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PERSONNEL POLICY UAI,|UAL

SERVICE RI'LES - GENERAT

,:,t4,:ilj

','i,"r,'
1.0 TITLE:

These rules sha1l be
DevelopmenE Centre(FFDC)
short rServlce Rules | .

Comnencement:

called Fragrance & Fl-avour
KannauJ Servlce Rules t or. ln

1.1

from
The
Ist

servlce rules shall- come into force wlth eff,ectJanuary, t994.

L.2 Interpretatlon:

rn these tylg:, unless the contexE 6thgrwlse reguires:
a ) 'Apryil:1"g lylhgrtry' ln relarron a;-";-;;ti;t;"neans che authorlty -empowered to make appolntmehtsto the. posrs .or_ grades which the erproli6e-i;;-;h;tlme. belng ^hords in the Fragrani" '&- FI-avourDevelopment Centre(FFDC) Kannaujl
b ) 'FFDC t r::I." -the ,Fragran-ce & Flavour Developmenq

Qentre(FFDC) Kry1qqj " and "tr"rr--ir,"lude urr:-.'it 
"field offlces,__9"-11+-g,r any other branch or oefi..that tl" . FFDC,T ' has estabrfshed 

-- -or --- 
""yestablishment in ifuture anywhere 1; In+i" orabroad. '

c ) t'H-rrclpaL. Dfrectgr/bit€ctorrtmeanq lrlnql.pal Dt rector/tx fector cf.
FTQG-, dppolnted:in accordarice .Elth.

Regul'ations of the Society.
d) rErnployeer means a person

sanctloned post in the- FFDCperson on probaElon.

. .. the Rules 
- 

"rrd

appolnted to anyand wt11 include A

e ) | confr-roed .gmp10yee 
r means an enrpl0yee who hassaElsfactorlly -completed trr" prescrlbedprobationary period.

f) Employee on probatlonr means an emproyee who hasb"gl . appotnted with a view to consi.der hissuirabiltcy for regular appointment t;-;[;;"pori.
g) rTralneer means a person who is under training onshort Eerm or long term course ,rrn iu'FF;C:"',',':
h) t$ppr"r,ticer means a person who is working on ashorr r"I_T gt, long 

. relm baslr"-ior-i ?"i,.?j'?.?'ioaon a fixed sfipend ln FFDC

i ) | service' means servlce 1n connecElon wlth anyaffair of the FFDC.

j) 'Premisesr means premises of FFDC.



k ) rNotlce' means a notice in wriElng requrr,ed to be
.glven or dt spl ayed on the Notlce Board for the
purpose of these Servlce Rules.

I . ) f Notrce Boardr means the Notlce Board ripecrally
marntarned by the FFDC for the purpose of dispraying
not lce etc.

m ) words denoElng the singular number shall include
the pl.ural number and vice versa.

n) ' l,fords denoting the mascullne gender shal-l lncltrde the feminine gen
1.3 Exhtbltlon of Serviee Rules :

L.4

1.5

1.6

A copy of these rules shalr be kept in the Li-bra'y
FFDC and also with the personnel Department which
referred by the employee for his informatlon.

of the
may be

Ameridments to Service Rules :

a) These service Rules can be amended at any time by
the Governing council and amendments sharr take
effect f rom the dat'b' on whlch Ehe Governing".councir
gives effecE to such amendments.

b) A11 amendments made to these service Rures and any
notices, orders or instructrons issued thereunder,
shalr be notifled from time to time and drsprayed on
the Notice Board.

Removal of doubts :

rf any doubt arises as to the rnterpretation of anyprovisions of these Rules, the matter shall be referred
to Ehe Governing councir and its decision shalr be finar.
Duties and Responsibilities of posts :

a ) Every empl 0yee shal I carry out the duti es andresponsibilities of the posts for which he has been
empl oyed.

b) Emproyee is paid to do the work of the FFDC and
shall not engage in any other work directly or
oLherwise for himself or for any one else during or



outstde worklng hours
Each ernpl oyee shal1 be respbnslble for and take
proper care of Ehe properEy of the FFDC.

Every enployee sha11 perform such dutles/
responslbll"tttes as nay be asslgned to hlm from to
tlme.

T,7 Appolntlents

The followlng conditlons shall" apply to all appolntments
ln the FFDC:

a) No person who ls less than 18 years of age shall be
appol nted
b) Every employee shalr declare his daEe of birth at

the ti me of hi s f i r st apipoi ntmenL and produce a

documentary evidence like school Leaving certlflcate
Matricul ation/Hf gheq,, g"qcondary CertIf icate.
The fact about , dgtentlon or arrest by police,
conviction by courLi ,of law or any other fact which
could debar a candidate from entering into Govt. /
Public sector underEaklng servlce must be clearly
conveyed at the time of applying for a post in the
FFDC and also subsequenEly, lf anything of this
sort , has happened tll1 . jolning or dur:t ng the.
s ervice
The furnishing of falSe informaElon suppresslon of
any factual information in the applicat:ion for
employment or in any other communlcaEion prior to
and during the course of employment would be a
disqualification and will render a candidate unfit
for employment in Lhe service and be liable for such
disciplinary action as may be deemed fit by the
appoi nti ng authori ty.

L .8 Hours of l,lork

c)

d)

c)

d)

The worki ng hours of the FFDC includlng Administrative



Of f i ce and t^lorkshop shal I be 48 hours
half an hourrs lunch break. FFDC will
worklng ln a week

a week excluding
observe slx days

Every employee shall be
workplace and start work at

Punchlng of Cards :

abbreviations shaIl
for supervision of
1 ) Casual Leave

punctually present
the prescribed tlme.

at his

A punchrng card system/Eleccronic Device
Group'Ar to Group,D'employees wiIl bewhich all of them will indicare the
departure timings.

1.10 Recording of Non attendence:

While recording non attendance the

L,9

1 11a.ll

right from
observed ln
arrival and

f o.l.1oy1i ng
resp<lns ibl;:la

2) Earned Leave
3 ) Restricted Holiday
4) Extraordinary Leave
5 ) Compensatory Holiday
6) Leave of any other kind
7 ) Absent

Identity Cards:

1 . Ever.y empl oyee may be
deemed necessarv.

be usgd by the authority
the attendance:

CL

EL

RH

EOL

.H

L

A

2.

i ssued an Identi ty Card as

Every employee shat show his identity card to theauthori ty of the FFDC r.,ho i s authori sed to checkthe identity cards and regulate entry /movement ofpersons to/in the premi ses.
Identity card wilr be issued to the emproyee freeof cost for the fi rst time.
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Loss of Identity Card shalt be reported lmmediately

to the comPetent authorlEY'
subsequent issue of identtty card due to loss of

the prevlous one r shall be on payment of the fee as

may be prescrlbed.
An employee leavlng Ehe servlce for any reason

whatsoever, shall surrender hts identlty Card to

the prescribed authoritY.

Entry and Exit:

Al1 employees shall enter and leave the premises through

sueh gates as may be prescribed. Employees entering or

leaving the premises are liable to be detainecl and

searched by securiry staff as may be authorised for this
purPose.

Observance of the SafetY Rules :

All ernployees shall compulsorlly observe a1l r;afety

rules and regulations as noEifled by the FFDC from time

to time Employee should use safety equlpments and take

other precautions as necessary. Breach of these orders

and non observance of safeEy rules shall be treated as

misconduct and the concerned employee shall be liable
for such action as considered by the competent

authori ty .

I.I4 Shift l{orking :

4.

5.

6.

1.t2

L .13

More than one

departments or
shi
in

ft may function in a dePartment or
any section of a dePartmenE of the
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i
I

I

b:

FFDC in the exigencles of
the Competent Authority. i

work and at the di scretion of

ClaSstfication of pgsts

Group 'A' Equivalent:
Group tBI fl

Group tCt rt

Group t Dt rr

2,0
2.L

CLASS IFICATION 'OF POSTS:

Al,1 posts in the FFDC shall be classtfied as under:

S. No Desc.ripEion of pos.ts
Post carrying a basic
pa.y or a scale of pay
wi th a maxi mum .of :

1) Rs . 4000 and above
2) Rs. 2900 to Rs. 3999
3 ) Rs. 1151 to Rs. ZSgg
4) Upto Rs. 1150

3.0

3.1

3,2

RECRUITMENT:

:

General i

All vacancies proposed to be filled up in Group c & Dposts shall be notified to the local Employment Exchange
as per the prescribed procedure. such vacanci_es, willnot be filled up from open market. unless theEmploymenL Exchange, issues
Certificate.

a Non Availabllltv

Release of
candidates

vacancies for being
fron Open Market ;

filled from amongst

a)

b)

Empl oyment Exchange CerCi fi es
nominate suitable candidates or ;
No nominations are received b1, the
prescribed tine

inabiLiry to

FFDC wi thin the



3.3. Fllllng up of vacancles released by the Employment
Exchange

DirecE recruitment through the open market s;hould
undertaken only on the same terms and condi.tions
appoiirtment as notlfted to Ehe Employment Exchange.
however, the terms and condltlons of appolntment
changed or recruitment is undertaken after a period
slx months or more, Lhe vacancy should be re-notified
the Employment Exchange

Appolntment of Group 'D' employee to Group rcf posts:

be

of
If,
are
of
'to

3.4

The f ollowing conce ss ions may be granted to Group ,*'Dtemployees for appolntment to Group'c'posts filled
through the Employment Exchange:

Group 'D' employ-ees, who are quarif ied f or Group
'Cr posts can apply direct for such post.
hlhere, the authorities, after considering the names
subnritted by the Employment Exchange, are of the
vlew that qualified Group rDr ernployees arready
worklng in the FFDC are more sultable, might
appoint the latter to the vacancles in Group rc,
even thei r names might not be amongs;t those
sponsored by the Employment Exchange.

3.5 Recruitnent through Advertisement :

vacancies in Group A & B posts sharr be firred up
through open advertisement, which may be given in
the prominent/reading ne!nspapers and ar.s. in the
Empl oymenL News, pubri shed by the pubrjcati on
Divi si on of Ministry of Information and
Broadcasti ng, Government of Indi a, New DeItri.

a)

b)



2, whlle advertising the posts fulr partlculars of ttpost 1lke job Descrlptlon/ResponslblllEles, Sa1a.eLc. should be given.

3' rn order that candldates possesslng the requirrqual.lfications and experience need only apply f(the advertised posts and for proper screening (the candidates on the basis of pqrticular
furnished by them, bpprlcations may ber called ithe prescrlbed format Annexure r whlch is only Ei 1 lustrative one .

TA FOR INTERVIEW/TEST :

candidates carred for interview/Eest from out statior
may be reimbursed, to'and fro single fare fronr the actuaplace of undertaklng,journey or from the normal place oresidence whichever is nearer to the prace o:[ intervieat the following scales :

Group 'A' posE : Ist Class railway fare o
bus fare ( limited Lo Is
Class railway fare in cas
places are connected b
rall )

: 2nd Class railway fare o
bus fare (Li mi ted to 2n
Class railway fare in cas
pl aces a re connected b
rai I ) .

3.

3.6

0t hers
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4.0 RESERVATION IN RECRUITMENT

Reservatlons at the prescrlbed percenEage for Scheduled
castes, schedul-ed Trlbes and other categorles; shall be
made to the extent fixed by the Government of rndia for
filling up the posts by direct recruitment.

5.0

5.1

5.2

MEDICAL EXAMINATION ON FIR$T APPOINTMENT

Baslc Requlrelent

Every nevr entrant to the service
a Medical Ce:tificate of Health
medical authrority

Conpetent Medical Authorlty

is required Eo produce
issued by a competent

Medical Board.
ulvrr surgeon or District
Medlcal Officer or a Medical
Offlcer of equivalent status
Authorised Medlcal Attendant

following cases:
- hoc basls for a

a hew po st: i n the

I ) Group tA'

ii ) Group 'B I

I

0 l^lGU

iii) Group 'Dl

5.3 No Medical eriarninatlon necessary in the
a ) A person appointed purely on ad

period of less than 3 months.
b) A confirmec employee selected for

FFDC.

c) A person already in serrrice of Central/State Govt.
and :ecrui ted through competi ti ve
exami nat ionl i ntervi ew and had been medical I y
exami ned e r rl i er by appropri ate medi cal authori ty
and declared fit according to the same medical
standar:d.

5.4 Temporarily Urtrit:

candidates declared as temporarily unfit for appointment
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for a brlef period, will be re_examined
authorlty after a reasonable perlod which
by such an authority.

5 .5 Appeal agatnst adverse flndl_ngs :

by the medlcal
may br: decided

against the findlngsThe FFDC wi 11 not accept any appeal
of a Medical AuLhorlEy or Board.

5.6 Re-lmbursenent of Fees

Fees charged by the Medicar Authority/Board for inltial
Medlcal examination, wi ll be reimbu.rsed to the candidaEes
by the FFDC

5.7 rncidental charges to lie .borne by the candldates :

i:!

The expenses lncurred op'radiographic examinati,on of the
chest, other X-ray examination, Medical speciatist fee,
hospitalisatton charges, laboratory fees for brood sugar
and other tests called f or by the Medi.cal speciari st ,shall be borne by the candidates themselves ln al1 Ehe
c ases .

5.8 No T.A- for procuring a health certlficate :

Travelling alrowance wirr not be admi ssible for a journey
undertaken to procure a health certlficate on flrst
appoinLment.

6 . O VERIFICATION QF CHARAzuB AND ANTECEDENTS

6.1 rt i s the responsi bi I i ty of the Appointi ng Authori ty to
satisfy itself abouf the identity and suitability of rhe
candi daEes ser ected for appoi ntment. For this purpose,
veri fi cati on of character and antecedents shar I be
prerequi si te condi ti on for all candidates appointed by
di rect recrui tment.For veri fi cation of character and
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antecedents, certificate glven by two referencermentloned by the selected ."naroates w111 forn the baslland attestatl0n by the candldates should be slgned by thrNotary. e'vur(r IJe 8:

6,2 
ilataT 

t., verificatlon of character and antecedents will:en as per the prescribed procedure 
?nd guldingprinclples' laid down by the Mlnistry of Hone Affairs(Deparrmenr of personn"t a ;;;t"i"rrarlve Reforrns).

6 ' 3 selected candidates will submit ALtesLation Forms intriplicate

6'4 The cases, where such...verlficatr_on has been done earl{er
:L 

" 
:h, :J ::::, j.::ii:".." . 

- 

;"' "'.' "'. ir;i'i,,, s e c r o r
rhe FFDC, a copy or J:r::::r::";l:-"jlllo:r" ..",er."red ;;
and kept on the record. 

on Report may be called

6'5 An entry to the effect that rcharacter 
and Antecedentshave been verified' shall be ,""rro"o 

'n 
the services

ffi::;,.'i"rlllrriiot"t"" under rhe signaLure or rhe
7 ,0 g4rH _aLAUEqIANCE_

7.t

7.2

7.3

Every new entrant to the
oarh or Arlegi;"";" ;;" :::::;:":;";T'i;J,,..: rake an

The oath can be taken in Hindi or English or in anyoff i ci ar regi onar r anguage wi rh ,,r, 
"t'n?t;:tn-i^: --t 

t
conversanr j n rhe prescri Jed f ormar o".".lll ;Jo'()vee 

i s

Ernpl0yee who i s a f oreign nationar, is also required totake an oath in,the prescribed format _ Annexure III
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8.0 MARRIAGE DECLARATION

8.1 Every new entrant to Ehe service is fequlred to furnlsh a

marrlage declaratlon in the prescribed format Annexure

rv.

g.Z Blgamous marrlage shal1 be treated as a disquallflcatlon
and Ehe following are not ellglble for appointmenti-
a) Who has enEered i.nEo or contracted a marrlage with a

person havlng a sPouse llvlng or ;

b ) who, havi ng a spouse llving has entered irrto or

contrated a marriage with any person'

9.0 INCREMENTS

9,L Increment in a time scale of pay may be drawn as a maCter

of course unless it is withheld
9.2 IncremenE wlll- be drawn 94 Ist of the month in which it

falls due. i
9.3 The following periods of servlce will count for
i ncrements:

) A11 Periods of dutY
b) Service ln another htgher Post
c) Leave of all kinds except extra ordinary leave on

private affairs.
d) Extra ordlnary leave on Medical Grounds.

e) Deputation out of IndialTralning in India as well as

abroad.

1-0. O ADVANCE INCREMENTS

10.1 Advance IncremenLs on initial appoinfment mal' be granted

i n cases of excepti onal I y qual i fi ed and ex.peri enced

candidates. The number of advahce itrcrements will depend

on merit in each case.



L,2 The next date
I nc rement wt 1.1

I ncrement after the grant
the normal date of increment

of
be

of advance

the FFDC

to such
Government

1T.O STAGNATION INCREMENT

T2,O DEARNESS ALLObIANCE

allowed to
and subject

the Central
lncrement.

Dearness Allowance will be pald to the employees at the
same rates and pattern as sanctioned to the central Govt.
Employees subject to t,fre usual terms & condltions

13.0 HOUSE RENT ALLOWANCE

House Rent Allowance and coinpensatory( city ) All owance to
the employees will be paid at the same rates & pattern
and subject to the same condltions as are applicable to
the central Govt. emproyees based on the classification
of Citles as approved by the Cential Govt.

L4, O TRAVELLING ALLOWANCE

Stagnation Increment will be

empl.oyees at the same raEes
condi tl ons as appltcable Lo

employees for the grant of such

Travelling Allowance on tour
same rates and pattern subject
are appl i cabl e for granf of
empl oyees.

will be regulated on the
to fhe usual conditlons as

T.A. to the Central Govf .

15.0

15.1

PROBATIONARY PERIOD

An empl oyee
probati on to

appointed in the service, shall
assess hi s sui tabili ty for the

be placed on
ki ncl of work



:14:

for which he has been appolnted.
15.2 A candldate selected for appolntment Eo Group 'A', rB'

rC'orrD'post shall be placed on probation for a period
specifled in the relevant RecrulEment Rules. However,
there will no probation for lnternal candldate appolnted
Eo hlgher post.

15.3 AfEer the sEipul.ated period, unless there is any comnun-

icatlon to Ehe contrary, probation will be deemed to have

been satisfactorilY comPleEed

L5.t+ probatlonary period witl not be extended and an employee

whose .perfornance has been assessed below expectations
witl not be retained further in service.

L5.5 Appointlng Authority alone is competen! to terminate the

services of an employee $yrlng. the probationary Jreriod.
wherever it is consldered necessary. '

I
+

16.0 CHANGE OF NAl,tE /SUnneun

16 .1 The name/surname of every employee i s entered in the
service dccuments based on school certificate produced by

him/her at the time of entering .into the service.
However, there may be occasions to change name or Surnane

of the employees in exceptlonal cases for whlch the
following procedures may be followed:

t6.2 Additlon/Deletion or change in name/surname:

a I An emplloy,-r:e who desire s to adopt a new name or to
effect any. mod.lficaf ion rn his/h'er name or surname

may do so f ormai I y by a deed changi ng hi s/'her name.

b) 'l'he change shoulci fhen be published in a proninent
local paper and

After compl et i on of the above formal i t i es , Lhe change

desi red by the empl oyee wi 11 be effected in hi s/her
servi ce records under the si gnarure of the Competent
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Authorl ty.

16,3 Addl tton/Change tn surname of a

marrl ageI re-marrl age.
a) The female employee sha1l glve a formal lntlmatlon

of her marri agelre-marrlage.al.ong wtth her request
for a change ln her surname

Husbandrs name, surname may al so be I ntl mated. On

receipt of the above lnformation/docunents necessary
change ln the surname of a female employee wtll be
effected ln her servlce documehts.

L6,4 Deletion of surname etc. on dlvorce/separaElon or death
of the husband of a female employee.
a ) The femal e empl oyee ' shal I gl ve an

regardl ng change i n marirEal sLatus .

b ) Request f or: change I n her surname e Lc .

Necessary change wl I I , Lhen be effected I n her
service records to' thts effect by the competent
Authorl ty.

17.0 APPLICATION FOR OUTSIDE JOBS

17,L An employee who desrres to appry for posts ersewhere may
forward his applicatron direct to the concerned quarters
under Lhe intlmatlon to the personnel. Department of the
FFDC. :

17 ,2 No e'mployee shal l apply for outsrde job.s rn the for lowlng
c ases :

a) Durlng the periocr of bond where the employee has to
serve the FFDC for a speclfied perlod.

b) Durtng suspensron or wrrere discrprinary case rs
pendl ng agai nst hi m/her.

b)

femal e empl oyee on

lntlmatlon
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lB,2 Contents of the I etEer of reslgnatlon :

I

An empl oyee who i ntends to resl gn from ht s post shal I
send rgslgnatlon to Ehe competent authorlty ln wrltlng
express I ng hf q wt I I t ngness to resl gn gt vt ng one month/
three months noflce as the ease may be, tmmedrately or
from a spectfted date. The letter of reslgnation should
be uncondt t I onal. .

18.3 condtttons under whtch reslgnaElon may not be accepted :

a) when the ernpl oyee I s engaged or deta il ed on work of
lmportance and c'annot be rellevdd rmmedlately before
maki ng al ternaElve arrangements'.
An empl oyee i s under suspensl on and a dl scl pl I nary
case is elther pendlng or contemplatedr sgslnst
hlm. The competent authbrlty may, however,, dectde
whether 1n accepting'reslgnaEion of such an employee
there I s no pecunl ary 1'oss to the FFDC and that. t t
is in the lnterest of the FFDC to accept,reslgnatlon
of such an empl oyee.
when an empl oyee has recer ved trar nr.ng at f he
expense of the FFDC and has executed a bond to serve
for a speclfled'perlod, hls reslgnatron will be
accepted onl y when, he dl scharges al I such
obl i gaEl ons .

