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1.1
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Chapter 1: Preliminary
Short Title and Commencement

(I} These service rules may be celled Service Rules for Intcenations!
Management Institute.

20 They shall be decmed 1o have come inte foree on 19 May, 2007, Any
sliseuent amendiments made fo these Rules will come into force with effec
Srum the date of their approval.
Application

(1) These Service Rules shall apply to every emploves of the Tnstiture,

(2} The personal proncun “he’ vsed in these Rules will be deemed tw imply
“she' as well, and vice versa, av appropriane in the specific provivion,

() Netwithstanding anything confained in clause (13, the Board/Directur
Director Grzneral may, by egreement with any cmployee, make such special
provisions regerding his conditions of socrvice as it considers necessary and
thereupon these Service Rules shall not apply to such emplayes o the extent
to which the special provisions are inconsistant therewich.

Interpretation
{11 In these Service Rules, unless the conlext otherwise regquires -

a) “Repistrar™ means the Registrar of the Institule al the Headquarters; or
Chief Administeative OMicer (CAO) as the case may be,

k) “Appointing Autherite”™, in relation to any post under the Tastitute,
teans the suthority competent to make appointments:
&) “Reard” means the Board of Governars of the Institte;

d} “Employee” means a person sarving the Inslibute in gny past specilied
it the Tirst Sehedule including faculty & slaff members,

e} “Instinute” means the [nternational Management Inatitute.
fi “Pay™ means the basic pay admissiblc on the relevant date and insludes

special pay and persemal pay, but shall not includs any allowances, fie
e honorarium;

] “Sanctioning Authority™ means:
. Director ¢ Dhircetor General Adongpement Committee for all
faculty members,
. Director/Direetor General to be appointed by a Committes

recommendation approved by Board,
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h) seelection Commitiee” means

o [oorelation o stelf members, a Commirtes consisting of the Registrar
& A0 and one other Professer nominated by Director’ Directur
Cieneral.

il “Panagement Committes” meens the Managemenl Clommittes as
described in the Rules and Regulations ol TAMI,

0 all pecsonne] matters, the DirectorDirectar General may txke
action and inform the Board, vs necessary,

-
-l
—r

Chapter 2: Creation and Gradation of Posts

Grades and Categories of Pusts

{1 The pests under the Institure shall be of the grades and catepories specified
in e Tirst Schedula,

i2) The Management Committeg may direct:
1) The creation of any new erade of cateacry of pasts;
! 4 a P
{ii) ‘The ahalition of any gruds or calegory ol posts; or

(iii)  The transfer of any category of pusts from one grade Lo another,

And thersupon the Tirst Schedule shall stand amended in accardance with
such dirsetion.

Chapter 3: Recruitment
Appointing Authority
(1) Appeintment to a post in the Institute shall be made:
(i} In the case of a pest Tor staff members, by the Registrar & CAC);
(ity  Im the cpse of a post faculty members by the Dircetor/Director
Cigneral;
i Io the case of & post in other Grades, by e DireclosTirecior
General with the approval of Chairman,
23 Adl faculty appointments will be reported to the Bosrd &t its next mecting
Methods of Recruitment
(1} Becruimment tooa post in e Institute may be mode:
(i By recruilment rom ouwlside.

(i) By recruitment from within,
(i) By considering candidates from outside as well as from within.

L
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4.1

(2] The Sanctioning Authority shall in each case determine’review and if
necessary, modily from tme o time the method by which a vacancy shall
be filled.

(31 All appaintments shall be mada solely on the basis ol merir,

Sources of Recruitment

Appointment o any post for all the Grades iy be made on therecammendation
efa Selection Commitles:

(1) As v normal practice appointment of Blood relation should be discouraged,
this is also to avoid contlict of interests in TML

(21 From amoengst applicants registeeed for 5 period not exceeding ane vear with
the Registrar & CACQ.

(2) From amongst candidates applying in responze f0 any advertisement.

{4} In certain cases, the Direclor/Director General on his owi ar on Lhe advice
of facully may consider candidates who may not have applied for 2 vacancy.

() From amongst employees who sre willing o be considersd.

Oualifications

(1) The gqualificaticns for appointment to any post shall be such as may be
determined by the Sanctioning Autharity.

23 For faculty positions, puidelines specifisd by AICTE shall neermally apply.
Fitness

Appoirtmenl ko gny post by recruitment from owisigde s subject to medical
fitness, sefected candidates shall be required to produce at their own cost a
certificate of health from w medieal practitioner upproved by she Tnstitute in this
hehalf,

Chapter 4 = Tenure
Proteation

(1} Every person appiinted (0 a post fr the Institute after the commencement
of these Service Rules shall be on probation in such pest for a period of 6
months 1w ome yeer, Provided that the Appointing Authority may, in any
individual case, extend the period of probulien. Peaple with experience from
industrviedusalional institution can be appeinted without probation.

Where a persan appointed to a post i the Institute on peobation is, during
his period of prabaticn, faund unseitable for helding that post, or has not
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complored his pericd of probation satisfactorily, the Appointing Authorily
may :

(i} In the case of & person appeinted hy recruiiment from oulside,
terminate services forthwith,

(i3 In the case of a person appainted from within, revert bim back to
the past held by him immediately before such appointment.

Termination of Service

(1]

{2}

{3

The services afa lemporary emplovee may be terminated by the Appainting
Authority without assigning awmy reasons during the peried of probation
following the first appointment al uny time without notice,

The services of a confirmed employee muy be lerminated by e Appoiniing
Aurhorite on givirg a notice of three months or on payment of pay for such
period as the notice falls short of three months, or withoot notice an pryment
af theee months pay.

An emploves who 15 given notice of lermination of ssrvice under elase
{2y of thiz sectiorn may be granted, during the period of netice, such earned
leave as may be admissible to him, and where the leave so admissible and
granted is more than three months, his services shell be werminated on the
cxpiry of such leave,

Retirement

(1)

)

An emploves shall retire from the service of the Tnstitute:

(i} Omn attaining the age of sixty-five years Tor feculty members and sixy
vears Far cthers.

(i) On being declared medically unfit for service by a Medical hoerd 1o
ke desigimated by the Institute in this behalf,

iiii) On the imposition of penalty of compulsory retirement,

Provided, however, that it will be open to the Institute o re=crploy, wink
ihe approval gf the Sanctioning Authorite, wn emploves, stbject Lo physical
litnzss, on his superancuating for a period of one to thres vears 5t 2 time it
his services are needed by the Institute, The total period of re- smployment
shall not evceed five years. If the services of an emplovee are reguired v
fhe frsiiie even bevend tiot period. ther he may be permitted o comtine
on contracd basiy on o consoliduied payment,

The retirernent shall take effect from the afterncon of the last date of the
munth in which an empluyee attains the age of superannuating instead of
the afternoen of the sctuel date of superannuating. In case the date of hirth
of an empleyee [alls on 17 of 3 menth. he will be deemed w have retined
with efteer from the afternoon of the last date of he preceding manth,
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Resionation

(il An & _ul_u;-n:c may, by notfee of three imonths in wiiling eddressed to the
Appainting Autkority, resigm from the service of the Institute, iring
probation peric<d on first bppointment, the required natice period will b:
arte maopth.

(2} Incase un emploves resigns by aiving a notice of shorter period than what
15 prescribed in elause (1) of this sectio, he will have to deposit salary for
the period by which the nolice falls short of the requirement ar to he
adjusted from terminel dues with the letter from employee. Gross salary
may be considersd for recovering shortfall in potice period  post
adivgtment of PL il any,

(3y  The Appeinting Authority may, iF it deems proper in any special
vircumstences, relax the requirement relating (o notice periad and permit
an employes 1o resign from the services of the Institute hy notice of less
than three menths or one munth, as the case may be, without having 1o
deposit the salery as preseribed in clause [2) above.

Chapter 5: Pay and Allowanees
Hcale of pay

The scales of pay for the posts in the Institute shall be as specified in the First
acheduls,

Initial pay

An cmployee shall, en his appointment to & pest on a Ume-scele of pav. draw
d I >

pay at the lowest stage of the time scale unless the Appaimaing Authorily decides

that he shall draw pay at any hizher stage.

An employee can also be appointed on a consolidatediretainship basis
depending on the nature of work and requirement,

Increment

i1) An inzrement shall nat be drawn unless it is sanctioned in writing by the
Regdctrar & CAD for stafl wicnibers and by Divectar/Divecior Geneval
Jor focadiy,

2} An increment shall not be sanctioned unless the eonduct of the emploves
has keen good and his work has been satisfactary  as recorded in the
anpraital ¥apoi,

The Dirgetar/Director General # Registrar & CAQ in cose of posts of
st memders the Managing Comittee i cove of other posts, may in
recognition ol the exceptional merit of an emploves sunction such
additicnal incrementfsy to king az may be doemmed L
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Allowances and Benefils

i1}

(2}

{3

{4)

Dearness Allowanes

Employees will be entithed to the payment of Deamess Allowance at
rates decided by the Managing Committee tiom time o tme ar DA as
arncunced by the Government.

