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PERSONNEL POLICY MANUAL .
SERVICE RULES — GENERAL

1.0 TITLE:

These rules shall be called Fragrance & Flavour
Development Centre(FFDC) Kannauj Service Rules' or in.
short 'Service Rules'.

1.1 Commencement:

The service rules shall come into force with effect
from Ist January, 1994,

1.2 Interpretation:

In these rules, unless the context otherwlise requires:

a) 'Appointing Authority' 1n relation to an employee
means the authority empowered to make appointments
to the posts or grades which the employee for the
time belng holds in the Fragrance & Flavour
Development Centre(FFDC} Kannauj.

b) 'FFDC' means the Fragrance & Flavour Development
Centre(FFDC) Kannauj and shall include all- the:
fleld offices, Cells or any other branch or office
that the FFDC,  has established or any
establishment 1in »future anywhere 1In 1Ipdia or

abroad. P
) “Principal Dirvector/Director™means Principal DM rector/Director af
FFI)C, appointed:in accordance with. . the Rules éﬁé
Regulations of the Soclety. -

d) 'Employee’ means a person appointed to._ény
sanctioned post 1n the FFDC and will include a
person on probation., = -

e) 'Confirmed employee' means an employee who has
satisfactorily completed the prescribed
probationary period. _

£) Employee on Probation' means an employee who has
been appointed with a view to consider his
suitability for regular appointment to that post.

g) 'Trainee' means a person who is under training on
short term or long term course tun by FFDC. .

h) 'Apprenticé' means a person who 1s working on.a
short term or long term basis for a fixed period
on a fixed stipend in FFDC.

1) 'Service' means service in connection with any

affair of the FFDC.

h ) 'Premises' means Premises of FFDC,



1.3

1.4

k ) ° ‘Notice' means a notice in writing required to be
given or displayed on the Notice Board for the
purpose of these Service Rules.

1) '"Notice Board' means the Notice Board specially
maintained by the FFDC for the purpose of displaying
notice etc.

m } Words denoting the singular number shall include
the plural number and vice versa.

n) - Words denoting the masculine gender shall include the feminine gen

Exhibition of Service Rules

A copy of these rules shall be kept in the Library of the
FFDC and also with the Personnel Department which may be
referred by the employee for his information,

Amendments to Service Rules

aj These Service Rules can be amended at any time by
the Governing C@unﬁil and amendments shall take
effect from the date on which the Governing Council
gives effect to such amendments,.
All amendments made to these Service Rules and any
notices, orders or instructions 1ssued theéreunder,
shall be notified from time to time and displayed on
the Notice Rnard.

al of doubts

ny doubt arises as to the 1interpretation of any
sions of these Rules, the matter shall be referred
e Governing Council and its decision shall be final.

s and Responsibilities of Posts

Every employee shall carry out the duties and
responsibilities of the posts for which he has been
empl oyed.

Employee is paid to do the work of the FFDC and
shall not engage in any other work directly or

rtherwise for himself or for any one else during or



outside working hours. .

c) Each employee shall be responsible for and take
proper care of the property of the FFDC.

d) Every employee shall perform such duties/
resbonsibilities as may be assigned to him from to
time.

1.7 Appointments

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

a) No person who is less than 18 years of age shall be

appointed.

b} Every employee shall declare his date of birth at
the time of his first appointment and produce a
documentary evidence like School Leaving Certificate
Matricul ation/Higher. Secondary Certificate,

c) The fact about . dé&éntion or arrest 'by police,

| conviction by cdﬁr@ of law or any other fap% which
could debar a candidate from entering into Govt./
Public Sector Undertaking service must be clearly
conveyed at the time of applying for a post Iin the
FFDC and also subsequently, 1f anything of this
sort, has happened ¢ill joining or during the
service. :

d) The furnishing of false information suppression of
any factual information in the application for
employment or 1n any other communication prior to
and during the course of employment would be a
disqualification and will render a candidate unfit
for employment in the service and be liable for such
disciplinary action as may be deemed fit by the
appointing authority. '

1.8 Hours of Work

The working hours of the FFDC {ncluding Administrative
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Office and Workshop shall be 48 hours a week excluding
half an hour's lunch break. FFDC will observe six days
working in a week. ‘

Every employee shall be punctually present at his
workplace and start work at the prescribed time.

Punching of Cards

A punching Card System/Electronic Device right from
Group 'A' to Group 'D' employees will be observed in
which all of them will indicate the arrival and

departure timings.
Recording of Non attendence:

While recording non attendance the following
abbreviations shall be used by the authority respon51bleﬂ
for supervision of the attendance;
1) Casual Leave CL

2) Earned Leave EL

3) Restricted Holiday RH

4) Extraordinary Leave  EOL

51} Compensatory Holiday ©H

6) Leave of any other kinrd L

7) Absent A

Identity Cards:

1. Every employee may be issued an Identity Card as
deemed necessary.

2. Every employee shall show his identity card to the
authority of the FFDC who is authorised to check
the identity cards and regulate enttw /movement of
persons to/in the premises.

3. Identity Card will be issued to the employee free
of cost for the first rtime.
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4. Loss of Identity Card shall be reported immediately
to the competent authority.

3. Subsequent issue of identity card due to loss of
the previous one, shall be on payment of the fee as
may be prescribed.

6. An employee leaving the service for any reason
whatsoever, shall surrender his identity card to
the prescribed authority.

Entry and Exit:

All employees.shall enter and leave the premises through
such gates as may be prescribed. Employees entering or
leaving the premises are liable to be detained and
searched by security staff as may be authorised for this
purpose.

Observance of the Safety Rules

All employees shall compulsorily observe all safety
rules and regulations as notified by the FFDC frow time
to time Employee should use safety equipments and take
other precautions as necessaty. Breach of these orders
and non observance of safety tules shall be treated as
misconduct and the concerned employee shall be liable

for such action as considered by the competent
authority.

Shift Working

More than one shift way function in a department or

departments or in any section of a department of the
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FFDC in the exigencles of work and at the discretion of
the Competent Authority.

CLASSIFICATION ‘OF POSTS:

.1 All posts in the FFDC shall be classified as under:
S.No Description of posts Classification of posts
Post carrying a basic
pay or a scale of pay
with a maximuﬁ_of:
1) k. 4000 and above Group 'A' Equivalent
2) k. 2900 to k. 3999 Group 'B' "
3) k. 1151 to k. 2899 Group 'C' "
4) Upto K. 1150 Group 'D' "
3.0 RECRUITMENT:
3.1 General
All vacancies proposed to be filled up in Group C & D
posts shall be notified to the local Employment Exchange
as per the prescribed procedure. Such vacancies, will
not be filled up from open market. Unless the
Employment Exchange, issues a Non Availability
Certificate,
02

Release of vacancies for being filled from amongst
candidates from Open Market

a) Employment  Exchange Certifies inability to
nominate suitable candidates or ;

b} No nominations are received by the FFDC within the
prescribed time.
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"Filling up of vacancies released by the Employment

Exchange

Direct recruitment through the open market should be
undertaken only on the same terms and conditions of
appoihtment as notified to the Employment Exchange. If,
however, the terms and conditions of appointment are
changed or recruitment is undertaken after a period of
six months or more, the vacandy should be re-notified to
the Employment Exchange.

Appointment of Group ‘D' employee to Group 'C' posts:

The following concessions may be granted to Group D’
employees for appointment to Group 'C' posts filled

~ through the Employment Exchange:

a) Group 'D' employees, who are qualified for Group
'C' posts can apply direct for such post;

b}  Where, the authorities, after considering the names
submitted by the Employment Exchange, are of the
view that qualified Group 'D' employees already
working in the FFDC are more suitable, wmight
appoint the latter to the vacancies in Group‘tC‘
even their names might not be amongst those
sponsored by the Employment Exchange.

Recruitment through Advertisement

1. Vacancies in Group A & B posts shall be filled up
through open advertisement, which may be given in
the prominent/leading newspapers and also in the
Employment News, published by the publication
Division of Ministry of Information and
Broadcasting, Government of India, New Delhi.
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While advertising the posts full particulars of ¢ti

post like job Description/Responsibilities, Sala-
etc. should be given.

In order that candidates possessing the require
qualifications and experience need only apply £«
the advertised posts and for proper screening ¢
the candidates on the basis of particula:
furnished by them, applications may be called i
the prescribed format Amnexure I which is only ¢
illustrative one. -

TA FOR INTERVIEW/TEST :

Candi

dates called for interview/test from out statior

may be reimbursed to and fro single fare from the actua

place
resid
at th

Group

Other

of undertaking‘journey or from the normal place o

ence whichever is nearer to the place of intervie
e following scales
'A' Post : Ist Class railway fare o
bus fare (limited to 1Is
Class raillway fare in cas
places are connected b
raill)
s ¢ 2nd Class rallway fare o

bus fare (Limited to 2n
Class railway fare in cas
places are connected b
rait ).



4.0 RESERVATION IN RECRUITMENT

Reservations at the prescribed percentage for Scheduled
Castes, Scheduled Tribes and other categories shall be
made to the extent fixed by the Government of India for
filling up th2 posts by direct recruitment.

5.0 MEDICAL EXAMINATION ON FIRST APPOINTMENT

5.1 Basic Requirenent

Every new entrant to the service 1s required to produce
a Medical Ce~tificate of Health 1ssued by a competent
medical authrority.

5.2 Competent Medical Authority
1) Group 'A’ " Medical Board.
ii) Group 'B' & 'C' : Civil Surgeon or District
Medical Officer or a Medical
Officer of equivalent status
ii1) Group 'D' : Authorised Medical Attendant

5.3 No Medical examination necessary in the followlng cases:

a) 4 person eppolnted purely on ad-hoc basis for a
period of less than 3 months.

b} A confirmec employee selected for a hew post in the

FFDC.

c) A person already in service of Central/State Govt.
and -ecrui ted through competitive
examination/interview and had been medically

examined earlier by appropriate medical authority
and declared fit according to the same medical
standard.

5.4 Temporarily Unfit:

Candidates declared as temporarily unfit for appointment
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for a brief period, will be re-examined by the medical

authority after a reasonable period which may be decided
by such an suthority.

Appeal against adverse findings :

The FFDC will not accept any appeal against the findings
of a Medical Authority or Board.

Re-imbursement of Fees

Fees charged by the Medical Authority/Board for initial
Medical examlnation, will be reimbursed to the candidates
by the FFDC,

Incidental charges to be borne by the candidates

" The expenses-incurred on radiographic examination of the

chest, other X-rvray examination, Medical specialist fee,
hospitalisation charges, laboratory fees for blood sugar
and other tests called for by the Medical Speﬁialist,
shall be borne by the candidates themselves in all the
cases.

No T.A. for procuring a health certificate :

Travelling allowance will not be admissible for a journey
undertaken to procure a health certificate on first
appointment,

VERIFICATION OF CHARACTER AND ANTECEDENTS

It is the responsibility of the Appointing Authority to
satisfy itself about the identity and suitability of the
candidates selected for appointment. For this purpose,
verification of character and antecedents shall be
prerequisite condition for all candidates appointed by
direct recruitment.For verification of character and



7.

3

111

antecedents, certificate given" by two reference:
mentioned by the selected candidates will form the basi:

and attestation by the candidates should be signed by the
Notary.

Action for verification of character and antecedents will
be taken as per the prescribed procedure and guiding
principles, laid down by the Ministry of Home Affairs
(Department of Personnel & Adwministrative Reforms).

Selected candidates will submit Attestation Forms 1in
triplicate. '

The cases, where such;ygrificatidn has been done earlier
by the previous Govbrﬁment Department/ﬁublic Sector
undertakings etc. iniréﬁpect of any candidate sglected in
the FFDC, a copy of the verification Report maﬁ be called
and kept on the record.

An entry to the effect that 'Character and Antecedents
have been verified' shall be recorded in the Services
Records of the employee under the signature of the
Competent Authority.

OATH OF ALLEGIANCE

Every new entrant to the service is required to take an
Oath of Allegiance to the Constitution of India.

