Standard
Operating

.l‘,-."
:I
o

trails “for venfication and strengthening internal cofitrols in all. our Managéﬁient
commerciali.f‘i::ré;b'psscs. All cffosts shall bc?fgﬁ’aﬁe, to- make cuntiil;ygqsr ., e
improvements and make the inslitute ready for any future certification IﬂStlmtﬁjigMI):
: i T
P! Bhubaneswar

Pad 2 WA e :
process. This S0P is not exhaustive, but sﬁg'l:l;-gqxer areds in
e Rt o
(¥ Ay

R

manner inthg:due course.




PROCESSES & STANDARD OPERATING PROCEDURES

i Ll

Background

This SOP document of IMI-B is formulated with primary objective of bringing standardization
of our internal processes, proper documentation trails for verification and strengthening internal
controls in all our commercial processes. All efforts shall be made, to make continuous
improvements and make the institute ready for any future certification process. This SOP is not
exhaustive, but shall cover areas in phased’ manner in rhe due course. This SOP is applicable to
IMI-B with effect from April 1%, 2014, 3 ;

This document shall primarily focus on fhrmulatmg bamc commercial processes and
standardization. This shall be updated as and when. required to align with normal accounting,
commereial and internal control practices.| This shall also facilitate collecting, accumulating,
compiling information, data for. MIS ~whicl is- the primary focus. This process shall
facilitate IMI-B to evolve strategies f'ﬂr gruwth and self suff' iciency.
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A) BUDGETING PROCESS

I

1.

Standard Operating Procedures: IMI-Bhubaneswar

. Payment fo any budget overruns shall be subject to prior approval by the Director.

Budgeting exercise shall commence in February of every year based on 9+3 format (9
months of actual and 3 months on basis of average projections). Budgeting for any financial
year should get finalized by May 15" A standard format reflecting stream wise revenue
shall be approved by the Director.

Head of Department shall submit the departmental budget to the Head of Finance for
compilation by 1* week of February. Budget committee shall constitute the HODs including
Head of Finance, Administration and the Director. This committee shall be solely
empowered to discuss & finalize the budget. ™~

The budget shall be presented to the Boardto tpﬂég:l-é‘i_thcr surplus or break-even figures.
The proposed budget has to be as accurate as possible in all projected figures duly backed up
with proper working, assumptions and figures of last year to support the logic. However,
budget overruns may be possible in the initial years and/or also during expansions/project
construction etc. T T '

Budgeting shall be undertaken uﬁ'da_r hpéds‘ of Exp&r_sses based on previous year’s P&L and
shall be drawn up and submitted by the Head of Finance in an XL format to the Director,
This shall'bie approved whdé;gking into account in:rcgﬁ;ﬁﬁjﬁ;ﬁﬁscﬁfﬂfﬁ:ﬂ‘@ﬁ@iﬁhawd on
b SR, s o o

projections, .
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ijections.f;f&gé_rding Facul_ii?ﬁﬁﬁ}_ayee compensation shall normally be basﬁﬂ on review
criteria ﬂr;d;s}ia]l be finalized latest by 15th of July. = == e

Budgctc_;fﬁgpﬁenses and Rf:a.!anuc‘sh:qmn need tnh&appmirnﬂ,h}r the Finan-:ﬁ’g;?ﬁ:i@mittcc &
the Buar’éllm;est by 15th August ol egchjwr ; j;; .;‘"
ey i . ; i e el
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Payments for the current year heyund_%;ﬁgﬁ?shuﬂ be 5;[1}}&,@1 to approved h‘%ili‘ggl figures
which may be in process based on approval from Director. 2 e T

MDP office shall provide estimates of Revenues & Costs to Finance Department fu-r-t-aach
MDP prior to conducting such MDP programmes. Any costs overruns of such programmes
shall be subject to approval of the Director as exceptions and revenue compensation shall be

done through recovery from the subsequent programmes.

CAPEX budget shall be finalized based on detailed discussions with Administration,
Finance and the Dirgctor preferably reflecting the details of expenditures like purchase of
computers, software, construction, expansion, major equipment purchase etc.
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Scope: The scope of this policy is applicable to all purchases directly or indirectly controlled by
IMI-B

B) VENDOR MANAGEMENT & APPROVAL MATRIX

I. Process of purchase starts after receipt of Purchase Requisition (PR) from a user department,
PR format attached (Annexure-A).

