<-cu,i"fr<. rE. Efr{ frTflffl fd[mF{I $-{rs qrq qq +=rc.ls qt {s-{ E6{_sT s.tBm g]6s ry|<I q-s-{
ofqcaFel"Eqcts<-C{ 

I

q. Flrq-T \ilR-sm WIE nftg \s +-51-<j-< q1-5Et6s s.tr{ q!fr-fi (X"limfu-+ s ecps qH EsT
ffiet)_EEHI5+ frm<rffi Ucqrr qt 

1m.H+ w{68 qr< 
rq. mw 1fr R+ ffiEfrr q{frt oSk Xq-nr+ qf',r<q-{ q<\ <<Is-f-e <trwBr clr*r cqfu,I{

<e qF. r qF qEis e+g-14 G lrll{'et F[q's-{t{ 't{€ ffir otf m+6rr epir msq 16 crnolfourlqt
<r. Tft Er{ utffio esmqT q6q n.m {kr* qHIq-{T R{rq & $.shs ,FTe r-{r << r (frFl.

Eq\qf lq-lWffi-s XR<t qqm1fi.r fr6qr.i qrryefisq ffi) r$. qQ {qiH-+ oft< orq q\@rs ?sftffi R-{i: qID-{6t, ar.*T ut&, E6qp, rB-fr, qft$r<
(<\ q-{rlE TMrsB :IqiIT{ T-<r{ I

IlrW {{ilT6{T RiF: (Performance Appraisal Format)
EE-{"t s'{o sfts +-<rq{$E ffio q< ft'ffi m.Sk {Eilnr +-{6oqm r +-<qBcg ffiR{kqrt
<rarq 6{erql EIi{ rfiflq.Br, Tff frrq., qRB} q"q mr{orft, iBfiblkslftT q{Fr,
{rficqq/filT{ RsH e<\ "tRbTq-s $Y-s {?l]{cr qr{ 

T{6t S<(E qC{ r (cqfu_)8)
qEI ersnfts m BsE"r J.-r.y frfiRE +<r (pAF) .'{-qK sr<t T.sk Fr* T{68 q6 r wrr*.
6q'@ fi'Ti Tsr{ ,ihr{m ,rR-{o-cfi crcs 11r<qEs.K/EIt{ qn6q]3 e$E fo-*{"t{tF {E-nT{qficr<qT ?sR o-scfi r Srsro $it{ strqr {EjlT-{ +rr {c]"|{elsr{ T{cf $(-T frffiE srRr+< mq.
r]-+<s,m/s"flc-{ R-sm srT frrg qr< | xr{Tq,in/$tlqr R-st't st nfr< crtcq rR(Ft F{6{ r

3]'sqkr 5"T Ifr, erc.qpi-{T Eql-q,1rqH&,ffi R<f qqi mfT {fBTE-r *-oqt 
"ufu 

qt.t
{Eilts-{ qfu-<qr+< clr xlPf "rRD.r{-r/qrRg$s <ifu( qTr{mfi-cs<s , 'i.iruq 

qf,;r<E{ wrT R{ffi 6S@Tf{qsqC< ETfiH-f,+

' 6$]-4$'ffi "ffi\gKqgK en\3{I crfrq. +'fif< "iri !fu 6a1-a eifrqEq nrq q&efr-s 6q16q ffi e<l qTfuTT 6T.@ c$.r{.

"tffiw{rgccqr Eftsq DIRa F-+- r+ << off U4a-4 ,tk$-s-fl qqTrK 6$rq.. <6H \e sRrru+,$F{orrqrEqr<"tftqcE<jrqmFllru {r<r<
' csl^1fr-r, olrnffi, c'ltlris m*-o E-mq, q-rr€Fo<"f u 1*+qf sqBfiE q66 166q4 fr6e

&&Rcqrqfiq<r<r<
r qfiiqq € qsEif EETcr c+q 6Rs r-fl q<\ o6.rrro iG-$-d-dT q6lq-cr qRRr $-<I

"r<m{ qnr{{,{t {r,il<tR$-ut qoq-{ +.fifu-r fi:n vK qEq fr-ssrET 6Rgi o-<rsqEI{I s(-T NrR
E<q-sIsIELr E'Jrss fuEfr$'f rr.I r gem-+ efu<qcffi erBxfrsfrFrsnpitsR+r< ffir6{
offr s 6Kqffislc-f,{st$T€fqq$-<rgqm e<\ fit qfu-{q{ & +'trnrifu.ulE Flemq\<q{"r{
"r< xEB otfu-o qo nft frm qc< 

r

-^rG"r-trsfllFF ^
<@Z{lwptG
rtrEirrarfGr

nD * fr>, <$l * 9r GAF\FI?)
6ilr5 f, 10q, rFlfr, EITI-110L

r$wfcrFl

€;.qgirr€f
pt * ftr. <tii r trr 1fi&rrrrv
fi115 # )o€. r.f{fu, E[rFF)l.D

<tRrntrlfn

oc r 161



9rfiEt: CET

+ff<Rfr (Staff Transfer)

YfislB c\qK e[Trqm G csr{ sshs Es<rts r{ qEror-{ arq-E qr+ liein EVK{Kcs-{ xnkc,< efr..Eqrq-+ Rq{ qT{k-r <r gftqK <qh $-<tE {r<r< r ,trRffi, nfrq "iffi{ <I q.{r mIT st<rq* <qfr <sofcn t corqrTftsftm<qfrs-flnqrrEsrrla]r-oqcr cr qt<qh tr{ ffirsl1-<tsm<i&rrofr-+qrsR FfuTISGT I

5e.5 fifrillem,
)e.) .) <qfr 66 qqm{ ,T$G oft.q wq gmrF{ nrfug 

""rviT{k{a. 
,l.n <'a $-<rs q.u 

r

) e.).Q. <qfr{ qws qreqrc- w-rq. s,tfu-s <qfr x@rG <ilqrcr ffi $<_ qr{,
)e').e'ls*rqI E[s-{ wT <qfr-{ Rr{D fi cfl-{' qr6T- OrfO-s o-<r src{ r)e.).8 <qfr-te $-tfu GEq st-sf {ffi **xrft frffi * i

)e.\ 1qfrdrRct, (Need of Transfer)
6aq o.Rr.6l <hfr-{ qc{tq-{ qrs,llm:

. t*-qq t<rKq1].

. R[rir<IqGw.+'ffTe[Ttq.-{ flFkri

. pff-<qr\5T1fr-{mi
o qi:6fr6i $IIc{Kq-{r
o eGfrrq<emtqn
o a.frsq-6qq.cfi cefucg
. s-y<?rs-{ftktTw (qfr-Cg

. Ts?|flE'cq-{sl<'rc[
o el,a6qfuq5E

)e.e <q.fr{qEBr, (procedures of rransfer)
)e.e.) mf*+tfu-o<cfi-*eftxfqqqrE<tcst-{Es-Slkql,Fpst{ftqffieF^lTT{R_gl-("'tfrRs

ETilcuqrq 
1

)e.e.q ep4p4 ft-sp| q\a? ers-fl/REFt q< qrr{ EIrflD-ff<. frfrrE fih-E sst Fac{ r)e.e.e {RAer E"r< frfu T-6( {s-{ <qfrt Esr Erq{ llrrlqm q<,. c\E} +.ffs ap wm}_{K {tqm qcsqr{r
)e'e'S IRBB ffi E{E/e-s-fl E{rcfi crBr efrrs q<\ tRDmq{ w*qlk-{ clr,r6s- etlq.{ R.[rtqRBB r-ffk +Eq ${fl, ffi, sFiqTr+< urR+ e<R, F-sr s6rc$ fl* "If. iar qrmqrct

ffiq a3641 6-qa pft5q se{ 6"rr-s 6e ffi}ffi a< m-fr ** # *a ** qpr.?kD
RRD-dT T3lI fficE 'il"K, E6q T{'n v-rq-{ sr<rct ffi{ .ft* <qfr T-fl qrq frR rorq ersi <q.ft<Fq ffi-{ q<E 'tlc{ dl I FET s 'iqT{m "ift<\ftffi mrE W.ni Us<r"i-{ ftfr11q, wg1nct s_{6gqr< r <q-ft'{ wrqrlT/6ff-{ qrtr Tft c\eE qfr{, RqK R\q'f q<\ s,ff.< <ie.qg Trtm cR<$rt{E-{I (efi'tS-+cs qr< 

r

)e.e.c .{o fl-{FT cctm q+r fifqT <I qs R-sm cqn-o wli.fr-str.rt 1ffis q6r1q\B} Efrm_{ nr6-g*fO$'ft, <qFq s,Sfu nn-V^wq qfufi, GE{. s gm-u 
""ri 

qra_, ql-s?q, q"tw{ fr_qqrc "nhc_< r)e.\e.s fifst-{ R-W qpto <qfr-{ 6ft qqm +-{-G , {mrqr{ s.tri <TB-59 4.Rtr" ffitqrqT q*frft cef{"iT-{R I

)e.e.q qstqfuqqrqgftq<qfr-{ ffirq egqft-gqgls6gs ,lqE 6eps"t$-{6{ 
1

esln (.WK
- qs11fu
iG:<gE{.c|.