The oath can be taken in Hindi or English or in any
Official regional language with which the employee 1is

conversant in the prescribed format Annexure I1

Employee who is a foreign national, is also required to
take an oath in the prescribed format - Annexure IIIX
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MARRIAGE DECLARATION

Every new entrant to the service 1s required to furnish a

marriage declaration in the prescribed format Annexure
Iv. .

Bigamous marrlage shall be treated as a disqualification

and the following are not eliglible for appolntment:-

a)  Who has entered into or contracted a marriage with a
person having a spouse living or ;

b) who, having a spouse 1llving has entered into or
contrated a marriage with any person. |

INCREMENTS

Increment in a time scale of pay may be drawn as a matter
of course unless it is wilthheld.

Inctement will be drawn on Ist of the month in which it
falls due. ' |

The following periods of service will count for

increments;

a) All perlods of duty.

b) Service in another higher post.

c) Leave of all kinds except extra ordinary leave on
private affairs.

d) Extra ordinary leave on Medical Grounds.

e) Deputation out of India/Training in India as well as
abroad.

10.0 ADVANCE INCREMENTS

10.1

Advance Increments on initial appointment may be granted
in cases of exceprionally qualified and experienced
candidates. The number of advance increments will depend
on merit in each case.
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The next date of increment after the grant of advance

increment will be the normal date of increment.

STAGNATION INCREMENT

Stegnation Increment will be allowed ¢to the FFDC
employees at the same rates and subject to such
conditions as applicable to the Central Government
empldyees for the grant of such increment.

DEARNESS ALLOWANCE

Dearness Allowance will be pald to the employees at the
same rates and pattern as sanctioned to the Central Govt.

Employees subject to the usual terms & conditions.

HOUSE RENT ALLOHANCE &?éOHPENSATORY(CITY) ALLOWANCE

House Rent Allowance and Compensatory{City) Allowance to
the employées will be paid at the same rates & pattern
and subject to the same conditions as are applicable to
the Central Govt. employees based on the classification
of Clties as approved by the Central Govt.

TRAVELLING ALLOWANCE

Travelling Allowance on tour will be regulated on the
same Tates and pattern subject to the usual conditiong as

are applicable for grant of T.A. to the Central Govr.
employees,

PROBATIONARY PERIOD

An employee appointed in the service, shall be placed on

probation to assess his suitability for the kind of work
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for which he has been appointed.-
15.2 A candidate selected for appolintment to Group 'A',

'C' or 'D' post shall be placed on probation for a period
specified in the relevant Recruitment Rules. However,
there will no probation for internal candidate appointed

!

te higher post.

15.3 After the stipulated period, unless there is any commun-

fcatton to the contrary, probatioh will be deemed to have
been satisfactorily completed.

Probationary period will not be extended and an employee
whose performance has been assessed below expectations
will not be retained further in service.

Appointing Authority alone 1s competent to terminate the
services of an employee during the probationary period.
wherever it is considered h?éesséry.

;:.

CHANGE OF NAME /SURNAME

The name/surname of every employee is entered 1in the
service dccuments based on school certificate produced by
him/her at the time of entering into the service.
However, there may be occasions to change name or surname
of the employees in exceptional cases for which the
following procedures may be followed: ‘

Addition/Deletion or change in name/surname:
a) An emplloy.ce who desires to addpt a new name or to
effect any modification (n his/her name or surname

may do so formally by a deed changing his/her name.

b} “he change should then be published in a promrninent

local paper and

After completion of the above formalities, the change
desired by the employee will be effected in his/her

service records under the signature of the Competent



Authority.

16.3 Addition/Change in surname of a female employee on

marriage/re-marriage.

| a) The female employee shall give a formal intimation
of her marviage/re-marriage along with her request
for a change in her surname.

b} Husband's name, surname may also be intimated. On
receipt of the above information/documents necessary
change in the surname of a female employee will be
effected in her service documents.

16.4 Deletion of surname etc. on divorce/separation or death

of the husband of a female employee.

a) The female employee shall pgive an {intimation
regarding change in marital status.

b) Request for change in heT surname etc.
Necessary change will, then be effected 1in her
service records to" this effect by the Competent
Authority,

17.0 APPLICATION FOR OUTSIDE JOBS

17.1 An employee who desires to apply for posts elsewhere may
Forward his application direct to the concerned quarters
under the intimation to the Personnel Department of the
FFDC. . |

17.2 No employee shall apply for outside jobts 1n the following
cases: |
a) During the period of bond where the employee has to
' serve the FFDC for a specified period.

b} During suspension or where disciplinary case
pending against him/her.

is
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18.2 Contents of the letter of resignation
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!

An employee who intends to vtesign from his post shall

send

resignation to the competent authority in writing

expressing hig willingness to resign giving one month/

three months notice as the case may be, Immediately or

from

a specified date, The letter of resignation should

be unconditional.

Conditfons under which resignation may not be accepted

a)l

When the employee is engaged or detailed on work of

1'1mp0rtance and cannot be relievéd Immediately before

b)

A

c)

Date

a)

making alternative arrangements.

An employee 1s under suspension and a disciplinary
case is either pending or contemplated, against

him. The competent aufhbrity may, however, decide
whether in accepting resignation of such an employee
there is no pecuniary foés to the FFDC and rthat it
is In the interest of the FFDC to accept resignation
of such an employee.

When an employee has recelved training at the
expense of the FFDC and has executed a bond to serve
for a specified period, his resignation will be

accepted only when, he discharges all such
obligations.

from which a resignation becomes effective :

A resignation becomes effective from a date when it

1s communicated by the Competent Authority in
writing.

In case, an employee withdraws his resignation
before, it is communicated to the Competent

Authority, it will be reviewed by the Competent
Auhtoricty, ' o
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18.5 bheck 1ist to be completed before actual relief of the

9
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employee

Before an employee's resignation 1s accepted and ‘he is
actually relleved of his duties, a check 1list as
prescribed may be completed to ensure that all dues of
the FFDC have been settled and nothing is outstanding
against him Annexure V

TERMINATION OF SERVICE CIRCUMSTANCES & EVENTUALITIES

Subject to the provisions of the rules in force, the
services of an employee shall stand terminated in any of
following ways
a) On hig death .
Services of an empToyée.shall cease with effect from
ithe date of his death. Pay and Allowances of an
employee may be drawn in his favour including the
day of death irrespective of the time of death.

b) Termination as per'terms & Conditions of service

The services of an employee may be terminated by
glving such notice pay as may be prescribed in the
terms & conditions of appointment. 1In the absence
of any such specific provision, the services of an
employee may be terminated in the following manner:

i) During probationary period services may be
terminated without assigning any reason and wilthout
any notice.

1) Appolntment of a confirmed employee may be
terminated at any time by giving three months notice

or by making payment of pay and allowances for the
notice period.
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c) On tendering resignation

The services of an employee shall cease with effect
from the date his resignation 1is accepted by the
Appointing Authority.

d) Retirement on superannuation

The services of an employee shall cease on the
afternoon of the day on which he attains the age of
58 years irrespective of the fact whether a formal
order is issued to this effect or not,

e) When declared 1incapacitated €for services by a
medical authority
i
An employee declared unflt or {incapacitated for
further service by a medical authority,' shall be
discharged from the éervice from the date he is declared
unfit/incapacitated.

£) Removal/Dismissal as a result of disciplinary action

The services of an employee shall stand terminated

whe {s removed/dismissed as a measure of penalty.
gl dn abolition of post held by the employee:

If the post held by an employee is abolished as a
result of policy, economy in expenditure or due to any
other reason, the services of an employee may be

terminated in the order of juniorirty.

20,0 SERVICE RECORDS AND THEIR MAINTENANCE
20.1 FFDC will maintain a service record for each of the
regular employee belonging to Group 'A', Group 'B',
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Group 'C' and CGroup 'D' in the prescribed form.

20.2 The service records will be kept in the custody of an

20.

20.4

20.

5

authority so authorised by the Director.

The service records shall contain the following

entries.

a) Every step in the Official career of the employee

"11ke appolntment, date of Joining, {increment,
regular leave, pay fixation, etc.

b} Pertod of suspension, interruption.

c) Reversion or reduction to lower post,

d} Major/minor penalty imposed upon the employee.

e} Verification of character and antecedents.

F) Midical fitness on first appointment indicating the
status of the Medical Authority who examined.

g) LTC availed for visiting Home Town or to any place
in India f{ndicating thé‘perypd and nature of leave,
date of commencement of journey, place visited etc.
and also the names of the family members of the
employee.

The following documents shall be placéd In the service
book of the employee:

,) Declaration of family Members.

b} Declaration of Home Town for purpose of LTC.

c} Medical Fitness Certificate on first appointment
d) Oath of alleglance,.

e) Declaration of marital status.

Annual Verification of Service

Service verification certificate shall be recorded

under the signature of the Competent Authority every
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amount drawn monthly -by the employee as pay which
has been sanctioned for the post held by him.

. Leave cannot be claimed as a matter of right.

The 1leave sanctioning authority may refuse or
revoke leave of any kind.

It 1s not open to the sénctioning authority to .

y alter the kind of leave due and applied for.

Leave of one kind taken earlier may be converted

.intolleave of a different kind at a later date at

the request of the employee and at the discretion

. of the authority who granted-'the leave.

Conversion of one kind of leave into leave of a

different kind is permissible only when applied f[or

by the employee while in service and not after

quitting service.

Leave sanctioning.  authority may commute
retrospectively peri%ds of absence without Jleave
into extraordinary leave. _

An employee on leave should not take up any service
or employment el'sewhere without obtalning prior

sanction of the competent authority.

"An employee should produce medical certificate for

leave on medical grounds.

Leave sanctfoning authority may secure second
medical opinion, 1f 1t considers necessary.

An employee who 1s on leave on medical certificate
will be permitted to return to duty only on
production of a medical certificate of [itness.
Overstyal of leave without proper sanction, will be
treated as unauthorised absence.

Wilful absence from duty after rthe expiry of leave
renders an employee llable to disciplinary acrion.

ENTITLEMENT OF LEAVE

The

nature and quantum of leave ‘admissible to the

employees will be as under:
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EARNED LEAVE
The entitlement of earned leave for a calender year
will be 30 days.
Credit will be afforded in advance at the rate of
15 days on the Ist January and Ist of July every
year. The credit to be afforeded will be reduced
by 1/10th of extraordinary leave availed or a
period of dies non during the previous half year
subject to a maximum of 15 days only.
The credit for the half year In which an employee
is appointed will be afforded at the rate of two
and half days for each comp]eted'caiender month of
service which he is likely to rvender in the half
year in which he is appolnted,
The credit for the half year in which an emp]oyee 
is removed/dismissed from service or dies in
service, will be afforded at the rate of two and
half days per completed calender month upto the end
of the calander month preceding the calander month
in which he is removed/dismissed/dies.
If an employee who retires/resipgns/is removed/is
dismissed/dies. in the middle of the caltander year,
has taken extra Earned Leave during the half year,
the Earned Leave credited to his account will be
reduced at the rate of 1/10th of such extraordinary
leave and the leave account will be regularised
accdrdingly.
Any earned Jeave not availed 1imn any year by an
employee shall be added to such leave asccrulng to
the employee during the succeeding years.
Earned Leave will be accumulated upto 240 days.
Earned leave should be availed only after prior
sanction of the competent authority and it can be
availed upto 180 days at a time.

While affording credit of Earned Leave, fractions






25 ¢

21.3.3 COMHUITED LEAVE

21.3.4

1)

i1)

141)

1v})

v)

Half Pay leave can be converted into full pay leave by
teking it as commuted leave on the basis of medical
certificate.

IE -the commuted leave is taken, twice the number of days
avalled will be debited in the Half Pay leave account.
Commuted leave upto a waximum of 60 days can be granted
to a female employee in continuation of maternity leave
without medical certilicale.

Commuted leave can be granted only when the leave
sanctioning authority 1s satisfied that there is
reasonable prospect of the empioyee returming to duty on
its expiry. It camnot be granted as leave preparatory
to retirement.