18,4 Date from whlch a reslgnaLlon becomes effectlve :

A reslgnation becomes effectrve from a date when lt
i s communi caLed by the competent AuEhorl ty I n
wrl L I ng.

b)

c)

a)

b) In case, an empl oyee wt thdravrs hi s
bef ore, i L i s communi catecl to the
Authori ty, i t wi I I be revi ewed by the
AuhCori ty.

reslgnatlon
Compe fent
Compe I en t
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18.5 check llst to be completed before actual rellef of ttle
employee :

Betore an empl oyeets resl gnatl on I s accepfed and he I s
acfually relleved of hts dutles, a check llst as
prescrlbed may be completed to ensure that all dues of
the FFDC have been settl ed and nothlng I s outstancll ng
agalnst htm Annexure V

19.0 T[-RMINATION OF SERVICE CIRCUMSTANCE9 & EVENTUALITIES

SubJec t to the provi s I

services of an employee
followlng hrays :

a ) On ht s death
servlces of an employee, shall cease with effect from

i the date of ht s deaLh. pay and Al I owances of an
r employee may be drawn in hts favour lncludtng the

,day of death irrespectrve of the tlme of death.
b) Termlnatlon as per terms & condltlons of servlce

The services of an empl oyee may be termr naterJ by
glvlng such notlce pay as may be prescrtbed rn the
terms & condltlons. of appolntmenE. In the absence
of any such specrfic provrslon, the servrces of an
employee may be rermrnated rn the folrowrng manner:
DurI ng probati onary perlod servi ces may be

il)

terminated wlthout asstgnlng any reason and wlthout
any noti ce.
Appoi ntmenl- of a conf I rmed empl.oyee may be
termlnated .at any tlme by glving three monfhs nofrcc
or by makl ng payment of pay and ar r owances for the
not lce period.

ons of the rul es I n force , the
shall. stand terrirlnated ln any of

i)



c)

d)

f)

g) On

.:L9:

0n tenderlng reslgnatlon

The servlces of an employee shall
from the dafe ht s resl gnatl on I s
Appotntlng AuLhortty.
Retl reneht on supera-nnuaEl on

cease wl th effect
accepted by the

on the
age of
f,orm a I

e)

The servl ces of an empl oyee shal 1 cease
afternoon of the day on whlch he aEtalns the
I58 years i rrespectlve of the fact whether a

order ls lssued to thts effecE'or not.
t{hen decl ared lncapacltated for servlces
medlcal auLhorlty :

I

by

An empl oyee decl a red unf I t or i ncapacl t aberJ f or
.further service by e medlcal authorlfy, shall be
dlscharged from the s,etvice from the date he ls declarecl
unf i b/lncapaci Eated.

Removal/Dlsmlssal as a result of dtsclpllnary actlon

The services of. an employee shail. stand terminated
who I s removed/dl smi ssed as a measure of penal fy.

abollElon of post held by the enrployee:

If the post hel d by an empl oyee i s abol i shed as a

result of policy, economy ln expendlEure or due to any
other reason, the servl ces of an empl oyee may be
termlnated in the order of junlorlty.

20, O SERVICE RECORDS AND TI{EIR MAINTENANCB
20,r FFDC will malntarn a servlce record for each of the

regul ar empl oyee bel ongl ng bo Gr.oup ,A, , Croup ,R, 
,
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Grbup tCr and Group fDr ln the prescrlbed form.

records wt1l. be kept ln Ehe cudEody of an
authorlsed by the Dlrector.

20,3 The servrce records shal.l con'aln the forrowrng
ent rl es .

a) Every step 1n the offlclar career of the employee,'ilke apporntment, date of Jolnrng, rncrement,regular leaver pay flxatlon, etc.' b) perlod of suspenslon, inLerrupLlon.
c) Reverslon or reductlon to lower post.
d) Major/mlnor penalty imposed upon the employee.e) Verlflcation of character and antecedents.
f) Mrdlcal fltness on frrst appolnLment indlcatlng thesEaEus of the Medrcar, Authorlty who examlned.g) LTC avalred for vr.sltlng Home Town or Lo ahy pracern Indr'a indtcati.rg the.peri,od and na-Lure of'r"urr",date of commencemenE cif jou*"y, place Vtsltecl etc.and al.so the names of the famlly members of theI empl oyee.

20.4 The followlng documents shall
book of che employie:

be placed in the servlce

Declaratlon of famlly Members.
Declaration of Home Town for purpose
Medlcal Fl.tness Certlflcate on flrst
0ath of all.egiance.
Declaratlon of marltal status.

20,5 Annual Verlflcatlon of Service 2

Ser,vlce verlficatlon certl
under the slgnaLure of the

.

20,2 The servlce
authorl ty so

a)
b)
c)
d)
e)

of LTC,

appol ntmenL

flcate shal,l. be recorclecl
Competent Authorl ty every
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yea r endl ng 31 st March I n the fol I owl ng form :

rrServlce verlfled f rom ...... t. r. :....
to............ . onthe basls of acqulttance
rolls etc.rr

20,6 Attestatlon of enErles ln the servlce book :

All entrles ln the servlce record shall be made under
the slgnature of an authorlsed.authortty.

20,7 Ernployee may also lnspect thelr servlce records r

An emloyee may lnspect his servlce records once ln a

year for his informafion.

2T, LEAVE RULES

These rul es wi I l. be appl. i cabl e [o the empl oyees except
those covered under SCandtng Orders.

2T.L DEFINTTION

In these rules unl.ess there is anythlng repugnanf ln
the subJect or context, the words used wlll be deflned
gs fol lows:
a ) rtEarned Leavetr means l eave earned I n resp€f ct of

perlods of service and granted on ful I pay.
b) " Half pay Leave'r means leave on half pay earned by

the empl oyee i n respect of servl,ce. Thl s can be
avai I ed as I eave on prlvafe affai rs or as stck
I eave on medlcal cerEi flcate,

c ) r'commuted Leavet means l eave granted on medl cal
, c€rti f lcate on f ul l pay f or hal.f the perlod of Hal f
I

Pay I eave admi ssl bl e.
d ) rtExf raordi nary I eavetr means I eave sanetl oned trn<Jer ;
' speci al ci rcumstances wr thout any I eave sa I ary.
e ) "Puy" for purposes of these rul es wt I I be f lre ,
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amount drawn monthl

has been sancEloned

y, by the empl oyee as paY wltl ch

for Ehe post held bY htm.

2L,2 General Prlnclpals:
t, , Leave cannoL be clalmed as a matter of rlght.

The leave sanct I onl ng authorl ty may refuSer or
revoke 1 eave of any kt nd.

3 . I f I s not open to the sanct ionl ng aufhorl ty to
r alter the kind of leave due and applted for.

4, Leave of one ktnd taken earller may be converted
I nto leave of a dlf f erbnt ki.nd at a I ater date at
the request of the employee and at the dlscretlon

', of the authorlLy who granted"the leave.
5. ' Conversl on of one kl nd of I eave I nto I eave of a

' di fferent ki nd I s permi sst bl e onl y when appl i e<l for
' by the empl oyee wh.t 1e I n servl ce and not- af f er

qut ttl ng servlce. :' ,

6. Leave sanctlonl.ng,, authorl ty may commute

retrospecti vel y periods of absence wi thouC I eave

t nto extraordi nary I eave..

7. An employee on leave should not take up any service
or empl.oyment elsewhere wlthout obtalnlng prlor
sancElon of the competenE authorlty.

8. ' An empl oyee shoul d produce medi ca1 certl f I catr: .f or
leave on medical. grounds.

' 9. Leave sanctlonl ng authorl ty may secure second
medlcal oplnion, if tt considers necessary.

10. An empl oyee who 1s on l.eave on medi cal cert I Fl cate
rvl l1 be permi tted to return to duLy onl y on

production of a medlcal certtficate of fifness.
11 . Overstyal of 1 eave wi thout proper sanct I on , wt I I be

treated as unauthorised absence,
12. l^li I ful absence f rom duty af f er the expl ry of leave

renders an empl oyee I i abl e to cll sci pl i nary acfi on.

2L,3 NNTITLEMI1NT OF LEAVE
'l'he nature ancl quant-um of
empl oyees wi I I be as urrder:

1 eave admi ssl bl e to fhe
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EARNED LEAVE

The enEitlement of earned reave for a carender year
wt I I be 30 days.
credl t wi I I be afforded in advance at the rate of
t5 days on Ehe Ist January and Ist of Jur y every
year. The credi t to be af f oreded wr l l be r,educed
by 1/1Oth of extraordr nary r eave avar r ed or a
perlod. of dies non durlng the prevrous harf year
subject to a maximum of 15 days only,
The credlt for fhe half year ln whlch an employee
I s appoi n.ed wt 1 I be afforded" at the rate 'f two
and hal f days for each compr eted car ender month of
servlce whrch he is rikely to render rn ther harf
year ln whlch he ls appotnted.
The credi t for t'he hal f year r n r,rhr crr an empr oyee
I s removed/dr smi ssed f rom servrce or <ri ers i n
servi ce , wr r r be af f orded at the rate of t r,ro ancl
hal f days per compr eted car ender monfh upro ilre 

"noof the calander month preceding fhe calander month
ln which he ls reurove<t/dlsmtssed/dies.
rf an ernpl oyee who reLr res/rest gns/t s removed/i sdismissed/dies. rn the mrddre of the calander year,
has taken exLra Earned Leave durrng the harf year,
rhe Earned Leave credi ted to hI s account 

"r ir u"
reduced at the rate of 1/fOtn of such extraorclinary
I eave and the I eave accounL wr l l be regur ari se.
accordi ngl y
Any earned I eave not aval l ecl I n any year by an
employee shalr be adcred to such reave accrurng tofhe empl.oyee durlng the succeeding years.
Earned Leave will be accumulated upto 240 clays.
Earned r eave shour d be avai r ed onr y after prr or
sar'rct r on of hhe competenL aufhort fy and t t can be
avalled upto 180 days at a time.
wlril e af fordr'g crecrir of Earned [,eave, f racbrons

il)i

rl 
.

rrr)

v)

lv)

vi)

vii )

vlii)

lx)
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of a day shall be rodnded off to the nearest day.

Earned leave rnay be avall.ed at a tlme upto 240 days

ln the case of leave preParafory to retiremenf.
HALF PAY LEAVB/SrCK LEAVB

The "ntttlement 
of Half Pay leave/sick leave for a

calender ydar w111 be 20 daYs. '

Advance crdl t wt 1 I be afforded at the rate of' 10

days on hal f pay on the Ist of January and Ist. of
Jul y every year.
The credit for the half year in whlch hn employee

i s appoi nted wi I I be on pro- rata basl s for each

completed'calender month of servlce whlch ts ltkely
to be rendered by hlm ln the half year ln whlch he

I s appoi nted
The credit for half "year 1n whlch an employee is
due to reCi re/resign wt l1 be af forded at 'tlre rate
of 513 days f or eac\ ,compl eEed cal encler mont'h I n

that hal f year upto the d ate oF

:ret I rement /resi gnati on.

The credit for fhe half year In whlch an employee

I s removed/di smi ssed from servi ce or dl es i n
s ervi ce wi I I be a fforded at the ra te of 5 I 3 days

per compl eted cal ander rnonLh upto the end of f lre
I

ca1 ander month precedl ng the ca1 ander montlr I n

whl ch he i s removed/dt smi ssed/dl es.
The half pay leave to be credlted every half year
wi I I be reduced at the rate of 1/8th of t-he perl od

of dies non/suspension treated as dies non clurlrrg
the previous year subJect to 10 days.
Whlle afforcling crecltt of half pay leave, fracblon
of a day shal l be rounded of f l-o the nearest d.y,
Hal f pay I eave not- avai l ed i n any year by

employee shall be added to such leave accrulng
the employee during the succeedlng years.

ili )

iv)

r)

il )

vi

v)

vll )

viii ) an

fo
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ty)

r) Half Pay l.eave can be converEed trito full pay leave by

taklng tE as commuted leave on the basls of medlcal

certl flcate.
If .the commuted leave ls taken, twlce the rn:mber of' days

avalled wtll be debtted ln the Half Pay leave account'

Commuted leave upto a maxirmrm of 60 days can be granted

to a fenrale employee ln contlnuaElon of maternlty leave

wlthort medlcal certlflcate'
C,ommuEed leave can be granted onl y m".n the I eave

sanctlonlng auEhorlty is sattsfled that thet'e I s

reasonable prospect of the employee rPturnlns to duty on

itsexpiry.ItcannoLbegrantedasleavepreparafory
, [o retl rement.

v) CommrEed leave may be grantbd at the request of the

, enployee even uften earned leave ls due to him'
.l

2I.3.4 EKIR/UDIMRY TEAVE

1. ExEraordinary r,earre wt thout any l eave sal ary may be

granted to the followlng ex[ent tf no other ktrd of

l.eave ls due or vilren lt is especlally applled for:

i ) Upto three monLhs orl any occaslon other than orr grounds

of tllness.
ii) Upto slx months on any occaslon on mecllcal certlficate

for diseases other than T.B. ard Leprosy'

iil) upto elghteen months on any one occasion ln cases of

treatment for T.B. arxl [,eProsY.

|v) UpEo one year for 'urrlergolng a speclal course conslsflng

of higher studies or speci al I sed tral nlng 1n a

professional or technlcal subject havlng a direct or

close connectlon with the sphere of dutles of an

employee which will be decided at the dlscreLion of the

ManagentenC.
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The General Manager lnay sancElon. extraordlnary leave ln
excess of Ehe abcnre perlods by three mcnths ln exceptlonal

CaSgS.

The. perlod spend on extraordlnary leave wlll not .coung for
purposes 'of earnl ng earned 1 eave. It wl ll , horever, be

reckoned, as service for cal.cul.aElng entltlement of half
pay/stck leave.

, 2T,3.5 MATERNITT LEAVE

leave may be granted'to marrled/unmarrled female

as under:

:For those female bmployees ullo have less than

tvo surviving chlldren

22,

b) 6 weeks : For mlscarriage/abortlon. Admlssible fwlce

during the tenure of of servlce I rrespecfive

of number of chlldren.

tt) In bofh the above cases appllcatlon of leave should be

supported by a Certl f icate f rom a Regl stered t'ledlcal

pracEi tioner
ili) The maternity leave, shall not be debtted agalnst the leave

accounL

iv) It may be comblned with any klnd of leave.

v) It is granted on full day.

vt) No maternity leave is admisslble for threatened abortlon.

C.ASI.'AL I.EAVE

i ) 'lhe entitlement of Casual leave for a calemler year wll I te

12 days.

iil ) Casual leave should not be availed withor-rE prior permlsslorr/

sanction from Lhe competent authorify unless there are

unforfunate cl rcttmstances I I ke stdderr i 1 I ness etc .

2.

3.

f ) MaEernity

empl oyees

a) 90 days
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ttt ) Casual leave can be faken for half day also.

tv) Casual leave cannoE be comblned wtfh any oLher leave except

Speclal. Casual leave

v) Sundayd/Holtdays/Resgrlcbed Holidays/Weekly ofFs fall ing

durlng t-he pertod of Casual leave are nob counted as perf oF

Cdsual'1eave.

vt ) Surrlays/public hol.idays/Restrlcted Holtdays/r,ueekly offs can be

prefixed/sufftxed to Casual. leave.

vtt) Castral leave can be Laken on Tour, tuL no dally allowance ls
admisslble for the perlod of Casual leave.

vlti ) Essentlally lntended for short periods, it should not rrcrmally

to be granted for more than B days at one tlme excepf under

, specl al cl rcumstances.

tx) LTC can be avalled durlng Casual leave,

x) Employees jolnlng servlce durlng the mlddle ot, fhe year may bc

al l owed Casual I eave proportl onafel.y

xi) The unavailed portion of the Casual leave wtll lapse at the

end of Cal.ender year and shall not be carrled forwarcl to the

ext year.

23. SPECIAL C,ASUAL I,EAVE

Special Casual leave shall be granted ln the follor^rlng case$ to the

exEent lnCtcated against each:

:',
23.L For Fartly Planniqg

a) Male employee i

Ilaxlmum of 3 working days admlsslble.l ; Vos€ctomy operatlon. If he

undergoes the said operation for a secorxl tlme due to fallure of bhe

flrst, another 3 days will be admlsslble on the procluctlon of
medlcal cerElficate.
b) Female employee:

Tlxl mum of. 14 clays a<lnri ssi bl e for tubectomy/l aJlroscopy. If
she undergoes ttre opera[lor for a secorrl tlme due bo fallure
of the Fi rst , nraxi Inum of 14 days wl I I be adml ss I bl e for the

secorrl Li nre.
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L4, Nrc/I$HNr Or MRNED I^UAVE AT CNMIT

Encashment of Earned

of senrlee subJect Lo

PERIOD OT SERYTCE

2 years or less
I'bre fhan 2 years upto 5 years
more chan 5 years upLo 10 years
I'bre than 10 years upto t5 years
l"lore than t5 years upto 20 years

i'More than 20 years upto 25 ytiars
More than 25 years .

leave at credlt will be ailoroed on termrnatio'
the celllng menrloned below:

HAKn[-I-l EL EIIASII"trNT

No encashment

30 days.

60 days

90 days.

160 days.

200 days.

24O days.

24'2 An employee is permltted ro encash Earned leave.nob availed of,
subject to the following conclltlons:
a ) In a year the nraxllnr.;m of I eave encashecl

amourlt of the I eave at credl t on 31st_

previous year or 30 days whlchever ls less"
b) Earned Leave shall, be encashed only once ln

shal I lre hal f the
Decemhrr n of the

a. year arxl mlnlmunr
period shall be 7 days.

L/ Employee will have t.o take,an equal. amount of neave r,,irlclr
means that tf he errcashes 10 days earned reave, trren, for
anoLher 10 days he wir I ha'ie to proceed on l eave , so trraf
total- leave wtrich ls to be debitecl to hls account wlll be z0
days.

" d) For paymenE in lleu of earned leave, Baslc pay + Dearness
Allowance alone shail. be'taken intq, account

e) Encashment'of'earnecl leave shali lx illowed subject to t5e
availabiliLy of furrls

f) Earned Leave for the purpose of availing the encashmenf

, hnefic shall be allowed keeping in view fhe exlgencies of t-6e
rk of the respective department of the FFI)C .
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Fragrance arrl Flavour Development Centre(ffDC), Kantrauj wlll
ob$erve 10 closed Holldays plus 2 optlonal holldays ln a calerrler

r year. '

OuC of 10 closed holldays following 3 Natlonal Holldays u'lll
compulsorlly be observed

t ) Republlc Day

2l Irdependence Day

3) Mahatma Gandht's Birthday.

The remalning 7 closed holidays ard 2 optlonal holldays wtll be

chosen on year to year basl s taldng lnto account thr" I ocal

lmportance of the festlval/occaslons ln consultatlon wtfh the

representaLives of the employees.

!'lhtle the no. of holiclays will remain consLant i.e., 10 plus 2, the

dates of hol idays/events boul cl 'vary clependt ng upon thc' I ocal

lmportance and observance of such festivals, etc.

The ltst of closed holidays and optlonal holldays wtll be notlfted
sufflctenEl.y in advance.

26, LEAVE TRAVEL COTrcESSIOI{

Employees wtll be allor,'nd leave Travel. concesslon to vir;iI l-lome

Tovnr and Leave Travel Concesslon to vlslt any place ln Irrlta on the

same pattern anC subject to the same conclltions as are applicable
to the CenLral GoW. employees.

27,tt MiDtcnL Fncrl.rfilts -

27 ,L 'ilre l'lc.di cal Faci I i ti es detal I ed bel ow shal I

viho are outside the scope of E.S.I. Scheme.

broad features of the scheme.

apply to the employees

lhe following are tlre
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27 ,2 Bl lgtbtl t by:

:

The scheme covers all employees r,rtro are not cwered urrler E.S.I.
Sbheme. The employee wtil lrrcltrde deputatlonlsts r,utro opr for the
scheme.

27,3 lledlcal allqmrre to the employees:

t) The FFDC wtll granL medlcal allowance to the employees tor out-
patient LreaLmenL at 5O7" of one monthrs baslc pay plus clearness
allowance per annun as on Ist Jarnrary of the year.

tl ) Condttlons of eltgibiltty
a) The allowance will contlrnre to be patd durlng extraorcllnary

I.eave 
.:

b) The allowance will be ddmlsslble even lf an employee ls under
suspensl on.

c) The employee will noL be requlred to render any account of
allowance paid to hlm.'

27,4 The proportlonate Medical allowance wt11 be drawn and pal,:l along
ruith fhe monfhly salary.of the employee.

27.5 lledlcal facllltles to ttre emplo1ree ard hts famtly as ln-patileng on
hospt tal lsatlon.

t

the medlcal facilitles will be admlsslble to the famllles of the
employee as deflned below: 

:

27,6 tbftnition of Fanlly 
:

rrFaml I ytt neans an empl oyeets I

i ) Sporse ; and i

ii ) Parents, unmarrled sisfers, widowed slsters, wlclornecl

daughters, mlnor brothers and chlldren prorlded thelr income
from all sources does noL exceed Rs. 500/ per monfh, (Dearness
rellef sanctloned after December tg5, not bo be taken lnto
accounL For the fxrrpose of Lhts limtt of Rs. 500/ In fhe casei of clepexlenl: pensioners)
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lirsbardfi{lfe:
The condltlon of dependency does noE apply. The term 'Wife'
lrcludes more Ehan one wtfe ard al so Jtrdtct ally separated

, wl fe.

Parents tftol.l.y deprdent :

1) . The term lncludes adoptlve parents b.rL not step parents. In
the case of adoptlon, only the adoptlve are noE the real
parents, will. be ellgtble.

ti ) If the adoptlve father has more than one wlfe, the ftrsb wife
y wlll be ellgible. :

ttt) A female employee has a cholce to lnclude elther her parents
or her parenLs ln law, wtrolly deperdent on her ard resrdrng
wt[h her

Chlldren and Step children t*nlly deperdent:
i ) Children lnclude legally. aclopted chlldren.
tt ) rf judtcially separated, tlll. the questton of guarandlanshtp

ts dectded, relmbursement for chtldrei\ may be allor.pd etther
to the husband or thg wiferrdroever prefers the clalm,

lttren both hrsbard ard wlfe are employed:

An employee's spouse employed ln a State Gwernment, ln the

. Deferrce/Railway Servlce, Corporaclon/body, local body or
private 'organl sation r^rhich provldes for medlcal cover can

choose el fher the cenfral Government medlcal cq\rer or the qre

by the employer organlsatlon.

lltren famtly stays away from employee:

The concesslon Is admlssible even tf the famlly reslcles at a

staLlon other than the place of duty but the parents should

llve elther with the official or wlth fhe other members of
the famlly.
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In case, an employee or his famlly member is hospitallsed as an ln
patlent ln a Government hosplLal, relmbursemenE of medlcal"

wtll. be allowed as admlsstble under the tledlcal Atterdence

the CenLral Government employees for the followlng ltems:

The empl.oyment of such paEhol.oglcal, bacEerlol oglcal ,

radlol.ogical or other methods/tests as are consldered

necessary by Ehe t"ledtcal. Authorlty.
The supply of such medlcines, vacclnes, Sera or other
therapeubic substance not ordlnarily so avallable ln the
hospltal arxl as the medlcal authorlty certylng ln wrltlng to
be essential for the .""orr"ry'o, for further preventlon of
serlous deterioratlon in the condltlon of the employee.