IlrE *fb. <rgt* sr rtUirrfii
61tT6 f >o,{. (r{qG, urn-)lot

.{TRITIWI-II

&qsftrFF c

-=r<er-PlD *,tl rnlt#.as fftfrrrq1.ft I roq..r. Vf;i!ft. ,rr.
(l(ellfe.



)e.8 qEfr-rt&q"ft' (Interim Positions/Assignment)
o{6114'q1-41 cor+ ofiho UtrT 'Er qtqft-ssftT qTRg qkT{ T-{I <s e161 fiffi qlrc-I:r q-{r &
qlfrqr ffi q.Ilq-{ fi-st'f eqrq r<-c{ | qt frffi qtfrg q<\ frffi qam-< q-ll s'ftr6 ,} erqr {fl
{mH qRn s fiE;i effi arr cr< dI r Bafuq "rrn rftr$ qTrft-s qrfrq cq-Tmo q\EK gc{M-{ ,{<\
q+t {rqt s'ft{EdlrqT {r$'f fu{ 6q$ qr< r erEI frffi qm fr< B-s{"t s-rc.tr-e$E {qiKff{
Il$rqlfrcrFi "raTm 9\.qq6"K wST{ qnrdK {I{rN q<( qtEt ryqm utRnt q-{{tft (E6{rw csrq)
& o.fih$UgEft "rrq-fr-crtriq]-qR<rursE.m t{r-{f 't6? cN\5 "l.l"hIg 'tH-F r

tgqorref
rE*frr,Tifr*sr ffifrrurt
6tT5 t )oq, {r{{fr, EITI-)lolD

<tRqlr F.l

vr r 16t



EtflTS: (frE'
qffi ffi (Grievances Resolution)

Eg*t ,{T {-f,{ ofrt ${csrE Elrq;r mr{ qBr{n an?FrE El'ffiff a-s6si 'II<.r { e< re-p"lm cq qfuTlrk
ft-"tfs o;rr<{ I

)8.) qeqi':(Grievances)
mT Tft {fr {rd s-rr{ m frfr 6stqstc{ <srt{ Fmr< qrqq e<\ 6K qf<-sm q&s <'q R<I EK
slcqs't6 w crEq Erqm frfr 6K rynaufun<< qtr?r'ffi foT qImrtr{I $3rc$r I qr{l5qr{ etc{

'IRo "tqcq'"f <fr & off< +nq q/66t!-q{-s xl fi q{ EIqm fiEfrRtg gep6n fte1fu +;IE q64 
1

)8.a, Efuqltf Qfu: (Grievances Procedures)
qkrTri qfunT-{ frru{ Fmerm ffis s=l-co qr<-

)8.c..1 mrE qfuTl'f qr+rE off qqrq EI \5T-{ 4Er rrtr{.wK/"r<-{-6 BtrT qB r-q-GT Et{r{{ I

)8.q.a. "rlt{ mr{w{ qB(rtc't< Eqq({f'li rrHF{ fr(g <ld q(E c\eE s,fif ,h qfurF'rB q{pw fr-w"K
{qr(qlT6<t l

)8.q.e qfurmB qi 
"r{rcars ffi {l er{ $,ff frwD ffiEqr$r flrq Eqpi-{ s3rcfl r {fuET Es<"t q<

nft <i<ePFT ftfrrlEl r: qqpqfrE frxm uEu nRq qrs <rfu Rcqr< qRFJ? q-{tm firl ffi<
u$s ftrTsq Tr-c< r

)8.q.8 sF+I {bK \ frr+{:rc<i qffi ffi s-etr-s q<fu s-{c<{ t {RDrEs qfuur< q*y
q-$tft e[-TM-d qm Eq-s fi{ "ir-{'o<rm r qfrc{Ft qqr"t-{ rc frc+< qrg 35.1m E?is stq qq{
s3rm, qmfq-n qe{F <jfu{ vffi frfilsq6 qffiro qlfu n-<-r< r

)S.a..c qffi6Kyt-qF-{ s \ilR'{rqqFREqr< qfu{r5'ic'i.l$-{c< 
I

)s.l..s ,{ q\{r 6;q 6aft qBclt't RL3}TI $31-6s ffir {{ I

)8.t.c stht"i et ft{ frfte ctlsr< R Ek1t1'ffi Efu w$l{i ssr6 Tm EIn ft-rrh 6st-{ {$T
sRlT{$-{rqr<qT r

)8.e ffi1s qTdlfr: (Discrimination and Harassment)
Es+t er qC6E ftB w{q'ft 6;a qffi 1atft v*<t ts{) fiq-< qlr qr+r{ B"r< corE q-$r-< Et't
{mt{ o-<csi etFtr{ 4I, q{-{rfr ct-Cg 'lKK {I, sfitstT Xr+r"t fus 'lKC {I, "ls"lreg s-{(9 'fKc<ll q<\ fr{ {Rurr{ nmt"t fus {tfi {I r cfi-q q{-<]fr .nfr mr'ii'qtfl{ r fr+ qr-srfr< ffiro frrr<
qfr( m corE qnBxsEsqm,

)8.e.) dr"{+tre{t< Brsr.iT <fr ror+ nffir/ofr qffi 4 qal rsr{ IR{r firq Tr{ fr(<r q|s.rs?Il "gn <irf
qc< <fr ,h o,fifts-{fr qqr+ TLT sr<-q ffi ffi-{ ql-{rfr <m 'tcB"qm r

)8.e.q E<fu{ $ffif R+ qq-sfffl <fr mn Ttk Efu q-+metg ffiq \FM t{ er{ ffiH qTmcr Fr<-{ <f
st< nro< ffimm frR\5 +r< EErE mt qru-*"n-o ffi=q sr-{rfr <rE GRs +rr qr< 

r

)8.8 ?Eqqj s qr<tfr*rrrq<r<El,
)8.8.) qfrrT '?<mT e q{-flF[<" 6;a ffi ltrE T\itS 'bnGlqq q-1q" q-{$ft <]<$ ,gqct 4-E6 1

)s.8.q EIEo q-dr'Ifi (clrs qMI off mq{, qfis, qtm, qi{rt{T, .nftRo-v-tm qffi, qffi&/
eis{ sIo'lscl-{ q-dr Es<,"t qrst< {R.{,"f (Zfiri s ql-<Ifr-E R'sm sddm q<{r+) frftu s3l-6{ I

n.filq-{ qfkrrT qf"$R 6qrm efr qfu € Eg<"l' q< wu-a.t frfi' w{T{6i s;t-F r

€Ng:3qrcf
mB # fr), qrqt # er Gnswo
l,ntr # )os. {r{qfr. rI?FI-)to:)

{Rerch-t

'u1m <W ( 4..ti e-,^d-
frFfrF^-

tg,g+q16t
TlB # tu. TIf* sr, tfliltrFu-({Ir f )o€, {Fifi, Elal.rla;

<IWTfrirr



w.@
rfixrf RM (Code of Conduct)

E-ssq er rFfuTrs fr<crq, wffi-{ s qfrfrq r-<t{ ECrFj tre<q q( s.fr&-{ FHfrRlg qm-<".tRR NrqDdics
q[-{ ,{<( qrsr:F sftT q qqfu q+E cqtvqprm ytqr{ +:rcg E(T {I EIT s'ft srtm (personal File) - c
qq<frs qtl+rsc

