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1.0 

1.1 

TITLE: 

PERSONNEL POLICY MANUAL . 

SERVICE RULES - GENERAL 

,f"'r !,1,, 
J:;' . . ~ 

., f~.1·; l' .. 

• . ! ·-· 
(:_~ • +, 

These rules shall . be called Fragrance & Flavo~r 
Development Centre(FFDC) Ka~nauj Service Rules' or in . 
short 'Service Rules'. 

Commencement: 

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

1.2 Interpretation: 

In these rules, unless the · context otherwise requires : 
a) 'Appointing Authority' in relation. to an employee 

means the authority empowered to make appointments 
to the posts or grades which the employee for the 
time being holds in the Fragrance & Flavour 
Development Centre(FFDC) Kannauj. 

b) 'FFDC' means the ,Fragrance & Flavour Development; 
Centre(FFDC) Kanna~j · and shall include a ll- the · 
field offices, Cel~~ or any other branch or office 
t hat the FFDC ,'; ·. has established or any 
establ ishment in \ future anywhere in ~D~ia or 
abroad. . 

"Prlocipal m.rector/Di:rector"mean~ prin<:~pal Di Tector/Di ;ector ~ ---
c ) - ' - . . ~ - -· . ) 

FFQG., appoin~ed: in. ac.cordarice . with. the Rules and 
Regulations of the Society. 

d) 'Employee' means a person appointed t o . any 
sanctioned post in the FFDC and will include a 
person on probation. 

e) 'Confirmed employee' means 
satisfactorily completed 
probationary period . 

an employee who has 
the prescribed 

f ) Employee on Probation' mea ns 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 teTm or long term course run by FFDC. " .. 

h ) 'Apprentice' means a person who is working on a 
short term or l ong term basis for a fixed period 
on a fixed s tipend in FFDC. 

i ) 'Service' means service in connection with any 
affair of the FFDC. 

j) 'Premises' means Premises of FFDC. 
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k) - 'Notice' means a notice in writing 

_given or displayed on th~ Notice 

purpose of these Service Rules . . 

required to be 

Board for the 

1 : ) 'Notice Board' means the Notice Board 1,pecially 

maintained by the FFDC for the purpose of d i splaying 

notice etc. 

m) Words denoting t he singular number · shalt include 

t he plural number and vice versa, 
.n.) . W;)rds denoting the masculine gender shall include the feminine gen 

1 . 3 Exhibition -of Service Rules 

A copy of these rules shall be kept · in t~e Library of the 

FFDC and also with the Personnel Depart~ent which may be 

r eferred by the employee for his information, 

1.4 Amendments to Service Rules 

a) These Service Rul es can be amended at any time by 

the Governing C9uri~il and amendments shall take 
effect fr om the dat~ · on which the Governing ·Council 

gives effect to such amendments, 

b) All amendments made to these Se rvice Rules and any 

notices, orders or instructions issued thereunder, 

shall be notified from time to fime and displayed on 

the Notice ~~ard. 

1.5 Removal of doubts : 

If any doubt arises as to the interpretation of any 

provisions of these Rules, the matte_r shall be ref erred 

to the Governing Council and its decisirin s hall be final. 

1.6 Duties and Responsibilities of Posts 

a ) 

b) 

Every employee 

responsibilities 

employed. 

shall carry out t he dut i es and 
of the posts for which he has been 

Employee is paid to do the work of the FFDC and 

shal1 not engage in any o ther work directly or 

otherwise for himself or for any one else during or 
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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/ 

responsibilities 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 hi s date of birth at 

the time of his first appointment and produce a 

documentary evidence like School Leaving Certificate 

Matriculation/High~F :. ~-~condary Certificate . 

c) The · fact about I d~~~ntion or arrest by police, 

conviction by coGrs .of law OT any other f a<t which 

could debar a candidate from en~ering into Govt./ 

Public Sector Undertaking service must be clearly 

conveyed at the time of applying for a post in the 

FFDC and also subsequently, if anything of this 
sort, has happened till . joining or duri ng the. 

service. 
d) The furnishing of false information suppression of 

any factual information i n the application for 

employment or in any other communication prior to 

and during the course of employment would be a 

disqualification and will render a candidat e unfit 

for employment in the service and be liable fo r such 

disciplinary action as may be deemed fit by the 

appointing authority. 

1. 8 Hours of Work 

The working hour s of the FFDC including Administrative 



Office and Workshop sha ll be 48 hours a week excluding 

half an hour's lunch break . FFDC will observe six days 

working in a week. 

Ever y employee shall be punctually present at hi s 
workplace and start work at the presc ribed time. 

1.9 Punching of Cards 

/'I punching 

Gr oup 'A' 
which all 

Card System/Electroni c Device 

to Group 

of them 

'D' employees will be 

wil l indicate the 

departure timings. 

1 . 10 Recording of Non attend ence: 

Whil e re co rding non attendance the 
abbreviations shall be us~d by t he authority 
for supervi sion of the ~ttenda nce: 

1 ) Casual Leave CL 
2) Earned Leave EL 

3 ) Restricted Holiday RH 

4) Ext r aordinary Leave EOL 

5) Com pe nsatory Holiday r:H 

6) Leave of any other kind L 
7) Absent A 

1.11 Identity Ca rds: 

right f TOlll 

observed in 

arrival and 

follo~in~ 
• . ., ... .-..« 

responsible 

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

2 . Eve ry employee shall shoi.-1 his identity ca rd to the 

aut ho rity of the FFDC \,1ho i s authorised to check 

the identity cards and regulate entl)'/movement of 
persons to/in the premises. 

3 . Identity Card will be issued to the employee f r ee 
of cos t for the first time. 
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4. Loss of Identi ty Ca rd sha ll be reported i~mediately 
to the competent authority. 

5. Sub s equen t issue of identity card due to l oss of 

the previous one, shall be on payment of t he fee as 

may be prescribed. 

6. An employee leaving the service 

whatsoever, sha 11 surrender hi s 
the prescribed author ity . 

1.12 Entry and Exit: 

for any r eason 

identity card to 

All employees shall enter and leave the premi ses through 

suc h gates as may be presc ribed. Employees entering or 

leaving the premises are liable to be ' detained and 

searched by secur ity staff as may b e authorise9 fot· this 

purpose. 

1.13 Observance o f the Safety Rules 

All empl oyees shall compulsorily obse r ve al l safety 

rules a nd regulations as notified by the FFDC from time 

to t i me Employee should use safety equipments and takP 

other precautions as necessary. Breach of these orders 

and non obser vance of safety rule s shall be treated as 

misconduct and the concerned employee s hall be liable 

for such action as cons idered 

authority. 

1 . 14 Shift Working 

by the competent 

More than one shi ft may function i.n a departmE?nt or 

departments or in any section of a department of the 
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FFDC in the exige ncies of work and at t he dis c retion o f 

the Com peten t Aut hority . 

2 . 0 CLASSIFICATION .OF POSTS : 
2. 1 All posts in the FFDC shall be classified as uhder : 

S.No DesG r iption of po~ts 
Post ca r rying a basic 

pay or a scale of pay 

wit h a maximum of: 

1} Rs . 4000 and above 

2) ~. 2900 to~. 3999 

3) ~ . 1151 to~. 2899 
4) Upto Rs. 1150 

3.0 RECRUITMENT: 

3 .1 Gene r al 

C 1 as s i f i ca t i on of p~, s t s 

Group ' A' Equivale.nt 

Group I BI II 

Group 'C' II 

Gr oup 'D' II 

All vacancies proposed to be filled up in Group C & D 

posts shall be notifieq to the local Employment Exchange 
as per the prescribed procedure . 

not be filled up from open 

Employment 
Certificate. 

Exchange,. issues 

Such vacanc~es, wi l l 

ma r ket. Unless the 

a Non Availability 

3 .2 Rel e ase of vacancies fo r being f il led from amongst 
candidates f rom Open Market 

a ) Employment Exchange Certifies inability to 
nominate s uitable c andidates or ; 

b ) No nominat ions are rec eived by the FFDC with i n the 
prescribed time . 
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3.3. Filling up of vacancies released by the Employment 

Exchange 

3.4 . 

Direct recruitment through the · ope n market s hould be 

undertaken only on the ~ame terms and conditions of 
t 

appointment 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 vacancy should be re-notified ·to 
the Employment Exchange. 

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

The fo llowing concessions may be granted 
emplo_yees for appo~ntme nt to Group 'C' 

t hrough t he Employmen t Exchange : 

to Group ,;' D' 
posts filled 

a) . Group 'D' employ._~es, who are_ qualified for Group. 
'C' posts can apply direct for such post. 

b) Where, the authorities, after cons ide ri ng t he names 

submit t ed by the Employment Excha nge, a r e of the 

view that qualified Group ~D' employees already 

wo rki ng in the FFDC are more suitable, might 

appoint the latter to the vacancies in Group '-C' 

even their names might not be amongst those 
sponso r ed by the Empl oyment Exchange. 

-3 .5 Recruitment th rough Advertisemen t : 

1. Vacancie s in Group A & B posts shal] be fi 1.1 ed up 

through open advertisement, whi c h 

t he prominen t /1 eadi ng newspapers 
Employment News, published by 
Di vision of Ministry . of 

may be give n in 
and also in the 

the publication 
Information a nd 

Broadcasting, Government of India, New Delhi . 
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2. While advertising the post~ full particulars of ti 
post like job Description/Responsibiliti~s, Sala· 

etc. should be given. 

3. In order that candidates possessing the requi n 

qualifications and experience need only apply fc 

the advertised posts and for proper screening c 

t he candidates on the basis of particula1 

furnished by them, applications may bE~ called i 

the prescribed fo rmat Annexure I which is only c 

illustrative one. 

3 .6 TA FOR INTERVIEW/TEST: 

Candidates called fo,r interview/test fro m out statior 

may be reimburs ed to ·~nd fro single fare from the ac tua 

place of ~ndertakint journey or from the normal place o 

residence whichever is neare r to the place of intervie 

at the following scales : 

Group 'A' Post 

Others 

Ist Class railway fare o 
bus fare (limited to Is 

Class railway fare in cas 

pl.aces 
rail) 

a re connected b 

2nd Cl ass railway fare 0 

bus fare (Limited to 2n 
Class railway fare in cas 
plac e s a re connected b 
rail). 
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RESERVATION I~ RECRUITMENT 

Rese r vations at the prescribed percentage for Scheduled 
Castes, Scheduled Tribes and other categorie s s hall be 

made to the extent fixed by t he Gove rnment of India for 

filling up thi: posts by direct recruitment .. 

5 .0 MEDICAL EXAMI~ATION ON FIRST APPOINTMENT 

5 .1 Basic Requi re11ent · 

Eve r y new entrant to t he service is required to produce 

a Medical Ce :-t ificate of Health issued by a competent 

medical authrority. 

5.2 Competent Med ical Aut hority 

i) Group 'A ' Medica l Board . 

i i) Group I B 1 & 'C' Civil Surgeon or District 
Medical Officer or a Medical 
Officer of equivalent status 

iii) Group 'D' Authorised Medical Attendant 

5.3 No Medical examination necessary in t he · following cases: 

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

b) A confirmet employee selected for a hew post in the 

.FFDC. 

c) A person al ready j n sen,j ce of Central /State. Govt. 

and -ecruited through competitive 
examination/intervjew and had been medically 

examined e3r1ie r by appropdate medical authority 
and declared fit according to the same medical 

standard . 

5 . 4 Temporarily Unfi t: 

Candidates decl ared 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 authority. · 
•, 

5.5 Appeal against adverse findings· 

The FFDC will not accept any appeal against the findings 

of a Medical Author~ty or Board . 

5.6 Re-imbursement of Fees 

Fees charged by . the Medical Authority/Board for initial 
Medic~) examination, will be reimbu~sed to the candidates 

by the FFDC. 

5.7 Incidental charges to ~e-borne by the candidates : 

The expenses · incurred op · radiographic examinati.ori of the 

che st, other X-ray examination, Medical specialist ~.ee, 
hospitalisation charges, laboratory fees for. blood sugar 

arid other tests called fo r by the Medical Specialist, 

shall be borne by the candidates themselves in all the 

cases. 

5 .8 No T.A. for procuring a health certificate : 

6.0 

6 .1 

Travelling allowance will not be admissible for a journey 

undertaken to procure a health certificate on first 
appointment. 

VERIFI CATION OF CHARACTER AND ANTECEDENTS 

It is the res pons i bi l i ty of t he Appointing Authority to 

satisfy itself about the identity and suitability of the 

candidates selected for appoi nt ment. For thi s purpose, 

verification of ch~racter and antecedents shall be 

prerequisite condition for all candidates appointed by 

direct recruitment.For verification of character and 
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antecedents, certificate given by two reference: 

me n tioned by the selected candidates will form the basif 

and attestation by the candid ates should be signed by th{ 

~otary. 

6.2 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 & Administrative Reforms). 

6 . 3 Selected candidates will submit Attestation Forms in 

triplicate. 

6 .4 The cases, where such .~.Y~rification has been done earlier 

by the previous Govkthment Department/~ublic Sector 
: ) : . 

undertakings etc. in ·~ respect of any candidate . ·-~~lected in .., . ·.· ... 
the FFDC, a copy of the verification Report may be called 
and kept on the record. 

6. 5 An entry to the effect that 'Character and Antecedents 

have been verified' shall be recorded in the Services 

Record~ of the employee under the. signature of the 

Competent Authority. 

7 . 0 OATH OF ALLEGIANCE 

7 .1 Every new entrant to the service is required to take an 

Oath of Allegiance to the Constitution of India. 

7.2 The oa th can be taken in Hindi or English or in any 

Official regional language with which the employee is 

conve r sant in the prescribed format Annexure II 

7 . 3 Employee who is a foreign national, is also required to 

take an oath in the prescribed format - Annexure III 
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8.0 MARRIAGE DECLARATION 
8.1 Every new entrant to the service is required to furnish a 

ma rriage declaration in the prescribed format Annexure 

IV . 

8.2 Big~mous marriage shall be treated as a disqualifi ca tion 

and t he following are not e ligible for appointment ! ~ 

9.0 

9.1 

9 . 2 

. 
a) Who has entered into or contracted a marriage with a 

person having a spouse living or ; 

b) who, having a spouse living ha s e n tered h1to or 
cont r ated a marriage wi th any per son. 

INCREMENTS 
Increment in a ti me scale of pay may be drawn as a matter 
of cou r se unless it is wit hheld . 

Increment will be drawn on ! st 
I • 

of the month i n which it 
falls due. 

9. 3 The following periods of se rvice. will 
inc re men ts: 

count for 

a) All periods of duty . 

b) Service · in another higher post . 

cl Leave of all kinds except extra ordinary leave on 
pr ivate affairs. 

d ) Extra ordinar y 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 ex c eptionally qualified and experienced 
candidates. The number of advance increments wi ll depend 
on merit in each case . 
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1. 2 The next date of increment afte r the grant of advance 

increment will · be t he no rmal date of increment. 

11.0 STAGNATION INCREMENT 

Stag nation Increment will be allowed to t he FFDC 

employees at 

c onditions as 

the same rates and subject to such 

applicable to the Central Government 

employees for the grant of such increment . 

12 . 0 DEARNESS ALLOWANCE 

Dearness Allowance will be paid to the employees at the 

same rates and pattern as sanctione_d to t h e Central Govt. 

Employees subject to epa usual terms & conditions • 

. ' J • 

13 . 0 HOUSE RENT ALLOWANCE &;COMPENSATORY(CITY) ALLOWANCE 

House Rent All~wance and Co~pe nsatory(City) Allowance to 

the employees will be paid at the· same rates & pattern 

and subject to the same condit:i,.on~ a.s · are appl icable to 

the Centrar Govt. employees based on t h e c lassificat ion 

of Cit i es as ·approved by the Cen tral Govt. 

14.0 TRAVELLING ALLOWANCE 

Travel ling Allowance on tour will be. regulated on th e 

same rates and pattern subject to the usual cond itions as 

are applicable for -grant of T.A. to the Cent ra l Gov t. 
emp] oyees . 

15 . 0 PROBATIONARY PERIOD 

15.1 An empl oyee appointed in the service, shall be placed on 

probation to assess hi s suitability for the kind of work 
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for which he has been appointed. 

15.2 A candidate selected for appointment to Group 'A', 'B' 

'C' or 'D' post shall be placed o_n probation fo ·r a period 

specified in the relevant Recruitment Rules . However, 

there will no proba~ion for ' internal ta~didate appointed 

to higher post . 
15.3 After the stipulated period ,. unles·s the re is any commun-

ication to the contrary, probati~n will be deemed to have 

been satisfactorily completed. 

15.4 Probationary period wil l not be extended · and an employee 
wh_ose performance has been assessed below expectations 

will not be retained further in service. 

15 .5 A~pointing Authority alone is competen~ to terminate the 

services of an employee .. Quring the 
·~ ·::. ' . 

probationary period . 

wherever it is considered necessa r y. 
' · ,·; r . 
; 

16.0 CHANGE OF NAME / SURNAME 
'-; ' 

16.1 The name/surname of · ~very employee. is entered in the 
service documents based on school certifica~e p ro~u ced by 

-··· 
him/her at the time . of entering ihto the setvice. 

However, there m·ay be occasions to change name or surname 

of the employees in exceptional cases f o r which the 

following procedures may be followed: 

16 .2 Addi t ion/ Deletion or chang~ in name/surname : . .. 
a) An emt1l'OY., c~e who desi TE s to adopt a new name or to 

effec t any. modification · in his/her name or surname 

may do :;o formall y by a deed' · changin8, his/'~er name. 

·b) ·: ·he change should then be . pub] i shed· i n a prorr.i nent 

local paper and 

After completion of the above formalities, the changE 

desired · by the employee wi.11 be effected in his /he1 
service records under the signature of the Corn pet ent 
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Author! ty. 

16 . 3 Addition/Change in surname of a female employee on 
marr lage/re-fuarrlage . 

a) The female employee shall give a formal intimation 

of her marriage/re-marriage .along with her reque~t 
for a change in her surname. 

b) Husband's name, surname may also be intimated. On 

receipt of the above information/documents necess a ry 

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 ~he husband of a female e~ployee . 
a) The female employee ·'sliall give an inqmation 

regarding change in mari:tal status. 

b) Request for change in he~ · surname etc. 

Necessary_ change wi 11, then be 

service records to' this effect 
Author! ty. 

effected in her 

by the Competent 

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 quart e rs 

under the 1 ~ti mat ion to the Personne 1 Depa rt ment of t he 
FFDC. ; 

17.2 No employee shall apply for outside jobs in t~e following 
cases: 
a) 

b) 

. . 

During the period of bond where the employee has to 
serve the FFDC for a specified period. 

During suspension or where disciplinar~ cas ~ is 
pending against him/her. 
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18.2 Contents of the letter of resignation 

An empl9yee who intends to resign from his post shall 

send r.es 1 gnat 1 on to t he competent author! ty in writing 

ex,rressing hi~ willingness to resign giving one month/ 
three months not ice as the case may be, immediately or 
from a specified dat e . The letter of resignation should 

be unconditional. 