Such accommodaLion as ls ordlnarlly provlded tn the hospltal
for treatrnenL of the State/Central Govt. employees as per

thel r sLatus.

Such nursing as ls ordlnarlly provided to the patlen[ by rhe

hospl Eal..

27.8 All clalms for medlcal reimbursemenL for treatment as ln-patlent In
a Gwt. HospiEal will be submitfed by the employee ln a Prescrlbed

. form and on t-he same terms arxl condl l-lons as appl lcable to the
CertLral GsvL. employees

27.9 The llst of lnadmlssible nredlclnes appllcable to the Central Gcrvt.

employees will be adopted by the IIFDC for lts employees.

27.10 No relmbursemenE of any clalm wlll be made to the employee for
nredlcal treatment secured outslde Irxlia elther for self or hls
famt I y.

27 .11 the paymenl- of medical al I owance as r^reI I as rel mhlrsement of
medlcal. expenses as an 1n-patient will be wltlrcJrawn from tlre date
the employee gets covered under the Employeesl Sr.r" fnsurarrce

Scheme.

expenses

Rules to

a)

b)

c)'

d)
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27,t2 Authorlsed l'ledtcal. AtLerdants:

rrAuthorlsed Medtcal Atfendanttr means a Medlcal offlcer, employed
locelly ln a Cenbral/State Go\rt. Hospltal . It wlll ttrus, trpltde
all. clvll hospltals and dlspensarres under central/state Govt.

:

27 ,13 ilbspt bal I saLlon as Irdoor patlents:
If, horoeverr ffi faclrlty/accommodatlon ls avallable ln Go\rt.
Hospltal or for any partlcular treatmenL Lhere are rD facilltles ln
the covL. Hospltal. and this is certlfIed by Authorlsed uedtcal
Attendant/concerned hospi tal , hospl taltsatlon for the treatment
could be aL any hospital after approval from Director but the cost
thereln may be qtt"tffO only to the extent admlsstble lf the same
treafmenL tr 

"btrt""d ftom a covt. H"rpttrl ln the ctty by a Govf.
servant of equlvalent stabus at the discretlon of .the Compefent
Aufhorl ty.

27,14 Famtly meobers emproyed In other organlsatrors

l^lhere a member of Lhe euployeers famlly ts ln the employnent of an
organlsaLlon other Lhan the FFDC such member or members oF the
famlly wtll not be eligible for medlcal beneflts from FFDC. In
regard to dependent children of an employee vuhose r^dfe/tnrstiand, as
the case may be, is arready employed rn anrther organrsatror, an
opLlon has to be exercised by the employee as to r^fiether the
chl ldren wi I 1 utl I I se rhe medlcal fact I I ttes that ml ght be
avallable from tl're organisation ln wtrtch the mother or fabher, as
the case may be, ls employed. In casean opflon ls exerclsed ln
favour of FFDC medicar facilrfies, rt shail be exercrsed In.wrr[-rng
and countersigned by the organlsailon rn wrrrch the other spouse rs
empl oyed.
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27,15 Bner8enE lledlcal treatmenL ln retaxatlon of above nredlcal

facll I Eles

In case of serlous accldents or lllness, an employee or a member

of hts. famlly may be admltted for emergenf medlcal treat'ment ln

' the nearesc private hospl tal ln the absence of a Gwt ' or

recognlsed hosPltal.

The quesLlon uilreLher it was a case of real emergency necessltatlng

admlsslon in a prlvate hospital wtll be dectded on merlt by the

DlrecEor belng the conErolling Authorlty'
t-

Medical expenses lrcurred ln a prtvate hospital wlll be relmbr.rrsed

to the employee on the sane pattern and subJect to the

restrlctlons as applicable to the Central GcnrL. employees. In

such cases, Director wtll. have the powers to relmburse nredlcal

expenses upLo Rs. 5,000/ in each case and exceedlng fu. 5'0m/ dth
the approval. of the Governl.ng Councll. -

28, C}IIt,BtsI'S ED{."CATIOML A^SSI$IAIICE :

Children's Educatlonal Asslslance

employees on the same rafes & pattern

Government Employees ard subjecE

governing the grant of :

,a ) Chl I dren' s Eklucatlonal. Al I owance.

ReimhrrsemenL of T\rlticn Fees.

,Hostel Subsidy.

mNIRTBITIRY PI{OVIDIIII FI{'p RUI^ES

Introduction:

The [mpl oyees wi 1 I be cwerdd unCer

Scheme of the Reglonal PrcvldenL funl
The conEribrurLions Lowards CPF both

wlll be provlded to the

as admlssible to the Cenfral

to the general condlElons

the Contrlbufory Prwldent
Commlssloner of the State.

from the employee and the

b)

c)

29.
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employer wlll be depostted at the ftxed rates CIn monthly basts by

the Dlrector as per the prescrlbed procedure'

I

It ls open for the FFDC to elther conflnue malntenan:e of CPF

accoung.*lth Ehe Reglonal. Prorldent F\rnd Commlssloner of the State

or to form a TrusE Eo be operated by Che FTDC'

"ltre rul es for the formation of the Tnrst wt ll be f ramed ln

consultaLlon with the Regtonal. Provldent Fund commissloner for

r^ilrtch the followlng guideLlnes w111. be follol'rcd:

29 ,I ,strort Ti tl e: i

a) These rules may be called the FFDC, KannauJ Contrlbufory
provident Fund Rules (hereinafter referred to as FFDC CPF).

b) These rules shall. come lnto force rvlth effecL from the date

of formatlon of the' Trusr.
:'

I

29,2 Deflntttons :

:.
In these rules the l^Drds, terms and expresslons mentloned below

shall except uilrere repnrgnant to the subJect or conrexr, be deemed

i.) rrFTl)Crr shall, mean the Fragrance ard Flarmurs Devel0pment

Centre, Kannauj

I f i ) ,,Governlng Corncll'r shali t"an the Governing Ccurntl of the

FragranceandFla'voursDeve1opmentCentre(riDC)Karrrauj

til) rflfundrr shal.l mean the Fragrarrce and Flavour Drlvelopment

centre (FTDC) Kannauj contrtbnrtory Prcruldent F\Ird'

tv) ,,Member,, shall. mean a subscrlber to the Fragrance and

Flavour Developmenl centre(rrDc) Karnrauj contrlbutory

Prorldent Fund.

v) nTrustee" shall mean the Board of Trustees of the rFDC CPF.

vl ) I'Empl0yert'shall mean fhe Fragrarce and Flavour DevelopmenL

Centre(ffDC) Kannauj arrl includlng the authorlfies or

persons to wt"rom affalrs of the F['DC have been entntsted'

vli ) "Foreign servicet' shall mean the servlce in wlrlch an

employee of the FFDC recelves his pay and allourarces rqith

t:he sanction of the fFDCr



vtll)'rlilnolumetrrs or Salary't shall mean pay or leave pay and shall

tncltrle:
a) nastc PaY of an enPloyee'

b) any ad-lnterlm lncrease of baslc pay

c ) any specl al pay 
":l::1 . ,]t 

conslderatlon of spect f lc

ackllrtons to cluLles and/or responslblllties' '

d)

e)

f)

}UIT6:

i ' ' -" ^L'-l'l mean the subscription patd by

x) t'SubscriPtlon" shall mean
the }lember ro

dearness allowance'

any personal pay granted at the tlme of flxaElon in a new

scale or in the same scale'

dearness PaY'

(i)Forthepilrposeofcalculatlng',C.onrrib.rflons|'and
subscrlpLions it, shal1 be rounded off to the nearesr

rnilrol e r"\Jpee

( i I ) r'limol umencs or 'sal aryrr f or the f^trpose of thi s nrl e

shal1 exclucle all other allowances arxl perqulsl tes '

'lhe terms rrBsslumenf strr "S'l ury" & "Pay" sl-ral l be

lnterchangeable' 
:

the F\rnd' 
rt ^r-^11 mpAn the contrihlt:lon paid bry rhe F'l'Dc'

i) ',Contrlhrtion" 
shall mean

xl ) 'rFamily" sha1l mean and include as below:

i)inthecaseofamalemember,wife,chilclrenarxJdeprxlent
parentsofarnemberandawlclowandchllr]renofcleceasedsort

, of a membet" provicled thabif a member proves that his r-'ife

' has uncler the personal law gwerning htm' ""^i: 
customary

]awofthecommunitytor,ilrlchrhespousebelong:;,ceasesto
beent-il,ledto*uin,"non..,slreshallrnlortgerbecleemedtc
beaparLofamember,sfamllyforfhe[xjrpc'seofthese

i rules, unless a member subsequently intimates by expres!



notlce ln writing to the Trusteeship Committee thar she

shall continue to be so regarded' arrl;

tt)lntlrecaseofafemalemember,husbandarxlchlldrenofa
member,herclependenfparentsardthatofherhusbard;wldow
andchilclrenofdeceasedson,ofamember;prwldedthattf
amernber,byrnticelnwrlttngEotheTrusteeshlpConrmiLtee'

.expressesherdeslretoexcludeherhusbandfromfamily,the
husbandandhtsdeperr.denLparentsshallrnlorrgerbedeemed
tobeapartofamember'sfamllyforthepr.rrposesofthese
rulesunlessamenbersubsequentlycatrcel.stnwricingany
such notlce'

In elther of the above tvro cases, If the chlld of'a member tras been

adoptedbyanotherpersorandlfundefthepersorrallawoftlreadopter,
theacloptlonlslegallyrecognl"dtsuchachrldslra]lbeconslderedas
excluded from familY of a member'

(xttl) ',Chalrman" shall mean the CLatrman of the Board oF Trusteer;'

xitt ) rrsecretary" shall mean tlre secretary of the Boarcl of ]'rustees'

xiv ) r'Rul es[ shal I mean the 'FFDC CPF '

;;; ,ryear,,shall mean financial year of the FFDC 1'e'' from Lst April

to 31sL March of the next Year '

xvi),,Employee"shallmeanaregularenrployeeoftheliFDcparblclpaflng
in FFDC CPF'

(xvii) "Accumulatecl Balance clue fo an employee" in case the balance [-cl

his/her credit or such portion thereof as may be clalmable by hlm

urrler the rul es of the Flrnd on the day he or she ceases to be an

emPloYee of the ffDC'

xviii ) ,,Exempte<l Employee" "Exempted Contrlhlrlon" arrl "Dxempted

Ittterest,,etc.shallbeconsEructedSameasdeftnedurrJertlre
Ernployees, Provl<Jent ffurxl Act 1952 as amendnient from tlme to tlme'
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29.3 ConsEttutlon of the Fund

iv)

v)

vt)

N-ote: In case of
by such
I ncluded i

29.4 Membershlp:

a) A fund desl gnated as rrFragiance and Fl avour

Development Centre(FFDC), Kannauj Contrlbutory
Provldenb Fund" shall be creafed from the date of
these rules coming lnto force Eo provtde'to the

empl oyees provident fund fact I I fl es as herel rrafLer
prescrl bed.

The fund shall be malntalned ln Indlan currency In
Incll a and shal I consi sts of the fol I owl ng:

t ) Subscrt pti on of members

f t ) Contri buti on by the FFDC

f t I ) Bal ance fransferred from any other Provldent
Fund when such transfers are permt tted under
the rul es.

b)

Interest/dividends and profi ts whl ctr may

accrue on i nv'bstmenf /depost f s.
Sums appropri ated or forfel fed to fhe fund
under the rul es.

Any other receipts under the rules.

forei gn servl ce, contrl but I on made

forel gn empl oyer shal I al so be

n the fund.

a) Every employee who is ln regular employment of the
FFDC and who has completed one year's continuous
servl ce shal I compul sori I y become member of the
Fund f rom the begl nnl ng of the monf h f ol I or.rl ng

that i n whi ch he compl ef es on year's cont I rruous
service.
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The followtng categorles of enrployees shall not be

entltled to become members of FFDC CPF:

t ) Depufatl onl sfs from Cent ral I State Govfs .

t t ) Empl oyees keepl ng I t en I n oLher departmenLs .

t f t ) Pa rt tl me and casual empl oyees .

A deputatloni st from Govt. DepartmenE or an

employee keeptng hts llen 1n hts parent department

who I s subsequentl y absorbed I n the servl ce of
FFDC sha l1 become a menrber of 'the Fund From the
dafe of such absorptlon.

St mt I arl y, afl empl qyee I eavl ng the FFDCr s servi ce

and JoI ni ng ofher qeivl ces , wherel n a recogni sed

Provldent Fund exl sts, wt I I have optlon to
transfer hi s subscii ptl ons al ongwl th the FF DC's

contrlbutions to that Provlclent Fund, provtdecl
thab both the funds are recognl sed uncler fhe
lncome Tax Acf,. 1961.

c)

d)

e) The reemployed offlcers
become members of the
I eave preparaLory to
runnl ng concurrenfl y

reempl oyment .

shal I not be el t gl bl e Lo

Fund durlng the perlod ot
retl remenf, refused I eave

wl th fhe perlod of

29,5 Every member shall glve a declaratlon, 1n the prescrlbed
f orm Annexure VI that he accepts f hese rul es I nc I ucl i rrg
the amendments which may be made from flme to time' and

that if any dlspute arlses the decislon of the Board of
'l'rustees shal I be f I nal and bi ndl ng on hi m.
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29 ,6 Noml natl on

I ) Every member shal I , as soon as posst bl e after
Jotnlng the Fund send a nominablon conferrlng one
or more persons the rtghc to recelve fhe'. amounf
fhat may sEand to hts credlt ln the fund, ln the
event of hts death before that amount has become
payabl e or havl ng become payabl e or has nof been

patd. The nomlnatlon shall be ln Lhe Form

appended to these Rules as Appendtx rBr and the
nomlnatlon should be sent to the Board of Trustees
for regl stratl on I n the Books of the Fund. A

membe!' may, i n ht s noml natl on, dl sf rl bute t-he
amount that may stand to hls credlt ln fhe Fund,
amongst ht s nomi nee af ht s own dl scretl on:

ir )

rii )

Provl dent that i f at the tl me of nrakl ng the
nomlnation the member has famlly, fhe nomlnatlon
shall not be ln favour of any person or persons
other than the members of hts family.

If a membe, norinates more than one person uncler
sub rule (f) above, he shall speclfy ln the
nomlnabion the amount of share payable Lo eaclr of
the nomlnee in such manner as to cover the whole
of the amounL that rnay stand f o hl s credl t I n the
Fund at any tlme.

A member nay at any ti me cancel a nomr nar. I on by
sendl ng a nof l ce I n wrl tl ng to the T'rusLees
provl ded that the member shal I , al ongwl th such
noLlce send a fresh nomrnation made in accordance
with the provlslons of fhe Rules.

Iv) A member may provide ln a nomlnatlon:

a) In respecf of atly speclfted
fhe evenf of ht s predeceasi

nomi nee, t hat t n
ng the memller the



t4l:
rtght conferred upon the nomlnee shall
such of her person or persons as

speci f t ed i n t-he noml natl on ; and

pass bo

may be

v)

b) lhe nomination shall become inval ld ln fhe
event of the happent ng of the contl ngency
speclfied therel n ; provlded that I f at the
tlme of making the nomlnatlon the nember has
no faml I y, he shal I provide I n the noml nat I on
that if shall become lnvalid ln the evenf of
hl s subsequentl y acqul rl ng a taml I y.

ImmediaLely on the cleath of a nomlnee in respect
of whom no speclal provlslon has been made ln the
nomlnaflon under clause (a) of sub rule (lv) or on

occurence of any event by reasons of whlch the
nomination becomes invalid ln pursuance of Clause
(b ) of sub rul e ( i v ) or the provl son t'hereto, the
member shal I send to lhe Trustees a notl ce I n
wri ti ng cancel I I ng Lhe noml nat I on t ogetl-rer wl fh a

fresh noml nafi on made I n accorclance wt th the
provi s I ons of f tie Rul es .

Every nomi nati on made and every nof I ce of
cancellatlon given by a member shall to the extent
i t i s val ld, take effect on the,dafe on whlch t f
is received by the Board of Trustees.

vi)

29,7 SubscripLlon
i)

ii )

Every member shal I subscri be monthl y to t-he fund
wlren on dutyr ofl leave wlth pay or on forelgn
se rvi ce .

No subscri pfi on shal I be payabl e by a member
duri ng the peri od of suspensl on or r eave rvi f hout
pay, Provlded fhat a member on bet ng honorabl y
acqui tted ancl rei nstated i n servlce afrer
suspension shall be allowed the opfion to pay in
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lumpsum or ln lnsbalments the amounf of arrears of
contributlon due for thaE Perlod.

til) The amounE of subscription shall be flxed by. rhe

subscrl ber hl msel f, subJect to fhe fol I owl ng

condltlons:

Subscrt ptl on wi I I not be l ess than 107. of l'lember's

sal ary. The monthl y subscrl pt I on wt I I be rounded

off to the nearesL whole rupee.

The amount of subscripti'on can be changecl onl y

from the begi nnl ng of the year, for whl ch a

wrl Efen inflmation should be sent to the Secretary
two weeks before the start of the flnanclal year.

Recovery of subscriptlon and of Lhe princlpal and

lnEerest on advances granted from the Funcl shall
be made f rom the sal ary t'tsel f ,

i v ) In case where no contri butl on has been cle<lucted

from the salary of a member or where declucflons
have been made either in excess of or short of
correcE contribution, due to accldental ml stake,
cl erl cal errors or fal se decl arafl on made by an

employee af the tIme of jotnlng the FFDC, such
decluctlon or adjustment of deductlon may be made

by the FFDC from any subsequent sal ary of the
empl oyee concerned.

amount of subscriptlon shall be rourrded off to
nearest rupee.

29.8 Contrlbution

The FFDC shal l at the cl ose of each month mnke

confribution to the accounb of each subscrlber oI

a)

b)

c)

v) The

the

i)
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an amounb equal to the contrlbuflon made by the
subscrlber during the sald month provlded fhat ln
no case Fhe contributlon of FFDC shall exceed lO7"

of !h" sal ary pal d durl ng rhar monrh , provl ded

fhat t f a subscrl ber qul ts the servl ce or di es
I during a month, the contrlbutIon shaII be credtfed

to hts account in proportlon of the number of days
he was actuallv in servlce.

I i ) The FFDC shal I make over al I such amounrs to Fhe
Trustees immediately after collectloh, who slrall
Invest the colIectlons in securltles of the nafure
specifled in Rul e 67 of Income Tax Rules, lgGZ an<l

Rul e 10 of FFDC CPF.

79,9 Members accounLs

An account shal I be mal nLal ned in the name of each
l.lembe r to whi ch shal I be entered

r)
ir )

Iil )

tv)

19.10 InvesEment

Memberrs subscri pIi on

Contrlbution for the Member by the FFDC

lnterest.
Advances, I oans, wi thdrawal s, recoverl es, etc.

i) All moneys credired to the fund (whether by fhe
employer or by the employees) or accrulng by rvay

of I nterest or otherwl se to the funcl sha I I be

whol l y I nvested i n securi tl es or savl ng schenres of
the nature specified tn sub rule (rt ) of trrts rule
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Provl ded that hhe TrusLees shal I be entl tl ed fo
keep some amounf ln current account ln any of the
natl onal i sed banks or I n post offl ce savl ng

. accounL or ln cash for meetlng currenc demand from
Ehe fund, The amounEs to be kept ln the bank,
post of f I ce or J n Cash shal.l be decl ded by the
Trustees.

il ) Investtble amounts of the Fund referred to tn sub

iii ) a)

rule (i ) shall be lnvesfed ln the
a ) In Central Govt. Securl fl es

b ) In State Govt. Securi t I es
c ) In securl fi es guaranLeed by

fhe Central or any State Govt
d) In 7 years Nafional Savlng

Certl ficales ( II i ssue and
III issue) or in any post
office saving bank account.

e ) In specl al Depost t Schemes.

fol I owl ng manner

Not I ess bhan 457"

Nof less than 57"

NoL- I ess f han 207"

Nof more than 30"L

Nof more than 207,

fhe c redl f of a

I asL day oF fhe
any sums wltlrclrawn
year Interest for

The Board of Trustees shall declare the rate
at whlch interest shall be payable on the
amount at credl t of members durt ng each
flnancial ybar after havlng fhe audlted report
of fhe fund for the respecfive year.

After the cl ose of each fi nancl al year the
account of each membe r sl'ra I I be c red I ted rvt th
tnferest with effect from fhe last.lay tn each
year i n the fol I owl ng manner !

b)

i) On fhe amount at
subscrl ber on fhe
precedi ng year, I ess
duri ng bhe current
twel ve mont-hs ;

On sums wi thdrawn durl ng fhe currenf
year i nterest f rom the begl nni ng oI f lre

ii )
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currenf year upto the I asf day of the
month proceeding the mo.nth r.rlthdrawal I

On al I sums credt ted to Ehe subscrl ber's
account after the I ast day of the
precedi ng year I nteresf from the date
of deposi t upbo the end of fhe current
year i

Provl ded fhaf when the amounb standl ng af fhe
credi t of a subscri ber has become payabt e,
i nf eresf shal I Lhereupon be crecll t ed under tlrl s

sub rul e i n respect onl y of f he perlod f rom t-he
beginnlng of the current year or from the date of
deposi t, as the case may be, upto fhe date on
whi ch the amount sfandl ng af fhe credl t of the
subscrl ber becomes payabl e.