)c.) ++-q r'firq-<ro B€Tq s'fr <r<qPHI ftc{]El {ell{qs|r{ flrI D-drcs qr<. q<( ftB{EI s6q-{ FE qll{
('fF <I qfq-{ q6q EE<t s-\e.tq'GF q<fu o-<fne qc< 

r

)a.q 'l.Hsilsft <REr6qrl q-{$lrf,{ qRR${, 6?rBr EDAE qtt{ q<\ {FR-s rfuK qfu aaq s,fim qq.rft-{
alrs(g qr{ I 'fl-"ft"nFi Es<"t qT ++-q E'rffiNft/d-fiqlglcqr qRo xq!=< x+e ft&{.lqt q-{{lft {s-{
T'firq< sftwE T]-q. T3r(g EF r

,n.s qo-s-{ s$fu-s q-{"Bt qlu-<r6t w', Fn<fts E["[, frqft, fiffi q<\ s"r T.sfrh-T {llq 'ffi-s uwt{
qq-$ ffiq <Frro qr< r cct clrct snre q-{s'ftq-T c'nct T{qms qD-<"t fu c"r.imrRV <gT|T <r..fIg
qr{t

:c.a Bs-'<q q<strds'fr6m1Tfrffi&-Tv<i sfu1swd< m mrqsfrT-{s-{ e&TD-{rEq5q r et T{c"t<
6qfa qtr{T qBrq/{q I|s qm qm q'6q. E-€Tci $\f'Nm w<Rs. o<rre. << r

>c.c <r&ls Bcqcr csT{ s'ft wq{ 'rqrftft-s <lrcK trr< mr{ {ifu, Fq wm ct&ro e[v1Rs s-<1€
{wfr 4I qqr<r oEco <ifu"M qrrrri {Rffi effi 5-61.is {r<r< TI q<\ +<.sl-ft s 6qq-ffilfr q-"i&, {Rlrf-
1R<t, cl-o .l<q qatrBs qD?il. <l<<K o<-cu elKF rl I

)a.s sfr$ frfus s-{r{ fi q6s 4fu1s qru-{"t e q*r6 Es<.t e< s'Sf Rc{r< EIrm c'r.iIrig'sF-om mr+
QvK 6q-{6T{l I

56.q fficq-{ sTffi ,{<\ ntfrg "ttom erq< "Mcs ,IIr< q{-{ m1-q E"rqI-{, T{ <I qII m{ {R{I
ofi1-<VB"rq<rsrft/ &+r+qvr< orsr qtc{ q\ol$ <I'il-{fselm qt?H-qq|l $-{rci ctKm qI 

r

:c.u Es"{"f q< qtrr{ \3 Tqlr<lc<.=l qRsffi-s ql"r a$t-{ q-fr<Iq, qq.tft, 1frB<rw, rlftfr,ffi, qr{ m.t{
qrfu< {Rs et"{cq-{ <I qTb$tF-s t<rrT Iffi Trfu/qBem e< qfu q-"r6 ffi +<r ft-{ + r

56.5 aqftnq-< wB '6lm{ (Zero tolerance) ftB q-{$fr c(qf{ n. 6-a a,ftss c+rq +.tf/T:ffif q<t
ffi-a qatdB-f, E$fu, rfi-{ q{-<lR, {BqR, q.frqm, qqft T:f$E q<\ qfirsK eTI"t 6"[6r D]Tft
c{-m<<rfls$-flqK r

)c.)o Wfi(t{ $.ICq fu qa qr{ID-qrcreif re rWf fifu-s-s-rcf< Ersr s'fr&-R qru?f WnW nlrlm q64 
I

lc.>> ofr<t gl6q-T Trq € sffi6c1-1{<ifuT fr{, Ts{, tt{, R<trB, Flx.r, q@, ql-fl&-s qrqr{, x?ll|qr
<q qffiq-drrftfr{ crrq c$r{?<!{iIB o-<r= "n-<m.n r

)c.)qqef cu'KIFlq'E e<( Tr-relg Eirtfu frchrq 1.ul{ GIrq rt"Effi <Rilcq'.i"w.$Ir{.{'ffi TslR
qGrfl{ qR{ qo)q" q-<,-q n.'fth--<m {efl{qs]-c-{ frr+ Dq(s. qr<. 

I

)4.)e <l\{rfi'l qfiI q{] mI{ <rA{ fr"sm q-d-{-flq,qfrflR <I {qft o.Ffs-q]m {qrTET Rcrr< riqr cr< q:w
6q-a ffi sqr<t qGftffi qlcct 6$H qftnfeo. fl{6qr a ppfa6 sft-{r qQs ctr$rs. etw6T qI q<( q<
R-rrm q-fr s'firo qru? qr+ro qr< 

r

tc.:a ErTfrs qTT R .sf{ <-<rl-r qt<r<-qm s'Sffi-<m sdr<src< e&r-< uurm qr< ,{<\ B"ff,fiT qK<t€$
s qE-{l{ {R-<\tF< efs6 q-'i5sq65-s{ qlopq6 

I

lc:a+{qrq <I q{i c+]ffi qrc{ ffrs:l-{ T<rt< qlq-s e w-{rflfis "fl-ftg "rq, <q.[ \B R"i-*-q fitsqe]
$'frm<m $ddmsrc{ Nm D-{c\e- qr< q<( qftq <tffi( T(qr {r{r{ r*i{ frRn r

>c.ls RqriT"ld w{rffi-{ eflEl{ C{Ir{ s.firq< C{rt-{{ ffilD'l{ ctrs(E qr{ | {rd"T ,ffEI3-$Tft s I|fi eIEIr{{ {67
xE? e qag E&.cq< q-{Es-{6t q<\ 

'[Elr<"{ FmK q-{r'f& frrrNE ffi .e Fturq-T Emr< e qqtTsT
qqm sfim-{ q65} et|-arcr qc< 

I

)4.)c q\qK RT{6T qqa q6fu e+g frra q\<s"t T3rro Er< q<( liqm nd 5-a q-{ q{{ 6o.r{ fr^q rlc<T
ffiwrs<o<r$r<qI r

rrD * fri, <rfl * sr Gfirwtl
6nr5 # )oq, vr{Efu, ET{T-)torD

TRtfirttll

( 4t r2u^fl-
. T-rF7ar _- -
:-:-,=-r-

Hf;;*Elm.x
qRF fgri-,

Cn€<6'|.

oro r16r



)a.)b6sF n'ft uTft-<E q<qT q<rqfr .sFr <fqt{Gs qr-*r {rq s&s Ers 'Brc{ qI e<\ qfuTstc{ ffi{
<tqffi.cs qrq< fifi\, fiR.T, <rlfr ffiTs q\rEIqct $ir-cg etKK qI r eri qt6{ ,{Q ErqFlr" qettr{K
{T<I qfu$Fr\u;1-s cOlfrg<i<<t<o{trs frfrq- r

)a.)b nBrs ffi-{ q*r6 q."lcT <t$ T-<I <t vlT qru?T EFII6{I, dT qq<6 {ekq-{ qst{ cq-fi, cfi-q Urcr.t
TErs ""r{ s-<T, *-16"I{ Ifts re-fi, qfiq ad-p-s <-oI, frT (R-{t, f{rq-{ <I q'ir-fi cfr-{sM <I qsrst
frm tq+<T, nr.a{ft-sqqrdq$q qmrffi cq-qrffio-<rqr<4l r

:c.qoBs<t e{ $'Sfuq-{ lrq k<m € g'qsts tsR q{ qI-{ m|{ pp6gr t{-{ fiqI {|r{ EI q<( qftq x@]s
s]cq-T 6a1Pifrq-e-'f <sTsll-cEqF I

56.q5 o$ftq-s q.mr csE Efr{eT q-l6 ul[g Uhe ist \otqsF-{ fr3aa a-ip qF t ){ fr <6{H etrfi q-<qlT

sm ft-qr w1qfus .sr+ o,tf q< fuq o-<ro'trcr< lt I

)a.a.a.'Eretm{ qftfu q{qe< qB qqTqE qcu qr< 1 5a;a ffi q{ mFi sSf{ {ftfu q-Nfsrc qfros ftrc
'tKr{qI I