2. Vendor selection for placing an order for all purchases, except day-to-day maintenance
expenditure/cash purchases shall be based on a minimum of 3 comparative quotations.
However, for certain cash purchases, maintenance and repair related work 3 quotes may not
be insisted upon. In case of emergency and niche items with few suppliers this rule may be
relaxed provided the Director allows such exception:

3. As a prudent commercial practice, IMI-B shall nét engage any employee’s relatives directly
or indirectly in awarding any of the contracts andfor supplies. As far as possible all
purchases/service Orders /works order ete, should be issued to empanelled Vendors both
based on quotes and credibility of the Viendor. This is applicable even to Travel bookings,
which should be done through Central  travel desk at Administration except for
emergency/exceptional cases. Rate contract/s may be signed with some of the selected
Vendorswho regularly supp]?c',-j;ems as per purchase pm@gg;gétﬁfﬂﬁql@g}i@ﬁ, Travel

agencies, Priniting & Stationery, Courier agency, Taxi seryices, UPS Battery etc. In case of
repeat orders’at the old rates; @ [eter of extension or - freshi PO with existing rates to the
same Vendor may be issued but it has to be appmved;fffilgjﬁpad of Administration.
i o S % T whesr

4. After recgiving the quutes,f_ﬂi’c user department &tﬁ'ﬁ Pﬁm‘f;aat: Cnmmjtteétgﬂg&_scmtmim,
discuss gy}cﬁ’jotud prices, quality of the Vendor, past relationship and performance of the
Vendor‘Narially if everything is'ji_:%n_'l'::a;jning, same pricé will be the criteria for-selection.
Means L1 concept will be applied. However, there may '
reascr!_ﬁff or quality and timely delivery ‘come into play

] S e "

e instances where justifiable
part from L1, in-which case

Purchase Committee will approve as an exception which is or.

be approved by Dir

5. Execltive Administration will prepare “comparative chart-“after the rccgﬁ;;t"l?'.g,'-;jtgf the

 comparative statement will be eviewed and discussed:in‘the Puiehase Commitice: Purchase
Committee shall undertake due negotintions with the Vendors and accord its
recommendations. Administration shall prepare Note for Approval (NFA) in consultation

with Finance and put up the same for approval to Purchase Committee.

6. Three quotations may not be insisted for the following items and may be arranged on the
basis of approved PR and NFA.
»  Appointment of Insurance companies
s F&B services for MDP and other events
»  Appointment of statotory internal auditors
o Regulatory payments
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e Institute’s Vehicle repair & maintenance thru authorized service centre/s

» Statutory compliance related paymenis

« F&B and other related expenses incurred at Hotcels, Restaurants, Guest Houses etc.

e Banners including but not limited to Flex, printing of certificates, Photography for
workshops/MDPs, participants kit bags, stationery, may also be arranged as per
approved budgets for the respective MDPs/event.

The above is an indicative list. Further exclusions may be added to the above with prior

approval from a competent authority as approved by the Director.

Single-quote purchase il B

All Purchases shall be governed by the above. defined SOPs. However, single-quote

purchases may be made in the following situations:

e  When there is only one Vendor idéntified for the purchase & the user team certifies that
there is no equivalent product/s that meets the requirements.

e When the item/s are required immediately, and there is not enough time available for
Vendor development. Howevet, in such cases the person raising the indent will also
have to justify the paucity u‘ri;he".ﬁnfc for inviting altérnate quotation.

e The other Vendor for the product/Services is tontractually tied up with the competitors
and it is strategically decided by TMI-B to-be with the selected Vendor for reason af
cunﬁi:lc:]‘_'lﬁ_'ﬁl',_i._'"‘;""f': ,'f, P :

o m'c!1133" be ﬂjlaﬂ%ﬁﬁ_jﬂﬂﬂwmg the

A ¥
s n

»  Single purchase up to X 10
NFA process as detailedd
e - : s

Proper Purchase Order (Annexuré-B) with all relevant defails including terms of payment
and p-engltg’g;ﬁf any, is to be released for the selected Vendor.’A copy of sugh PO has to be

maintaided by Executive Admmmtraumas well aé}h:, Fitﬁﬁﬁiﬁ'{{jl)cpmﬁnent. %Eﬁrps have to
be signg;d%?;ﬂwse Head of Finance ﬂlid.;‘:[‘ca}d of z@.@i;ﬁinistraﬁ:d o T

Vandd-rf._é_.fgﬂuatlun Fructs_';-_%i'shall be fullorwcd ﬁfé:f_iﬁer the foi;i;fgﬂ_t_-

c _ EAnﬂexure{j'Eﬁ.qEﬁi:d. This
needs 1o be completed on half-yearly bas % S

o

Pi.r.li_'-,-‘m_asc Drdﬁrg.._':_';'_ﬁjarll only be éqﬂu‘:ﬁiy issued h}'ﬁﬁiﬁlﬂiswlion De

E

Al T nt and

- woiild have 4" corititions Seridl number which is centrally-maintained by*Administrition

Executive.