Provlded furbher when the servlce of any employee
termlnafes excepf on the last day of any flnanclal
year I nteresf due shal I be cal cul ated upfo the
date of such termination

Managenent

The fund sha1l vest and shall remain vested from
time of lncepLion of the Fund ln the Board of
TrusLees.
The Board of frustees shal I consi sfs of :

t) The Direcfor of the FFDC who shall be the
Chal rman of the Board of TrusLees.

ii) One member of fhe Governing Council to be

noml naf ecl by the Chal rman of f he Coverrri ng
CounciI of Lhe FFDC,

tit ) One representatlve of fhe Member for every
hund red members or a pa rf fhereof fo be

1)

2l
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el ected by the l'lembers.

t v ) The Secrefary or Admt ni sfratl ve Offi cer

the fFDC who shal I be the Secretary of
Board of Trusfees.

v) The Account's 0f f icer of the FIrDC who shal I be

the Treasurer of the Fund.

In case any subject is Put to vofe in any meetlng
of the Board of Trustees and there ls a fie, the

Chai rman shal I exercl se a casti ng vof e i rr addl ti on

to ht s owrr vote as member of the Board of Trus[ees

lulembers other fhan fhe ex-officio members of the

Boarcl of Trust-ees shal I hold of f lce f or a perlocl
oF 3 years.

Any Trustees elecfed by Lhe nrembers shalI cease to
be a Trustee tf he ceases fo be a memher durlng
the [-enure of hi s of f i ce.

Any Trustee ele'cfecl or nornlnafed shall cease fo
a'l'rtrstees if he falls fo att-end six corlsectrti
neetlngs of fhe Board.

Any casual vacancy in Che Board shall be flllecl up

in the same manner in which fhe seat lr,lts

orlginally filled up and a member who t-hus fllls
bhe vacarlcy r,ol I I hol d offi ce for t-lre rema I rrl ng

perlod of f he f erm oF of f ice oI the t-rustees I n
whose pl ace he i s appoi nted.

'lhe Board of Trustees shaII meeI at Ieast once Irr
two monfhs.

For an ordinary nreeIing seven daysr notice arrcl Ior
a11 emergency meefi ng 24 hours ' no[ i ce r+l I I be

rlecessarv.

of
the

29.l?al

29.1 3a )

b)

be

VC

c)

cl)

b)



c)

d)

e)
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In fhe absence of fhe ChaJrman in any meetlng, the
Trusfees present shal I el ecF one amongsf

themselves to acf as Chalrman of the meetlng.

3 mdmbers shall ordlnartly form the quorum but tf
any meeLlng fails for want of quorum such meeLing

shall be adJourned to a future date, In such an

adjourned meefing no quorum wlll be necessary.

29,l4al

The work of Lhe Board
i nval i dated by reason
vacancy ln the Board at
was taken by the Board.

In parficul ar
generat i ons of

of Trustees shal I not be

of there havl ng been any
the time when anv declslon

and wlthout preJudlce to t-he

the above cl ause , the Sec ret ry

The Sec retary sha I I be respons t bl e for the
malntenance of the Fund and accounfs of fhe trFDC

CPF in proper manner to have fhem audlted aIter
fhe close of each flnanctal year and shall carry
out al 1 other normal admlnl sfratlve, fl nancl al and

secretarial work in rela[ion to the fund under the
general. guidance, supervlslon and dlrectlon of the.
Board of Trustees.

b)

shal I :

1) I'lai ntai n proper accounf s I n respecf of the
fund and in respect of each member in forms to
be prescri bed by fhe Board of Trusbees ;

2l Mai nt-ai n accounts showl ng the actual cash
Lransaction of the fund from day to duy, for
each day on wlrich any transactlon takes place,
alongwith properly maintained flle o[



a)

b)

t4t:

to pay expenses lncurred In connectlon wlth Fhe
I I I ness of fhg member or a member of hl s Faml I y :

meefl ng the cost of hl gher educatlon, l ncl udt ng
where necessary, fhe Fravel I I ng expenses of any
chtld of fhe member actually dependent on hlm ln
the fol I owt ng cases, namely ;

f ) educaf lon ouf slde Indl a for acaclemlc,
technlcal , professional or vocatlonal courses
beyond the Htgh School. stage, and

it ) any medical, englneerlng or ofher technlcal or
specl al i sed course I n Indi a beyond the Hl gh
School stage, provided that the course of
study 1s for not less than fhree years :

to pay for the cost of passage of a member or any
member of is family to a place out of Indla:
to pay expenses i n connectl on wl fh ma rrI ages ,
functlons or ceremonles, whlch by the relrgion of
the member i s i ncumbenf upon hl m to perForm ;

to meet the exBendi ture on but I dt ng a house or a
flat or purchasing a siEe or a house and a srte;
provl ded thaf t-he member furni shes an unclertakl ng
to fhe Trustees and to encumber or allenate such
house or sl te or house and si fe as the case may be;
Lo repay a 1 oan from Government or the Li fe
Insurance corporatlon of Indi a taken for
construction or purchase of a house or a site for
house or a f l at ; provtded trrat the Member
furni shes an underfakl ng not fo encumber or
al l enate such house or sl te or house ancl sl t-e or
flat as the case may be :

to pay premia on policies of insurarce on the ltfe
of the member or lrr s wi f e provr crecr f hat f he por I cy
I s assl gned t-o f he trustees of the Fund or at

c)

d)

e)

f)

g)



h)

p, p. f). {:. Ltijii,{fty
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,dCC. No.. 16 )
rsa Grca

thel r dl screfl on cleposl ted wi th fhem and that rhe
recelpfs granted by the Insurance company for fhe
premla are from fime to tlnre handed over fo fhe
Lrusfees for inspectlon by Fhe Income Tax 0fflcer;
to meeb the cost of legal proceedlngs lrisfltuted
by the member vindlcatlng his positlon ln regard
Lo any allegatlon made agalnst hlm in respect of
any act clone or purporLlng to be done by htm ln
fhe dlscharge of his dutles when he Is prosecuted
by the employer 1n any court of law ln respect of
any of f I ct al mi sconducf on hl s par.t ; provl clecl

that the aclvance under tht s cl ause nof be
admi ssl bl e to an empl oyee who I nsfl futes I egal
proceedlngs 1n any court of law etfher ln respect
of any mabter unconnecbed, with hls offtclal clufy
or agai nst the empl oyer I n respecf of any
condition of service or penalty lmposed on hlm.

For bhe purposes of sub rul e ( 1 ), ,faml I yr means
any of the tol I owi ng persons who are whol I y
dependent on itt" member r hsmel y the member,s
wlfe/husband, legltlmate chlldren, step chlltlren,
parents, unmarri ecl sl sters and ml nor brothers.

The wlthdrawal in connecfion wiEh expenses on marrlages
as specifled ln clause (d) ,of sub rule (1) shall not
exceed six monthrs pay or the total oF the accumulaflon
of exempted contribufions and exempEed lnterest lytng to
the credit of the member, whlchever Is less.

The wt thdrawal for the purpose speci fi ect I n cl ause ( e )

and (r) of sub rule (t) of rule 15 shall be subject to
t'lre following condifions :

i ) The amount of wifhdrawal shalI not exceecl one haIf
of fhe amounb sfanding bo the memberrs credlt or
the act ual cost of the house and/or of s i re l

2l

3)



V)

il)

ili )

tv)

vl)

vit )

vl ii )
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whlchever is less t

fhe member should have completecl twenfy years of
servlce or is due bo reflre wlfhin the next ten
years;
the 'cons t ruc t i on of the house shoul d be conimenc ed

wlthtn six months of the wtthdrawaland shoulcl be

compl eted wi thi n one year from the date of the
commencement of the constructlon;
I f fhe wi thdrawal i s made for the purchase of
house and/or a sl te for a house, the purchase
should be made withln slx monfhs of Lhe wtfhclrawal;
lf fhe wi fhdrawal i s made for the repayment of
I oan previ ousl y ral sed for the purpose of
construction or purchase of a house, t-he repaynrent
of the I oan shoul d be made wl thl n fhree mon[hs of
the wl thdrawal s :

where the wl thdrahral i s for the consf ructl on of
house, It shall be permltted in two or more eqtral
I nsFal ments ( nof exceedl ng four ) a I nter
instalment belng permitted only affer verlficaflon
by the trustees about the actual ubt I t sation of
the earller rvlfhdrawal I

the wi thdrah/al shal I be perml tted onl y i f t he

house and/or sife is free from encumberances and

no withdrawal shall be permitted for purchaslng a

share in a joinE property or buildtng or house or
I and whose ownershi p i s dt vided.
tf the amount wi thdraurn exceeds f he acf ual cost. of
fhe purchase or constructlon of the house an<l/or
slfer or if the amount ts not uttllsed for the
purpose for which if ls withdrawn, fhe excess or
the whol e amounl r 3s the case may be , sha I I be

refunded to the trusfees forthwith ln gne lumpsum
together wi f h i nIeresf f rom tlre mont-rr of suclr
wi thdrawal ar the rare prescrl bed l n the sub rul e
(B) of Rule 15. The amounL refuncled shall be



4l

5)

t5',l:

credl t'ed to t he memberts accounf I n f he provl clent
Fund

tx) Trusfees al fhelr discreflon nay ask bhe member fo
asslgn the house or flat or slte or house and slte
Fo fhe Trusfees before an advance ls sanctloned.

The wlthdiawrl for the purpose spectfted rn clause(g) of
sub rule (1) of Rule 15 shall not exceed three monthsl
pay or R. 500/- whtchever ls more, but shall in no case
exceed half the amount fo the credlE of the member.

The wl thdrawal for any other purpose referrecl to I n sub
rul e ( 1 ) of Rul e 15 shal I not .exceed fhree months, pry
or f he total of the accumul at I on of exenrpf ecl
subscrlption and exempt-ed l nterest lhereon uncler t-he
lncome Tax Rules fo the credit of the member, whlqhever
is,less.

Second tll thdrawal6)

a)

b)

a)7l

Save as in clauses (e), (f) ancl (g)
(t) a second wilhdraviral. shall ,not
unti I the sum fi rst wi thdrawal has
repald ;

of sub- rul e

be perml t ted
been ful I y

a wl thdrawal may be perml
specified in clause (e), (f
of Rule 15 nofwlfhsfandlng
for any other purposes has

Advance taken under c1 auses
rule (1) of Rule 15 shall
I nterest cha rged thereon
spectfically asks for lf.
repal d shal I be adjusted
Accounf of fhe members I s cl

tted for the purposes
) & (e) of sub rule (1)
that Ehe sum wl fhdrawn

noL been repald.

(e), (f) & (e) of sub
not be repald and no

unl ess t he member

Such aclvances unless
when Provlclent Furrcl

osed.



b)

c)

d)

Advance faken under clause (bl (lt ) and For bhe

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

(1) of Rule 15 shall be repaid in not more than

forty et ghE equal monthl y I nstal ments '

All other advances shall be repald ln nor more

f han twenty f our equal rilonthl y I nstal ments '

In case of aclvance for the purpose of payment of

premi a on pol I cl es I t ke Lt fe Insurance under

clause (g) of sub rule (1) oF Rule t5 lt the

policy mafures before bhe member qulfs the servlce

or 1f on joint lives of a nember an<l hls rolfe

asslgned under this Rule falls due for payment by

reason of the death of the wl fe, the Lrustees

sha11 real i se the amounL al ongwl th accrued tronttses

from the Li fe Insurance corporat I on and affer
deductlng the advance alongwlth lnteresfs thereon

shal l pay the bal ance amount to f he ltember and asl<

the menber to'refund to the fund the amount of
advance a1 ongwi fh i nteresLs .

B)

r)

Interest on advances faken shal I ' be

fol I owl ng manner:

patd ln the

One addi ti onal I nstal ment

of 4'L on the amount

wt thdrawn.
Two addl rl onal I nstal menfs

of 4"/. on the amounf

wt thdrawn.

Three addifional lnstal
ments of 47. on the amounf

wi fhdrawn.

ri )

tlhere the amount ls repald
in not more than 12 monLhlY

i nsfal ments.
l,lhere f he amount i s repai d

I n more Lhan 12 but not

more than 24 monthl Y

i nstal menfs.

l^lhere the amount 1s repal d

I n mere than 24 monthl Y

i nsfal ments but nob more

fhan 36 monthl y i nstal ments.

Ir I )
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lv) Wl'rere the amount 1s repaicl
In more than 36 monfhly
Insfalmenfs buf nof more

fhan 48 monthl y I nsfal ments.
v ) l^lhere f he amount I s

re funded under cl ause ( vt I i )

of sub rule (3) of Rule 17

of PF Rul es.

Four addt tl onal I nsfal menr-

of 4L on fhe amounf

wl fhdrawn.

4'L of the amounf whlch ls
refundabl e

servl ce, payment wl I I be

msel f at the cl ose ol' the
occurs in accorclance wlflr

Provlded that at fhe dlscretion of the Lrustees of the Fund,
I nferesL may be recovered on the amount aforesald or the
balance fhereof outstanding from fime fo tlme at 17, above the
rate, whlch ls payable for the flme belng on the balance In
the funcl at the credi t of the member.

29,L6 Flnal Wtthdrawal
1 ) a ) If member di es , the amount sfandl ng to hl s

credif in fhe Fund, lncluding lnferest upfo
daLe, shal 1 become payabl e fo ht s noml nee ( s )

or successor ( s ) , subJect to any clecluct I on

authori sed under bhese rul es.

Payment under sub- rul e ( a ) to the noml nee ( s )

shall be made within one month. In the case
of death of member, who has no subsl stl ng
noml natlon, the Comml ttee shal I pay the
amount to the heir(s) of the deceased member

on producflon of a successlon certlftcate.

b)

2l On memberis I eavi ng the
made Lo fhe subscrl ber hl
month in whiclr f he event
fhe fol I owl ng rul es:



a)

: 55 :

It' a subscrl
compl etl ng two
fund, he shal I

contrl butlons
accrued thereon

ber I eaves Lhe servl ce before
years of ht s membershl p of the

not be entltled to any part of the
made by the FFDC and I nterest

t

If a member I eaves the servl ce after compl etl ng
Lwo years but less than flve years of membershtp
of the fund he shall be entlLled to 507" oF the
contri but lons made by the FFDC and fhe i nterest
accrued thereon:

If a subscri ber I eaves the servl ce a fter
compleflng five years of membershlp of the fund,
he shall be entitled to the whole amount Inclucllng
the contribution made by the FFDC and the lnteresf
accrued Lhereon i

If the services of a member are <llspensed wlhh for
no faulL on hls parf, he shall be entttlecl to full
amounL to hi s' credl t , lncl udl ng the contrl btrtl on
made by the FFDC, together wt th the J nLerest
accrued thereon irrespective of the perlocl of hts
membershlp;

rf a subscrl ber whl I e i n the servl ce of ttre FFDC

is declared to be unfit for further servlce at any
ti me by a competent medl cal authorl ty acceptabl e

to bhe FFDC, he shall be entltlecr to fulI amount
aL his credit, Iogether with FFDC's contrlbuflons
in full and interest accrued thereon.

b)

c)

d)

e)

3) The accumul ated bal ance due and becoml ng
member partlcipatlng ln the FFDC Cpf shal
f rom the comput a t i on of ht s /he r bot a l
he/she has rendered contlnuous servlce wi
for a period of five years or more or (l

payabl e fo a

I be exc lurle<l
lncome(l) lF

tht n tlre FFDC

i) lf, though



a)4l

he/she has not rendered such contlnuous servlces, the
servlces have been termlnated due to member's lll
heal th or by di scontl nuance oF the funcfl ons of the

FFDC or any other cause beyond the control oF the
member concerned.

Whet'e, however, the a""ur,ri atecl bal ance due to an

employee parttctpattng ln the FFDC CPF ls lncluded
I n ht s/her toCal I ncome owl ng fo the above
provlsion, noL being appltcable, ther Income Tax

Officer shall calculate the tofal of varlous sums

of tak whlch would have been payable by the member

I n respect of hi s tofal I ncome for each of the
years concerned t f the funcl hacl not- been il

recognised provldent fund and the amounf by whlch
such tofal exceeds the total of all sums pald by
or on behal f of such members by way of t ax for
such years shal I be payabl e by fhe member I n

addi tl on to any ofher fax for wht ch he may be
l l abl e for the prevlous year l n whlch the
accumulated balance due to him/her become payable.

The accumul ated bal ance due to member shal I be

payable on the day he ceases fo be a member of the
FFDC malntalnlng the fund

save as provl ded I n thl s Rul.e or I n accordance wt th
such condi ti ons and restri ctl ons as Lhe 'l"rusf ee mdy, by
rules, speclfy, no portion of the balance to the credlt
of a member shall be payable to htm.

Any benefi t ari si ng to any member from the I apse<l

balance will be subjecf fo Tax as per provlslons of the
Income Tax Act. 1961,

b)

5)

6)
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29 .1.7 Deductl ons :

Ir shal I be open to fhe trustees fo deducf the whol e

or portlon of the conLrlbutlon made by rhe FFDC wlrh
I nleresC accrued thereon t f a member has been dl smi ssed

from fhe servlce on account of mlsconducf.

29.18 Annual Statement of AccounL:

r) As soon as posst bl e after ct orf ng oF each
fi nancl al year, fhe Secretary shal I send to each

member, a sfafement of ht s accounf I n fhe Fund,
showlng (a) Opening balance as on the flrst clay of
the fi nancl al year ( b ) amounts credl red and
debi ted duri ng the fi nancl a1 year, ( c ) amounL of
lnEerest credited on the last day of fhe flnanclal
year and fhe closlng balance as on that date.

Members shoul d satl sfy themsel ves as fo the
correctness of the annual stafement, and errors
should be brought to the notice of the Secretary
wlthln three months from the date of recelpt of
the statement. If no intl maflon I s received as
aforesald the sEatement shal I be <leemed as correct
and no subsequent objection shal I be enferfal ned
excepE aE the absoluhe dlscretion of the trustees.

il)

29,t9 Arnendments to Rules

No amendments to these Rul es sha.l I be made wl f hotrL- f he
prevlous approval of Ihe Governlng councll of the FFDC,
where there i s any repugnance between any of t-lre rul es
of the funcl ancl tlre provislons of Income 'l'ax Acf, 1961
and the rul es macle thereunder the repugrrant rule wl I I
be vold and the Governing council, iF so requirecl by
f he commi ssi oner of Inioltie Tax, shoulcj remove the
repugnant rul e.

29,20 Protection against attachmenL



il)

The amounf sbandrng at the credrr .f any member In
fhe fund shall not in any way.be capable of berng
assl gned or charged and sha I I nof be I t abl e to
attachment under any I t abt I t ry or order of any
court I n respect of any debt or I i abt I i ty .l ncurred
by the member and nel ther the offl cl al assr gnee
appoi nbed under fhe presldency Towns Insol vency
Act, 1909) xxx of 1909) nor any recerver appornfecl
under the Provincial Insolvency Act, tgzo (v of
1920 ) shal l enti f l ed to, or have any c'r at m on any
such amounL ;

Any amounf standl ng to the 'credr t oF a member I n
the Fund af the t-i me of ht s deabh and payabre to
hls nomlnee(s) under these rures shail, subject to
any deducflons aufhorlsed by fhese rules vests rn
the nominee(s) and shall be free from any debt or
other I i abi I i fy i ncurred by the deceased or the
nomlnee(s) before fhe death of fhe member. Before
payi ng fhe accumur ated bal ance i n the case of
deceased member fhe Trustees wi r r ascertai n that
EsfaLe Duty d'ue has been paicl or satl.sFactory
arrangements for i fs payments have been made or
that. no EsFdte Dufy i s payabl e.

29,21 AccounLs:

The accounts of rhe Fund shal I

Secretary.
be ' mal nfal ned by the

i ) An Account i n the name of "FRAGRANCE AND ITLAVOUR

DIVIILOPMDNT CDNI'RE CON'TRIBU'IORY PROVIDIlN't LIND"
shall be malntalned al a posf Offlce anrl/or a
Staf e Bank oF Incli ars Branch, approved lry f lre
TrusEees and ar r sums receivecr on behar f of the
Fund shal I be crecli fed to fhi s accounL.

r)
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ll ) The Savlngs Bank account shall be operated upon by
the Chat rman and Secretary of t-he Trusf ee
Commlttee Jolntly. The Chalrman shall have poh,er
to . authorl se any member of fhe comml bt.ee to
operate the accounL on behal f of hl msel t or/and
fhe secretary ln bhe absence of hlmself or both of
them.

The Accounts of the Fund shall r ds soon as practlcable
after the close oF the each financlal year, be audlted
by the Audl tors of Ehe FFDC and che Audt tors fees and
all expenses on account of audlt shall be charged. fo
fhe FFDC CPF.

29.1.1 Expenses:

29,22 Audlt:

Al I expenses I ncurred by the Trustees I n
wlth the management'of the Fund, shall be a
the FFDC CpF.

29,24 Flnal Declslons:

connec t I on

charge on

Al I cases whi ch may hereaf ter arl se .and wht ch may notbe fully provided for in fhose rures shail be submttFeclto the Trustee(s) and its decrsron shail be ftnar. Any
dtfFerences of opinton arrsrng between the Trustees ancl
t-lre nember or members of the Fund shar r be decr decr bythe Governlng council, whose declslon ln all matt.er of
di spufe wi l l be fr nal and r egail y bt ncrt ng o. themernber(s) and the 'frustees. Trusfees arbrtratorrs
decJ sl on I nvol vl ng an i nterprefafl on of fhe provl s I onsof f he Income Tax Act, 1961, ancl the rul es marlefhereunder must be communrcated to the commrssroner o[
I ncome Tax.