Commuted leave may be granted at the request of the
employee even when earhed leave is due to him,

EXTRAORDINARY LFAVE

1)
11}
iii})

iv)

Extraordinary Le;ve without any leave salary may be
granted to the following extent 1f no other kind of
leave is due or when it is especially applied for:

Upto three months on any occasion other than on grounds
of 1llness,

Upto six months on any occasion on medical certificate
for diseases other than T.B, and Leprosy.

Upto eighteen wonths on any one occasion in cases of
treatment for T.B. ard Leprosy.

Upto one year [or undergoing a special course consisting
of higher studles or specialised training in a
professional or technical subject having a direct or
close connection with the sphere of duties of an
employee which will be decided at the discretion of the
Management . '
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2. The General Manager may sanction. extraordinary leave in
excess of the above periods by three months in exceptional
cases.

3. The period spend on extraordinary leave will not count for
purposes of earning earned leave. It will, however, be
reckoned, as service for calculating entitlement of half
pay/sick leave.

MATERNITY LEAVE

1) Maternity leave may be granted to married/unmarried female
employees as under: '

a) 90 days :For those female employees who have less than

two surviving children,

b) 6 weeks : For miscarriage/abortion. Admissible twice

during the tenure of of serviée irrespective
of nuniber of children. .

{1) In both the above cases application of leave should be
supported by a Certificate from a Registered Medical
practitioner.

i1} The maternity leave, shall not be debited against the leave
account .

iv} It may be combined with any kind of leave.

v} It is granted on full day.

vi) No maternity leave is admissible for threatened abortion.

CASUAL LEAVE

1) The entitlement of Casual leave for a calender year will be
12 days.

i1)

Casual leave should not be availed without prior permission/
sanction From the competent authority uniess rthere are
unfortunate circumstances 1ike sudden illness etc.
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v)

vi)
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Casual leave can be takeﬁ for half day also.

Casual leave cannot be combined with any other leave except
Speci al Casual leave.

Sundays/Holidays/Restricted  Holidays/Weekly offs falling
during the period of Casual leave are not counted as part of
Casual” leave. |
Sundays/public holidays/Restricted Holidays/weekly offs can be

' prefixed/suffixed to Casual leave.

vii)

viii)

%)

x)

x1)

Casual leave can be taken on Tour, but no dailly allowance is

- admissible for the perlod of Casual leave.

Essentially intended for short periods, it should not normally
to be granted for more than 8 days at one time except under
special circumstances, l

LTC can be avalled during Casual leave,

Employees joining service during the middle of the year may be
allowed Casual leave proportionately.
The unavailed portion of the Casual leave will lapse at the

end of Calender year and shall not be carried forward to the
next year.

23. SPECIAL CASUAL LEAVE

Special Casual leave shall be granted in the following cases to the
extent indicated against each:

23.1 For Fasmily Planning

a)

Male employee :

Maximum of 3 working days admissible! . vasectomy operation. LF he

undérgoes the said opevation for a second time due to failure of the

first, another 3 days will be admissible on the production of
medical certificate.

b

Female employee:

wiximum of 14 days admissible for tubectomy/laproscopy. If
she undergoes the operation for a second time due to [ailure
of the First, maximum of 14 days will be admlissible for the

second Cime.
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HOLIDAYS

Fragrance and Flavour Development Centre(FFDC), Kannauj will
observe 10 closed Holidays plus 2 optional holidays in a calender

L year.

Out of 10 closed holidays following 3 National Holidays will
compul sorily be observed '

i) Republic Day

2} Independence Day

3) Mahatma Gandhi's Birthday,

The remaining 7 closed holidays and ? optional holidays will be
chosen on year to year basis taking into account the local
importance of the festival /occasions in consultation with the
representatives of the employees. .

While the no, of holidays will remain constant {.e., 10 plus 2, the
dates of holidays/events could 'vary depending upon Che local
importance and observance of such festivals, etc. |

The list of closed holidays and optional holidays will be notified
sufficiently In advance.

LEAVE TRAVEL OONCESSION

Employees will be allowed leave Travel concession to visit Home
Town and Leave Travel Concession to visit any place in India on the

same pattern and subject to the same conditions as are applicable

to the Central Govt, employees,

MIDICAL FACILITIES -

The Medical Facilities detailed below shall apply to the employees

who are outslde the scope of E.S5.1. Scheme. 'The followlng are the
broad features of the scheme.
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Elliglbll.lty:
The scheme covers all employees who are not covered under E.S.I.

Scheme. The employee will include deputationists who opt for the
scheme,

Medical allowance to the employees: ,
The FFDC will grant medical allowance to the employees Ffor out
patient treatment at 507 of one month's basic pay plus dearness

allowance per annum as on Ist January of the year.
Conditions of eligibility

a) The allowance will contimue to be paid during extraordinary
leave. )

b) The allowance will be édmiss_ib]e even 1f an employee 1s under
suspension.

c) The employee will not be required to render any account of

allowance paid to him.
The proportionate Medical allowance will be drawn and paid along
with the monthly salary of the employee,

Medical Facilities to the employee end his family as in-patient on
hospitalisation. ‘ '

The medical Facilities will be admissible to the Ffamilies of rthe
employee as defined below: '

Definition of Family

"Family" means an employee's:

i) Spouse and

i1) Parents, ummarried sisters, wldowed sisters, - widowed
daughters, winor brothers and children provided their income
from all sources does not exceed &. 500/ per month, (Dearness
relief sanctioned after December '85, not to be taken into
account for the purpose of this 1imit of R, 500/ in the case
of deperdent pensioners.) b
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Husband/Wl fe:

The condition of dependency does not apply. The term 'Wife'

includes more than one wife and also judicially separated

. wife.

Parents Wholly dependent:

1)

1)

111)

. The term includes adoptive parents but not step parents. In

the case of adoption, only the adoptive are not the real
parents, will be eligible.

If the adoptive father has more than one wife, the first wife
only will be eligihle. ,

A female employee' has a choice to include either her parents

or her parents in law, wholly dependent on her and residing
with her. '

- Children and Step children wholly dependent:

i)
11)

Children include legally;_ adopted children.

If judicially separated, till the questfon of guarandianship
is decided, relmbursement for children may be allowed either
to the husband or the wife,whoever prefers the clain.

When both husband and wife are employed:

An employee's spouse employed in a State Government, in the

. Defence/Railway Service, Corporation/body, local body or

private -organisation which provides for medical cover can
choose either the Central Government medical cover or the one
by the employer organisation.

When family stays away Erom employee:

The concession Is admissible even {f the fam{ly resides at a
station other than the place of duty but the parents should

live either with the official or with the other members of
the family,
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;? 27.7 1In case, an employee or his [amily member is hospikalised as_an in

patient in a Government hospital, reimbursement of medical expenses

will be allowed as admissible under the Medical Attendence Rules to

27.8

the Central Government employees for the following {tems: _

a)  The employment of such pathological, bacteriological,
radiological or other methods/tests as are considered
necessary by the Medical Authority.

b) The supply of such medicines, vaccines, Sera or other

therapeutic substance not ordinarilyl'so avallable 1n the

hospital arxl as the medical authority certying in writing to
be essential for the recovery;or for further prevention of
serious deterioration in the condition of the employee.

c}.  Such accommodation as 1s ordinarily provided in the hospital
for treatment of theé State/Central Govt. employees as per
their status. ‘

d) Such nursing as is ordinari]y provided to the patient by the
hospital.

All claims for medical reimbursement for treatment as in.patient in
a Govt. Hospital will be submitted by the employee in a Prescribed

_form and on the same terms and conditions as applicable to the

279

27.10

27.11

Central Govt. employees.

The list of inadmissible medicines applicable to the Central Govt.
employees will be adopted by the FFDC for 1its employees.

No reimbursement of any claim will be made to the employee for
medical treatment secured outside India either for self or his
Camily.

The payment of medical allowance as well as relmbursement of
medical expenses as an in-patient will be wlthdrawn from the date

the employee gets covered under the FEmployees' State Insurance
Scheme, |
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employer will be deposited at the fixed rates on monthly basis by
the Director as per the prescribed procedure.

It is open for the FFDC to either continue malntenance of CPF
account with the Reglonal Provident Fund Commissioner of the State
or to form a Trust to be operated by the FFDC.

The rules for the formation of the Trust wil] be framed iIn
consultation with the Regional Provident Fund Commissioner for
which the following guidelines will be followed:

 Short Title:

'a) These rules may be called the FFIC, Kannauj Contributory

Provident Furd Rules (hereinafter referred to as FFDC CPF).

b) These rules shall come iInto force with effect from the date
of formation of the Trust,

]

Definitions : 7

In these rules the words, terms and expressions mentioned below

shall except where repugnant to the subject or context, be deemed

to have, respectively the meanings as described against each :

i)

it

i

"¥TDC" shall mean the Fragrance and Flavours Development
Centre, Kannauj,

) Y“Governing Council" shall mean the Governing Council of the
Fragrance and Flavours Development Centre (FFDC) Karmauj.

i) '"Fund' shall mean the Fragrance and Flavour Development
Centre (FFDC) Kammauj Contributory Provident Fund.

iv)  '"Member" shall mean a subscriber to the Fragrance and

)

vi

vi

Flavour Development Centre(FFDC) Kamauj Contributory
Provident Fund.

"Trustee' shall mean the Board of Trustees of the FFDC CPF.

) "Employer' shall mean the Fragrance and Flavour Development
Centre(FIDC) Kammauj and including the authorities or
persons to vhom affairs of the FTDC have been entrusted.

1) “Foreign Service" shall mean the service in which an

employee of the FFDC recelves his pay and allowances with
the sanction of the FFDC.






notice in writing to the Trusteeship Committee thab she
shall continue to be so regarded, and;

§1) in the case of a female member, husband and children of a
member, her deperxlent parents and that of her husband; widow
an& children of deceased son of a member ; provided that if
a member, by notice in WTitihg to the Trusteeship Conmittee,
expresses her desirte to exclude her husband from family, the
husband and his dependent parents shall no longer be deemed
to be a part of a member's famlly for the purposes of these
rules unless a member subsequently cancels In writing any

such noktice,

either of the above two cases, If the child of a member has been
opted by amother person and if under the personal law of the adopter,
e adoption is legally recognised, such a child shall be considered as
cluded from family of a member. -

dii)
i}
)

7)

vi)

xvii}

wvlid}

"Chai rman'! shall mean the Chairman of the Board of Trustees.
"Secretary" shall mean the Secrerary of the Board of Trustees.
"Rules" shall mean the -FFDC CPF.

"Year" shall mean financial year of the FFDC i.e., from Ist April
to 3ist March of the next year.

"Employee" shall mean a regular employee of the [TFDC participating
in FFDC CPIF.

"Accunulated Balance due to an employee" in case the balance to
his/her credit or such portion thereof as may be claimable by him
urkler the rules of the Fund on the day he or she ceases Lo be an
employee of the ITDC.

"Exempted  Employee'"  "Exempted Contribution” and "Exempted
Interest"” etc. shall be constructed same as defined under the
Enployees' Provident Fund Act 1952 as amendment from time to time.
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3 Constitution of the Fund

al

b)

A Ffund designated as '"Fragrance and Flavour
Development Centre{FFDC), Kannauj Contributory
Provident Fund" shall be created from the date of
thegse rules coming into force to provide to the

employees provident fund facilities as hereinafter
prescribed.

The fund shall be maintained In Indian currency in
India and shall consists of the following:

i) Subscription of members

ii) Contriburion by the FFDC,

111) Balance transferred from any other Provident
Fund when such transférs are permitted under
the rules.

iv) Interest/dividends and profits which may
accrue on Investment/deposits. _

v) Sums appropriated or forfeited to the Fund
under the rules.

vi) Any other receipts under the rules.

Note:In case of foreign service, contribution made

by such Fforeign employer shall also be
included in the fund.