18.3 Conditions under which resignation may not be accepted : 

a) . Wh e n the employee is e ngaged or detailed on work of 
importance and riannot be reliev~d immediately befo re 

making alternative arrangements. 

b) An employee is under suspension and a di sci pl 1 nary 

case is e i t her pend ing or contemplated, again s t . . 

him. The competent authbri ty may , however, . dect de 

whe t her in accept! ng :r es! gnat! on of such an employee 
there is no pecuniary l'·oss to the FFDC and that· it 

i s in the interest of the FFDC to accept . re s ignati on 
of s uch an employee. 

c) When an e mployee ha s · received traini.ng at t he 

expense of the FFDC and has executed a bond t o serve 

for a speciffed ' period , his resignation will be 

accepted only when, he discharges a 11 such 
obligations. 

18 .4 Date from which a resignation becomes effective : 

a) A resignation becomes effective from a date when J t 

b) 

I 

is communicated by the Compe tent Authority in 

writing . 

In case, 

befo re, 

Authority, 

Auh to ri ty. 

an employee withdraws hi s 

it i s communica t ed to the 

the it wi 11 be reviewed by 

re s ignat ion 

CompetE?nt 

Competent 
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18.5 Check list to be completed before actual relief ~f the 

employee : 

Befo re an e mp1 oyee I s res ignat ion is accepted and · he i s 

aciua1ly relieved of his duties, a c heck list as 

prescd bed may be comple ted to ensure that al} dues of 

the FFDC have bee n sett} ed and nothing i's ou tst and ing 

aga i ~st hi m Annexure V 

19.0 TERMINATION OF SERVICE CIRCUMSTANCES & EVENTUALITIES 

Subject to the provisions of the rules in force, the 

services of an e mployee s hal l Stand te r~inated in any of 

following ways : 

a) ·On his death 

Se r vices of an empl oy~e . s hall cease with effect f r om 

it he date of his death. Pay and All owances · ·of an 
1 

employee may be drawn in his favour inc ]ud in3 the 

day of death i rrespect i ve of the time of death. 

b) Termination as per terms & Conditions of service 

. . 
The services of an emp] oyee may be terminated by 

giving such notice pay as may be prescribed 1 n the 

ter ms & conditions of appoi n tment , In the abs e nce 

of any such specific provision, the serv i ces of an 

employee may be term in ated in the following manner: 

i) , During probationa r y period se r vices may be 

terminated wJ t hout assigning any reason and without 

any notice. 

i 1 ) Appointment of a confirmed employee may be 

t erm in ated a~ any time by g iving three months notice 

or by making payment of pay and a l 1 owa nces f or the 

notice period . 

,· • ' ' .,. 
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c) On tendering resignation 

The services of an employee sha 11 cease with effect 

from the date his resignation is accepted by the 

Appointing Authority. 
d) Retiremeht on superannuation 

The services of an employee sha ll cease on the 
afternoon of the day on which he attains the age of 
1

58 years irrespective of the fact 
1

whether a formal 

order is issued to this effec~ · or not. 

e) When declared incapacitated for services by a 

medical authority : 

An employee declared unfit 

,further service by .a. medical 

or incapacitated 

authority, sha 11 

for 

be 
discharged from the s,etvi ce from the date he is dee 1 a red 

unfit/incapacitated. 

f) Removal/Dismissal as a result of disciplinary action 

The services of. an employee shall stand terminated 

who is removed/dismissed as a measure of penalty. 

gt On abolition of post held by the employee: 

If the post held by an employee is abo li shed as a 

result of policy, economy in expenditure or due to any 

other reason, the services of an empl oyee may be 

terminated in the order of juniority. 

20.0 SERVICE RECORDS AND THEIR MAINTENANCE 
20, 1 FFDC wi l 1 maintain a service record for each of the 

regular employee be] ongi ng to Group I A', Group I R 1 
, 
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Group 'C' and Group 'D' in the prescribed fo rm . 

20. 2 The service records wi 11. be kept in the custody of an 

authority so authorised by the Director. 

20. 3 The service records shall contain the following 

entries. 

a) Every step in the Official career of the employee~ 

' like appointment, date of joining, inc rement, 

regular leave, pay fixation, etc. 
b) Period o( suspension , interruption. 

c) Reversion or reduction to lower post. 
d} Major/minor penalty imposed upon the employee. 

e) Verification of character and ante cedents. 

f) Midical fi~ness on first appoiritment indicating the 

status of the Medica l Authority who examined. 

g) LTC availed for vlsiti~g Home Town or to ahy plac e 
in India indicating tl1e . peri,od and nature of le ave , 

date of commencement df journey, pl~ce visited e t c . 

and a 1 so the nam es of the f ami 1 y members of the 

employee. 

20 . 4 The following documents s hall be placed in the service 
book of the employje: 

a) Declaration of family Members. 

b) Decl~ration of Home Town for purpose of LTC. 

c) Medical Fitness Certificate on first appointment 

d) Oath of allegiance, 

e) Declaration of marital status. 

20.5 Annual Verification of Service : 

Ser?ice verifi c at ion certif i cate sha ll be recorded 

under the signature of the Compe t ent Authority every 
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year ending 31st March in t he fo llowing form: 
''Service verified from . .. . .. ... . ...... ...... ..... . 

to .. . , • . ... •.. ... ... onthe basi s of acquittance 

ro11 s etc. 11 

20.6 At testat ion of entries in t he service book 

A11 entri es in t h e service re cord shall be made und~r 

the signature of an aut hor i sed .authority. 

20.7 Employee may also inspect their service records 

·. An em l oyee may inspect · h is ~ervice r eco rds once in a 

year for his information. 

21. LEAVE RULES 

These rules will be ap~pl.i cable t o the e mpl oyees except 

those covered under Sfanding Orders. 

21. 1 DEFINITION 

In these rul es unless there i s anything repugnant 1 n 

the subject or context, the words u sed wil l be defined 

as foll ows : 

a) "Earned Leave" means l eave e arned in respect of 

periods of service and g r an ted on fu l l pay. 

b) "Ha l f Pay Leave" means ]eave on half pay eqrned by 

the employee in respect of servLce. Thi s ca n be 

availed as ]eave on private affairs or as s i ck 

leave on medical cert i ficate. 

c) "Commuted Leave" means 1 eave granted on medical 

certificate on full pay for half the period of Hal f 

Pay l eave admissi ble, 

C 

d) ''Extraordinary 1 eave " means 1 eave sanct 1 oned under • 

special c ircumsta nces without any ] e ave sa la ry . 

e) "Pay" for purposes of these rules wt l 1 be th e • 
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amount drawn month11 -by the employee as pay which 

has been sanctioned for the post held by him. 

21.2 General Principals: 
1, Leave c~nnot be claimed as a matter of right. 

The leave sanctioning authority may refu~e or 

revoke leave of any kind. 
3. It is · not open to the sanction! ng author! ty to 

alter the ki~d of leave due and applied for. 
4. Le ave of one kind taken earlier may be converted 

into leave of a different ld-nd at a 1 ater date at 

the request of the emp) oyee and at the di SC ret ion 

of the authority who granted·-:the leave . 

5. Conversion of one kind of · 1 eave into 1 eave of a 

different kind is permissible only when applied for 

6 • 

· by the empl o·yee wh} 1 e. 1 n service and not after 
quitting service. 
Leave sane ti oni.ng i 

t · ' 
retrospectively periods 

authori.ty 
of absence 

may commute 

without · 1 eave 
into extraordinary leave~ 

7. An employee on leave should not take up any service . 
or employment elsewhere wi.thout obtaining prior 

sanction of the competent authority. 

8. ' An employee should produce ·medi ca] certificate .for 

leave on medical grounds. 
9. Leave sanction! ng author! ty may secure second 

medical opinion, if it considers necessary. 

10. An employee who is on leave on medical certificate 
wi 11 be permi.tted to return to duty on} y on 

production of a medical certificate of fitness. 

11. Overstyal of ]eave without proper sanction, will b€' 

treated as unauthorised absence. 

12. Wi 1 ful absence from duty after the expiry of J eave 

renders an employee liable to disciplinary action. 

21.3 ENTITLEMENT OF LEAVE 

The nature and · quantum of leave admi ssi bl e t o the 

employees will be as under: 
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1 ) 

ii ) 

23 . : 

EARNED LEAVE 
The entitlement of earned leave for a calender year 

wt 11 be 30 days. 
Credit w111 be afforded i.n advance at the rate of 

15 da·ys on the Ist January and Ist of Ju) y every 

year. The credit to be a ff o reded wi 11 be reduced 

by 1/10th of extraordinary )eave availed or a 

period of dies non during the previo":'s hal f year 
subject to a maximum of 15 days only. 

i 1 i) The c redit for t he half year in whi~h an employee 
is appointed wi 11 be afforded·· at t he rate of two 

and ha] f days for each completed cal ender month of 

service which he is likely to render in the half 

year in which he is appointed. 

iv) The c redit for t he half year in which an employee 

i s removed/dismiss,d from service or dies in 

service, wi 11 be afforded at the rate of t:wo and 
half days per completed ca lender month upto the end 

of the ca lander month preceding the calander mont h 

in which he is re~oved/dismissed/dies. 

v) If an empfoyee who retires/resigns/is removed/is 
dismissed/dies . in t he middle of the ca lander year, 
has taken extra Earned Leave during the half year, 

the Earned Leave c r edited to hi s account wi J J be 

reduced at the rate of 1/10th of such extraordinary 

leave and the l eave account will be regularised 

accordingly. 

vi) Any earned leave not ava il ed in any year by an 

employee s hall be added to such leave accruing to 
the empJ.oyee during the s ucceeding years. 

Vii ) Ea rned Leave will be accumulated upto 240 days . 
Vi i i ) Earned leave should be availed only after prior 

sanc tion of the competent authority and it can be 
availed upto 180 days at a time . 

...... .. 1 X) While affording c red! t of Ea rned Leave, f ract I ons 
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of a day shal1 be rotinded off to the nearest day . 

x .) Earned leave may be a~ail.ed at a t ~m e upto 240 days 

in t he case o f leave pre~arato ry to retirement. 

21,3,2 HALF PAY LEAVE/SICK LEAVE 

i) The entitl.ement of Half Pay leave/sick· leave for a 

calender y•ar will be 20 days. 

i ! ) Advance crdi t wi 1.1 be · afforded at the rate of 10 

days on half pay on the 1st of January and 1st of 

July every year. 

iii ) The credit for the half year in which an emp1 oyee 

is appointed wi 11. be on pro·- rat a basts for each 

comp 1 eted ·ca 1 ender month o( service which is 1 i ke 1 y 

to be rendered by him in the half year in which he 

is appointed. 

iv) The cre~it for half \ ye.ar in which an employee is 

due to retire/resign .. w·il 1 be afforded at ··the rate 
l 

?f 5/3 day s for ~acl\ _completed cal ender month in 

that half year upto the date of 

,retirement/resi gnat ion. · 

v) The credit for the . half year in which an employee 

is removed/dismissed from service or dies in 

service wi 1.1 be afforded at the rate o f 5/3 days 

.per comp] eted ca] ander month upto the end of the 
I 
calander month preceding the calander month in 

which he is r emoved/dismissed/dies . 

vi The half pay 1.eave to be credited every half year 

will te reduced at the rate of 1/8th of the period 

of dies non/suspension treated as dies non during 

the previous year subject to 10 days. 

vii) While affording credit of half pay leave, fraction 

of a day shall be rounded off to the nearest day. 

viii) Half pay leave not availed in any year by an ­

emp1 oyee sha11 be added to such 1 eave ace ruing to 

~he employee during the succeeding years. 



21 . 3 • 3 cnttt.JIBD l.F..AVE · 
25 

i) 

ii) 

iii) 

' 

iv) 

Half Pay leave can be converted i Tito ful 1. pay 1 eave by 

taking it as commuted leave on the basis of medical 

certificate. 

If ·the commuted leave is taken, twice the number of days 

availed will be debited in the Half Pay leave account. 

Commuted leave upto a maxi mum of 60 days can be granted 

to a female employee in continuati on of maternity leave 

without medical certifi cate. 

Commuted leave can be granted only when the 1 eave 

sanctioning authority is sati sfied t hat there ls 

reasonable prospect of the empioyee r~tuming to duty on 

its expiry. It cannot be granted as 1 eave preparatory 

to retirement. 

v) Commuted 1 eave m~y .be granted at the request of the . 

employee even when e.a rned leave i s due to him. 
I 

21. 3. 4 EX1RNlRDINt\RY I.EAVE 

1. 

j ) 

ii) 

iii) 

iv) 

Extraordinary Leave w:f thout any leave sa·J ary may be 

granted to the foll ow:f ng extent if no other Id ro of 

leave is due or when it is especially app1 i ed for: 

Upto three months on any occasion other than on grounds 

of illness. 

Upto six months on any occasion on medical certificate 

for diseases other than T.B. and Leprosy. 

Upto eighteen months on any one occasion in cases of 

treatment for T.B. and Leprosy. 

Upto one year for undergoing a special course consisting 

of higher studies or speci a 1i sed training in a 

professional or technical subject having a direct or 

cJose connection with the sphere of duties of an 

employee whi ch wi 11 be decided at the discretion of the 

Management. 
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2. The General Manager may sanction . extraordinary 1 eave J n 
excess of the above periods by three months in exceptional 

cases. 

3. The period spend on extraordinary leave wi 11 not .count for 

purposes ·of earning earned leave. It wi 11 , however, be 

reckoned, as servi.ce for calculating entitlement of half 

pay/sick leave. 

21. 3. 5 MAnRNI1Y LEAVE 

i) Matern! ty 1 eave may be granted. · to married/unmarried female 
·~ 

employees as under: 

_a) 90 days : For those fema1.e emp1 oyees ~10 have 1 ess thnn 

b) 6 weeks 

t~ surviving children. 

For mi.scarri age/abortion . Adm:i ss:i bl e twice 

during . the tenure of of se_rvi ce i nespecti ve 

of numper of children. 

ii ) In both the above cases application of 1 eave should be 

supported by a Certificate from a Registered Medic a 1 

practitioner . 

iii ) The maternity leave, shall not be . debited against the 1 eave 

account . 

iv) It may be combined w:I th any Id nd of 1 eave. 

v) It is granted on full day. 

vi) No maternity 1 eave is adm:i ssi bl e for threatened abortion. 

2 2 • CASUAL LEAVE 

i ) 1he enti t] ement of Casua] 1 eave for a ca} ender year wJl I be 

12 days. 

ii) Casual leave should not be availed wi~hout prior permission/ 
I 

sanction from the competent authority unless there are 

unfortunate circumstances 1 i ke sudden i 11 ness etc. 
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iii) Casual leave can be taken for half day also. 

iv) Casual 1 eave cannot be combined with any other 1 eave except 

v) 

Special Casual · 1 eave. 

Sundays/Hol.i days/Restricted Holidays/Weekly offs f al Jing 

during the period of Casual leave are not counted as part of 

Casuar leave. 

vi) Sundays/public holidays/Restricted Holidays/~ekly offs can be 

prefixed/suffixed to Casual leave. 

vi 1 ) Casual 1 eave can be taken on Tour, b:.Jt no dai 1 y al 1 owance· is 

admissible for the period of Casual leave. 

viii) Essentially intended for short per'iods, it should not normally 

to be granted for mor-e than 8 day~ at one ti me except under 

special circumstances. 

ix) LTC can be availed during Casual leave. 

x) Employees joining service during the middle of the year mny oo 
allowed Casual leave proportionately. 

xi) lhe unavai 1 ed portion qf the Casual leave wi 11 1 apse at the 

end of Calender year ancl sha 11 not be carried forwa·rd to . the 

next year. 

23. SPECIAL CASUAL LFAW 

Special Casual 1 eave shall be granted in the fol] owing cases to the 

extent indicated against each: 

l 

23.1 For Family Plarming 

a) Male employee 

Maxi mum of 3 working days admissible! : vasectomy operati Ofl. If he 

undergoes the said operation 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: 

~xi mum of 14 days admi ssi bl e for tubectomy /1 aproscopy. If 

she undergoes the operation for a second time due to failure 

of the first, maximum of 14 days will be admissible for the 

second time. 
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14, IKA51·ttENf OF f.t\RNFD LEAVE AT OlEDIT 

24,1 Ericashment of Earned leave at c redit will be allowed on termination 

of service subject to the ceiling mentioned be] ow: . 
PERIOD OF SERVIffi HAXIM.tt EL~ 

I 
2 years or less 

More than 2 years upto 5 years 

m9re than 5 years upto 10 year s 

More than 10 years upto 15 years 
I 

.More than 15 years upto 20 years 

t: tvbre than 20 years upto 25 years 

tvbre than 25 year s . . 

No encashment 

30 days. 

60 days 

90 days , 

160 days. 

200 days. 

240 ?ays. 

24 . 2 An empJ oyee i s permitted to encash Earned 1 eave not avai 1 ed of, 

subject to the following c?ncl1ti ons: 

a) In a year the maxitnl!m of leave encashed shall . be half the 

amount of the 1 eave at c redi t on 31st December, of t he 

previ ous year or 30 days whichever i s Jess . 

b ) Earned Leave sha 1 J. be encashed on} y once in a. year and mini mum 

period shall be 7 days. 

c) Employee wi 11 have t o ta~ , an equal amount of 1 eave whJ ch 

means that i E he enc ashes 10 days earned 1 eave, then, for 
" . another 10 days he wi 11 have to proceed on leave, so that 

total 1 eave which is to be debJ ted to his account wi I 1 be 20 

days. 

d) For payment in lieu of earned l eave, Basic Pay + Dearness 

All owance al one shall be . taken intg. account. 

e) Encash~ent ' or'. earned leave shali be allo~ec1 subject to · tht' 

availabili t y of funds. 

f) Earned Leave for the purpose of avai 1 i ng the encnshment 

benefit shall be al l owed keeping in view tlie exigencies of the 

work of the respective department of t he FF'DC. 
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Fragrance and Flavour Development Centre(FFOC), Kannauj will 

observe 10 closed Holidays p)us 2 optional holidays in a calender 
' 

! year. 

Out of 10 c) osed . holidays foll owi.ng 3 National Holidays wil 1 

compulsorily be observed 

1) Republic Day 

2) Independence Day 

3) Mahatma Gandhi's Birthday. 

The remaining 7 closed holidays and 2 optional holidays wi 11. be 

chosen on year to year basis tald ng into account the 1 oca1 

importance of the festival/occasions in consultation wJth the 

representatives of the employees. 

Whi1 e the no . of holidays wi 11 remain constant i .e., 10 pl us 2, the 

dates of holidays/events could ·vary depending upon the local 

importance and observance of such festiva)s, etc. 

1he list of closed holidays and optional hoHdays will be notified 

sufficiently in advance. 

26 . !EAVE 1RAVEL ~SION 

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. 

27 ,.h Mf:DICAL FACILITlES -

27.1 ·n1e Medical Facilities detailed below shall apply to the employees 

who are outside the scope of E.S.I. Scheme, 'Jhe following are the 

broad features of the scheme. 
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27 .2 Eligibility: 
I 

The scheme covers a 11 emp1 oyees who a re not covered under E. S. I. 

Scheme. The employee will 1 nc lude deputation! sts who opt for the 

scheme. 