)a.a.exq[ s-gs uIRTs "tR"E rg ft&qFfi qq< qqsF-r s'frftq-T srcq q<( xQ? R-srrm sl6q EElr s<rc
qr< 

I

DiD # tb, lfr * .?r G6rwrl
011!5 # )o4, rl-{{B, E?!t-)t.olD

{Ralrm:f

:E-e.r
ry.ts'rrfr*9r d€tr-rD
CliG f, 16'q, tFl1ft, ufqf_fq"j

irRqtcH'.rf

W'fq&

ao r {6t



q{tf$:6{FT

"[BT.aro <r<Q' (P u n is h m e n t p ro c ed u res)

Yfr$B E-s<rq fuqpiqe' .{q6i T-{K xq frm s.fifrm qffi nk-yft-{, HE{F[, W-{ e s:trT?k ffir{r.r $.t6q-{
qC qfupG<aqm, qTts el1-s6 q<1 q&Sn-q<esiqqi{yfr-srfl:tc< 

r

{EFT <I<{-{ q{_ftqli qE s$f-< $tq-{ {tmWT{, wre q-'c6-E (clrc Rk{ $-{I T{ | .rlfr{rys
<i<{ q{-{ csrI EG\o fl{ q< Ercqtcs qga-{ sfir ffi frrqr qE {-s qrcs "16g{ ,{<\ E}.
q}-{rl{ q-dr frs M{qT c'icE 'tlc$t r mlq q<rci{ q{ffiBl$ qIE-{rK qri s'ft <FE['mT
ftfrrlEt-{ 1u{EIRRT {Iil qNIft 3i<$,rfs6i a3rcgi qcT I q'ktrffi l,lq.rcsrq-ET cil$r{{ q-a1q.It{'
rrt6{6iK, qflq-{ frq{ a olfrElq-S qrq-{ $Ts-f \3 qtfr.?- q-$tft^ finru gqH a-s6q{ 1

)s.) .[BTrc<Fqf ,{<qT&frs (Disciptinary Action)
mF sfr E{qTE-<cl <I.|?Fil vm-{o6rt cfift qqtfiE q6E & 4.ft1 .11B qr6 $-fi q5q 

I

)s.a. qrklnirersFrcEnrsffi g

q'rfl{{I{Kqs a. q-$t-< 8

s. 4Tq'rfl{
{. eF q'KI{

)s.a..) ETwlirt$
FxRRs qm<efr nE vr*rr< && <q 1ffi qc<,

a. affiIh.3 a6q q{<'ilft {r{fq<I,H qlE-{ct T-<I I

1l'. 1B{EI sq,qqqD-{"i,Ef,cT $ffiq< s\f41 ffi 1

rt". qtfrqftfu\oq-{rqEls-{I 
I

{. qft{ qr{qF 4r {r{t (qfrrc cqk(E qqr rg qftq ah fi{ q\e{T ffi um wm;
s. Eery-'c.etc< t-s<q q< csF q'pf4 a7 o-<f r

D. Eg+"i q< mn otr +-go E-ss.t er arcat <lGulg fiN/6T-Tl1T ffit{ Tr<qK cE{ qGs qell 
rq. twr{esQcEwfrQ& 

r

e. qsj-sft"ifrrvn1p*,
<f. q{sl'e slsEeB'cS+ct+-<I r

)s.a..a. lfiPq"l:rK r
fixBFts qr<t<efr es qt{16{:r && <cEfo<Gs <<;
T. )A q$IC-T{WysGtRRrrEK )a.) c?tm )a.q\e {r{.f Eq-{.GrFr I

?t. qftrry*qdsrqqs 
r

rt. E-s<"iq< corE q-*in nk7elffi o-<t r

{. 66ra <ifu <T qB6Tim qfuT{ con qR<T fi\s$T frErra nl arq6i r

v. \REI qqs'ft q?r<T $'rskrstft qq-qfi6q-{ q]-rat w{qD-<6t T-<rq e<\ qffi-s qqr6 q&E. <q r

D. E-s<"tq(IsiTlqa 6Exefiaqfrq<ttr-< rnursn-<q 
r

q. ffis 5ppa qTE-{"t qcrfl q'kHTffi srfurrs u€"q qr {qN r} q< wG qrq 
rq. <E <t xrtSq kL<Ift otrq fre E€$ <I El-{tret +tg6p q1-qnr s-fl I{. nek-oq-6qrt q{Frs-fi 

|

+. Eq<"t q(xlr{( "tRtfr+trufroes<t. r

F. ffiH Tft GGErt 1fu. q( $$rl xqr"< e-qm l? q<( sG +-<ra 1

5. FNs n c{ 6ot-{ acftffi ffi a qffi q< rTm cpls' q|om 
I

a, 1&r ffis
€;-r<gi-=1.6f

nD * frr, lgr * 9r GttTtlll)
ctlrSr )oq, rrtG,rF rllar

qRITrlIFT

,')qCr"-
>rr[Ei-il' C;r\

€EFilE.T
rE # fr), <rifi * 9r Gfirv'ttl
dtr5 * )oq, {tflf, EiirFI-)loD

itlqtrtlrrl



)g.e trE.: (Punishment)
qt{tfitr <r<"t q-{uft x3 wc{-{ -llfr qr<B

)\9.e.) ETq-s
)9.\9.q qFvi-s

)s.e) {Trs;
o. fu<5u-+<"t

{. ffiRrs rsfi-s-{t

't. frFtsrrsfi$T"r
{. qTrkrrd<fu$T"i
s. qtqR-sTsllB

D. qd qRltTI/sB'If,{ qfqm
q. {Nft-rEIffiqAE
q. <qft

EERDF srr{ re ssg3tr T{ qlq {<r"r{ !tr{m Bqr<rBRrs ET qe[flrffi 6scq s'ff ffitft qqlns qm E|-cs
FxfrFtg mfusnqrc 5q-g{-{:

F. qcN-fl{ crnft qqrfiE qm El'Errai sLT frffi qxra-< {r{r cG{Krffi mi qrB q-sffo-{"r ffiE"f
qqHrell-csqm 

I

.?t. Bffi c{ra-{ rrsr E1-{ qE xr.tt<rq o-<r.o <d cm R<r Tfim cor{ cEt{ strfl EK sm
qiutCIE srE Bs o.tfu-r 'egrs asffa-acf 6qIE"f' qritT s-dl qcq 

I

tf. 'Egluxsfffls"f flftr{" qm-{"< "FB {fr off mfE mT{ 'I"Km rq'rft qI<iB sr EIqcaT s-y{T- &
$'ff-{ ksm pu-E <r<EI €f*t $-<r< I

)s.e.q EFiE:
ffin TffT R$rh EtrE-T q'L<rK qqlfu' qrq ffi{RE r{ 6sl"r EF qfu qrr{ 

r

T. ffirE{G 6qnT

{. *l'{tE-S-{q

'1'. Etft <o w<iqB qqm

{. utgft <s ${ridT{o. w<q-{ em{
s. vRQE H1.<lQftTqre fiI46$il

Tfts UTAD-IF s<K q-{i qqtn ct-{ qrqrfi e[Trq-{ qW{ qt {fr-
o. qqft? sit{ fr-sh- qfus].'l-stft \s ytficq-{ frFlg sfu$"i "fl\s$ ct("ffi' ,{<\ q'C{qfr{E.qrs q<\.

vfrnw 3i6u q-{IrfiT qftErrs qU'qFi?E ltam q-s]EI qmFs qt 
r

?t. qfuqw oft >c ${ ft-<rar vc$ sfr {cffTcf Tq1ffi< FrcD qT R-rra ERIIP1g qfu-{r'f{ 5.6"l
TflrlllTl$G1-{ r

rf. oft qfuslrR asits-Ia-oK ar{ frpEfr6q 1

{. csl{ o.ffcs utgfuu +-<t< 6q6 e1ffi D$s frqts qs"r n:rm{ I

)s.8 .[Bem-ff{qfrrT[, (Procedures of punishment)
)s.8) qGrqHE?tt'lT:

mI{ T-ffn Em {fr E-€-{"t q( xtd "tfr{Q q"r<T{ q(ECIE sr <I cRqK qTm.tRft qcrfl qqlrlr fteqlqt
sq'TI q{T csl-{ qFs{ ql-fl{ c\sBs qr crycsF@ w{$t Es s'ff{ Ettq vn-+qrqfr s-q$ qstr
sfu{Ft"E frRrs qr+ILT q{T{ Rstrui effi 6-s6si qr< r flprq fr-q{'rRDT{${q liB?rm qrqr6{ 

r

)s.8.1 erc
)s.8.).) qfufi"R {sjEI {IElcr{ wi "tRutq.o qoq-{.s qqqi qE{ +r< q(Fx \e qrn-t RFt? qrF ioq-s