Houze Kent Allowance

Cmplayees will be paid House Renl Allowance at the rate of 35 per cent
ol basic pay. However, emplovees muay opt for self-lecsed
sceommodation in the name of the Institute up to a maximum of 45 per
cenl of basic pay, in which case the employee will pay 10 per cent of
basic pay and the stitute will pay the rest subject o a maximum of 332
per cent. An employes may take a Flat 1o be provided by the Inslilute in
the Campus, subject to availability, in which case the employes will not
receive eny Hlouse Rent Allowance hut will pay rent to the Institutent
the rate of 1 per cent of bastc pay.

Transport /Conveyance Allowance

Emplovees will be reimbursed expenses on fransport £ conveyance a8
specified in the Sscond Schedule. These limits may be revised by the
Managoment Committes from time to time and the Second Schedule
will stand amended accordingly.

Betirement Benefits
(i} Contributory Frowident Fund

The benelit ol Contributory Provident Fund will be extended to
the emplovees o per stetulery provisions. As the institute does
nuot have u trost all PF settlements are with I'F Commissionzr,
Howveewver, M1 will sign required forms and issee required lottcrs
to authoritics to facilitate the process.

(i)  Gratuity

A Gratwily will be grunted for good, efficient and faithful service
in the fellowing circumstances:

1aj Discharpe on abalition of posl

(by  Permanenl incapacity dus to bodily or mental
infimmity

{cl Supersnnuaticn

td}  Resignationfretirement  after 5 wears  qualilying
service, provided that

»  Ciratuity will stot be payable to emplovees who resign
troum service belere completing five years of service!
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(b

)

* Gramity of an emplayves whose services have heen
terminated for any act of willfsl amission ar
negligence cuusing any damags ar loss o, or
destruction of, properly helonging o the S,
shall be forfeited 0 the exame of damage or loss so
caussd;

+  CGratity payable o an employee may be whally or
pertially forfeited;

al I the services of such emploves have been
lerminated for riotous or disorderly conduct or
any other acl of violense on part, or

ot If the services of such employee have been
terminated for amy ot whick constitutes an
offence invalving moral turpitude, provided Lthar
stuch offence is committed by him in the courss of
his emplovment.

» Fxeept in the case of death, gratuity will ke
admissible only after five years qualifying
seTvice,

The amount of gratuity will be equal to 0.6 mouth’s emulhiments
lior erch completed year of scrvice, or part thereaf in excess af
six. moenths, subject to @ maximum of 16% times the menthly
cclueienls or the liwit specified in the Gratwity Act, 1972,
whichever is lsss.

[ the case of death, the amcunt of gratuiny will be us calenlared
under [ abave ar as worked oul below, whichever he more,

Thoring the fivst vear of service, 2 months emeluments,

After cne wear but before five wears sorvice, 6 months

eroltiments,

Adter completion of five years bul hefore 20 years of service,
12 maaths emalwmeans,

For servies of 20 vears and more, half 5 month’s emaluments for
very completed half vear of qualifying service, subject to a
maximum of 13 times the montiy emeluments, provided the
amount of death Ceratuity shall in no case sxeesd the N
sprecfed in the Crreatuity Act, 1972

MOTE: Emoluments far the purpose of this scheme shall mean
last pay drawn (which rerm included basic pav, special pay.
dearness allowances, leave salary, subsislence grant and wapes
in the case of non-salavied emplovees) drawn immediatels
preceding the date of quitting service or the date of his death.
There will be no ceiling on reckenable emeluments for
caleulating the Gretuity,




{3 Medical Expenses / Medical Allowance

Epcpshment of hedical Eligibility
An employes can claim the unclaimed amount of their medizal
entitlement by year-end ie. March every year without production of
anv medical bills, This amount will be part of laxable ineome ol the
r:::ﬂ.'p:u}-ee and will be paid as one time Special Allowance after
deduction of tax ol applicable rales,

Lifective from April 2012, the medical eligibility will be paid every
munth through pav=slip as medical allowance by dividing yearly
eligibility by 12 based vn last salary drawn, For getting tax benelit, the
employee s required to submit medical bills upty Rs. 15,0004 (Rs.
20,0000 i the case of Senior. Citizens) by 1077 March every yea,

Every empluyee is entitled for medical Allowance/Reimburscment of
cne menth BasicHGPHDA based on salary drawn on the last day of
preceding vear, The Employes can claim reimburscment against hills
upto R, 13,000~ (Sr, Citizen Bs 20,000/ and balance If any will be
piid as Special Allowance through monthly pay-slip by dividing by 12,
No separate reimbursement claim need to be made beyund Rs, 15,000/~
or B, 20,0000 as the case may be. The reimbursement ¢an be claimed
b employes latest by 10th Macch and affer that any unelaimed amount
will be paid to employvess afler ax deduction along with March Salary.

1) Empleves X Eligible for Medical Benefit of Bs. 33000

21 Less: Maximum reimbursement apainst bills Bs 5000
31 Balance (1-2) Fes 000
4] Monthly allowanee in pay slip ($0000/12)Rs 335335 (PM) '

[n the month of March every vear;

Total Bills that can be submitted Bs.15000

Bills submitted till Feb of the vear Fs. 10000

In the menth of March you will get Rs $000 25 taxable
(Ra 3333030007 = 8335/~ laxuble

(o) Imcentive Scheme for Facolty Members

The performanse of the faculty is measured in terms of work units earned
by them. There are work units assigned for each of the activities
perfummed by the faculty, A facully member is expected to perform a
minimum worklosd of 300 work units, which is eguivalent to six
courses' in each academic }--&,allg. Work units camed by the faculy
member over and above the minimum level of 300 will be paid by the

YO course = 3 eredits [ esedit= 10 classranm corfgst hours
f Defined by April | te March 31, tat is summer term, 198 term, 209 teren, and 37 tarm, 1t will ba
elfective from the acaderic vear Apcil 1, 2001 to March 31, 2012,
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].l};[llulr.' ! IRR. _ZHII'J'I'.I per work unit, The minimum work units from
direet l:g;hmg I cur long term academic programmies for g faculsy
member {TMT-I0 iz 150 work uniss, )

.-"|.*T-' e part of this system. o faculty member is ex pectedd o prepare 2 plan
of their activitdes in a given academic vear. The Director General
Mircetor 1, keeping in mind the needs of tha individual and the
institution, will maderate this plan, The final plan will then be kept on
the persanal record of the faculty concerned, When the individuelfaculty
will submit the plan for the next vear, s'he alse files a self appraisal
against the last wear's plan and points aut the ereas of deviation and
reasens thereol. This achievement versus the plan will bethen factored
tegether and the Director General/Director will offerfeedback 2o the
individual in terms ol ereas thet may have room for improvement, The
ultimate aims and objectives is to help  faculty memher to BEOW us a
protessional and then this in turn may improvethe acaderic guality of
the institure,

It iz expected that the process will bring some semblance of
wecountability and mezsurability in ferms of cutput and performance of
the taculty. The sysiem of performance manitoring will be reviewed
every vear Tor [urther improvement. The intention is to aeovide some
meirics for measurement of the oulpul that s otherwise very intangihle,

Linking Aectivities to Work Units:

Fhe institutional activilies that any faculty member is expecled to
partorm, are canverled nto e work units to tacilitate measucement and
gecounting. o this pumpose, the following equivalances were Nnalised
in a meeting attended by the Divector General and Deans on
September 12, 2011 &t 4 pm in the Director General's alfice.

Tahle: Activities, Sub=activities and their equivaleoce

Activity Sub Activily | Equivalent | pomarks
| Work
| Units
Leng Torm  Avademic Programmes:
| PoGOM S 2 predit cowrse [ 20 30 hours dirccr tzaching, at |
| POGOHRER | wenrk wmit jEr Fear ':_'-||_|} o]

Exeoutive MG work  umils for course
R coordination and  cvaluation,

R ) Maximuem of & hours of the
FPR 3 crodit coarss I3 taiel A0 heowes ocan be

condeced by other Gculty for
earning the Gull gmount of 50
work uniss. 1¥ mare then &
{ hours of the total 30 hours
are  conducted by nther
faculty then 1 owerk unit e
hour plus 20 work unils  for
course  coordingtion end
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[ Additional sessions
such gs guest lectures
in 4 courss,
oricntation program
scgsinns, efc. - per howr
| ol wession congdjgered,

evaluation for 2 3 credil will
be eurned. For courses with a
| credit load other than
3 credits,  proporiicnale

work pnils will be camed.