27.3 Medical allowance to the employees: 
i) The FFOC wi 11 grant medical a1lowance to t he employees for out­

pati ent trea tment at 50% of one month's basic pay pl us dearness 

al lowance per annum as on 1st January of the year. 

ii ) Conditions of e ligibiJi ty 

a.) The allowance will continue to be paid duri ng extraordinary 

leave . 

b) The allowance wil l be admissible even if an employee i s under 

suspension . 

c) The employee wi 11 not be required to r ender any account of 

al) owance paid to hi m. ·. 
... ' · 

27 .4 The proportionate Medical all owance will be drawn and paid along 

with the monthl y salary ,of the employee . . 
27.5 Medical facilities to the employee ard his famiiy as in-patient on 

hospitalisation. 

1he medical facilities wil.l be admissibl e to the f amil:les of the 

employee as defined below: 

27 .6 Definition of Family 

11Fami1y" means an employee ' s: 

:I ) Spouse ; and 

ii) Parents, unmarri ed sisters, widowed sisters, widowed 

daughters, minor brothers ard children provided their income 

from all sources does not exceed Rs. 500/ per month, (Dearness 

re1:l ef sancti oned after December '85, not to be taken into 

account for the purpose of t hi s li mit of Rs. 500/ in t he case 

of dependent pensioners:) 
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Husban:1/WJ fe: . 

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

includes more than one wife and also j~icfally separated 

wife. 

Parents \.h>lly depement: 

i) . The term includes adoptive parents rut not s~ep parents. In 

the case of adoption, only the adoptive are not the real 

parents, wi 1l be eligible. 

ii) If the adoptive father has more than one wife, the first wife 

only wi 11 be eligible. 

iii.) A female employee has a choice to i nchrle either her parents 

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

. Ouldren am Step children \lh:Jlly deperdent: 

i) Children include legally~ adopted children. 

ii) If judicially separated, till. the questJon of guarandianship 

is decided, rei mb.Jrsement for child r:en may be a 11 owed either 

to the husband or th~ wife,whoever prefers the cl aim. 

When both lusbard arrl wife are employed: 

An employee's spouse employ·ed in a State Government, 1 n the 

Defence/Railway Service , Corporation/body, 1 ocal body or 

private · organisation which provides for medical cover can 

choose either the Central Government medical cover or the one 

by the employer organi.sation. 

When ~amily stays away from employee: 

The concession is admissible even if the family resides at a 

station other than the pl ace of duty but the parents should 

live either wf th the official or with the other members of 

the family. 
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. 
In case, an employee or his family member is hospitalised ~s an in 

patien,t in a Government hospital , rei.mbursement of medical expenses 

wi 11 be a11 owed as admi ssi bl e under the Medical Attendence Rules to 

the Central Government emp]oyees for the following items: 

a) ' The employment of such pathological, bacteriological, 

radiqlogical or other methods/tests as are considered 

necessary by the Medical Authod.ty. 

b) The supply of such mediclnes, vaccines, Sera or other 
' therapeutic substance not ordinarily · so available in the 

hospital and as the medical autliori ty certyi ng 1 n writing to 

be essential for the recovery · or for further prevention ·of 

serious deterioration in the condition of the employee. 

c f Such accommoclation as is ordinarily provided in the hospital 

for treatment of the State/Central Govt . employees as per 

their status. 
' 

d) Such nursing as is or~i na d 1 y provided to the patient by the 
· . . , 

hospital. 

27.8 All claims for medi cal relmbursement 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 condi tlons as applicable to the 

Central Govt . employees. 

27.9 The list of inadmissible medicines applicable to the Central Govt. 

employees will be adopted by the FFDC for its employees . 

27, 10 No reimbursement o~ any claim wi 1.1 be made to the employee for 

medical treatment secured outside IricH.a either · for self or his 

family. 

27 .11 1he pnyment of medical aJ .I owance as we 11 as rel ml::ursement of 

medical expenses as an 1n-pati ent wi1) be wl thdrawn from the date 

the employee gets covered under the Employees' State Insurance 

.Scheme, 
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27,12 AuthorJsed t1?clical Atterdants: 

l 

"Authorised Medical Attendant" means a Medical Officer, employed 

1 ocall y in a Cent ral /State Govt . Hospital . It will thu~, i oclooe 

ail. ct vil ·hospi ta) s and dJ spensari es unde r Central/State Govt . 

' 27 ,13 Hospitalisation as Indoor Patients: 

If, however, no faci lity/accommcx:lati on is ava i lable in Govt. 

Hospital or for any particula r treatment there are m facilities in 

the Govt. Hospital. and this is ce rtified by Aut hori se<l Medic a 1 . 
Attendant/concerned hospi ta), hospi,talisation for the treatment 

could be at any hospital after approval from Director but t he cost 
. . 
therein may be reim~rsed onl y to the extent admissible if t he same 

treatment is obtained from a Govt. Hospital in the city by a Govt. 

servant of equi va l ent stat'us at the discretion of the Competent 

Authority. 

'·, 

27 .14 Family members e,aployed in other organisations 

.... 

Whe re a member of the employee ' s family is in the employment of an 

organisation other than the FFOC such member or members of the 

family will not be e li gi bl e for medical benefits from FFDC. In 

r egard to dependent chil dren of an employee whose wife/husband, as 

the case may be, is al ready emp1 oyed in arother o rgani sat ion, an 

opti on has to be exercised . by the empl oyee as to Miether the 

children will u t ili se the medical facilities that mi ght be 

available from t he organi sation in which t he mother or fat her, as 

the case may be, is employed. In case an option is exercised in 

favrur of FFDC medi cal faciliti es , it shall be exerci sed fn · writing 

and counter s! gned by the organi satf on 1 n which the other spouse is 

employed. 
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27, 15 Emergent ~cal treatment in Telaxation of above medical 

fm;il 1 ties. 

In case of serious accidents or i 1 lness, an employee or c1 member 

of his . f~mily may be admitted for emergent medical treatment in 

the nearest private hospital in the absence of a Govt . or 

recognised hospital. 

The question whether it was a case of real emergency necessitating 

admission in a private hosp! tal wi 11 be decided on merit by the 

Direc tor being the controlling Author,ty. 

Medical expenses i ncurred in a private hospital will be reimbursed 

to the employee on the same pattern ard subj ect to the 

restricti ons as applicabl e to the Central Govt. empl oyees. In 

such cases, Di rector w111. have t he powers to reJ mrurse med! cal 

expenses upto ~. 5,000/ in each case ard exceeding~. 5,000/ with 

the approval of the Govern~ng Council.=.. ... 

28 . QHLOO,EN' S EIU'..ATIONAL ASSISTANCE 

Children' s E.ducati onal Assistance wil .l be provided to the 

empl oyees on the same r ates & pattern as admissible to the Centra l 

Covernment Empl oyees and subject · to t'.he general c0ndi tions 

governing the grant of 

·a) Children's &lucational Al l owance. 

b) ReimtA.Jrsement of Tuition Fees . 

c) .Hostel. Subsidy. 

· 29 • OON1RIBlTTOOY PRCJJIDENT' FUND RULFS 

Intrcxtuction : 

111e Empl oyees wi11 be covered unde r the Contd buto ry Provident 

Scheme of the Regi onal Provident Fund Cammi ss i oner of the State. 

The contributions towards CPF both from the employee ard t he 
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employer will be deposited. at the fixed rates on monthly basis by 

the Director as per the prescribed proced~re. 

It is open for the FFDC to either continue maintenance of CPF 

account .with the Regional Provident fund Commissioner of the State 

or to form a Trust to be operated by the FFOC . 

1ne rules for the formation of the Trust will be framed 1 n 

consultation with the Regf.onal Provident F\Jnd Commissioner for 

which the following guidelines will be followed: 

29.1 ,Short Title: 

· a) These rules may be ca] I ed the FFOC, Kannauj Contributory 

Provident F\Jnd Rules (hereinafter referred to as FFDC CPF). 

b) These rules shall come 1 nto force with effect from the date 
of formation of the. Trust. 

29.2 Definitions : 

In these rul es the ~rds, terms and express! ons mentioned below 

sraJl except where repugnant to the subject or context, be deemed 
I 

to have, respectively tne meanings as described against each: 

i) "FFOC" shall mean the Fragrance arrl Flavours Development 

Centre, Kannauj. 

ii) "Governing Council" shall mean the Govern! ng Council of the 

Fragrance ard Flavours Development Centre (FFDC) Karmauj. 

iii) "Fund" shall mean the Fragrance and Flavour Development 

Centre (FFDC) Kannauj Contributory Provident F\Jnd . 

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

Flavour Development Centre(FFDC) Kannauj Contributory 

Provident fund. 

v) "Trustee" shall mean the Board of Trustees of the FFOC CPF. 

vi) "Employer" sha] 1 mean the Fragrance and Flavour Development 

Centre(FFOC) Kannauj and inc luding the authorities or 

persons to whom affairs of the FFOC have been entnJsted. 

vii) "Foreign Service" shal 1 mean the service J n which an 

employee of the FFOC receives his pay and allowances with 

the sanction of the FFOC; 
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viii ) "Emo) uments or Salary" shaq mean pay or 1 eave pay and sha 1 J 

i nc} ucle : 

a) Basic pay of an employee, 

b) any ad-interim increase of basic pay 

c) any sped al pay granted in consideration of specif fc 

aclditfons to duties ard/or responsibilities. 

d ) dearness a11 owance . 

e ) any personal pay granted at t he ti me of fixation in a new 

scale or in the same scale . 

f) dearness pay. 

0011:S: ( i ) For t he purpose of calculating "Contrfb.Jti ons" and 

subscrJ pt i ons it shall be rounded off to the nearest 

whole rupee . 

(iJ) "Emoluments or 'Salary" for t he purpose of thJs rule 

shal l exclude all other all owances and pe rquisites. 

1he terms "Dnoluments" , "Sal ary" & "Pay" sha ll be 

interchangeabl e. 

x) "Subsc ript ion" shal 1 mean the subscription paid by the Mt>mber to 

the Fund . 
i) "Contrib.Jtion" shall mean the contributi on paid by the FFDC. 

xi) "Family" shall mean ard i nclude as bel ow: 

i) in the case of a ma] e member, wife, children and dependent 

parents of a member and a wi dow and chi Jdren of deceased son 

of a member , provided t ha t if a member proves that his wife 

has under the persona 1 1 aw govern! ng him or the customary 

law of the community to which the spouse belongs, ceases to 

be ent i tl eel t o ma i nt enance , she shal 1 oo 1 onger be deemed tc 

be a pa rt of a member ' s f am i 1 y for the r,urpose of thesE 

rules, unless a merriber subsequently, intimates by expres! 

' 
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notice in writing to the Trusteeship C~mmittee that she 

shal 1 continue to be so regarded, and;" 

ii ) in the case o·f a female member, husband flnd chiJ dren of a 

member, her dependent pa t·ents · and that of her husband; wi <low 

and children of deceased son. of a member ; provided that if 

a member, by notice in writing to the Trusteeshf p Commi t tee, 

expresses her desi re to exclude her husband from family, the 

husband and hi s dependent parents shaJl no longer be deemed 

to be a pa,::t of a member 's fami 1 y for the pur (X)ses of these 

rules un] ess a member subsequent } y cancels i n wri t ing any 

such notice. 

In ei ther of the above t~ cases, if t he child of · a member has been 

adopted by anoth~r person arrl i f under the persona 1 1 aw of the adopter, 

the adoption i s legally recogni sed, such a child shal 1 be considered as 

exc luded from family of a member . 

(xiii) "Chairman" shall mean the chairman of the Board ·of Trustees. 

xi ii) "Secre tary" sha11. mean the Secretary of the Board of TrusteE's . 
I 

xiv) "Rul es" sha 1.1 mean t he ·FFOC CPF. 

xv ) ''Year" sha11 mean financial year of the fFOC i .e ., from 1st April 

to 31st March of the next year. 

xvi ) ''Empl oyee" shall mean a regul ar employee of the FF'DC participating 

in FFIX: CPF. 

( xvi i ) "Accumu1 at ed Balance due to an employee" in case t he ba l ance to 

hi s /her credit or such portion thereof as may be c l ai mable by hi m 

under the ruJ es of the Fund on t he day he or she ceases to be an 

employee of the FFDC . 

xvi l i) "Exempted Empl oyee" "Exempted Contributi on" and "Exempted 

Inte rest" etc . sha1l be const r:ucted same. as defined under the 
I 

Employees' Provident Fund Act 1952 as amendment from t i me to tJrne . 
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29.3 Constitution of the Fund 

a ) A fund designated as "Fragtance and Flavour 

Development Centre(FFDC), Kannauj Contributory 

Provident Fund" shall be created from the date of 

these rules coming into force to provide · to the 

employees provident fund facilities as herei11after 

prescribed . 

b) The fund shall be maintained in Indian currency in 

India and shall consists of the following: 

i) Subscription of members · 

ii) Contribution by the FFDC. 

iii) Balance transferred from any other Provident 

Fund when such transfers are permitted under 

the rules. 

iv) Interest/dividends and profits which may 

accrue on inv'estment/deposits. 

v) Sums appropriated or forfeited to the · funp 

under the rules. 

vi) Any other· receipts under the rules. 

Note:In case of foreign service, contribution made 

by such foreign employer sha 1 1 a·t so be 

included Jn · the fund. 

29.4 Membership: 

a) Every employee who is in regular employment of the 

FFDC and who has completed one year's continuous 

service shal 1 compul sari 1 y become member of the 

Fund from the beginning of the month fol\ owl ng 

that in which he completes on year's continuous 

service . 
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b) The following categories of employees shall not be 

entitied to become members of FFDC CPF: 

1) Deputationists . from Central/State Govts. 
ii) Employees keeping lien in other departments. 
iii) Part time and casual employees. 

c) A deputationist from Govt. Department or an 

employee keeping his lien in his parent department 

who i.s subsequent] y absorbed in the service of 

FFDC sha 11 become a mein ber ·of :the Fund from the 

date of such absorption. 

d) Similarly, an emplqyee leaving the FFDC's service 
and joining other ·services, where 1 n a recognised 

Provident Fund ex.is ts, wil 1 have option to 
transfer his subscriptions alongwith the FFDC's 

contributions to that Provident Fund, provided 

that both the funds are recognised under the 

Income Tax Act, 1961. 

e) The reemployed officers shall not be e1iglb1e to 

become members of the Fund during the per I od of 

leave preparatory to retirement, refused leave 

running concurrently with the period of 
reemployment. 

29.5 Every member shall. give a declaration, in the prescribed 

form Annexure VI that he accepts these rules including 

the ame nd ments which may be made from time to time and 

that if any dispute arises the decision of the Boa rd of 

Trustees s hall be final and binding on him . 
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29.6 Nomination 

i) Every member shal 1, as soon as poss Ible after 
joining the Fund se nd a nomination confer ring one 
or more persons the right to receive the ·. amount 

that may stand to his c r edit in t he fund, J n the 
event of his death befo re that amount has become 

payable or having become pay a~J e or has not been 

paid. The nomination shall be in the Form 

appended to these Rules as Appendix 'B' and the 
nom inati on s hould be sent to the Board of Trustees 
for reg i strat i on in the Books of the Fund. A 
member may, in his ·nom in'atfon, distribute the 

amo~nt that may stand to hi s credit in the Fund, 

amongst hi s nominee a t hfs · own d iscretion : 

Provident that if at the time of making the 

nomination the member has f am il y, the nomi nat i on 

shal 1 not be in favour of any person or persons 
ot he r than t he members of hi s family. 

ii) If a member nomi nate s more than one person under 

sub rul e ( i) above, he sha1 I speci f y in the 

nominati on the amount of share payable to eac h of 
t he nominee in suc h manner as to cover the who l e 

of t he amount t hat may. stand to hi s credit Jn the 

Fund at any time. 

iii) A member may at any time cance l a nomination by 

send ing a notice in writing to t he Trustees 

pr ovided that t he member sha ll, alongwith such 

noti ce send a fresh nominati on mad e in accordance 
with the provisions of t he Ru l es. 

j V) A member may provide in a nomina ti on: 

a) In respect of any specified nominee, tha t in 

the event of his predeceasing t he member t he 
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right conferred upon the nominee shall pass to 

such other person or persons as may be 

specified in the nomination ; and 

b) the nomination shall become invalid in the 
event of the happening of the contingency 
specified therein ; pro~i ded that if at the 
ti me of rnaki ng the nomination the member has 

no family, he sha11 provide in the nomination 

that if shall become invalid in the event of 

his subsequently acquiring a family. 

v) Immediately on the death bf a nom~nee in respect 

of whom no special provfsion has be~n made in the 

nominat'ion under clause (a) of sub rule (iv) or on 

occu rence of any event . by reasons of wh 1 ch the 
nomination becomes invalid in pursuance of Clause 
(b) of sub rule (iv) or the provison thereto, the 

member shal 1 send to the Trustees a notice in 

writing cancelling the nomination together with a 

fresh nomination made in accordance with the 
provi~ions of tne Rules. 

vi) Every nomination made and every notice of 

cancellation given by a member shall to the extent 
it is valid, take effect on the ·.date on which it 
is received by the Board of Trustees. 

29.7 Subscription 

j) Every member shal 1 subscribe month] y to the fund 

when on duty , on leave with pay or on foreign 
service. 

j j ) No subscription shall be payable by a member 

during the period of suspension or leave wJt-hout 
pay, Provided l;hat a member on being honon1bly 

acquitted and reinstated in service after 

suspension shall be allowed the option to pay in 

I, 
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Jumpsum or in instalments the amount of arrears of 

contribution due for that ,period. 

iii ) The amount of subscription sha 11 be fixed by. the 

subscriber himself, subject to the following 

conditions: 

a) Subscription will not be less than 10% of Member's 

salary. The monthly subscript ion wi 11 be rounded 

off to the nearest whole rupee. 

b) The amount of subscript i'on can be changed on 1 y 

from the beginning of the year, for which a 

written intimation should be sent to the Secretary 

two weeks before the sfart of the financial year . 

c) Recovery of subscript ion and of the pr :Inc J pa 1 and 

i nt.erest on advances granted from the fund sha 11 

be made from the salary i·tsel f. 

iv) In case where no contribution has been deducted 

from the salary of a member or where deduc tions 

have been made either in excess of or short of 

correct contribution, due to accidental mistake, 

clerical errors or false declaration made by an 

employee at the ti me of joining the FFDC, such 

deduction or adjustment of deduction may be made 

by the FFDC from any subsequent salary o f the 

employee concerned. 

v) The ~mount of subscription shall b~ rounded off to 

the nearest rupee . 

29,8 Contribution 

i l The FFDC sha1 l at the close of each month make 

contribution to the account of each subscriber of 
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an amount equa] to the contriJ:n,ition made by the 
subscriber during the said month provided that in 

no case the contribution of FFDC shall exceed 10% 

of the salary paid during that month, p,:ovided 

that if a subscriber quits the senrice 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, 

ii) The FFDC shal 1 make over al 1 such amount's 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. 

29 . 9 Memb~rs accounts 

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

i) Member's subscription 

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

iv) Advances, loans, withdrawals, recov~r i es, etc. 

19 . 10 Inves.tment 

i ) Al 1 moneys credited to the fund ( whether by the 

employer or by the employees) or accruing by way 

of interest or otherwise to the fund sha I 1 be 

whol l y invested in securities or saving schemes of 

the nature specified in sub rule (ii) of this rule 

' 



.. 

