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ÿwZc~iY I myweav bxwZ 

Compensation & Benefit Policy 
 

f~wgKv (Introduction): 
 

‣Zix †cvkvK wkí cÖwZôv‡b kÖwgK ev Kgx©‡`i gRyix I wewfbœ myweav cÖ`vb Ges gRyix e„w× GKwU wbqwgZ cÖwµqv| G‡ÿ‡Î wbi‡cÿ ev 

‣elg¨nxb c×wZ e¨envi Kiv bv n‡j †Kv¤úvbx‡Z my¯’¨ Kg© cwi‡ek eRvq ivLv AZ¨šÍ ~̀in n‡q c‡i| GRb¨ Kgx©‡`i gRyix I wewfbœ 

myweav cÖ`vb Ges gRyix e„w×, BZ¨vw` wel‡q ivóªxq AvBb Ges ‡µZv‡`i wewfbœ wb‡ ©̀kbv Abymib Kiv cÖ‡qvRb| I‡qwmm d¨vkb wjt 
KZ…©c¶ ‡Kv¤úvbx‡Z ÒÿwZc~iY I myweav bxwZÓ cÖYq‡bi †ÿ‡Î wb‡¤œv³ wb‡ ©̀kbv Abymib K‡ib:  
 

 ivóªxq AvBb (evsjv‡`k kÖg AvBb - 2006, ms‡kvabx - 2013 , ms‡kvabx - 2018  I Ges Ab¨vb¨)   

 ivóªxq wewa (evsjv‡`k kÖg wewagvjv - 2015 ) 

 gRyix mswkø÷ miKvix cÖÁvcb - (ms‡kvabx - 2018, ms‡kvwaZ-2019 Ges Zdwmj ÒKÓ I ÒLÓ) 

 ‡µZv‡`i AvPib wewa (Buyer Code of Conduct) 

 ‡Kv¤úvbxi AvPib wewa (Company Code of Conduct) 
 

msÁv (Definition): 
 

K. ÿwZc~iY (Compensation) - 
ÿwZc~ib n‡jv Kgx© KvR Kivi wewbg‡q Zv‡K PvKzix`vZv KZ…©K cÖ`Ë mKj cÖKvi cvwikÖwgK hv UvKvq cÖKvk Kiv nq ev hvq 

(Monetary) Ges hv UvKv cÖKvk Kiv nq bv (Non-monetary)| wb¤œwjwLZ Lv‡Z cÖ`Ë mKj cvwikÖwgK ÿwZc~iY wnmv‡e 

we‡ePbv Kiv nq: 

 gRyix (Wage)| 

 AwZwi³ mg‡q Kv‡Ri gRyix (Payment for Over time work)| 

 cÖm~wZ Kj¨vb myweav (Meternity Benifit)| 

 wb‡¤œv³ Lv‡Z cÖ`Ë ÿwZc ~iY - 

 ‡j-Ad (Lay-off)|  

 wWmPvR© (Discharge)|  

 Kgx© KZ…©K PvKzixi Aemvb (Termination of Employment by Worker)| 

 gvwjK KZ…©K PvKzixi Aemvb (Termination of Employment by Employer)|  

 QuvUvB (Retrenchment)|  

 PvKzix †_‡K Aemi MÖnY (Retirement)|  

 eiLv¯Í (Dismiss)| 

 g„Zz¨RwbZ mywaav (Deth Benefit)|  

 ỳN©Ubvi Kvi‡b RL‡gi Rb¨ ÿwZc~iY (Compensation for Injury by Accident)| 

L. myweav (Benefit) - myweav n‡jv Kgx©‡`i Kv‡Ri Rb¨ cÖ`vbK…Z ÿwZc~i‡Yi AwZwi³ wnmv‡e cÖ`Ë cvwikÖwgK ev Avw_©K AvbyK~j¨  

Ges Avw_©K AvbyK~j¨| 
 

1. D‡Ïk¨ (Objective): 
Kgx© ev kªwgK‡`i AvBb Abyhvqx evsjv‡`k kÖg AvBb - 2006 (ms‡kvwaZ-2013 I ms‡kvwaZ-2018, gRyix mswkø÷ miKvix 

cÖÁvcb - 2018, ms‡kvwaZ- 2019)Ges evsjv‡`k kÖgwewagvjv 2015 Abyhvqx  mKj cÖKvi ¶wZcyiY I Ab¨vb¨ myweav cÖ`vb 

wbwðZ Kiv Ges Gi ga¨ w`‡q d¨v±ixi  Af¨šÍ‡i my¯’¨ I my›`i Kg© cwi‡ek eRvq ivLv| 
 

A½xKvi (Commitment): 

Oasis Fashion Ltd. KZ…©c¶ ‡Kv¤úvbx‡Z Kg©iZ mKj kªwgK‡`i ¶wZcyiY I Ab¨vb¨ myweav cÖ`v‡bi †ÿ‡Î ivóªxq AvBb (kªg AvBb) 

I wbqg-bxwZ †g‡b P‡j| GRb¨ ‡Kv¤úvbx ¶wZcyiY I Ab¨vb¨ myweav cÖ`vb wel‡q cwjwm wba©vib K‡i‡Q Ges GBP.Avi wefvM (HR 

Department) ‡K cwjwm Abyhvqx D³ Kvh©µg cwiPvjbv Kivi Rb¨ mywb©w`÷ `vwqZ¡ cÖ`vb K‡i‡Q| 
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‡Kv¤úvbx KZ…©K cÖ`Ë kÖwgK‡`i Rb¨ ÿwZc~iY I myweavmg~n 

(Wage & Benefits for the Workers provided by the company): 
 

1. ÿwZc~iY (Compensation) - 
 

K. gRyix (Wage): 
 

g~jZ `ÿZv I †hvM¨Zvi Dci wfwË K‡i ‡Kv¤úvbx‡Z kÖwgK ev Kgx©‡`i gRyix wba©vib Kiv n‡q _v‡K| G‡ÿ‡Î mKj Kgx©‡`i c` 

(Grade) Abyhvqx b~b¨Zg gRyix wba©vi‡bi †ÿ‡Î Aek¨B miKvi †NvwlZ gRyix KvVv‡gvi wb‡ ©̀kbv Abymib Kiv nq| 
 

K. 1 miKvi †NvwlZ gRyix KvVv‡gv Abyhvqx Kgx©‡`i b~b¨Zg gRyix -  ms‡kvwaZ- 2019 (Zdwmj ÒKÓ) 
 

 

µg 
kÖwgK 

c`web¨vm 

g~j gRyix 

(UvKv) 

evox fvov 

fvZv (UvKv) 

(g~j gRyixi 

50%) 

wPwKrmv 

fvZv 

(UvKv) 

hvZvqvZ 

fvZv (UvKv) 

Lv`¨ fvZv 

(UvKv) 

me©‡gvU gRyix 

(UvKv) 

1 ‡MÖW - 1 10938 5469 600 350 900 18257 

2 ‡MÖW - 2 9044 4522 600 350 900 15416 

3 ‡MÖW - 3 5330 2665 600 350 900 9845 

4 ‡MÖW - 4 4998 2499 600 350 900 9347 

5 ‡MÖW - 5 4683 2342 600 350 900 8875 

6 ‡MÖW - 6 4380 2190 600 350 900 8420 

7 ‡MÖW - 7 4100 2050 600 350 900 8000 
 

 

K. 2 miKvi †NvwlZ gRyix KvVv‡gv Abyhvqx Kg©Pvix‡`i b~b¨Zg gRyix - ms‡kvwaZ- 2018 (Zdwmj ÒLÓ) 
 

 

 

L. AwZwi³ mg‡q Kv‡Ri gRyix (Payment for Over time work): 
  

 Kg©x cÖwZw`b wba©vwiZ Kg© mg‡qi AwZwi³ mgq KvR Ki‡j D³ AwZwi³ mg‡q cÖwZ N›Uv Kv‡Ri Rb¨ g~j gRyix ev 

