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AIPNBOA haspublished manybooksoverthe yearson various

topics such as Salary Revision,Service Regulations,Pension

Regulations, Perquisites, Welfare Measures, Hospitalization,

InsuranceMatters,Govt.GuidelinesonSuspensionandotherService

Matters,ConductRegulations,Disciplinary

andAppealRegulations,PromotionandTransferPolicies,WelfareSchemesforRetiree
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Regulations,besidesbringingoutNewslettereverymonthpopularlyknownas'Dholkiwala'.

We receive queries from members and even from functionaries from Administrative

OfficesforvariousclarificationsonLeaveRules,ServiceRules,Fitmentonpromotionetc.

InresponsetothewishesandneedsofofficersAIPNBOAhasdecidedtoupdate&compile

almostallthebenefits,facilitiesavailabletotheofficersofPNBandbringoutabookleton
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,..

Mumbai
01-05-2016

(DilipSaha)
GeneralSecretary
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AIPNBOA—ATAGLANCE

* Dateofformation 27.09.1964

* DateofRegistration 19.08.1965underIndianTradeUnions'Act,1926.

* Affiliation ALLINDIABANKOFFICERS'CONFEDERATION,themajorityOfficers'
OrganisationatIndustrylevel

* Affiliationwithanypoliticalparty: Notaffiliatedtoanypoliticalparty

* Elections Electionsareheldatregularintervalthroughsecretballot

* Recognition RecognizedbyPNB.ItisthesolenegotiatingbodyofOfficersinthe
Bank

* MeetingswithManagement ManagementRelations Machinery (MRM)Meetings on the lines of
IndustrialRelationsMachineryMeetingsareheldperiodicallyatCentral,
ZonalaswellasCirclelevels

* Participation in BoardofDirectors
andotherpolicymakingbodiesofthe
Bank

KeyOfficeBearersoftheAssociationhaverepresentedonthe Boardof
atdifferenttimes.AtpresentGeneralSecretaryCorn.Dilip Saha is
DirectoronBoard

* No.ofOfficerswhoareMembersof
theAssociation

Morethan23000ason31.12.2015

* OrganisationalStructure Three-tiersystem ofcontrolasunder:

AtCircleLevelthroughCirclePresident&CircleSecretaryandateam of
otherofficebearers/executivememberselectedperiodically.

AtStateLevelthroughAsstt.GeneralSecretaries

AtCentralLevelthroughCentralOffice-Bearers.Majorpolicydecisions
aretakenbytheWorkingCommitteeconsistingoftheCentralOffice
bearersand Asstt.GeneralSecretariesand bythe CentralExecutive
CommitteeconsistingofalltheAssistantGeneralSecretaries,Central
OfficeBearers&onerepresentative,eitherSecretaryorPresident,from
eachcirclecommittee.However,GeneralCouncilconsistingofallthe
membersofthecircleexecutivecommitteesasperconstitutionwith
centralofficebearersisthesupremegovemingbodyexerdsingallcontrol
overtheaffairsoftheassociation

* ParticipationatIndustryLevelOffice
BearersofAIPNBOAhave held
positionsinAIBOC

EarlierGeneralSecy.ofAIPNBOAhadheldthepostofPresidentofAIBOC
andhasbeenamemberofitsnegotiatingcommitteeforwagerevision
andallothertalkswiththeIBA.ThepresentisSr.VicePresidentof
AIBOC.Otherofficebearershaveheldandarehavingdifferentpositions
inAIBOCatdifferenttimes.OurCircleleadersarealsoinState
levelAIBOCCommittees.

* Relationswithotheremployeesofthe
Bank

Harmonious

* Normalsystem of
communicationwithmembers

Through Mass Contact,by way of,Meetings/Conferences,Short
MessagingSystems(SMS),Whatsapp,Circulars.Booklets,Monthly
Newsletter(Dholkiwala), Website" www.aipnboa.in"and email
"aipnboa@yahoo.com"

* RepresentationinPF,Pension&
GratuityTrustsandWelfareFund

Yes.WehaveAssociationnomineesasTrustees onGoverningBody
ofPF,Pension,GratuityFundsandmembersofWelfareFundofPNB

* Otherinformation

Associationhasitsownedofficeat306,KirtiMahal,19RajindraPlace,
NewDelhi-110008functioningasRegisteredOffice.Bankallottedaduly
furnishedOfficetotheAssociationatits5,SansadMarg,NewDelhi
building.AssociationhasitsownedOfficesinsomeotherCirclesalso
e.g.Dehradun,Indore,Jhansi,Jalandar,Karnaland Meerut.Ithasowned
HolidayHomesatAgra,Aligarh,Bhopal,BurdwanGuwahatti,Jaipur,
Jharkhand(Ranchi),Jodhpur,MumbaiCity,Raipur&Simlaandlandat
Chandigarh,Sriganganagar&Bulandsaharforconstructingan
Office/HolidayHome.
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PAYSCALESCATEGORIZATIONOFPOSTS&INCREMENTS

On&from1/7/93thescalesofpayspecifiedagainsteachgradewasrevisedasunder:-

TopExecutiveGrade
ScaleVII

Rs.12650—300—13250—

14000

350—13600—400-

ScaleVI Rs.11450—300—12650

SeniorManagementGrade
ScaleV Rs.10450—250—11450

ScaleIV Rs.8970—230—9200—250—10450

MiddleManagementGrade
ScaleIII Rs.8050—230—9200—250—900

ScaleII Rs.6210—230—8740

JuniorManagementGrade ScaleI Rs.4250—230—4940—350—5290—230 —8050

N.B.ADVANCEINCREMENTONACCOUNTOFCOMPUTERISATIONW.E.F.1/11/93

1)Oneadvanceincrementonaccountofcomputerisationtoallofficerswhowereinserviceason
1.11.1993exceptthosepromoteeofficerswhohavealreadyreceivedbenefitofsuchanincrementby
wayoffitment/adjustmentintheofficersscaleofpay.

2)Theofficerswhoareatthemaximum ofpayorinreceiptofstagnationincrement(s)ason1.11.1993
shalldrawthefixedpersonalpayasfrom thatdatei.e.1.11.1993.Officerswhoaregrantedanadvance
incrementasaboveshalldrawthefixedpersonalallowanceoneyearafterreachingthemaximum of
scale.