.4 Membership:

a)

Every employee who is In regular employment of the
FFDC and who has completed one year's continuous
service shall compulsorily become member of rthe
Fund From the beginning of the month following

that in which he completes on year's continuous
service.
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b) The Following categories of employees shall not be
entitled to become members of FFDC CPF:

1} Deputationists From Central/State Govts.

i1) Employees keeping lien in other departﬁents.
111) Part time and casual employees,.

c) A deputationist Ffrom Govt. Department or an

employee keeping his 1ien In his parent department

who is subsequently absorbed in the service of
FFDC shall become a member of the Fund from the

date of such absorption.

d) Similarly, an employee leaving the FFDC's service
and joining other services, wherein a recognised
Provident Fund exists, will have option to
transfer his subsc%iptions alongwith the FFDC's
contributions to that Provident Fund, provided
that both the Ffunds are rvecognlised wunder the
Income Tax Act,- 1961,

e) The reemployed officers shall not be eligible to
become members of the Fund during the period of
leave preparatory to retirement, refused leave

running concurrently with the period of
reemployment.

v Every member shall give a declaration, in the prescribed
form Annexure VI that he accepts these rules including
the amendments which may be made from time to time and

~that if any dispute arises the decision of the Board of
Trustees shall be final and binding on him,
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29,6 NomiInation

i}

i1}

1i1)

iv)

Every member shall, as soon as possible alter
joining the Fund send a nomination conferring one
or more persons the right to receive the' amount
that may stand to his credit in the fund, in the
event of his death before that amount has become
payable or having become payable or has not been
paid. The nomination shall be in the Form
appended to these Rules as Appendix 'B' and the
nomination should be sent to the Board of Trustees
for registration in the Books of rthe Fund. A
member may, In his mominmation, distribute the
amount that may stand to his credit in the Fund,

amongst his nominee at his own discretion:

Provident that 1if at the time of makling the
nomination the member has family, the nomination

shall not be in favour of any person or persons
other than the members of his family.

If a member nominates more than one person under
sub rule (i) above, he shall specify In the
nomination the amount of share payable to each of
the nominee in such manner as to cover the whole
of the amount that may stand to his credit in the
Fund at any time.

A member may at any time cancel a nomination by
sending a notice In writing to the Trustees
provided that the member shall, alongwith such

notice send a fresh nomination made in accordance
with the provisions of the Rules,

A member may provide in a nomination:

a) In respect of any specified nominee, that in

the event of his predeceasing the member the
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an amount equal to the contribution made by the
subscriber during the said month provided that in
no case the contribution of FFDC shall exceed 107
of the salary paid during that month, provided
that 1F a subscriber quits the service or dies
during a month, the contribution shall be credited

to his account in proportion of the number of days

he was actually in service.

it) The FFDC shall make over all such amounts to the
Trustees immediately after collection, who shall
Invest the collections in securities of the nature
specified in Rule 67 of Income Tax Rules, 1962 and
Rule 10 of FFDC CPF.

Members accounts

An account shall be maintained Iin the name of each
Member to which shall be entered

1) Member's subscription

ii) Contribution for the Member by the FFDC
i11) Interest.

iv) Advances, loans, withdrawals, recoveries, etc,

19.10 Investment

i) All moneys credited to the fund (whether by the
employer or by the employees) or accruing by way
of interest or otherwise to the fund shall be
wholly invested in securities or saving schemes of
the nature specified in sub rule (i{) of this rule



i1)

iit)

&L

Provided that the Trustees shall be entitled to
keep some amount in current account in any of the
nationalised banks or 1In post office saving
account or In cash for meeting current demand from
the fund. The amounts to be kept in the bank,
post office or in Cash shall be decided by the
Trustees.

Investible amounts of the Fund referred to in sub
rule (i) shall be invested in the following manner
a) In Central Govt. Securities Not less than 45%
b) 1In State Govt. Securities . Not less than 5%
¢) In securities guaranteed by HNot less than 20%
the Central or any State Govl.
d) In 7 years National Saving Not more than 307%
Certificates (Il issue and
III issue) or in any post
office saving bank account.

e) 1In special Deposit Schemes. Not more than 207

+

a) The Board of Trustees shall declare the rate
at which interest shall be payable on the
amount at credit of members during each
financial year after having the audited report
of the fund for the respective year,.

b} After the close of each Financial year the
account of each member shall be credlited with
Interest with effect from the last day in each

year in the following manner:

i) On the amount at the credit of a
subscriber on the last day of the
preceding year, less any sums withdrawn

during the current year Interest for

twelve months ;

i1) On sums withdrawn during the current

year interest from the beginning of the
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current year upto the last day of the

month proceeding the month withdrawal ;

1) On all sums credited to the subscriber's
account after the last day of the
preceding year interest from the date
of deposit upto the end of the current
year ;

Provided that when the amount standing at the
credit of a subscriber has become payable,
interest shall thereupon be credited under this
sub rule in respect only of the period [rom the
beginning of the current year or from the date of
deposit, as the case may be, upto the date on
which the amount standing at the credit of the

subscriber becomes payable.

Provided further when the service of any employee
terminates except on the last day ol any [inancial
year Interest due shall be calculated upto the
date of such termination,

Management

The fund shall vest and shall remain vested from
time of 1inception of the Fund in the Board of
Trustees.

The Board of trustees shall consists of

i) The Director of the [FFDC who shall be the
Chairman of the Board of Trustees.

11} One member of rthe Governing Council to be
nominated by the Chairman of the Governing
Council of the FFDC.

fii) One representative of the Member for every

hundred members or a part thereof to be
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elected by the Members.

i{v) The Secretary or Administrative Officer of
the FFDC who shall be the Secretary of Uthe
Board of Trustees,.

v) . The Accounts Officer of the FFDC who shall be

the Treasurer of the Fund.

In case any subject is pht to vote in any meeting
of the Board of Trustees and there is a tle, the
Chairman shall exercise a casting vote in addition

to his own vote as member of the Beoard of Trustees

Members other than the ex-officio members of Cthe
Board of Trustees shall hold office for a periad
of 3 years.

Any Trustees elected by the mewmbers shall cease to
be a Trustee if he ceases to be a member during

the Lenure of his office.

Any Trustee elected or nominated shall cease to bhe
a Trustees il he falls to attend six consecutive
meetings of the Board.

Any casual vacancy in the Board shall be filled up
in the same manner in which the seat was:
originally filled up and a member who thus fills
the vacancy will hold office for the remalning
period of the term of office of the trustees in
whose place he is appointed.

The Board of Trustees shall meebt at least once in

two monlths,

For an ordinary meeting seven days' notice awd for

an emergency meeting 24 hours' notice will Dbe
necessary.
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In the absence of the Chalrman in any meeting, the
Trustees present shall elect one amongst

themselves to act as Chairman of the meeting.

3 mémbers shall ordinarily form the quorum but if
any meeting fails for want of quorum such meeting
shall be adjourned to a future date. In such an

ad journed meeting no quorum will be necessary.

The work of the Board of Trustees shall not be
invalidated by reason of there having been any
vacancy in the Board at the time when any decision
was taken by the Board.

The Secretary shall be responsible Ffor the
maintenance of the Fund and accounts of the FFDC
CPF in proper manner to have them audited alter
the close of each financial year and shall carry
out all other normal administrative, finmancial and
secretarial work in relation to the fund under the

general guidance, supervision and direction of the.
Board of Trustees.

In particular and without prejudice to the

generations of the above clause, the Secretry

shall

1) Maintain proper accounts In respect of the
fund and in respect of each member in forms to
be prescribed by the Board of Trustees ;

2) Maintain accounts showlng the actua! cash
transaction of the fund from day to day, for
each day on which any transaction takes place,

alongwilh properly maintained file ol



a)l

b}

c)

d)

e)

r)

4y

to pay expenses Incurred in connection with the

{11ness of the member or a member of his family

meeting the cost of higher educarion, inciuding

where necessary, the travelling expenses of any
child of the member actually dependent on him in
the following cases, namely ;

1) education outside India for academic,
technical, professional or vocational courses
beyond the High School stage, and

ii) any medical, engineering or other technical or
specialised course in India beyond the High
School stage, provided that the course of

study is for not less than three years

to pay for the cost of passage of a member or any
member of is Family to a place out of India

to pay expenses in connection with marriages,
functions or ceremonies, which by the religion of
the member is incumbent upon him to perform ;

to meet the expenditure on buillding a house or a
filat or purchasing a site or a house and a site ;
provided that Che member furnishes an undertaking
to the Trustees and to encumber or alienate such
house or site or house and site as the case may be.
to repay a loan from Government or the Lifle
Insurance Corporation of India taken for
construction or purthase of a house or a site for

; provided that the Member
furnishes an Undertaking not o encumber or

house or a flat

alienate such house or site or house and site or
flat as the case may be

to pay premia on policies of insurance on the life
of the member or his wife provided that the policy

is assigned to the Urustees of the Fund or at
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their discretion deposited with them and that the
receipts granted by the fnsurance company for the
premia are from time to time handed over to the

~ trustees for inspection by the Income Tax Officer;
) to meet the cost of legal proceedings instituted
by the member vindicating his position in regard

to any allegation made against him in respect of
any act done or purporting to be done by him in
the discharge of his duties when he is prosecuted

by the employer in any court of law in respect of
any official misconduct on his part ; provided
that the advance under this clause not be
admissible to an employee who Institutes legal
proceedings in any court of law elther in respect

of any matter unconnected with his official duty

or against the employer 1In respect of any

condition of service or penalty imposed on him.

For the purposes of sub rule (1), 'family' means
any of the following persons who are wholly
dependent on the member, namely the member's
wife/husband, legitimate children, step children,

parents, unmarried sisters and minor brothers.

The withdrawal in connection with expenses on marrilages
as specified in clause {(d} of sub rule (1} shall not
exceed six month's pay or the total of the accumulation
of exempted contributions and exempted interest lylng to
the credit of the member, whichever is less.

The withdrawal for the purpose specified in clause (e)

and (f) of sub rule (1) of rule 15 shall be subject to

the following conditions:

i) The amount of withdrawal shall not exceed one half
of the amount standing to the member's credlt or
the actual cost of the house and/or of site;
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whichever s less ;

the member should have comp]eted-twenty years of
service or is due to retire within the next ten
years;

the ‘construction of the house should be commenced

“within six months of the withdrawaland should be

iv)

v)

vi)

vii}

viil)

completed within one year from the date of the
commencement of the construction;

if the withdrawal is made for the purchase of

house and/or a site for a house, the purchase

should be made within six months of the withdrawal,

{f the withdrawal is made for the repayment of
foan previously raised for the purpose of
construction or purchase of a house, Lhe repayment
of the loan should be made within three months of
the withdrawals

where the withdrawal is for the construction of
house, 1t shall be permitted in two or more equal
instalments {not exceeding four) a later
instalment being permitted only after verification
by the trusteeé about the actual wutilisation of
the earller withdrawal ;

the withdrawal shall be permitted only if the
house and/or site is free from encumberances and
no withdrawal shall be permitted for purchasing a
share in a joint property or building or house or
land whose ownership is divided.

{f the amount withdrawn exceeds the actual cost of
the purchase or construction of the house and/or
site, or 1if the amount {s not utilised Ffor the
purpose for which it is withdrawn, the excess or
the whole amount, as the case may be, shall be
refunded to the trustees forthwith in one lumpsum
together with interest Ffrom rthe month of such
wlithdrawal at the rate prescribed in the sub rule
{8) of Rule 15. The amount refunded shall be
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credited to the member's account {n the Provident
Fund. .
i1x) Trustees at their discretion may ask the member to
assign the house or flat or site or house and site
to the Trustees before an advance is sanctioned.
The withdrawal for the purpose specified in clause(g) of
sub rule (1) of Rule 15 shall not exceed three months'
pay or B. 500/- whichever is more, but shall in no case
exceed half the amount to the credit of the member,

The withdrawal for any other purpose teferred to in sub
rule (1) of Rule 15 shall not exceed three months' pay
or the total of the accumulation of exempled

subscription and exempted interest thereon under the

Income Tax Rules to the credit of the member, whichever

i1s less.