†ewm‡Ki wØ¸b nv‡i gRyix cv‡eb| 

 Over time ev AwZwi³ mg‡qi Kv‡Ri cvIbv wbb©‡qi myÎ -  
 

                   (g~j †eZb  208)  2 = N›Uv cÖwZ Ifvi UvB‡gi nvi 
 

* Production kÖwgK‡`i †ÿ‡Î AwZwi³ mg‡q Kv‡Ri gRyix :- 
 

 Over time Calculation ev AwZwi³ mg‡qi Kv‡Ri cvIbv wbb©‡qi myÎ - 

 

                    (‡gvU gRyix  208)  Over Time  = Ifvi UvB‡gi gRyix|  
 

M. cÖm~wZ Kj¨vb myweav (Meternity Benefit): bvix Kgx©e„›` gvZ…©Z¡RwbZ Kvi‡b wb‡¤œv³ myweav cv‡eb - 

 112 w`b ev 16 mßvn (mšÍvb cÖm‡ei c~‡e© 8 mßvn Ges mšÍvb cÖm‡ei c‡i 8 mßvn) QzwU|  

µg 
kÖwgK 

c`web¨vm 
g~j gRyix (UvKv) 

evox fvov 

fvZv (UvKv) 

(g~j gRyixi 

50%) 

wPwKrmv 

fvZv 

(UvKv) 

hvZvqvZ 

fvZv 

(UvKv) 

Lv`¨ fvZv 

(UvKv) 

me©‡gvU gRyix 

(UvKv) 

1 ‡MÖW - 1 8150 4075 600 350 900 14075 

2 ‡MÖW - 2 6300 3150 600 350 900 11300 

3 ‡MÖW - 3 5950 2975 600 350 900 10775 

4 ‡MÖW - 4 4350 2175 600 350 900 8375 
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 Mf©eZx© bvix Kgx© 16 (‡lvj mßvn) ev 112 (GKkZ evi) w`b gvZ…©Kvjxb QzwU †fvM Kivi mg‡q Zv‡K cÖ`Ë gRyixi 

cwigvb - 
 

 Mf©eZx© Kgx©i †bvwUk cÖ`v‡bi Ae¨ewnZ 3 (wZb) gv‡m Zvi cÖvß †gvU gRyix‡K (gRyix, AwZwi³ mg‡q Kv‡Ri Rb¨ cÖvß 

gRyix, †evbvm, †h‡Kvb fvZv, BZ¨vw` mn) D³ mg‡q Zvi †gvU cÖK…Z Kv‡Ri w`b¸‡jv w`‡q fvM K‡i 1 (GK) w`‡bi Mo 

gRyix wnmve Kiv nq Ges †m Abyhvqx Zv‡K 16 (‡lvj) mßvn ev 112 (GKkZ evi) w`‡bi gRyix cÖ`vb Kiv nq| 
 

N. ÿwZc~iY (Compensation): 
 

 

 

 ‡j-Ad (Lay-off): †j-AdK…Z Kgx©‡`i cÖ`Ë ÿwZc~i‡Yi cwigvb - 
 

µg cvIbv 

cwigvb 

1g 45 w`b ‡j-A‡di †ÿ‡Î 45 w`b cieZx© mg‡q ‡j-A‡di †ÿ‡Î 

1 
‡gvU g~j gRyix, gnvN© fvZv Ges 

GWnK ev AšÍeZx© gRyix (hw` _v‡K) 
A‡a©K GK PZz_©vsk 

2 AvevwmK fvZv m¤ú~b© m¤ú~b© 
 

 

 wWmPvR© (Discharge): aviv- (22) †Kvb kÖwgK Ab~¨b GK ermi AwewPQbœ PvKzix m¤ú~b© Ki‡j  PvKzix †_‡K wWmPvR© 

Kivi mgq wb‡¤œv³ nv‡i ÿwZc~iY †`qv nq - 

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 30 (wÎk) w`‡bi gRyix|  

 Kgx© KZ…©K PvKzixi Aemvb (Termination of Employment by Worker): ‡Kvb ¯’vqx Kgx© PvKzix †_‡K B¯ Ídv 

w`‡j Zv‡K wb‡¤œv³ nv‡i ÿwZc~iY †`qv nq - aviv-27 (4) 

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ -  

µg PvKzixi mgqKvj cwigvb 

1 wbiwew”Qbœfv‡e 5 (cvuP) eQi ev Zvi †ekx wKš‘ 10 (`k) eQ‡ii Kg n‡j 14 (‡P․Ï) w`‡bi gRyix 

2 wbiwew”Qbœfv‡e 10 (`k) eQi ev Zvi †ekx n‡j 30 (wÎk) w`‡bi gRyix 

 

 gvwjK KZ…©K PvKzixi Aemvb (Termination of Employment by Employer):  †Kv¤úvbx‡Z ‡Kvb ¯’vqx Kgx©i 

PvKzixi Aemvb Kiv n‡j Zv‡K wb‡¤œv³ nv‡i ÿwZc~iY †`qv nq - aviv 26 (4) 
 

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 30 (wÎk) w`‡bi gRyix|  

 QuvUvB (Retrenchment): †Kv¤úvbx‡Z ‡Kvb Kg©x‡K QuvUvB Kiv n‡j Zv‡K wb‡¤œv³ nv‡i ÿwZc~iY †`qv nq - 

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 30 (wÎk) w`‡bi gRyix|  

 †Kv¤úvbx‡Z Kgc‡ÿ 1 (GK) eQi PvKzixiZ ‡Kvb Kg©x‡K cwÄKv eQ‡i 1g 45 (cuqZvwjøk) w`b ‡j-Ad Kivi ci 

†Kvb Awew”Qbœ 15 (c‡bi) w`b ev Zvi †ekx mg‡qi Rb¨ ‡j-Ad Kivi cÖ‡qvRb n‡j Zv‡K QuvUvB Kiv nq Ges 

G‡ÿ‡Î Zv‡K wb‡¤œv³ nv‡i ÿwZc~ib †`qv nq ( aviv 20(3) Dcaviv (2), aviv 16 (7) Ges 20 (2) M) - 
 

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 30 (wÎk) w`‡bi gRyix|  

 AwZwi³ 15 (c‡bi) w`‡bi gRyix| 
 

 PvKzix †_‡K Aemi MÖnY (Retirement): ‡Kvb ¯’vqx Kgx©  (60 ermi c~b© nB‡j) PvKzix †_‡K Aemi MÖnY Ki‡j Zv‡K 

wb‡¤œv³ nv‡i ÿwZc~iY †`qv nq - 
 

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 30 (wÎk) w`‡bi gRyix|  
 

 eiLv¯Í (Dismiss): eiLv¯ÍK…Z Kgx©‡`i cÖ`Ë ÿwZc~i‡Yi cwigvb- aviv 23-Dcaviv 2(K) †gvZvieK 
 

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 15 (c‡bi) w`‡bi gRyix|  

 aviv 23-Dcaviv 1(K) †d․Ravix Aciv‡ai Rb¨ `b&ccÖvcZ n‡j Zv‡K eiLv¯Í Ki‡j- 

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 30 (wÎk) w`‡bi gRyix|  
[ 
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 g„Zz¨RwbZ mywaav (Death Benefit): 
 