~ 

• 

Provided that the Tru s t ees s ha ~ l be enti tl ecJ to 
keep s ome amount i n cur re n t ac~ount i n any of the 

national i sed banks or in po s t o ffice s av ing 

account or in cash f or me eting curre nt de ma~d f r om 
. 

the fund . The am oun ts to be kept in t he bank, 
post o ffi ce or in Cas h s ha 1 J be decided by the 

Tr ustees. 

ii ) Inves t ! bl e a mounts o f the Fund re fe rred to in s ub 

rule (i) shal l be inves t ed in t he f o ll owing mann e r 

a) I n Central Govt. Securiti es Not Jes s than 45% 

b ) In S ta t e Govt . Sec u r i ti es . Not 1 e s s t han 5 % 

c) In securi ties gua r ant eed by Not l ess than 20% 

the Centra l or any St a te Govt . 
d) In 7 years Nationa l Sav ing Not mo r e t han 30% 

Ce rtifi cates ( I I i ssu e and 
III is sue) o r in any pos t 

off i ce savi ng ba nk a~coun t. 

e) I n s pec i al De pos it Schemes. Not mo r e than 20% 

iii) a) The Board of Trust ees shall . dec la re the rate 

at wh i ch i nte re s t s hall be pay ab l e on the 
amount at c r edit of me mbe r s during eac h 

fin a nc i a l year aft e r h aving t h e aud i ted repo r t 

of t he fund for t he res pective year. 

b ) Af te r t he c l ose of ea c h f inanc i al yea r the 

account of eac h me mbe r s ha 11 be c r edited wi t h 

in te re st with e ff ect from the las t day in eac h 

yea r in t he f o ll owing mann er: 

j ) On t he amount at the credi t o f a 
subsc ri ber on th e 1 as t d ay of t he 
preced i ng year, 1 e ss any sums withd rawn 
duri ng the curren t yea r J nterest fo r 
twelve mon ths ; 

i i) On sums wi t hdr awn duri ng t he cu rren t 

year i nterest f r om th e beg inni ng o f the 

' 
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current year upto the 1 ast day of the 

month proceeding the month withdrawal 

-
iii) On al] sums credited to the subscriber's 

account aft~r the Jast day Qf the 

preceding year interest from the date 

of depo~it upto the end of the current 

year 

Provided that when the amount standing at the 

credit of a subscriber has become payable, 

f nterest shall thereupon be credited under this 

sub ru] e j n respect on) y of the p~ri od from the 

beginning of the current year or from the d~te 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 of any financial 

year interest oue shall be calculated upto the 

date of such termination. 

Management 

1.) The fund shall vest and shall remain vested from 

ti me of inception of the Fund in the Boa rd of 

Trustees. 

2) The Board of trustees shall consists of : 

i ) The Di rector of the FFDC who sha 1 J be the 

Chairman of the Board of Tru~tees. 

ii) One member of the Govern! ng Counci 1 to be 

nominated by the Chairman of the Govern! ng 

Council of the FFDC. 

iii) One representat.ive of 

hundred members or a 
the Member for every 

part thereof to be 

' 
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29 .1 2a) 

i V) 

v) 

elected by the Members. 

The Secretary or Administrative Officer of 

the FFDC who sha 1 l be the Secretary of the 

Board of Trustees. · 

The Accounts Officer of the FFDC who shall be 

t he Treasurer of the Fund . 

In case any subject is put ~o vote in any meeting 
of the Board of Trustees and there is a tie, the 
Ch~irman sha]J exercise a casting vote in addition 

to hi s own vote as ~ember of the Board of Trustees 

Members other than the ·ex-officio members of the 

Board of Trustees sha)J hold office for a period 

of 3 years. 

b) Any Trustees elected by the members sha11 CE'ase to 
be a Trustee if he ceases to be a member durl ng 

the tenure of his office. 

c) Any Trustee e]e~ted or nominated shall cease to be 

a Trustees if he .fai 1 s to attend six consecutive 

meetings of the Board. 

d) Any casual vacancy in the Board shall be fiJ1ed up 

i n the same man n e r · i n wh i ch the sea t was · 

origina 11 y filled up and a m'ember who thus fills 

the vacancy will hold office for the remaining 

period of the term of office of the trust ees in 
whose place he is appointed. 

29. 13a) 

b) 

The Board of Trustee s shall meet at lea s t once in 

two months. 

For an ordinary meeting seven days' notic e and for 

an emergency meeting 24 hours' no tice wl I I be 
necessary. 
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c) In the absence of the ChaJrman in any meet1ng, the 

d) 

Trustees present shall elect one amongst 

themselves to act as Chairman of the meeting . 

3 m~mbers shall ordinarily form the quorum ·but if 

any fueeting fails for want of quorum such meeting 

shall be adjourned to a future date . In such an 

adjourned meeting no quorum will be necessary. 

e) The work of the Board of Trustees sha l 1 not be 
invalidated by reason of there having been nny 
vacanci in the Board at the time when any decision 
was taken by the Board. 

29.14a) 

b) 

The Secretary shall be responsible fo r the 
maintenance of the Fund and accounts of the ffDC 

CPF in proper manner to have them audited after 

the close of each financial year and shall carry 

out al 1 other normal admi ni strati ve, ff nanci al ·and 

secretarial work in relation to the fund under the . 
general guidance, supervision and direction of the . 
Board of Trustees. 

In particular and 

generations of the 

sha 11 : 

without prejudice t o the 

above clause, the Secretry 

2 ) 

1) Maintain proper accounts i i:i respect of the 

fund and in respect of each member Jn forms to 

be prescribed by the Board of Trustees ; 

Maintain accou~ts showing the actual cash 

transaction of the fund from day to day, for 

each day on which any transaction takes pince , 
alongwith properly maintained file of 

' 
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a) to pay expense s incurred in connect ion wi t h t he 
illness of the member or a mem6er of hi s fami l y : 

b) meeting the cost o f higher education, inc luding 

where necessa ry, t he travel Ii ng expenses o f any 

chi1d of the member actua ll y dependent on him in 

the following cases, namely ; 
i) educati on outside India for academ i c, 

technical, professiona l or vocational courses 

beyond the High School stage , and 

ii) any medical , engineering or othe 1· technical or 

s pecialised course in I ndia bey ond the High 

School s ta ge , pro~ided that the course of 

study i s f o r not Jess t han thr ee years : 

c) to pay for the cost of pa ssage of a member or any 

member of is family to a place out o f India 

d) to pay expenses in connection wi t h marriages , 

func tions or ceremonies, whi c h by the religion of 

the member is inc umbe nt upon him to perform , 

e) to meet the expenditure on building a hous e or a 

flat or pu rchasing a s i te or a house and a s ite 

provided that the mem ber furnis he s an undertaking 

to t he Trustees and to encumber or alienat e suc h 
house or s ite o r house and site as the c ase may be : 

f) to r epay a 1 oan from Government or the Life 

g) 

Insur ance Co rpor at i on of India taken for 

construction o r purchase of a hou se o r a site for 

house or a f1 at prov ided th at the Member 

furni she s an Undertaking not t o encumber or 
a lienate such house or s ite or house and si te o r 

flat as t he case may be 

to pay p remia on policies of insurance on the life 

of t he member or hi s wif e provided t hat the po li c y 

is assigned to the t rustees of t he fund or at 
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their discretion deposited with them and that the 

receipts granted by the insuran~e company for the 
premi a are from ti me to ti me handed over to the 

trustees f or inspection by the Income Tax Officer; 

to meet the cost of 1 ega l proceedings instituted 

by the member vindicating his position in regard 

to any al 1 egati on made aga inst him in respect of 

any act done or purporting to be done by him 1n 

t he discharge of his duties when he is prosecuted 
by the empl oyer in any court of l aw in respect of 
any official mis conduct on hi s part provided 
that the adv a nee under this c 1 a use not be 
admissible t o an employee who institute s legal 

proceedings in any court of Jaw either Jn respect 

of any matter unconnec ted· with hi s offi c ial duty 

or against the empl ayer 1 n respect of any 

condition of servi ce or penalty imposed on him. 

For the purposes of sub rule (1), 'family' means 

any of t he foll owing persons who are who ll y 

dependent on the member, namely the member's 

wife/husband, legitimate children, step children, 

parents, unmarried sisters and minor brothers. 

2 ) The withdrawa l in connec tion with expenses on . marriages 

as specif i ed in clause (d) .of sub rule (1) shall not 

e xceed six month's pay or the total of the accumulation 

of exemp ted contr ibutions and exempted interest lying to 

t he credit of t he member, whichever is l es s. 

3) The wit hd rawa l for the purpose specif i ed In c lause ( e) 
and ( f) of sub rule ( 1) of rule 15 shal 1 be s ubject to 

the fo llowing conditions : 

1 ) The amount of withdrawal shal l not exceed one hnlf 

of the amount standing to the member ' s c redit b r 

the ac tua l cost of the house and/or of s ite; 
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whichever is Jess 
i J) the member shou] d have comp] eted twenty years of 

service or is due to retire within the next ten 

years; 

iii) the ·construction of the house should be conimenced 

within six months of the · withdrawal and should be 

completed within one y.ear from the date of the 

commencement of the constructidn; 

iv) if the withdrawal is made for the purchase of 

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

should be made within six m?nths .of the withdr awal : 

v) if the withdrawal is made·. for the repayment of 

loan previously raised for the purpose of 

construction or purchase of a house, the repayment 

of the loan should be made within three months of 

the withdrawals : 

vi) where the withdrawal is for the construction of 

house, it sha 11 be perm! t ted in two or mo re equal 

instalments (not exceeding four) a Inter 

instalment bein, permitted only aft~r verification 

by the trustees about the actual uti 1 i sat ion of 

the earlier withdrawal 

vii) the withdrawal shal 1 be permitted only if the 

house and/or site is free .from encumberanc es and 

no withdrawal shal 1 be permitted for · purchasing a 

sha~e in a joint property or building or house or 

land whose ownership is divided. 

viii) if the amount withdrawn exceeds the actual cost of 

the purchase or construction of the house and/or 

site, or if the amount is not uti 1 i sed for the 

purpose for which it is withdrawn, the excess or 

the who] e amount, as the case may be, s ha 11 be 

refunded to the trustees forthwith in ?ne lump s um 

together with interest from the mon t h o f s uc h 

withdrawal at the rate prescribed in the s ub r ule 

(8) of Rule 15. The amount refunded shall be 
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4) 

Sl 

c redited to the member's account in the Provident 

Fund. 
ix) Trustees at their discretion may ask the member to 

assign the house or flat or site or hous e and site 
to the Trustees before an advance is sanctioned . 

The withd~awal for t he purpose specified in c]ause(g) of 
sub rule ( 1) of Rule 15 shal 1 not exceed three months' 

pay or Rs, 500/- whichever is more, but shal l in no case 
exceed half the amount to the credi t of the member. 

5) The wt thdrawal for any other purpose referred to 1 n sub 

rule ( 1) of Rule 15 s ha 11 not .exceed three months' pay 

or the total of the accumul at ion of exempted 

subscription and exempted in te re st t hereon under the 

' 'Income Tax Rules to t he credit of t he member, whichever 
is le ss . 

6) Second Withdrawal 

7) 

a) Save as in clauses (e), (f) and (g) of sub - rule 

( 1) a second withdrawal. shal 1 

until the sum first wit hdrawal 

r epaid 

not be perm! tted 

has been fully 

b) a withdrawal may be permitted for the purposes 
spec i f i ed i n c 1 au s e ( e ) , ( f ) & ( g) of sub r u 1 e < 1 ) 

of Rule 15 notwithstanding that the sum wit hdr awn 

for any other purposes has not been repaid. 

a ) Advance taken under clauses ( e) ' ( f ) & ( g) of sub 
rule ( 1 ) of Rul e 15 · shal l not be repaid and no 
interest charged thereon unless the member 
specifica lly asks for i t. Such advances unl ess 
repa id shall be adjusted when Provident fund 
Account of the members is c l osed . 
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bl Advance taken under clause (b) (if) and for the 

purpose of marriage under c]ause (d ) of sub-rule 

( 1) of Rule 15 shal 1 be repaid f n not mor e than 

forty eight equa] monthlj instalments, 

C) Al 1 other advances shal 1 be repaid in not more 

than twenty four equal ~onthly instalments . 

d) In case of advance for the purpose· of payme nt of 
premia on poli c ies like Life Insurance under 

clause (g) of sub rule (1) of Rule 15 if the 

policy matures before the member quits the service 

or ff on Joint 1 i ves of a member and hi s wl f e 

assigned under this Rule falls due for payment by 
reas on of the death of the wife, the t1·ustees 

sha11 realise the amount a]ongwith acc rued bonuses 

from the Life Insurance Corporation and after 

deducting the advance alongwith interests thereon 

shall pay the balance amount to the Member and ask 

the member to ·refund to the fund the amount of 
advance alongwith interests. 

8 ) I n t e re s t on advances t a ke n sh a 1 1 · be pa I d I n the 

following manner: 

1 ) 

1 i ) 

i i I ) 

Where the amount i S r epa id 

in not more than 12 monthly 

instalments. 

Where the amount is repaid 

in more than 12 but not 

more than 24 monthly 

instalments . 

Where the amount is repaid 

in more than 24 monthly 

instalments but not more 

than 36 monthly instalments. 

One additional instalment 

of 4% on the amount 

withdrawn. 

Two additional instalment s 

of 4% on the amount 

withdrawn. 

Three additional ins l' al 

ments of 4% on the amount 

withdrawn. 
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J 

Iv) Where the amount ls repaid 

in more than 36 monthly 
Four addJ ti onal J nsta] ment 

of 4% on . the amo~nt 

v) 

Instalments but not more withdrawn . 

thah 4S month)y Instalments . 
Where the amount is 
refunded under clause(viii) 
of sub ru)e (3) of Rule 12 

of PF Rules. 

4% of the amount which is 
r·efundabl e. 

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 
r:ite, which is payable for the time being on the balance in 
the f~nd at the credit of the member. 

29.16 · Final Withdrawal 

· 1) a) If member dies, the amount standing to his 

credit in the Fund, incluqing interest t.Jpto 
d a t e , sh a 1 1 be corn e pay ab 1 e t o h 1 s no m J nee_ ( s ) 

or su~cessor(s), subject to any deduc tion 
authorised under these rules. 

b) Payment under sub-rule (a) to the nominee(s) 

shal 1 be made within one month. In the case 
of death of member, who has no subs I sting 
nomination, the Gommi ttee sha] 1 pay the 

amount to the heir(s) of the deceased member 

on production of a succession certificate . 

2) On inember' s 1 eavi ng the service , pityment wi 11 be 

made to the subscriber himself at the c lose of the 

month in which the event occurs in accordance with 
the fol)owing rules: 
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If a subscriber leaves the service before 

comp) eti ng two yea rs of his· membership of the 

fund, he shall not be entitled to any part of the 

contributions made by the FFDC and interest 

acorued thereon ; 

b) If a member leaves t he service after completing 

two years but · less than five years of membership 

of the fund he shall be entitled to 50% of the 

contributions made by the FFDC and the interest 

accrued thereon ; 

C) If a subscriber leaves the service after 

completing five years of membership of the fund, 

he shall be entitled to .the whole amount inc luding 

the cont ributi on made by the FFDC and the interest 

accrued thereon 

d) If the services of a member are dispensed wJth 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 Jnterest 

accrued the~eon irrespective of the period of hi s 

membership j 

e) If a subscriber while in the service of the FFDC 

is declared to be unfit for further service at any 

ti me by a competent medical author! ty accept ab) e 

to the FFDC, h e shal 1 be entitled to full amount 

at his credit, together with FFDC's contributions 

in full and interest acc rued thereon. 

The accumulated ba] ance due and becornJ ng payable to a 

member participating Jn the FFDC err, s hnll be excludl'cl 

from the computation of hi.s/her total income(!) if 

he/ she has rendered continuous service within the fFDC 

for a period of five years or more or (ii) if, though 
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4) 

he/she has not rendered st,tch continuous services, the 

services have been terminated due to member's ill 

health or by discontinuance of the functions of the 

FFDC or any other cause beyond the control of the 

member concerned. 

a ) 
~ 

Whefe, however, the accumulated balance du~ to an 
employee participating in the FFDC CPF is included 
in his/her total income owing to the above 

provision, not being a pr Ji cable, the, 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 i,ncome for each of the 

years concerned if the · fund had not been n 

recognised provident fund and the amount by which 
such total exceeds the total of al 1 sums paid by 

or on behalf of such members by way of tax for 

such years shall be payabl~ by the member in 

addition to any other tax for which he may be 
1 i ab] e for the previous year 

accumulated baJance due to him/her 
in which the 

become payable, 

b) The accumulated balance due to member sha 11 be 

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

5) Save as provi <led in this Rule or in accord a nee wt th 
such conditions and restric~io~s as the Trustee may, by 

rules, specify, no portion of the balance to the credit 

of a member sha 11 be pay~bl e to him. 

6) Any benefit arising to any member from the lapsed 

balance wi11 be subject to Tax as per Provisions of the 
Income Tax Act, 1961 . 
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29.17 Deductfons: 

· It sha] 1 be open to the trustees to deduct the who] e 

or portion of the contribution made by t he F~DC with 

interest accrued thereon if a member has been dismissed 

from the service on account of misconduct. 

29.18 Annual Statement of Account: 

i) As · soon as possi b] e after c ) osi ng of each 

financial year, the Secr_etary shaJJ send to each 

member, a statement of l}fs account in tht~ Fund, 

showing (a) Opening ba]a~ce as .on the first clay of 

the financial year (b) amounts cred ited and 

debited during the fina ncial year, ( c) amount of 

interest cred ited on the last day of t he financial 

year and the closing balance as on that date. 

ii) Members should satisfy themselves as to the 

correctness oi the annual statement, and errors 

shout d be brought to the notice of the Secretary 

within three . months from the date of receipt of 

the statement. If no intimation is rece :I ved as 

aforesaid the statement shal I be deemed as correct 

and no subsequent objection sha 11 be entertained 

except at the absolute discretion of the trustees. 

29,19 Amendments to Rules 

No amendments to these Rules sha.11 be made without the 

previous approval of the Govern ing Cou ncJ I of the FFDC, 

where there is 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 wl 11 

be void and the Governing Counci 1, if so requl red by 

the Commissioner of Inco'ftle Tax, s hou] d remove the 

repugnant rule. 

29.20 Protection against attachment 
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i ) 

J i ) 

J \I • 

The amount standing at t he credit of any member in 

the fund shall not in any way · be capable of being 

assigned or cha r ged and shall not be liabl e to 

attachment under any liability or order of any 
co~ r t in respect of any debt or liabili ty Jncu rred 
by the member and neither the official ass i gnee 
appointed under the Presi dency · Towns lnso l vency 

Act, 1909 ) XXX of 1909) nor any re ce i ver appointed 

under the Provincial Insolvency Act, 1920 (V of 
i 

1920 ) shall entitled t o , or have any c laim on any 

s uc h amount 
Any amount standing to the ·c redit o f a member Jn 
the Fund at t he time of his ·death a nd payable t o 
his nominee(s) under these ruJ'e s s h a l 1, subject to 

any deduc ti ons autho ris ed by these rul es vests j 11 

the nom inee(s) and s hall be free from any debt or 

other li ab il ity incu rred by the deceased or the 

nomJnee( s) before the dea th of the member. Befo r e 
paying the accumul ated bal a nce Jn the case of 

deceased member the Trustees will ascertain that 

Es tate Duty due h as been paid or satisfactory 

a rrangements f or i ts payments hav e been made or 

that no Estate Duty is paya ble. 