29,25 Indemnl ty:

l'he FFDC or the Trustees shal I nof be responst bl e for
any loss sustalned by the fund from any Investments or
charge or sale of investments or through any deposlt of
securl tt es or cash wi th any Bank or Banks ma<le I n
accordance wl Lh these rul es. Al I such I osses shal I be

deemed to be losses to Ehe fund and shall,be borne by
the respectlve members in proporElon to and ln relaflon
to thd amount at thelr credlf .

l

Closer of the Fund:29 .26

The Fund may be cl osed wt th consenb of al I those wlro

are members of the Fund at thaf tlme. In fhe evenf of
cl osl ng and wi ndi ng up of the Fund f he 'r'rustees slral I

real I se the assets at thel r dl sposal and shar I , after
llqutdattng all llabilttles fo the fundr pay ro the
member al l accumul ated bal ances clue to them I rr f ul I or
on pro-rafa basis. such action of the Trus[ees will be
subject to the pri or aproval of the comml ss I oner of
Income Tax and tax due, t f dtrI, from the payment made

on the cl osure may be I evl abl e I n accordance r.rl th the
provlsions of Lhe Income Tax Act, 1961.

30 GROUP INSURANCE SCHEMB

30.1 General

Fragrance and Flavour Development centre(FFDC) Karrnauj
mBy hel p fo arrange Group Insurance for l ts emPl'yees
through any Insurance Agency t-o provl cle them I nstrrance
profect l on at as l i rrl e cost as possi bl e ancl at fhe



same tlme enable them to save more for posf reflremenf
neecls. F'FDO shall however have no f I nancl al I I abt I t rv
I n Lhe matter.

30.2 Short 'tl tt e and commencemenb

a ) The scheme shal I be cal I ed the Fragrance and Fl avour
Devel opmenE centre( FFDC) Kannauj Empl oyees'
contrl butory Group Insurance scheme, or t n short
Scherne .

b) The scheme wlll come into force with effeot from the
dafe tt ls approved by the Governlng councll and wlll
be fl nal t sed I n consul tatron wt th the Lt fe Insurance
Corporat I on of Indl a .

30. 3 Defl nl El on

In Lhl s scheme, unl ess there I s anyfhl ng repugnanI to
fhe subJect or context :

"The scheme' shalI mean fhe same as z(al abovettThe corporaLi on" shal r mean the Lt f e Insurance
corporatlon of Indta,establlshed under sectlon 3 of tlre
Llfe Insurance Corporatlon Act, 1956.
t'The member* shalI mean an employee of the Frngrance
and Flavour Development centre(FFDC) Kannauj, who has
been admltted to the membershrp of the scheme.
'rEntry datet' shal I mean I n rel af l on [o a member
admttted to the scheme on the effectlve date ancl (b) ln
relatlon to new member to be admrtted to Lhe scheme.
shall be only on fhe annual renewal date.
"Noml nee'r shal l mean f he person or persons who rras/have
been nomlnated by the member as beneflctarv.

30.4 FFDC fo represent on behalf of Members

a)

b)

c)

d)

e)

l'he FFDC wi I I act for and on behal t ot
a | | maffers rel ati ng fo the scheme and
by agreement made wl th and nofl ce

the members I n
every acf rlone
gl ven to the
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CorporaEl on by the FFDC shal I be bl ndt ng on the

be rs

30.5 El tgrbl I t tY:
a ) Every eqrpl oyee shal 1 Jol n the scheme '

,b) It wtll. be a condltlon of servlce for a futute employee

fhat he shal I become a. member of fhe scheme on the

rel evant daEe

c ) The fuEure enErants i n the servl ce shal I Jol n the

scheme on Ehe renewal date I

d) No member shall withdraw his membershtp from the scheme

so long as he satlsfies the condlflons of eltgtbtltty.

e ) The fol I owl ng categori es :of empl oyees wl I I nof be

e 1 t gt bl e to joi n the scheme .

1) Persons on deputatlon to the FFDC'

2l Persons on re-employrnent wlth the FFDC after
superannuation.

3 ) Tral nees and Apprentl ces wl th or wi thotrt- st I llerrd.

30.6 Evldence of age

. The FFDC shall arrange for submlsslon of evldence of
age 1n respecE of each member at the tl rne oF entry I nttr

the scheme.

30.7 Evldence of Health

An empl oyee wt I 1 be admi tted I nto the scheme wl thottt
any medlcal examination provlded he ls noL absent oll

grounds of slckness on the entry date. '

30.8 Entry date for a nen emloYee

A new emloyee will be admitted lnto the scheme orrly on

fhe annual renewal date '
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30.9 Contrlbutlon and Assurance Beneflts

The employees are grouped lnto four categorles based on

thelr deslgnatlon, sceles of pey & Assurance Beneflfs
wtll be avallable as follows:

Costs and benefits :

Empl oyees wi I 1 contrl bute towards Group Insurance at
the rates lndlcated agalnst each category and the same

wt I 1 be deducted on monthl y basl s from thei r sal ary
bllls:

(Group havlng membershlp more than 100 members)

Sum assured Monthl y

Contributlon
Descrl pt I on

Members/cl

of Insurabl e
ass/Category

I ,20,000

II 90,000

III 60,000

r20

30

membershl p

BO

Prl ncl pal .Dt rector/
Dl recbor/Dy. Dl rec tor/
Assft. Dl rector

Asstt. Director/Extenslon
Offl cers/Accounts Offl cer

Sclentl flc Assl stants/
Instructors & other
office staff.

Sub-s taff / Peons/Drl vers .

between 50 to 100 members )

Prlnclpal Dl rector/
Dl rector/Dy. Di rector/
Assft. Dl rectors .

Asstt.
Dl recf ors/fixLenston
0fftcers/Accounts Off I cer

II. 60,000

III 40,000

20 ,000As and when the
I nsurance cover wl

90

60

IV

t.

30,000

(Group having
80,000

60

40 Sclentl fic
Instructors

zo

of f lce st'af f 
"

Sub sta ff/Peons/Dri vers .

Assl stants/
& other

iV
30. 10 membershl p wl I I exceed 50, hl gher

l1 be allowed by lncreaslng ln the
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I rrsurBnce preml um as i nclt catecl above.

30.11 Beneflts on death prlor to normal retlrement date

On the death of the member while ln servlce prlor to
normsl retl remenb date, f he sum essured urider the
scheme .J n force shal l become payabl e to the FFDC f or
the benefl c of the noml nee.

events :

a) .0n retlrement on fhe normal reLlrement dafe 1.e.,
superannuat i on.

b ) On cessati on i n the servl ce.

30.13 Restralnt on antlcipatlon or encumberance

30 . 12 Ternrl nebl on of Assurance
I

The Assurance on fhe ltfe of a member

fermlnated upon the happenlng of any

The benefi fs assured
personal and cannof be

any $ray t ,

30.14 Master Poltcy

shal I I mmedl atel y

of fhe followlrrg

under the scheme are strlctty
assl gned charged or al I enat-ed I n

'fhe corporation will .issue a slngle Master pollcy
I ncorporatl ng a1 I the Assurance effecfed under fhe
scheme

30.15 Jurlsdlctlon

Al I Assurance i ssued uncler the scheme shal I be sullject
to the Provlsions of fhe InsuraRce Act, 193g., fls
amencled, t'he Llfe Insurance corporaflon Act, 195(r, tlre
Incone '[ax Acf , 1961 and f o ary I egl st at I on
subsequentl y i nfroduced. Al l benefl ts under the scheme
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arlslng on the deafh of any member shalI be payable In

Indl an RuPees.

10.16 AppotntmenC of Beneflclary of Nomlnee

tivery member sha I I appol nt one or more Person to $e ht s

Benefl ct ary or Benefl cl arl es I lke ht s wl fe or cht I d/

chlldren or dependents. In the event of cleath of Ehe

member, whtle ln servlce, the beneftts under the scheme

wtll be patd to the Beneflciary or Beneflctarles
appolnted by the member ln the prescrtbed form whlch

may be obtained from the LIC. If the member does not

have a wl f e or chl l d/chi l dren or depenclents , he shal l

appoi nt hi s I egal personal representati ve fo be hi s

Benefl cl ary.

30.17 The quantunr of beneflts payable under Lhe scheme

a ) On unfortunate cleafh of any empl oyee 'the l nsurance

amount al ongwi th the accumul ated savl ngs amounf tvl th
interest @ lI7. starrding to the credlt of the deceaseel

wtll be paid to fhe nomlnee.

On cessatlon of service or on retlrement, the entlre
accumul ated amoun! wi th lnteresL at II7" standl ng t-o the
credlt of the employee in hls savlngs account wlll be

refunded to hlm.

30.18 The FFDC reserves the right to discontlnue the scheme

substituted it by a scheme whlch may be equally or more

beneftclal to the employee or by a scheme whlch t[e law

may requlre the FFDC to lntroduce 1n future or to amend

the Rules thereof on any annual entry date.

b)
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Interpretatl on

I f any doubrs arl ses

I nferpret at I on of these

referred to fhe Governlng

shall be f lnal .

Interpretatlon: In fhese

otherwi se requi res:

rel atl ng to rhe correcI
rul es, the matter wl I l' be

Counct I and whose decl sl on

rul es unl ess the context

the. Governlng Courrcl I

rman of the Governlng
or nominees as may be

the Covernlng Cotrncl I

31.

31 . r

FFDC EMPLOYEES (CONDUCT) RULES T993

Short ttEle and conmencement

These rul es may be cal I ed the Fragrance and Fl avour

Devel opment Centre ( FFDC ) Kannauj limpl oyees ( Conduct )

Rul es, 1993

31 .2

a) ttFFDCtt means , Fragrance and Fl avour Devel opmenf

Centre( FFDC) Kannauj

"Governing CounciI'r means the Governtng CouncII of
the FFDC.

b)

c)

d)

ttChai rmantt means Chal rman of
of the FFDC.
f tManagement'r means , the Cha i

Councll or such other ntember

authorised in thls behalf bY

e)

Chal rman.
I'Principal Director'r means Prlnclpal Dlrector of
'l'he FFDC.

f ) t'Empl oyeetr means any person who hol ds a post utrcler

the FFDC other than a casual empl oyee, .r Persotl
patd from contingencies or a Person wlrose

condl tions of service are governed by the Starrcll rrg

orclers framed uncler fhe MHSS; Praclesh IttcltrsIrlal
Empl oyment ( Standi ng Orders ) Act, 1961.



i 67 :

g) "Members of the famiIy" In relaIion to an employee

I ncludes:
i ) The wi fe or husband as Fhe case may be, of bhe

employee whether resldlng wifh fhe employee or not
but. does not I ncl ude: a wl fe or husband, . fls the
case may be separaled from the empl oyee by a

decree or order of a competent courf ;

tt) Son or daughter or step son or step daughrer
of the empl oyee and whol I y dependent on hl m, but
does not lnclude a child or step chtld who ts no

longer in any way dependent on fhe employee or of
whose cusf ody f he empl oyee has been clepri ve<l by or
under any I aw ;

tit) any other person rel.ated, whefher by blood
or marrlage, fo fhe employee or fo the employee's
wl f e or husband, and whol I y depenclent- on the
empl oyee.

h)

i)

Words denofi ng' the mascul I ne gender
fhe femi ni ne gender .

l^lords denoti ng the si ngul ar number

lhe plural number and vice versa.

shall lnclude

shall lnclude

31.3

3r.4

Appllcatlon : These rules shall apply to all employees
of the FFDC.

General :

1 ) [very empl oyee shal I at al I ti mes:

i)
tt
ti

i)

mai ntai n absolute i ntegrl ty \

) maintain devotion to duty ; ancl

I ) do not-hi ng which i s unbecoml ng of an emplovee

Every empl oyee hol di ng a supervi sory posf
shal I take al I possi bl e sfeps fo ensLtre fhe

2.
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I nf egrl ty and devotl on ,to duty of a.l

empl oyees for the fl me bel ng under ht
confrol and aubhorlLy.

ll ) No employee shall, In the performance of hls
offlclal dutles or ln the exerclse of powers
conferred on hlm, act otherwlse than ln hls
best judgmenf except when he ls actlng uncler

the dlrecflon of hls offlcial superlor and

shal I , where he I s actl ng under such
dlrecti,on, obfaln the dlrecflon ln wrltlng,
wherever practlcabl e, and where I f I s not
pracftcable to ob'taln the dlrectlon ln
wrl tl ng, he shal I obtat n wrl tten confl rmatl on

of the dl rectlon as soon thereafter as
possi bl e.

E12lgryg!_g!_._Notl ng I n cl ause (l t ) of sub rule (Z\
shall be construed as empowerlng an employee fo evade

hts responsibil tfies by seeklng lnstructlons from, or
approval of, a superlor offlcer or authorlty when such
I nsf ructlons are not necessary trncler the scheme oI
dlstrlbutlon of powers and responslbtlttles.

EnploymenE of near relatlves of employees ln prlvate
flrms enjoylng FFDC Patronage.

No employee shall use hts posltion or lnftuerrce
dl rectl y or I ndl rectl y fo secure empl oymenf for
any member of his famlly ln any prlvate tlrm.

No employqe sha11, except wtfh the prevlous
sanct i on , permi t hl s son, daughfe r or other
dependent to accept employmenf ln any prlvate
firm with whlch he has offlclal deallngs or
ln any other flrm havlng offlclal <leallng
wl th the FFDC. Provlded that where the
accepfance of tl-re empl oynrent cannot arua I t
prior perml sslon or ls ofherwl se conslclered
urgent-, the matf er shal I be reported ancl the
empl oyment may be accepted provi s i orra t I y
subjecf fo the perml ssl on bel ng obtal ned
subsequent I y .

I

s

31.5

1)

r)2l
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lt ) An empl oyee shal I r 3s soon as he becomes

aware of the acceptance by a member of hts

famtly of an employmenE ln any prlvate flrm,
I ntl mate such acceptance co the compefent

authorlty and shall also lntlmate whether he

has or has had any offtcl al deal lngs wl th
that fl rm.

Provlded thaL no such lntl matlon shal I be

necessary i f he has al ready obral ned the

sanctlon of, or senL a report to, 'the FFDC

under cl asue( i ) .

No employee shall 1n the dlscharge of hls offlcial
dutles deal with any matter or glve or sanctlon
any contract to any fl rm or any other Person I f
any member of his family ls lnterested ln such

matEer of contract ln any other manner and the

employee shall refer every such matEer or contract
to his official superlor and the matter or

conLracE shal l the.reaf ter be dl sposed of accorcll ng

to the lnstructlons of Ehe authoriLy to whom the

reference I s made.

31.6 Taktng part ln polltlcs and elecElons

No empl oyee shal 1 be a menrber of , or be otherwl se

associ ated wi Eh r dny pol I Llcal parLy or any

organi saLl.on which takes parL 1n pol I cics, nor

shall take part in, subscrlbe ln ald of, or asslsL
i n any other manner , any pol 1E i cal movement or
actlvlLy.

It shal 1 be the duty of every empl oyee fo
endeavour to prevent any member of hts famtly from
Eaki ng part I n, subscri bi ng i n aid of, or
assi sti ng in any oLher manner r any movemenL or
actlvity which is, or Lends dlrectly or tndirectly
to be, subversive of the Government as by I aw

1)

2l
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establlshed, and where an employee 1s unable Fo

prevent a member of hts famtly from laklng part
ln, or subscrtbing in ald of, or assistlng In any

other m,anner, any such movement or actlvlty, he

shall.make a report to rhar'effecc ro Ehe FFDC.

If any quesLlon ari ses whether any movemenE or
actlvlty fa11s wlthin the scope of thts rule the
declslon of Ehe Management thereon shall be flnal.

4l No employee shall canvass
wlth or use hts influence
take parL 1n, an electlon
I ocal authori ty.

Provided Lhat

or otherwl se I nterfere
in connectlon wlthr or
to. any I egl sl atl ve or

t ) an employee qualifled to vote at subh elect-lon
may exerclse hls rtghL to vote, but where he does

sor he shall givg no lndlcatlon of the manner ln
whlch.he proposes to vote or has votedl

f f ) an empl oyee shal 1 not be deemed t-o have
conLravened the provlsion of thls rule by reasons
only that he assl sts 1n the conduct of a

el ecE I on ln t-he due perf ormance of a duty I mposed

on him by or under any law for the tlme betng ln
force.

Explanatlon: The dlsplay by an employee on hls person,
vehlcle residence of any electoral symbol shall amount
to uslng thls lnfluence in connectlon with an elecflon
wlL:hln the meaning of thls sub-rul.e.
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3 t . 7 Jol nl ng of assocl.atlon by empl oyees

No employee shall Jotnror contlnue to be a member of,
any assoclatlon
a) Whlch has not obEalned the recognltlon of the ITFDC;

'or
recognitlon in respect of whlch has been refused
or wl thdrawtr by the FFDC.

The obJects or actlvltles of whtch are preJudtclal
to the l.nterests of the FFDC or to the lnterests
of the sovereignty and lntegrt ty of Indi a or
publ I c order or moral t fy.

31.8 Demonstratlon and sErlkes

No empl oyee sha 11.

t ) engage hinrself or partlclpate ln any demonstratlon
whlch is prejudiclal to the lnterests of the FFDC

and the lnEeresE pf. the Soveretgnty and integrlty
of Indla, Ehe securl ty of the States, frlendl y

relaLlons wlth foreign sEates, publ tc order,
decency or morallEy, or whlch lnvolves contempt of
court, defamaLlon or lncltement to an offence, of
whlch dlrectly or lndl.recEly effects the worklng
and Ehe adminlstratlon of Lhe FFDC or contrlbutes
dlrectly or lndl rectly to the tmpedlment ln the
worklng of the FFDC or any of lLs proJectsl

ri ) resorE Eo or in any way abet any form of strllce ln
connectlon wi th any matter pertal nl ng to hi s

servlce or Ehe service of any other employee.

b)

c)
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31 .9 Connectl on wlth Press or radlo:

Nd employee shall, except wlth Lhe Prevlous
sanctlon own whol 1y or 1n parL r or conduct r or
partlclpaLe 1n the edl Elng o management, or any

newspaper or oEher perlodlcal publlcatlon.

2) No employee shal 1, except wl th the prevlous
sanctlon or ln the bona ltde dlscharge of thls
dutles, partlclpate ln a radlo broadcast or
conLrlbute any article or wrlte any leEter elther
anonymously pseudonymousl.y or in hts own name or
ln the name of any other person to any newspaper
or perlodlcal.

Provlded that no such sancLlon shall be requlred
tf such broadcaBt or contrlbutlon is of a purely
llterary, arListlc or scienttftc characLer.

31.10 Crttlclsm of GovernmenL and of the FFDC

No empl oyee shall I n any radlo broadcast or I n any
document publlshed anonymously pseudonymously or rn hls
orv'n name or 1n the name of any 'other persons or I n any
communlcaLlon to the press or 1n any public utterancr'.
make any staLement of facE or oplnlon:

1)

T) Which has the effect
any currenL or recent
Central Government or
FFDC;

of an adverse crl ti cl sm of
pol lcy or actlon of the

a State GovernmenL or the

t,

l^lhtch ls capable of embarrasslng the relatlons
between tlre central Government and fhe Government
of any State, or the FFDC ancl Lhe Central
Government or the GovernmenE of any St'ate;

rr )
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Whtch is capable of embarrasslng the relatlons
between the CenEral Covernment and the GovernmenL

of any forelgn State or of the FFDC wl th the
Central or a StaLe Government.

Provlded thaE nothlng ln thls rule shal l
apply Lo any statemenLs made or vlews expressed by

an employee tn his Offlclal capaclLy or ln the due

performance of the dutles asslgned to hlm.

31.11 Evldence before commlttee or any other authorlty

r)

2)

3)

Save as provlded I n sub rul e (

sha11, excepE wlth the prevlous
FFDC, glve evl.dence ln connecEion

conducLed by any person, commlttee

3 ) , no empl oyee
sanctl on of tlie
wl th any enqul ry
or authorl ty.

Where any sanctlon has been accorded under sub-
rul e ( 1 ) , no employee glvl ng such evldence shal I
crltlclse Lhe pollcy or any actlon of the FFDC or
of the Central or a SLate Government.

Nothlng ln thls rule shall apply to:
a ) evldence glven aE an enqut ry before an

. auLhorlty appolnted by the GovernmenL,
Parllament or a State Leglslature I or

b) evidence glven ln any judlclal enqulry I or

c) evldence at any deparLmental enqulry orclered
by compeLent auLhorlty.

31.12 Unaubhorlsed communlcaElon of lnformatlon

No employee sha11, unl.ess generall.y or speclflcal ly
empowered by the FFDCr or ln the performance ln goocl

fal th of the dutles asslgned Lo him, communlcate,
di rectly or i ndi rectl y, any offi cl al document or any

part thereof or lnformaLlon Eo any empl oyee or any

other person to whom he ls noL authorl secl to
communlcate such document or tnformaLlon.
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31. t3 SubscrlpElons:

No employee shall, excepL wlEh the prevlous sanctlon of
Lhe FFDC, ask for or accept conLrlbut I ons Lo, or
otherwlse assoclaEe hlmself wlLh the ralslng of any
funds or oEher collecLlons ln cash or ln klnd ln
pursuance of any obJecb whaEsoever.

31.14 GtfEs:

.Save as oLherwlse provlded 1n Lhese rules r ho empl oyee
shall acceptr or permlt any memser of hls family or any
person actlng on hls behalf to accept r any glft.

ExplanaElon: The expresslon tGlfLr shall include free
transporE, boardlng, lodglng or other servlce or any
other pecunlary advantage.when provlded by any person
other than a near rel.atlve or personal f rlerrd havl ng no
offlclal deallngs wtth the employee:

llote: A ca,sral neal,llft or cttpr sodal @taltty,dull rrt be cbored to be a glft.
NoLe : Ah employee shalI avord acceptfng Iavtsh

hospltaltty or frequent hospttalrLy from any tncllvldual.
havlng offlclal. dea1.lngs wlLh hlm or from prlvate
fl rms, organisaEions etc. .