All Purchase Orders have to be released clearly indicating the validity period e.g. Monthly
(M), Half-Yearly (HY), Yearly (Y) depending on the nature of transaction/s. For repeat
Purchase Order with no change in terms and conditions, PO shall mention “Price, terms and
conditions unchanged” and should refer to the last PO. PO needs to also clearly specify the
instance of Taxes (inclusive or exclusive).

12. Approval Matrix
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All Purchase Orders shall be jointly signed by Head of Administration and Head of Finance
based on approved Note for Approval (NFA).

RESPONSIBILITY MATRIX WITH TIMELINES

Sr. | Activity Responsibility | Timeli
# ne
Purchase Request (PR) is initiated in attached format by the
user department. User has to specify following at the time of
raising the PR:
s Nature of material or service required
s Detailed scope of work/déseription of material
' e Any other technical specification’
o1 |* Purpose of the requarammt-’rﬂquuumem ]u.shf" r:atmn
» Estimated Value |
s Budget Head {OPEX “GL Accaunt ‘& Cost
Centre/CAPEX) 1 ;
 Period for which the cxpendn,ure is requnred
Declaration and reasons to “be specified, in case if any
open PO exists for the Vendor and.for the same a-:tw:ty
rf"-.ﬁ:n' gtmaterthm %Q:da{fs of PO validity. i

User Function | l1day

02

2day

Adfﬁ“m'-lstratmn [Purcjtﬁkﬁ),}: basis their res cp,\iq:fi:SLAs
negn‘ilates with Vendors Fa;fpmcurement e negotiations
zm: “done by Furchﬁ&e Committee, wherever applicable. In
c;sn{hcrc is a gap m 1 the esnmau;d value arfd the a,qtua} value,

03 Tdays

':';i;drrectmnia The :a:quest is the:n ‘sent to F-l]"l"l.!'lﬂt fur ﬁppmﬂl
04 -  The Finance shatl-vahriam the’ h)idgnts,; check the ::.umphanc:
:.F'nanm. also yallﬂa,tes the rf:quu%mgnt’and its Jublli" g:al;mn

ol

«Z;',!_.{ﬂ.fter approval Jqff all stake 11ofﬂér & Director ﬂfMR is
givento purchiise for RO issuance z/a/-f-.frr‘-“;-

2days

| 2days

C) AUTHORIZATION, APPROVAL MATRIX & PAYMENT PROCESS

1. All payments have to be made with proper supporting documents in original E.G. Cash
Memuo, Invoice with proper prior authorization and approvals/sanctions.

2. All invoices have to be preferably serially pre-printed or serially numbered. However, in
case of hiring un-skilled labor for plumbing, plastering, repair work etc. where it may not be
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possible to obtain invoices should be supported by receiver’s signature which may also be
accepted in vernacular language since such people may be not be literate.

3. All Vendor invoices need to reflect VAT/Service Tax registration numbers to comply with
statutory commercial practices.

4. Once the above points are taken care of, the invoice shall be submitted to Finance &
Accounts for effecting the payment on the duc dates as per agreed PO terms and not prior to
that. No Vendor shall be allowed to directly negotiate with Finance and Administration in
any manner.

5. Head of Finance shall accept only. ﬁ]ll'g}r_apprdvéﬂ_ inyoices from the user department afler
certification of the job undertaken, If the invoice is mot as per the pre-defined terms of
the PO, shall be immediately refurned to the user department with appropriate remarks. No
unsettled invoice/s shall be held with Finance department for more than | week.

6. Finance shall ensure proper provisioning u_tl‘_i_rw:nicgs to avoid any year-end payments or
adverse effect of non-budgeted expenses on cur@'entx-}"_:_ar*s P&L. Accordingly, no pending
payment for previous year's invoices,shall-roll over to the subsequent year without proper
provisioning in the books of accuuﬁtsj:ilgmﬁg{grﬁﬁﬂnﬁnisttatinn shall ensure to all details of
such provisioning. required.every quarter dre Torwarded 10 -Fingnce, Department. to avoid

e e o SR .
year-end sufprise hits to P&L_;:;_znd;_cnsure that a particular head maintains'a positive balance
in the YTI estimated figures before effecting the payment. Any deviations shall require

additional prior written approval/s with appropriate justifications from the Director.