 

kÖwgK g„Zz¨ eib Ki‡j Zv‡K wb‡¤œv³ nv‡i ÿwZc~iY †`qv nq - 

µg weeib ÿwZc~i‡bi cwigvb 

1 
kÖwgK PvKzixiZ Ae¯’vq g„Zz¨ 

eib Ki‡j 

 kÖwgK wbiwew”Qbœfv‡e 2 ( ỳB) eQ‡ii †ekx mgq PvKzixiZ Ae¯’vq gviv ‡M‡j 

cÖ‡Z¨K m¤ú~b© eQi ev Zvi 6 (Qq) gv‡mi †ekx mgq PvKzixi Rb¨ 30 (wÎk) 

w`‡bi gRyix|  

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 30 (wÎk) w`‡bi gRyix|  

2 
kÖwgK ‡Kv¤úvbx‡Z Kg©iZ 

Ae¯’vq g„Zz¨ eib Ki‡j 

 Kgx© wbiwew”Qbœfv‡e 2 ( ỳB) eQ‡ii †ekx mgq Kg©iZ _vKv Ae¯’vq gviv 

‡M‡j cÖ‡Z¨K m¤ú~b© eQi ev Zvi 6 (Qq) gv‡mi †ekx mgq PvKzixi Rb¨ 45 

(cuqZvwjøk) w`‡bi gRyix|  

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 45 (cqZvwjøk) w`‡bi gRyix|  

3 

kÖwgK Kg©Kvjxb ỳN©Ubvq 

RL‡gi wkKvi n‡q cieZx©‡Z 

g„Zz¨ eib Ki‡j 

 kÖwgK wbiwew”Qbœfv‡e 2 ( ỳB) eQ‡ii †ekx mgq Kg©iZ _vKv Ae¯’vq gviv 

‡M‡j cÖ‡Z¨K m¤ú~b© eQi ev Zvi 6 (Qq) gv‡mi †ekx mgq PvKzixi Rb¨ 45 

(cuqZvwjøk) w`‡bi gRyix|  

 cÖ‡Z¨K m¤ú~b© eQi PvKzixi Rb¨ 45 (cqZvwjøk) w`‡bi gRyix|  

 2 ( ỳB) jÿ UvKv (5g Zdwmj Abyhvqx)| 

 

 

 ỳN©Ubvi Kvi‡b RL‡gi Rb¨ ÿwZc~iY (Compensation for Injury by Accident): kÖwgK ỳN©Ubvi Kvi‡b RL‡gi 

wkKvi n‡j Zv‡K wb‡¤œv³ nv‡i ÿwZc~iY †`qv nq - 
 

µg weeib ÿwZc~i‡Yi cwigvb 

1 RL‡gi d‡j Kg©xi g„Zz¨ n‡j 
2 ( ỳB) jÿ UvKv (B‡Zvc~‡e© g„Zz¨RwbZ myweav, µg: 3, 3q 

mvix‡Z ewY©Z)| 

2 RL‡gi d‡j Kg©xi ¯’vqx m¤ú~b© AÿgZv NU‡j  2 ( ỳB) jÿ 50 (cÂvk) nvRvi UvKv| 

3 
RL‡gi d‡j Kg©xi ¯’vqx AvswkK AÿgZv 

NU‡j Ges RLgwU 1g Zdwm‡j ewY©Z n‡j  

¯’vqx m¤ú~b© AÿgZvi Rb¨ cÖ`vb‡hvM¨ ÿwZc~i‡bi ( 2 jÿ 50 

nvRvi UvKv) H kZKiv nvi hv D³ Zdwm‡j D‡jøwLZ D³ RL‡gi 

Kvi‡b ¯’vqxfv‡e DcvR©b ÿgZv nvwbi kZKiv nv‡ii mgvb| 

4 
RL‡gi d‡j Kg©xi ¯’vqx AvswkK AÿgZv 

NU‡j Ges RLgwU 1g Zdwm‡j ewY©Z bv n‡j  

¯’vqx m¤ú~b© AÿgZvi Rb¨ cÖ`vb‡hvM¨ ÿwZc~i‡bi (2  jÿ 50 

nvRvi UvKv) H kZKiv nvi hv D³ RL‡gi Kvi‡b ¯’vqxfv‡e 

DcvR©b ÿgZv nvwbi Abycv‡Zi mgvb| 

 

2. myweav (Benefit) -  
K. iv÷ ªxq AvB‡bi wb‡ ©̀kbv Abyhvqx kÖwgK‡`i †Kv¤úvbx KZ…©K cÖ`Ë myweav:  

 

 ¯^v ’̄¨ myweav (Medical facility)| 

 exgv myweav (Insurance facility)| 

 bvix Kgx©i mšÍvb‡`i Kg©¯’‡j iÿbv‡eÿb Kivi Rb¨ Òwkï cwiPh©v †K› ª̀ (Child Care Facility)Ó| 
 

L. iv÷ªxq AvB‡bi AwZwi³ wnmv‡e Kgx©‡`i †Kv¤úvbx KZ…©K cÖ`Ë Ab¨vb¨ myweav:  
 

 

 Kgx©i PvKzix 1 (GK) eQi c~Y© n‡j Zv‡K cÖwZ eQi c~e©eZx© eQ‡ii evrmwiK QzwUi (Annual  

     Leave) A‡aK© UvKv bM`vqb| 
 

 cÖwZ eQi 2 ( ỳB) wU Drme ‡evbvm (Festival Bonus) cÖ`vb |  
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 PvKzixi eqm 01 (GK) eQi c~Y© n‡j Rb¨ g~j gRyixi (Basic Wage) 50% Ges PvKzixi eqm Kgc‡ÿ 06 

gvm n‡j g~j gRyixi 25% nv‡i C` †evbvm †`Iqv nq| †Kv¤úvbxi wbR¯^ AvBb Abyhvqx| 
 

 cÖwZ gv‡m nvwRiv †evbvm (Attendance Bonus) : 
 

 

µg weeib kÖwgK‡`i Rb¨ Kg©Pvix‡`i Rb¨ 

1 Acv‡iUi, †njcvi 350 0 
 

 

* R¨vKvW© Acv‡iUi, †njcvi‡`i nvwRiv †evbvm †`Iqv nq bv| 

 

2. Organogram: AÎbxwZgvjv ev¯ÍevqbKvix `vwqZ¡ e¨w³e‡M©i AMv©‡bvMÖvgt 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2.2 e¨e¯nvcbv KZ…©c‡ÿi `vwqZ¡ I KZ©e¨t 

 

2.2.1 e¨e¯nvcbv cwiPvjK t 

 e¨e¯nvcbv cwiPvj‡Ki  ZË¡veav‡b wnmve wefvM Ges hveZxq cvIbvw` cwi‡kv‡ai Aby‡gv`b cÖ̀ vb Ki‡eb| 

 D³ cwjwm, ms‡kvab, cwigvR©b, bevqb Ges Aby‡gv`b msµvšÍ wm×všÍ  MÖnY Kiv| 
 

2.2.2 gnve¨e¯nvcK t 

 I‡qwmm d¨vkb wjt Gi gnve¨e¯nvcK ‡Kv¤úvbxi cvIbv cwi‡kva bxwZgvjv ev¯Íevq‡bi cÖavb `vwq‡Z¡ _vK‡eb| 

 cÖwZ eQi ÒÿwZc~iY I myweavÓ cwjwm †Nvlbv Kiv| 
 

 

2.2.3 wnmve wefvM t 

 mKj cÖKvi cvIbvw` cwi‡kva msµvšÍ welq¸‡jv Z`viwK Kiv Ges cvIbvw` cwi‡kva msµvšÍ welq¸‡jv PzovšÍ Aby‡gv`b| 

 kÖwgK, Kg©Pvix  Ges Kg©KZ©v‡`I g‡a¨ mKj cÖKvi Avw_©K cvIbvw` cwi‡kva wbwðZ Kiv| 

 

2.2.4 e¨e¯nvcK (GBP Avi GÛ Kgcøv‡qÝ) t 

 mKj cÖKvi cvIbvw` cwi‡kvL msµvšÍ mgm¨vi mgvavb cÖ`vb Ges G msµvšÍ mKj Kg©Kv‡Ûi myôz Z`viwK Kiv | 

 mKj cÖKvi cvIbvw` cwi‡kva msµvšÍ mgm¨vi mgvavb cÖ̀ vb| 

 D³ cwjwm ch©v‡jvPbv, g~j¨vqb I cÖ‡qvR‡b cwigvR©b I ms‡kvab Kivi e¨e¯nv †bIqv| 

 ÒÿwZc~iY I myweavÓ cwjwm mwVKfv‡e gwbUwis Kiv Ges cwjwm m¤ú‡K© cÖwkÿb †`Iqv| 

 