On&from1/7/97thescalesofpayspecifiedagainsteachgradeshallberevisedasunder:

TopExecutiveGrade ScaleVII Rs.19340—420/2—20180—520/1-20700
-600/1-21300

ScaleVIRs.17660—420/4—19340

SeniorManagementGrade ScaleV Rs.16140—380/4—17660

ScaleIV Rs.13900—340/1—14240-380/5— 16140

MiddleManagementGrade ScaleIIIRs.12540—340/5—14240—380/2—15000

ScaleII Rs.9820—340/11—13560

JuniorManagementGrade ScaleI Rs.7100—340/16—12540

On&from1/11/2002thescalesofpayspecifiedagainsteachgradewasrevisedasunder:

SCALEVII 29340 680/2 30700 900/1 31600 1000/1 32600
SCALEVI 26620 680/4 29340
SCALEV 24140 620/4 26620
SCALEIV 20480 560/1 21040 620/5 24140
SCALEIII 18240 560/5 21040 620/2 22280
SCALEII 13820 500/1 14320 560/10 19920
SCALEI 10000 470/6 12820 500/3 14320 560/7 18240

1
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On&from 1/11/2007thescalesofpayspecifiedagainsteachgradewasrevisedasunder
:

SCALEVII 46800 1300/4 52000
SCALEVI 42000 1200/4 46800
SCALEV 36200 1000/2 38200 1100/2 40400
SCALEIV 30600 900/4 34200 1000/2 36200
SCALEIII 25700 800/5 29700 900/2 31500
SCALEII 19400 700/1 20100 800/10 28100
SCALEI 14500 600/7 18700 700/2 20100 800/7 25700

On&from 1/11/2012,thescalesofpayspecifiedagainsteachgradewasrevisedas
under:

(Ref:HRDCir.694/2015dtd.20.06.2015
SCALE-1 SCALE-II SCALE-III

OLDBP REVISEDBP OLDBP REVISED
BP

OLDBP REVISED
BP

14500 23700 19400 31705 25700 42020
15100 24680 20100 32850 26500 43330
15700 25660 20900 34160 27300 44640
16300 26640 21700 35470 28100 45950
16900 27620 22500 36780 28900 47260
17500 28600 23300 38090 29700 48570
18100 29580 24100 39400 30600 50030
18700 30560 24900 40710 31500 51490
19400 31705 25700 42020 +32400 +52950
20100 32850 26500 43330 +33300 +54410
20900 34160 27300 44640 +34200 +55870
21700 35470 28100 45950 +35100 +57330
22500 36780 AFTERCROSSING EBAR +58790
23300 38090 28900 47260 SCALEIV
24100 39400 29700 48570 30600 50030
24900 40710 30600 50030 31500 51490
25700 42020 31500 51490 32400 52950

AFTERCROSSINGEBAR +32400 +52950 33300 54410
26500 43330 +33300 +54410 34200 55870
27300 44640 +34200 +55870 35200 57520
28100 45950 +57330 36200 59170

+28900 +47260 SCALE V +60820
+29700 +48570 36200 59170
+30600 +50030 37200 60820 SCALE VII
+31500 +51490 38200 62470 46800 76520

39300 64270 48100 78640
SCALEVI 40400 66070 49400 80760

42000 42000 50700 82880
43200 43200 52000 85000
44400 44400
45600 45600

46800 46800

"AfterCrossingEBar"means"AutomaticMovement".

(+)denotesforstagnationincrementsafterevery3years..

g
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Thescalesofpayw.e.f.01.11.2012isasunder:

SCALEVII 76520 2120/4 85000
SCALEVI 68680 1960/4 76520
SCALEV 59170 1650/2 62470 1800/2 66070
SCALEIV 50030 55870 1650/2 59170
SCALEIII 42020 48570 1460/2 51490
SCALEII 31705 32850 1310/10 45950
SCALEI 23700 30560 1145/2 32850 1310/7 42020

INCREMENT

Theincrementsspecifiedinthescalesofpayshall,subjecttosanctionofthecompetent
authority,accrueonanannualbasisandshallbegrantedonthefirstdayofthemonthin
whichthesefalldue.

ThefollowingarethecompetentAuthorityforthepurposeofsanctionofincrementinthe
scaleofpay:-

a OfficersworkinginFieldOffices/Branches IncumbentIn-chargeofFieldOffice/
Branch

b OfficesuptoMMGinControllingOffice/Head
Office

CM inControllingOffice/HeadOffice

c IncumbentIn-chargeofbranches/Officersin
controllingOffices

CM/HeadofControllingOffice.

d Officers inSMG/TEG (excludinghead) in
controllingOffices

HeadofControllingOffice

e DivisionalHeadinHO GM In-charge
f HeadofControllingOfficeuptoTEGScaleVI GM (HR)

g TEGScaleVII ED/CMD

Incrementdueto anofficercannotbewithhelduntilspecificpenaltyofwithholdingof
Incrementwithorwithoutcumulativeeffectisimposedonhim intermsofRegulation4ofthe
PNBOfficerEmployee(DisciplineandAppeal)Regulation1977.

InviewoftheaboveProvisionsoftheregulation,theIncrementduetotheofficersshouldbe
sanctionedandconveyedtothem wellintime.Properdiarysystem shouldbeintroducedin
respectofIncrementduetotheofficerssothatnecessaryactionisinitiatedintime.

Annualincrementinthecaseofofficerswhoaresanctionedleavewithoutpayshallbe
postponed bytheperiod oftheleavetaken bythem provided thatin casewherethe
sanctioningauthorityissatisfiedthatleavewastakenonaccountofillnessorforanyother
causebeyondofficer'scontrol,itmaydirectthattheperiodofextraordinaryleavewithoutpay
countforthepurposeofincrements.

Incrementmaynotbedeferredifextraordinaryleaveisallowedonfollowinggrounds:-

 Officer'sownillnessifsupportedbymedicalcertificateacceptabletothebank.
 Employee'sownmarriageand
 Deathofemployee'snearrelativesi.e.father,mother,son,daughterwife.
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Thecasesofcondoningtheperiodofleavewithoutpayforreleaseofnextincrementof
officersworkingunderthem shallbedecidedbyrespectiveCircleHead,DivisionalChiefand
ChiefManager.

Effectofleaveonlossofpayonduedateofincrementshouldbedeterminedbynotionally
addingthenumberofdaysofleavewithoutpayavailedtotheactualdateofincrement.The
effectofpostponementshouldbegivenifthenotionaldateshiftstothenextcalendarmonth.
Thenotionaldateoftheincrementshallbethedatearrivedatafteraddingthenumberofdays
onleaveonlossofpay.ThisinformationistoberecordedintheHistorySheetoftheOfficerand
shouldbecheckedupatthetimeofgrantingnextincrementtotheofficer.Itisfurtherclarified
thateffectofleaveonlossofpayonduedateofincrementshouldbedeterminedbynotionally
addingthenumberofdaysofleavewithoutpayavailedtotheactualdateofincrementsandnot
onthefirstdayofthemonthinwhichtheincrementfallsdue.

Toillustrate:Thedateofjoiningofanofficerwas10.09.90,Hewasgettingincrementon1st
Sept.everyyear.Heavailedoff10daysleaveonlossofpayinthemonthfJune,1994.His
anniversarydateofincrementwillbenotionallypostponedto20thSept.(11daysaddedtothe
dateofjoiningi.e.10thSept.).ThisisinformationshouldberecordedintheHistorySheetofthe
Officer.Iftheofficeragainavailsleaveonlossofpayforaperiodofmorethan10days,his
dateofincrementwillshifttothemonthofOctoberasbyadding11daysto20thSept.,the
dateofincrementwillshifttonextmonth.Theincrementdateineachyearwillbecomputedby
takingintoaccounttheleaveonlossofpayduringtheyear.Thepostponementunless
condoned,willhavecumulativeeffectthroughoutthecareeroftheofficer.