Points muy be shared if the
courss is celivercd by mmore
than one lecturer

.':'v:llluatian ot final
poojeit reporls
such as Excoumive
PO & cradin project
and GO (TT 6
credit field study — per

| vepost

MDF and Consulta ney

Conducting MDP | Per 90 minutes of
ERETONS sassion cond wsted

in Mrzlhi;
Per U0 minutes session 1.5
cond ueted
| Chutslatiuns.
Cogrdinglivn of MIDPs
| Less than One Week 7 For coardination of
e o CEMETET: ITIES
One week programme - i ;
el L longer than 4 wesks the work
| Twi weeks programme 15 iy de e "J"""‘"‘"de “:i” e
caleulgled  proportionalicr o
T e T Lot egrncd for a
———— 4 week programme, If mors
thun ons fculty
T v e =3 | Tnember Jjointly
eks progrumm J coordinatss & progrumme
thea wark urts will
b carniod
Eropartionataly,
Research & Publicatiuns
Faper in = Clasailied f |
Jourmals Aftiliation:  should mention
g fli IMT for the credit, Credit
Claszs — A ',:{J availakble only on publization.
Clazs - 1 _'1'5 Iy cuse of joint authorship by
Class — = mazz  than  one wcthor,

propurticrate work Lkits to be
zariad,
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| with teaching nota

P
L

Affiliation:  should  mention |
MI for the credic. Should e
clepred by Interrational case
clearing house spch as ACRC
I cusz of joint antharship by
maTte than

one auhor, propostionalewark
Lies 1o b carned,

| & Mational £ south Asia

| Book
* Research (published [ 50 B
b mulinational 'ﬁ‘q,rr”rl"'*“*?"-' should — mantion
pichlishers) mrr e oeedin Jo L
! case  af Joint
: L | authorship by more then one
# Research (puslished | 1K) autier,  proporionate  work
| by madienald Saush anits (0 he earned,
| Asian publishers)
» Edited by the 11 A0
faculty
member {inclizsive [
of all violumes;
puzlished by
raltinadiomal
publishers)
» Fdited by the IMI a0
(aculty mamber [
fincluzsive  ofall
volumes; putiished
by Mationel/South
Asian publishers) ;
Fdited Volume (aditor AT liations should mention
nol from M) D I_r"ﬂ s
paper eonteitated hy Jm,l the Fr':‘]'T' [n wHs af
[ TReT Faculiy Jnmt_ auingre, J_'llﬂ]_'\-':\-rl_[l_':ny_[: ;
- credits only, T gase of joint
: eutharship by more than oue
» Publishe : E ' e T e
ublished by proportionile work units wm ke
mmultinatzonel
1 earned,
mulilisher
# Published by 10 M““E’_:E ll:l‘-""-"_ chapters i
; e A uny edi DK
Mahenal'south Asian ¥
puhlizhers
Rk chapiers Atalintion: shoald memian
s Multinational 15 VI Tor the credit, In cass of
Pritilictian jJoint wthorship by mors than
E . . } one autho
o Mationgl Publisher | proportieaate work units to he
South Asian carned.
publishers
il Lestuse Arhicles
L Affiliation:  should  mention
Mational Inernational TRAT fai- the credil, [on
Dusines Mows cuse of jrvinz
Maper™agazine authership by more tharope
auther,  propoionate  work
& [mlermnationl |j'.l urnits i he earoed,
o




Lchitne a1 a laumas

{non-1R0
Clasz — A
Class — I

gt Edifor ol'a
Journal | non-TMT

Closs — A
Cless — B

15
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U afitiation:  should  mmentinn

2l for rhe credit. In

case  of juoinl
editorship by morg than one
cditor, proporbicate workinits
in he carned

Adffilistion:  should  meabon
IBdA] fior the cradif. In

case  of joint
editorghip by more than ong
edilor, propertionata wWorkLrits
tar he earned.

| Drganising Conferences

* [nternaticnal
Confercno::
Should b ar least rwoe-
day even: with
minimum 25 research
prpers from paid
delegates aut of which
at least 13 papers feomn
foreign paid delegares

The eredit is availablz anly

wien tho conterence

results in & published

cditzd bonk(s]. In case of joint

ofganization by monz than one

IMI organiser, proporfionare
v urals Lo be earned,

o Marional Conlersnce;
There skould be g two-
day event of tofal 100
paid delegaes

# Hound Tahle
Conterenoe:

There should be one-

day event of at least 25

reisterad delegatcs

The eredir is available cnly
wilen the wonference

resulls in il
published edited bock{s). In
cese of joint arganization by
more than one TV crganizer,
rrazorionate work uniis to ba
carmed,

10

The gredit 1z wewilable only

when the conlerence results

i #  published

edited  book'monograph, Tn

cwse of joint  organization

by morz than one IMI

Crgamzer , propocticnaiesork
amits o he egimed

 Fellvw Programme’ Ui, D { IMI and cther Universifics]

Supervisian ol

zom pletedd and
suceesafiilly delfended
FRMTHD Thesis— per
thesis

24

[ cwse of joint supervision
by morc fhan one  IMI

faculty SUPETVIEDT,
proportionate work units to be
e,




Activity [lcads

| Dean {Academic 130
Programs)
Dean (Fesearch), 5

Dean [ Placzment)
and Deaiy | M0

Chairperson — I
Admissions;

Editor - GBR;
Chairperzon - Facully
Selaction and
Trevelopment:
Chairpersaa -
Acereditarion &
Eanking;

[Tosiel Werden

Consulting assigninents undertaken by Baculty will ot be counted in work
unis. Met surplus from corsniting will be sharzd as per rules of feeulty gelling
tam thirds and IM1 getting one Lhind.

5 ponsored research will be freeted gs conzuling,

[ntemational reaching'treining hilled in foreign currency @il be treted as
conzulting,

Domestic teachingfeaining awarded by an evteenal sgency to an individual
fuculty, not exceading 2 days in duration, will be trealed us consulting. If ir
cxcaods 2 days in dusalion o0owill e treased as MDP and workunits will be
calenlated aceordingle.

Typical Work Unils for Faculty Members

The feeulty membars are expectad 1o generte ouipat of 300 work unirs in g
year, Thiz nonn i3 in line with the practices Tellowed by top business schonls,
After 150 work wnits from teaching in long lern academic programmes, faculiy
membars arc free o chooss activities of their cholces, Individoalfaculoe weuld
havz the flexihility 1o design their own work plan depending nnthair persomal
choices subject o inslitutionol requirements assigned by the Dirsclor
Gieneral/Direstor, Cuch addiional work anit hoyond 300 will 2aem an incentive
of Ba, 20000 {Rupees three chousand oy per work wnil,

Maximum work wnit weder inzentive gcheins 15 700, 10 any focelty marmber
exczads 700 work wnits inoa paricelar academic year, the faculte conecmed
may ke allowead o carry forward work unils earned over and above 700 to the
NCME YEsAE,

A Faculty member will not be eligible for any awards ‘inceative if h'she fails
i meet the mivboeny requirement of 200 work units including 150 fror
temchiog o loog term acedemic progrummes. The Dirccor Gencral/Tiesio:
miy vounsel the fwulty member concemned. This may be nbserved for next
three vears, The Fculty member concerned may be advized m look for a job
eleewhers 15 thers 15 no further improvement in the matter,

Rescarch Throst

All Taculty members will be encounaged to develop o research tocus, They
14
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' will be provided financial support to present pepers in both naticnul wnd
intermational eonferences, as per prevailing Institute guidelines, 5o as to have
persomitl contact with other world class academies. Research grants of B,
100,060 will e provided 1o Tund rescarch propesals selected by theresearch
caurnil,

|

Annual Wark-Performange Computation and Accounting

The arnual worlk plan that the faculty sulymits may henceforth indicate their
' aclivily mix and f12 break up of theiz worklead. The fellowing may wpply:

. Annuzl work plan to indicaie how many work units under such
sctivity head.
2. Annuzl work review to compute the aclual numbee of work units
aoenmplished.
3. Baweess of work units completed may be
Encashed &t che rares pecseribed from time to time
Carvied forward to nexs yvear and adjusted againa: the workload
of thet vear
Carried forwasd t0 a special lzave acoount (to be sof up
hepreeforthy at a rale hat may be prescribed o o W ime,
The details of such a leave policy for faculty to fake  some tims
off from the regular activites to pursse  special ccademic
activities will be formulated.
4. Skortfall in work units to be
Carriad forward to the next vear aud adjusted aguinst the
workload of that vear Debifed 00 special leave acoount (the
details of such & leeve policy o be formulated)
Research auipul Is an important reguirement for career prograssion
of the faculty,
' . Consistent and continued shartfell in work uaits to be adverssly
reperted and fuetored in carcer progression.