2) 0n occaslons such as weddtngs, annlversarles,
funerals orreliglors functlons, when the maklng of
a gitE 1s in conforrnlty wlth prevalllng rellglous
or soclal pracLlce, an empl0yee may accept gtfEs
from hls near relatlves but he shall make a rerporL
Eo the FFDC if the value of any such gtft exceeds:

1 ) rupees one Ehousand in Che case of can
employee holding posts equlvalent Lo Group A

& Group B I n Government of Indi a I

il ) rupees f l.ve hundred in the case of an
empl.oyee holdtng any posts equl.valent to
Group C 1n Gorrernmenb of Indl a and
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tlf) rupees two hundred ln Ehe case of
hol.dtng any posts equlvalent to
GovernmenL of Indi a.

an employee

Group D ln

3) On such occaslons as are speclfled ln sub
an exployee may accept gtfLs from hLs
frlends havlng no offlclal dealtngs wtth
he shall make a report to Ehe FFDC lf Ehe

any such glft exceeds.

rul e (2)
personal
hlm, but
value of

t) Rs. 4A0/- ln case of an employee holdlng any
posEs equlvalenL to Group A & B posts ln
Government of Indla:

rl) Rs. 200/- in the case of an employee holdlng
Group rCr equlvalent posE i

111) Rs. 100/- ln the case of an employee holdlng
Group 'Dt equivalenE post.

In any other caser Bfl employee shall noE accept
any glfC wlthouL Lhe sanctlon of the FFDC tf the
value thereof exceeds.

Rs. 1504 tn Lhe case of an employee holcling
any Group 'Ar .or Group tB' equlvalent posrts ;

t.r ) 50/- 1n the case of an employee holdtng
Group 'Cr & Group rDr equlvalent posts.

dowry :31.15 AccepLance of

No employee should give or Lake or abet tl"re glvt ng
taki ng of dorvry nor shoul d he demand clowry , dl rect I y

4l

1)

Rs.

any

of
OT
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tndlrectly from Lhe parents or guardlan or a brlde or

brldegroom, as the case may be.

31.16 Publlc demonstratlon ln honour of employees

No employee shal1, excepL wlth Ehe prevlous sanctlon of
Ehe FFDC, recelve any compllmentary or val edlcEory

address. or accept any tesclmonlal s or enterEaln any

oLher employee aE any meetlng or encerEalnmenE held 1n

hi s honour, or ln the honour of any oEher employees :

Provlded that noEhlng ln rule shal.l' apply to :

a farewell enLertalnmenL of a substantl al I y

prlvate and lnformal. character held ln honour of
an employee or any other employee on the occaslon

of hts retlrement or transfer or any person who

has recenLly qulL the servlce : or

11) the accepLance of slmple and Inexperrslve

entertalnmenL arranged by bodles or lnsLl Eut lons
of employees of Lhe FFDC.

NoEe f ) Exerctse of pressure or lnfluence of any sort
of any employee to lnduce hlm fo subscrl be

towards any farewell- enterLalnmenL even ff tL

I s of a subsLanLlally private or lnformal
characLer, and the collectlon of
subscrlpLlons from employees of Group tC' &

Group I D I equlvalenL posEs under any

clrcumstances for the enEertal nment of any

employee not bel.ongl ng to Group 'C' & Group

' D' equl val.ent pos ts .

f f ) For the purpose of these rul es the empl oyees

of the FFDC have been dtvtded lnto 4

categorl es vlz,, Group 'A' equi va1 ent , Group
tBt equlvalenE, Group rCr equlvalent and

Group'Dt equlvalent;

r)
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31.17 PrlvaEe Trade or emPloYment

1) No

sanctlon
any trade

employee sha11, excepL wtth the previous

of Ehe FFDC engage dlrectly or tndlrecLly ln

or buslness or underEake any obher: efiploymen[

provlded that an employee m8Y, wlthouE such $8ncElont

undertake honorary work of a. soclal or charl tabl e

naEure of occaslonal wor of a llterary, artlstlc or

sclenLlflc characLer, subjecL to Ehe condl.tlon that hls

offlcl al dutles do not thereby suffer; but he shal I not

underrake or sha1.1 dl scontl nue ,.. such work I f t;o

dl,recEed bY the FFDC.

Expl anaElon : Canvass l-ng by an empl oyeg I n suPport of

Lhe buslness of Insurance agency, comml sslon agency t

eLc, owned or managed by hls wlfe or any other member

of hls famlly sha11. be deemed to be a breactr of thls
sub, rul e.

Zl Every employee shali reporE to the FFDC t f any

member of hls famlly is engaged ln a brade or buslness

or owns or manage an Insurance agency of comml sslon

agency

3) No employee sha11, wlthout the prevlous sanctlon of

Ehe Instltute except ln the dlscharge of ht.s offlclal
dutles, Eake part ln Lhe regtstratl.on, promotlon or

managemenE of any bank or other company wht ch I s

requlred to be reglstered under Lhe companles Act, 1956

(1 of 1956 ) or any other law f or the t-lme belng 1n

force or any cooperatlve socl ety for commercl al

purposes:
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provlded that en empl oyee lnay take part ln the

reglstratlon promotlon or management of a eooperatlve

soci ety subsLantt a1 1 y for the beneft t of FFDC' s

employees reglstered under the Cooperatlve SocteCles

Act, lgtz, (2 of I}LZ) or any other law for Ehe tlme

bel ng 1n force or of a 11 Lerary , scl enrl fl c or

charlLable socleEy regi stered under the. Socl etl"es

ReglsEraEl.on Act, 1860 (ZL of 1860) or any

correspondlng law 1n force.

4) No employee may accepE any fee for any work done by

htm for any publlc body or aoy:prlvate person wlthout
the sanctlon of the compeLent authorlty.

Investnent, lendlng and borrowfng:

No empl.oyee shall speculate ln any stock, share or
other investment.

r)

Explanatlon: Frequent purchase or sale or both, of

shares, securi ti es or other lnvestments shal I be

deemed to be speculatlon wtthln the meanlng of
this sub-rule

i ) A11 Group r A' & 'B' equlval ent offl cers of the

FFDC should send an inLimatlon to the prescrlbed
authorlty ln case the total transactlon ln shares,
securl tl es, debenLures or mutual fund scheme, etc,
exceed Rs. 50,000/-durlng a calendar year.

i1) The empl oyee of the FFDC shoul d noL purchase

shares ouL of the quota reserved for frlends and

assocl ate of Di rector of Companl es .

2) No employee shall. malter or permlt any member of
hts famlly or any person actlng on hls behalf to malce,

any I nvestment whl ch l s l l kel y to embarrass or
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lnfluence htm 1n the dlscharge of hls offictal dutles

3) If any questlon arlses whether any transactlon I
of the nabure ref erred to 1n sub- rule (1) or 'sub- rul
(21 , the decl slon of Lhe FFDC Lhereon shal I be fl nal .

4) f ) No employee shall., save 1n the ordlnary
course of buslness wlth a bank or a ftrm of standlng
duly authorl.sed to conducE bankl ng business , €l ther
hl msel f or Ehrough any member of hts famlly or any
other person actlng on hl.s behalf .

a) lend or borrow money, as prlhclpal or agent, from
any person wi thl n,the I ocal i t mt Cs of ht s authorl ty
or wlth whom he ls ltke1y to have offtcl al
deallngsr or otherwlse place htmself under any
pecunlary obllgablon to such persons, or

I end money to any person at I nterest or I n a

manner whereby reEurn ln money or ln ktnd I s
charged or pald; provlded that an employee may,
glve to, or """"jc from, a relaLlve or a personal
frlend,a purely Lemporary loan of a small amount
free of lnterest, or operaLe a credlt account wtth
the bona flde tradesman or make an advance of pay
to hts prlvate employee.

il) when an employee i.s appolnted or Eransferred to a

post of such nature as wouLd Involve hlm In the
breach of any of the provlslons of sub rul e (zl or
sub rul e (4) , he sha11. forthwt th report the
clrcumstances to the competent authorlty ancl shall
thereafter act ln accordance wl th such other as
may be made by such authorlty.

31.F Inventlons and patenLs:

No employee shal I , wl thout the prevl ous consent
wr i t I ng of Lhe FFDC , appl y for pa tent or exc I us I

s

e

b)

1n

VE



under any
when I n Lhe

event of a

or excl.uslve prlvllege under any such enactmenL to make

sell and use such lnvenblon or a11ow others to do sor
betng granted to hrm, grant to the FFDC the unqualtfted
rtght to adopt and use the sald lnventlon wlthout irs
belng obltged to pay any royal.ty or other consrcreratron
therefore. He shal 1' not assl gn charge or transfer r n
any manner whatsoever ht s orlgl na1 or any exterrded
paLent or excluslve prlvllege 1n respect of the sald
invenLion, wl.thout the prevrous consenL rn wrrtrng and
wi thouL provrdrng for the unquar.lf red use, rr""" of
charge to the FFDC, of the sald lnvenLion and further
he shal l, on demand, execuLe ln favour of the FFDC such
I etter of I lcence r or other deed or document for the
purpose as 1L may-advlse.

Provlded always that 'the FFDC aL any tr nre wl chrn sl x
months of the recerpt of any rntr matl0n from the
employee thaL he htrs acqurred such patent or excluslve
prlvl1ege in rndra or abroad shall have the rtght to
requlre the employee to rransfer and assrgn such patent
or excluslve prlvtlege to the FFDC for such
conslderatlon as the FFDC shall at iLs drscreLron flxand 1f such rlght be exerclsed the emproyee srral lexecute a1l such deeds of assrgnment, grants ancr
assurance and do al.1 such acts, deeds ancl tht ngs f or
vestlng ln the FFDC and/or rts nomlnees, the ownershrp
of the patenL or excr.usrve prrvir ege and the f ur rbeneflt thereof as the FFDC shall requlre.

31.19 Insolvency and habltual. Indebtedness

An employee shall so manage hls prlvate affalrs as to
avorcr hablLuar indebtedness or lnsolvency. An emp.l oyeeagalnsI whom any legdl proceedlng ls lnstltuLed for t[re
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prl vl I ege I n respect of
anactmenb, tf such lnventlon
servlce of the FFDC and he
pa tenE

any I nvenLlon
1s made by htm

shal.1, ln the
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recovery of any clebt due from htm or for adJusttng htm
as an lnsolvent shall forthwlth report Ehe full facts
of the legal proceedlng to the FFDC.

NoEe: The burden of provlng that the lnsolvency or
lndebtedneis was the resulb of clrcumstances whlch,
wlth the exerclse of ordlnary dfltgence, Ehe enrployee
could not have f oreseen , or over whl ch tre had no
conErol, arid had noL proceeded from extravaganE or
dl sstpaEed habl ts, shall be upon the employee 

"

31.20 'Movable, Imrnovable and Valuable properFy

1 ) Every employee shal I on hl s f1 rst appol.nFment to
any service or post and thereafter aL such lntervals as
may be speclfted by the FFDc submlt a return of hls

' asseE and 11 abl 1 1 ti es , i n such form as may be
!

prescrlbed glvlng the fu11 partlcul.ars regardlng:

the lmmo.vable property
or acqui red by hi m or
morEgage elLher 1n his
any member of hls faml
oEher persons ;

Shares , debenLures and cash incl udl ng bank
deposlts inherlted by him or slnllarly owned,
acqulred or held by htm.

Other movable property lnherl ted by ht m

sl mll.arl y owned, acqul red or hel d by ht m and

debrs and other 1 1 abl 1i tles
dlrectly or indlrectly.

i ncurred by hi m

NorE : rn all returns, the value of I tems of movabl e
properEy worbh 1 ess than rupees ten thousand may be
a<lded and shown as a lumpsum. Tl"re value of artlcles of

a)

b)

c)

d)

lnherlLed by htm or owned

held by htm on lease or
own name or ln the name of
1y or 1n Lhe name of any

or
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dat l y use such as clothes , utenst l s , crockery, books ,

etc. need not be I ncl.uded ln such return.

NOTE : Every empl oyee who 1s l.n servl ce on the da t e of
the commencement of bhese rules, shall submlt a reLurn
under thls' sub rule on or before each date as may be
speclfted by the FFDC after such commencemenl-.

2l No empl oyee shall , except wl th the prevl ous
knowl edge of Lhe competent authorl ty, acqul re or
dlspose of any lmmovable property by lease mortgage,
purchase, sale, glft or otherwl se el ther ln ht s own
name or ln the name of any member of hls famlly :

Provlded that the prevlous sanctlon of the competent
auEhorlLy shall be obtatned by Ehe employee tf any such
transacLlon 1s :

t ) l.trl th a person havi ng offlcl al deal l ngs wl Lh the
empl oyee : or

i

1r ) otherwlse than th5ough a regurar or reputecl dealer.

3 ) Every employee shall reporL to the comeptent
authorlty every transacLlon concernlng movable property
owned or held by him elther in ht s own name or t n tlre
name of a member of hls famlly, tf the value of such
property exceeds Rupees ten thousancl ln the case of an
employee holdlng any Group A or Group B equrvarent post
oi rupees flve thousand rn the case of an empr oyee
holdlng any Group C or Group D equlvalenL post.

Provlded that the prevlous
authorlty shall be obtained

sanctlon of the competent
if any such transactlon lsl

i)

ir )

l^llth a person
empl oyee : or
OLherwise than

havlng of f l.clal deallngs wt th the

through a regular or a reputecl
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dealer.

4l The compebent authori ty may at any Elrne, by

any other

general. or speclal . order, requl re an enpl oyee to
furnlsh wtthln a perrod spectfled rn the order, fl-fuil
and complete sbaLement of such movabl.e or I mmovabr e
property held or acqulred by hrm on hts behalf or by
any member of hls family as may be speclfted 1n Eheorder. such statemenL sharr , I f so requr red by the
compefenE authorrty include the details of the means by
whtchr or the source from whtch, such property was
acqul red.

5 ) The FFDC may exempt any caLegory of empl oyees
belongrng to Group rc' or Goup rDr equivalent posts
from any of Lhe provi sr ons of tht s . rur e except sub_ rur e ( 4 )

EXPLANATION: For the purposes of thl s rul e, the
expresslon fmovablet properLy lncludes _

a ) Jer^rer l ery, r nsurance pol r cres the annuar premr umof whtch exceeds rupdes one thousand or one stxth ofEhe EoEal annual. emolumenLs recer ved from FFD.
whlchever 1s less, shares, securltles and debenLures.

Loans advanced by such empl oyees whether securedor noE :

b)

c)

d)

moLor cars, motor cycle, horses, or
means of conveyance ; ancl

refrl geraLors , radl os
consumer durabl es.

and radl ograms , other

3L ,21 Vt ndt catlon of of f icf,al acLs

1 ) No empl oyee shal I , except wi th tre prevr oussancLion of the FFDC, have recourse to any court or tot-he press for the vi ndi catlon of any of f r cr al act whrch



has been Lhe subJect of adverse crlLlclsm or an aLEack
of defamaEory characEer,

2l Nothlng 1n thls rule shall be deemed to prohtbtc
an empl.oyee from vlndlcacing hts prlvate characCer or
any act done by hlm i.n hls prlvate capaclty and where
any actlon for vlndlcatlng hls prlvate character or any
act done by htm in prlvaLe capacl Ey 1s taken, the
empl oyee sha11 subml L a report Eo Ehe compeEenL

authortEy regarding such actlon,

3L,22Influence : No empl.oyee shall brlng or atEenpE to brtng
any pol I tlcal or outsi de I nfluence Lo bear upon any
superlor authorlLy of the FFDC for the furtherance of
hl s I nterest I n respect of matters pertal nl ng to ht s
s ervlce .

3L23 Btgamous marrlage6

1) No employee who has a wife living shall contracL
another marrlage wlthout the prevlous sancLlon of the
FFDC noLwl thstandl ng . that such subsequent marrl age I s
permlsstble under the personal law for the tlme belng
appl lcable to hlm.

2) No female employee shall marry any person who has
a wlfe llvlng wfthout obtalnlng such prevlous
permlsslon

3t ,24 Appl.lcaElon for empl oymenE elsewhere

An empl.oyee who deslres tg apply for posts ancl
appol ntmenLs el sewhere may forward ht s appl t cat I on
dlrecL to the concerned quarters under lntlmatlon to
the Personnel DeparLment except tn the followtng cases:

Durlng the perlod of bond where the employee has
to serve the FFDC for a speclfled perlocl.

a)



b)
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Durlng suspenslon or where discipllnary case rs
pendlng agalnsL hlm

Note 2 For bhe purpose of thl s rul e,
for scholprsht.p or fel.lowshlp offered
authort Ey shal 1 be deemed to be an
employment el sewhere.

any appl tcatlon
by any ouEslde

appllcaElon for

31.25 RestrlcElon on Ehe employnent of oLher employees as
prlvabe servants

No employee shal1. engage any oEher employee of bhe FFDC
as hls prlvate servanl in any capaclty.

3r .26 Return of property-, equrpment , tool.s, etc . belongl ng
fo the FFDC.

Every employee leavlng before leavtng the servlce, shall
return any of the property or equr pment of tool s ,
bel onglng to the FFDC lssued or lent to ht m l n
connecL I on wl th hls ' empl0yment . The cosL of such
property, equlpment or tool.s noL so returned shall be
ltable to be deducted from hls pay or other amounts on
any accounL due to hlm.

3L.27 consumptlon of rntoxlcatrng Drrnks and Drugs

An employee shall

a ) strlctly ablde
drlnks or drugs ln
happen Eo be for the

by any I aw rel att ng
force ln any area t
time betng ;

to Inoxlcatl ng

n whlch he may



b) Eal<e due care thaL the performance of hls dutles ls
noC affecfed ln any way by the lnfluence of any

lntoxl,catlng drlnks or drugs ;

c ) noE aPpear I n

lnEoxlcaEl.cin i

d ) not habl Lual I Y use

exce ss .

a publlc place ln I state of

any lntoxlcaLl.ng drl nk or drug to

31.28 Mlsconduct : Any breach of these rules shal I be

deemed to constlEute a mlsconduct punlshable under FFDC

Rules. Wlthout. prejudlce to the generaltty of the term

'Mlsconductr , tt sha11 be deemed to lnclude the

fol 1 owl ng:

f ) Obtalnlng employmenE by the conceal ment of
antecedenLs, whlch would have prevented the
empl.oyeets empl oymenE under Lhe FFDC, had they
been known before hls appolnLmen.L to the authorlty
whlch appolnted hlm ;

11 ) Wl11ful lnsubordinaLlon or dl sobedl ence, whether,
or noL 1n comblnaElon wtth oLhers, of any lawful
and reasonabl e order of ht s superl or r or
commlsslon of any acts subverslve of dtsclpllne or
of good behavlour I

lif) Particlpatlon in an illegal strlke or abeLtlng,
I nclElng lnstigaLlng or actlng I n furtherance
Ehereof ',

iv ) Wll I ful slowlng down 1n performance of work
mal lngerlng or abetmenL or lnstlgaLion thereof or
lnterference with the worl< of other employees ;



v)

vt)

lx)

theft, fraud or dlshonesty ln connectlon. wlth the

buslness or ProPertY of the FFDG i

takl ng or gl vi ng brl bes or any I I I ega I

graEl flcaElon.

vil ) .br"n"" wl.thout leave or overstaying the sanLloned

leave wl thouL suffl ci enL grounds or Proper or

saEl sfacEory explanaLlon of absence from the

employeers appolnted place of work wl thout
perml.sslon or sufficlent cause ;

vtlt) habtEual. laEe aLLendance i

breach of rules, regulaEions or orders appllcable
Eo empl oyees ;

x) Col lectlon or canvasslng for col 1 ectl on wl thout
the permlsslon of the FFDC of any money except ln
accordance with the rules of Ehe FFDC for Lhe tlme
being ln force ;

xl ) engagl.ng ln any employmenL, buslness or Lrade ;

xt t ) drunkenness , rlotous, dl sorderly or lndecent
behavlour, gambl i ng, exEorElon or comml ttt ng

nulsance on the premlses or any of lts constltuenL
unlEs, offices, Projects, eLc.

xlti) habltual negllgence or neglecE of work or
t ndl sci pl I ne.

xlv) Wll Ful damage to work
properLy oi the FFDC;

I n process or Eo any

xv ) I nterfence wi Lh any safety devl ces I nstal I ed or
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abouE Ehe establlshment ;

xvl ) holdlng meeElngs lnslde the premlses of the

establlshment wlthouL prevlous Permlsslon of the
FFDC ;

xvli ) dtsLrlbutlon or exhlbttlon of any newspaper, hand

bt I I s, pamphl ets, or posters wl thouL the prevlous
sancElon of the FFDC ;

xvl11) dtscl.osure to any unauLhorlsed person of
lnformabl on re1 atl ng Eo Ehe FFDCTs busl ness or
rel atlng to defence or Securl ty measures r or

' communlcatlng di rectl y or I ndl rectl y to any

outslde parLy any documents or lnformatlon whlch
may have come lnto hls possesslon, or of whlch he

may have secured knowledge ln Lhe course of his
offtclal. dutles, unless expressly permltted by the
FFDC.

xix) smoklng wlLhln the premlses of Lhe establlshment
where smoklng ls frohlbtted i

xx) failure Eo inform the FFDC of any notlftable or
conLagious dlsease contracted by the employee or

I any member of hl s f aml.l y :

xxl ) convlcLlon ln a courL of 1aw for any crlmlnal
offence lnvolvlng moral Lurpltude ;

xxl I ) ml srepresentatl on regardl ng name r dg€,

qual.lflcaLlon, prevlous servlce or experlence or
emolumenLs at the tlme of employmenL i

xxlll) unauthorl
Ehe Not lce

xxl v ) abetement
above acts

sed removal or defacemenL of
Board; and

of or atLempL to comml L

of ml sconduct.

notlce on

any of t- he
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31,29 InEerpretatlon and renoval of doutrrs

If any que st I on or cloubt

, ef lnterPretaLlon of anY

referred .to Lhe Governlng

be f l.nal .

31.30 Delegatlon of Powers

arl ses as to the aPPl I cat I on

of Ehese rul es, tr c shal I be

Councll whose declslon. sl'ra11

The Governlng councl1. may by general or specl al order,

dl recL that any power exercl sabl e by I t under these

rules shall, subJecL to such condlLlons tf anY, as may

be speci f t.ecl 1n the order, be exercl sabl e a1.so by such

of f lce or auLhori Ey as may be specl.f led 1n t-he order .

31.31 Authorltles competenl- to accord sancblon on behalf of

the FFDC.