Regulation5(2):Anadditionalincrementshallbegrantedinthescaleofpayforpassing
eachpartofCAIIBexamination.

SLIDINGSCALE

OfficersinJMG ScaleI&MMG ScaleII,1yearafterhavingreachedmaximum oftheir
respectivescales,shallautomaticallycrossovertothenexthigherscaleanddrawincrements
includingstagnationincrement(s)inthenexthigherscaleonlyasspecifiedinregulation5(1)
(c)subjecttotheircrossingtheefficiencybarasperguidelinesoftheGovernment.

However,grantofsuchincrementsinnexthigherscaleshallnotamounttopromotionand
officersshallcontinuetogetprivileges,duties,responsibilitiesoftheirsubstantiveScaleIor
ScaleIiasthecasemaybe.

GuidelinesforEfficiencyBar.

ThemovementofOfficersinScaleIandScaleIItothehigherstagesinthenextscale
afterreachingthemaximum intheirrespectivescalesshallbesubjecttotheircrossing
theEfficiencyBarwhichshallapplyonlyinthefollowingcases.

I) Whereanofficeremployeeisundersuspension;

ii) Whereadisciplinaryactionhasbeeninitiatedagainstanofficeremployee;
iii) WhereanOfficeremployeehasearnedanadverseremarkfrom theReporting

AuthorityinthereportingyearprecedingthedateonwhichtheOfficeremployeeis
duetocrosstheEfficiencyBarandthesamehasbeenconveyedtotheOfficer
employee

Note:

(a) WheretheEfficiencyBaroperatesintermsof(ii)above,thecaseoftheconcernedOfficer
employeeshallbereviewedeveryyearwellbeforethenextduedateforcrossingthe
EfficiencyBar.ThedelayincrossingEfficiencyBarundertheseprovisionsshallnotbe
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morethanthreeyearsafterwhichifthedisciplinaryproceedingsarestillnot
concluded,theincrementshallbereleasedwithretrospectiveeffect.

(b) WheretheEfficiencyBarhasappliedintermsof(iii)above,buttheratingimproves
subsequently,theincrementshallbereleasedafteroneyear.Averageremarksor
ratingshallnotbetreatedasadverseforthispurpose.

(Ref:PADConsolidatedCircularNo.7Dt.15/02/2014)

STAGNATIONINCREMENTS—Regulation5(1)(c)

(Ref:HRDCir.694/20.06.15)

a. OfficersinJMGScaleIwhohavemovedtoscaleofpayforMMGScaleIIintermsof
Regulation5(b)afterreachingmaximum ofthehigherscaleshallbeeligibleforfour
stagnationincrementsforeverythreecompletedyearsofserviceofwhichfirsttwo
shallbeRs.1310/-eachandnexttwoRs.1460/-each.

b. OfficersinMMGScaleIIwhohavemovedtoscaleofpayforMMGScaleIIIinterms
ofRegulation5(b)afterreachingmaximum ofhigherscaleshallbeeligiblefor
threestagnationincrementsofRs.1460/-eachforeverythreecompletedyearsof
serviceandafourthstagnationincrementofRs.1460/-twoyearsafterreceiptof
thirdstagnationincrement.
Providedthatofficerswhohavecompletedtwoyearsormoreafterreceiptofthethird
stagnationincrementwillgetthefourthstagnationincrementwitheffectfrom 01.05.2015.

c. OfficersinsubstantiveMMGScaleIIIi.e.thosewhoarerecruitedinorpromotedtoMMG
ScaleIIIshallbeeligibleforfourstagnationincrementsofRs.1460/-eachforeverythree
completedyearsofserviceandafifthstagnationincrementofRs.1460/-twoyearsafter
receiptoffourthstagnationincrementprovidedthattheofficerswhohavecompletedtwo
yearsormoreafterreceiptofthefourthstagnationincrementwillgetthefifthstagnation
incrementwitheffectfrom 01.05.2015.

d. OfficersinSMGScaleIVshallbeeligibleforonestagnationincrementofRs.1650/-
threeyearsafterreachingmaximum ofscalew.e.f.01.05.2015.Stagnationincrement
qualifiesforDA,CCA,HRAandsuperannuationbenefits.

Providedfurtherthatsuchincrement(s)inthenexthigherscale/stagnationincrement(s)
shallnotbeallowedtoanofficerwhorefusespromotionwhenoffered.

(Ref:HRDDOh344dated20.09.2006)

Clarification:Incaseofofficerswhoappearbutdonotsucceedinthepromotionprocess
heldsubsequenttohisrefusal,increment(s)inthenexthigherscale/stagnationincrement(s)
shallbeallowed.TheperiodtobeexcludedforreleaseoffurtherAGI/PQP/SIwillendonthe
dateofplacementinnexthigherscaleofferedtosuccessfulcandidatesoftheIstPanelto
ensureuniformityinsuchcases.

(Ref:PADConsolidatedCircularNo.7Dt.15/02/2014)

CAIIBINCREMENTANDPROFESSIONALQUALIFICATIONPAYReg.5

(2)CAIIBINCREMENT

AnadditionalincrementeachshallbegrantedinthescaleofpayforpassingPartIofCAIIB
/JuniorAssociateofIndianInstituteofBankersandPartII/CertifiedAssociateoftheIndian
instituteofBankersExaminationorAssociateexaminationofcharteredinstituteofbankers
London.
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Explanation:

InthecaseofanofficerwhohaspassedPartIorPartIIofCertifiedAssociateofIndian
InstituteofBankersExaminationasanofficerbeforetheappointeddate,theadditional
incrementorincrementsasthecasemaybe,shallbegiveneffecttofrom theappointeddate
providedthathehasnotreceivedanyincrementorreceivedonlyoneincrementforpassing
bothpartsofthesaidExamination.

DISCONTINUATION OF ISSUING COMPLETION MEMORANDUM FOR JAIIB/CAIIB
CANDIDATESBYINDIANINSTITUTEOFBANKING&FINANCE

(Ref:PADCir.No.288dated17/12/2015)

InstitutehasdecidedtodiscontinueissueofCompletionMemorandum forJAIIB/CAIIB
candidatesw.e.f.Nov/Dec'2015examination.

Inview oftheabove,itisadvisedthatincrements/othersbenefitsifany,admissibleon
accountofpassingofJAIIB/CAIIBmaybereleasedonsubmissionofFinalCertificateissued
tothecandidateandw.e.f.thedateappearingonitinsteadofMemorandum Certificate.