Second Withdrawal

a) Save as 1In clauses (e}, (f} and (g) of sub-rule
(1) a second withdrawal shall not be permitted

until the sum Ffirst withdrawal has been fully
tepaid

b) a withdrawal may be permitted for the purposes
specified in clause (e}, (f} & (g) of sub rule (1)
of Rule 15 notwithstanding that the sum withdrawn

for any other purposes has not been repald.

a)l Advance taken under clauses {e), (F) & (g) of sub
rule (1) of Rule 15 shall not be repaid and no
fnterest charged thereon unless the member
specifically asks for 1it. Such advances unless
repaid shall be adjusted when Provident Fund
Account of the members is closed,
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1)

11}

fi1)

c)

d)

Advance taken under clause (b) (ii)

purpose of marriage under clause (d) of sub.rule

and fFor the

(1) of Rule 15 shall be repaid in not more Chan
forty eight equal monthly instalments. '
advances

All other shall be repaid

than twenty Four equal monthly instalments.

in not more

In case of advance for the purpose of payment of

like Life Insurance under
rule (1) of Rule 15 {f the
policy matures before the member quits the service
and hls wife

assigned under this Rule falls due for payment by
the death of the wife, the

shall realise the amount alongwith accrued bonuses
the Life and

deducting the advance alongwith {interests

premia on policies

clause (g} of sub

or if on joint lives of a member

reason of Frustees

Erom Insurance Corporation after

thereon
shall pay the balance amount to the Member and ask

the member to “refund to the Fund the amount of
advance alongwith interests.

Interest on advances taken shall -be pald in the
following manner:

Where the amount is repald One additfonal instalment
in not more than 12 monthly of 4% on the amount
instalments. withdrawn.

Where the amount is repaid
in more than 12 but not
more than 24 monthly
instalments.

Where the amount 1s repaid
in more than 24 monthly

instalments but nol more

than 36 monthly instalments.

Two additional

of 4% on the amount

Iinstalments

withdrawn,

Three additional

ments of 4% on the amount
withdrawn.

Instal
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Where the amount fs repald
In more than 36 monthly

Insta” 1ents but not more

Four additional instalmen{
of 47 on the amount

withdrawn,

than 48 monthly instalments.
v}  Where the amount is 4% of the amount whlch 1s
refunded under clause(vili) refundable, '
of sub rule (3) of Rule 12 |

of PF Rules,

Provided that at the discretion of the trustees of the Fund,

interest

may be recovered on the

amount aforesaid or the
balance thereof outstanding from time to time at 1% above the
rate,

‘which is payable for the time being on the balance In

the Fﬁnd at the credit of the member.

Final Withdrawal
L) a) If member dies, the
credit in the [Fund,

date, shall become payable to his nominee(s)

amount standing to his

including Interest upto
or successor{s}, subject to any

authorised under these rules,

deduct!on

h) Payment under sub-rule (a)

shall be made within one month.
of death of

nomination, the

to the nomineeis}

In the case

member, who has no

subsisting

Commlttee shall

pay the
. amount to the heir(s}) of the deceased member

on production of a succession certificate.

2} On member's leaving the service, payment will he
made to the subscriber himself al the close of the

month in which the event occurs in accordance with
the following rules:
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a) If a subscriber leaves the service before
completing two years of his membership of the
fund, he shall not be entitled to any part of the
contributions made by the FFDC and {interest

acerued thereon ;

b) If a member leaves the service after completing
two years but less than five years of membership
of the fund he shall be entitled to 507 of the
conttibutions made by the FFDC and the interest

accrued thereon ;

c) If a subscriber 1leaves the service after
completing five years of membership of the Fund,
he shall be entitled to the whole amount including

the contribution made by the FFDC and the interest
accrued thereon ;

d) If the services of a member are dispensed with for
no fault on his part, he shall be entitled to Full
amount to his credit, including the contribution
made by the FFDC, together with the interest
accrued thereon irrespective of the period of his
membership ;

e) If a subscriber while in the service of the FFDC
is declared to be unfit for further service at any
time by a competent medical authority acceptable
to the FFDC, he shall be entitled to full amount
at his credit, topether with FFDC's contributions
in full and Interest accrued thereon.

The accumulated balance due and becoming payable to a
member participating In the FFDC CPF shall be excluded
from the computation of his/her total 1income(l) 1if
he/she has rendered continuous service within the FFDC

for a period of five years or more or ({1} {f, though
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he/she has not rendered such continuous services, the
services have been terminated due to member's i1}
health or by discontinuance of the functions of the
FFDC or any other cause beyond the control of the

member concerned.

a) Where, however, the accumul ated ba]ance.due to an
employee participating in the FFDC CPF 1s 1ncluded
in his/her total Income owing to the above
provision, not being applicable, thes Income Tax
Officer shall calculate the total of various sums
of tak which would have been payable by the member
in respect of his total Income for each of the
years concerned {if the fund had not been a
recognised provident fund and the amount by which
such total exceeds the total of all sums paid by
or on behallf of such members by way of tax for
such years shall be payable by the member 1n
addition to any other tax for which he may be
liable for the previous vyear in which the
accumul ated batance due to him/her become payable.

b) The accumulated balance due to member shall be

payable on the day he ceases to be a member of the
FFDC maintaining the fund.

Save as provided in this Rule or in accordance with
such conditions and restrictions as the Trustee may, by

rules, specify, no portion of the balance to the credit
of a member shall be payable to him.

Any benefit arising to any member from the 1lapsed
balance will be subject to Tax as per Provisions of the
Income Tax Act, 1961.



37

20.17 Deductions:

It shall be open to the trustees to deduct the whole
or portion of the contribution made by the FFDC with
interest accrued thereon if a member has been dismissed

from the service on account of milsconduct.

.18 Annual Statement of Account:
'

1) As 'soon as possible after «closing of each
financlal year, the Secretary shall send rto each
member, a statement of His account Iin the Fuﬁd,
showing (a} Opening balance as on the first day of
the financial year (b} amounts credited and
debited during the financial year, (c) amount of

: interest credited on the last day of the financial

year and the closing balance as on that date.

i) Members should satisfy themselves as to the
correctness of the annual statement, and errors
should be brought to the notice of the Secretary
within three months from the date of receipt of
the statement. If no intimation is received as
aforesald the statement shall be deemed as correct
and no subsequent objection shall be entertained

except at the absolute discretion of the trustees.

.19 Amendments to Rules

No amendments to these Rules shall be made without the
previous approval of the Governing Council of the FFDC,
where there 1s any repugnance between any of the rules
of the fund and the provisions of Income Tax Act, 1961
and the rules made thereunder the repugnant rule will
be void and the Governing Council, 1f so required by
the Commissioner of Incofe Tax, should
repugnant rule,

remove the

'.20 Protection against attachment
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The amount standing at the credit of any member in
the fund shall not in any way be capable of being
assigned or charged and shall not be liable to
attachment under any ]iability or order of any
court in respect of any debt or liability .incurred
by the member and neither the official assignee
appointed under the Presidency Towns Insolvency
Act, 1909) XXX of 1909) nor any receiver appointed
under the Provincial Insolvency Act, 1920 (V of
1920) shall entitled to, or have any claim on any
such amount ;

Any amount standing to the credit of a member in
the Fund at the time of his death and payable to
his nominee(s) under these rules shall, subject o
any deductions authorised by these rules vests in
the nominee(s) and shall be free from any debt or
other liability incurred by the deceased or the
nominee(s) before the death of the member. Belore
paying the accumulated balance in the case of
deceased member the Trustees will ascertain that
Estate Duty due has been paid or satisfactory
arrangements for its payments have been. made or

that no Estate Duty is payable.

21 Accounts:

The

accounts of the Fund shall be- maintained by cthe

Secretary.,

i)

An Account in the name of "FRAGRANCE AND FLAVOUR

DEVELOPMENT CENTRE CONTRIBUTORY PROVIDENT FUNDY
shall be maintalned at a Post OFfice and/or a
State Bank of India's Branch, approved by the
Trustees and all sums received on behalf of rhe
Fund shall be credited to this account.
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11) The Savings Bank account shall be operated upon by
the Chairman and Secretary of the Trustee
Committee jolntly. The Chalrman shall have power
to .authorise any member of the Committee to
operate the account on behalf of himsell or/and
the Secretary in the absence of himself or both of
them.

29,22 Audit:

The Accounts of the Fund shall, as soon as practicable

29.23

after the close of the each financlial year, be audited
by the Auditors of the FFDC and the Auditors fees and

all expenses on account of audit shall be charged to
the FFDC CPI.

Cxpenses:
All expenses incurred by the Trustees In connecltion

with the management of the Fund, shall be a charge on
the FFDC CPF.

29,24 Final Decisions:

A1l cases which may hereafter arise and which may not
be fully provided for in those rules shall be submitted .
to the Trustee(s) and its decision shall be [inal. Any
dif[ferences of opinion arising between the Trustees and
the member or members of the Fund shall be decided by
the Governing Council, whose decislon In all matter of
dispute will be final and legally binding on the
member(s) and the Trustees, Trustees arbitrator's
decision involving an interpretation of the Provisfons
of the Income Tax Act, 1961, and the rules made
thereunder must be communicated to the Commissfioner of
Income Tax.
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.26

Indemnity;

The FFDC or the Trustees shall not be responsible for
any loss sustained by the fund from any investments or
charge or sale of investments or through any deposit of
securities or cash with any Bank or Banks made In
accordance with these rules, All such losses shall be
deemed to be losses to the fund and shall be borne by
the respective members in proportion to and in relation
to the amount at thelr credit.

Closer of the Fund:

The Fund may be closed with consent of all those who
are members of the Fund at that time, In the event of
cjosing and winding up of the Fund the Trustees shall
realise the assets at their disposal and shall, after
liquidating all 1liabilities to the fund, pay to the
member all accumulated balances due to them in full or
on pro-rata basis. 'Such action of the Trustees will be
subject to the prior aproval of the Commissioner of
Income Tax and tax due, if any, from the payment made
on the closure may be leviable in accordance with the
provisions of the Income Tax Act, 1961.

GROUP INSURANCE SCHEME

General

Fragrance and Flavour Development Centre(FFDC) Kannau j
may help Lo arrange Group Insurance flor its employees
through any Insurance Agency to provide them insurance

protection at as little cost as possible and at the



30.2

a)

b}

30.3

al
b}

c)

d)

e)

30.4

ol

same time enable them to save more for post retirement

needs. FFDC shall however have no financial 1iabilfcy
in the matter.

Short title and commencement |

The scheme shall be called the Fragrance and Flavour
Development Centre(FFDC) Kannau j Employees'
Contributory Group Insurance Scheme, or 1In short
Scheme.

The scheme wlll come into force with effeat from the
date it 1s approved by the Governing Council and will
be finalised in consultation with the Life Insurance

Corporation of India.
Definition:

In this scheme, unless there is anything repugnant to
the subject or context '

"The scheme" shall wean the same as 2{a) above,

"The Corporation" shall mean the Life Insurance
Corporation of India established under Section 3 of the
L{fe Insurance Corporation Act, 1956,

"The member" shall mean an employee of the Fragrance
and Flavour Development Centre{(FFDC) Kannauj, who has
been admitted to the membership of the scheme.

"Entry date" shall mean 1In relation to a member
admitted to the scheme on the effectlive date and (b} in
relation to new member to be admitted to the scheme,
shall be only on the annual renewal date,.

"Nominee'" shall mean the person or persons who has/have
been nominated by the member as beneficiary.

FFDC Co represent on behalf of Members

The FFDC will act for and on behalfF of the memhers in

all matters relaring to the scheme and every act done

by agreement made with and notice given to the
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10.10 As and when the membership will exceed 50,
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Contribution and Assurance Benefits

The employees are grouped Into four categories based on

thelr designation, scales of pay & Assurance DBenefits
will be available as follows:

Costs and benefits :
Employees will contribute towards Group Insurance at
the rates indicated against each category and the same

will be deducted on monthly basis Ffrom their salary
bills: "

{(Group having membership more than 100 members)

Sum assured Monthly Description of Insurable

Contribution Members/Class/Category

1,20,000 120 Principal Director/
. Director/Dy. Director/
Asstt. Director

90,000 90 Asstt. Director/Extension
OfFicers/Accounts Officer

60,000 60 Scientific Assistants/
Instructors & other
office staff.

30,000 30 Sub-staff/Peons/Drivers.