*

L

7. Head Fin:;:_i;::;%ﬁ,:'shall ensure the ﬁj;ﬁﬁ._guidelines ;&g'.'fulli{;;gﬂhered to bcrtii_;;éa,;ilffecting the

payment, Accounting control shall ensure segregation of duties. There has'_s:jf;;'.!ﬁp different
person authorizing and a higher levelperson appraving a transaction. Similarl} recording of
' controls. Sy

PRy e = )
asset a?gjsgon:ng have tg‘ba d:fferg}gt;ﬁag;nsm:%?mmal

e

¥

8. All Vendor payments sh,ali be cffcz:léilj-‘_ljjfh.qg'ﬁ account payee cheques. Cash transactions
with Vendor should be ‘avoided but for petty cash payments of upto ¥ lﬂﬂi}i‘=may be
approved to meet the day<to-day requirements. However, there may be cases of repair work,

__ hiring local. Jabor for;plastering, digging, repairs cte, where, mvoices cannot be iisisted.
Such transactions shall be approved by the Head Administration, (Annexure-D — Petty
Expenses)

9. All payments are subject to prior authorization by concerned head of the department who is
authorized to sign such payments approved by the Director.

1. Advance Payment
e To the extent possible, the payment terms should be negotiated to be payment post-
delivery. The advance payments, wherever absolutely necessary, that should be
arranged on the basis of Proforma Invoice. In case where the Vendor insists on advance
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payment in excess of 40%, such payments may be considered preferably against Bank
Guarantee. Such exceptions shall mandatorily need the Director’s approval.

D) FIXED ASSET (FA) TRACKING PROCESS (INCLUDING SPORTS
EQUIPMENT)

1. IMI-B maintains location-wise Fixed Asscts Register (FAR) which shall be updated by
Finance & Accounts with inputs in standard format (FA Register additions & deletions
updated by Administration function).

2. On purchase of any FA, Manager Admmmtraunru shal] forward “Additions Note” to Finance
with complete details of lﬂcatmn quantity vaiue Crf' auc‘h asset date of purchase and invoice
date. '

1

3. FAR shall be maintained in Excal fﬁrma‘t by Exﬂcutwe (ﬁdmmwtmnon}

4, Finance shall ensure payments rel,armg fo Plxed ﬁsbm an, released only after the necessary
entry is made in the FA Register,

Sale of ﬁm&,p;esem “including serap, shall be with mmuuwn 3 compartative quetes which

5. Sale of FREH GRS includifggetap, shall be with minliBiEI corpatativeqae
shall be authorized by Head Administration, and appro d by the Fur{f,ﬁ,:sa Committee.
However, fﬁpzﬁ‘inur sales Ej.':B; newspapers, plastic it “ete; where the \’{‘Elg(p is less than
£5000/-, thts"-mqulrﬂment mébwfhép sisted upon, %-,' ; {5&/

|. ’."'r ". "Ju'?il
G.
7. Fmauc-gj"ﬁaad shall emme gcaﬂ}r phyﬁgc;;l aluﬂk’ venﬂcnnun *grhlch shall he ’tlpp]’ij\-'ﬁd

by Mahage_r Admin & [imectur to saﬁh'uﬂm n _g,r‘ear-and

1"'1

FA: 11¢nﬁcatmn for Enpe sheet
iy r,:_

...., "'.._'1 i ...‘
- ’5'5’ ol W R ,,- ' .f' ’n s

1. General

This process deals with the activities initiating from the point when the employee plans the
domestic travel to the point of the payment to the claims made by the employee on the
account of the travel. IMI-B shall provide Rail fAir tickets to all the employees against
sanctioned requests for fulfilling their travel requirements for official purpose to various
destinations. The process of employee requisition, HOD approval, cancellation, and advance
request should be submitted in travel request form in prescribed format

2. Start and End Point
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Start : Employee plans the travel and submits the travel requisition as per Annexure-E
End : Employee makes the travel expenses reimbursement claims and the
settlement of claims is done as per form attached Annexure-F

3. Suh Procedures

s Arrangement for travels
Arrangement for stay
Arrangement for local & oufstation conveyance
Cancellation requisition & processing
Advance request & processing
Claims processing e i

I

TRAVEL ARRANGEMENT PROCESS

Sr.# | Travel Process/ Requirements =~ | Must Have Nice to have
1. Emplcwee has to make the travel reqmsmun -

in prescribed format forml only. ! bl
2 In case of the urgent requirement, cotleague Y

of an employee can submil the rf:ql.umnpn :
on behall of employee: which ' may  be’
formalized by concerncid employees within

1 a8trs g'ﬁ:ér cmﬁpicﬁbﬁ,nf travel,
3 Tﬁavcl r:qulsmon ﬂ:uuf& be put up to thn f

{prﬂfarabl}r at lcasf 2 weﬂk in advance), Air
.:pianned to pmui

iy
W
et
1
[0
. B
=]
E
=
=
i e
e
=1
o,
w.:

5 & fi"u’ppruved Trayel chum i ;if;qs éeﬁt to
- Administration fm- necessarg ﬁbﬁmgq
“Administration; shall seek’ the’ most
_competitive fa_re and makc, necessary
~bookings. e,
Employee shall submit food bills boardmg
passes (o and fro) and  other
bills/supporting document’s for making
reimbursement claims. In case boarding
pass is not available then the same may be
approved by Director based on declaration
by employee.