PROFESSIONALQUALIFICATIONPAY(PQP)

Officerswhoreachorhavereachedthemaximum inthepayscaleandareunabletomove
furtherexceptbywayofpromotionshallsubjecttoGovt.Guidelines,ifany,begrantedPQPin
lieuofadditionalincrementinconsiderationofhavingpassedCAIIBexaminationasunder
:-w.e.f.onandfrom 1/11/1987,1/11/94,1/11/1999,1/11/2002,1/11/2007,1/11/2012.

On&from

1/11/87

CAIIB
PARTI

 Rs.100p.m.afteroneyearofwhichRs.75/-shall
ranktosuperannuationbenefits

BothParts  Rs.100p.m.afteroneyearofwhichRs.75/-shall
ranktosuperannuationbenefits

 Rs.250p.m.after2yearsofwhichRs.200/-shall
ranktosuperannuationbenefits

1/11/94
PartI  Rs.120/-pm afteroneyearonreachingtopof

thescale

BothParts  Rs.120/-pm afteroneyearonreachingtopof
thescale

 Rs.300/-after2yearonreachingtopofthescale
1/11/99

PartI
 Rs.150/-pm afteroneyearonreachingmaxof

thescale
BothParts  Rs.150/-pm afteroneyearonreachingmaxof

thescale
 Rs.360/-pm after2yearsonreachingmaxofthe

scale

1/11/2002
PartI

 Rs.300/-pm afteroneyearonreachingmaxof
thescale

BothParts  Rs.300/-pm afteroneyearonreachingmaxof
thescale

 Rs.750/-pm after2yearsonreachingmaxofthe
scale
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1/11/2007
PartI

 Rs.410/-pm afteroneyearonreachingmaxof
thescale

BothParts  Rs.410/-pm afteroneyearonreachingmax
ofthescale

 Rs.1030/-pm after2yearsonreachingmaxof
thescale

1/11/2012
PartI

 Rs.670/-pm afteroneyearonreachingmaxof
thescale

BothParts  Rs.670/-pm afteroneyearonreachingmax
ofthescale

 Rs.1680/-pm after2yearsonreachingmaxof
thescale

*AnOfficeremployeeacquiringJAIIB/CAIIB(eitherorbothparts)qualificationsafterreachingthe
maximum ofthescaleofpay,shallbegrantedfrom thedateofacquiringsuchqualificationthe
firstinstalmentofPQPandthereleaseofsubsequentinstallmentsofPQPshallbewithreference
tothedateofreleaseoffirstinstallmentofPQP.

*Onandfrom 1/11/99therewillbenochangeinreleaseofPQPonaccountof

releaseofFPP.Note:

(a) IfanofficerwhoisinreceiptofProfessionalQualificationPayispromotedtonexthigherscale,
heshallbegranted,onfitmentinsuchhigherscale,additionalincrement(s)forpassing
JAIIB/CAIIBtotheextentincrementsareavailableinthescaleandifnoincrementsareavailable
inthescale,theofficershallbeeligibleforProfessionalQualificationPayinlieuofIncrement(s).

(b) Onandfrom 1.11.1994ProfessionalQualificationAllowanceorProfessionalQualificationPay,as
thecasemaybe,shallrankforDearnessAllowance,HouseRentAllowanceandSuperannuation
Benefits.

PQPshallform partofthefitmentatthetimeofpromotion.

(d)AnOfficershallnotbeeligibleforProfessionalQualificationPay,asabove,ifherefuses
toacceptpromotionwhenoffered.

Clarification:Incaseofofficerswhoappearbutdonotsucceedinthepromotionprocessheld
subsequenttohisrefusal,increment(s)inthenexthigherPQPshallbeallowed.Theperiodto
beexcludedforreleaseoffurtherPQPwillendonthedateofplacementinnexthigherscale
offeredtosuccessfulcandidatesofthe1stPaneltoensureuniformityinsuchcases.

(Ref:PADConsolidatedCircularNo.7Dt15/02/2014).

Noincrement/Cashincentive/weightageforpromotionetc.shouldbegiventoemployeeon
theirproducingresultadvicesinsupportoftheirhavingcompletedtheAssociateExamination

ofInstituteofBankers,butonlyonproductionofMemorandumissuedbyI.I.B.

CircleHead/DivisionalHeadsmayreleasetheincrement(s)forhavingpassedpartI/IIAssociate
ExaminationofI.I.B.subjecttoproductionofcompletionMemorandumbytheemployee.

Alldirectlyrecruitedofficersirrespectiveofwhethertheyjoinedthebankbeforeorafter
1.7.79andhavingCAIIBqualificationpriortojoiningthebankmaybeallowedthebenefitof
CAIIBincrementsi.e.oneincrementforeachpartofCAIIBqualificationw.e.f.1.7.79orthedate
ofjoiningtheBank,whicheverislater.
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TheamountofPersonalAllowance,ifanypaidtotheofficer,mustbeadjustedoutof
theincrementsgrantedtohim asabove.

 Itisfurtherclarifiedthatannualgradedincrementduetoanofficershouldnotbe
withheld foranyreason,whatsoever,exceptin caseswheretheofficerhasbeen
awardedthespecificpunishmentofstoppageofincrement.

PAYMENTOFPROFESSIONALQUALIFICATIONPAY/STAGNATIONINCREMENT

(Ref:PADConsolidatedCircularNa7Dt.
15/02/2014)Inrespectofofficersagainstwhom theDisciplinaryAuthorityhasimposedpenalty
ofreductionofbasicpaywiththeresultthattheofficerceasestobeonthemaximum ofthe
scaleforcertainperiod,followingclarificationsaregivenforguidanceoftheofficers,forpayment
ofPQP
/grantedofStagnationincrement.:-

-PQPalreadysanctionedtoanofficeronaccountofpassingofCAIIBexaminationafter
reachingmaximum ofthescalemaycontinuetobedrawnbyanofficerwhenhisbasic
payisreducedtoalowerstageasaconsequenceofthepenalty.Itisbasiconthe
rationalethatreductiontoalowerstageofpaydoesnotmeanthattheofficerdidnot
reachthemaximum inthescaleorthathewasnotsanctionedPQPatall.Further,
reductionofpaydoesnotautomaticallymeanwithdrawalofPQP.

 Incaseanofficerisimposedapenaltyofwithholdingofincrement(s)orreductionof
paybeforereachingthemaximum orthereafterbutbeforePQP becomesdue,the
questionofsanctionoftheallowancewouldariseonlyafterhereachesthemaximum
andcompletestherequiredyearsofstayatthemaximum priortoaftertheimposition
ofpenaltytakentogether.

Thestagnationincrementsaretreatedasincrementsforallpurposes.Thesealsorankfor
superannuationbenefits.Therefore,thestagnationincrementearnedbytheofficercanas
wellbewithheldbeforeitssanctionorbereducedbywayofimpositionofpenaltyafterits
sanction.Sanction ofsuch incrementthereafterwould depend upon the nature of
impositionofpenalty.Toquoteanexample,ifanofficeratthemaximum stageisinflicted
apenaltyofwithholdingofstagnationincrementforaparticularperiod.,thestagnation
incrementwillbesanctionedoncompletionofthreeyearsofperiodafterwhichhereached
themaximum plustheperiodforwhichthestagnationincrementwaswithheld.