The Governlng councll , or the chal rman, wl Eh fhe

approval of Ehe Councl I , msY r by general or speci al

order, speclfy Ehe authorlty or aubhorltles'

Eo whlch appllcatlons for grant of sancLlon or

permission shall be made or report or informatlon

made or submlLted, by empl.oyees, on any or al1 the

maLLers with respect to which l-hese rules

prescribed such applicatlon for sanctlon or

perml ss I on, or maklng or subml sslon , or suclr

report or lnformatlon ; and

which shal.1 be competent to accord such sanctlon

or to granL such perml sslon to an employee r otr

behalf of Lhe FFDC.

32, DISCIPLINARY AND APPEAL RULES FOR THIi EMPLOYEES OF

32,I'these Rules may be called Dlsclpllnary and Appeal Rules

employees of Fragrance & Flavour Development centre,
Kannauj.

a)

b)



32,2 They shall come lnto force wtth lmmedlate effecr.
32 ,3 They a re appl t cabl e to al.l empl oyees of the
Fragrance & Flavour Development Centre, l(annauJ other
than those covered by Standlng Orders.

32,4 Dlsctpllnary and AppellaLe Authorlty
Fol l.owl ng are the Dl.scl pl lnary and Appel.laLe Authort ty
for a1.1 employees of Fragrance & Flavour Development
Centre, KannauJ covered by Standtng Orders.

S.No Category Di scipl I nary
Authorl ty

Appel I irte
Authorl ty.

1 . Prl nc l pal Dl rec tor Govt . of Indl a

2, Di rector Chai rman, G.C.
3. Group 'A I Equlval ent Di rector

Posts other than those
mentloned vide (Z) above.

4. Group 'B' A) Technlcal.
conc erned
Extn.Offt cerl
Doc. Offlcer

B ) Non. T'ech.

Govt. of Indi a.
Governl ng Counc l I .

Chal rman, G.C.

Prl ncl pal Dl rector/
Di rector

5.
6.

GrouptCt
Group rDl

Dl rector
( as desl gnated
by Director )

A)&(B)as above Dlrector
A) & (B) as above Dlrector

Di sci pl t nary
di sci pl I nary
penallties
herel nafter.

aut'horl ti es are
proceedi ngs agal

aft er observing

empowered to
nsb empl oyees

procedures

lnstltut.e
and I mpose

I ald down



32,5 Nature of Penal.ltles

'fhe f ol l owl ng penal t Li.es may f or good and suf f I ct enE

reasons be I mposed on an employee of the FFDC who I s
found gutl,ty of mlsconduct or a breach of any rules of
orders Idsued by Lhe compeLent authorlLy, namely :

Mlnor

t ) Censure I

1t ) WiEhholdlng of lncrements ;

t t I ) Recovery f rom pay of the .whol e or pa rt of
pecunlary loss caused to the FFDC negllgence
breach of order.

MaJor

1v) ReducElon to a lower service, grade or posts, or
Lo a lower tlme scate, or to a lower stage ln a

Ll me scal e ',

Removal

Dismlssal from servlce whlch shalr ordlnarlly be a

dlsquallftcation for future employment.

any

or

v)
vl)

1)

Expl anatlon

The followlng shal 1. not amounL to a penal ty wi thl n the
meanlng of these rules: -

Reverslon to a lower servlce gracle or post of an
employee offtciatlng rn a hrgher servrce, grade or
posL on the ground that he i s consldered after
trlal Eo be unsul t-able for: such htgher servrce,
grade or post or on admi nl st ratl ve grot_rnds
unconnected wiLh hts conduct :





rt)

irl)

Reverslon bo hts permanenL servlce, grade or post
of an employee appoinLed on probatlon to another
servlce grade or post durlng or at the end of fhe
perlod of probatlon In accordance wtth the Lerms
of hl s appot nmenf or Ehe rul es and orders
govdrnlng probaLlonl

Repl acemenL of the servlce of an empl oyee whose
servlce have been borrowed from central GovernmenL
or State GovernmenE or an authort ty uncler the
conLrol of cenEral or sEate GovernmenE at the
dlsposal of the auLhorlty whtch has lent hts
servlie i

tv) Termlnatlon of servlce of an
accordance wlLh the Lerms and concli
appolnEment.

i

Procedure for Imposlng Major penal.lbles

An order lmposlng aly of the panellCl
cLause (1v) to (vt) of rule 5 shall be
enqulry held 1n the manner herelnafter

The Dlsclplinary AuthortLy may

charges I tsel f, or I f conslders
1 t may el Cher aC Lhe tlme of
charges to the empl oyee under cl

1 . The Dl sclpllnary Authorlty sha11 frame deft nl te
charges- on the basrs of allegatlons on whtch the
enqulry ls proposed Lo be held. such charges
together wi th a statemenE of the al I egations on
whtch they are based shal.l be communicateql I n
wriLing to the employee concerned and he shall be
requl red Lo submlt wlthln such trme as may be
speclfled by Lhe dl.sclpllnary authorlEy i

empl oyee I n

tlons of h1s

es specl fl ed I n

passed afLe'r an

provlded vlz,

enqul re I nLo the
It necessary to clo

communlcaLlon the
ause (t ) or at the

2.



3.

Ll me Lhereaf Ler appolnt a Comrnl ttee o1. Enqut ry or
Inqul rl ng Offl cer for Lhe purpose.

The employee shall for the purpose of preparlng lrls
defence be permttted Eo lnspecE and bake exLracts from
such off{cla1 records as he may speclfy, provlded that
such provlslon may be refused, 1f for reasons, to be
recorded ln wrltlng, ln the oplnton of the dlsclpllnary
authorl ty , such record s a re noE rel evant fo r the
purpose or tc ts agalnst the lnteresE of the FFDC to
all.ow hlm access thereLo.

on recelpt of Lhe wrltten statement of defence or lf no
such stalement 1s recelved wlthtn the tlme speclfted
Ehe dl sclplrnary authort ty, the commlttee of the
enqulry or the lnqulry offlcer may enqulre lnLo such oF
the charges as are not admttted.

5. The Inqulrlng AuLhorlty shall tn Lhe course of enqutry
conslder such documenLary evldence and take such oral
evldence as may be relevant or materlal ln regard to
charges. The emplby"" shall be entl tl ed to cross
examlne wltnesses, examlned ln supporE of the charges
and to glve evldence ln person.

Ac the concluslon of the enqul ry, the Inqul rlng
AuthorlLy sha1l prepare a report of the lnqul ry,
recordlng lLs flndlngs on each of Ehe charges Eogether
wtLh the reasons thereafter. rf the oplnton of such
authorl ty Lhe proceedlngs of the enqul ry establ I shed
charges different from those orlgrnally framed. It may
record flndlngs on such charges provlded thaL flndlngs
on such charges shal 1 not be recorded unl ess the
employee has admltted the facLs constltutlng then or
has had an opportunlLy of defendrng hrmsel f agarnst
them.

4.

6.

7,

a)
The record of i nquiry shal.l I nclude:
'lhe charges f r:amed agai nst the empl oyee and the
sIaLement of al I egat'i ons f urni shed to hl m



b)

c)
d)

e)

Wrl tten sEatemenE of defence, 1f any ;

Oral. evldence Laken ln the course of the enqulry ;

The documenEary evldence consldered in the course of
the enqulry i

the orders, tf snY, made by the dtsctpllnary Authorlty
and the Inqulrlng Authorlty ln regard to the enqulry ;

and

Lhe reporE setbt.ng ouL the ftndtngs on each charge and

reasons Lhereof.
The Dlsclpllnary Authorlty shal1 , 1f tt I s not
Inqul.rlng Authorlty, conslder bhe record of the Inqulry
and record lLs flndlngs on each charge.

If Ehe Dlsclpl.lnary Authorlby, havlng regard to its
flndlngs on Lhe charges, ls of the oplnlon that any of
the penal.tEles specified 1n clauses (tv) to (vi) of
Rule 5 should be lmposed, lt shall :

f)

8.

9.

a)

b)

furnlsh Eo the employee a copy of the report of the
Inqulrlng AuthorlEy and where the Dlscl pl lrrary
Authorlby ls not tlt" Eqnulrlng Authorlty, a statemenb
of I ts flndlngs LogeLher wt th brt ef reasons of
disagreemenE tf any with Lhe ftndtngs of the Eqnutrlng
Authorlty I and

glve noLlce statlng Lhe actlon proposed to be taken ln
regard Eo hlm and calllng upon hlm Eo submil wtthtn a

speclfled tlme such representatlon as he may wlsh to
make agalnsE the proposed acLlon.

10. The Disclpllnary Authortty shal 1 conslder bhe
representatlon. If any,made by the employee ln
response to Lhe notlce glven under clause (b) of Rule g

and deLermlne whaL penalty t.f any, should be lmposed on
the employee and pass approprlate orders on the case.

11, If , however, Lhe Dt.selpllnary Authort Ly havl ng regarcl
Eo lEs flndl.ngs ls of the oplnlon thab any of the
penalltles speclfled ln clause (f ) to (t1l) of Rule 5

should be lmposed, lL shal.1 pass approprlate orclers ln
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sanctlon of the FFDC ;

xvltt ) Dlsclosure to eny unauthorlsed person of Informat:ron
. relat:lng to the FFDC's busrness or relatlng to defence

or securt ty measures , br communicatr ng 
"at 

rect-t y or
tndlrectly .to any ouEstde parEy any documents or
lnformatron wht'ch may have come into hr-s possessron, orof whlch he may have secured knowledge rn the course ofhts offrctar du.res, unress expressly permrEred by the
FFDC ;

xlx) smokrng wlEhrn the premrses of the establrshmenb where
smoklng ls prohtbtted ;

xx ) Fal lure to I nform the FFDC of any
conLaglous disease conLracted by the
member of hts family i

xxi ) convlcLron 1n a court of raw for any crrmrnar offencelnvolvlng noral turpitude ;
xxl I ) l'lt srepresenbatlon regardlng name r ag€ r Qual Iprevlous servlce or experi ence or emolumenls

tl me of employment ;
xxlll ) UnauLhorlsed removal

Notice Board; and
or defacement of noLice on the

noll fl abl e or
empl oyee or any

flcatlon
at the

xxlv)Abetement of or atLempt to commlt
of mlsconduct ;

xxv ) Ariy oLher suf f I cl ent grounds .

any of the above acts

t.

2.

3.

APPeal

Every employee shal I be entl 
' 

ed to appeal to theAppel laLe AuthorlLy speclft.ed tn Rule from an orderpassed by a dlscrplrnary aurhorrty lmposrng on htm anyof the penallLles specifted in Rule 5.No appeal' shall be entertarned unress such appear tspref erred wr t'hr n a perrod of forty f r ve days f rom thedate of whr'ch a copy of rhe order appeared agarnsr rsdel lvered Eo the appel 1anL.
Every person preferring an appeal sharl do so rn htsown name.

The appeal should be made to the AppelIate Authorlty
4.



5.

6,

copy t'o be f orwarded to the authorl Ey wht ch made the
order appealed agalnst. It shail. contaln all polnts on
whlch Lhe appellant relies and shal 1 nor contaln
dl srespecEfuJ/t mproper 1anguagd.
The aulhorlty wht.eh made rhe order appealed agalnst
shal I on recel pL of copy of Ehe .appeal shall f orward
the same wlth lts comments wibhout delay and wlt.hout
walttng for any dlrectron from' AppellaLe Authorrty.
rn the case of an appeal agalnst an order t.mposrng any
of the peanl I tr es speci f i.ed t n Rur e 5, the apper r ate
authort Ly shall conslder i

a) whether Lhe procedure lard down in these rules has
been complied with and if noL whether such non-

compllance has resurted rn farlure of Justrce.

b) Whether the f t.ndi ngs of
authorl ty are warranLed by the

the dlscl pl I nary
evldence on record

appea I ed

passed by

shal I be

panel of
ry or for

and pBss orders conflrmlng, reduclng or setllng
aslde the penalLy.

7.

B.

The authorlty whtch makes the order
agalnst shal.l glve effect to the orders
the Appel late AuLhori.ty.

The order passed by the Appellate Authortty
fl nal .

Goverrrl ng Council 1s empowered L.o clraw up a
Inqulry Offlcer elther for expedtblng lnqul
any other reasons ff so deslred.

9. when prescrlbed procedure need not be fol lowed:
Fol I owl ng are the specl a1. c1 rcumsLances where theprescrl bed procedure need noL be f or.r owed, bef ore
orderlng punlshment :

1) l,.ther:e a penar ty f r nws f rom conduct wht ch hacr red
to convlctlon on a crlminal charge, or
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3)

l^lhere Lhe Dlsclpltnary Authorlty ls satrsfled for
reesons fo be recorded ln wrttthg Chat tt ls not
reasonably practlcable to hold an enqulry ln the
manner provlded, or
Where Lhe Dlscipl.lnary Aubhorlty ls saLlsfted
thaE '1n the l nLeresE of the securlty of the
State, lt ls noL expedienb to hold an enqulry ln
the manner provlded,

rn cacs under category (1), the dlsctpllnary auLhorlEy
has to peruse Ehe JudgemenE of the crlmlnal. court and
Eake I nto account the gravl.ty of the ml sconducr
commttted, lts lmpact on the admlnistratlon and other
extenuatlng cl.rcumstances or redeemlng features. once
i t I s concluded Ehat the employeers conduct I s
blameworthy and punrshable, tt may lmpose such penalty
as tt ls competenE to do after glvtng an opportunrty to
the employee of makrng represenEat.ron on the penar[y
proposed Eo be imposed. The penalty should nelther be
grossly excesslve, nor ouE of a1l proportron to the
offence commtbted or one noE warranted by the facLs and
cl rcumstances of the case

Regardl ng category( 2 ) , detar red gut delr nes have been
I atd down in thls regard. Inqulry should not be
dlspensed wrLh rtghLly or arbrtrarrly or out of urerlor
motlves or merely in order L-o.avord the hordtng of an
l nqul ry or becuase the FFd I s-- case r s week and r s ,therefore, bound to 'fall. Further, tt ls a
constl fuElonar obl tgaLron rhaL the cHscrplt nary
authori Ly shour d record r.n wrr il.ng (pref erabl y r n the
order ltse1f) the reasons for lts saElsfactlon t-hat lt
was noE reasonabr y practi cabl e to hot d the r nqur ry.
The reason, though brief, should no. be vague or notjust a repetltron of Lhe ranguage of the relevant rure.



33. RETTREMttNT/SUPERANNUATION

33.1 tivery ,empl oyee shal I retl
yea rs .

33.2 RetlremenE from
afternoon of t'he
empl oyee aLCalns

on compl.etlng the age of 5g

servl ce wt 1l- become

I asL date of Lhe
Ehe age of 58 years.

dii" l:, l). ,-. i ; , i ..i't Y

i(' i ; ; t/ |
-il{$& {i$o,.... . [k!..,, ^**,$

re

I.)
ef f ect:I.Ve on Ehe'\*-./t

month on wtil ch an

33.3 The last day of' retrremenL on aELainlng the age of
superannuaclon wl1.1 be Lreared as a worklng day even tfIt 

,falls 
on sunday or hol.iday.

33,4 The Governrng councrl may extend the pertod of servrceof any employee beyond Lhe age of superannuatlon for aperlod of not exceedrng two years rn a reaily deservr ng
and exceptlonal cases ln Ehe lnterest of the FFDC.

33.5 NoLhtng ln these rules shal
Governlng Councll. to empl.oy
5B years on contracL basls
the lnteresE of the FFDC.

1. effect the poh/ers of t.he
any person above the age of
for a speclfled perlod ln

33.6 rf an employee is dbclared lncapacited by a competent
medlcal authort ty for further servrce, he shal l beretrred by Ehe AppolnLlng Authorluy on account of hts
such permanent i ncapaci Latlon.

34, CRATUITY RULES

34.1 As per Gratulty Aet lgTZ and
34 .2 Those who a re not cove red by G r:a Lui ty

covered by Central Government Rul es
Central GovernmenL employee.

Act 1972 wt I I be
as appllcable to
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ApporNTrNC AUTHORTT1ES FOR VARrOus cATEcoRIES oF posrs rN
IDO

S.No Categorles of pos6s AppolnEtng Authorlty.

L.

2,

3.

Prlnclpat. Dlrector
(&.4500-5700)
Dl rector
( h. 3700 -5000 )

Group rAt Equlvalent
PosEs other Ehan
those mentloned
vfdd (1) & (2,),
abgve.
Group rBt

i

6.

5. Grouptgt Equlvalent

)
Grouptpt Equlvalent )

PosE 
)

. 
"-. 

. -ult',

Technlcal PRtNcPaL D'IREC1OR/
concerned Dlee arnq
Extn.Offlcer/
Doc.Offlcer

Scl entlflc
AssEE/Non.Tech. ( as deslgnated
by Dt recEor )

Govt. of Indla

GovE. of Indl.a

Chai rman, GG

4.
)i )

)

)

)

l.
) 11)

)

5

.a

F
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DISCIPLINARY &. APPELLATE AUTHORITIES FOR VARIOUS CATECORIES OF
UNDER SIDO

%, , S.No Categorles of poebs Dlsclplinary Appel.late
Authorlty AuthorlLy

1. prtnclpal DlrecEor GovE. of Indta GovE. of Indla
( Pay Scale

z. l;,1i13,""' ,.,Govt. of Indle Govt. of Indt a(pay Scale
Rs. 3700-5000)

^ lf inciPel DirQctot/r . Group,Ar Equtvalent Di #;i;; Chat rman c . c.posts other.Ehan 
r'--rr'qr

those menEloned
vtde (1) & (Zl
above. .

o, rr;jo',u,

) Exbn.Offl cer/

i ) Doc.Offlcer
)5. CroupfCrEqul.valent yf.l) SctenElftc

PosEs ' ) AsstE/Non.Tech.
) ( as desl.gnaEed

6. Group rDr Equtvalenb ) by Otrecfor)posE. 
)

.96ffi$e*4i6:+*,:, '. .



Llet of Porni/Formars

S.No. Rule & pqfa

3,6(3)

7.2

'7 ,3

5.

4.

3.

18.5

8.1

6. 29,5

Sub iecb

Format for lnvlbtng
appllcablons through
advertl sement

Form of OaEh of Allegl ance

Form of OaLh of Alleglance IIIfor Forelgn natlonals

Forn of Marrlage
decLaraElon.

APPENDIX

Annexure

--
I

1.

2,
II

IV

Format for check llsE Vfor acceptlng reslgnablon

CPF Declarab{on Form VI
from employees for membershlp
of the TrusG.



I

FORMAT FOR TNVITING APPLICATION

ANNEXURE I

THROUGH ADVERTISEMBNT

THE POST APPLIED FOR :

Ful1 Name

Fabher I s Name

Address: 1) permanenb

2) Presenb
DaEe of Blrth
Whebher belongs to SC/ST
EducaElonal Qua llf lcailons
Technlcal & Professlonal Quallftcatlons boEh

RecrulbmenL Rules.Essentlal & Deslrable as per

Experlence debatls in years and
name and address of the presenE
held, nature of duEles performed,
passporf slze photograph.

AbLes.ed coples of rerevanE cerElfrcate ln respect ofDate of BrrLh, qualtflcabl0ns, experlence should beenclosed wiEh bhe appllcaLlon.

Incompl-eEe appllcatlons wtll be reJecbed.

If lnfornatlon provlded ls found false aE an), stage,Ehe candldature wlll be llable for rejecElon.
candr da.es applylng for more bhan one ;rost shour dapply separately. persons workrng rn Govt, Qua srGovt. or public SecLor underbAktng should apptythi;;;;proper channer wtth an advance copy. please wrlbe onthe envelope name of the posb applied for.

NAME

j

1.
2',)

3)

4,
s)
6.
7.

oF

B)

9)

Monbhs . lndlcatlng
organl zat 1on, post
salary drawn wt Eh

10)

11)

Appl I c abton
add re ssed
Deve lopmenb

should reach on or before
to The Dl recLor, Fragrance

L2)

Cenbre(FFDC) KannauJ.
Fl avour



ANNEXURE II
F'ORMAT FOR OATH OF ALLEGIANCE

SLaLlon
Dated

SlgnaEure
Name ln Block leEbers
Deslgnablon:

(Rule/Para 7.2 )

I raaa.r..ra..aa.a.....

Solemnl.y afftrm thab I will
alleglance Eo Indla ancl Eo the
law esbabllshed, thab I wlIl
lntegrt.Ey of Indla and that I
my off,ice loyally, honestly and

(So help me God)

..................r..do swgar/
be falthful and bear true
ConsEifiu6lon of Indta as by
uphold the soverelgnLy and

wl1l carry out Ehe duEles of
wlEh lmparblaliby.



ANNEXURE III
(FORMAT FOR OATH OF ALLEGIANCE FOR FORETCH NNTTONALS)

(Rule/pqra 7,3

r ' ' ' ' ' ' ' ' . . . . . . . . . . . . . . . . . . . . . . . . . . . r . r . g crtrzgn of
'holdlng a posE ln bhe Fragrance & ,Flavour Developmen.
cent re ( FFDC ) Kannauj ( a GovernmenE of Indl a socleEy ) do
s$rear/sol-emnly aff rrm thaE havlng the f atth and a llegr ance
and I owg bo * ...........,.......r..
aforesald, be fal6hfuL to Indla and

Indl a as by l.aw esEabllshed and thab
dutles of my offlce loyally, honesbly

(So help me God)

SEablon:

Slgtrabure

Name ln Block lebGers:

DaEed : DeslgnaE lon

Here lnserb the name of Ehe CounBry concerned

fo

I

and

a , a a a a a a a a a a a a a 0 a. a a o

6he ConsElbublon of
wil 1 carry oub hhe

wlth lmpa 16lalt by.

. ,,,r: ii|:



1.

ANNEXURE IV

(FORMAT FOR MARRIAGE DECLARATION)
(Rule/para g.1)

r, shri/shrrmabl/Kumarl .............................
declare as under :

a ) Thab I am unmarrled/a wldower/a wldow"(b) Thab r am married and have onry one wrfe ltvlng.c) Thab r an marrred and my husband has no o.herlivtng wlf e, to the besE of my knowl.edge.(d) Thab r am marrled and have more than one wrfellvlng, appllcaEron for granb of exemptr.on is
enc losed

(e) Thab r am marrled to a person who has already
one wlfer or more llvlng. Appllcatlon for granbof exempLlon ls enclosed.