8 If any travel advance is required by the Y
employee, the same should be clearly
requested for in the Travel Requisition.
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9 Travel advance should ideally be Y
discouraged. However, if required it should
be calculated as per travel plan (up to 60%
of expected expenses may be sanctioned).
10 No request for further Travel advance shall Y
be entertained, if any prior advance is
outstanding against the employee,
11 Employee shall submit the supporting Y
documents for the travel expense
claims/reimbursement within 15 days of the
reurn. L eswninen
12 For local transport, the ;mpIuyee ‘must use. i
hired taxi‘auto for pjckupfdmp at R,allwa;,r A
station/Airport. ﬁvaﬂmg the - serviees” of
pre-paid transport is highly recommcnded
Hotel Taxi is to be clearly avaided. '
13 Finance should verify the documents’and | =~ Y
process the same for releasing the payrm;pt. :
within 7 days of " recerpt u‘f the-
reimbursement/claim. -
14 YInrease of any -ﬁ'p’p_—-a;allab111ty -:rf a sta}-'
maﬂé&mentﬁmtel p’%; the entitlement,
lhj: ;\.mpluyee is | uatcd to seek spemai ‘
agpi;nva] from th& Im;tur for staving inf
tﬁahotel.-’ruum of’ IEL higiter category. P
15 The travel relﬂ,ird ‘bookings shall _be
! m:gamzed by”" l.hen e Admimstrafi:un
e Eﬂpartment rhrmlgh an e 'P;;mll::d u‘ﬁvel
ﬂgent while n:n::dnf'mmng ‘the’, appéi:ﬁble
ZATates online. 27 VRS,
“|'Employee shall timely 7 submit  the
-rancellation fman in case the “travel s

’cam.t,llcd s0.a51o cnsure pr{mer mﬁmd
SRR .- /: .|’f s ‘\: B -"r rl.-"'J '.F“r".-" .-“-I| .z.- '.'.l‘:;f.-'..".- x

:‘.-I'_l;j 't‘:f" {;:rt_,:}-,l

T T =¥ e
T T

4, Arrangumenls for Stay

e Administration should check if the travel tickets are booked before proceeding to make
stay arrangements.

e If tickets are already booked then Administration should coordinate to book the
hotel/Guest House by furnishing the details of travelling employee/s.
Guest House booking, if available should be given due priority.

s Proceed to make hotel room reservation as per the travelling employee’s entitlement, if
Guest House accommodation is not available.
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Special approval from the Director shall be required in case hotel accommodation for

the entitled range is not available.
If employee makes his/her own arrangement, then end the process.

5. Local transport arrangement

Emplovee requests for the local transport

Entitlement based transport arrangement may be made by the Administration as per
request. Car at disposal should be discouraged.

At outstation location where there is a need of local travel in that situation employee
may hire pre-paid Taxi/Auto for An-pum'Rm]wa}r station pick-up and drop. Hotel Taxi is
to be clearly avoided. WA N,

6. Cancellation requisition and pros:cssmg

7. Advance Requnst and pmces 5

-

G glse the Sime shall be: ﬁﬂjﬂ.ﬂflﬂd in the current mnnri'[-"sﬂa[

Employee travel is cancelled. Employee. should rn:que:st for the cancellation of the travel
by filling the cancellation requisition form (Annexure-G) and submitling to Central
travel desk ideally before the date/time of travel ‘so-as to ensure minimum cancellation
charges. Any advance drawn is to be refunded immediately along with the cancellation
of request. If it is not s¢tﬂcd ]:-y e:mplnym w:ﬂun 4Hhrs same shall be deducted from
current month’s salary.

Empln}rea shuuld send the canm'l]atmn reqmsmnn Furm to the Director Tor the approval.

Administration about. the: cancelled

Emplpyqu requests for, aﬂvan@spmmmt ,

Em!;l}ﬂwz should makéfthe re_qtm-s’t Sor the amnunt as aﬁﬂan ce in the trav rf.:quisiticm

form as per travel plan ;md his/her em;t]:.me,qt AL

Requisition form shall be submltrcdm,ﬂm ]fim:u:mr fux th&appmvai

Fm&ljﬁ; will ensure thal there is nq i_.]._l}_s:ﬁtli!:ﬂ advance agam,st the ruquester. ‘.
earlier issued udﬁmme stands

f completio ﬁf}]& avel
SR p f’f-»{'-‘” 4‘!59:*

unmﬂed G
mwe] related ;u} Jg_.uces need to Bes:ttled within 15,

8. Claims Process

Standard Operating Procedures: IMi Bhubanew.rar

Finance shall check if the employee has taken the travel advance/or made expenditures.
Employee shall make travel expense claims in standard format along with the
supporting documents within the above stipulated timeline.