L

The above nomns rellect some activities that are essily mepsured whileather '
equally imporan aclivites may escape due reeognition, These norms will he

madified from lime to me to evalve into a beller sel of nonms that eapoures

faculty peclormunce more securarsly,

Ilm plementatinn

An acacdzmic yeur wise selfstetement proforma/instrument will ba developed,
The respective Deans may verife the doszils of activides carried out by the
faculty concerned and then the decuments may be submited fothe
Feeistrar®TFCY 5 office for lurther necessarye action at thetr end.

Thiy ix effective fror 15 September 200§ subject 1o chamge from fime
for Iime,

' (7 Leave T'ravel Reimbursement! Allowance

Up o cne menth’s hasic pay plus DA ia e hlock of twa vears or Lwn
months basic pay in a block of four yewrs, may be claimed by un
employee os reimbursement of travel expenses for himsell and
dependent family members, put tgether, subject o the following
canditions:




[a] The emplogee will avail at least one week®s PIL from office for
avalling the leave travel benefit far himself, (7 devs may inclede
week-end holidays)

ik The emplavee will furnish the proar of fourmey or certifeate o
the effect that the amaunt has actually heen spent,  (Claims o
be rnade in the preseribed form of leave travel benefity,

o) Far self ar for a member of the family, reimbursement of travel
expenses for a particular trip will he scught by the employes
rom only ane source,

(dh  Owerseas wravel is nod allowed for LTA purpose, [T Act
amendments tfrom lime to time is fully applicable.

(%) Reimbursement of Expenses on Telephones and Books and Journals

Faculty Members will alse be entitled to re-imbursement of EXPETISES O
telephanes, and books and journals which may change from tme to time,
The present maxinum amounts of reimbursement on these items are
given in the Third Schedulz,

Al incoie e vodes from fime fo time are applicable.
(% Policy on Additional Educational Qualification by Staff Members

IMT strengly belicves in caceer development of individual steff members
and encourages statt members 1o acquire additicnal quali feation which
will bz beneficial to the institute and in their respective wark areas, This
palicy is made e femalize criteria for such considecation. The Director
and the Registrar will muke fingl decision within the frame work defined
as under.

a) IMI will reimburse the only the tuiticn fee for agreed conrse for
addittenal edveational qualification that is 50% during the course
and balance 50% anly on submitting merk sheet and final certificate.
If the course iz spread aver 2 o 3 vears then disbursement will be
after campleting every soch term {maximum of 30%) and only upon
producing original and copy af final exam mark sheet and certificate
entire wuition fee will be dishursed,

bl Stall members muost make a written  application  before
cummensement or caralment i a course 1o Registrar end only those
courses which are beneficial g IMT from work perspective will be
considered, (Example firance slall cpling for HR course will nat be
considersd).

¢l Mot all Dislance educstion or comespondense courses will he

considered under this palicy. However, part-time courses will he
considersd, provided it is approved by the managetnent thal it will
add walue to M1, Short term and certificate courses will not be
considersd both for the toition fee reimbursement and recoznilicn
award.

} Extra nerement canzepr far such successful candidates is replaced

by 2 onetime reward of Rs, 3000¢- alang with IMI Cerlilficate
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Annual Performance Appraisal System for Staff Memboers

1M1 will be rewarding individuals who delivers better to IMI, Towards
achieving this goal, Performance Measurement System includes the
fellowing points starting rom Goal Seiting in the beginning of the your
then mid-term review betare finally appraising an individual and rating
hesed on cerlein parameters defined. This system also identifies
developmentzl needs of an individual o improve hisher skills for a
career progression as a whole, Means, it will identify training noeds of
an individual w perform better in histher function. T will alse be
requesting CFO to allocate training budget for staff members for the
zama in our annual budgeting process,

Though the initiative is from 1ML management, it is a collective
responsibility of every individual emplovee/ deparimentzl heads to
complete the process by the Tollowing dotes,

Annual increments ure alsa bused on perfarmance appraisal rating

Gionl Setting: Expecred to be completed by [0th of March every vear.
Perfurmance Appraisal and Rating by the 20th of March every yeur.
Fewards and  Recognition  based on Perlormunces have  been
introduced.

Frocess to be followed: For Goal Setting

Shep: 1

Depurtmental Heads are advised todraw 5 Key Performance Areas
(K PAx) for their depariment;

Cireulate the same w Team members of the depariment

Steps 2

Team Members must select 3 Key Performance Indicutors (KPLD frem
those KPAx

Make 2 more KPI's fivan aress other then their routine and normal
Linitiatives in other verticals! Projects/Instinutional building etz)

:-;_lmhe the same with immediate supervisor's und get their consent and
alanature

In case of individuals, who work in vertical like Academics, Research
& Publication, MDP & Consulting, Placements and CorporateRelations-
The Deans on @ieir own may decide 3 KPA or delegate the same to g
senior member inoa team to draw KPAT

»1gn the form themselves and submit the seme to Registrer’s office
Filled up pnd duly signed form s are submitted to Registrar's office.
Signed copy may be kept by an individual for mid-term review and
annual appraisal process,

Step: 3

|]'~?|J_ﬂfl::'.t'nl Heads- submits all the filled wp and signed forms w
Fegistear's office,
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Process o be Folfowed: For P rfvrmance Appraival

Step: 1

Departmental Heads will do a mid-term review in the month of
Oetober (for a perivd up to 30th Sepiember)

Diseuss Performance of individuals and ask thers o do their self
AsseEsTEenl

Advise improvement to an individual durin £ mid-term review pracess.

Btep: 2

Diepartmentsl Heads o do annual assessment and raticngs for the team
and ensure that distribution is dene properly e that there is no forced
ratings requiced.

Departmental Heads should alse discuss various capebilities af an
individual based on 6 areas like Frteeprensurial orientation, Project
Management,  MNepotlation,  Nurturing, Operational — Fxeellenee,
Cuslimer focus (including ownershipi- Then identify developmental
needs of an individuals and give them opportunity thraugh teaining for
various skills which are identified for growth,

&bep: 3

[ha the averall rating of an individugl with parameters of Performance
Assessment/Rating Sheet for KPI- | o 3 which shall be signed by the
employee’ Supervisor and submil the same to the Reviewer.

Then every individual will be rated on remaining 2KPT's hefors
finalizing by the Repistrar

step: 4

Reviewer will go through every form rated o explore the need for
moderation or nomalization required, Beviewer may consull a feeolty
exnperl il needed. )
Increment=’ rewards‘special allowances & promotions will be decided
haszed on the ratings

Fatings below 3 will go through the process ol ime bound Performance
[mprovement Plas.
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f.1

6.2

6.3

fr.4

Chapter 6 : Conduet
Conduct

The Institute is committed to treating its employess feirlyv and the emplovees
are expected e conduct themselves accordingly. Every employee, at all tmes
shall;

{1} Maincain absolute integnity,

{2} Maintain deveticn o duty, and

(3] Do nothing which is unbecoming of a good emplaves,

Misconduct
Given below is a list of actz or omissions, which constinute misconduct ;

Thell, frand or dishanesty, wking/giving bribe, furnishing fulse informarion on
any mater in connection with employvment, willlul insubordination ar
dischedience, unauthorized ahsence, habitual late or irregular attendance,
negligence in duties, damage o IMI's property, drunkenness, rictous or
indecent behaviour, gambling within the IMI's premises, sleeping while on
duly, commission of any act which emounts to a criminal ofTence ar invalying
moral turpitude, absence from appeinted place of duty without sufficicnt cause,
acting in a manner prejudicial fo the interest of IMI, unavthorized
cemmuetication of any official document, habiweel indebtedness, insolvency.
lending or borrowing meney from ary persondfirm having official dealing with
IML, conviction by court of law, sexual harassment, ete.

The shave list is cnly ilustrative and not exhavstive.
Disciplinary Action

Disciplinury getion can be initiated egainst any emplovee for misconduct,
[ellerving the preseribed procedures of enguiry. However. punishment will he
pwarded after taking into account the gravity of misconduct and the previous
recard of the emploves,

Punishmenis

Pumizhmeonts can be in the fom of ope oF wore of the follmving;
. Wirning
" Suspension

Stoppage of lncrements

Dismissal foem service

Disciplinary Authority

[Registrur & CAC shall be the dissiplinary authority for all employees ather than
faculty members wnd Dircctor! Divector General shall be the appellate
Autharity. For Faculty Members, Dircetor/Divector General shall he the
disciplinary authority and Boaed of Governars shall be the Appellate Authariry.