TfrE 4t{ s-{r< r

yrB *lb. <riFrr.rr fifivrfl
6m5 f )o€, ri;T fr, EtrFt')lob

TIRETTCTI{

.'^Crf
;fs11FF O\

-g=fE{-IF #fr), qrfr * ,e-r. $r&rwr;
6|1E# )oq. {refr, ErdI-)loD

<R firqzl

qisfqB
ar r 1&r



)s.8.).qsfr{{'flT\rlEqKfrfr filft{, ffifr-ss'f<k19T-<q, Tf{t6r 61IEm
{ls-{ s-{rT{, ffi qQ sq-s $frE{ qq-ry <s etKr+q 4I r

) v . 8.) .e sq-s oM "ikETE-{tT td "qE 
ft{ qe{E sSfu$' qft5$r'K <lT'flrr frFts qt{]r{ 

r

)s.8.).8 el(nfqr{{l$-{{s"TrEq-s$frEfrRlssrr<.{+tn-<r<-q I mstrtrq 6n<-s-<l cE{IEr< qr16aaffi
YInKR-{C{{ I

r s .s .r .coft{ R-rr6 qrfts qfuTraf{ G{frro EIs s?|l' qTH q\<t.t firce q5q 
1

)s.8.).s sq-s nffi sms< qsE TO R ?e-fr $-{K I

)s.8.).1T0R qq$ftx4fu-{clslsTm qi v[-Gr er.<ttrfu qrt<rft-o rerq )s ftra{rrqj qq{ <x-F I

)s.8.).b Eqsfi{ R csl{qFnq. qfu-T 6q-<[ro "tKr< r

) s .8 .) .b XE? s'ff q{qc$fi-\g-f a-j6a sqs fra ,{fiTfusstc{ fraB frcE ctKm 
r

)e.8.).)o strfi Eqrg Tfil-{ R-rra qqfts qfu${ qTrFs E(E EE{w" ofoT la ftr+< lr<i qlqflq'
q{c1r6k{c$rffrcsqr< 

I

)s.8.).)) {qcr.{E< ffi uno qfu-<q-{ ffiffif <-{KT Eq-s 6{({T etrfir c T{ frffi{ Trql"fiFts-qr{
qFtrs << I sqs affis {f,{ qqqit Ef\gr<qT{{ qrsrs l$tr nT.r +<r++ I

)s.s.).)a. sq-s qfu-<q-{ q{Tlr{ c frrfi v<l"qRufq-o ErilT{ A-"-I'IA\A? ei-$E[ E{Ers qrflqfiT <l,<ql
ei-<cf<q-li frRtu6rftf Ems-{r{{ r

)s.8.).)e "rRfiqr+T frR].c- ffii 'lKl{ 't{ EfiT{ kst't Rvtts fiqE frRE qrq qt\r{-s $-Sft$- q frcq-<
{ffirqtrrc{ I

)s.8.))s qltft {q-csrK erTlq-{ qm {foTqs {{w{ Rslrf/r\eE ersEr q{Frs {*IlTet <i<ql q-qcffi trFl"
fr6r qql{ $-fi<{ q<( qtlq{ kq"i/ qRBE ers-fl (E.$tg.{ cqro) t+-+ff c frrd-{ rr<l qttR
'lq'[s4r{-c{ | -

)s.8.q s561ftArysnF.r<Rsmtr{qfrs<;FflEGFL
)s.8.q.) 51-a pSfs fr-rrh qemn W[Flg Em Eris D-{tefi{ mrs qrrrq-{ Em E-s <-iBrs qseE er$q

E{lE/ft-slftT E{H yfl{ft-s FfrRs ftrs eiwc<.{ I q(s-cq mffi qq {l:{fus ofrfu$Tq
(T{IT bo frcq< c<Ft<s+ r

)v.s.\.\ mfr-s nftR-"o-<"r qm-{FRs-v-l1T TfifuS qFtGT qr{ q<\ Et qqsfts sI{T-{ qr{ 
1

)\e.8.Q..e 6 a'fu6 )TNfr.-s sfufu$<rqT qlrq.l. fi-rt << sr< ntfrm ffiurqm< qrcei ErflE-fl s-K Eqw{
frotut rs {rfu+. frffl T-{F{ Etcs' .r ftr+< mqi dfttcT 6qr<{ I

)s.8.q.s {I{fr-s n:fuRs-s<"i q<EIT s.fr q&-<T qtqT yts-{ s-<r{{ fu sno cst-{ s[q-T qtRg Eq-F T-<T

cr{ TI r frFts q-Ne <i&o eoq-{ qtqfr-s-\rtm Tr((fu$T{ re'tr c+nsrr<t 66 qQE sp1a3p
'IKFTTI I

)s.8.q.c ffifr-s-stm sd<fu$-<tl s$f & q:tm{ q-{T GK K',-ffi{ co% 'ifm{ | EqE 6.fc{ cflfr el.rBg- al
<{ E-s s'tft-s r+rd <qn ilclF q5q q<\ {fr EK {Efr-{ T':fffio $-{-{ <T cfirs Elqcn EI EFT
frm << qi Es'nvr< r<Eq qq rFF-{ srs1 qq6 Gr-6g. qc{ 

r

)s.8.8 p6"1q',ft17qp1i1,

)s.8.8') se{s s-Sk Rsm BrIIRs sfuqri< &frrs sm .ca-rcnm utr+ T6qq{rfi o16 t eq6
$-<r{{ I

)s.8.8.q o.mq...fRTf 6{ftrm{-i?Efu{f'f EcEj-<f qn=pr< 
r

)\e .8.8.e nTQnft{T flrBrl qe{6 ssk ft,sb cc[-$ 6K EIfl q("iCIe q'RrIriK {rI?RT wil qr< 
r)v.8.8.8 c{tBr,t {*l3 qB(sTsi ,{<( q-{K qqIF{ fr{R.9- stRrt e q,{T EzT?t F{.rE q5q I q-6q

q-{rFT otBr.r<s-${ cqmsq-qiq&WroXi{E\ oq frqcrrfr.cgem r

)s.8.8.c trr< ffi-{ca-flF-{sknriT mcqnTqq..ftGT offuqfVnqilqRtr.q-s \esqCE, ett{ 
|

)s.c refi-ffit:
)s.c.) ETqt{rcftT <<qqt<t'ftq-icfi"sn"f effi a-s6siqcT I

)s.c.q q-s$fu-<r"t {qB EfuTI'f E?-flj"t qfiom 
r

acli; 
@{r. q$1a1fu
G;.g<cf

rpra * f+. <tfr * sr GGrsro
6il5 # >o.i, (Hfi, l6Ft-)lotD

<IR?TICTIT

-'\( d-tl2 \^l-
ryryIeirF A-:g<-r-

ryf.F,rrrfr* 9l (ffirsrO
(llE# )oe, {fflfu, um-ftof-

:rRllluDi-rl



)s.(..s )igfifa_<rci "f<-{-tr-nB<+rtt s EZgH qll+r< 
r

)\9.c.8 41-9"1q'if6{T s q(q-{K q<R qfuII(,Kq646qqe-ffE-E6-43fintuayqqa-j'6sq6E 
,

_ )s.a.a {sfl$-{q lq erM-{fr-st5l-T-y.o cqRs<-< r

)s.s .tlBFffffif{lE{Is{: (Action)
- )s.\e.) {fr Enr+{ mm {Rule-s ffis qrfl-6q{ ssy, $'ftF{ wqs G-srf q<\ qqfl-{r ,irR"rrffo "IRRE

fu3D-{Tft.T{ |

)s.\e.q ffia q4fl6q{ rIfl frKD-{I Tm {Rutqrc-{ qgTrq-{ llr"im q{w{ Rsm srro ruFs 3I epqrs
qfug$-<r< 

r

)s.s.e m-{ sff {fr qfrrc-{ csl{ 6ilFt, Gft, qBrslut olq., Et6q-"f <I q{i rsT{ 4Rl'qqzq qftTe EqT{
sr< E[qcE & fltEr, ffi, qfu{.{lq, qlrq-rf <I q{r mr{. {RK esB spt qfrrr qsRft. 6F
fr-fl-{m c<e'ET{ wsmrct sr TR<K crffic< ${rN "llfuTr qr< r q q\e.E q-q-q E{r.tft q.1<rEI

s-{COq54;

)s.q crtt"ffustaqmffi:(Maintaining Confidentiality)
fiHRRfs frllarfl (tff"1fr{ TCaI frr<frs c.u:
$. frRTrtEr+
cl. {-sfi$<t cq]fr.f
.tt. ffi1a.m<cTm1fr
s. Dr*RRFfu
s. <tffi-+<twli 541-4 6s-41ft .