If there are no discrepancics then employee and accounts department shall do the
settlement of the unutilized Cash Advance/claims.

Finance need to check if there are any discrepancies in the claims/documents submitted,
that need to be returned to the user with 24hrs for making the correction.

All verified travel claims need to be approved by the Director,
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9, Guidelines for using official car / pool car

e User need to submit vehicle movement form — attached in Annexure-H

e  Vehicle movement form should be submitted to Administration Head.

e Vehicle will be allocated on first-come-first-served basis.

e User has to fill the entire column while submitting the request and need to adhere to the
timelines as per approved.
Vehicle movement form shall be submitted at main gate security.

o Employee-wise monthly usage report shall be shared with all users.

10. Guidelines for using Own Bike/Car for official purpose.
Expenses incurred by the employee inform of use.of personal vehicle for local commuting
to discharge their official TESpDnSIblhIlES shall be reimbursed by the institute as per the Km
rate specified by IMI-B service rules. A’ prmrﬂppmvni from Administration Head in case of
Staff and from the Director in case uf the Faculty ahall be reqmrcd

F) HR PROCESS

CONFIRMATION & SEPARATION
1. Comfirmation /7" 0
e Al thc{ég;gluyees will: pr&wh.«_r probation period dﬁ' {2 “months frnm.‘t]m date of their
Jmmng,:w‘tf;ch may be exfﬁiﬂ}cdiar further pcrtt:rl‘i‘a'!' "IMI-B Sﬂwme'ﬁules
. Fmpk}sri:e: performance review shall be undertaken:on 'cumplelmn o <Iihe probation
peno&agamst his/her K.RAS & lnsa'hcr personal B.fl:nb_qtg:ﬁ_
e Once the performance hias: been evaluated, cﬂn.ﬁm11uon-’:xten.‘<:fnn shall be
recummt.nded by the! cvaiualmi After yeceiving! - final mnmenﬁahﬁn IMI-B
ﬂmnaggment repmscuh{hve shﬂg mhe ﬂctlpn au..uﬂilng!}' B
. All uppmmm::ntb shmxld be suppmteﬂ by ﬁu’jﬁtcs of c ites. All mdmdyﬁl ;f;nplnyee
rcx:ﬂ‘nds in form of pcrsnnnel hles-shil,l.l 2 naintained w:ﬂ:,‘];ha Director’s ufﬁgf:;,
. hppumtmem for cum.ractual emp ;.reﬂ ‘shall be pur:ﬂ:}f lt:mpl:lrary and ml‘it;ﬁﬂtual in
n,afu = for fixed t:rn'i as per mutuarm'ndﬂrstandmg TI.':G cm‘ltrﬂcmal r:mplny'rﬁ 511}1]] also

ﬂcc& to s )gn an mdmmmy bond.

,J...? “:H'ﬁ ol |‘? :‘,::*}, ,{n.*n

« The ﬂppmntmn.nt ‘of contractual employee shall auliumﬂl:mail:, come to an end aﬁer the
period specified in the letter, and the contractual employee shall have no claim or rights
on the post thereafter and shall have to return all the institute properties and belongings
to Administration department,

e In the event the management decides to further extend the services of the contractual
emplovee, the same shall be formalized with a written communication to that effect.

e«  Unless extended vide a written formal communication, services of the contractual

employee shall be deemed as not required further after the date of expiry of the existing

contractual period.
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Unless confirmed in writing, the contractual employee shall not be entitled to any of the
benefits being extended to the regular employees of the institute.

2. Separation

-

affected.

Separation process arises due to resignation/termination of employees for any reason,
Resignation should be submitted to the concerned HOD for Staff and to the Director for
Faculty through mail/hardcopy.

Concerned HOD/Director may discuss the reason of resignation and may accept or
reject the same post discussions.

Resignation acceptance letter may be issued to employee.

No-dues clearance form should hﬁfsubmitlod by the resigning employee along with
signatures of all stake holders. This shall be submmed only on the last working day.
Format attached in Annexure-1,

Exit interview should be conducted in the last weck of the relieving.

Expetience certificate shall be issued to employees after the full & final settlement.