29 . 21 Accounts: 

The accounts of the Fund sha 11 be · ma J nt a i ned by the 

Sec retary . 

i) An Account in the name of "FRAGRANCE AND FLAVOUR 

DEVELOPMENT CENTRE CONTRIBUTORY PROVIDl::NT FUND" 
s ha 11 be maintained at a Po s t Office and/or a 
State Ba nk of India's Br anc h , approved by the 
Tru stees and a 11 sum s rec e ived on be h a l f of the 
Fund s ha 1 1 be credited to this account. 
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ii ) The Sav ings Bank accoun t s h a ll be operated upon by 

the Chair ma n and Secretary of t h e Trustee 

Co mmittee jointly. Th e Chairm an shal l have power 

to .authori se any member of the Comm i ttee to 

operate the a ccount on behal f of him se lf o r/ and 

the Sec re tary in the absence of hims e lf or both of 

them. 

29.22 Audit : 

The Accounts o f the Fund s h a11 , as soon as pr act i cab le 

after the c los e o f th e each financial year, be aud i ted 

by the Audi tors of the FFDC and the Audi tors fees and 

a 11 expe nses on account of audi t s h a 11 be c harged to 

the FFDC CPF. . 

29 .1,3 Expenses: 

All expenses incu rred by t he Trustees ln connection 

wi th the ma nagement· of t he Fund, sha 11 be a charge on 

the FFDC CPF. 

29.24 Fin~l Dec isions: 

A] 1 cases which may hereafter aris e .and which may not 

be fully provi ded for in those rule s shaJ 1 be subml tted . 

to the Trustee(s) and i ts decision shall be fina l . Any 

diff erences of opin i on a ri sing bet~een t he Trustees and 

the member or membe r s of the Fund sha 11 be decided by 

the Gove rning Counc il , whose decision in a ll matter of 

di spu te will be final and l ega ll y bindi ng on the 

member(s) and th e Tr ustees. Trustees arbitrator's 

decision involving an interp r etat i on of the Provisions 

of the (ncome Tax Ac t, 1961, and the rules made 

thereunde r must be communicated to the Commiss ioner of 

Income Tax. 
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29,25 Indemnity: 

The FFDC or the Trustees sha1 l not be responsible for 

. any loss sustained by the fun'd from any i nve~tments 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 1 asses shal 1 be 

deemed to be 1 osses to the fund and sha JI be bo rne by 
I 

the respective members in proportion to and in relation 

to th~ amount at their credit. 

29.26 Closer of the Fund : 

The Fund may be c 1 osed with consent of a 11 those who 

are members cif the Fund at that time. In the event of 

c'losing and winding . up of the Fund the Trustees shall 

realise the assets at their disposal and shall, after 

liquidating all liabilities to the fund, pay to the 

member all accumu) ated balances due to them in ful 1 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 1 evi able in accordance with the 

provisions of the Income Tax Act, 1961. 

30 GROUP INSURANCE SCHEME 

.30.1 Genera] 

Fragrance and Flavour Development Centre(FFDC) Knnnnuj 

may help to arrange Group Insurance f or its employees 

through any Insurance Agency to provide them Jnsurc1nc(> 

protection at as little cost as possible and at the 
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same time enable t hem to save mo re for post retirement 

needs. F'FDC s ha]] however have no financial 11abflft y 

in the matter. 

30 .2 Short · title and commencement 

a ) The scheme sh a 11 be ca 11 ed the Fragrance 

Developmen t Cent r e(FFDC) Kannauj 

Contributory Gr o~p Insurance Sch eme , or 

Scheme, 

and F lavou r 

Emp1·oyees' 

in short 

b) The scheme will. come into force wit h effeot from t he 

date it i s approved by the Govern! ng Counc i 1 and wl 11 
' 

be finali sed in consultation with the L1 fe In s ur ance 

Co rpor ati on of India, 

30.3 Definition: 

In thi s scheme, unless there is anything repugnnnt to 

t h e s~bject or context : 

a) "The schem e " s hall mean the same as 2(a ) above, 

b ) "The Corporation" shal 1 mean the L1 fe Insurance 

Co rporation of lndi & established und e r Sect i on 3 of the 

Life Insurance Corporat ion Act, 1956. 
c) " 'rhe member" shal 1 mean a n employee of t he Fragrance 

and Flavour Deve l opment Ce ntr e( FFDC) Kannauj, who has 

been adm i tted to t he membership of t he s cheme. 

d) "Entry date" shall mean in rel at ion to a member 

admitted to the scheme on t he effect i ve date and (b) fn 

r e 1 at f on to new member t o be admf t ted to the scheme, 

s hall be only on the annual renewal date. 

el " Nom i nee" shal I mean the person or persons who h as/ h ave 

been nominated by the member as beneficiary. 

30.4 FFOC t'o r e present on behalf of Membe rs 

The FFDC wi J 1 act for and on beha 1 f of the membe r s f n 

a ll matters r e la ting to the scheme a nd every ac t done 

by agreement made with and notice give n to t he 
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Corpo ra tion by the FFDC shall be binding on the 

members. 

30.S Eligibility: 
a) Every e~ployee sha ll join the scheme. 
b) It will be a condition of service for a future employee 

that he shal 1. become a member of the scheme on the 

r e levant date. 
c) The future entrants in the service sh al l join the 

scheme on the renewal dat~. ' 
d) No member shall withdraw his membership from the scheme 

so long as he satisfies the conditions of eligibility. 

e) The following categories of empl.oyees will not be 

eligibl e to join the scheme. 
1) Persons on deputation to the FFDC. 

2) Persons on re-empl oyment with the FFDC after 

superannuation. 
3) Tra inees and Apprentices with or wi t hout stipend. 

30.6 Evidence of age 

The FFDC shal 1 arrange for submission of evidence of 
age in respect of each member at the time of entry ln~o 

the scheme. 

30.7 Evidence of Health 

An employee wi 11 be admitted into · the scheme wf thout 

any medical examination provided he is not absent on 

grounds of sickness on the entry date . 

30.8 Entry date for a new emloyee 

A new em l oyee wi l 1 be admitted into the scheme only on 

the annual renewal date. 
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30,9 Contribution and Assurance Benefits 

The employees are grouped into four categories based on 

~ their designation, seal es of pay & Assurance Benefits 

will be available as follows: 

' ... 

I 

II 

I II 

IV 

I. 

1 I. 

I II 

Costs and benefits : 

Employees wi 11 contribute towards Group Insurance at 

the rates indicated against each category and the same 
will be deducted on monthly basis from their sa lary 

bi l] s: 

(Group having membership more than 100 members) 

Sum assured 

1,20,000 

90,000 

60,000 

30,000 

Monthly Description of Insurable 

Cont ribution Members/Class/Category 

120 

90 

60 

30 

Principal .Director/ 
Director/Dy. Director/ 

Asstt. Director 

Asstt, Director/Extension 

Officers/Accounts Officer 

Scientific Assistants/ 
Instructors & other 

office staff. 

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 

40,000 40 

Asstt. 
Directors/Extension 
Officers/Accounts Offlcer 

ScientlfJc Asslstnnts/ 
Instructors & other 
office staff. 

IV 20,000 20 Sub staff/Peons/Drlvers. 
JO.to As and when the membership wil I exceed SO, hlnher 

insurance cover will be allowed hy Inc reasing in the 
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insurance premiu m as indicated above. 

30.11 Benefits on death prior to normal retirement date 

On the death of the member whi]e i ,n service prior to 
norm a] retirement date, the sum assured under the 
scheme J n force shal 1 become payable to the f'FDC for 
the ben~fit of the nominee . 

30.12 Termination of Assurance 

~he Assurance on the life of~ member shal] immedJateJy 

terminated upon the happening of any of the following 
events 

a) .On retiremen t on the normal retirement date i. e., 
superannuation . 

b) On cessation in the serv ice , 

30,13 Restraint on anticipation or encumberance 

The benefits assured under the scheme are strictly 

personal and cannot be assigned charged or alienated in 
any way. 

30.14 Master Policy 

The Cor poration . wiJ l 

incorporating all the 
scheme 

30.15 Jurisdiction 

. issue a single Master PolJcy 

Assurance effected under the 

Al 1 Assurance issued under the scheme shal I be subject 

to the Provisions of the Insurance Act, 1938, ns 

amended, the Life Insurance Corporation Ac t, 1956, the 
Income Tax Act, 1961 
subsequently introduced. 

and to any Jeg i s l ntlon 
All benefits under the sc heme 
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arJsing on the death of any member shall be payable in 

Indian Rupees, 
30.16 Appointment of Beneficiary of Nominee 

Every member sha 11 a ppoJ nt one. or mo re person to be his 

Beneficiary or Beneficiaries like his wife or child/ 

children or dependents. In the event of death of the 

member, while in service, the benefits 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 chi ld/children ·or dependents, he shall 

appoint his legal personal representative to be his 

Beneficiary. 

30.17 The quantum of benefits payab]e under the scheme 

al On unfortunate death of any employee the insurance 
amount al ongwi th the accumulated savings amount with 
interest @ 11% standing to the credit of the deceased 

will be paid to the nominee. 

bl On cessation of service or on retirement, the entire 

acc~mulated amount with interest at 11% standing to the 
credit of the employee in his savings account will be 

refunded to him. 

30. 18 The FFDC reserves the right to di scant i nue 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 requJre the FFDC to introduce in future o r to nmend 

the Ru1es thereof on any annual entry date, 
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Interpretation 

If any doubts art ses re] ati ng to the cor rect 

tnterpr·etat ion o f these rules, the matter will be 

ref erred to the Govern! ng Counci 1 and whose decision 

sh a l 1 be f i n a 1 • 

FFDC EMPLOYEES (CONDUCT) RULES 1993 

· short title and commencement 

These ru] es 

Development 

Rules, 1993. 

may be ca l 1 ed t he Fragrance and Flavour 

Centre(FFDC) Kannauj Emp l oyees (Conduct) 

Interpretation: I n these rules unless the con text 

otherwi se requ ires: 

a) "FFDC': means, Fragrance and Flavour Development 

Centre(FFDC) Kannauj 

b) "Governing Council" means the Governing Council of 

the FFDC. 

c ) "Chairman" means Cha irman of the. Governing Council 

\ of the FFDC . 

cl) "Managementr: means, the Chairman of the Govern Ing 

Counci l o r such other member o r nominees as may be 

authorised in this behalf by the Governing Council 

Chairman . 

e) "Princ ipal Director" means Principa l Directo r of 

The FFDC. 

f ) "Employee" means any person who holds a post under 

the FFDC other than a casua I employee, n person 

paid from contingencies or a person whose 

conditions of se rvice are gov e rned by the Standing 
\,'1;.tc:w 

Orders framed under th e Madhya. Pradesh Industria l 

Employment (Standing Orders) Ac t, 1961. 
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g) ,:Members of the family 11 in rela,- fon to an employee 

inc 1 udes: 

i ) The wife or husband as the case may be, of the 

employee whether residing with the employee o r not 

but. does not include: a wife or husband, . as the 

case may be separated from the employee by a 

decree or order of a competent court 

ii) Son or daughter or step son or step daughter 

of the employee and whol 1 y dependent on him, but 

does not i nc]ude a child or step child who is no 

1 onger in any way dependent. on the empJ oyee or of 

whose custody the employee has been deprived by or 

under any Jaw 

iii) any other person related, 

or marriage, to the emp] oyee or 

wife or husband, and wholly 

employee. 

whether by blood 

to the employee's 

dependent on .the 

h) Words denoting'the masculine gender shall include 

the feminine gender. 

i) Words denot,rig the s :inguJar number shall include 

the plural number and vice versa. 

3 1. 3 App 1i cat 1 on : These r u l e s sh a 1 l a pp J y to a J 1 e mp l o ye e s 

of the FFDC. 

31.4 General 

1) Every employee shall at all times: 

2 . 

i) maintain absolute integrity 

ii) maintain devotion to duty ; and 

iii) do nothing which 1 s unbecorni ng of an ernpl oyee 

j ) Every employee holding a supervisory post 

shal 1 take all possi.bl e steps to ensure the 
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integrity and devotion to duty of a.11 

employees for the time being under his 

control and authority. 

ii) No employee sha 11 , in the performance of hf s 

official duties or in th~ exe~ise of powers 

conferred on him, act otherwise than in his 

be st judgment except when he is acting under 

the · direction of his official superior and 

shall, where he is acting under such 

direction, obtain the direction in writing, 

wherever practica~le, and where it Is not 

practicable to obtain the direction I n 

writing, he shall obtain written confirmation 

of the direction as soon thereafter as 
possible. 

Explanation: Noting in clause (ii) of sub rule (2) 

shall be construed as empowering an employee to evade 

his responsibilities by seeking instructions from, or 

appr·oval of, a superior off·icer or authorf ty when such 

instructions are not necessary under the scheme of 

distribution of powers and responsibilities. 

31.5 Employment of near relatives of employees in private 

firms e n joying FFDC Patronage. 

1) No employee shall use his position or influence? 

directly or 1 ndi rect] y to secure employment for 

any member of his family in any private ff rm. 

2) i ) No emp) oy~e sha 11 , except wf th the prev I ous 

sanction, permit his son, daughter or othe.r 

dependent to accept employment in any private 

firm with which he has official dealings or 

in any other firm having official dealing 

with the FFDC. Provided that where the 

acceptance of the employment cannot await 

prior permission or is otherwise considered 

urgent, the matter shal I be reported and the 

employment may be accepted provisionally 

subject to the permission being obtained 
subsequently. 
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ii) An emp1 oyee shall , as soon as he becomes 

aware of the acceptance by a member of his 

f ami 1 y of an employment in ·any private firm, 

intimate such acceptance to the competent 

authority and shall also lritimate whether he 
has or has had any official dealings ,:.,1th 

that firm. 

Provided that no such 

necessary if he has 
sanction of, or sent a 

under cl asue( i). 

intimation shall be 

already obtained the 
report to, . the FFDC 

No employee shall in the discharge of his official 

duties deal with any matter or give or sanction 
any contract to any firm or any other person if 

any member of his family is interested in such 
matter of contract in any other manner and the 

employee 

to his 

contract 

shall refer every such matter or contract 

official superior and the matter or 

shall thereafter be disposed of accorcli n·g 

to the instructions of the authority to whom the 

reference is made. 

31 . 6 Taking part in politics and elections 

i) 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 aid of, or assist 

2 ) 

_in any other manner, any political movement or 

activity. 

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 I nw 



established, and where an employee is unable to 
prevent a member of his f amf 1 y from t aid ng pa rt 
in, or subscribing in aid of, or assisting in any 
other m,anner, any such movement or activity, he 
shall make a report to that · effect to the FFDC. 

3) If any question arises whether any movement or 

activity fa1ls within the scope of this rule the 

decision of the Management thereon shall be final. 

4) No employee sha 11 canvass or otherw1 se 1 nterfere 
with or use his influence in · connection with, or 
take part in, an election to. any legislative or 

local authority . 

Provided that 

i) an employee qualified to vote at su~h election 

may exercise his right to vote, but where he does 

so, he s hall giv~ no indication of the manner in 

which he proposes to vote or has voted ; 

ii) an employee shall not be deemed to have 
contravened the provision of this rule by reasons 
on l y t hat he assists in the conduct of a 

election in the due performance of a duty imposed 

on him by or under any law for the time being Jn 

force. 

Explanation : The display by an emp l oyee on his person, 

vehicle residence of any e l ectoral symbol sha] l 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 

No employee shall join,or conti~ue to be a member of, 

any association. 
a) Which has not obtained the recognition of the FFDC; 

· or 
b) recognition in respect of which has been refused 

, or withdrawn by the FFDC. 

c) The objects or activities of which are prejudi c ial 
to the interests of the FFDC or to the interests 

of the sovereignty and integrity of India or 

public order or morality, 

31 .B Dem6nstration and ~trikes 

No employee shall 

i) engage himself or participate in any demonstratJon 
which is prejudicial to the interests of the FFDC 

and the interest pf th~ Sovereignty and integrity 

of India, the security of the States, friendly 

relations with foreign states, public order, 

decency or moral.ity, or which involves contempt of 

court, defam at i on or incitement to an offence, or 

which dir~ctl y or indirectly effects the working 
and the administration of the FFDC or contributes 
directly or indirectly to the impediment in the 

working of the FFDC or any of its projects; 

i i ) resort to or in any way abet any form of strike in 

connection with any matter pertaining to his 

service or the service of ·any other employee. 
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31.9 Connection with Press or radio: 

t) No employee sha 11 , except with the p rev J ous 

sanction own wholly or in part, or conduct, or 

parti~ipate in the editing o management, or any 

newspaper or other periodical publication. 

2 ) No employee shall, 

sanction or in the 

duties, participate 

except with the previous 

bona fide discharge of this 

in a radio broadcast or 

contribute any article or wtlte any letter either 

anonymous} y pseudonymously or in his own name or 

in the name of any other person to any newspaper 

or pert od lea 1 . 

Provided that no such sanction shall be required 

if such broadcatt or contribution is of a purely 

literary, artistic or scientific charac t er. 

31.10 Criticism of Government and of the FFDC 

No employee shali in any radio broadcast or in any 

document published anonymously pieudonymously or in his 

own name or in the name of any other persons or in any 

communication to the press or in any public utter a nce, 

make any statement of fact or opinion: 

i) Which has the effect of an adverse criticism of 

any current or recent pol icy or action of the 

Central Government or a State Government or the 

FFDC; 
., 

ff) Which is capable of embarrassing the relations 

between the Central Government and the Government 

of any State, or the FFDC and the Central 

Government or the Government of any St~te; 
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Which is capable of embarrassing the relations 

between the Central Government and the Government 

of any foreign State or of the FFDC with the 

Central or a State Government. 

Provided that nothing in this rule · shall. 
apply to any statements made or 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 

1) Save as provided in sub rule ( 3), no employee 

sha 11 , except . with the previous sane ti on of the 

FFDC, give e~idence in connection with any enquiry 

conducted by any person, committee or authority. 

2) Where any sanction ha s been accorded under sub­
rule ( 1), no employee giving such ·evidence shall 

criticise the policy or any action of the FFDC or 

of the Central or a State Government. 

3) Nothing in thi s rule shall apply ~o: 

a) evidence given at an enquiry before an 

. authority appointed .by the Government, 
Parliament or a State Legislature ; or 

b) evidence given in any judicial enquiry ; or 

c) evidence at any departmental enquiry ordered 

by competent authority. 

31.12 Unauthorised communication of information 

No employee shall, unless generally or specifically 

empowered by the FFDC , or in the performance Jn good 

faith of the duties assigned to him, communi cate, 

d 1 rec t ly or i ndi rec t ly, any off i ci a 1 document or any 

part thereof or information to any employee or any 
other person to whom he is not authorised to 
communi cate such document or information. 
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31.13 Subscriptions: 

No employee shall, except with the previous sanction of 
the FFDC, ask for or accept contributions to, or 
otherwise associate himself with the raising of any 
funds or · other collections in cash or in kfnd in 
pursuance of any object whatsoever. 

31.14 Gifts: 

.Save as otherwise provided in these rules, no employee 
shall accept, or permit any mem~er of his family or any 

: person acting on his behalf to accept, a~y gift. 