D. sqrs{ dtfr"t, {BT{-+'<l<qI
q. n,tftq{ <rtr-{ {Eilr-{ qf'cr<q-{
q. q{IRG
<r. qfi{
s. <-$ltB

{<M*\ :ry-gt"t$
Eirc;::il€1-

*rB * fr>, <tfi * sq tfthsglrl
6il8 # )oe, (rfifr, Elrrl->tob

'{fRrrtF-rf

-'-\1' <sr tq 5cr-:tr*IrE"F
€isE =FrcT-yF #fr), cG * 

'?-r. 
Gfrssql)

({tr' # )oq, (ITfti. Eii{I-)\ob
<nrmr-q

aa r 16t



Etttf$: qNit
fiTOIFI.WFR&. lBBllE.y"FklE[ E y<[rK (Res isnation.T erminatio n 

" 
Dis smis al.

Withdraw & Retirement)

)q. fiGfr{rft: (Statement of Policy)
fa-ap1tq ErgRlg'fffi R<t ftCItEI'{ ErgRtg {t$ q{qtm q$-sn oftco Gt< "1q 6q-6-4 qsffi,
<3FIl-9, q'HKGi q<\ q{rlr qq,l-{ ofl C{[s ,llc{ I qFK $.ffB E.I{ 'm cc[-s 'tq-silrt +<m cIlc-<q 

r

n.fu q-{trqG, <<RIls, q"|-,r{ct, q{,EI q<\ qq-smrKffifrsm.i-

)q)'thsfltt (Resignation)
$. 6+11-{ ffi 465lp1n-<ro uttco q ffis-\r-ET ) (qn.) {t'{ "F( qfrEl.tr <-++< frRssrr< y{?rcr

qfrr,T B'tRs ai Eftq D-qTsrft-{ +qm {q-srTri'lq q$ frirc cm qq<I ) (qn) xrcry< GE"[ m-<E
fq[E'q6 r

{. mF s'ft{ fiTm ions ol-q 6E6s rffE6E qcf<l 6.fi-{ q]rel qqlfrE I&< ovm B€f"t 4I qcq
a1ffiq-s {rqqT'iriEnrf'lq.q-q6t T\e +-<.rs ell-c<-+ 

r

't. eiq-slTret iqs-trls;Ftfu'ofts I (qn) ffiT{ ffiFt cq-TK qmtwr of r sc< u1T EqT qf;fu
q{qT qm nRy'PiErr6'K 6 E{fu{ Trf$^r-t{ fi60 lRna ftrs << r

q. eiq-siT'roft oft qfi{cfi ffiigo.ftrs nrfrg IFIL{ fir+{ l's. 
$'ft{FrcDc\q.-{ mT{ 'flB{ etrcmqcsqtElT{T<K 'I( m-<-s/{Rr"iT{Tncsqr{ I

wnm sm.$IrEE/GEq cqfc-s q:FRt sKI qc< 
I

I\E? E1t{ llTc-ivl-{A11TsltqtvE nc-{ R-v1-6"K TI{K{ 'Pigrtrf,1q. {frETE-r T{K{ cef{"i fit(g q5q 
1

lte-it't'1q "l\e{l-{ "r{ {REEo qam {lq<q-etn/E{T{ R-r-m ,h nffr <-<r<< esD rc cer<,6t s-<r{{ R"nr{
sllT El{ q1R9, {f+lrH <I q{r m1-{ qtT {rcm EI frEr-T frcr WIs "flvql .{qFK qrcet m-{-
qfrryer<5-fllk\,Ft 6c[-s qfs. lq Eq6{-{ q-{i qTr{I{ q]-{r{I Er{ I

)c.a, vFlrl.q&(Termination)
of"m fixhRo +.[31ci s'ffrs ffi cam q-<iRB ftrg'r<r<-i:
n. T'ft cr 9Irq qr6q m tr frEs<cn r

?t. qfetTomsl({ETft erc-{lqfu T{ {r{qm I

tt. o ntQft <I ef$q{ q-{ T'ffro frrsm n-<t qcn&E, o"+ftft <I efsel 6.N qrr c'im <T "tRsi-s
qc{ 

I

{. mf* oft w+qmrfrs src{ eo T{fr<ra qrbriT sfrm q-{f@ {tocar r

)1.a..) Fwfr\oo,ftw{flcfu
$'. F{fru Tft.T ) (qs) rlrffi 6{lE{ <I EK "tfu ) (qs) ltrlt{ FEq ftrl DrTft cqn+ q<lq&

6q-${rcT r

?t. q"qqlxrt n lwtwGs fiarvrr< qtl q&Ts rfts qMq$ wdcfi aam frrx ffi a6s
q(EqrswflcG cmlfim r

)l.a..a. efo-g oft q-<ifqfu

R efsrfl{ qrqi sfrm frcTlui s-<T cc{rq fi ef$rE-{ cmm clrt <I ef$-g {{ qK crirE s.fr q{IRG
(eir-Trq{ {FT {[T ff{I q6{ r ef+gt sft.T ) {-cc3r flfBr.I urcft cqn-+ q-flqfu &''$ {l-r{ I qRfgt

GrfiE o'ik q'{ir,qe fi-{r{ )q.a..) {rfl-< 
"t 

B'f{t_<l wfls srq (qmlqi ccE) I

)c.t.e FNI-{ft{ $ft q-{rpfu
fffi ism cfiT sft{ Ttsr <t wrtrt qrswsrw {t <E 6H cfst3r prsq q{5{r q-qQ o1 ft6as

r$.<6<€f
Yrt*ro.<rqr"wtitfiG
c!I6 rf )o,q, (ifiG, rFlF){ctt

fift6{Elcsffi cetrow{irqB cq'lt{-6{ |

%3( --''-\,z' dc-lt A_\J
cgr+rq

*Jn;*,t'.ffi*
dntqlfH'l<IR'TEIH





qt0'm: EIhtr
+ffr cqqt-ottrgit (Staffs Pavment, Settlement and Others)

oft con sT<r"i qfrSt+ calcs DcE ('16{ ftfr {B{Ir "x( 
"t-< 

ms nr-qtfry MFtg <lfutRwt $[r fir-{-{
e<( EB6T{ fiilRRE Gxql-{ryl.r< W qlcal {s-{ cqifl-'tNe{T D^VTg fre1ft' 4-s6q:

lb) 'tnEilrrF cqrrq 6n.{t-'trsTt ' (staff Payment for Resignation)
efi1-< q-+-gm-sr"i/6<tq CErs qlgqq eXsum'6(fi6ffi6 ffiil "lNe4I D*g,ls q$ q6q 

I

s. 6"N G(ft-<q "f{s mr-q< r?F-{ 6<Eq" s ersTfr effi'g3f q6q 
I

1. qc{fql q6{ nE <q< sTq smrq ErsI {fffir Cs{ qf{cslR-r/,qjTpitr qrfl-{ T-fl <q I

)v.a. q-{ilqE cffiE Cqq'-'[€4t(Staff Payment Against Termination)
6mfrs, E+q, Fiwl"tfr"t s p&Bft-o n.ffT Effir <o q<lRG effiq $-fi ECE sfr{ ers-fl/ ft-q't/
64-g. celrs qE"E "nrs${.lc6 fiEBRE fi-fl 'fl$qI Dpls s-fl qr< 