,t

I so'emnly aff rrm thaL bhe above decr.ararlon r s brueand I undersband t'haL rn the even of the declaratronbelng found Eo be incorrect after my appotnrr"*, 
-f

shall be l.lable .Eo be dlsmlssed f rom servlce.

Slgnature :

Deslgnatlon:

2.

Pl ace
Da te

onl y.

DeleLe clauses no6
Appllcable in the

appl lcable.
case of clauses (a), (b) ancl (c)

,rrrrTf
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APPLICATION FOR GRANT
(Vtde para t(d)/1(e) of bhe

OF EXEMPTION

Dect.arablon )

To,

Sl r,

I requesb Eha6 i n vl.ew
may be granted exempLlon from
on Ehe recrultmenb 6o servlce
one wl.f e 1lvIng
person already havlng one wlfe

of Ehe reasons sbaEed below, I
the operablon of restrlcblon

of a person havlng more Ellan.
Woman who is marrled to a

or more llvlng

Stablon

Date

SignaEure:
Desl-gnabion:

Offlce

Yours falthful ly,



1.
2,
3.

Name & PresenE deslgnation
SecElon/Deparbment bo whlch aEtached
Any posb, oEher Lhan thab bhe
presenE appolntmenb held during
6 monLhs prlor to bhe monbh ln
whlch reslgnatlon is tendered

( FORMAT FOR CHBCK LIST FOR

(Rul-e/para 1g.5)

ParE I : General Informabion

ANNEXURE V

ACCEPTING RESIGNATION

4, Permanenb resldentlal address

Parb II : pclnbs to be checked up before accepElng
reslgnablon.

5.

6.

whlch bhe, epployee
relieved from servlce

WheEher any inqulry or
lnvesLlgablon or dtsclpLlnary
case ls pending or conLempla[r,d

11 ) WheEher under suspenston

Whether Lhe employee concerned has
execubed any bond for servlng the
Flagrance & "Flavour DevelopmenL
Cer'bre for a speciflc number of
years on accounL of. hls belr,g glven
specl alJ se,cl tralnlng/
f el lowshJ[:/sc lrc,larshlp, for st.udtes
or de,ptrted for brelning wlrr:tf,err
I n Indl a c,r abroacl and I f so,
the, b,crnd perlod 1s ovel
Tlme requlred for fllllng up bhe
posb and/or maklng al6ernatl.ve
arrailEemen6S 

I

The dabe on
wants Lo be

r)

7.

B.

.....r.rr2/
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9, Authorlty competent to accepb
reslgnablon i.e. Appolnblng AuEhority

Parb III : If resignablon is acceptedr poln6s
before rellevlng bhe employees.

10. WheEher alternatlve arrangemenbs
have been made for dlscharge of bhe
duLies of [he post lncludlng
arrangemen6s for baklng over chargesof cash/stores ln Lhe Custody ofthe employee (wherever apptlcable)

11 . ' r^rheLhe r the emproyee has surrendered
dhd obbalned rNo Demand C"rbi;;;;;",
ln respect of : 

---^vqu

t. Identlby Card lssued by Fragrance
& Flavour DevelopmenE Cenbre.t Llbrary

1. Typewrl6er, brflef cases, cyclesllverles ebc, (wherever
applicable ) \

t Tools/equtpmenLs/calculaLors/
computers ebc.

L2, Arrangemenbs made for recovery ofoubstandlng advancefloans, 1f otryr
baken or any oLher category of Ou",
v

1 Amount of loan/Advance/due
tf any
Any obher dues, such as
Amounbs due Eo be recovered
from

",, o, ";:"';:' :::r::r':;
Money /t"tanerL a l. enb rus teC
to hlrn tn bhe course ofhts offl clal dutles.

to be checked

a,a,a3l
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(-

I :3:
13. Whebher the enrployee 1s ln occupatlon
: Fragraxce & Fl avour Development

Cenbre accomnodatlon ? If sor
whebher the dues ln respeeE of such
acconnodaiton has been sebtled and
a rNo Dernand CerElflcabe , obtalned ?

L4, 'Whebher accounEs in respecG of water ,electrlel_ty charges ln respecb of
Fragrance & FLavour DevelopmenE Centre
accommodaElon has been seEtled.

15. Whebher any cash desposl bsfsecurlty .

of sufflclent value has been baken
where tb ts no6 found o.rriir"-;;"
dues lnmedlaEely

it

16. Leaves sanctloned,6o the offtclal
from prevlous half year and any
leave sancbloned exbra, lf sor
leave salary patd. The personal
ftle and servlce book may also
be forwarded

L7, Any oEher secElon concerned

Slgnature

Deslgnabton



ANNEXURE Vt

( Forrnab for CPF Declara6lon Form from employees, for
membershlp of bhe Trus6.

(Rule/Para 28.5 )

hereby ,declare that I have read
bhe tules of the Conbrlbubory Provldents Fund and bhaG I
agree bo be bound by them 

"r,a 
by.ny subsequent addtblons to

and alEerablons ln bhe same as nay from tlme to blme
hereafber be made Ehereln. I hereby agree 6o become a

member of bhe fund wtth effecb from and the
subscrC.pblon and the arrears, lf sfly,
my salary.

being collected fron

I hereby also
as deflned ln

I hereby also
above may be

As wlEness my

declare to
Rule 2( lx ).

agree bhaE

recovered ln
hand bhls

subscrlbe at 7, of my salary

bhe arrears from rEhe daLe mentl.oned
monBhly lnsbal menEs.

day of
one Lhousand nlne hundred and

Slgnature of

Deslgnablon !

Subscrlber:

Sl-gnature:
Address:

WlEness : 1. Slgnabure:
Address:

2,

Occupablon: Occupatlon



FRAGRANCE & FLAVOITR DEFINANCIAL AND ADMINI'TRATIV 
LOPMENT CENTRB, KANNAUJ.

E POI.IERS OF THE EXECUTIVE 
-COMMITTEE

--
S. No.

1.

Nafure of Powers
[xten6 of polrers

)

::",'nsenb Expendlbure
L t Recurrlng

rr )

2 ' Execl 
Non-recurrtng

., ,rltl:n 
of Pebbv works, execubion

Eowa"ltt. 
worksr speclal repalrs

,rrrrll 
butldlng 1nc1ud1n8 srni..r,

r ns La ii;,ljj:'J::o'r, Er ec.,i",,
3. htrltlr

'nr"rroti 
off and dlsPosal of'lcea ble/obsolr

equipmenb, vehlcles'j;.';;lj:""
s 6o res

Ful1 powers

ful l po$rers
full pow€rs

full powers

Upto R.10 lacs.

full powers
Upto Rs. 50000/_
ln o year.
ful1 powers.
ful.l powe rs

(upbo &. 25 ,ooo/_
Rs, l, oa, b uo /=

fut.l porrers

4.

5.

To appoln6 con
produ*ron^ 

".'l,f1j:"b 
tn the Deslsnr full povrers

productlon, Markeblng and
fOmtnlstratlon, ebc.

6.
7,

To aubhorir
Narlona,,,ji ilil::'fb rrom

Purchase of .,t .-. -" .,
Regularls"r' ot'nt & MachlnerY

lon of demurrage charges

To flx perlod for rebentlWrlttng off of 
^.r'-l_,=irLron 

of records
or ."u"nu" *1:::"ff:::Ji:.;,,,,, 

"'"'
l.oans and advances 

)Purchase of ,

spa res & ,;,:;1.:'::;j:::;"1;".t. ,

for producblc
work wlLhout 

and malnbenance

To provlde or"tlllng 
quobablons

connecbed ab .1,t"tut telephone

sr. off icers ,'n" 
resldence of

FTlc work 
bhe lnteresb of

8.
9,

L0,

LL.



FRAGRANCE & FI,AVOUR DEVBLOPMENT 
CENTRE , KANNAUJ

TINANCIAL
AND ADMINISTRATIVE

POI.JERS OF THEPRINCIPAL DIRECTOR/DIRE'-*
S.No Nature of por.rers

Extenb of por^rers

Y
3
3.

4.

5.

# ffi:ibe 
durres & turcLlons F\:11 powers

v

To determlne/fIx the Headquarters ,rGrant of Learre

i;, Appotntmenb of
a reave ,r"rn*lubst'ltut'e In For group,B,c & D posts,

:: :ransfer sL.aff from oneDIrrIsJon to arrrther. fulI povuers

, 
To accepb medlcal firness t,certlflcabe for
To recognlse/de 

leave purposes

union;il *T:::nir"
tnpl I caElon.
ConCt ngent expendi ture
I ) Recurrlng
JI ) Non-recurrlng R5' tt000/-ln each case.
t'ocal conveyance""hrrooo :' 5'000/-ln each case.charges. 

Acfual fare for 
r

corrveyance 
hr r"dr*i 

or other

PaId maY ; ;:'fr:;"T"JJ
61oup A & Gror
members il;;;:, B srarr

in bhe pr.rbr.i" ,nr,rrr 
jotrrneys

a radrus of B kms 

rest rur thr n

crby rrmlrs ;;fi":t,tj:
lot"' 

frorn headquarters rn axI or other conu,the sfaff .r, 
rrr*e rnrren

availabre and 
rs noL.

travel I i ng ,, ,.rI::" Iadml ssJ bl e,

7,

8.

9.

10.



11. CordemnaLlon of ldctor
L2, furchase of Blcycles &

for offlce use.

&. 25 rOW/- (Book

full Por,rers

Vehlcl.e

repal rs
Value ).

)

13. FlxEures & furnlLure (furchase
& repalrs) (subjecL to
hdgetary pro,rlsions).

L4. Hlre of Offlce furniture
15. paymenL of frelghb.
L6// polrer bo engage counsel & make

payment of l.egal charges.L7, prinHng and blnding.
18, purchase of sfaCionery
19. Elecbrlclty, waler ,* *u,

charges.
20. posbal ard tel.egraph charges2L, Tel ephorre 

"hrrg",22, lbtor Vehlcles
i ) furchase (subjecb to

hrlgetary prorlsl.ons )

il) MalnEenance, up keep and
repalrs

23, furchase of pntrol , oI I ard
I ubrlcants .

24, payment of Denrurrage/rdrarfage
charges.

25. paymenL of M.rnlcipal races
ard Eaxes.

26, I ) ExecuUon of pettv
*:l-,"F.:ry"fii'vrupur rs ro 

R" 25,000/- p.a,

FIT*-*,ldings'unitury 
-"

"r 
.: llf:., Hliil :iloJ', ;*such butIdlngs and repalrsro such I nsr.it I iCionr.

I i ) otolnlrY repat rs & tul I por^rcrsperlodlcal. services to
GovC. br.ri lding

iii )Repalrs & alLernalions Lo Rr. 5000Ap.a.hlred & requlsltionecl
bui l dtngs .

. tl

fl

tf

ir

il

il

ll

tl

tl

ll

tl

ft

lf

a'



27, furchase of books and officlal
,ard non-off I cl al ptrbl lcatlons
Repalrs & renewal of machlnery
Staff pald from contlngency

28,

?3.

Store requl red for r,vorkshop
lncludtng spares, consumable
ard raw maberlals.
Advertlsement charges
( Ehrorgh DAVp as far as
Possible),
fubl tcI Ey expenses
(Exhlbl Elon/Cqrfererce etc. )

Enterlng Into serri.ce conlracbs
for malnfenarne of Air

upto B. 25,0o0f_p,a,

Fbl I porrcrs

Upto maxlmunr number of flvefor unrkshop arrd tlrlc for
offlce.
F\:11 powers

condl Honers r woter cool ers,
typewrl ters, cal cul.aL.l ng
machlnes, Duplicailng n."hrn"",
phoLo copiers, Computers, etc
EnterLalnment expenses. 

-:-' 
R. 1000/_at a t;Ime subject to

ilff:"JT:: materi aI' spare ;'*rrrrJrj;"t3;ffj;:;:,
r,,rlrhou' ".uins8;,::J:::lJ:*"' 2r,a-aof^ i", cqer eane
furchase & repairs of T),pe f,\_r, por,,,prs. 

fo lb qrt J*1tl\s
wri ters, cal cuJ aLl no -.^*, _ -
crupr i ca*ng #;:::, ff:::".,copl ers, 

.computera 
"ra.

30.

31.

32.

33.

ft

R. 30,000/_p.",

fulL Por^lers.

It

34.

35.

36.

37.

38.

Contri buLion to Conlrl butory

frorldent fuq(as per r:ules)
Contrlbullon to
scheme (as per ,.:,:Ii 

Gratultv

lo fix Jnlttal pay(as per
recommerrlail op. of sel ectj orr
comml L-fee ) .
To au[horlse Lravel by alr to

39.



.s.No Nafure ol' Powers ExtenL of P@rers

an offlcer noE entitled.
40, ImpresL moneyr R.5,000/-
41, Offtce up keep & malnbenance Full powers.
42, Banlc commlsslon payable for l

' reml ttarce ds r,vel I coll ectl on

f bllls etc! 43. WriEtng off and dlsposal of Rs. 25 ,ffie/-(Book value) p.a.
unservlceable machinery and (noL due Eo theft, fratd or
ecprlpment ard oEher sCores negl.lgence) Rs.101000/_(for

others )

M. Wrt rtng off of bad debts Rs. 5,000/_ p.a.
(loss of revenue of irrecoverable
bi ll s, Ioans & advances ).

/+5 , payment of clrl l dren's ful 1 por^rcrs

eclucatlonal al 1 owarrce/Hosfel
Subsldy.

' 46. Reimbursement of Tirition fees il

47, Payment of custom duty ancl il

transportation charges on

machlnery equlpmenE and other
offlce maberlal..

48, RegularisaLion of demurrage Upto R.10,000/- p.a.
charges.

49, Purchase of plant & Machlnery Upto Rr. 2,00,000/_
all capibal items (subject to
specific apprwal of each iLem)

50. Grant of Travelllng A11owarce Ful.l. powers

advarrce.

51.. Grant of L.T.C. Aclvance ful.l porrers
52. Supply of unlform, badges and Full. powers

otl-rer arficle of clothlng and

payment of washi ng al I owarces . 1

53, SarrcHon of refurrls(of Earnest rl

I'loney, job work charges due bo
defecLl.ve r,uorkmanshlp, etc. )

54 . Rel nrbursemenl of Mecllcal exp. ,,

55. Payment of TA/Honorarlurn Lo rl

non ol'FleJals & pnwer Lo flx



aa.,1

)

--1

,)

-/ t

.l.,

J

..1

:)

)

"l

I

t\

1

I

thel r grade (lnEervlews, meetlngs,eEc. )

56. SelecEion/expulslon of Erainees Full Fower
for Eral rrl ng. courses .

57. Povrers of re del.egatlon Full- Powers

excepElng stabutory por,vers &

power to wrlLe off.
58. To forward appltcaElons of sLaff rl

59. Controlltng Offtcer For self, & staff,
60. Appolntment of Authorlsed Full Powers

Medlcal AttendanL.

61. Placemenb of orders for rl

machl nery etc.
62. Crant of CPF Advance. rl

63. PaymenE of Irsurance on 'l
Vehlcl es/b.rtldlng & equt pment.

64, l,'lalnEenarrce of Gardens/Land tr

Scapl ng.

65. To cletermlne bhe home tovun of il

staff members.

66. To al.low change Date of Btrth rt

I n records.

67, Employees Welfare expenses UpLo R. 10,000/-p.a.
/668. To prescrlbe competenE auLhortty Full powers.

for admlnlstrative !mrk.
I

NoEe: Al1 pq^,ers are subJect to bndgeLary provlslons apprwed by
Gwerning councll- ard will be gwern"d by wlLhout prejudtce to
the varlous rules and regulatlons appllcable to the FtrDC from
tlme to tlme. In case any dlspute arlses ln lnrerpretatlcnr, the
maEter wlll be referred to the Governlng Corncil..



H:r'ir'a.if{-r';G ajl5;;it"i;iL *'A

i,, 11

MoDt trl ED SLcTIC N 3 2 t

;Tffi#
rf fiffi-rro ros

B. Suspension
3?.,6 SrllsPENSroN

.&) The appotnflng
dlsciplinary authority
under suspension-

( P,=c,pl i.or7 I 41lr= l\€ri 1t^g'-/)

risqr: 3o r 7 )/ powere / FFpc:/ ro I 2 l AB.c /f,anry*oi $ 
n 

u ay, zo rn

Ilhoo' oirector, Y$tffiXtt
MSME-Technology Development Centre, / '1o'
Fragrailce & Flavour Development Cenre, (FFDC) 

0Industria1 E6tat€, Makrand Nager, - u

l(annauJ-2d9?26, 
1.. -._

SubJectt - Modification in personnel poltcy Manuat 6rnm) of tle centre-
. R"g.

Please refer to your tetter No. FFDC/KNI/ADMN/2/Gen/2013-14 datsd
06,03.2014 on the g.!o1e clted sublect...rn tnts reg"io, ttru'oompetent authortty
has approved to modifu personner poilcy Manuat (ppt'r) as unden-

A. Disciplinary & Appeltant Authority (Section S2.a) U ,,,rf
;'l'.' in

authorlty or any authority to whlch lt is subordinate or the
or any other authority ernpowered may place an employee

(a) Where a dlsclpilnary rlroseedlng agalnst [:im isicanternplated oi- is Ferrdtng;
or

(b) wh.grq'. In the oplnion of *re authorfty aforesald, he has engaged himself tn
. activltles preJudiclal to the interest of Bre securlty of the Staie; or

OFFICE OFTI{E DEVELOPMENTGOMMISSIONE

{MtcRo, GMALL &,UE0IUM ENTERFRISE$}

}IINI6TftY OF MICRO. SIJATT& I4EOIUM EIIIEBPRISE

COVERNME}'IIOF INOIA

tlkmon thauen, 7hFbr, ilaulamArad Riud.

Nsw Def$ . flO tOB
1l!tqrct cft*'ifilirr*sq

73
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.T

(d)

(e)

where a dse Sgatnst hlm ln respect of any' crlminal offence ls under

i":"E trettton, tnqutry or'trial''

ffi *iH*;-E:fu"Hi"'fii;J:ts[?
dlsrirtssal, nBnroval of ogmpucrvr t '!1"v"'-'-- --

Whenhlscontlnuanceinof'ficewlt|lreJud|ce|nvestigation,trlal.orenqulry'or
rsilkelytor",t*rilJrllltii'#6ffi *'o;-#-d;tnEi"ioer-publ*tnt€rir'L

(f] \t$l'ren he ls charged wlth tt|isd-ameupo'p.Otthefollpwtng rype€;-

(i) Off€nce or conduct tnvolving moralturpltude'

SB ntrnrprisn,embenlement- j'-*HlffiJ#:t'"i"#l*ffi lflX#f; log:::*,CorfitPlion' gTlgfum*nt or mwnprt"l;i1il"#'omiti"ipowerE for pasonal

H.1""' oiolsproporttonats assets' n

galR'

t*I' ffi*r,fff{tEnce 
and dercllctton of dury resulting in ccnslderab* 

":t 
*

{r$} *€tusat.or dellb?r8tq.faltuF to*ff"g.ut ytllst 9$*qI9'$ Tg!1*ot offluer€

End- ;.,1.. ..r,rj,r

(v) Oedertion of dutv. , , j ;di!,H---.-^ ,-.,

{z} An emgnyee c!3q be.deEmed & have been placed'ltgp{,,1urylon by an

I#.. or rppointfng awhorfty - ..1 
'. 
;". i 

"il

ta}Wi$effectfrornthe.dlt*--9f.1|,detent|on|tftre;is.;dbtahe}|ncustody'
whertrer on a crimlnat charge o, itti"",iii, ilr a periJd folQ.lslt

houri 
ewntrof a mnvlcilon fsr

(blyr"#*HyJiiq*Hdifi 
,$ffi'^yfuifrffi;i:;w.arngrorry:elgry

r,ourc ana. ii,ili filil,ffth 
-orsmilieo 

or iemoveo-iiJi"puyirtlv re*red

#i*qiuntts such convlctlon' 'i

D#|ANATI0N-Ih^gq.nlo9.offortY.el9hth*lsrefere.dto.Indause(b}t' .lq- I*tH,-Hl,hffi':#;rfi "sfo 
q**Hmls- ;:-s:

imFrEonrflenE EIt=.::: :T'iil;;; tnto a*ouoft *
oiT*prr'on#ffii il' eiran ue taken Into acqbunt;

1;L$15f,;6?ff ,ffi ltril"il,Hiir1i,'ff,T#,,hT-"4ff'::'HiiJlffi "H;
ao*P"tottto do so'"

(b) Where an emplov?g E-?y:P:nded 
or it-9:fl*' to have been suspended

twtrldier rn *nnl#orn ivur .anv t'x{mlrffi$#lt
il;;-i-F;d ;irna ry P roceectn gj: 3on1m,,roe HHl"[#'''Id"il

be:und9r.*,p.niioii;uitril t"*rnjid,i of att or any of su|tr iroce"u'nn''.o**,
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!
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i F*:T::'

%lhr*:ffi 3::ilr,{l#ffi{lrjffi ll"{ii$:Jft 
'fitil'il'*";iT"H:*F

d**rg,ll'ruw'xft:'i:*'1:T#f;+$ii.g"fi1ffi i#riffi seE*i":lT;rsusPens'n
lltrtt,""fi ';:=# 5' P uii o o exce e dl n s

:-{qYs at a time'

ffi"ffi;;**. powers or the p'in"rpur 
lt*":t: 

o""":
.':; I^ ..ti

ts. Ho'.6)
ffiflosting

ffif;#"H.i'x":-*k'r*nruff -IL
m ;'-""-'utogt5otil'3* and eend

ihall not be for a per 
r made under sub-rules

(sl An order,orcj:,t":ll?,""T1ffi%f,i:S:?:"1"1ff T';ilil*'s unress rt i5

-!?i"#:i#*f, ;I.:l;}"'tT #ilfi;i"rrt'' "'pi"::::::ffi 
case oi*tgnO"Oafrgr r€vlewr lei s 's'.vr-' ' - i--* r-A *are(6?11/ ln the casg of

tf,,, moojt# copyto thls offce' ' yours stngerety
' ,. f I:.'f ffi

:(5.R' Sjmuel)

. Jolnt Developmerrtbommissloner
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