Chapler 7: TA/DA

7.1 Entitlement for Travel on tours

i, Travel within fndia
| Category of employees Travel by AirRail Travel by Road
Faculty Members Eeenomy Class by Air Taxi‘AC Bus
L AC 2-tier slecpor by rain
Other olficers and RAs I AC 2-tizr slesper by train -ti-
{ StalT Members Firsl Cluss/IIAC 3-tier by meooter/Bus
train ¢ Eeonomy AR for
gmergeney with approval
Attendants Sccond Class Slecper by Fus
i train
Mntes:
ik Professors may travel by AC first class in teain or by hired car for tao
ur mare peaple for short distance.
2 Travel should be undertaken by the shartest roste only excepl with prior

appraval af the DircetorDirector GeneralRegistrar & CAD.

i It traveled hy a lower cluss than the entitled, actual tare paid will only
be relmbursed,
4, Those entitled to travel by Taxi may use their own car and

reimbursement by car or taxi will not exceed Rs, B/ per km, and Ra. 4~
per kit for scooter folmey.

(LY Travef Abroud

Fconomy class air fare v an TATA approved sirling will be paid by the
Institute for internaticnal trovel,

Concessional fares should be svailed of wherever available.

Taxi fare between place of stay and sirport and vice-versa or hetwssn airports
in transit. visa cherges, airpart tex, etc, will be reimbursed as par actual

For travel by train or taxi/bus, actoal fare will be refmbursed,

.2 Daily Allovwance

Entitlement far daily allowance and accommodation dueine joes on affieio]
ety will e ax glven in the Fouwrth Sehedule.

Il tours should be sanctioned by Registrar & CAQ for stalT members and
- Director’ Directar Gieneral for faculty.




5.1

nF

a3

B.4

8.5

5.6

2. DirectorDirecter General will have the powers to relax any of the limits o

s i

above entitlements for reasons to be recerded in writing.
Chapter 8: General

Working Hours

Warking hours for the office stalT will be 9.30 aum. to 5,15 pam, with 100D p.m.
o 2,00 pum. as lunch break,  Depending on e nature of duty and exigencies
of services, different timings may he specified for ane employes Trom time Lo
Lifmie,

Hodidayy

Huolidays to be ohserved by the Tnstitute ina calendur vear will be natified before
the start of the comcerrned calendar year,

Attendance and late comings

(13 Al staff members must report for duty fyp and leave IMI affer the time fixed and
natified for them. Staff membery reporting late ar leaving early by more than
fifteen minutes bul less than half an hour will forego one days” CL/PL forevery
three such occasions i q manth,

In additien Lo above, statf members muy be allowed short leave of nol more than

one hour with prier permission, for coming late o leaving eerly, twice & mouth,

in exigeney, However, hall-day leave will be deducted for late comingor early [
leaving, which is moere than one hou,

.
-J
o

Leave

A staff member and faculty who desires o obtain leave of shaence shall apply
in preseeibed form, Me application showld be submited in advance, gxcept in
special clroumstances, Leave will be regulasized s per the [MI leave myles
desoribed in the Sivrh Sehechdle.

Service Record Book

Meatters reloting to service such as employvess Mo, Age. Date of Birth
Crualifications, ete, shall be enlered into e Serviee Baok of every I:!I'l'llﬂl'El_'r'l:'E.,
Entrics made in the Service Book will be signed by the emplayee and arested
b the authorized afficer ol the Instituce.

Record of Age

Every employee will indicate Aiv date of birth and produce a cerified copy of
Matriculation/School leaving certificate, or record of r-,-]uru'uipaﬁ[:r' or Local
Authority. Il an employee is not able to produce such o cerlificate then he mus
produce a certificate from o Govt, Medical Officers, not belaw the rankof a;:
Asstt. Surgeon and an affidavic atlested by 1st Class Magistrate or Oath
Commissionee. The date of dévth once entered in the service record will not
genzrally be changed, However, il details piven by an employec is not

I-J
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matching with verifization details, it is subject to ch ange and disciplinary action
will he taken in such casas. -

Special provisien for existing em ployecs

Every persan holding & pest in the Institute st the commencermnent of these
service Rules shall, on such commencement, be deemed o have becn appointed
under the provisions of these Service Rules 1o the correspanding post in the Firat
schedule and shall draw the pay dmwn by him in'lmlz'dj.’l:-.-:l}' before such
CAOMMEncerent,

Residuary conditions of service

Any matler relating to such conditions of service of an emploree for whizh no
provisien oy Geen made in these Service Rules shall be determined b the
Meanageren Caommiitice

Power to relax

Motwithstanding anything contained in these Service Rules. the Managemicn
Compmittee muy, in the case of any emplovee, relax any of the provisions of
these Service Rules to relieve him of any undue hardship arising from the
cperaticn of such prowisions, or in the intcrest of the Inslitule.

Bemoval of doobis

Where & doubt arises as to whether any acthorily of the Institute is superior to
any other autharity or as to the interpretation or application of any af the
provisions of these Service Rules, the decision of the Mamnazeinent Comniitee
thereon shall be linal.

ke by |
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Kirst S¢hedule

GRADES AND CATEGORIES

BN, CATEGORY TAY BAND GRADE
PAY
Rs. R,
[ [|
SATAl EARAMCHAR] a) 2500 — 74400 1.650
B 2000 — 7400 1,004
<) 1300 — 7404 a0
2. ATTENDANT/ELCCTRIC AN PLIDABER/ a) 00 — 20200 2,200 £ 2,400 |
DRIVER/LIBRARY ASSISTANT ETC, k) 2800 — 20200 2,000
C) 2600 — 20200 1,700
3 SECRETARY! SR, SFCRETARY! a) =000 — 34800 4,200 ¢ 4,000
ASSISTAMT LIBRARTAN/SR, LIBRARY
[ ASSISTANT! ACCOUNTS ASSISTANT b 3500 — 34800 3000
ETC.
gl 3200 — 34800 2,500
4. ACCOUNTS OFFICER/SR, EXECUTIVE! a) 120080 — 39100 .
MAMAGER/SE. MAMAGER /
LIBRARIAN! SR LIBRARIAN! AVE- b1 7000 — 39100 3,000
IR} ETC,
GH 000 = 3910M) 4 804
x HEAD OF ACCOUNTS /FTNANCE aj 190040 — 41300 R
B 13000 — 41500 T.hE0
il PROFESSOR, 37400 — a7000 0,506
7. ASSOCIATE PROFESSOR 37400 - aTo00 9,500
. ARSISTANT PROFESSOR 15600 — 39100 J.000
Q, SR. LECTURER / LECTURER [ 560 - £, 000

J9nnn
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REIMBURSEMENT OF EXPENSES ON TRANSPORT ! CONVEYANCE

8.NO.

CATEGORY

SAFAL KARAMCHARI

THRANSIMORT /
CONVEYANCE *

ks,

G0 per month

2 | ATTENDANT/ELECTRICANPLUMBER! | Rs. 804 per month
DRIVERAIHRARY ASSISTANT ETC.
i SECRETARY/SK. SECRETARY! Rs. 2416 per month
ASSISTANT LIBRARIAN/SE. LIBRARY
ASSTSTANT! ACCOUNTS ASSISTANT
ETC,
1| ACCOUNTS OFFICERMANAGERS Rs. 4832 per month
SR. MANAGER ETC.
3 [EAD OF ACCOUNTS S FINANCE Ris, 4832 per month
T | ASSOCIATE PROFESSOR e e ponneanth
§ | ASSISTANT PROFESSOR Rs. 2000 per month
{ gl Dl . |
0 | $R LECTURER / LECTURER Rs. 5,000 per month

For sieff members, conveyance amount changes with DA variations, for faculiy
members, it is o constant figure poid as iransport allovwance.