{Group having membership between 50 to 100 members})

80,000 80 Principal Director/
Director/Dy.Director/
Asstt. Directors,

60,000 60 Asstt,
Directors/Extension
Officers/Accounts Dfficer

40,000 40 Sclentific Assistants/
Instructors & other
office staflF.

20,000 20 Sub staff/Peons/Drivers.

hipher
insurance cover will be allowed by increasing in the
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Insurance premium as indicated above.
Benefits on death prior to normal retirement date

On the death of the member while in service prior ro
normal retirement date, the sum asgured under the
scheme in force shall become payable to the FFDC for
the benefit of the nominee.

Termination of Assurance
The Assurance on the life of a4 member shall immediately

terminated upon the happening of any of the [ollowing
events

a) .On retirement on the normai retirement date {.e.,

superannuation,
b} On cessation in the service,

Restraint on anticipation or encumberance

The benefits assured under the scheme are strictly

personal and cannot be assigned charged or alienated In
any way,

Master Policy

The Corporation will .issue a single Master Policy

incorporating all the Assurance effected under the
scheme

Jurisdiction

All Assurance issued under the scheme shall be subject

to the Provisions of the Insurance Act, 19138,

as
amended, the Lile Insurance Corporation Act, 1956, the
Income Tax Act, 1961 and to any legislation

subsequently introduced. All benefits under the scheme
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a)

b)

10.18

arising on the death of any member shall be payable in
Indian Rupees,

Appointment of Beneficiary of Nominee

Every member shall appoint one or more person to be his
Beneflclary or Beneficiaries like his wife or child/
children or dependents. In the event of death of the
member, while in service, the beneffts under the scheme
will be paid to the Beneficiary or Beneficiaries
appointed by the member in the prescribed form which
may be obtained from the LIC. If the member does not
have a wife or child/childfen'or dependents, he shall

appoint his legal personal rvepresentative to be his
Beneficiary.

The quantum of benefits payable under the scheme

On unfortunate death of any employee the fnsurance
amount alongwith the accumulated savings amount with
interest @ 11% standing to the credit of the deceased
will be paid to the nominee.

On cessation of service or on retirement, the entlre
accumul ated amount with interest at 11% standing to the

credit of the employee in his savings account will be
refunded to him.

The FFDC reserves the right to discontinue the scheme
substituted it by a scheme which may be equally or more
beneficial to the employee or by a scheme which the law
may require the FFDC to introduce in future or to amend

the Rules thereof on any annual entry date.
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30.19 Interpretation

31,

31,

31.

If any doubts arises relating to the correct
interpretation of these rules, the matter will be
referred to the Governing Council and whose decision
shall be final,

FFDC EMPLOYEES (CONDUCT} RULES 1993

"Short title and commencement

These rules may be called the Fragrance and Flavour
Development Centre(FFDC) Kannauj UDEmployees (Conduct)
Rules, 1993.

Interpretation: In these rules unless the context

otherwise requires:

al "FFDC" means, I'ragrance and Flavour Development
Centre{FFDC) Kannauj

b) "Governing Council' means the Governing Council of
the FFDC.

c) "Chairman" means Chairman of the Governing Councll
of the FFDC.

d) "Management'" means, the Chairman of the Governing

Council or such other member or nominees as may beo
authorised in this behalf by the Governing Council

Chalrman.

e) "Principal Director'" means Principal Director of
The FFDC.

£ "Employee' means any person who holds a post under

the FFDC ofther than a casual employee, a person

pald from contingencies or a person whoso

conditions of service are governed by the Staunding
Loy

Orders framed under Lhe M - Pradesh Industrial

Employment (Standing Orders) Act, 1961.
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"Members of the family” In relajion to an employee
includes:

i) The wife or husband as the case may be, of the
enployee whether residing with the employee or not
but, does not idinclude: a wife or husband, as the

case may be separated from the ewmployee by a
decree or order of a competent court

1) Son or daughter or step son or step daughter
of the employee and wholly dependent on him, but
does not include a child or step child who is no
longer in any way dependent on the employee or of
whose custody the employee has been deprived by or

under any law ;

{11} any other person related, whether by blood
or marriage, to the employee or to the employee's
wife or husband, and wholly dependent on the
employee,

Words denoting’the masculine gender shall include
the feminine gender.

Words denoting the singular number shall include

the plural number and vice versa.

Application : These rules shall apply to all employees
of the TI¥DC,

General

1)

Every employee shall at all times:

i) maintain absolute integrity :
il) maintain devotion to duty ; and

11i) do nothing which is unbecoming of an emplovee

i) Every employee holding a supervisory post

shall take all possible steps to ensure the
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ii) An employee shall, as soon as he becomes
aware of the acceptance by a member of his
fFamily of an employment in any private firm,
intimate such acceptance to Lhe competent
gauthority and shall also intimate whether he

has or has had any official dealings with
that firm.

Provided that no such intimation shall be
necessary if he has already obtained the
sanction of, or sent a report to, the FFDC

under clasue(i}.

No employee shall in the discharge of his officlal
duties deal with any matter or glve or sanction
any contract to any firm or any other person II
any member of his family is interested 1in such
matter of contract In any other manner and the
employee shall refer every such matter or contract
to his official superior and the matter or
contract shall thereafter be disposed of according
to the instructions of Che authority to whom the

reference 1s made,

31.6 Taking part in politics and elections

i)

2)

No employee shall be a member of, or be otherwise
associated with, any political party or any
organisation which takes part in politics, nor

shall take part in, subscribe in ald of, or asslst

in any other wanner, any political movement or

activicty.

It shall be the duty of every employee to
endeavour to prevent any member of his family from
taking part in, subscribing in aid of, or
assisting in any other manner, any movement or
activity which is, or tends directly or indirectly

to be, subversive of the Government as by law
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4)

established, and where an employee is unable to
prevent a member of his family from taking part
in, or subscribing In aid of, or assisting in any
other manner, any such movement or activity, he

shall make a report to that effect to the FFDC.

If any question arises whether any movement or
activity falls within the scope of this rule the
decision of the Management thereon shall be final.

No employee shall canvass or otherwlise interfere
with or use his Influence in connection with, or

take part in, an election to. any leglslative or
local authority.

Provided that

1) an employee qualififed to vote at such election
may exerclse his right to vote, but where he does
so, he shall give no indication of the manner In

which he proposes to vote or has voted;

11) an employee shall not be deemed to have
contravened the provision of this rule by reasons
only that he assists 1n the conduct of a

election in the due performance of a duty fimposed

on him by or under any law for the time belng In
force.

Explanation: The display by an employee on his person,
vehicle residence of any electoral symbol shall amount

to using this influence in connection with an election
within the meaning of this sub-rule.
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31.7 Joining of association by employees

31.

No employee shall join,or continue to be a member of,

any associatlon.

a) Which has not obtained the recognition of the FFDC;
or

b) recognition in respect of which has been refused
- or wlithdrawh by the FFDC.

c¢) The objects or activities of which are prejudicial

to the interests of rthe FFDC or to the interests

. of the sovereignty and intégrity of India or
public order or morality,

Demonstration and strikes

No employee shall

i) engage himselfE or participate in any demonstration
which is prejudicial to the interests of the FFDC
and the Interest pf the Sovereignty and integrity
of India, the security of the States, friendly
relations with forelgn states, public order,
decency or morality, or which involves contempt of
court, defamation or incitement to an offence, or
which directly or indirectly effects the working
and the administration of the FFDC or contrlbutes
directly or indirectly to the impediment in the
working of the FFDC or any of its projects;

i1) resort to or in any way abet any form of strike In
connection with any malter pertaining to his

service or the service of any other employee.
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11) Which is capable o0f embarrassing the relations
between the Central Government and the Government
of any forelgn State or of the FFDC with the
Central or a State Government,

Provided that nofhing in this rule shall

. apply lto any statements made ot views expressed by

an employee in his Official capacity or in the due
performance of the duties assigned to him.

31.11 Evidence before committee or any other authority

i} Save as provided in sub rule (3), no employee
shall, except with the prévious sanction of the
FFDC, give evidence In connectlion with any enqguiry

conducted by any person, commlittee or authority.

2} Where any sanction has been accorded under sub
rule (1), no employee pglving such evidence shall
criticise the policy or any action of the FFDC or
of the Central or a State Government.

3) Nothing in this rule shall apply to:
al evidence given at an enquiry before an

.authority appolinted by the Government,

Parliament or a State Leglslature ; or
b} evidence given in any judlcial enquiry ; or
c) evidence at any departmental enquliry ordered

by competent authority.
31,12 Unauthorlsed communication of Information

No employee shall, wunless generally or specifically
empowered by the TFFDC, or In the performance In good
faith of the duties assigned to him, communicate,
directly or indirectly, any official document or any
part thereof or 1information to ‘any employee or any

other person te whom he 1s not authorised to
communlcate such document or information.
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111} rupees two hundred in the case of an employee
holding any posts equivalent to Group D in
Government of India.

3) On shch occasions as are specified in sub rule (2}
‘an exployee may accept gifts from his personal
friends having no official dealings with him, but
he shall make a report to the FFDC 1f the value of
any such glift exceeds.

i) Rs. 400/- in case of an employee holding any
posts equlvalent to Group A & B posts in
Government of Indla

11) Rs. 200/- in the case of an employee holding
Group 'C' equlvalent post ; -

f11) Rs. 100/- in the case of an employee holding

Group 'D' equivalent post.

4) In any other case, an employee shall not accept
any glft without the sanction of the FFDC 1f the
value thereof exceeds.

£) Rs. 150/~ in the case of an employee holding

any Group 'A' or Group 'B' equivalent posts ;

i1) Rs. 50/-in the case of an employee holding
any Group 'C' & Group 'D' equivalent posts.

31.15 Acceptance of dowry

No employee should give or take or abet the gliving or
taking of dowry nor should he demand dowry, directly or
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indirectly from the parents or guardian or a bride or

bridegroom, as the case may be.
31.16 Public demonstration in honour of employees

. No employee shall, except with the previous sanction of
the FFDC, recelve any complimentary or valedictory
address or accept any testimonials or entertaln any
other employee at any meeting or entertainment held in

his honour, or In the honour of any other employees
Provided that nothing in rule shall apply to

1) a farewell entertalnment of a substantially
private and informal character held in honour of
an employee or any other employee on Lhe occasion
of his retirement or transfer or any person who
has recently quit the service : or

11) the acceptance of simple and Inexpensive
entertainment arranged by bodles or institullons
of employees of the FFDC.

Note i) Exerclse of pressure or influence of any sort
of any employee to induce him Lo subscribe
towards any farewell entertainment even if {t
is of a substantlially private or Informal
character, and the collection of
subscriptions from employees of Group 'C' §&

. Group 'D! equivalent posts under any
clrcumstances for the entertalnment of any
employee not belonging to Group 'C' & Group
'D' equivalent posts.

11} For the purpose of these rules the employees
of the FFDC have been divided Into 4
categories viz., Group 'A' equivalent, Group

'B' equlvalent, Group 'C' -equlvalent and
Group 'D' equlvalent.



77

31,17 Private Trade or employment

i) No employee shall, except with the previous
sanction of the FFDC engage directly or indirectly in
any trade or business or undertake any other employment

Provided that an employee may, wlthout such sanction,
undertake honorary work of a soclial or charltable
nature of occasional wor of a literary, artistic or
scientific character, subject to the condition that his
official duties do not thereby suffer; but he shall not
undertake ovr shall discontinue,. such work {f so
directed by the FFDC,

Explanation: Canvassing by an employee in support of
the business of Insurance agency, commission agency,
etc, Owned or managed by his wife or any other member

of his family shall be deemed to be a breach of this
sub. rule.

2) Every employee shall report to the FFDC if any
member of his family is engaged In a trade or buslness

or owns Or manage an Insurance agency or commission
agency. '

3) No employee shall, without the previous sanction of
the Instlitute except in the discharge of his official
duties, take part In the registration, promotion or
management of any bank or other company which 1is
required to be registered under the Companies Act, 1956
(1 of 1956) or any other law for the time belng in

force or any cooperative society for commerclal
purposes:
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influence him in the discharge of his officlal duties.