I

s. fis s{ ft-<q tds mrr{ q-s-{ GET € sfrc*tfr Sqfi +-fl q54 
;

{. sc{Iql q6{ rEi <qT TIq 4r<rq \e-(Et \Iffir cE-{ qr{r-qks/,4jlptB qq.|{ s-fl q6{ 
|

)b.e <lYItMrCS6EI fiqf-fi€it : (Staff Payment Against Dismiss)
'<<?rlg{.r- T'trK efs-fl/frqtt/ffi-q celrs qv'"iq {l\ear-d rfnf GRRRg fir{l "iNe{t DS'IB T-<I qr< 

I

T. cN +:(fr-<q eldsq-a-a 6{E{ s st-qfr Eqr+ s-<t Er< |

{. sqs DEI-$Tfr{ crr sfir{ s( <fuT-{rct{ st<rt c\ eo% (sr qaE. <T{I qr E.I Etrs
vEr{ffia-gqr{{l I

tb.8 wlqKccBt 6$rq'6q-{t-'nqt , (Staff payment Against Withdraw)
qs-qq o.fifu-s q'lqK6f s-{t qm qv.E'Ils{K mt FEfrFrs ffiTI "tNerl Ds]ts s-fl qr{ 

I

s. q-<m{ T{ fr-<T lds ry+q c<E{ s sfsffr Eqt-i s-fl qr< 
I

{. et6$qr qcq rEi <q{ s.rq Trfl6q vcq rrcT{ m-rc-q qqr\9lks/,ffiB Eq.r{-s-fi EC-{ |

)b.c wl"qctr?CIFcfcr-{t-efl\s[, (Staff payment for Retirement)
s'ft ETft s15q q"qq-{fi6E q&fn snrar< "1r{ffi ms qr-qrfry Frh1ltu <rers nRL{ frm s-SK
efo-glkqrifc+.-{.cqrsqvlq*u64(fi Xfr Rsfi-fi "it\eqt5*u,lga-fl qr(-

$. e4{c(ft-<q ffim6g{{s-{ c<E"t'€ sfsTfr r

lt. EC{lqI ECElEi<q{SIq,rr{6q\e-(EIrlr*T C<-e{qxcqR-s /ffitr r

)b.v p (Death)
otrn tW-< ft-{ cqlrst Ee"{"t qT Rlrcl Ef{ urcR rm qCT6q qcE {56. ffi{I q54 I !s E'E CBt Espm
frq{, q{ ksl"f s e1frDlq$rs er.Tq.fu snq.'rE'{q Tprr ffi q<RE +=rrg q5q r p nfi-< 1gi-<ffi q<'ig +e{K ,co frr+{ ffir EK q-s-{ ffi-fl "[\erT Es n.fu 6qrriaR lrq< <im6 ,**
trgRFo fltfrE{fi<f fiFc-Tfrc"o<< r

)b.s.) lRttfr:(Benefits)
p. ffieffi;

ffiDr{rc w{crTq-{ qrrqrm Te <i&< 6{rfrR FRfrRis {R<.rfr {rK{_. Es<"t q< +,ft <jF{"rfi frRrtEt e epor ftm frm s-Nlfr IW qBs qR$ (qmmi ffiG)r 6"iaa{fr"aq ffiq6aAaE-a 6<E4€ sf,c_tfr rr {fi[$r{6{!ie<q{$.IE.st.Trqvrstq|CrlT csqqf*-qR-{ / eilqtB r

' E-s*t p: stk "rR{r<-{ qq'{rr$ mtlrst w{Tlft ffi cnxm nrn Rr<u+ +<r< r,ffi@
tgrgqgq.=f

po * for. <rfr r sr Gfrvro
GI5 # >o.c. {'{EG, E'FFI-)lotr

{f<rlrfizt

---\

tr3{tq?r
E-g<-ef

ItD # fr), rt$ * *lr GerwO
6115f )oq. {ITfr, ETq-)\oIr

rRqlgl"rt



)b.v.q wu,Nrrt:(Final Payment)
qfrc{+.ffg 6q-a<-s{ ffi-{V <rsrl cllsm ccqrflqrr{s-{r{ "r{+,fl-<D*s,ls 'llsqlfrEcxrqrlqr< r

q(TCE qRei? fuui, aQq MrlqK s qd R-q{ et qr{'{ frfte r3rm I p rff{ {s-{ +.ttqels. €
ofi's{]. q1q{s aE-a sr6 a'fifa <lfu5'M T.ltrE qR<TGf T<rs q6q 

1

)b.lRf9tq s qqs R{Rr (Clearance Certificate and Final Settlement)
T. e1qsfi5t7EsTl <I q{r r{I{T.Krct qg-q-{ $.tf U€-{"i ccfc$.ECE {l\s{l{ qrri qQ$t 6f< sv.<<t-to

<T qfrq s-qs !ffifts <ie( +trq Str qqs EIfry $Lr frm {rcfl r

?t. 6ot-{ $,ff "tq\ofirHE/fuTT ftrr <f <<qlE, q'WR\r, ,ttbti, uf{RlIg qrq <I q"{q( qqq s-<rE
q<"llt & <ie< qReE ft-\r]ri/ers-fl cc[-o qrs.'m qqH Tr* q.m{ frqrlt qqI m"F I eg:,t{
Q,tffl ft-v-t't eQ qts. "tE 

q-{$?r ofi-{ ESls Rqn fqrle - )s) ?sft +r< qd R-src"f q'$ ffi-F I

qd Rq{ qt usts RqK {DIt elK t{ tRuterffi q-S$qrffi q-a1 6effit $3rr< I 'IRDTEr+(
qgmn+ nlrclrm ts ofi1-< Wtr Rqtc<T qaf oyfr5r6 a-g qsa 

1

'f. ryrc fun<< mmql'r@ wffit q\ft? off qirc{qmK Eqt-{ $-<r+{ m Gfr qt Rqr< qqs.{<\
E-s<q e( {rq sT{ csrq ftiI "nsqt Trt r mfr"n {Bi{ qrr c'im Rct< kw ryto RqrE q(@E
qFtlq fiw{ ft-stct q$ fir< ,{<\ E.m{ fr-sffis Us qRt"i@ o.$k <rfu1s rRcE qR<s.t

T-.tFq6{ I

s. )a (etrq-{) s( fr-{rq< {c{r D*vJs ft)[|\{]. qqE s-ffs qc 
r

)b.b Ae'ennr qpfqfqfuiolfr >H[: (Clearence/Experience Certifi cate)
Ee'*t q< 6SFr4.ff 'F?sfirtA5qTftrr<tTtr?UB, q'lfiRtr.,,tttt, uEREiE.qm<Iq?fffi{qciA-65a
frfr AirtTrqK qM1-e/s&E-sI< qiTqlq (x{fuolq) ettmq r qQ dBfir{{ qrs. "tE/ sBE-sK
qqqei@ ffiE m+./E5flq{ frslui q{H xlq{ s-{Gl;t I

)b.b e8kcqt<r{Flqi(Declaration)
qvls RcK q<\ q\EK qfs,lq *-<r ,IFIT 

"K Fff qafr 6qK{1'ic (x{fu - >u) rlT<r o-<r<l r

*f ,9. t nr--TDrrq-s <:-g=rer-
ryfil,rr$#9r ttr+r-nl6ils# )o€, tr{fu, or+t_ltotr'It * fr>, <Sr * sJ tQ(firwrl

6il\5 # )oq. (rf,lB, EFFI-)\ot)
<RqrEErrl

<faqtrqzrt

au r 1&t



qrfiftl': Efr'f
el'tFtfro frrf[qt (Ad ministrative Di rectio ns)

)bJ ftfiist: (Safety)
)b.) .) EEr6r 6K +'ftq-T wi Q-1u xtq s fr-<t"i-sr tfr Xe rd ifuTrr fifu\o s<-r< r

)b.).q m m:t-{ q{rK fr-fl"rgtfr{srT Fe[ (E-q{ qc4) Bsr"t ofi<t wuer< {Ict sI EIiq vn-qq-K/ 4{lfim
q.FIK 