REIMBURSEMENT OF EXPENSES ON TELEPHONES AND BOOKS AN
JOTIRNALS

Faculty Members will be entitled to reimbursement of cxpenses on telephones and
bocks and journals subject to the following limits:

* Telephons Reimburssment @ Rs 1,000 per month

#  Boocks, Tvurnals and Periodicals - B, 1,000 per manth
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ENTITLEMENT FOR DAILY ALLOWANCE AND ACCOMMODATION

| This new Domestic Travel Policy of I.I'-'FI]_. supercedes earlier pedlicy forming

part of service rule, This policy eomes into effect from lsm August 2007,

5.0,

Category of Employee

FACLLTY MEMBERS & G
= Capital Cilies
= (dhers

ka

Lad

CHER PR RS EA '

v Capital Citics

o Othery

STAFF GRADE [V ViSTUDENTS

« Capital Cities
= Others
iOrdinary Hatel)

| ATTENDANTS GRADE [0 IS

» Capital Citics
» (Mthers

As boarding & lodging haes combined [
bill can be cof any other Restaurant, However, combined expenses with
suppirting should net execed Beanding and Lodging limits stated above,

T
Hiky L

“Hutel
Boarding DA {in Own slay
& Lodging | Re)per | 2TTANECIME
(M ax/Linir) dini nts Hs, per
{in Bs.) per - dav
doy "
000 A0 1200
3004 400 I.ﬂf:-l'l
2800 40 [1rog
: 'Ah‘ﬂ[.:f 300 S
G0 0 403
i 200 300
o 250 340
41t 200 00

eclaing can be in a haotel, fond

Convevance both Airport te destinatiom and local convevance at actual with

supparting whersver possible to be submitted along with tour/teavel claims

DA Caleulation will be fiom time the wur sterled (o the time taur cnded.
Mintmum 12 hrs is a must for DA elizibilivy.

<12hrs =DA =10 = 12 s = DA = 100% for the day.

When own acrangement is made for stey, ne T34 15 payable. However. flad
amaunt for own stay arrangement 15 payable 25 per ghove chart, In such
ases MO SUPPORTING 15 REQUIREL.




In case of spensered program in which luneh and accommoedation is taken
care by clients, 30% ol DA §s payeble to cover Dinner and Miscellaneous
eapenses, DA covers all food and miscellaneous expenses in normal cases,
Hatel Bill / [nvoice are mandatory supporting documents in all coses,

All Travel bills have to be submitted and settled with 15 davs of completion

I_;.:l

[ s
o

Director,

aftravel.

DOMESTIC TRAVEL
Category of Emploves Travel’ Air-rail Travel Road

= : . -‘!'-"““".'E'E':':I[l-'.l].'!}" oz
[ — Faculry hembers G Ruil-1 & 11 tier sleeper TAXIAC Bus
Ll Other Officers and RAs Rail- AC 2 Tier sleeper | TAXIAC Dus
Il Stalr Fail- ASC 3 Tier sleeper | BUS / SCOOTER
[V Artendants Rail -Second class sleeper | BUS

Students nominated for any il 7
W Pragram/ScminacConferen IILC [._TT 1 |.,r-v:-! Fpex AMC BUS

Bk | Adr fare closer to AC

- > 11 Tier

Mote:

- IRAVEL BY SHORTEST ROUTE, Exception at the appraval of the

As [ar as possible, all individuals should use APEX lowest fare basis for Air

lickets,

Only actual fare prid will be reimbursed in case of travel lower class than the

entirlemeant.

ASC First class in train allowed for Category [
Those who are entitled 1o travel by Car can use their own car and take
reimbursement of Rs 8- per km, In case of Scouter it is Rs.d/- per km,




FOREIGN TRAYVEL POLICY

Follwwing forzign travel pelicy comes inwo immediate cffoer, which supsresdes all
earlier practices and verbal policies.

Ao Eligibility Criteria

1.

Only permanent emplevees of IMI are eligible Lo trave] once in 2 vears on 1M1
account,  Inease of  joint paper by 2 or maore aotheors, it s not
transferable’substitutable in nature even il one avther is nor able 1o make it for any
reason and informed the institule in writing to that effect,

Travel is permissiple only when the paper is sceeptod in any institutio nfuniversity
af repute or a conference which will add value to facultystalm and T and
confirmed in weiting,

[nease of IMT sponsored ceses eligibility ceiteriz of onee in 2 years is applicable.
Tnzase of Third party sponsored (expenses borne by third pary/cliznt'zustomer)
the condition of 2 vears is not applicable.

Incase of forcign travel which are on sharing basis, Institnte will contribute

11370 of total expenses il faculty funds the remaining from the share of their
consulting and training revenue,

The condition of 2 vears does net apply far travels at the instance of clieats where
such expenses are fully bame &y the third parts,

Approval Process & Docoments required

Prior approvel of the Director is & must in all such cases.

Person who iz undertsking such trave] shall, provide necessary justifications for
such travel.

Pricr approval of budeeted expenses is mandatory and not mare thanls® of
variation in actual s permissihle in any case,

Re-scheduling to emerpencies shall be at the discretion of the Directer in rare
CASEs.

Travel! Boarding/Lodging/Miscellancous Expenses

Travel arranpement and stay shall nommally be erranged through 1M1 approved
vendors and Mo Thirect Afe-ticke: hoth far individuzl and bulk booking shall be
allowed. If there are many participants for a program. Travel agent should suggest
group hooking rates by the shortest possible routs for the destination. Travel agent
to inform free tickets/group booking rates/point earned clauses in advance.




|
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Afr tickets for all international travel should be through shortest possible route
with lowest econamy fare, Ma individuals can direst travel agents to book their
preferred air- lings or route,

For example a trip to Long Beach vie {}rlﬂml; city, 1L has ta be Wew Delhi- Mew '
Jzrasy (MY )-Orlande being shortest route end air line o he wsed continental and
et WT-Tiubai- WY (Emrites) end low Tere local Oight like Jet Blue can be used

b traveel apent depending on farerefund statuy elc

Any hoarding and lodging related shall be clearly backed up by invoices/bills for
such overseas stuy and incase il is a negoelioted deal with a vendor, it has 10 be In
the form of an inveics of vendor who are in thot line of business backed up hy

suppurling for sty in hotel

For example a travel agentvendor who 35 only in travel business can subimic an
veice for travel ulong with supporting of air travel’ cruise travel and not for
boarding & lodging shrowd, Tn other words, vendor raising e hill on TMI for such
travel must be in the seme line of business including holidey & resem boaking
business. (Example: vendor like Travel 4 less-il the hilling iz done for boarding
& lodging for such trips, it has o be clesrly backed up by hotel bills for stay as
supporting for such bills raised on IMT) Invoice supporting for Hatel stay is ,
rmandatory to establish authenticity of the voucher and transaction as well.

Daily Allowance of 1008 per duy is basically paid to cover food & sl miseellanaous
expenses an individual hes to incur during the travel end na other miscellansous
expenses for food/snacks can be claimed for the sume.

Howeever, if there is a porler expense at an airport {once during the travel) can be
considered on declaration. Incase of group progrems where dinner is hosted and
which is part of program budget (tips can be a budget head of expenses and can be
claimed fram IMI).This is not applicable for individuals for their presentation of
pupers & coiferences,

wormally, all elaims for B&L must have proper supporting like invoieebill of the
same hotel. For ledging, IMI will hear the stay and at mast break-fust cost, Lunch
& Dinner to be cavered by DA of 1003 paid (o individuals.

Ithe pavment for Travel, B&L and out of pocket expenses arc borme by third party,
billfinyvoices have to be submitted to such third parties by the ser-.-'ic-:-pr:nr-idm-. In
such cases these bills noad net be submitted to IMIL In casc at sponsored program
in which lunch and eecommaodation is weken eare by clients, 30%; of DA s ]'-a;atll-:
W cover Dinner and Miscellanecus  expenses. DA covers all fowd  znd
miseellaneous expenses innermal cases. Hotel Bill Invoicesare mandatery
supporting decuments in all cases.




Adl local conveyance claimed shall have Text cardsiax slips Tilled in with rate with
signuture where ever possible to be submmitted along with the claim, ‘I rave] BNPENEES
claim vouchers necd 6o reflect,

The maximum limil for any fereizn travel is Rs. L75000/- which cover all expenses
of Travel, Boarding, lodging, DA, Conveyance, RegistrationDelegate fiee.

- All trave] expenses must be seled wishin 15 days of completion of such travel in

a format which covers the following points { fammats will be available with Accounts
Office till such time they are kept in intranet in a dowsloadable farmat)

a) Travel cost, even iFit is directly paid by [MT to the vendor, (Mentior paid
b I Diirectly)y

b1 Boarding & Lodging cost even if' it is directly paid by IMT W the vendor
iMention paid by 1M diractly)

ch DA & expenses cleimed

d) Tlal Expenses far the trip

&) Advance taken for the trip

[} Amount payable or Receivable

gl All conversions o INR (o be done and INR value o be arfved before
subkmission




4.1

LEAVE RULES

Short 1'itle and Commencemeit

These rules may be called the International Management [nstitule- LeavaRules.
They shall come into foree from 17 Jenuary, 2001, Any s sequent ariendments
mide fo these Bules will come into force with gffect frow the dateal thelr

LRErOvEL

Sceope of Application

These Rules shall apply to all full-time emplovess of the Institute except thoss
engaged on conteact terms, [hose engaged on part-time/casual basis will also

nod be poverned by these Bules,

Note: - Employees engaped on contract or part-timedcasual basis will be
aoverned by the terms of their contract.