Any employee {contractual or on- rull:} may be asked to leave the institution on the basis
of his/her poor perfurmance ar, mlsmndm;t muludmg, but not limited to, in-
subordination, theft ete, i

On roll employee who is being a.skcd to 19_3%- IMI B may be relieved from histher
duties after fulfilling the notice period requitements as per IMI-B service rules. The

----- £

rellcwng ma}r bi: prdt’:ééééﬂ mth the payment of wla_- far the nnr:capeﬁuﬂ or direction

_: 1 services are hm-wr.rr:r liable to be T.u:;mnamﬂ without sumg:n)ng any reason

: _-"ni_ of time duruig the. t;znure of emp]uy@}cm.ﬂf —lhe cunlractuai_ﬁmployee with

my:-'aj:ds the mstltulmﬁal D]JJEGII‘U_&_&
of I his.i'he:r personal development. ;'.'7 J
ﬁpp;'ﬂ?sal cycle shallcanmst of twoﬁaji' ycarly cycles u: Hl & H2.
amal Form {PAF]-- ﬁ,ll.i;exure-
a_uﬂ, subm1t I.hﬁv's?.u}c b}r thL riua ‘date, fall{f_l,g‘ﬁ t;,h.{;h:;.r ratmg lfﬂai?}iﬁ;gm
Job rotation between staff members and redeployment options shall be considered
across campuses for enhanced productivity and improved performance.
Gainful deployment of Secretaries/Executive Assistants shall be effected based on the
work-load of each Secretary and other support staff to enhance overall productivity.
As a normal practice, appointment of blood relatives shall be discouraged; this is also to
avoid conflict of interests in IMI-B. This is applicable to both staff and faculty
members.

H1 Goal setting — The H1 cycle begins with the locking of goals and KPls for the year.
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H1 Assessment and H2 goal setting - H2 Cycle begins with goal setting for next 6
month and closes with assessment for H1 i.e. achievements against goals for H1.
H? Assessment — the employee would be assessed for H2. This would include
achievements against the goals.
Ratings shall be communicated to the employee, on or before 31" May of every year, on
completion of his/her performance mapping as per the Performance Management
System (PMS).
Each employee can select 5 to 7 KPIs with weightage ranging from 10 to 40%.

The ratings shall be given by the appraiser/reviewer on a S-point scale as below:

PERFORMANCE EVALUATION DETAILS -~

g sumel[mcq

Rating | Explanation ;Y Dcﬁhcd level r:'ff]mﬂbnnance Achievement
Rating 5 | Performance redefines- -- Excellergl and EXCﬂf:dS expectations at all Mq:rr.: than
il \ times 90%
organization standards
Performance signifi cantly
Rating 4 | exceeds expectations ?ery g,nod and cxcr:ed.a i T6%%-90%

i e b L 1 L nens, ot R T i 9
R o] L-T50
ating 3° &er ptatmns ?5 : Good and mcr:ls,:;dﬁ,é@fatmns 61%%-75%
-y A
; ,Ppi;fﬁnnance neéjﬂs i f,’ ; e ;i)
Rating 1. ,ﬁ” A—— ', ’._. Fair and mgﬁg@%‘nm someti 51%-60%

Rating II" !

: '.ﬂkpccmlmm

0-50%

a) T \-In;iq 'ﬁon Process: A

L

b} ]i‘.llgil]ilit_',r Crlterla

Af‘EErth performance- ﬂppralbﬂl a.smndera!mn cxm:se,-spall be carried Mﬂ»ﬂfﬂﬂr to
mipimize inter-appraisgr ratings. M;ﬂt.cqngp process mﬁ,}{ hve; carried out bf“qqknmlltcu
cmﬁﬂ‘tpted by the Dirc.ginr This cnm;;'i;ﬁﬁé may also df:s:] recommend qﬁ.’ EASE O
sj‘;ﬁs@,@e nf ratmg basﬂ;tbun thc ohsewafgpns of the conﬂfdctﬂi memhers i

LR
|.r-\,.. -’"lﬁ ks
..... e - o e el

All employees (on-roll and contractual) who have joined before December 31% shall be

eligible for this assessment.

¢) Performance linkage

The merit increment shall be linked with the final rating of the employee.

d) Low performance

The approach towards low performers will be as under:-
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Employees with final rating of R1 & R2 shall be placed on Performance Improvement
Plan (PIP) for three months during which their performance shall be monitored and
reviewed on set KPls/Targets. If there is a performance improvement observed at the end
of the PIP, the employee may be allowed to continue with the institution. If however,
adequate performance improvement is not observed at the end of the PIP, a suitable
action may be initiated as per IMI-B service rules.

4, Performance appraisal for faculty members
» Separate policy guidelines for faculty performance appraisal shall be followed as per the
point system circulated separately.