3) If any question arises whether any transaction 1is
of the nature veferred to In sub.rule {1) or sub-rule
{2), the decision of the FFDC thereon shall Le final.

4} 1) No employee shall, save 1in the ordlnary
course of business with a bank or a firm of standing
duly authorised to conduct banking business, either
himself or through any member of his family or any
other person acting on his behalf.

a) lend or borrow money, as principal or agent, from
any person within.the local 1imits of his authority
or with whom he 1is likely to have official
dealings, or otherwise place himself under any

pecuniary obligation to such persons, or

b) lend money to any person at i{interest or in 3
manner whereby return 1In money or 1in kind 1is
charged or paid; provided that an employee may,
glve to, or acceﬁt from, a relative or a personal
friend,a purely temporary loan of a small amount
free of 1ntere$t, Ov operate a credlt account with
the bona fide tradesman or make an advance of pay
to his private employee.

11) When an employee 1s appointed or transferred to a
post of such nature as would involve him in the
breach of any of the provisions of sub rule (2) or
sub rule (4), he shalll forthwith report the
clrcumstances to the competent authority and shall
Lhereafter act {n accordance with such other as
may be made by such authority.

31.8 Inventions and Patents;

No employee shall, without the previous consent in

writing of the FFDC, apply For patent or exclusive






81

recovery of any debt due from him or for adjusting him
as an insolvent shall forthwlth report the full Ffacts
of the legal proceeding to the FFDC.

Note: The burden of proving that the insolvency or
indebtedness was the result of circumstances which,
with the exercise of ordinary diligence, the employee
could not have foreseen, or over which he had no
control, and had not proceeded from extravagant or
dissipated habits, shall be upon the employee. |

31.20 Movable, Immovable and Valuable Property

1) Every employee shall on his first appointment to
any service or post and thereafter at such intervals as
may be specified by the FFDC submit a return of his
asset and liabilities, 1n such form as may be
prescribed giving the full particulars regarding:

a) the immovable property inherited by him or owned
or acquired by him or held by him on lease or
mortgage elther In his own name or in the name of

any member of his family or 1in the name of any

other persons ;

b} Shares, debentures and cash including bank
deposits inherited by him or similarly owned,
acquirted or held by hinm.

c) Other movable property inherited by him or
similarly owned, acquired or held by him and

d) debts and other 1iabilities 1ncurred by him
directly or Indirectly.

NOTE : In all returns, the value of {tems of movable
property worth less than TUpEES' ten thousand may be

added and shown as a lumpsum. The value of articles of
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daily use such as clothes, utensils, crockery, books,

ete. need not be included in such return.

NOTE : Every employee who is in service on the date of
the commencement of these rules, shall submit a return
under this sub rule on or before each date as may be
specified by the FFDC after such commencement.

2) No employee shall, except with the previous
knowledge of the competent authority, acquire or
dispose of any 1lmmovable property by lease mortgage,
purchase, sale, pgift or otherwise elther in his own
name or In the name of any member of his family

Provided that the previous sanction of the competent
authority shall be obtained by the employee {f any such
transaction is

i) With a person having official dealings with the
employee : or

i1} Otherwise than through a regular or reputed dealer.

3} Every employee shall report to the comeptent
authority every transaction concerning movable property
owned or held by him either in his own name or in the
name of a member of his Family, 1f the value of such
property exceeds Rupees ten thousand in the case of an
employee holding any Group A or Group B equivalent post
or rupees five thousand in the case of an employee

holding any Group C or Group D equivalent poet.

Provided that the previous sanction of the competent
authority shall be obtained if any such transaction is:

i) With a person having officlal dealings with the
employee : or

{1} Otherwise than through a regular or a reputed
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dealer.

4} The competent authority may at any time, by
general or special -order, require an employee to
furnish within a period specified in the order, a _full
and complete statement of such movable or {immovable
property held or acquired by him on his behalf or by
any member of his family as may be specified in the
order, Such statement shall, if so required by the
competent authority include the details of the means by
which, or the source from which, such property was
acquired.

5) The FFDC may exempt any category of employees
belonging to Group 'C' or Goup 'D' equivalent posts
from any of the provisions of this rule except sub-rule(4}.

EXPLANATION: For the purposes of this rule, the
expression 'movable' property includes -

a) Jewellery, insurance policies the annual premium
of which exceeds rupées one thousand or one sixth of
the total annual emoluments recelved from FFDC

whichever 1is less, shares, securities and debentures.

b} Loans advanced by such employees whether secured
or not

c) motor cars, motor cycle, horses, or any other
means of conveyance ; and

d}  refrigerators, vradios and radiograms, other
consumer durables,

31.21 Vindication of official acts

1) No employee shall, except with the previous
sanction of the FFDC, have recourse to any court or to

the press for the vindication of any official act which
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b) During suspension or where disciplinary case 1s

pending against him.

Note : For the purpose of this rule, an§ application
for scholarship or fellowship offered by any outside
authority shall be deemed to be an appllcation for
employment elsewhere.

31.25 Restrictlon on the employment of other employees as
private servants

No employee shall engage any other employee of the FFDC
as his private servant in any capacity.

31.26 Return of property, equipment, tools, etc. belonging
to the FFDC.

Every employee leaving before leaving the service, shall
return any of the property or equipment of tools,
belonging to the FFDC 1issued or lent to him iIn
connection with his “employment. The cost of such
property, equipment or tools not so0 returned shall be
liable to be deducted from his pay or other amounts on
any account due to him.

31.27 Consumption of Intoxicating Drinks and Drugs

An employee shall

a) strictly ablde by any law relating to Inoxicating
drinks or drugs in force in any area in which he may
happen to be for the time being ;






v) theft, fraud or dishonesty in connection with the
business or property of the FFDG ;

vi) taking or giving bribes or any i1legal
gratification.

vii) absence without leave or overstaying the santioned
leave without sufficlent pgrounds or proper or
satisfactory explanation of absence from the

employee's appointed place of work without
permission or sufficient cause ;

Qiii) habitual late attendance ;

{x) breach of rules, regulations or orders applicable

to employees ;

X ) Collection or canvassing for collection without
the permission of the FFDC of any money except in
accordance with the rules of the FFDC for the time
being in force ;

x1) engaging in any employment, business or trade ;

xi1) drunkenness, riotous, disorderly or [Indecent
behaviour, pgambling, extortion or committing
nuisance on the premises or any of its constituent
units, offices, projects, etc.

xiii) habitual negligence or neglect of work or
indiscipline.

xiv) Wil ful damage to work in process or Lo any
property oi the FFDC,

xv) interfence with any safety devices installed or
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about the establishment ;

xvi) holding meetings 1inside the premises of the
establishment without previous permission of the
FFDC ;

xvii) distribution or exhibition of any newspaper, hand
bills, pamphlets, or posters wlthout the previous
sanction of the FFDC ;

xviil) disclosure to any unauthorised person of
information relating to the FFDC's business or
relating to defence or Security measures, or
communicating directly or indirectly to any
outside party any documents or information which
may have come into his possession, or of which he
may have secured knowledge in the course of his

offtcial duties, unless expressly permitted by the
FFDC.

xix) smoking within the premises of the establishment
where smoking is prohibited ;

xx) faillure to inform the FFDC of any notifiable or
contaglous disease contracted by the employee or
any member of his family

xxi} conviction in a court of law for any criminal
offence involving moral turpltude ;

xx11) mlstepresentation regarding name, age,
qualification, previous service or experience or
emoluments at the time of employment ;

xxi11) unauthorised removal or defacement of notice on
the Notice Board ; and
xxiv) abetement of or attempt to commit any of the

above acts of misconduct.






























2)  Where the Disciplinary Authority is satisfied for
reagsons to be recorded in writing that it is not
reasonably practicable to hold an enquity in the
manner provided, or ' '

3} Where the Disciplinary Authority is satisfied
that ‘in the Interest of the security of the
State, It 1s not expedient to hold an enquiry in
the manner provided,

In caes under category (1), the disciplinary authority
has to peruse the judgement of the criminal court and
take 1into account the gravity of the misconduct
committed, 1ts impact on the administration and other
extenuating circumstances or redeeming features. Once
it 1is concluded that the employee's conduct 1s
blameworthy and punishable, it may impose such pemnally
as 1t 1is competent to do after giving an opportunity to
the employee of making representation on the penalty
proposed to be imposed. The penalty should neither be
grossly excessive, nor out of all proportion to the
offence committed or one not warranted by the Facts and
circumstances of the case,

Regarding category(2), detailed guidelines have been
laid down 1in this regard. Inquiry should not be
dispensed with lightly or arbitrarily or out of ulerior
motives or merely in order to_avold the holding of an
inquiry or becuase the FFd'gt case 18 week and is,
therefore, bound to fall. Further, it 1is a
constitutional  obligation that the disciplinary
authority should record in writing (preferably in the
order itself} the reasons for its satisfaction that it
was nobt reasonably practicable to hold the inquiry.
The reason, though brief, should not be vague or not
just a repetition of the language of the relevant rule.
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3.1

33.2

33.3

33.4

33.5
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34,

34.1
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RETIREMENT/SUPERANNUATION

Every -employee shall retire on completing the age of 58
years. . }
Retirement from service will become effect-qgvﬁn1»the
afternoon of the last date of the month on which an
employee attalns the age of 58 years.

The Jast day of retirement on attaining the age of

superannuation will be treated as a working day even If
it falls on sunday or holiday.

The Governing Council may extend the period of service
oflany employee beyond the age of superannuation for a
period of not exceeding two years in a really deserving
and exceptional cases in the Interest of the FFDC,

Nothing in these rtules shall effect the powers of the
Governing Council to employ any person above the age of
58 years on contract basis for a specified perfod in
the interest of the FFDU.

If an employee 15 declared Iincapacited by a competent
medical ., authority for further service, he shall be
retired by the Appointing Authority on account of his
such permanent incapacitation.

GRATUITY RULES

As per Gratulty Act 1972 and
Those who are not covered by Gratuity Act 1972 will be

covered by Central Government Rules as applicable to
Central Government employee.

%
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APPOINTING AUTHORITIES FOR VARIOUS CATEGORIES OF POSTS IN

1101

AUTONOMDUS BODIES UNDER SIDO

S5.No

Categories of Posts

Appointing Authority

Y

Principal Director
(k. 4500-5700)
Director

{h. 3700 —5000)
Group 'A' Equivalent
Posts other than
those mentioned

vide (1) & (2},
above.

Group 'B'

Group'C' Equivalent

Group'D' Equivalent
Post,

)
)
)
)
)
)
)

)
)
)

Govt., of India

Govt, of India

Chairman, GG

i) Technical
concerned
Extn.Officer/
Doc.0fficer

L

11) Scientific

Asstt/Non,.Tech, {as designated

by Director)

PRINCIPAL DTRECTOR /
DIRECTD [
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Y &. APPELLATE AUTHORITIES FOR VARIOUS CATEGORIES OF
POSTS IN AUTONOMOUS BODIES UNDER SIDO

gories of Poets  Disciplinary Appellate
Authority . Authority

cipal Director Govt. of India Govt. of India.
Scale

300-5700)
rtor Govt. of Indla Govt. of India
Scale _
'00-5000) Principal Diveeloy
''A' Equivalent Director Chal rman G.C.
other ‘than
mentioned
(1) & (2)
- .' Rincipat Divector]
'R’ )1} Technical Director
) concerned |
)  Extn,Officer/
) Doc.0Offlcer
)

'C' Equivalent )ii) Sclentiflic
) Asstt/Non.Tech,
} {as designated
'D' Equivalent )} by Director)
)



APPENDIX

Liat of Forms/Formats

S.No. Rule & Para
1. 3,6(3)

2. 7.2

3. 7.3

4, 8.1

5. 18.5

6. 28.5

Sub ject

Format for inviting
applications through

advertisement
Form of Oath of Alleglance

Form of Oath of Allegiance
for Forelgn nationals

Form of Marriage

declaration,

Format for check list
for accepting resignation

CPF Declaration Form

Annexure

II

III

1V

VI

from employees for membership

of the Trust,



ANNEXURE 1

FORMAT FORIINVITING APPLICATION THROUGH ADVERTISEMENT

NAME OF THE POST APPLIED FOR :

1.