Explanation: The expression · 'Gift' shall include free 

transport, boarding, lodg~~g or other service or any 
other pecuniary advantage . when provided by any person 

other than a near rel.a ti ve or personal friend having no 
official dealings with the employee: 

Note: A cas..ial ireal ,lift or ctler ocdal raspitality,mall rrt: b? d?atro to b? a gift. 

Note Ah emp] oyee sha} l avoid accept'fng 1 avi sh · 
hospitality or freque~t hospitality from any individual 

having official dealings with him or from private 
firms, organisations etc •. 

2) On occasions such as weddings, anniversaries, 

funerals or re] ig1ous functi9ns, when the making of 

a gitt is in conformity with prevailing religious 

or social practi.ce, an employee may accept gifts 

from his near relatives but he shall make a report 
to the FFDC if the value of any such gift exceeds: 

i ) rupees one thousand in the case of can 
employee holding posts equivalent to Group A 
& Group 8 in Government of India , 

ii ) rupees five hundred in the case of an 
employee holding any posts equi.valent to 
Group C in Government of India and 
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iii) rupees two hundred in the case of an employee 
holdi.ng any posts equivalent to Group D in 

Government of India. 

3) On such occasi.ons 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 if the value of 
any such gift exceeds. 

i ) Rs. 400/- in case of an employee holding any 

posts equivalent to Group A & B posts in 
Government of India ; 

ii) Rs. 200/- i.n the case of an employee hol.di ng 
Group 'C' equivalent post 

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

Group 'D' equivalent post. 

4) In any other case, an employee shall not accept 

any gift without the sanction of the FFDC if the 
value thereof exceeds. 

i) Rs. 150/- in the case . of an employee ho) ding 
any Group 'A' or Group 'B' equivalent po~ts ; 

ii) Rs. 50/- in the case of nn employee ho) d l ng 

any Group 'C' & Group 'D' equivalent posts. 

31.15 Acceptance of dowry 

No employee should give or take or abet the giving 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, receive any complimentary or valedictory 

address. or accept any testimonials or entertain any 
othe! employee at any meeting or enter~ainment held in 
his honour, or in the honour of any other employees 

Pr·ovided that nothing i.n rule shall apply to 

i) 

ii) 

a farewell entertainment of a substantially 

private and informal character held in honour of 
an employee or any other employee on the occasion 

of his retirement or transfer or any person who 
has recently quit the service : or 

the acceptance ·of simple and 

entertainment arranged by bodies or 

of employees of the FFDC. 

inexpensive 

ins ti tut ions 

Note i) Exercise of pressure or influence of any sort 
of any employee to induce him to subscribe 

towards any farewell entertainment even if it 

is of a substantially private or informal 

character, and the collection of 

subscriptions from employees of Group ' C' & 

Group 'D' 
circumstances 

employee not 

equivalent 

for the 

belonging 

'D' equivalent posts. 

posts under 

entertainment of 

any 

any 

to Group 'C' & Group 

ii) For the purpose of these ru1 es the employees 

of the FFDC have been divided 1 nto 4 

categories viz., Group 
'B' equivalent, Group 
Group 'D' equivalent~ 

'A' equivalent, Group 
'C' equivalent and 



77 

31,17 Private Trade or employment 

i ) No employee sha 11, except with the previous 

sanction of the FFDC engage directly or indirectly in 
any trade or business o r undertake any other employment 

Provided that an employee may, without such sanction, 
undertake honorary work of a social or charitable 

nature of occasional wor of a literary, artistic o r 

scientific character, subjec t to the condition that his 
official duties do not thereby suffer; but he shall no t 
undertake or shall discontinue, ,. such work 1 f so 

dlrected by the FFDC. 

Canvassing by an employee in support o f 
of Insur ance agency, commission agency, 
managed by his wife or any other member 

sha 11 be deemed to be a breach of thl s 

Explanation: 
the business 
etc, Owned or 

of his family 

·sub, rule. 

2) Every employee shali report to the FFDC if any 

member of his family is engaged in a ~rade or business 
or owns or manage an Insurance agency or comm! ssi on 

agency. 

3) No employee shall, without the previous sanction of 

the Institute except in the discharge of his off i c f al 

duties, take part in the registration, promotion or 

management of any bank or other company which is 
required to be registered under the Companies Act, 1956 

(1 of 1956) or any other law for the time being in 
force or any cooperative society for commer c ial 

purposes: 
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Provided that an employee may take part in the 
registration promotion or management of a cooper at Ive 

society substantial1y for· the benefit of FFDC's 

employees iegistered under the Cooperative Societies 
Act, 1912

1 
(2 of 1912) or any other law for the time 

being in force or of a litera~y, scientific or 
cha ri table society registered under the. Societies 

Registrati.on Act, 1860 (21 of 1860) or any 

corresponding law in force. 

4) No employee may accept any fee for any work done by 
him for any public body or any :·private person without 

the sanction of the competent au~hority. 

31.17 A. Investment, . lending and borrowing: 

1) No empl.oyee shall speculate in any stock, share or 

other investment. 

Explanation: Frequent purchase or sale or both, of 

shares, 

deemed 

securi ti.es or other investments shal 1 

to be s~eculation within the meaning 

this sub-rule. 

be 

of 

i) All Group 'A' & 'B' equivalent officers of the 

FFDC should send . an intimation to the prescribed 

authority in case the total transaction in shares, 

securities, debentures or mutual fund scheme, etc. 

exceed~. 50,000/-during a calendar year. 

i i ) The employee of the FFDC should not purchase 

shares out of t he quota reserved for friends and 

associate of Di re.ctor of Companies. 

2) No employee shall make, or permit any member of 

his family or any person acting on his behalf to make, 

any investment which is 1 i ke 1 y to embarrass or 
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influence him in the discharge of his _official duti!?s, 

3) If any question ari.ses whether any transaction is 

of the nature referred to in sub.rule (1) or ~uh - rule 

(2), the decision of the FFDC thereon shall be final. 

4) i) No employee sha 11., save in the ordinary 

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 pri~cipa] or agent, from 

b) 

any person wi.thin,the 1ocal _iimits of his authority 
or with whom he is likely to have official 

dealings, or otherwise place himself under any 
pecuniary obligation to such persons, or 

1 end money to 

manner whereby 
any person 

return in 

charged or paid; provided 

at interest or in a 

money or in kind is 

that an employee may, 
gi.ve to, or accept from, a relative or a personal 

friend, a purely temporary loan· of a sma 11 amount 
free of interest, or operate a credit account with 
the bona fide tradesman or make an advance of pay 
to his private employee. 

ii) When an employee ls appointed or transferred to a 

post of such nature as would J nvolve him in the 

breach of any of the provisions of sub rule (2) or 

sub rule (4), he shalt forthwith report the 
circumstances to the competent authority and shall 

thereafter act in accordance with such other as 
may be made by such authority . 

31.~ Inventions and Patents: 

No employee shall , without the 
writing of the FFDC, apply for 

previous consent in 

patent or exclusive 
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privilege in respect of any inventi on under any 
anactment, if such invention is made by him when in the 
s ervice of the FFDC and he shall , in the event of a 

patent 

or exclusive privilege under any such enactment to make 

sel 1 and use such invention or allow others to do so, 
being granted to him, grant to the FFDC the unqualified 

ri ght to adopt and use the s aid invent f on with out its 
be ing obliged to pay any roya lty or other consideration 
the.refore. He shall · not assign charge or transfer in 

any manner whatsoever his original. or any extended 

patent or exclusive privil ege in r espect of the sa i d 

invention, wi.thout the previous consent in writing and 
without providing for the unqualified use, free of 

charge to the FFDC, of the said inve ntion and further 
he shall, on demand, execute in favour of the FFDC such 

1 etter of li cence, or other deed OT · docum ent for the 

purpose as it may advise. 

Provided always that 'the FFDC at any t ime within six 

months of the receipt of any intimation fro m the 
employee that he h~ s acquired such patent or exc lus ive 

privilege in India or abroad sha 11 have the r l ght to 
re qui re the employee to transfer and assign s uch patent 
or exclusive privilege to the FFDC for such 
consid e ration as the FFDC shall at its discretion fix 
and if such ri ght be exercised t he employee sha ll 
execute all such deeds of assignment, g rants And 

assur ance and do all such acts , de eds and things for 

vesting in the FFDC and/or its nominee s, the owne r s hip 

of the patent or exclusive privilege and the full 

benefit thereof as the FFDC s hall r equi re. 

31.19 Inso]vency and habi t ual Jndebtedness 

An employee shall. so manage hi s privat e aff al rs as to 

avo id habitual Lndebtedness or insolvency. An empl oyee 
aga inst whom any legal proceeding i s instituted f or t he 
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recovery of any debt due from him or for adjusting him 

as an 1 nsolvent shall forthwith report the ful 1 facts 
of the legal proce~ding to the FFDC. 

Note: The 
indebtedness 

burden of 

was the 
proving that the insolvency or 
result of circumstances which, 

with the exercise of ordinary diligence, the employee 
could not have foreseen, or over which he had no 

control, arid had not proceeded from extravagant or 

dissipated habits, shall be upon the employee . 

31.20 ~ovable, Immovable and Valuable Property 

1) Every employee shall on his first appointment to 

any service or post and thereafter ~t such intervals as 
may be specif 1 ed by the FFDC submit a re turn of his 

asset and liabilities, in such form as may be 
' 

pre~cribed giving the full particulars regarding: 

a) the i mmo.vable property i nhe ri. ted by him or owned 

or acquired by him or held ·by him on lease or 

mortgage either ~n his own name or in the name of 

any member of his family or in the name of any 
other persons ; 

b) Shares, debentures and cash 
deposits inherited by him or 
acquired or held by him. 

including bank 
similarly ·owned, 

c) Other movable property inherited by him or 

similarly owned, acquired or held by him and 

d) debts and o.ther liabilities incurred by him 
directly or indirectly. 

NOTE In all returns, the value of i terns of movable 
property worth 1.ess th~n rupees ten thousand may be 

added and shown as a lumpsum. The value of arti c les of 
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dai1y use such as c lothes, utensils, crocke,-y, books, 

etc. need not be included in such return. 

NOTE : Every employee who is i.n 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 sha 11 , except with the prev 1 ous 

know} edge of the competent author! ty, acquire or 
dispose of any immovable property by lease mortgage, 

p'urchase, sale, gift or otherwise either in his own 

name or in the name of any member of his family 

P rovi <led that the previous sane ti on of the competent 

authority shall be obtained by the employee if any such 

transactlon is : 

1) With a person having official dealings wl th the 
employee : or 

ii) Otherwise than thyough 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, if 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 rupe~s five thousand in the case of an empl oyee 

holding any Group C or Group D equivalent post. 

Provided that the previous sanction of the competent 

authority shall be obtained if ~ny such transa c tion is: 

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

ii) Otherwise than through a regular or a reputed 
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dealer. 

4) The competent authority may 

genera 1 or speci a 1 · orde r, requi. re 
furnish within a period specified in 

at any time, by 

an employee to 
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 authori ty include the details of the means by 

which, or the source from which, such property was 

acquired. 

5) The 

belonging 

FFDC may 
to Group 

exempt any category of employees 
'C' or Coup 'D' equJvalent posts 

from any of the provJsions of this , rule exc ept sub-rule(4). 

EXPLANATION: For t he purposes of thJ s rule, the 
expression 'mova ble ' property includes -

a) Jewellery, insurance poli c ie s the annual premium 

of which exceeds rup~es one thousand or one sixth of 

the total annual emoluments received from FFDC 
whicheve r is 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) refri gerators, radios and radiograms , other 
consumer durables. 

31. 21 Vindication of offic fal ac ts 

1) No employee shall, except with t he previous 
sanct i on of the FFDC , h ave recourse to any court or to 
the press for the vindication of any official act which 
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has been the subject of adverse criticism or an attack 
of defamatory character, 

2) Nothing in this rule sha 11 be deemed to proh 1 bit 

an employee from vindicating his private character or 

any act done by him i.n his private capacity and· where 

any action for vindicating his private character or any 
act done by him in private capacity is taken, the 

employee s·ha 11 submit a report to the competent 

authority regarding such action. 

31.22Influence : No employee shall bring or attempt to bring 

any political or outside influence to bear upon any 
superior authority of the FFDC for the furtherance of 
his interest in respect of matters pertaining to his 
service. 

31.23 Bigamous marriages 

1) No employee who has a wife living shall contract 

a nether marriage with out the previous sanction of the 

FFDC notwithstanding, that such subsequent marriage 1 s 
permissible under the personal law for the ti.me being 
applicable to him. 

2) No female employee shall marry any person who has 

a wife living without obtaining such previous 
permission. 

31.24 Application for employment elsewhere 

An employee who desires to apply for post's and 
appointments elsewhere may forward his application 

direct to the concerned quarters under intimation to 

the Personnel Department except in the following cases: 

a) During the period of bond where the employee has 
' to serve the FFDC for a specified period . 
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b) During suspension or where disciplinary case is 

pending against him. 

Note : For the purpose of this rule, 

for schols3rship or fellowship offered 

authority shall be deemed to be an 
employment elsewhere. 

any application 

by any outside 

application for 

Restriction on the employment of other employees as 

private servants 

No employee shall engage any other· employee of the FF'DC 

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, shalt 

return any of the property or equipment of tools, 

belonging to the FFDC issued or lent to him in 

connection with his· employment. The cost of such 

property, equipment or tools not so 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 abide by any law relating to Inoxicatlng 

drinks or drugs in force in any area in which he may 

happen to be for the time being ; 
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b) take due care that the performance of his duties is 

not affected in any way by the influence of any 

intoxicating drinks or drugs 

31. 28 

c) not appear in a public place in a state of 

intoxicati.on j 

d) not habitually use any intoxicati.ng drink or drug to 

excess. 

Misconduct Any breach of these rules shall be 

deemed to constitute a misconduct punishable under FFDC 

Rules. · Without prejudice to the gE?neral i ty of the term 
'Misconduct', it shall be dee.med to include the 

following:. 

i) Obtaining employment by the concealment of 

antecedents, which would have prevented the 
employee's employment under the FFDC, had they 

been known before his appointment to the authority 

which appointed him ; 

ii) Willful insubordination or disobedi.ence, whether, 

or not in combination with others, of any lawful 

and reasonable order of his . superior, .or 

commission of any acts subversive of discipline or 
of good behaviour; 

iii) Participation in an illegal strike or abetting, 

inciting instigating or acting in furtherance 
thereof; 

i V) Willful slowing down in perfoimance of work 

malingering or abetment or instigation theieof or 
interference with the work of other employees ; 
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v) theft, fraud or dishonesty in connection, with the 

business or property of the FFDC . 
I 

vi ) ta\d ng or giving bribes or any illegal 

gratification . 

Vii ) absence wlthout leave or overstaying the santioned 

leave without suffici.ent grounds or proper or 

satisfactory explanation of absence from the 

employee's appoi.nted place of work without 

permission or sufficient cause 

viii) habitual late attendance 

ix) breach of rules, regulations or orders app1icab1e 

to empl oyees 

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 

xi) engaging in any empl.oyment, bu~iness or trade 

xii) drunkenness, 
behaviour, 

riotous, 

ga~bling, 

disorderly or indecent 
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 djmage to work in process or to any 

property of the FFDC; 

xv) i nterfence with any safety devices f nsta] 1 ed or 
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about the establishment 

xvi) holding meetings inside the premises of t he 
establishment withol.i,t previous permission of t he 

FFDC ; 

xvii) distribution or exhibition of any newspaper, hand 

bills, pamphlets, or posters ~ithout the previous 

sanction of the FFDC ; 
xviii) 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 6f which he 
may have secured knowledge in the course of his 

official duties, unless expressly permitted by the 

FFDC. 

xix ,) smoking within the premises of the establishment 

where smoking is ~rohibited ; 

xx) failure to inform the FFDC of any notifiable or 

contagious disease contracted by the employee or 
any member of his family : 

xxl) conviction in a court of law for any criminal 

offence involving moral turpitude 

xxii) misrepresentation regarding name, age, 

qualification, previous servi.ce or experience or 

emoluments at the time of employment 

xxiii) unauthorised removal or defacement of notice on 

the Notice Board ; and 

xxi v) abetement of or attempt to commit any of the 
above acts of misconduct . 

• 
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31. 29 Interpretation and removal of doubts 

I f any question or doubt arises as to the app li cat i on 

, or in te rpretati on of any of these r·u l es, it sha ll be 

referred to the Governing Counc il whose decision shall 

be f lna 1 • 

31.30 Delegation of Powers 

The Governing Counc il may by general or s pec ial o rder, 
direct that any powe r exercisable by it unde r these 

rules s hal 1, subject to such conditions if any, as may 

be specified in the o rder , be exerci s able al.so by such 

off i ce or authority as may be spec i fied in the o rder. 

31 .31 Authorities competen t to accord sanction on behalf of 
the FFDC. 

The Governing Counc il, o r the Chairman, with the 

approval of the Counc il, may, by ge ner al or s pecial 

order, s pecify the autho rity or autho ri t i es . 

a ) to which applications for grant of sanct J on or 

permission sha ll be made or report or informati on 

made or submitted , by employees, on 

matte r s with r espect to which 

prescribed such application for 

any or a] ) t he 

t hese r ules 

sanction or 
pe r mission, or making o r submi ss ion , or such 
report or information ; and 

b) which shall be compe t ent to acco rd such sanction 

or to grant s uch perm i.ssi on t6 an employee, on 

behalf of the FFDC. 

32 . DISCIPLINARY AND AP PEAL RULES FOR TIIE EMPLOYEES OF 

32 . 1 These Ru l es may be ca ]J ed Di sc iplina r y and Appea l Rules 

em pl.oyee s of Fr ag ranee & Flavour Deve l opmen t Ge nt re, 
t<annauj. 



S.No 

1. 

2 . 

3 . 

4. 

5 . 

6 . 

jz,2 They shal.l come into force with immediate e{fect. 
32.3 They are applicable to all employees of the 

Fragrance & F) avour Deve lopment Centre, Kannauj other 
than those covered by Standing Orders, 

32 . 4 Disciplinary and Appellate Authotity 

Following are the Disciplinary and Appellate Authority 
for all employees of Fragrance & Flavour Development 

Cent re, Kannauj covered by Standing Orders, 

Catego ry 

Principal Direc tor 

Di rector 

Discipli.nary 

Author i ty 

Govt. of India 
Chairman , G.C. 

Director Group 'A' Equivalent 
Posts other than those 

mentioned vide (2) above. 

Group 'B' A) Techni cal 

concerned 

Extn.Of fi cer/ 

Doc . Officer 
B) Non. Tech. 

Appell~te 
Authority. 

Govt. of lndi a. 
Governing ·counc 1 l . 

Chairman, G.C, 

Principal Director/ 

Director 

Director 
(as designated 
by Director) 

Group 'C' A)&(B)as above Di rector 
Group 'D' A) & ( B ) as above Direct o r 

Disciplinary authorities are empowered to institute 

disciplinary proceedings against employees and impose 

penalities 
hereinafter. 

after observing procedures la 1 d down 
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32 . 5 Nature of Penallties 

The following penalities may fo r good and sufficient 

reasons be i mposed on an em ployee of the FFDC who i s 

• found guilty of misconduct or a bre ach of any rules of 

o rders issued by the competent authority, namely 

• 
Minor 

i ) Censure. ; 

ii) Withholding of inc re ments ; 

iii) Recovery from pay of the .who} e or pa rt of any 

pecuniary l oss caused to the FFDC negligence or 

breach of order. 