Definitions

In these Rules, unless there is anything repugnant in the subject ol conlext :

i) “Institute” means the Internationsl Managoment Instivure.
b} “Beard” means the Board of Governors of the Institure.
e} “Competent Authority™ with reference to exsrcise ol any power under

these Rules means the Officer or Authority 1o whom such powers are
delepated either in genaral or in particular.

) “Registered Medical Practilioner™ means any person registered as such
under any law for the time heing in foree and includes any practitioner
in the ficlds of Afloparhy, Homeopathy, Ayurveda or Unani Svstem of
Maedicine.

e} “Govermment Hospital™ means any hospital essalblished by any authority
under the control of Centre or State Sovernmen:, Municipal Authoriliss,
autenomaus body, public sector underaking or & hospital recognized hy
the fesifiide as such

[y “Pay™ means the amount drawn monthly by en employee as basic pay
and will also include special pay, personal pay. or such other
emoluments specifically classified as pav by the fnsrirure,

Generpl Conditions

Leave cannot be claimed as a matter of right. When the cxigencies of service
a0 requires, leave of any kind may be refused or revoked by the
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4.3

4.4

4.5

4.6

competent W grant it, but it shall not be open to thet authority to alter the kind
ol lerve due and applizd for, except at the request of the emplovee.

An emplayee’s claim to leave is regulated by the rales in foree at the fime the
leave is applied for and grantad

) | T - ’ ; :
An emploves on leave shall not teke up any other service or accept any
employment,

An employee who is dismissed or removed from service and is reinstated on
appeal or revision shall be entitled o count Tor lesve his service prioe 1o
dismissal ar removal as the case may he,

Periads of unauthorized ahsenee will not count for carning leave.

In the case of a person re-emplayed after retirement, the provisioms of these
Rules shall apply g5 if he had entered service for the first time on the date of his
re=eiploviment,

Prefining and sulfixing holidays to lcave shall be aliowed automatically cxcept
in cases where for administrative reasons permission for prefixing/suflixing
holidavs to leave is specifically with-held. In the case of leave on Medical
Certificate, if the day on which an employee is cortificd medically fit Tur
rejuining duty happens to he a holiday, he shall autematically be allowed
suffix such holidays to his leave and such davs shall not be counted as leave.

Corant of and Return from Teave

Any application far leave or for extension of leave shall be mads in Form-1 &
the authoricy competent to grant leave,

-

A leave aocount shiall ke malntaingd in Form-2 for cach employee.

™o leave shall be arapted to an emploves umil a report reaarding its
edmissibilily hoas been obiained from the awherily maintaining the leave
gecmnl,

An application for leave on medical grounds shell be gecompanied by amedioe!
certificate given by o Registered Medical Practitioner defining a5 clearly ag
possible the nature and duration of the illness.

The autharity compelent Ly grant leave may, al its discretion, secure a second
medical opinion by regquesting o Government Medical OfTicer nol below the
rank ot a Civil Surgenn or Staff Surgeon or a repered medica exper? o have
the applicant madically examined on the earlisst possible date.

The authority competen: to grant leave may, at its discretion, waive the
paniremend of production of 2 medical certificate in case of an application for

ver, be treated as leave on Medical Certificate and shall be debitedagainst
oiher than leave on medical grounds,
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Mo emnloves whoe has been granted leave on Medical {.'I:L:Liﬂcat-: will be
allawed Lo return to duty until he has produced a medical certificane of fithess
[rom a Registered Medical Praclilioner,

Allemplovees wha intend 2 leave the sration on being granted leave '.'-':]]_Llazll“:r'
their loave address to the otficer under whom they are working. [hey wll_l also
communicate immediately any change in address, which muy oceur while on
leave.

An employee who absents himself from duty without proper Il-:uve or i|l1$ |J{u_35
not resume duty immediately aticr the expiry of leave sanetioned o him will
be viewed os absent without leave and hence not enlitled to any pay or leave
salary, besides rendering himself liable to disclplinary action.

Kinds of Leave Due and Admissille

Casual Leave

Casnal lezve s intended o cover casual sbsence of the emploves for personal
reasens, Casual leave will be allowed for 7 days in w calendar vear. This will
ke noen-cumulative in naturs and, if not availed of during the year, shall lapse.,

Casual leave will be granted in unils of half day or full day as may be applied
fr, the lunch interval will be taken as the dividing ling.

Casyal leave can nol ke combined with any other leave, and maximum
permissibic limit at one point is 3 days excluding pretix and suffix holidays.

Saturdays. Sundays and Holidays falling withie the spell of casual leave will
nat be debited to the ceseel leave geecunt, Casnal leave can be comhbined with
Samerdays, Sundays and holiduys.

Special Casual Leave

Special casval leave [lly cutside the normal leave and may be granted 1o mest
special situations bt not Tor domestic or personal cezsons as in the case of
casual leave, Specigl casual lsave may be pranted at the discestion of rhe
Director/Direetor Generzl, in the cases mentioned below:

{1} Emplovees who undergo sterilization operation under the family wellars
scheme muy be granted Special Casual Leave not exceeding six davs,

2y To regolarize absence on aceount of natural calamities and civil/political
disturbances snd infeclivus diseases. Lech case will be considered on
merits by the competent suthority.

Privilepe Leave

All emplovees poverned by these Rules, except faculty members, will be
eligible [or privileps leave of 30 days in a calendar wear,

33




[} !'-va}' emploves’s privilepe leave account shall he credited with privilegaieuye
n advance in v installments of 15 days each on the first day af January and
:]1|.J_lr' l.':lllﬂ"a'fﬂ__'r' calendar year, provided that in the half vear in which an employee
Jomns service of the Institute or quits serviee due ta relirement op resiznaliom gre..
credit shall e afforded G his leave account at the rate of 24 days for each
completed calendar month of service which he is [Tkl 1o render during the hulf
W,

(33 If an emplovee has availed of extra-ordinary leave andior some portien ol
absence has been treated as dies-noen in & half vear, the credit to be atforded Lo
nis leave accounl af the commencement of the next half vear shall be reducesd
by [F1F of the period of such leave and dies-non (2207 for facult: membery)
subfect to a maximum af |5 days ¢7.3 dave for facadne mantbers),

(4] The leave al the credit of an emplovee at the cloge o' the previcus half yeer shal

be carried Rywward to the next half year subject of the condition that the leave so

carried Tvrwand plos the credit for the half year do nor excced the maximum

limit of 3000 days.

{5} The maximom amount of privileze leave, which may be pranted al & lime, will
B 120 dava,

(6} Intervening Saturdays, Sundays and holidays falling within the period of
privileze leave will be counted as privilege leave,

| PT. can be combined witl ML,

(8 In case of overseas ravel for paper presentation one cannot <lub any tvpe of
leave for more than 5 davs,

6.4 Medical Leave
All grmplovees will be elizible for medical leave of 10 dags n 4 calendar vear.
Credit to medical leave azcount wild fe made in advance as under:
(19 On enlering service, 558 days per month for each completed calendar

month from the date of joining o the immediately fellowing ©1
January 1 July, rounded up do the nearest full diyv,

—
I
-

Thereatter, 5 davs on cach 1st January and 15t July every vear; and

(0 On the dale of retirement/resignation/remeoval from service’ dismissalf
death while in service, at the rate of 5/ days per month far cach
completed calendar month in the relevant half vear, rounding vp o the
nearest full day.

|
| . . L . im
T. ] _ Medical leave may be granted on medical certificate subject o the conditions
[ sthat the authority competent to grant leave is satistied that there s o reasonable
[ esf hapect of the empleyees relurning to duty on its expiry, ML upta 3 days can
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Maternity Leave

A female employee having less than two surviving children may ].:'E granij-ld
maternity leave by an authority compelent to grant leave, lor a period of !.15
davs Trom the date of its commencement subject 10 production ol medical
cortificate, Dering such period she shell be paid leave salary squal to the pay
drewn immediately before proceeding vn leave, Maternity IEE.'n'i:lhE:r'EJ]d tH) d-‘!:-'f
is subject to munagement approval, Maternity leave i permitted for enly 2
children [Maximum].

Maternily leave muy also be granted in case of miscarringe including abortion,
subject to the conditions that:

(i) The leave docs not exceed 45 duys in the entire service; and
{ii) The spplicaticn for leave is supperied by a medical certificats,

Maternity leave shall not be debited against the leave accaunt.,
Extraordinary Leave

Exteacrdinary leave uplo the limits given below may be pranted to an cmploves
it special cliroumstances:

(i) When na other leave is admissible; ar
(i)  When other leave is admissible but the employee spplies in writing for
the grant of extraordinary leave,

Extraordinary leave may be granted wpto the following limits:

(i1 Upto three months on any ane accasion on gecurtds ather than illness.