Similarlywhenthestagnationincrementisreduced,suchreductionwouldnotmean
thattheincrementwasnotsanctionedatallorthatthreeyearperiodwillbereckoned
afresh.Thedatesonwhichstagnationincrementsaretobesanctionedand/orbecome
duewillbedeterminedbyexcludingtheperiodforwhichtheofficerwasnotonthe
maximum in calculating the three yearperiod.Same principle willapply while
sanctioningsecondstagnationincrement.

 InregardtothequestionwhetherthebenefitofPQPforpassingCAIIBexaminationcould
bemadeavailabletotheofficersagainstwhom disciplinaryproceedingshavebeen/are
likelytobeinitiated,wewishtoclarifythatprofessionalQualificationAllowancefor
passingCAIIBbecomesdueandpayableassoonastheofficercompletesoneyearor
twoyearsafterreachingthemaximum ofpayscale.Therefore,pendencyofdisciplinary
proceedings does notcome in the way ofsanction ofProfessionalQualification
Allowancelikeanyotherallowance.

 Ifanofficerisundersuspension,whowasinreceiptofProfessionalQualification
Allowanceorstagnationincrement,thesewillalsobeincludedinsalaryandallowance
takenforthepurposesofcalculatingsubsistenceallowance.Butwheretheofficer
under
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suspensionwasnotdueforProfessionalQualificationAllowanceorStagnationincrement,
no suchallowanceorstagnationincrementwillbesanctionedduringtheperiodof
suspensionortakenforcalculatingsubsistenceallowance.Aftertheproceedingsareover,
thesanctionofsuchallowance/incrementwoulddependupontheoutcomeofthe
proceedingsandhowtheperiodofsuspensionhasbeentreated.

(Ref:PDCirNo.1440dt.01/08/1994)

EFFECT OF REFUSAL FOR PROMOTION/REVERSION AFTER PROMOTION UPON
RELEASEOFSTAGNATIONINCREMENTS/FITMENTONSUBSEQUENTPROMOTION
—CLARIFICATIONTOHRDDCIRCULARNO.344DATED20.09.2006

(Ref.:PADConsolidatedCircularNo.7Dt.15/02/2014)

Onthebasisofreferencesreceivedfrom thefieldwithregardtocertainqueriesas
regardtoprovisioncontainedinHRDDCircularNo.344dated20.09.2006,thematter
wastakenupwithIBA.InthisregardIBAhasadvisedusasunder:

SNo QUERY CLARIFICATIONBYIBA

1 Whetherfurthermovementtonexthigher
scaleasalsothestagnationincrement(s)
aretobereleased incaseanofficer
appears but is not successful in
promotionprocess(es)heldsubsequent
tohisrefusal

Yes. The concerned officer has
appearedinpromotionprocess.Assuch,
hehasnotrefusedthepromotionevenif
hewasnotsuccessfulinpromotion.

2. Whereanofficeracceptspromotionwhen
offered in promotion process(es)held
subsequent to his refusal/ reversion,
whetherbenefitofperiodfrom thedateof
refusaltillthe date ofacceptance of
promotionwillbeextendedtotheofficer
ornotwhile making fitmentin higher
scaleasitwasaperiodofselfimposed
punishment?

Period from the date of refusalto
acceptance of promotion will be
excluded while releasing stagnation
increments(s) as wellas PQP and
fitmentin higherscale willbe done
accordingly

Further,incaseofofficerswhoappearbutdonotsucceedinthepromotionprocessheld
subsequenttohisrefusal,periodtobeexcludedforreleaseoffurtherAGI/PQP/SIwillendon
thedateofplacementinnexthigherscaleofferedtosuccessfulcandidatesofthe1stpanel,
toensureuniformityinsuchcases.

MAJOR/MINORPUNISHMENT&ITSEFFECTS:

Wehaveobservedthatmanyatimeanofficerwhoischargedandpunishedeitherunder
minorormajorpenaltyproceedingswhereincrementsarereducedfrom existingbasicpayis
neitherinterpretingthepunishmentproperlynorgettingproperguidancefrom CircleOffice
therebyenduplosingmorethatwhatheispunishedfor.

InordertoclarifyeffectsofpunishmentunderMinor/Majorintermsofbankguidelines,we
quoteanexampleforthebenefitofallourmembers.

Example:Anofficerispunishedundermajorpenaltypunishmentbywayof"reductionofpay
by3stagesforaperiodof2yearsandthatduringtheperiodofsuchreduction,he/shewillnot
earnincrementsofpayandonexpiryofsuchperiodthereductionwillhavetheeffectof
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postponingthefutureincrementsofhis/herpayintermsofRegulation4(f)PNBofficer
Employees'(D&A)Regulations,1977.

Supposethispunishmentiseffectedfrom 31.01.2004whenhis/herBasicpayisatRs.Y
andannualgradedincrementfallsdueon1stJune,thentheeffectwillbeasunder:On
31.01.2004basicpayRs.Yminus3increments=newbasicpayRs.X.

HeWillnotearnanyincrementtill30.01.2006.

Theincrementsdueon01.06.2004&01.06.2005willnotbereleased.On

31.01.2006basicpayRs.Xplus3increments=RestorationofRs.Y.

On01.06.2006Rs.Yplusoneincrementwhichwasdueon01.06.2004andthereafterevery
yearincrementon1stJuneasusual.

However,weobservethatoncompletionofthepunishmentperiod,theincrementsreduced
from BasicPayatthebeginningarenotbeingreleasedinallcasesbyCircleOffice.

Similarly,whentheabovepunishmentisunderminorpenaltywithouttheclause'duringthe
periodofreductionhe/shewillnotearnincrementofpay'anddoesnothavetheeffectof
postponingthefutureincrementsofhis/herpay'thenhe/shewillearnincrementon1st
June2004&2005asusualandwillgetbackthe3incrementson31stJanuary2006and
furtherincrementsfrom 1stJune2006onwards.

However,ifitcontainstheclause'duringtheperiodofreduction(punishment)he/shewill
notearnincrementofpay'thentheofficershallnotgettheincrementon1stJune2004
and2005butall5increments(3reducedincrements&2interveningincrements)shallbe
addedonsuchreducedBasicPayon31.01.2006andsubsequentincrementson1stJune
2006onwards

IMPLEMENTATION OFMINOR PENALTY UNDER REGULATION 4(E)OFPNB OFFICER
EMPLOYEES'(D&A)REGULATIONS,1977—CLARIFICATION

(Ref:PADCIRCULARNO.196dt.03.02.2014)

(Discipline&Appeal)Regulations,1977,introducedwitheffectfrom 24.05.1997,statesas
under:

"Reductiontoalowerstageinthetimescaleofpayforaperiodnotexceeding3years,
withoutcumulativeeffectandnotadverselyaffectingtheOfficer'spension".