2)

3)

8)

9)

10)

11}

12)

Full Name

'Father's Name

Address: 1) Permanent
2) Present
Date of Birth
Whether belongs to SC/ST
Educational Qualificatlons
Technical & Professional Qualifications both

Essent{al & Desitrable as per Recrultment Rules,

Experience details 1In Years and Months iIndicating
name and address of the present organization, post
held, nature of dutles performed, salary drawn with
passport size photograph.

Attested coples of relevant certificate in respect of
Date of Birth, qualifications, experience should be

;enclosed with the application.

Incomplete applications will be rejected.

1f information provided is found false at any stage,
the candidature will be 1liable for rejection.
Candidates applying for more than one post should
apply separately. Persons working 1in Govt, Quast
Govt, or public Sector undertaking should applythrough
proper channel with an advance copy. Please write on
the envelope name of the post applied for.

Application should reach on or before
addressed (o The Director, Fragrance §&
Development Centre(FFDC) Kannau].

F1avour



ANNEXURE II

FORMAT FOR OATH OF ALLEGIANCE
(Rule/Para 7.2}

| Ceea e ;.............,.do swear/
Solemnly affirm that 1 will be falthful and bear true

alleglance to India and to the Constitution of Indie as by
law established, that 1 will uphold the soverelgnty and
integrity of India and that I will carry out the duties of
my office loyally, honestly and with impartiality.

N

(S0 help me Gad)

Station : Sipgnature
Dated Name in Block letters
Designation :



ANNEXURE IIL

MAT FOR OATH OF ALLEGIANCE FOR FOREIGN NATIONALS)

(Rule/Para 7.3

N cetsanearsrrseasseeransssed cltizen of
ling a post 1n &the Fragrance & Flavour Development
re(FFDC) Kannauj (a Government of India Soclety) do
r/solemnly affirm that having the faith and alleglance
I owe o * ...iivvinnn srirreatnsenans Cr et e et
eéaid, be falthful to India and 60 the Constitutlon of
a as by law established and that I will carry out the

es of my office loyally, honestly and with impartiality,
(So help me God)
Signature
lon : ‘Name In Block letiters:
b : Designation

're Insert the name of the Country concerned



Place
Date

only,

ANNEXURE IV

( FORMAT FOR MARRIAGE DECLARATION)

{Rule/Para 8.1)

I, shri/shrimati/Kumari l“..l'l!..l.“l!.l.t..llllll
declare as under :

a) That I am unmarried/a widower/a widow.

{b) That I am married and have only one wife living.

c) That I am married and my husband has no other
living wife, to the best of my knowledge.

{d) That I am married and have more than one wife

1iving, application for grant of exemption 1s
enclosed. '

{e) That I am married to a person who has al ready

one wife, or more living. Application for grant
of exemption 1s enclosed.

I solemnly affirm that the above declaration Is true
and I understand that in the even of the declaration
being found to be incorrect after my appointment, I
shall be liable to be dismlissed [rom service.

Signature
Designation:

Delete clauses not applicable.
Applicable In the case of clauses (a), {b) and (c)






ANNEXURE

v

{FORMAT FOR CHECK LIST FOR ACCEPTING RESIGNATION

{Rule/Para 18.5)

! Part 1 : General Information

Name & Present designation
Section/Department to which attached
Any post, other than that the
present appointment held during

6 months prior to the month in

which resignation is tendered

Permanent residentlal address

Part I1 : Pcints to be checked up before accepting

resignation.

The datie on which the employee
wants to be relieved from service

1)  Whether any inquiry or
investigation or disciplinary
case Is pending or contemplated

i1} Whether under suspension

Whether the employee concerned has
executed any bond for serving the
Fragrance & Flavour Developrment
Centre For a specific number of
years on account of his beirpg given
specialived training/
fellowship/echelarship for sludies
or deputed for Crzining whether

1p India or ebroad and if so,

the tond perlod is ove: ‘

Time required for filling up the

post and/or making alternative
arvangementgs,



Part

10,

11.°

12.

Authorlty competent to accept
resignation i.e. Appointing Authority

IIL : If-resignation is accepted, polints to be
before relieving the employees,

Whether alternative arrangements
have been made for discharge of the
duties of the post including
arrangements for taking over charges
oé cash/stores in the Custody of

the employee (wherever applicable)

Whether the employee has surrendered
and obtalned 'No Demand Certificate’
in respect of
i. Identity Card issued by Fragrance
& Flavour Development Centre,
i Library
1. Typewriter, brfief cases, cycles
liverles etc.{wherever
‘applicable) ' A
i Tools/equipments/calculators/
computers etc,
Arrangements made for recovery of
outstanding advance/loans, 1f any,

taken or any other category of dues

v

i Amount of loan/Advance/due
if any

i Any other dues, such as

Amounts due to be recovered
from or settled by the
employee Iin respect of
Money /Matertal entrusted

to him in the course of

his official duties.

'checked

<3/



1 3

Nhéther the employee 1s in occupation
Fragrance & Flavour Development

Centre accommodation ? If so,

whether the dues in respect of such
accommodation has been settled and

a '"No Demand Certificate ' obtained ?
Whether accounts In respect of wager ,
electricity charges in reépeqp of
Fragrance & Flavour Development Centre
accommodation has been settled.

Whether any cash desposits/security
of sufficient value has been taken
where It is not found possible to
dues immediately

Leaves sanctlioned to the official
Erom previous half year and any
leave sanctioned extra, if so,
leave salary paid. The personal
1le and service book may also

e forwarded

iny. other section concerned
‘ignature

esignatiion






FRAGRANCE & FLAVOUR DEVELOPMENT CENTRE, KANNAUJ.

FINANCIAL AND ADMINISTRATIVE POWERS OF THE EXEGUTIVE COMMITTEE

S.No. Nature of Powers Extent of powers
1. Contingent Expenditure
i) Recurring Full powers
i1) Non-recurring full powers
2. Execution of petty works, execution full powers
of Civil works, Special repairs
téwards building including sanitary
fitting, Water supply, Electrical
installation, etc.
3. Writing off and disposal of full powers
unserviceable/obsolete machinery
equipment, vehicles and other
stores
4. To appoint consultant in the Design, full powers
production, Marketing and
Administration, etc.
5. To authorise overdraft from Upto B.10 lacs,
Nationalised Banks.
6. Purchase of plant & Machinery full powers
7. Regularisation of demurrage charges Upto k. 50000/-
in a year,
8. To fix period for retention of records full powers,
g. Writing off of bad debts{loss full powers
of revenue of irrecoverable bills,
loans and advances)
10. Purchase of Raw Materials, Tools, (Upto k. 25,000/-2
Spares & Hardware requirements QSJl.OG,crop):
for production and maintenance .
work without calling quotations
11,

To provide official telephone
connected at the residence of
Sr. Officers in the interest of
FTIC work,

full powers



FRAGRANCE & FLAVOUR DEVELOPMENT CENTRE , KANNAUJ

FINANCIAL AND ADMINISTRATIVE POWERS OF THE

PRINCIPAL DIRECTOR/DIRECTOR

S.No

Nature of Powers

Extent of Powers

To Prescribe duties & functions Full Powers

of staff.

To determine/fix the Headquarters "

Grant of leave

Grant of Periodical increments

. Appointment of substitute In

a leave vacancy.
To transfer staff from one
Division to another,

To accept medical fitness
‘certificate for leave purposes

To recognise/de recognise the
Union without any financial
implication.

Contingent expenditure

i) Recurrling

11) Non-recurring

Local Conveyance charges.

it
L1}

For group 'B,C & D posts,

Full Powers

k. 1,000/-1in each case,

R. 5,000/-1in each case.

Actual fare for tax! or other
conveyance hirved & actually
pald may be reimbursed to
Group A & Group B staff
members who perform journeys
in the public inte'rest‘ within
a radius of 8 kms., or within
Hmits

more, from headquarters in a

city vhichever g

taxi or other conveyance when
the staff car {s not
available and where 1o
travelling allowance is

admissible,



E.uul Hatture of Powers Extent Of PoWoTS

11. Condemnation of Motor Vehicle R. 25,000/ (Book Value).

12. Purchase of Bicycles & repairs Full Powers ‘
for office use.

13. Fixtures & furniture {Purchasge "

& repairs) (subject to
budgetary provisions}.

14. Hire of Office furniture "
15. Payment of frelght. "
16/ Power to engage counsel & make "
payment of legal charges.
17. Printing ard binding. "
18. Purchase of stationery oo
19, Electricity, water and gas I
charges. ’
20. Postal and telegraph charges "
21. Telephone charges "
22, Motor Vehicles

1) Purchase (subject to "
budgetary provisians)
i1) Maintenance, up keep' ard "

repairs
23. Purchase of petrol, oil and "
lubricants,
24, Payment of Demurrage/vharfage "
‘ charges. .
25. Payment of Municipal rates .
and taxes,
26. 1) Execution of petty k. 25,000/-p.a.

work and special repairs to
owned bulldings sanitary
fittings, water supply and
electric Installation in
such bulldings and repairs
to such instaliations,
11) Ordinary repairs & Mull powers
periodical services to
Govt. building

1ii)Repairs & alternations to  R. 5000/-p.a.
hired & requisitioned
buildings.



5.No Nature ol Powers xtentE of Powers

27. Purchase of books and official Upto K. 25,000/ p.a.
and non-official publications
28. IRepairs & renewal of machinery Full Powers
o, Staff pa%d from contingency Upto maximum number of five
‘ ' for workshop and two for
office,
30. Store required for workshop Full Powers
including spares, consumable
and raw materials,
31. Advertisement charges "
{(through DAVP as far as '
Possible),
2. Publicity expenses k. 30,000/-p.a.
{Exhibitlon/Conference etc.}
33. Entering into service contracts Full, Povers.
for maintenance of Air
conditioners, water coolers,
typewriters, calculating
machines, Puplicating machines,
photo copiers, Computers, etc.
34. Entertainment expenses. B. 1000/-at a time subject to
a maximum of R. 10,000/_p.a.
35, Purchase of raw material, spare Uta(ETiO,UDO/_in each case, )
" & tools of emergent requfrement jj}Utmfﬁ in Coel)y, eate
without calling quotations. {p M G;&? )bl"lq5
36. Purchase & repairs of Type Ffull Powers,

writers, célculatjng machines,
duplicating machines, photo
coplers, computers etc,

37. Contribution to Confributory : "
Provident Fund(as per rules)
18. Contribution to Group Gratuity "

Scheme {as per rules)

9. To fix initial pay(as per M
recommendation of selection
committee),

To authorise travel by atr to "



Nature ol Powers

Ixtent of Powers

Z‘OI
41,
42.

43,

46,
47,

48,

49,

50.

51.

52.

53,

54,

55.

an officer not entitled.
Imprest money.

Office up keep & maintenance
Bank commission payable for
remittance ds well collection
of bills etc.

Writing off and disposal of
unserviceable machinery and
equipment and other stores.

Writing off of bad debts

k. 5,000/-
Full powers,

1"

R, 25,000/- (Book value) p.a.
(not due to theft, fraud or

- negligence) k.10,000/-(for

others)
R. 5,000/-p.a.

{loss of revenue of irrecoverable

- bills, loans & advances},

Payment of children's
educational allowance/Hostel
Subsidy.

Relmbursement of Tuition fees
Payment of custom duly and
transportation charges on
machinery equipment and other
office material,
Regularisation of demurrage
charges,

Purchase of plant & Machinery
all capital items (subject to
specific approval of each item)
Grant of Travelling Allowance
advance.

Grant of L.T.C. Advance
Supply of uniform, badges and
other article of clothing and
payment of washing allowances,
Sanction of refunds(of Earnest
Money, job work charges due to
defective worlmanship, etc.)

Relmbursement of Medical exp.

Payment of TA/Honorarium to

non offfcials & power to fix

Full Powers

Upto k.10,000/ p.a.

Upto B. 2,00,000/-

Full Powers

Full Powers,
Full Powers

1

