(i} Upto six months an any cne cecasion on medicn] certificate for diseases
other than TE, Leprosy and Cancer,

(iii) Llpto cighteen months on any cecasion in case of treatment for TH,
Leprosy and Cancer.

{ivl] Upto twenty four months on any one oceasion for & sdy in
frspiire s Interest,

Terminul Leayve

An employes, who is retired by the Institele by giving him pay and allowences
in lisu of natice, may apply for leave within the period for which such puy and
alleweanees were given, and where he is granted leave, the leave salary shall be

allowed only for the period of leave excluding that perind for which pav and
allowaneces in lieu of nutice have been allowed.

Where the service of an emploves i erminated by notice or by payment ol ey
and allowances in liew of netice ar ctherwise in aceardance with the terms and
sonditions ol his appointment, he may be granted privilege leave to his credit
subject to a maximum of three hundred days even though such leave extends
beyond the dete on which he ceases to be in service,

L
L




Provided that the leave so granted o such an emplovee, other than an employes
wha g re-employed afler the date of retirement, daes not sxtend bevand the
dale of retirement, .

6.8  Compensatory Leave

1. As a matter of policy evervone is expested fo work minimum 40 to 48hrs in
aweek o ensure smooth lunctioning of essential services of the instituie.

2 E]I_I;Ji‘.l::“f_'_-': sl members shewuld have put i rimimm 2 heues for a half &
day CO and abave 4 hours for a full day CO.

3. Maximum CO: campensatory off to an emplayee iz 3 davs o manth to be
availed in maxintum 3 manths incase of Allendants and Safa Karmachariz and
2 months incase of ather staff members.

<. Dhiseretion: Managemsnt at it's discretion, depending on the work load
factor and essential service requircments, may ask staff members to take
compenselery off on certain dates for minimuom staff requirement to cun the
insLiteLion.

summary of Leave with Guidelines

All benves wre cnlealnted on Colendar yenr bosis - Tanwary to December

Lenve Type Eligifilidy Grafde Lines
: p Carn innt e clabied with any othes leave- af a streteh aot
Castl Live (0L Tdays i .
bayand 3 caya,
Can be cosdrinsd with ocly bMedizal Leave- intervening
revilage Lenve (PL] At cluys ¥ g

bexlidaya will b counted® only prefix & saflin alloeassd,

BAL b Sl s man b avaiced withows medical
Medical e (ML Lidays cerliticabe, heyend 3 days doctar's ecoificate nesds w2 be
pracaced

[izceetion of the mansmement chave 90 davs and twics

4 1 Leave (L 13 Sclay s : ey ;
Mutemity Leave (ML) sl asaxicnuim daring tha service,

Comperzaery Halidys o ; Can be clughed with any leave cxecpt CL but intervening
- . 4 e srall ol o w g
[CH) = halidys will e countad,

Short LereerEary poing
(21 (hy definftion |2 daws o month |2 davs a aeenth- bevond 2 duys CF. dehit
BLOEA s in o hour)

Lae Corning (2] Ddaysameonth |3 daps e montk- Beyond 3 days CL debid

Eotitlemnent for compensatesy off haz to be exptly s per
clhivvs warsod -cither half g day or full Jax,

Mo
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Leave Salary

An emplovee who procesds on leave 15 entitled 1o leave salary as detailed below:

Kind of Leave Lerve Salary _ ——
| (17 Privilege Leave Leave salary oqual to the pay Crawn
i irmmedizgtely before proceeding on leave.
| {2y Medical Leqve [eave salary equal to the amount
' | specified in {1) above
i (31 Extraordinary [eave Mo lenve salary

Encashment of Privilege Leave
Lucashment during course of employment

An emplovee whe has completed one vear of service in the Institete will hawve
the opticn o encash kis privilege leave.

Minimum period of leave to be enceshed at a time will be 10 days, and
meximu perfod will be 30 days or hall the leave standing lo the credit of the
employee, whichever is less.

Cnly privilepe leave will be encashable and not any other kind of leave,

Fhere should he at least 10 davs leave at the credit of the persen aller
cneashment,

Encashment of leave will be permissible only once in a calendar year,

For the peried of leave encashment, an amaunt equal to the total of the ol lowing
clements of emoluments to which the person was  entitled on the date ol
applicaticn would be admissible:

] Pay
[iL) Dearnzss pay/Deamess allowance

I'he amount payable towards cneashment of leavie will not be reckoned as
wages'aalary for the purpose of provident fund, bonus, house rent alfowance,
reimbursement of medicaldaave fravel expenses, ofz.,

The bemefif will not be admissible to a person under suspension.

Encashment of un-utilised privilege leave on the date of retirement

Cash equivalent of privilege leave standing o the ceedit of an emploves at the
time of retiremnent not excesding 300 davs shall be paid to him a5 o one lime
payment, The cash payment will be equal to the leave salary as admissihle for
privileae legve and dearness allowance admissinle on that leave salary at the
raves in force on the date of retirement. ™o cily compensatory allowance andfor
house rent allowanes shall be payeble. This kenefir will also he

X
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applicable in case of persons whose services are terminated on accolnt of
retrenchment/abolition of pests or who resian from service and are not pranted
terminal leave, )

Encashment of leave in case of death of an emplovee

[t casz an employee died while in service, the cash equivalent of leave salary
that the deceased emplayee would have pot had he proceeded on privifeme |ru'.'n;1
i.hﬂ[ would have been due and admissible o him bue for dearh, on the date
immedialely Fellowing the death, and in any case not exceedin ¢ lcave salary far
300 days, shall be paid do his family. Dearncss pasvidearness allowance
admissible on the Teave salary shall also be paid to the Tamily of the deceused
but na city compensatory allowance ar house rent allowance weuld be neid.

The competent authority in case of sub rule 8.1 shave will be the leave
sanctioning authority whils that in sase of sub-rulzs 52 and 8.3 showve,
ChirectonTirector General.

Leave Sanctioning Authority

Motwithslanding anything contained in these Rules, the Director Generel 7
Vertical Desng shall be the competent antherity for sanctioning leave 1 the
faculty members., Leave for others will be sanctioned, excepl where specificallw
provided otherwize. by thele respective verticals or Repisirar & CAD, except
thal casual leave nol exceeding 3 days in the case of employeesin (rrades [
amed FTwill be sunctionzd by the Offeer under whom the employeets working,

Advanee of Leave Salary

An emploves procesding on leave tor a period of not less that thirly days may
ke allowed by an autherty competent W grant leave, an advance agpainst leave
salary, upte a month’s pay and allosances, admissible on that leave, subicet o
deducticns on account of income lax, provident fund, house rent, recavery af
pdvances , ete. The advanee shauld he adjusied in full In the leave salary bill
in respect of e leave availed of, In case where the advance cannat be so
adjusted in [ull, the balance will he recovered [rom the safory orfand leave
satlary.

Sefting f Leave towards Notice Period

Where &n employee resigns from his post ol his own velition, and is required
lo pive notice wnder the terms and cenditions of his appeintment or depasit
pay and allowances for a specifizd period in liew thereof, the emplayee may be
permitied, at the diserstion of Lhe DiectorDirector General, to sel oll e
privilege leave admissibie to him o the date of leaving service lowanls the
natice period 1o the extent possible. Bul na oter type of leave shall be set off
far shartfall of Motice Meriod,
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Reeall to duty before expiry of leave

In case an empleyee is recalled w duty betore the expiry ulhis leave, such recall
tee duty shell be trected as compulsory in all cases. The employes shall be
enititled to be treated as on duty from the date on which he stars from the station
where he is spending leave and to draw (i} traveling allowance 43 admissible
usider the T, rules for the journey and (i) leave sulury until he joins duiy, at
the same fate at which he wauld have dravn it but for pecall Lo duty.

Repeal and Savings

O the comimencement of these Rules, every rile, regulation or order (hereafler
refarred to as e old rule) in force immediately before such eammencernent
shall conse Lo oporate.

Motwithstanding such cessation of speration, anything dome or any action taken
or any leave earned by or granted Lo or azereed 1o the eredit of an employee
wnder the old rule shall be deemed to have been done, txen, earned, pranted or
acerued pnder the correspending provisions of these Rules.

Interpretation
In regard to doubts, if any, in the inserpretation or application af these Rules,

thee decizion of the Directarirector General / Meanagement Comnittee in the
matter shall be final.