 

e¨e¯nvcbv cwiPvjK 

gnve¨e¯nvcK 

 

wbe©vnx 

 (GBP Avi GÛ 

Kgcøv‡qÝ) 

 

e¨e¯nvcK 

 (GBP Avi GÛ 

Kgcøv‡qÝ) 

 

wnmve wefvM  

 

 

UvBg †mKkb 

 

Kj¨vY Kg©KZ©v 
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2.2.5 wb©evnx (GBP Avi GÛ Kgcøv‡qÝ) t 

 cvIbvw` cwi‡kva ms&µvšÍ mKj cÖKvi cÖ‡qvRbxq Z_¨ cÖgvbvw` Z_v wjwLZ cÖgvY •Zix Kiv †hgb:- gvwmK cÖ`v‡bi wmU, 

Ifvi UvBg wmU, Ae¨nwZ IqvK©‡`i †c‡g›U QvovI Ab¨vb¨ Avw_©K cvIbvw` I myweavw`i cÖ‡qvRbxq Z_¨ cÖgvYvw` ev wjwLZ 

cÖgvYvw` •Zix Kiv| 

 mKj cÖKvi cvIbvw` cwi‡kva ms&µvšÍ welq¸‡jv UvBg †mKk‡bi gva¨‡g gvV ch©v‡q Z`viwK Kiv| 

 ‡c-w¯øc weZiY Kiv, ¯^vÿi †bIqv|  

 kÖwgK ev Kgx©‡`i gRyix, AwZwi³ Kv‡Ri gRyix, PvKzix Aemv‡bi Kvi‡b cÖ`Ë  ÿwZc~iY, ỳN©Ubvi Kvi‡b RL‡gi Rb¨ 

ÿwZc~ib, Drme †evbvm Ges nvwRiv †evbvm cÖ`v‡bi mxU •Zix Kiv| 
 

 

2.2.6 UvBg †mKkb t  

 kÖwgK ev Kgx©i nvwRiv msµvšÍ Z_¨, Ifvi UvBg BZ¨vw` cÖ‡qvRbxq Z_¨vw` mwVKfv‡e GBP Avi wefv‡M †cÖiY Kiv Ges 

wjwce× ivLv| 

 

2.2.7 Kj¨vY Kg©KZ©v t 

 kÖwgK ev Kgx©‡`i cÖm~wZ Kj¨vY myweav cÖ`v‡bi mxU •Zix Kiv| 

 D³ mx‡U d¨v±ix GBP Avi g¨v‡bRv‡ii Aby‡gv`b †bIqv Ges wnmve wefvM cvVv‡bv | 

 kÖwgK ev Kgx©‡`i cÖm~wZ Kj¨vY myweav cÖ`vb Kiv Ges Zv‡`i D³ myweavi wnmve eywS‡q †`Iqv| 

 kÖwgK Kg©Pvix‡`i Avw_©K cvIbvw` cwi‡kva ms&µvšÍ †h †Kvb Awf‡hvM ev Aby‡hvM Av‡Q wKbv Zv ch©‡eÿb Kiv| 

 kÖwgK‡`i Avw_©K cvIbvw` cwi‡kva msµvšÍ †h †Kvb Awf‡hvM, h_vh_ KZ…©cÿ‡K  AewnZ Kiv| 

 ÒÿwZc~iY I myweavÓ  cwjwm m¤ú‡K© cÖwkÿb †`Iqv| 

 

3. Kvh©m~Px (Communication Routine): 

 

we. ª̀: cÖwkÿb ev wgwUs Av‡qvRb Kiv n‡j †m wel‡q Aek¨B †bvwU‡ki gva¨‡g mswkø÷ e¨w³‡`i Rvbv‡bv nq Ges †iKW© msiÿb Kiv 

nq| 

 

 

µg 
KvR              

Activity 

cÖwµqv                       

Procedure 

`vwqZ¡cÖvß e¨w³ 

Designated 
Person 

cÖ‡hvR¨ mgq 

When 
Aplicable 

mgq mxgv           

Time Line 

1 Ea©Z¡b KZ…©cÿ‡K Rvbv‡bv   wgwUs 
d¨v±ix 

GBP.Avi cÖavb 

cwjwm 

ms‡kva‡bi ci 

cwjwm ms‡kvab Kivi 

2 ( ỳB) w`‡bi g‡a¨ 

2 

ga¨g mvwii Kg©KZv©‡`i 

(Mid level 
Management) 
Rvbv‡bv 

  wgwUs 

  cÖwkÿb 

d¨v±ix 

GBP.Avi cÖavb 

ms‡kvwaZ cwjwm 

Aby‡gv`b nIqvi 

ci 

ms‡kvwaZ cwjwm 

Aby‡gv`b nIqvi 3 

(wZb) w`‡bi g‡a¨ 

3 kÖwgK ev Kgx©‡`i Rvbv‡bv 

 kÖwgK AskMÖbKvix  

 KwgwU wgwUs (Worker’s 

Participation 
Committee 
Meeting) 

  cÖwkÿb 

  ‡bvwUk †evW© 

d¨v±ix 

GBP.Avi cÖavb 

Ges 

I‡qj‡dqvi 

Awdmvi 

Kgx©‡`i wbqwgZ 

cÖwkÿb cÖ`v‡bi 

mgq (ch©vqµ‡g) 

cÖwkÿ‡bi iæwUb 

(Traning Routine) 
Abymib K‡i 



 

 

 

  

 

 

 

 

 

 

Page 7 of 14 
 

 

I‡qwmm d¨vkb wj:   
          Kv‡mg Kg‡cø·, MvQv †ivW, 

           †evW© evRvi, MvRxcyi| 

 

 

Responsible Person : Dept. Head/Manager-HR 

Approval Date:  26/01/2019 

Effective Date: 01/12/2018 

Version No: 03 

 

 

Kvh©m~Px I c×wZ (Routine & Procedure): 
 

1. ev¯Íevq‡bi Rb¨ Kvh©m~Px (Implementation Routine): 
 

1.1  kÖwgK ev Kgx©‡`i gRyix cÖ`vb -  
 

1.1.1 KvR (Activity): kÖwgK‡`i nvwRiv †iKW© msiÿb| 

             cÖwµqv (Procedure): 
 

K. cÖwZw`b UvBg Kv‡W©i gva¨‡g kÖwgK‡`i nvwRiv †iKW© msMÖn| 

L. cÖwZw`b kÖwgK‡`i nvwRiv †iKW© hvPvB Kivi Rb¨ †d¬v‡i †cÖib| 

M. ‡d¬v‡i cÖwZw`b kÖwgK‡`i nvwRiv †iKW© hvPvB| 

N. ¤ªwgK‡`i nvwRiv †iKW© cÖwZw`b ‡iwRóv‡i Gw›Uª| 

              `vwqZ¡cÖvß e¨w³ (Designated Person): 
 

 UvBg wKcvi I GBP.Avi Kg©KZv©  

 ‡mKkb BbPvR© I mycvifvBRvi| 
 

 

 cÖ‡hvR¨ mgq (When Aplicable): cÖwZw`b| 
 

  mgq mxgv (Time Line): mv‡_ mv‡_| 
 

 

1.1.2 KvR (Activity): gvm ‡k‡l kÖwgK‡`i nvwRiv †iKW© PzovšÍ hvPvB| 
   

  cÖwµqv (Procedure): 
 