Frequentreferenceshavebeenreceivedfrom thefieldregardingimpactoftheaboveMinor
penaltyonthefuturestagnationincrement(SI)ofanOfficer,whoisatmaximum orhas
alreadycrossedthemaximum /earnedsomestagnationincrements.

Astheabovepenaltyiswithoutcumulativeeffect,itsimpacthastoberestrictedtothe
period/durationofpenaltyandshouldnotgobeyondthat.Thus,theofficerwillearnSI(s)in
thenormalcourse,whenbecomedueandthereshouldnotbeanydefermentoffutureSI(s)
bywayofaddingtheperiodofpenaltyinthe3years-periodrequiredtoearnthem.

TheimplementationofthepenaltyisexplainedbywayofanexampleintheAnnexure.



11

Annexure
Example

Assumptions:
TheOfficerisatthemaximum ofhisPay-scale

Penalty:"Reductiontoonestagelowerinthetimescaleofpayforaperiodof2years,without
cumulativeeffectandnotadverselyaffectingtheOfficer'spension"

St
Normaldateofincrement: 1September
DateofPenalty: 1.02.2004
ScaleofPay: 19400-700x1-20100-800X1229700-900X2-31500

ImplementationofPenalty

Date BasicPayinthe
normalcourse

Basic Pay
afterPenalty

Remarks

1.09.2003 31500

1.02.2004 31500 30600 ImpositionofPenalty

1.09.2004 31500 30600

1.09.2005 31500 30600

1.02.2006 31500 31500 (Restorationaftertheperiodofpenalty)

1.09.2006 32400 32400 SIdueinnormalcoursereleasedasnon-
cumulative nature of penalty implies
maintenanceofstatusquoafterthe
periodofpenaltyisover.

1.09.2007 32400 32400

1.09.2008 32400 32400

1.09.2009 33300 33300 SI Incrementdue innormalcourse
released

FitmentChartonPromotionforOfficersPromotedfrom OneScaletoanotheronor
after1.11.2012

(Ref:HRDDCii:710/15dated18.08.2015)

A.FitmentChartonPromotionfrom Scale-ItoScale-II

Stage Scale-I Scale-II

1 23700

2 24680

3 25660

4 26640

5 27620

6 28600

7 29580

8 30560 31705

9 31705 32850

10 32850 34160

11 34160 35470

12 35470 36780



A.FitmentChartonPromotionfrom Scale-ItoScale-II

Stage Scale-I Scale-II

13 36780 38090

14 38090 39400

15 39400 40710

16 40710 42020

17 42020 43330

+ 43330 44640

+ 44640 45950

+ 45950 47260

++ 47260 48570

++ 48570 50030

++ 50030 51490

++ 51490 51490

+Sliding

++Stagnationincrements

B.FitmentChartonPromotionfrom Scale-IItoScale-III

Stage Scale-II Scale-III

1 31705

2 32850

3 34160

4 35470

5 36780

6 38090

7 39400

8 40710 42020

9 42020 43330

10 43330 44640

11 44640 45950

12 45950 47260

+ 47260 48570

+ 48570 50030

+ 50030 51490

+ 51490 52950

++ 52950 54410

++ 54410 55870

++ 55870 57330

++ 57330 57330
Note:Thosewho aregettingpromotedtoScale-IIIafterreachingtheBasicPayof

Rs.55,870/-andRs.57,330/-, theirnextstagnationincrementwillbereleasedonthedateit
wasdueintheearlier Grade.

+Sliding

++Stagnationincrements
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C.FitmentChartonPromotionfrom Scale-IIItoScale-IV



Stage Scale-III Scale-IV

1 42020

2 43330

3 44640

4 45950 50030

5 47260 51490

6 48570 52950

7 50030 54410

8 51490 55870

++ 52950 57520

++ 54410 59170

++ 55870 59170

++ 57330 59170

++ 58790 59170

++StagnationIncrements

D.FitmentChartonPromotionfrom Scale-IVtoScale-V

Stage Scale-IV Scale-V

1 50030 59170

2 51490 59170

3 52950 59170

4 54410 59170

5 55870 60820

6 57520 62470

7 59170 64270

++ 60820 66070

++StagnationIncrements

E.FitmentChartonPromotionfrom Scale-VtoScale-VI

Stage Scale-V Scale-VI

1 59170 68680

2 60820 68680

3 62470 68680

4 64270 70640

5 66070 72600

F.FitmentChartonPromotionfrom Scale-VItoScale-VII

Stage Scale-VI Scale-VII

1 68680 76520

2 70640 76520

3 72600 76520

4 74560 78640

5 76520 80760

13
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PROCEDUREFORFITMENTOFPAYOFOFFICERSONPROMOTIONFROM ONESCALETO
ANOTHER

1.Atthetimeoffitmentofanofficeronpromotiontothehigherscaleofpay,thenumberof
incrementhewouldhave/hadearnedi.e.,oneincrementeachforpassingJAIIB/CAIIB
Examination,asthecasemaybe,shallbefirstreducedfrom theexistingpayofthe
concernedofficerpriortohisfitmentinthehigherscaleofpayonpromotion. If,
however,theofficerisatthemaximum oftheScale,thefollowingprocedureshouldbe
adopted:

(i) Ifthestagnationatthemaximum ofthescaleislessthanoneyear,theofficer
wouldnotbedrawinganyProfessionalQualificationPay.Thenthenumberof
incrementsi.e.,oneincrementforJAIIB/CAIIB,asthecasemaybe,includedin
hisBasicpayshallbereducedintheexistingscale.

(ii) IfthestagnationattheMaximum ofthescaleisforayearormorebutforless
than2years,theofficerwouldbedrawingaProfessionalQualificationPayof
Rs.670/-p.m.Insuchcases,ifhehadpassedbothJAIIB/CAIIBbeforethedateof
promotion,thenoneincrementshallbereducedintheexistingscale.If,however,
suchProfessionalQualificationPayofRs.670/-p.m.isforJAIIBonly,thenno
incrementneedbereducedfrom theexistingscale.

2. Ifthestagnationatthemaximum ofthescaleisfor2yearormore,theofficerwhohas
passedbothJAIIB/CAIIBbeforethedateofpromotion,wouldbedrawingaProfessional
QualificationPayofRs.1680/-p.m.Inthiscase,therewouldbenoscopeforreducingthe
incrementsforJAIIB/CAIIBasevenwithoutCAIIBincrementstheofficerwouldbeatthe
maximum ofthescale.

Note:Thepurposeoftheaboveexerciseistodetermineastowhatstageofscaleofpay
theofficerwouldhavebeen,hadhenotbeengrantedincrementsforpassingJAIIB/CAIIB.

3.Aftereffectingtheaboveadjustments,thefitmentofbasicpayinthepromotedscalewill
bemadeasperthefitmentchartenclosed.Thefixationsoarrivedatwillbethebasicpay
inthepromotedscaleasonthedateofpromotion.