G) SALARY ADVANCES

1. Employee needs to submit the request for sfalary;r_ advance in prescribed format along with
reason for taking salary advance. 0 T

i

[

Maximum salary advance Lhal:"-maji-_ be consideéred-shall be equivalent to two months net
salary. o \ L [ ™

3. All salary adva
the Director. -

4. Issuance of any salary advar;ﬁ_’ggﬁﬁs_iv' be considered nnl&m@jn
G e

%

5. Sanctiune_dgﬂﬁncc shall hﬁ*}‘}zcﬁfﬂm over a perimiﬁ,’f up to
from the employee’s salary commenging from the subsequent

'.%;? equated mm{ﬂﬂ deductions
month. ;

6. Any tax jncidence arising out of such salary advarice shall have to be borne by

fany salary adxg_.pce shall be at it aqle discretion; “the Director.

o
s

, HOURS, HOLIDAYS

atn)

NDANCE SYSTEM

v <

& LEAVES, A

Working Hours

+  Official working hours shall be from 9.30am to 5.30pm inclusive of a 1 hour lunch break.

« For Faculty members, IMI-B follows flexi working hours as per the time-table/class
schedule. However, it shall be mandatory for every faculty member to adhere to minimum
working hours (8 hours a day).

Holidays
» 2" Saturday of the month and all Sundays shall be the weekly off days.
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«  Weekly off for contractual staff — Sundays or any day in a week as decided by work in-
charge.
« Regular employees below the level of Managers are entitled for a compensatory holiday.

« Contractual employees are not entitled for any compensatory holiday.

Attendance

e  Attendance shall be only considered through Bio-Metric system for all Staff, except faculty
members and Senior Administration staff as directed by the Director.

 In casc an employee forgets to mark the attendance in the Bio-Metric system, hefshe may get
the attendance approved from the Administration head for the respective date (to comply
within next 24 hours). i

s  Administration shall generate the attendance. report-fortnightly and reconcile the same for all
employees. In case of any diserepancy and clarification, the designated Administration
executive shall get the same rectified. - il

e In case of a natural calamity or civil _::‘!ilstu_th:ar}:_:#_ alTecting normal life due to which it is
anticipated that employees may have difficulty’ in attending office, Administration shall
issue appropriate communication about the course.of action to be taken. In case of any such
exigency, a working day may be,__dé’qlaﬁ':d as an off-day. The institute reserves the right to
declare any other weekly off day as.a-working day in lieu of the same.

¢ During such exigency, essential services-in.the campus shall have to be operational, so
employees maraging these services may be called for duty which théy wwould not refuse to
ensure smoath finctioning of the'institute. sl e

L

i o

2 i G s
) GUESTHOUSE ACCOMMODATION . W
i 5 G 2

Objective of@l!]ﬁfﬁuest house ;ﬁﬁcﬂm

during a transferfrelocation travel, L :
e i G st oo

1. The :_ﬁjﬁl_‘@ifee shall be entitled to a tﬁn@iﬁﬂc{d@ﬁlmudaﬂm.}fg&jﬁﬁeif and famil}'.}g\ﬁ:_fh:él time of

transfer/relocation for a maximum period of two weeks at institute’s maintained guest house.

: e i i
is to ensure smooth transition ni}thﬁ,u_emplnyee
s e s

W

o

R el

Ine aj,‘ Rt stay, whug;\%gﬁmganied

2 In éfﬁ&pﬁqnal cases, tg@‘?ﬁ]ﬁh{ﬂval of thg%;i:tl'énsinn of guq h 3 ?
“with proper justification, may be granted on employee’s reques By RE Director. e
3. For any stay in guest house beyond the approved period, the employee shall not be eligible
for HRA. All additional expenses incurred on continued stay in the guest house shall be
recovered from the employee on actuals.

4. The following expenses are not reimbursable under this policy during transfer/relocation:
a) Expenses incurred on liquor and tobacco.
b) Laundry Expenses
c) F&B Expenses
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5. Guest house accommodation may also be considered for employee’s personal usage on
chargeable basis @ ¥ 300/- per room per night with prior approval from Director for specific
period of time. Meals and other expenses shall be bome by the employee directly.

J) DOCUMENT FLOW
All documents shall be sent to each individual as per the below process:

User - Initiator

A

Administration

g Pas, 1 ]

Finance 8 Accounts

T r g -

g ] X

Respective Committee {Purchase ,
Library, Admission,Placements etc)

= “_In_l_..--\._j- 'y H:I'"'.J-__ "

Director's Office

L
s ] Wit
; Finance f“"ﬁ
o e e !
% & T e 2&«‘% ,h"’ﬁj“r
A formal Document Flow chn;;&t shi gggkee  proper track and m; in SLA at
cach level. : f; T o e o "i}

R

% Py "w':'
ST e_mizﬁr,ﬁﬁfff&ﬁx B

Ty
EE S AL AR e
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