K. kÖwgK‡`i ‡Kvb Abycw¯’wZi †iKW© _vK‡j Zv c~bivq hvPvB| 

L. kÖwgK‡`i AwZwi³ Kv‡Ri †iKW© c~bivq hvPvB| 

              `vwqZ¡cÖvß e¨w³ (Designated Person): GBP.Avi Awdmvi| 

               cÖ‡hvR¨ mgq (When Aplicable): cÖwZ gv‡mi 1g Kg© w`e‡m c~e©eZx© gv‡mi †iKW© hvPvB Kiv nq| 
 

  mgq mxgv (Time Line): c~Y© Kg© w`em|  
 

1.1.3 KvR (Activity): kÖwgK‡`i ‡eZb mxU I †c ¯øxc •Zix| 

  cÖwµqv (Procedure): 
 

K. Kw¤úDUvi †_‡K †eZb mxU Ges †c ¯øxc wcÖ›U †`qv| 

L. †eZb mxU hvPvB| 

M. ‡eZb mxU PzovšÍ Aby‡gv`b| 

 

              `vwqZ¡cÖvß e¨w³ (Designated Person): 
 

 wnmve iÿK 

 GBP.Avi GÛ Kgcøv‡qÝ Awdmvi  

 e¨e¯nvcK (GBP Avi GÛ Kgcøv‡qÝ) 
 

 cÖ‡hvR¨ mgq (When Aplicable): cÖwZ gv‡mi 2q Kg© w`e‡m c~e©eZx© gv‡mi †eZb mxU I †c ¯øxc ‣Zix Kiv nq| 
 

  mgq mxgv (Time Line): c~Y© Kg© w`em|  
 

1.1.4 KvR (Activity): kÖwgK‡`i †eZb cÖ̀ v‡bi Rb¨ e¨e¯’v MÖnY| 
 

  cÖwµqv (Procedure): 
 

 

K. †eZb mx‡U ÷¨v¤ú jvMv‡bv| 

L. UvKv mieivn|  

              `vwqZ¡cÖvß e¨w³ (Designated Person): g¨v‡bRvi, wnmve wefvM| 
 

  cÖ‡hvR¨ mgq (When Aplicable): cÖwZ gv‡mi 1g 7 (mvZ) Kg© w`e‡mi g‡a¨| 
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mgq mxgv (Time Line): cÖ‡hvR¨ bq| 
 

1.1.5 KvR (Activity): kÖwgK‡`i ‡eZb weZib| 
 

  cÖwµqv (Procedure): 
 

K. kªwgK‡`i UvKv cÖ`vb| 

L. kÖwgK‡`i †eZb mx‣U ¯^vÿi †bqv|  

M. kªwgK‡`i KvQ †_‡K †eZb m¤úwK©Z Awf‡hvM MÖnY (hw` _v‡K) Ges mgvavb| 

N. ‡eZb mxU msiÿb| 

              `vwqZ¡cÖvß e¨w³ (Designated Person): 
 

  cÖkvmwbK Awdmvi 

 GBP.Avi Awdmvi Ges I‡qj‡dqvi Awdmvi  

 g¨v‡bRvi, wnmve wefvM| 
 

 cÖ‡hvR¨ mgq (When Aplicable): cÖwZ gv‡mi 1g 7 (mvZ) Kg© w`e‡mi g‡a¨| 
 

  mgq mxgv (Time Line): c~Y© Kg© w`em|  
 

1.2  Kgx©‡`i AwZwi³ mg‡q Kv‡Ri (Over time work) gRyix cÖ`vb -  
 

Kgx©‡`i gRyix cÖ`v‡bi mgq GKB mv‡_ Zv‡`i AwZwi³ mg‡q Kv‡Ri (Over time work)   gRyix cÖ`vb Kiv nq| 

G‡ÿ‡Î µg: 1.1 - G D‡jøwLZ cÖwµqv Abymib Kiv nq|  
 

 

1.3  cÖm~wZ Kj¨vb myweav (Meternity Benefit) cÖ`vb -  
 

1.3.1  KvR (Activity): Kgx©i gvZ…©Z¡RwbZ Z_¨ bw_fz³Kib| 

                cÖwµqv (Procedure): 
 

K. Kgx©i Mf©avi‡bi Z_¨ GBP.Avi wefv‡M AewnZ Kiv| 

L. D³ Z‡_¨i wfwË‡Z Kgx©i Mf©avi‡bi welqwU hvPvB K‡i Zvi bvg wba©vwiZ †iwR÷v‡i bw_f~³ Kiv| 

M. Mf©eZx bvix Kgx©i QzwUi †bvwUk GBP.Avi wefv‡M Rgv †`qv - 
 

 wba©vwiZ QzwUi Av‡e`b dig c~iY Kiv| 

 Av‡e`b di‡g ‡Kv¤úvbx Wv³v‡ii mycvwik †bqv| 

 Av‡e`b dig GBP.Avi wefv‡M Rgv †`qv| 

 QzwUi Av‡e`b GBP.Avi wefvM KZ…©K Aby‡gv`b Kiv‡bv| 
 

N. Kgx©i QzwUi mgqmxgv wba©vwiZ †iwR÷v‡i bw_fz³ Kiv| 

 `vwqZ¡cÖvß e¨w³ (Designated Person):  
        K. I‡qj‡dqvi Awdmvi I GBP Avi Awdmvi | 
    

 

 cÖ‡hvR¨ mgq (When Aplicable): 
 

K. kÖwgK  Mf©avib Kivi ci| 

L.  kÖwg‡Ki Mf©avi‡bi welqwU AewnZ nIqvi ci| 

M.  kÖwg‡Ki mšÍvb cÖm‡ei m¤¢ve¨ Zvwi‡Li 8 (AvU) mßvn c~‡e©| 

N.  kÖwg‡Ki  QzwU Aby‡gv`‡bi ci| 
 

  mgq mxgv (Time Line): cÖ‡hvR¨ mg‡q D‡jøwLZ KvR m¤úv`‡bi mv‡_ mv‡_| 
 

1.3.2 KvR (Activity): kÖwgK‡`i cÖm~wZ Kj¨vb myweav cÖ`vb| 

            cÖwµqv (Procedure): 
 

K. kÖwgK ev Kgx©‡K cÖm~wZ Kj¨vb myweav cÖ`v‡bi Rb¨ ‡Kv¤úvbx wbav©wiZ di‡g‡U 1g wKw¯Íi cÖm~wZ Kj¨vb wej 

(Meternity Bill) •Zix Kiv| 

L. D³ we‡j (Bill) KZ…©c‡ÿi  Aby‡gv`b †bqv| 

M. wej (Bill)  G ÷¨v¤ú jvMv‡bv Ges UvKv mieivn| 

N. kÖwgK ev Kgx©‡K wej (Bill)  - Gi gva¨‡g gvZ…©Z¡RwbZ myweav cÖ`vb Ges ‡mLv‡b Zvi ¯^vÿi †bqv| 



 

 

 

  

 

 

 

 

 

 

Page 9 of 14 
 

 

I‡qwmm d¨vkb wj:   
          Kv‡mg Kg‡cø·, MvQv †ivW, 

           †evW© evRvi, MvRxcyi| 

 

 

Responsible Person : Dept. Head/Manager-HR 

Approval Date:  26/01/2019 

Effective Date: 01/12/2018 

Version No: 03 

O. Dc‡iv³ µg: K †_‡K N cÖwµqv Abymib K‡i 2q wKw¯Íi cÖm~wZ Kj¨vb wej (Meternity Bill) •Zix Kiv 

Ges Kgx©‡K cÖ`vb Kiv| 
 

             `vwqZ¡cÖvß e¨w³ (Designated Person): 
 

K. I‡qj‡dqvi Awdmvi| 

L. I‡qj‡dqvi Awdmvi Ges d¨v±ix GBP.Avi cÖavb| 

M. wnmve wefvMxq Kg©KZv© Ges g¨v‡bRvi, wnmve wefvM| 

N. KZ©„c‡ÿi Aby‡gv`b| 
 

 cÖ‡hvR¨ mgq (When Aplicable): 
 