Major 

iv) Reduction to a l ower service, grade or posts , or 

to a lower time scale, or to a lower stage in a 

t ime scale ; 
v) Removal. 
vi) Dismi ssa l from servi ce which shall ord inari ly be a 

disqualification for f uture employment. 

Explanation 

The following shall not amount to a penalty within the 
meaning of these rul es: 

i ) Reversion to a lower service grade o r post of an 

em ployee officiating in a high e r service, grade or 

post on the ground that he is cons i dered after 

t rial to be unsuitable for suc h higher service, 

g rad e or post or on admini strative g r ounds 
unconnected with hi s conduc t : 
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11) Reverslon to his permanent service, grade or post 

of an emp] oyee appointed on probation to a n~ther 

service grade or post during or at the end of the 
period of proba ti on in accordance with the terms 

of hi s appo1 nment or the rules and orders 

governing probati on; 

ii l) Replacement of the service of an employee whose 

service have been borrowed from Central Gove rnm ent 

or State Government or an authori.ty under the 

Control of Central or State Government at the 

disposal of the authority which has lent his 

service ; 

iv) Termination of se rvi ce of an employee in 
accordance with the terms and conditions of hls 

appointment. 

Procedure for Imposing Major Penalities 

An order imposing a_ny of the panelities specified in 

c lause (iv) to (vi) of rule 5 shall be passed afte'r an 

enquiry held in t~e minner hereinafter provided viz. 

1. The Disciplinary Authority sha ll f rame definite 

charges· on the basis of allegations on which the 

enquiry is proposed to be held. Such charges 

together with a statement of the al legations on 

which they are based shall be communi cated in 

wr iting to the employee concerned and he shall be 

required to submit within such time as may be 

specified by the disciplinary authority 

2. The Disciplinary Authority may enquire 1 nto the 

charges itself, or if considers it necessary to do 
it may either at the time of communication the 

charges to the employee under clause (i) or at t he 
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3. 

4. 

time thereafter appoint a Committee of Enquiry or 

Inquiring Officer for the purpo~e. 

The employee shal 1 for the purpose of preparing his 

defence be permitted to inspect and take extracts from 
such official records as he may specify, provided that 

such provision may be re fused, if for reasons, to be 
recorded in writing, in the opinion of the disciplinary 

authority, such records are not relevant for the 

purpose or it is against the interest of the FFDC to 

allow him access thereto. 

On receipt of the written statement 
such statement i s recei.ved wi.thin 

the di sci pli nary author! ty, the 
enquiry or the inquiry Officer may 
the charges as are not admitted. 

of defence or if no 
the time specified 

com mittee of the 
enquire into suc h of 

S. The Inquiring Authority shall in the course of . enquiry 
consider such documentary evidence and take such or a 1 

evidence as may be relevant or material in regard to 

charges. The empl~yee shall be entitled to c ross 
examine witnesses, examined in support of the charges 

and to give evidence in person. 

6 . At the 

Authority 

re co rding 

wl th the 

conclusion of the enquiry, the Inquiring 
shall prepare a report of the inquiry, 

its findings on ea ch of the charges together 
r easons t hereafter . If the opinion of suc h 

authority the proceedings of the enqui.ry es tab] l shed 

charges differen t from those originally fra med . It may 

record findings on such charges provided that find ings 

on such charges shall not be reco rded unless the 

emp ] oyee has admit ted t he facts constituting then or 

has had an opportunity of defending himse] f ag ainst 
them . 

7. The record of inquiry shall include: 

a) The charges fr amed against the employee and t he 
statement of allegations furnished to him ; 
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b) Written statement of defence, if any , 

c) Oral evidence taken in the course of the enquiry 

d) The documentary evidence considered in the course of 
I 
the enquiry ; 

e) the orders, if any, made by the· di sci pl inary Author! ty 
and the Inquiring Authority in regard to the enquiry ; 
and 

f) the report setting out the findings on each charge and 
reasons thereof. 

8. The Disciplinary Authority shall, if it is not 
Inquiring Authority, consider the record of the Inquiry 

and record its findings on each charge. 

9. If the Disciplinary Authori.ty, having regard to its 

findings on the charges, is of the opinion that any of 
the penalfties specified in clauses ( iv) to (vi) of 
Rule 5 should be imposed, it shall : 

a) furnish to the emp] oyee a copy of the report of . the 

Inquiring Authority and where the Disciplinary 

Au.thori ty is not t~e Eqnui ring Author! ty, a statement 

of its findings together with brief reasons of 

disagreement if any with the findings of the Eqnuiring 

Authority ; and 

b) give notice stating the action proposed to be taken in 

reg a rd to him and ca 11 i ng upon him to submi. t wi'thi n a 

specified time such representation as he may wish to 
make against the proposed action. 

10. The Disciplinary Authority shall 

represent at ion. If any, made by the 

response to the notice given under clause 

and determine what penalty if any, should 

consider the 

employee in 
(b) of Rule 9 

be imposed on 
the employee and pass appropriate orders on the case. 

11. If, however, the Dlsciplinary Authority having regard 

to its fi ndi. ngs is of the opinion that any of the 

penalities specified in clause (i) to (iii) of Rule 5 

should be imposed, it shall pass appropriate orders in 
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sanction of the FFDC ; 
xv111) Di sclosure to any unautho rised person of information 

relating to the FFDC's business or relating to defence 

or S~curity measures, br communicating directly or 

indirec tly .to any outside party any documents or 

i nformatl.on whi'ch may have come into his possession, or 
of which he may have secured knowledge in the course of 

his offic i al duties, unless expressly permitted by the 

FFDC ; 
xix) Smoking within the premises of the establishment wher e 

smoking is prohibited ; 
xx) Failure to inform the FFDC of any notifiable or 

contagious disease contracted by the employee or any 

member of his family ; 
xxl) Conviction in a court of law for any criminal offence 

involving moral turpitude 

xxii) Misrepresentation _regarding name, age , qualifica.tion 

previous service or experie nce or emolume nts at the 

time of employment ; 

xxi ii) :Unauthorised removal or defacement of noti ce on the 

Notice Board; and 

xxiv)Abetement of or att emp t to commit any of the above acts 
of misconduct ; 

xxv) Any other s~fficient grounds. 

Appeal 

1. Every employee sha) l be entitled to appea l to the 

Appe 11 ate Authority s peci fi ed in Rule from an order 

passed by a disciplinary authority imposing on him any 

o f the penalities specified i n Rule S. 
2 . No appeal shall be entertained unless such appeal i s 

preferred within a period of forty five days from the 

date of which a copy of the order appea l ed aga inst is 
delivered to the appellant. 

J. Every person preferring an appeal s hall do so in hi s 
own name. 

4. The ~ppea l should be made to the Appellate Authority 
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7. 

:, u • 

copy to be forwarded to the authority which made the 

order appealed against. It shall contain all points on 
which the appellant relies and shall not contain 

disrespectfu}/improper language. 

S. The authority whi.ch made the order appealed against 

shal 1 on recef pt of copy of the appeal shall forward 
the same with its comments without de 1 ay and wi t:hout 
waiting for any direction fro; Appellate Authority. 

6. In · the case of an appeal agai~st an order imposing any 
of the peanJities speciff.ed in Rule 5, the appellate 
authority shall consider : 

b) 

a) Whether the procedure laid down in these rules has 

been complied with and i.f not whether such non­

compliance has resulted in failure of justice. 

Whether the findings of the disciplinary 
authority are warranted by the evidence on record 

and pass orders confirming, reducing or setting 

aside the penalty. · 

The author.ity which makes the order appealed 
against shall give effect to the orders passed by 
the Appellate Authority. 

The order passed by the Appellate Authority shal 1 be 
final. 

8 . Governing Counci 1 is empowered to draw up a pane) of 
Inquiry Officer either for expediting inquiry or for 
any other reasons if so desired. 

9. When prescribed procedure 

Following are the special. 
need not be fol lowed: 
circumstances where the 

prescribed procedure need not be fol.lowed, before 

ordering punishment : 

1) Where a penalty flows from conduct which had led 

to conviction on a c riminal charge, or 



2) Where the Disciplinary Authority is satisfied for 

reasons to be recorded in writi~g that it is not 

reasonably practicable to hold an enquiry in the 

manner provided, or 

·3) Where the Disciplinary Authority is satisfied 
that in the i.nterest of the security of the 
State, it is not expedient to hold an enquiry in 

the manner provided. 

In caes under catego ry (1), the discipli nary authority 

has to peruse the judgement of the criminal court and 

. take into account the gravity of the misconduct 

com ml t ted, its imp act on the admi ni s tr at ion and other 

extenuating cf. rcumstances or redeemi'ng features. Once 

it is concluded that the employee 's conduct 1 s 
blameworthy and punishable, it may impose such penally 
as i t i s competent to do after giving an opportunity to 
the employee of making represent at.ion on the penally 

proposed to be imposed. The penalty should neither be 

grossly excessive, nor out of all proportion to the 

offence committed or o~e not warranted by the facts and 

circumstances of the case . 

Regard! ng category( 2), detailed guidelines have been 
laid down in this regard. Inquiry should not be 
dispensed with lightly or arbitrarily or out of u]erior 
motives or me rely in order t_<?c avoid the holdi ng of an 
inquiry or becuase the FFd 1 s · case is week and is, 

therefore, bound to ·fail. Further, it is a 

constitutional obligation that the disciplinary 

authority shoul.d record in wr i ti.ng ( pref era bl y 1 n the 

order i tself) the reasons for its satisfaction that it 

was not reasonably pr act i cable to hold the inquiry. 

The reason, though brief, should not be vague or not 
just a repetition of the language of the relevant rule. 

. I 



r,1• L D . , . . : .. r-n· 

33, RETIREMENT/SUPERANNUATION 

33.1 Every ·employee shall .retire on completing the age .of 58 

33.2 

33.3 

year~.. . \ 
Retirement from service will become effectt,xe on ·the 

,...,,,/f 

afternoon of the last date of the month on which an 

employee attains the age of 58 y~ars. 

The last day of retirement on attaining the age of 

superannuation will be treated as a working day even if 

it falls on Sunday or holiday. 

33.4 The Gove rning Council may extend the peri od of servi ce 

of any employee beyond the age of superannuation for a 

period of not exceeding two yea r s in a really deserving 
and exceptiona l cases in the interest of the FFDC. 

JJ .5 Nothing in these rul es sha ll effect the powers of the 

Governing Council. to employ any person above the age of 
58 years on contract basis f or . a specified period in 

the interest of the FFDt. 

33.6 If an employee is decl ared incapacited by a competent 
med i ca 1 . authority f or furthe~ service, he sha 11 be 
retired by the Appointing Authority on account of his 

such permanent incapacitation, 

34.· GRATU ITY RULES 

34.1 As per Gra t uity Act 1972 and 
34.2 Those who are not covered by Gratuity Act 1972 will be 

cove red by Central Governme nt Rule s as app l icable to 
Ce nt ral Gover nment em pl oyee . 
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APPOINTING AUTHORITIES FOR VARIOUS CATEGORIES OF POSTS IN 

AUTONOMJUS BODIES UNDER SIDO 

S.No 

1. 

2 . 

Categorie s of Posts 

Princ ipal Director 

(Rs. 4500 - 5 700) 

Director 

(Rs, 3 700 - 5000) 

Appointing Authority 

Govt. of India 

Govt, of India 

3. Group 'A' Equivalent Chairman, qc 

4 . 

Posts other t han 

those ment i oned 
vi de ( 1) & ( 2 ) , 

above . 

Gr oup 'B' ) i ) Technical PRIJJC/fJ/IL D.IRECTOR/ 

) concerned ()JR.l croR, 

) Extn .Officer/ 

Doc ,Offi cer 
) . 

5, Gr oup'C' Equivalent )ii) Scientific 

6 . Group'D' Equivalent 
Post. 

) Asstt/Non,Tech,(as designated 

by Director) 
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DISCIPLINARY & . APPELLATE AUTHORITIES FOR VARIOUS CATEGORIES OF 
POSTS IN AUTONOMOUS BODIES UNDER SIDO 

S.No 

1 . 

2 . 

3 . 

4. 

5. 

6 . 

CategoTies of Poata 

Principal Director 
(Pay Scale 
IL 4500-5 700) 

Director 

(Pay Scale 
Rs . 3700-5000) 

Group 'A' Equivalent 
Posts othe r ·than 

those mentioned 
vi de ( 1) & ( 2) 

above. 
Group 'B' 

Group'C ' Equivalent 

Posts. 

Discipl.inaTy 
Authority . 

Govt . of India 

Appellate 
Authority 

Govt. of Indl a. 

Govt. of India Govt. of India 

PPlncipsl Dlrect01/ 
Director Chairman G,C, 

)1) Technical 
Principal Dhteio 1 / 

Director 
) concerned 

Extn .Offi ce r/ 
) Doc.Officer 
) 

)ii) Scientific 

) Asstt/ Non.Tech. 
) 

Group 'D' Equi valent ) 

Post . 

(as desi.gnated 

by Di.rector) 



APPENDIX 

List of Forms/Formats 

S.No. Rule & Para 

1. 3.6(3) 

2. 7.2 

3 . 7 . 3 

4. 8.1 

5 . 18.S 

6. 28.5 

Sub ject 

Format for inviting 

applications through 
advertisement 

Form of Oath of Allegiance 

Form of Oath of Allegiance 
for Foreign nationals 

Form of Marriage 
decl aration. 

Form at for check list 
for accepting resignation 

CPF Declaration Form 

Annexure 

I 

II 

III 

IV 

V 

VI 
fro m employees for membership 
of t he Trust . 
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.ANNEXURE I 

FORMAT FOR INVITING APPLICATION THROUGH ADVERTISEMENT 

NAME Of THE POST APPLIED FOR 

1. 
2 ) 

3 ) 

4. 
5 ) 

6 . 

7. 

Full Name 
· Father's Name 
Address: 1) Permanent 

2) Present 

Date of Birth 

Whether belongs to SC/ST 

Educational Qualifications 

Technical & Professional Qualifications 

Essential & Desirable as per Recruitment Rules. 

both 

8) Experience details in Years and Months indicating 
name and address of t~e present organization, post 
held, nature of duties performed, salary drawn with 

passport size photograph. 

9) Attested copies of relevant certificate in respect of 

Date of Birth, . qualifications, experience should be 

;enclosed with the application. 

10) 

11) 

12) 

Incomplete appiic~t ions will be rejected. 

If information provided is found false at any stage, 

the candidature wi 11. be liable for reject ion. 

Candidates applying for more than one post s hould 

app~y separately. Persons working in Govt. Quasi 

Govt. or public Secto r undertaking should applythrough 

prope r channel with an advance copy. Please write on 

the envelope name of the post applied for . 

Application should reach on or before 

addressed to The Di rector, fragrance & Flavour 
Development Centre(FFDC) Kannauj. 
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FORMAT FOR OATH OF ALLEGIANCE 
(Rule/Par a 7.2) 

ANNEXURE II 

I •..... . . , .......... . ... . .. .......•.. .. .. . do swear/ 
' 

Solemnly affirm bhat I will be faithful and bear true 

a 1 legi a nee t o India and t o the Cons ti tutiion of India as by 

law established, tha t I will uphold the sovereignty and 
integri.ty of India and that I will carry out the duti es of 

my off i ce loyally, honest ly and wi t h imp artiality. 

Stat i o n 

Dated 

(So he lp me God) 

Signature 
Name in Block letters 
Des i.gnat i on : 



ANNEXURE III 

(FORMAT FOR OATH OF ALLEGIANCE FOR FOREIGN NATIONALS) 

(Rule/Para 7 . 3 

I ..• . •.....•.• .•• •..•.. . •••••.•• • •••• • • • a c i t i zen of 

, hold ing a post in the Fragrance & Flavour Development 

cent r e(FFDC) Kann auj (a Government of India Society) do 

swear/sol emnly aff irm that having ' the faith and allegiance 

and I owe to * ...... ... ...... ............ , ................ . 
aforesai.d , be faithful to India and to the Cons t i tiution of 

India as by law established and that I will carry out the 

duties of my off i ce loyally, honestly and with impartiality. 

(So help me God) 

Signatur~ 

Station : Name in ,Bl ock letters: 

Dated Designation 

* Here insert the name of the Country conce rned 



(FORMAT FOR MARRIAGE DECLARATION) 
(Rule/Para 8.1) 

ANNEXURE IV 

1. I, Shri/Shrimati/Kumari ... .•.•.•••..•. .... , •. , ..... . 

... 

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 wlfe 

living, application fo r grant of exemption is 

enclosed . 
( e) That I am married to a person who has al ready 

one wife, or more living. Application for grant 

of exempti on is enclosed . 

2. 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 dismissed from servi ce . 

Place 
Date 

* 

on ly. 

Signature 
Designation: 

Delete clauses not applicabl e . 

Applicable in the case of clauses (a), (b) and (c) 

• •••• 2 / 



To , 

Sir , 

2 

APPLICATION FOR GRANT OF EXEMPTION 
(Vide para l(d)/ l (e) of the Declaration) 

I re quest that in v iew of the reasons stated be l ow , I 

may be granted exemp t i on from the operation of re strict ion 
on the rec ruit ment to servi ce of a pe~son having more than 
one wi fe living ______ Woman who is marr i ed to a 

pe r son already having one wi f e or more living. 

Stat ion 

Date 

Signature 

Designation: 

Office 

Yours faithfully, 



ANNEXURE V 

(FORMAT FOR CHECK LIST FOR ACCE~TING RESIGNATION 

(Rule/Para 18,5) 

Part I : General Informat~on 

1 . Name & Present designation 

2. Section/Department t o which attached 

3 . Any post, other than that the 
I 

pre~ent appoin tment held during 

6 months prior to t he month in 
which resignation is tendered 

4. Permanent residenti al address 

Part II Pc·ints to be checked up before accepting 

resignat ion. 

5. The date on which th~ employee 
wants to be reli eved from service 

6. i) Whether any inquiry or 

investigat i on or dis c iplinary 

case is pending or contemplatvd 

ii) Whether und er sus pens i on 

7 . Whether the e mpl oyee concerned has 

executed any bond for serving the 
F1·ag r anee & ·Fl avol!r Development 

Cent r e for a s pecJfjc numbe r of 

years on account of his belng given 
speciali~ed training/ 

fel lowship,'~c lic,larshJi· for ~t·udi es 

or dcq:: uted for t re i ni n5 wb•: n 1E!r 

Jn India or Ebroad and if so, 

the· bc1r1d pe r iod is ovt:.• t 

8 . Time required for filling up t he 

post and/or making a lternative 
arrangements , 

•• • • ••• • • 2 / 
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9. Authority competent to accept 
resignation i. e . Appointin~ Authority 

Pa rt I II : If resignation is accepted, points to be checked , 

before relieving t he employees . 

10. Whether alternative arra ngements 

have been m~de for discharge of the 

duties of the post including 

arrangements for taking over charges 
of cash/stores in t he Custody of 

the employee (wherever applicabl e) 

11. ' Whether the employee has surrendered 
and obtained 'No Demand Certificate' 
in respect of : 

i. Identity Card issued by Fragrance 

. & Flavour Devel opme nt Centre. 

i Library 

i . Typewriter, brflef cases , cycles 

liveries etc.(whereve r 
applicable) 

i Tools/equipments/calculators/ 
computers etc. 