4. Aftersuchfitmentinthehigherscaleofpayoneortwoincrementsshallbeaddedtothe
BasicPaysofixedinrespectofJAIIBorofCAIIB,asthecasemaybe.If,however,no
incrementsareavailableinthescale,oronlyoneincrementisavailableinthescale,after
allowingtheavailableincrement/s,theofficershallbeallowedProfessionalQualification
Payinlieuofsuchremainingincrement(s),ifany.

5.Normally,wherean officerispromoted from onescaleto another,thedateofhis
incrementshallbetheanniversarydateinthepreviousscaleofpay.Wherehowever,an
officerhasreachedthemaximum intheprevious(pre-promoted)scaleofpayoron
promotiongetsanincreaseintheBasicPayequivalenttotwoormoreincrementsinthe
previous(pre-promoted)scaleofpay,thedateofincrementshallbetheanniversarydate
ofpromotion.However,iftheBasicPayafterreductionofJAIIB/CAIIBincrementsisnot
atthemaximum,thenthedateofincrementshallbetheanniversarydateoflast
increment.

ProvidedfurtherthatifanofficerwhoisinScaleI,IIorIIIispromotedtohigherscale
afterreachingthemaximum intheprevious(pre-promoted)Scaleofpaybutbefore
drawingstagnationincrement,thedateofhisincrementinthehigherscaleshallbethe
anniversarydateofpromotionorduedateofstagnationincrementintheprevious(pre-
promoted)scalewhicheverisearlier.
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6. InthecaseofofficerinScaleIandIIpromotedaftermovingintohigherScaleIIandIIIbecauseof

stagnationmovement,thenotionalincrementtobeaddedshallbetheincrementdrawnbyhim on

thedateofpromotionandthenextandsubsequentincrementshallbeontheanniversarydateon

whichthememberhasdrawnhisincrementinthepreviousscale.

7. PromoteeswhoaredrawingFixedpersonalPayintermsofSettlementdated25.5.2015may

continuetodraw thesamequantum ofFixedPersonalPayevenafterpromotionwhichshall

remain unaltered tillrevised (please referto IBA circularno.CIR/HR&IR/90/665/e12/2010-

11/1416dated30.9.10.)

FITMENTONPROMOTIONFROM JMGS-ITOMMGS-IIANDFROM MMGS-IITOMMGS-III.

(Ref:PAD268DT16.05.2015)

i) TheBranch/Officewheretheofficerispostedonpromotionshallpreparethefitmentsheetin

accordancewiththeguidelinesandsendthesametotheconcernedCircleOfficeforapprovalof

thefitment.

ii)Forofficers posted atCircle Offices,fitmentshallbe made byCOs and approved by

respectiveFGMOs.SimilarlyforofficerspostedatHODivisions/FGM0s,thefitmentshallbe

madebytheconcernedDivision/FGMOandapprovedbyPAD,HO.

iii)AtthelevelofCircleOffices/FGM0s/PAD-HO,theSalary/Fitmentshallbeexaminedbythe

concerned EstablishmentIncharge/FunctionalManagerofHR Departmentas perextant

GuidelinesoftheBankanditshallbeapprovedbytheChiefManager/AGM lookingafterthe

HRmatters.TheyshallalsocheckthefitmentgeneratedbytheSystem.Incaseanydiscrepancy

isobservedintheSystem,theyshallmoveforitsrectificationbysendingaquerytothe

centralized'HelpDesk'intheHRMSandshallgetitrectified.

iv)ForofficerspostedatZAOs,fitmentshallbemadebyEstablishmentIncharge/Functional

ManagerofHRDepartmentandshallbeapprovedbytheChiefManager/AGM lookingafter

theHRmattersattheInspection&AuditDivision,HO.

v)ThedulyapprovedfitmentnoteshouldbemaintainedinthePersonalFileoftheofficerfor

futurereference;

vi)HRMSSectionatHeadOfficewillchangetheEmployeeJobDataontherecommendationsof

theconcernedCircleOffice/FGMO/Insp.&AuditDivision/PADHO,assentthroughqueries

inHRMSHelp-desk.

FITMENTCHARTONPROMOTIONFROM CLERICALCADRETOOFFICERCADREINJMGSCALEI,ON

ORAFTER01.11.2012

(Ref:PADCircularNo.284Dated16.10.2015)

Stage PayinClericalCadre FitmentatcorrespondingstageinJunior

ManagementGradeScaleI

1 11765 23700

2 12420 23700

3 13075 23700

4 13730 23700

5 14545 23700

6 15360 23700

7 16175 23700
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Stage PayinClericalCadre FitmentatcorrespondingstageinJunior
ManagementGradeScaleI

8 17155 23700

9 18135 23700

10 19115 24680

11 20095 25660

12 21240 26640

13 22385 27620

14 23530 28600

15 24675 29580

16 25820 30560

17 26965 31705

18 28110 32850

19 30230 34160

20 31540 35470

+1 32850 36780

+2 34160 38090

+3 35470 39400

+4 36780 40710

+5 38090 42020

+6 39400 42020

+7 40710 42020

+8 42020 42020

Note:

1.Thepromoteofficerafterfitmentasabove,willdraw hisnextincrementintheOfficers'
Scaleontheanniversarydateofhislastincrementinclericalcadreandthereafterhewill
drawhisfurtherincrementseveryyearonthesamedate.However,inviewoftheclubbingof
stagesinthefitmenttable,theemployeeinthelowerclubbedstageofclericalscaleofpay
willgethisnextincrementafterpromotionontheanniversarydateofpromotion.

2.Thosewhoweredrawingabasispaybetweenthe1stand9thstageintheclericalscale
givenintheabovetable,willbefittedattheminimum oftheOfficers'Scaleandwilldraw
theirnextincrementontheanniversarydateofpromotion.

3.(a)ThosewhohavecompletedmorethanoneyearatbasispayofRs.31540/-Rs.32850/-,
Rs.34160/-,Rs.35470/-andRs.36780/-andwilldrawtheirnextincrementontheanniversary
dateoftheirlastincrementintheclericalcadreimmediatelyfollowingthedateofpromotion
andwilldrawtheirsubsequentannualincrementonthesamedate.

ThosewhohavecompletedlessthanoneyearatbasicpayofRs.31540/-,Rs.32850/-,
Rs.34160/-,Rs.35470/-andRs.36780/-willdraw theirnextincrementafterfitment,onthe
anniversarydateofpromotionandthereafterdrawtheirannualincrementseveryyearonthe
samedate.

(b)ThosewhohavecompletedmorethanoneyearatbasicpayofRs.38090/-,Rs.39400/-
andRs.40710/-willbegivenfitmentintheOfficers'ScaleatRs.42020/-andwillearntheir
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nextincrementontheanniversarydateofpromotionsubjecttotheircrossingtheirEfficiencyBaras

perguidelinesissuedbytheGovernmentunderRegulation5ofOfficers'ServiceRegulations.