K. kÖwgK ev Kgx© gvZ…©Z¡RwbZ QzwUi Av‡e`b Kivi ci| 

L.  cÖm~wZ Kj¨vb myweavi wej (Bill) •Zix Kivi ci| 

M.  cÖm~wZ Kj¨vb myweavi wej (Bill) •Zix Kivi ci| 

N.  kÖwgK ev Kgx© QzwU‡Z hvIqvi c~‡e©| 

O.  ¤ªwgK ev Kgx© mšÍvb cÖm‡ei cÖgvb †ck Kivi cieZx© 3 (wZb) Kg© w`e‡mi g‡a¨| 
 

             mgq mxgv (Time Line): 
 

 µg: K †_‡K N ch©šÍ Kgx© gvZ…©Z¡RwbZ QzwUi Av‡e`b Kivi cieZx© 3 (wZb) Kg© w`e‡mi  
     g‡a¨| 

 µg: O - Gi †ÿ‡Î Kgx© mšÍvb cÖm‡ei cÖgvb †ck Kivi cieZx© 3 (wZb) Kg© w`e‡mi  
     g‡a¨| 

 

1.4  wb‡¤œv³ fv‡e kÖwgK ev Kgx©i PvKzixi Aemvb nIqvi Kvi‡b ÿwZc~ib cÖ`vb -  

  ‡j-Ad (Lay-off) 

  wWmPvR© (Discharge) 

  kÖwgK ev Kgx© KZ…©K PvKzixi Aemvb (Termination of Employment by Worker) 

  gvwjK KZ…©K kªwgK ev Kgx©i PvKzixi Aemvb (Termination of Employment by Employer) 

  QvuUvB (Retrenchment) 

  PvKzix †_‡K Aemi MÖnY (Retirement) 

  eiLv¯Í (Dismiss) 

  g„Zz¨ eib (Death) 

1.4.1 KvR (Activity):  kÖwgK ev Kgx©i PvKzixi AemvbRwbZ mKj bw_-cÎ msiÿb| 

            cÖwµqv (Procedure): 
 

K. kÖwgK ev Kgx©i PvKzixi AemvbRwbZ mKj bw_-cÎ (PvKzix Aemv‡bi ‡bvwUk ev wPwV, mswkø÷ cÖgvb ev  

     `wjj-cÎ, BZ¨vw`) msMÖn| 

L. D³ bw_-c‡Î E×©Z¡b KZ…©c‡ÿi Aby‡gv`b MÖnY Ges msiÿb|  
                           

`vwqZ¡cÖvß e¨w³ (Designated Person): GBP.Avi Awdmvi| 
 

cÖ‡hvR¨ mgq (When Aplicable): kÖwg‡Ki PvKzixi Aemv‡bi cÖwµqv PjvKvjxb mgq| 
 

  mgq mxgv (Time Line): cÖ‡hvR¨ mg‡q D‡jøwLZ KvR m¤úv`‡bi mv‡_ mv‡_| 
 

KvR (Activity): kÖwgK‡`i  Zvi mKj cvIbv PzovšÍfv‡e cwi‡kva Kiv| 

            cÖwµqv (Procedure): 
 

K. Kgx©‡K Zvi mKj cvIbv PzovšÍfv‡e cwi‡kva Kivi Rb¨ ‡Kv¤úvbx wbav©wiZ di‡g‡U wej (Final Payment Bill) •Zix Kiv| 

L. D³ we‡j (Bill) KZ…©c‡ÿi (d¨v±ix GBP.Avi cÖavb) Aby‡gv`b †bqv| 

M. wej (Bill)  - G ÷¨v¤ú jvMv‡bv Ges UvKv mieivn| 

N. Kgx©‡K wej (Bill)  - Gi gva¨‡g mKj cvIbv cÖ`vb Ges †mLv‡b Zvi ¯̂vÿi †bqv| 

O.  
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`vwqZ¡cÖvß e¨w³ (Designated Person): 
 

K. GBP.Avi Awdmvi| 

L. GBP.Avi Awdmvi Ges GBP.Avi cÖavb| 

M. wnmve wefvMxq Awdmvi Ges g¨v‡bRvi, wnmve wefvM| 

N. wnmve wefvMxq Awdmvi Ges GBP.Avi Awdmvi| 

 cÖ‡hvR¨ mgq (When Aplicable): Kgx©i PvKzixi Aemv‡bi ci| 
 

           mgq mxgv (Time Line):  
 e‡Kqv gRyix PvKzix †Q` NUvi cieZx© 7 (mvZ) Kg© w`e‡mi g‡a¨| 

 ÿwZc~iY I Ab¨vb¨ cvIbvw` PvKzix †Q` NUvi cieZx© 30 (wÎk) Kg© w`e‡mi g‡a¨| 

1.5  kÖwg‡Ki ỳN©UbvRwbZ Kvi‡b RL‡gi Rb¨ ÿwZc~iY cÖ`vb -  

1.5.1 KvR (Activity): kÖwg‡Ki RL‡gi cÖKvi‡f` wbY©q Ges bw_f~³ Kiv| 

            cÖwµqv (Procedure): 
 

K. kÖwgK KZ©„K RL‡gi Z_¨ GBP.Avi wefv‡M AewnZ Kiv|  

L. kÖwg‡Ki  RL‡gi cÖKvi-‡f` wbY©q Kiv| 

M. kÖwg‡Ki RL‡gi cÖKvi-‡f` bw_f~³ Kiv| 
              

         `vwqZ¡cÖvß e¨w³ (Designated Person):  
 

K. kÖwgK 

L. ‡gwW‡Kj mnKvix| 

M. ‡Kv¤úvbx Wv³vi Ges GBP.Avi Awdmvi 

         cÖ‡hvR¨ mgq (When Aplicable): kÖwgK RLgcÖvß  nIqvi ci| 
 

         mgq mxgv (Time Line): hZ ª̀æZ m¤¢e| 
 

1.5.2 KvR (Activity): kÖwgK‡K Zvi RL‡gi Rb¨ ÿwZc~iY cÖ`vb| 

            cÖwµqv (Procedure): 
 

K. RL‡gi cÖKvi-‡f` Abyhvqx ÿwZc~iY cÖ̀ vb Kivi Kivi Rb¨ ‡Kv¤úvbx wbav©wiZ di‡g‡U wej (Bill) •Zix Kiv| 

L. D³ we‡j (Bill) KZ…©c‡ÿi (GBP.Avi cÖavb) Aby‡gv`b †bqv| 

M. wej (Bill)  - G ÷¨v¤ú jvMv‡bv Ges UvKv mieivn| 

N. kÖwgK ev Kgx©‡K wej (Bill)  - Gi gva¨‡g mKj cvIbv cÖ`vb Ges †mLv‡b Zvi ¯^vÿi †bqv| 

         `vwqZ¡cÖvß e¨w³ (Designated Person): 
 

 GBP.Avi Awdmvi  

 GBP.Avi cÖavb  

 g¨v‡bRvi, wnmve wefvM 

1.6  kÖwgK‡K exgv `vwe Abyhvqx ÿwZc~iY cÖ`vb -  
 

1.6.1 KvR (Activity): kÖwg‡Ki exgv `vwe Av`vq Kivi Rb¨ cÖ‡qvRbxq mKj bw_-cÎ msMÖn| 

            cÖwµqv (Procedure): 
 