I

)b.).e afa qflrdq.K{cr $.$f6q-{cs qT<T-<"r fi '<nsr {h-fu wfl "<"t T3r-[s <Er$r I

) b .) .8 olfts w<qm mt+ +.ft ESnT "tfus <q wssr< qfer Ert{ mrdqmfq\ft? <iers q<fu o-<cq+ r

)b.\ $,tlte$q-rFTPFf{{' (Smoking and Drug free Workplace)
Us<"t trt-{ o.ftmrs <n6 1qff{ \s $q-s{w Td "tRK{ qqfc{ qR'idfrs 'ffrm {r<fm cu?t o-<< r

ml-q +.ff tr<q $q-s (ffi-s k\r-lrl olfo dffi mtR-'r) qfuls-<q, frs{"i, Rfr;, .{qrf{ \3 qR<srt{
qlrcl q&E cr|-ora qT ft-sra rrrK qtt{I-f,'r <lr{.1Tt s-fl qC , ,flqfr snm uefr ccfrs q'MKcl

s-fl qr< | Bs rf-$Trs qni mB vlqlls s-y-s rilft {KiB ccn str--+ urq+fro str< q<rqB cq\erl

<Ir< r

)b.e q{qff, (Visitors)
q6fq64 C{ r+I{ qffif qft'm EE19 "5c{ I qrT6E q-si.effimft? ofif sf< +lrq <frs eTE
6e'ft-<q.fiIeTT{N, fr$H[, ml.TI\, qIfficq-{{:Rtr, D-m{l\e{Kq,:K, qIstTtrKEm$, SKq]-(el
fi{I $-{.cs qI{cqE ffi scB x<lF"t crc{{ q<\ KG-E]IT E-€' r.f{Tqk l]-ffit qc$ $-{cT I

)b.8 e|-EPft: (Articles)
Ss<ct,lafr{K R mtT ers[fiI eFFt{qlK 'f< {RDt-{a q<TTq cc[-sEl-tcTIr{frcoqm I ap6ffi
Es<q eT {Im qc{ q<\ qlEI xgrT qqG@[T EIfisr {:r\3 <r{ql-{ s-fl {rF qqf"vl\e Ev<q e<
TfruRmfi q<\ <ts 'flffi{ Glqr{s {gpfif ga6si qr{ 

1

)b.c Iffi}tE,rtnEqI9lgl3[: (Human Resource Information Centre)
q-q-{ er+-fl/fr\r-l{qr\9-lT s {pi qs{ E fffl R-qrlrs q-m-{ {rfi qEicq-{ q{flrM scB qq-|{ s-<r{
,{<( E fl-fl frq{ Uw<"t e< pv-tu flqq qET(q-{ qrflrM EcB' q(<rFct g<-F 

I

)b.v qft{6ilB{(office Notice)
+-y"lnF o-W 'tk{trs <I i-E{ mr+ C{IF"[ qrcm EI E{q-{ fi-q{ s-gs qs.H <qT q5a 1 qft6ry3

frffi qqm< 
"tr< 

q-rft s;a 6affi1 Eqlq T.fl qcE EI er$-g E{n ,{<'i <Ts/flttT {llr{q-r<wiir $t(q
\ilqsns flr<ttq $E^flrqq e<\ t-Glm{ ${n{ qF'F qc{ r vr<I frq qlkq xoq s'Sfumrs U@

c{F"r enTT-<(T{, q<R {sqr$t cqtFt NrEu-qrgqr< r

ffi
GET:F[E.r-

vrr *6. qrfr * sr t'itf,.laii
GIs fi )oui. {i'fltG, EirFr)ioi'

<R?rcrrrr

-"<E<ErI-yE # fr), <ti[t * tr^l tFdtcuili
GllS # )oq, (r*qf6' ;iq1-)qob

<TRqrrETt

q$g



qR{&-)

{lBq:-rr\(){ EEI) , 6fle: )o/q , {FN& qr</.q , uffi-)\ob

qFflT6t otRT6qr{qqr'

rl{ :i]i..i.l
,rr,r '& .XlTFrl

).

9.

8.

c.

n4

q.

b.

b.

)o.

)).

)a..

)8.

)c.

)v.

\o

)b.

)b.

\o.

q).

GrgFrcf
vrB *'ltr, <r9t* qr 1tG,rur,l
(fis f )oq, (ffi, IiFfF)lcD

<R"TTETPI

-sti Q_s"f
T*ITT?F A

Gg<-er
3'E # Rr, <S # .?l (ffir\tFlt)
(fig'# )o4, {fl:{ft, Err$-)\ob

<RqtEF{



M
qfu':-eq(w iom-; , 6re: )o/€ , Tr{{& qBr/q , u[p-[-)Qob

F[ft(fr{R{6mqqql

qrlfu-q

k
Bsg<ef

YF # ft), +$ * *2r tffig srnl
6tT9 # )oq, {IT{fis, Er{t-)\oli

?rR.rrq'n

=iEEi6rry,tr'vfr# er rttorwl6I!5# )o€, {r{fr, irf+f->f"j
TRlrlrTIr
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q.

\9.

8.

c.

g.
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Tr{sREsffi/
c\{fu-8

Rcmur "m
EG,
{N
{I-sTn4N 3

FrsVffi B

ftrnr B

fiv*B ---- rrrq'frT["t

qHfr cqr+ {Fi <-c+ R, 1e ..1..1..." ErRr.r U-€ri +rfo efsTFis" Ms< c{fug rc ../../.... EIR31 qX6s ffis rsffiamtaqTqT"lfrrr-{-sTnqrerEfu{sc{rqrrR${ql'rircsfixaRErfirc"lrt.qlqcRRr,,........."......,,er{qc{tft-q-{Es{q
o{o <tv-+mfu ". . . . . . . . . . .' e1-qrq fr6$rf qqT{ $-<I E6ql. I

1GXa
). Frcq.cptqln-{qrrql"Frtmqltqm 

"IfiffiEfe$l-cq<qrs-"rqEhT{s_{cgqm (qmtqrqcq.) I\' 
ffiHffiffif-* oo,ooof ' (-----------) bror o,q cs{ EqF s-fl q,u r qqvr e$q s-qa qq. q-s{

/rq

vTRr[ aoo/oolooooR

EIt{rs FNt{ft"ml{ \e (E{) {lq 1 1ffi{ qr"r{t* flq cffi{-q-.m lt qrt qc$to t( ,orm qgp wn*m 
'-.,r,s-

frcs "n<-c< r etc{cr Gsr El-gIq-*-mr*Xc$nqF$ 116{.q1 IsTTdTs${'q-{B------------- r .

ftm"r* GnTq' ers(E'{ G{'Ih-+It ffi r m[q sF-c{ w{hT{ <{' cm cc fr{ cam urqa-{ caTq r;{ <rE fi]. qc{ 
rElt{t-s q<r-<T{kEgm{rrqqp-apa{ffi (Job Description) qlffiT.rqarrsq* 

rcslc-sqIT{IsEFnfr-{qMT$IE------ br<oaorq ------- ET "Ffu*rr-*.qr< r slqrgr€ src-{ {<rtq-$r?,qfta"ua1ffi s <fuq,i r B"r<.€, offi-s e.u.q.o.BBi fr$, qftHT rTfrg ** * * ,*futr* .fel q&rcr qq{ $1K q-{i qt1-d1-6 q1frg o +,6q{ rfrH ;;
xqrE {*iftIrr kffiis qfl.*{ wr fr-6$ftE €<( wsr'qG&n, <16 Gr&T q<l w.rc{"{ .,,{r ft-sTftT fur-sr-{GrGr-qqrft-+ frqm rft-o mm c<-s* qqr.o R-ffi cm wenrrs ee ffor<h-sl mr+ frm Er-< rffi <s q-{aqB frcs qF 

"\{-{ 
sft <r<{fi ftelm.i"lft *# ;. ftqr cTEt qqrr $*cE qc< qo,R.,-s qs.{rcrtr

c<.c-q c+<o frco qr< r w<i'qG< mrq qGStc-fi ofr <r<gt"m ffiI*mt *agr* s-$ er< I

$mffiHflfl cRqK Tdlr qa <e/n"hh cq-* n-q'nr xe* E,o{ wqn <nry qc{ s*"is 
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