12 . Arrangements made for recovery of 

outstanding advance/loans, if 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 re covered 

from or settled by the 
I 

employee in respe c t of 

Money/Material entruste~ 

to him in the course of 
hi s official duties. 

\ 

. ... . 3/ 
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. . 
13 ,, 

14. 

3 

Whether the employee is in occupation 
Fragra~ce & 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 weber , 
electricity charges in respect of 
Fragrance & Flavour Development Centre 
accommodation has been settled. 

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

16. Leaves sanctioned· to the official 

from previous half year and any 

leave sanctioned extra, if so, 
leave salary paid. The personal 
file and service book ' may also 
be forwarded 

17. Any. other section c oncerned 

Signature 

Des~gnation 

' ' j- , :· ,:: • 
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ANNEXURE VI 

(Format for CPF Declaration Form from employees, for 

membership of the Trust. 

(Rule/Para 28.S) 

I _____________ hereby -declare that I have . read 

the tules of the Contributory . Provident; Fund and that I 

agree to be bound by them and by any subsequent additions to 
and alterations in the same as may from time to time 
hereafter be made therein . I hereby agree to become a 

~ember of the fund with effect from~-- ___ and the 
subscription and the arrears, if any, being collected from · 
my salary. 

I hereby also declare to subscribe at ____ % 9f my salary 
as defined in Rule 2(ix). 

I hereby also agree that the arrears from the date mentioned 
above may be recovered in ______ monthly instalments. 
As witness my hand this . ' day of 

one thousand nine hundred and 

Signature of Subscriber: 

Designation 

Witness 1. Signature: 2. Signature: ______ _ 
Address: ------ Address: 

Occupation: --- --- Occupation ------
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FRAGRANCE & FLAVOUR DEVELOPMENT CENTRE, KANNAUJ. 
FINANC IAL AND ADMINISTRATIVE POWERS OF THE EXECUTIVE COMMITTEE 

S.No. 

1. 

2. 

3 . 

4. 

s . 

6. 

7 • 

8 • 

9. 

10. 

11. 

Nature of Powers 

Contingenb Expenditure 
i) Recurring 

ii) Non-recurring 
Execution of petty works , execution 
of Civil works, Special repairs 
towa rds building including sanitary 
fi.tti ng, Wat,er supply, Electrical 
insta llation , etc. 
Writing off and disposal of 
unserviceable/obsolete machinery 
equipment, vehicles and other 
stores 

To appoint consultant in the Design, 
production, Market ing and 
Administration, etc. 
To authorise overdraft from 
Nationalised Banks. 
Purchase of plant & Machinery 
Regularisation of demurrage cha rges 

To fix period for retention of records 

Writing off of bad debts(loss 

of revenue of irrecoverable bills, 
loans and advances) 

Purchase of Raw Materials, Tools, 
Spares & Hardware requirements 
for production and maintenance 
work wi thout calling quotations 
To provide official te lephone 
connected at the residence of 

Sr . Office r s in the interest of 
r:T.Dc work. 

Extent of powers 

Full powers 

full powers 

full powers 

full powers 

full powers 

Upto l?s.10 lacs. 

full powers 

Upto Rs. 50000/­

in a year. 

full powers. 

full powers 

( Upto Rs. 25 ,000/- ) 

R.s / . 1 , O O, t) o 0 / ~ 

full powers 

- ---·. __ _.1.,_ _____ _ 
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FRAGRANCE & FLAVOUR DEVELOPMENT CENTRE, KANNAUJ 

FINANC IAL AND ADMINISTRATIVE POWERS OF THE 
PRINCIPAL DIRECTOR/DIRECTOR 

S.No 

y 
~ 
3. 

4. 
s. 

7. 

8. 

9. 

10. 

Nature of Powers Extent of Powers 

To Prescribe duties & functions Full Powers 

of staff . 

To determine/fix the Headquarters 

Grant of Leave 

II 

II 

Grant of Periodical increments 

. Appointment of substitute in 
a l eave vacancy. 
To transfer s~aff from one 

DJ visi on to another . 

; To accept medical fitness 
cer t i f i cate for leave purposes 

To recognise/de recognise t he 
· Union without any financi al 

i mpli cation. 

Contingent expenditure 
i ) Recurring 

ii) Non-recurring 

Local Conveyance charges. 

II 

For group ·B,C & D posts, 

full Powers 

II 

II 

~. 1 ,000/- i n each case. 

~. 5,000/-in each case. 

Actual fare for taxi or other 
conveyance hi red & actua ll y 

paid may be reimrursed to 

Group A & Grrup B staff 

members who perform journeys 

in the public 1 nterest within 

a radi us of 8 kms. or wi tht n 

city H mi ts whichever ls 

more, from headquarters in a 

taxi or other conveyance when 
the staff car is not 
availabl e 

travel Jing 

admissible. 

and where 
allowance 

no 
is 
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-s-. N-o--~ N~a~tu_r_e_oT'"E_,l...,...'o __ w __ e_r-=-s--------,Er.-::x"'"'t""e"""nr-uf Powers 

11. 
12, 

13. 

14 . 

15. 

16/; 

17. 

18. 

19. 

20. 

21. 

22. 

23 . 

24 . 

25 . 

Corrlemnation of Motor Vehicle Rs . 25,fXXJ/- (Book Value). 
Purchase of Bicycl es & repai rs Full Powers 

for office use . 
Fixtures & furniture (Purchase 
& repairs) (subject to 

bJdgetary provisions) . 

Hi re of Office furniture 

Payment of f reight. 

Power to engage counsel & make 
payment of legal charges. 
Pr i nt i ng and bindi ng. 

Purchase of stationery 

Electri city , water and. gas 
charges. 

Postal and telegraph charges 
Tel ephone charges 

Motor Vehicles 

i ) Purchase (subject to 

b..x:lgetary provisions) 

i i) Maintenance, up keep· and 

repai rs 

Purchase of petrol, oi l and 
1 ubr1 cants. 

Payment of Demurrage/wharfage 
charges . . 

Payment of Munici pal rates 

and taxes. 

" 

It 

" 
" 

II 

" 
II 

" 
II 

II 

II 

" 

" 

" 

26 . i ) Execution of petty Rs. 25, 000/- p.a. 
~ rk and special repairs to 
owned bui 1 dings sanitary 
fittings, water supply and 
el ectric installat i on in 
such buildings and repairs 
to such inst allations. 

ii) Ordinary repairs & 
peri odical services to 
Govt . b.Ji 1 ding 

Fu] J powers 

iii )Repairs & alternations t o Rs. 5000/- p.a . 
hi red & requi sl ti one<l 

rui.l dl.ngs. 
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S.No 

27. 

28 . 

29 . 

30. 

31. 

32 . 

Nature ot Powers Extent of Powers 

Purchase of books and official Upto Ii\, 25,000/- p.a. 

ard non-official publications 

Repairs & renewal of machinery 

Staff paid from contingency 

Store required for workshop 

including spares, consumable 

ard raw materials . 

Advertisement charges 

(through DAVP as far as 
Possible). 

Publicity expenses 

(Exhibition/Caiference etc . ) 

Full Powers 

Upto maxi mum number of five 

for workshop ard two for 

office . 

Full Powers 

II 

l?s. 30,000/-p .a. 

33 . Entering 1 nto servi.ce contracts Full, Powers· 

for maintenance of Air 

34 . 

35. 

36. 

37. 

38. 

39 . 

conditioners, w~ter coolers, 

typewriters, calculating 

machines, Duplicating ~achines, 

photo copiers, Computers, etc . 

Entertainment expenses. 

Purchase of raw material, spare 

· & tools of emergent requi renient 

without calling quotations. 

Purchase & repairs of Type 

writers' calcul at_i ng machines' 

duplicating machines, photo 

copiers, computers etc, 
. ·-

Contribution to Contri rutory 

Provident Fu~(a~ per rules) 

Contri rution to Group Gratuity 

Scheme (as per rules) 

To fix initial. pay(as per 

recommendatioQ of selection 
? 

committee) . 

To authorise travel by air to 

Rs. 1000/-at a time subject to 

a maximum of Rs. 10,000/-p.a. 

Uto~.10,000/-in each case.) 

.2.5. crrn>f- i h a..<a e.h Cft.l «. 

to tb qJ .J.ol iijq5 
F\.Jll Powers. 

II 

II 

II 

ff 



• 

; 

S.No 

40. 
41. 

42. 

43. 

44. 

46 . 
47. 

Nature of Powers 

an officer mt entitled. 

Imprest money. 

Office up keep & maintenance 

Bank commission p~yable for 
remittance as well coll ectlon 
of bll 1 s etc. 
Writing off and disposal of 
unserviceable machinery and 
equipment and other stores. 

Writing off of bad debts 

Extent: of Powers 

Rs. 5,000/­

F\11] powers. 
II 

Rs. 25,000/-(Book value) p.a. 
( mt due to theft, fratrl or 

negUgence) Rs,10,000/-(for 
others) 

Rs. 5,000/- p.a. 
'( 1 oss of revenue of irrecoverable 

bi l 1 s, 1 oa_ns & advances ) . 

Payment of children's 

educational allowance/Hostel 
Subsidy. 

Reimbursement of Tuition fees 

Payment of custom duty and 
transportation charg~s on 

machinery equipment am o~her 
office material. 

Ful.1 Powers 

II 

" 

48. Regularisation of demurrage Upto Rs,10,000/- p.a. 
chai:-ges. 

49. Purchase of pl ant & Machinery Upto Rs. 2 ,00 ,000/­

al 1 capital items (subject to 

so. 
specific approval of each item) 

Grant of Travelling Allowance 
advance. 

Full Powers 

SJ.. Grant of L.T.C. Advance Full Powers. 

52 . Supply of uniform, badges and Full Powers 
other article of clothing and 

53. 

54. 

55. 

payment of washing allowances, 

Sanction of refunds(of Earnest 

Money, job \.X)rk charges due to 
defect.ive oorlcmanship, etc.) 

Reimbursement of Medic a] exp. 

Payment ~f TA/Honorarium to 

non offfc:lals & power to fix 

II 

II 

" 

t ' 



' ' 1 . ·· 

') 

') 

) 

... 
.:, 

'"'> 

'\ 

\ 

.. 

C, 

--

S.No Nature of Powers Extent ot Powers 

their grade {interviews, ~eetings,etc.) 

56. Selection/expulsion of trainees Full Power 

for training courses. 

57. Powers of re delegation 

excepting statutory powers & 
Full Powers 

58 . 

59. 
60. 

61. 

power to write off. 

To forward applications of staff 

for outside jobs. 

Controlling Officer 

Appointment of Authorised 

Medical Attendant • 

Placement of orders for 

machinery etc. 

62. Grant of CPF Advance. 

63. Payment of Insuraoce on 

Vehicles/wilding & equipment. 

64. Mai ntenaoce of Gardens/Lard 

Scaping. 

65. To determine the home town of 

staff members. 

66. To :a 11 ow change Date of Bi rth 

in records . 

II 

For self & staff. 

Full Powers 

II 

If 

II 

II 

II 

II 

67. Employees Welfare expenses Upto Rs. 10,000/-p.a. 

68. To prescribe competent authority Full Powers. 

for administrative work. 
i 

Note: A11 powers are subject to 1:u:igetary provi.sions approved by 

Governing Council ard wi 11 be governed by without preju:lice to 

the various rules and regul ati ons applicable to the FrDC from 

time to time . In case any dispute arises i.n interpretation, the 

matter will be referred to the Governing Cooncil. 

..... ........... , .. . -·--,. ... .... , .. "- .... _ "" --··~·--- ····---- --.. • .. 
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MODI~, ED s ·E..cTlON 32 · ~ . 

( D1!>0f'linq1 .S?. L\-j>pd\a.nt A;otr)DYit7) . 
Annexure- 40.8 a> 

~ .... u.,-...D1T'11,MU 
'--~~~~ 

OFFICE OF THE DEVELOPMENT COMMJSSIONE 

(MICRO, SMAU. & MEDIUM ENTERPRISES) 

MINISTRY OF MICRO, SMALL& MEDIUM ENTERPRISE 

GOVERNMENT OF INDtA 

NlrmlnBhawan, 7thfloor.MawnaAzatJRoad, 
NewOett,110108 

~.EPASX • 2306380Q, 23063802. 23063603 FAX- (91-11) 230t\2315, 23061126. 23Cl&1068, &mall -dCfflltllehq@nb.nlc.a\ 

1 1 seeedlosr . 11o 

ffli 30(7}/Powers/fFOC/2012:/ABC/~13~{· D~_ted: q May, 2014 

To, • · ~ , .. ~l . ~t · .. ,½ 
Pr1ridpat Director, f\ ,~ .. ,:; 
MSME-Te~nology oev~lopme.nt Centre, · 0 

Fragtance & Flavour Development Centre, (FFDC) 
Industrial Estate, Makrand Nager, · 

0 

KannauJ-2097 26, 

Subject: - Modification In Personnel Policy Manual (PPM) of the Centre­
Re~. 

Please refer to your letter No. FFDC/KNJ/ADMN/2/Gen/2013-14 dated 
06.03.2014 on the above cited subject. In this regard, the competent authority 
has approved to modify Personnel Polley Manual (PPM) as under:-

. . ··. I 
A. Disciplinary & .Appellant Authority (Section 32.4} . ,,,; jl ·,~ 

! I • ! • 

S.No. category 

1. Prlncipai Director 
·2. Director 
3. Group ~N Equivalent 

Posts other than-
those mentioned 
vlde (2) above. 

4. Grouo 'B' 
5. Grouo 'C' 
6. Grouo 'D' 

B, St,1spenslon 
32,6 susp~NSION 

Modi ed: ·, \:t 

DJsdplfnarvAuthorltv ,,Aoq~IJ~te Authorltv 
Govt. of India '

1Gb~. '.o.f ffldla 
Govt. of lndia Govt." bf ltidla 
Cha·1rman, GC Govt. ·of .Ir'ldla 

. 
Princloal Dlrecton Director Chairman G.C 
Princloal Director 'Director Chairman ·t;.c · 
Principal Director/Director Chairman ·ti.C .. . .. -

"i\.) The appointing authority or any authority to which It is subordinate or the 
disciplinary authority or any other authonty empowered may place an employee 
under suspension-

(a) Where a disciplinary proceeding against him is· c:.internplc:te?c! or is pending-;-
or . 

(b) Where, In the oplnloh of the author1ty aforesaid, he has engaged himself In 
. activities prejudicial to the interest of the security of _the State; or . 
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Where a case against hlm In respect of any, criminal offence ls under 
Investigation, Inquiry or·trlal. 

0 
(d) When prellmtnary enquiry supports a prima· facle case for lnltlatlng 

crfmlnaVdepartmental proceedings likely to lead to his conviction, and/or 
dlsnilssal, removal or compulsory retirement from service. 

(e) When his continuance tn office wlll prejudice investigation, trial .or enquiry, or 
Is likely to seriously subvert dlsdpllne or be against wider public Interest. 

(f) · When he Is charged with mlsdemea.nor .. of the .foll~wlng types:-
• 

(I) Offence or conduct JnvoJving morel turpitude. 

(II) Corruption, embezztement or misappropriation of Government money, 
p_ossesslon of dis-proportionate assets, misuse of offlctal powers for personal 
gain. 

(W) • Serious negligence and derellctton of duty resulting In considerable loss to 
Government. 

(Iv) Refusal or deliberate fallure to carry out written orders of superlor officers 
and t ------· -· ... __ ·· · · -;-::- ~ - ·- -. - --

(v) oeserdon of duty. . . . -( ~~, · 

(2) An employee shall be deemed to have been placed.;un
1~~iw:~i enston by an 

order of appofntlng authority - · ·. , ;' :, ' . · 
' .. i •. 

(a) Wlth effect from the dat-e of his detention, If he :jS' ~:d~.~Jn~j In custody, 
whether on a crlmJna1 charge or otherwise, for a per~od ~¥~eediqg forty-elgbt 
hours; • . . : · · 

(b) With effect from the date of his conviction, If, In the ~yen~ of. a 1convlc;t(on for 
an offence, he Is sentenced to ·a term of lmprisonment·.ek"e~ecflng forty-eight 
hours and ls not forthwith dlsmlssed or removed or compu!sorily retired 
consequent to such conviction. J 

l 

EXPLANATION - The period of forty-eight hours r~ferred to ·1n dause (b) 
of thls sub-rule shat\ be computed from the comm-~ncement of the 
Imprisonment after the conviction and for this purpose, Intermittent periods 
of Imprisonment, If any, shall be taken Into account; -

(3) (a) An order of suspension made or deemed to heve been made under this 
rure shelf contfnue to remain In force until It Is modlfled or revoked by the ~uthorlty 
compete;nt to do so." 

(b) Where en employee ls suspended or is deemed to hav:e been suspended 
(whether In connection with any dlsclpllnary proceeding or otherwise), and any 
other dlsclpllnary proceeding ls commenced against hf m during the continuance of 
~sp.e'1!_1~n, .. !~_e _iUl~~~!:Y competent to. place him U!l~~r ~sp_enslon 1Xl~Y1. for 
reasol)s to be recorcfe·d by film In writing, direct that an employee shall contJnue to 
be ·u.n~er suspension until the termination of all or any of such proceedings. 
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rec) An order of suspension made or deemed to have been made under this rule 
'"1ay at any time be modified or revoked by the authority which made or Is deemed 
to have made the order or by any authorlty to which that authority Is subordinate. 

( 4) An order of suspension made or deemed to have been made under thls rule 
shaU be .reviewed by the authority p:>mpetent to modify or_ revoke the suspenslon, 
before expiry of nJnefy days .fmm the~ctive__date ol suspension; on the 
recommendation of the Review Commtttee constituted for the purpose and pass 
or~ers elther extending or revoking the·suspensfon. Subsequent reviews shall be 
made before expiry of the extended period of suspension. Extension of suspension 
shall not be for a period e)(ceedlng o~g .b1,.1pdt;ed.an~ elgp!Y. da_ys at a time .. 

(5) An order of suspension made or deemed to have been made under sub-rules 
(1) or (2) of this rule shall not be valid after a period of ninety days unless It is 
extended after review, for a further period before the expiry of ninety 'days: 

Provided that no such revlew of suspension shall be neces.sary In the case of 
deemed suspension under ~ub•rule (2), lf an employee continues to be under 
SuspensiOn at the time of completion of ninety days of suspension and the ninety 
days period In such case wlll count from the date an employee detained In custody 
Is released from detention or the date on Which the fact of his release from 
dett!ntiOn ls Intimated to his appointing authority, whichever Is later." 

C. Flnanctal & Administrative Powers of the Principal Dlre~tor/ Director 
(SI, No •. 6) _ .. ;: ! . 

To transfer/temporary transfer/long tour/posting of Full po~e~ ' , 
officer/staff from one division/centre/extension ·' .. • .. · 1 • i 
uni ro ect tQ~another (anywher.e In India -

- - C .:• ·: ~ 

You .are requ~ted to Implement the aforesald modifi~~i9n trt•; PPM and send 
the ~odlfied copy to this office. · 1 •.. • ,, 

. -
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· · Yours sincerely . . . · ..L,_ 
• : ... , ___ ~ 

'.(S,R. Samuel) 
Joint Developm~t~mmissloner 
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