K. kÖwg‡Ki g„Zz¨RwbZ exgvi UvKv cvIqvi Rb¨ Zvi g‡bvbxZK‡K wb‡¤œv³ bw_-cÎ mn d¨v±ix GBP.Avi wefvM eivei 

Av‡e`b Ki‡Z n‡e - 

       K.1.  kÖwg‡Ki g‡bvbxZ‡Ki cÖgvbcÎ I Qwe| 

       K.2.  kÖwg‡Ki g„Zz¨i mb`cÎ (Death Certificate)| 

       K.3.  kÖwg‡Ki g‡bvbxZ‡Ki e¨vsK GKvD›U - Gi bw_-cÎ| 
 

K. kÖwgK ev Kgx© m¤ú~b© wKsev AvswkK c½yZ¡ eib Ki‡j exgvi UvKv cvIqvi Rb¨ Zv‡K Av‡e`b c‡Îi mv‡_ wb‡¤œv³ bw_-

cÎ mn d¨v±ix GBP.Avi wefvM eivei Av‡e`b Ki‡Z n‡e -   

    L.1.  kÖwg‡Ki c½yZ¡ eib mswkø÷ cÖ‡qvRbxq bw_-cÎ (Wv³vix bw_-cÎ)| 

    L.2.  kÖwg‡Ki e¨vsK GKvD›U - Gi bw_-cÎ| 
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        `vwqZ¡cÖvß e¨w³ (Designated Person): kÖwg‡Ki g‡bvbxZK Ges Kgx©©| 
 

           cÖ‡hvR¨ mgq (When Aplicable): kÖwgK gviv †M‡j ev c½yZ¡ eib Ki‡j| 
 

        mgq mxgv (Time Line): cÖ‡hvR¨ mg‡q D‡jøwLZ KvR m¤úv`‡bi mv‡_ mv‡_| 

 

1.6.2 KvR (Activity): kÖwgK‡K exgv `vwei UvKv cÖ`vb Kiv| 

            cÖwµqv (Procedure): 
 

K. kÖwg‡Ki exgv `vexi wnmve •Zix Kiv| 

L. exgv †Kv¤úvbxi mv‡_ †hvMv‡hvM Kiv| 

M. kÖwgK ev Kgx©‡K e¨vsK - Gi gva¨‡g exgv `vwei UvKv cÖ`vb|  
 

         `vwqZ¡cÖvß e¨w³ (Designated Person): d¨v±ix GBP.Avi cÖavb| 
 

            cÖ‡hvR¨ mgq (When Aplicable): kÖwg‡Ki KZ…©K exgv `vexi Av‡e`b DÌvwcZ nIqvi ci| 

         mgq mxgv (Time Line): exgv `vexi Av‡e`b DÌvwcZ nIqvi 120 (GKkZ wek w`‡bi g‡a¨)| 
 

1.7  kÖwgK‡K Drme †evbvm cÖ`vb -  
 

1.7.1 KvR (Activity): kÖwg‡Ki Drme †evbv‡mi mxU •Zix| 

            cÖwµqv (Procedure): 
 

K. kÖwg‡Ki Drme †evbv‡mi mxU •Zix| 

L. mx‡U E×©Z¡b KZ…©c‡ÿi Aby‡gv`b MÖnY Ges msiÿb|  

M. mxU wnmve wefv‡M †cÖib| 
 

        `vwqZ¡cÖvß e¨w³ (Designated Person): GBP.Avi Awdmvi Ges GBP.Avi cÖavb| 
 

           cÖ‡hvR¨ mgq (When Aplicable): 2 ( ỳB) wU C‡`i QzwUi c~‡e©| 
 

        mgq mxgv (Time Line): cÖ‡hvR¨ bq| 
 

 

1.7.2 KvR (Activity):  kÖwgK‡K Drme †evbvm cÖ`vb Kiv| 

            cÖwµqv (Procedure): 
 

K. Drme †evbv‡mi mx‡U ÷¨v¤ú jvMv‡bv Ges cÖ‡qvRbxq UvKv mieivn| 

L. kÖwgK‡K ‡evbvm cÖ`vb| 
 

 

             `vwqZ¡cÖvß e¨w³ (Designated Person): 
 

 

K. g¨v‡bRvi, wnmve wefvM| 

L. GBP Avi Awdmvi| 
 

              cÖ‡hvR¨ mgq (When Aplicable): 2 ( ỳB) wU C‡`i QzwUi c~‡e©| 

 1.8  kÖwgK‡K nvwRiv †evbvm cÖ`vb -  

       kÖwgK‡`i gRyix cÖ`v‡bi mgq GKB mv‡_ Zv‡`i nvwRiv †evbvm (Attendance Bonus) cÖ`vb Kiv nq|  
[ 

        cÖ‡hvR¨ mgq (When Aplicable): gvm †k‡l| 
 

      mgq mxgv (Time Line): cÖwZ gv‡mi †kl Kg© w`e‡m| 
 

      c‡`vbœwZ Ges evrmwiK gRyix KvVvgv g~j¨vqb: 

              KvR (Activity): Kgx©‡`i gRyix e„w× Ges c‡`vbœwZ cÖ`vb| 
 

      cÖwµqv (Procedure): 
 

K. kÖwgK‡`i Kv‡Ri g~j¨vqb Kiv Ges †m Abyhvqx c‡`vbœwZ ev gRyix e„w×i Rb¨ mycwik / g~j¨vqb dig GBP.Avi wefv‡M cvVv‡bv| 

              kÖwgK‡`i mycwik / g~j¨vqb dig hvPvB Kiv| 

L. D×©Z¡b KZ©c‡ÿi KvQ †_‡K D³ mycvwikgvjvi PzovšÍ Aby‡gv`b MÖnY Ges Kvh©Ki Kiv|  

M. †iKW© msiÿb 
 

 g~j¨vqb dig  
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1.9 cÖwkÿb cÖ`vb - 

      KvR (Activity): kÖwg‡Ki ‡Kv¤úvbxi ÿwZc~iY I myweav m¤ú‡K© cÖwkÿb cÖ`vb| 

      cÖwµqv (Procedure): 
K.  bZzb wb‡qvMcÖvß kÖwgK‡`i cÖwkÿb cÖ`vb| 

L.  Kg©iZ wbqwgZ kÖwgK‡`i cÖwkÿb cÖ`vb| 

M. GBP.Avi Ges wnmve I A_©vqb wefvM mn mKj e¨e¯’vcbv Kg©KZv©‡`i cÖwkÿb cÖ`vb|   

N. †iKW© msiÿb| 

 `vwqZ¡cÖvß e¨w³ (Designated Person): GBP.Avi Awdmvi Ges I‡qj‡dqvi Awdmvi| 
 

     cÖ‡hvR¨ mgq (When Aplicable):  
 

K. wb‡qv‡Mi mgq| 

L. cieZx©‡Z wbqwgZfv‡e (Regular basis)| 

M. cÖwkÿb cÖ`v‡bi mv‡_ mv‡_| 
 

   mgq mxgv (Time Line): cÖ‡qvRb Abyhvqx| 
 

1.10 ‡iKW© msiÿb - 
 

     KvR (Activity): kÖwgK‡K mKj ÿwZc~iY I myweav cÖ`v‡bi †iKW© msiÿb Kiv| 
 

   cÖwµqv (Procedure): 
 

K. kÖwgK‡`i ÿwZc~iY I myweav cÖ`vb mswkø÷ mKj mx‡Ui g~j Kwc msiÿb| 

L. we‡kl †ÿ‡Î cÖm~wZ Kj¨vb myweav Ges kÖwgK‡`i PvKzix Aemv‡bi Rb¨ cÖ`Ë ÿwZc~iY cÖ̀ v‡bi mx‡Ui d‡UvKwc Kgx©i 

e¨w³MZ dvB‡j msiÿb| 

M. kÖwgK‡`i c‡`vbœwZ ev gRyix e„w×i ‡ÿ‡Î Kvh©µg g~j¨vq‡bi †iKW©| 

N. kÖwgK‡`i cÖwkÿb cÖ`v‡bi †iKW©: 

 nvwRiv mxU| 

 cÖwkÿb gwWDj| 

 mwPÎ cÖgvY (Photo Evidance)| 

  `vwqZ¡cÖvß e¨w³ (Designated Person): 
 

 g¨v‡bRvi, wnmve wefvM  

 I‡qj‡dqvi Awdmvi | 

 GBP.Avi Awdmvi| 
  

   cÖ‡hvR¨ mgq (When Aplicable): Dc‡iv³ Kvh©µg¸‡jv m¤úv`‡bi mv‡_ mv‡_|                

 

3. ‡hvMv‡hvM Ges ev Í̄evqb (Communicatioin & Implementation): 
 

1.  †hvMv‡hvM (Communication) – 

  Kvh©m~Px I c×wZ (Routine & Procedure), µg: 2, †hvMv‡hvM Kivi Kvh©m~Px (Communication 

Routine) Abymib Kiv nq| 
 

2.  ev¯Íevqb (Implementation) – 

 Kvh©m~Px I c×wZ (Routine & Procedure), µg: 1, ev¯Íevq‡bi Rb¨ Kvh©m~Px (Implementation 

Routine) Abymib Kiv nq| 

 cwjwm Abyhvqx KvR Kivi Rb¨ `vwqZ¡cÖvß mKj GBP.Avi Awdmvi, Kgcøv‡qÝ Awdmvi I I‡qj‡dqvi Awdmvi‡`i 

cÖ‡qvRbxq cÖwkÿb cÖ̀ vb nq| 
 

 Dc‡iv³ wb‡ ©̀kbv¸‡jv Abymib K‡i kÖwgK‡`i ÿwZc~iY I myweav cÖ`vb Kivi Rb¨ 1 (GK) Rb Kg©KZv©‡K ÒcÖavb   

                      `vwqZ¡kxj (In-charge)Ó wn‡m‡e `vwqZ¡ cÖ`vb Kiv n‡e whwb Aek¨B D³ mKj  wb‡ ©̀kbv m¤ú‡K© wek` Ávb  

                     ivL‡eb| 
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4. cÖwZwµqv Ges wbqš¿b Kvh©m~Px (Feedback & Control Routine): 
 

ÒÿwZc~iY I myweavÓ cwjwmwU ev¯Íevq‡b †Kvb cÖwZeÜKZv wKsev G wel‡q †Kvb Awf‡hvM ev Aby‡hvM †_‡K _vK‡j Zv mbv³ Kiv Ges 

cwjwmwU djcÖm~ n‡q‡Q wKbv Zv hvPvB Kivi Rb¨ wb¤œwjwLZ cÖwµqv Abymib Kiv nq - 

 

µg KvR ( Activity)   cÖwµqv  (Procedure) 

`vwqZ¡cÖvß e¨w³ 

Designated 
Person 

cÖ‡hvR¨ 

mgq 

When 
Aplicable 

1 

 

K. ‡Kv¤úvbxi wbR¯^ Av‡qvR‡b AwWU 

(Internal Audit) : 

 cwjwmi Av‡jv‡K AwWU Kivi Rb¨ †PK 

wj÷ (Check List) •Zix| 

 

 

K. AwWU  cÖwµqv: 

 Kgx© Ges wewfbœ wefv‡Mi 

(Department), ga¨g mvwii 

(Mid Level Management) 
Kg©KZv©‡`i mvÿvrKvi MÖnY| 

Kgcøv‡qÝ 

Kg©KZv© 

cÖwZ gv‡mi 

2q mßv‡n 

2 

 

K. ‡Kv¤úvbxi wbR¯^ Av‡qvR‡b AwWU 

(Internal Audit) : 

 kÖwgK Ges wewfbœ wefv‡Mi 

(Department), ‡hgb - GBP.Avi, 

cÖkvmb, cÖWvKkb, BZ¨vw`,  ga¨g mvwii 

(Mid Level Management) 
Kg©KZv©‡`i cÖwZwµqv Rvbvi Rb¨ 

cÖkœcÎ •Zix| 

 

K. AwWU  cÖwµqv: 

 mswkø÷ bw_-cÎ hvPvB 

(Document Review)| 

 Pvÿzl cwi`k©b (Visual 

Inspection) - 
 ¤ªwgK‡`i ÿwZc~iY I myweav 

cÖ`v‡bi †ÿ‡Î cwjwm Abymib 

Kiv n‡”Q wK bv| 

Kgcøv‡qÝ 

Kg©KZv© 

cÖwZ gv‡mi 

2q mßv‡n 

3 

 

kÖwgK‡`i PvKzix †Q‡o hvIqvi †iKW© 

ch©v‡jvPbv (Evaluation of Employee’s 

Turnover Record): 

 PvKzix Aemvb nIqv Kgx©i mvÿvrKvi 

MÖn‡Yi Rb¨  cÖkœcÎ •Zix| 

kÖwgK‡`i PvKzix †Q‡o hvIqvi Kvib 

we‡køl‡bi Rb¨ cÖkœcÎ Abyhvqx kÖwgK‡`i 

mvÿvrKvi MÖnY Ges chv©‡jvPbv Kiv| 

GBP.Avi 

Awdmvi 

Kgx©‡K 

mKj 

cvIbvw` 

cwi‡kv‡ai 

w`b 

4 

 

ÒAwf‡hvM ev·Ó Ges Òcivgk© ev·Ó †_‡K 

cÖvß  kÖwgK‡`i cÖwZwµqv 

cÖwZ mßv‡n D³ ev· †_‡K kÖwgK‡`i 

cÖwZwµqv msMÖn Ges chv©‡jvPbv Kiv| 

GBP.Avi 

Awdmvi 

cÖwZ mßv‡n 

kwbevi 

5 
 

wi‡cvU© (Report) 

wi‡cvU© cÖwµqv: 

 AwW‡U cÖvß Findings - Gi 

Av‡jv‡K wi‡cvU© ‣Zix Kiv| 

 D³ wi‡cv‡U©i Av‡jv‡K mswkø÷ 

Kg©KZv© A_ev E×©Z¡b KZ„©‡ÿi 

mv‡_ wgwUs Kiv| 

 D³ Findings - Gi g~j Kvib 

we‡kølb Kiv (Root cause 

Analysis)| 

 mgm¨v¸‡jv mgvav‡bi Rb¨ Kg© 

cwiKíbv •Zix Kiv| 

 Kgcøv‡qÝ 

Kg©KZv  

 Kgcøv‡qÝ 

g¨v‡bRvi 

cÖwZ gv‡mi 

‡kl mßv‡n 
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6 
 

wbqš¿b (Control) 

wbqš¿b cÖwµqv: 

 AwW‡U cÖvß Findings - Gi 

c~bive„wZ hv‡Z bv N‡U †mRb¨ 

Risk Analysis Kiv Ges 

cÖwZ‡iv‡ai e¨e¯’v (Preventive 

Action) †bqv| 

 D³ cÖwZ‡ivag~jK e¨e¯’v 

(Preventive Action) 
ev¯Íevq‡bi welqwU d‡jvAvc 

(Fllow-up) Kiv| 

Kgcøv‡qÝ 

g¨v‡bRvi 

cÖwZ 3 

(wZb)  gvm 

AšÍi gv‡mi 

2q mßv‡n 

7 
 

ms‡kvab (Remediation) 

 g~j Kvib we‡kølb (Root cause 

Analysis), Risk Analysis Kiv Ges 

cÖwZ‡iv‡ai e¨e¯’v (Preventive 

Action) Ges Kg© cwiKíbvi Av‡jv‡K 

cwjwmwU cwigvR©b I ms‡kvab Kiv nq| 

 Kgcøv‡qÝ 

g¨v‡bRvi 

 GBP.Avi

g¨v‡bRvi 

cÖwZ eQi 

†kl mßv‡n 

 

 

 

                                                                                        

 

 
 

bxwZgvjv cÖ¯ÍZKviKt 

 

bxwZgvjv g~j¨vqb I Aby‡gv`‡bi 

mycvwikKvix   

 

Aby‡gv`bKvix t 

 

 

 

 

 

e¨e¯’vcK (GBP Avi GÛ Kgcøv‡qÝ) 

 

 

 

 

 

 

 

 gnve¨e¯’vcK 

 

 

 

 

 

 

e¨e¯nvcbv cwiPvjK 

   

                                                                                                  

 

                                                                      

                                                          

                

 

 

 

                   

 