(c)Inallcaseswherepromoteofficersreachthemaximum stageinthesubstantiveJMGScaleI

(Rs.42020/-),furtherincrementinthenexthigherscalewillbesubjecttotheircrossingEfficiency

BarasperguidelinesissuedbytheGovernmentunderRegulation5ofOfficers'ServiceRegulations.

4.PromoteeswhoaredrawingFixedPersonalPayintermsofSettlementdated25.05.2015may

continuetodrawthesamequantum ofFixedPersonalPayevenafterpromotionwhichshallremain

unalteredtillrevised.(pleaserefertoIBAcircularNo.CIR/HR&IR/90/665/E12/2010-11/1416dated

30.09.10.)

5.IfthepromoteofficerhaspassedJAIIBorCAIIBatthetimeofhispromotion,notionalbasicpaywill

bearrivedatafterreducingtheincrementsearnedforpassingJAIIB/CAIIB,from theclericalbasicpay.

HeshallthenbefittedintheOfficers'Scaleinaccordancewiththeabovetableandappropriateoneor

twoincrementsintheOfficers'Scaleshallbeaddedwithbasicpaysofixed.

Thedateofincrementwillbedeterminedasper(1)above,ifafterreductionofincrementsinthe

clericalscale,thebasicpayfallsinthelowerclubbedstage.Thisadjustment,however,willnotbemade

wherethenumberofincrementstobereducedishigherthanthenumberofincrementstobegranted.

6.Ifdespitethefitmentasgivenabove,theemoluments(basicpayanddearnessallowance)drawnas

anofficeronpromotionarelessthantheemoluments(basicpayandstagnationincrement,ifany,

functionalspecialpayonpermanentbasisanddearnessallowance)drawnasaclerk,thedifference

maybeprotectedbywayofTemporaryPersonalAllowancetobewipedoff,inthreeyears,attherateof

1/3 Temporary PersonalAllowance.This allowance willnotrank fordearness allowance and

superannuationbenefits.

7.IfanemployeehaspassedCAIIBafterreachingthe20thstageoftheclericalcadreandpromoted

toOfficers'scalesubsequently,he/sheshallbegrantedoneincrementforpassingCAIIBPart-

I/JAIIBandanotherincrementforpassingCAIIBPart-IIafterfitmentinOfficers'scaleasperhis/her

clericalstageofpaybeforepromotion.

8.Itisclarifiedthatclericalemployeewhohavebeenpromotedtoofficercadreonorafter01.11.2012

wouldbeentitledtothearrears,ifany,ofbasicpayandtheallowances,inviewofthefitmentgivento

them underthissettlement,inaccordancewiththeprovisionsofPNB(Officers)ServiceRegulations

1979inthisregard.

9.Thatthearrears,ifany,underthissettlementshallbepaidtothepromoteofficerby30.11.2015.

Further,incaseanypersoninclericalcadrepromotedonorafter01.11.2012hasatanytime

receivedemolumentsinexcessoftheoneprovidedunderthissettlement,theexcessamountpaid

ifany,shallberecoveredin24equalmonthlyinstalmentsfrom thepromoteofficerscommencing

from November,2015.

10.Boththepartiesagreedtosubmitseparatelyareportonimplementationofthesettlementsoasto

reachtheDy.ChiefLabourCommissioner(Central)NewDelhilatestby30.10.2015failingwhichitshallbe

presumedthatthissettlementhasbeenfullyimplemented.

11.Ifanydoubtordifficultyarisesregardinginterpretationandimplementationoftheprovisionsof

thesettlement,themattershallbetakenonlywhenthelevelofPersonnelAdministrationDivision,

HO,NewDelhiandAllIndiaPNBEmployeesFederationfordiscussionandsettlement.
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ALLOWANCES

CHAPTER2̀



ALLOWANCES

1. DEARNESSALLOWANCE(DA)-(w.e.f.01.11.2012)

(HRDCircularNo.694dt.20.06.2015)

Note:PayforthepurposeofDAshallmeanBasicPayincludingstagnationincrementsand
ProfessionalAllowancePay(PQP)

DAshallbepayableforeveryriseorfallof4pointsover*pointsinthequarterlyaverageof
allIndiaAverageWorkingClassConsumersPriceIndex(General)Basic1960=100atthe
rateasstatedhereunder:-

DEARNESSALLOWANCEFORDIFFERENTPERIOD:

Period *Foreveryriseorfallof4pointsover
1/11/1992to31/10/1997 1148Points
1/11/1997to30/10/2002 1684Points
1/11/2002to31/10/2007 2288Points
1/11/2007to31/10/2012 2836Points
1/11/2012to31/10/2017 4440Points

PERIOD Quarterlyaveragepointforevery
riseorfallof4pointsover

%ofpay

1/11/1992
1148 Upto-4800 - 0.35%

4801-7700 - 0.29%to
7701-8200 - 0.17%

8201-aobve-
31/10/1997

1/11/1997
1684 Upto7100 0.24%

7100-11300 0.20%to
11301-12025

0.2
1%

30/10/2002

11/11/2002
2288 Upto9650 0.18%

9651-15350 0.15%
to

15351-16350 0.09%
31/01/2005

16351&above 0.04%

01/2/2005
2288 Anypay 0.18%to

30/10/2007

1/11/2007
2836 Anypay 0.15%to

31/10/2012
1/11/2012

4440 Anypay 0.10%to

31/10/2017



2.HOUSERENTALLOWANCE(H.R.A.)-(w.e.f.01.11.2012)

(Ref.HRDCircularNo.694dt.20.06.2015)

I II

i) Major“A”ClassCitiesandProjectAreaCentresinGroupA 9%ofPay

ii) OtherplacesinAreaI(populationmorethan12lacs)andProject
AreaCentresinGroupB

8%ofPay

iii) Otherplaces(populationof12lacsandless) 7%ofPay

Providedthatifanofficerproducesarentreceipt,theHouseRentAllowancepayableto
him/hershallbetheactualrentpaidbyhim/herfortheresidentialaccommodationin
excessover0.75%ofPayinthefirststageoftheScaleofPayinwhichhe/sheisplaced
withamaximum of150%oftheHouseRentAllowancepayableasperaforesaidrates
mentionedinColumnIIabove.

Note:
TheclaimsofofficeremployeesforHouseRentAllowancelinkedtothecostoftheir
ownershipaccommodationshallalsoberestrictedto150%ofHouseRentAllowance
ashitherto.

'pay'meansBasicPay,StagnationIncrementandPQP

Methodofcalculationincaseofficerresidesinhisownhouse.

(i) MunicipalTaxes+12%ofCapitalCostofthehouse,includingthecostofthelandandif
theaccommodationispartofabuildingtheproportionateshareofthecapitalcostof
thelandattributabletotheaccommodationexcludingthecostofspecialfixtures,-
dividedby12

OR

(ii) AnnualRentalValueforpurposeofMunicipalAssessment-dividedby12
Whicheverismorewithamaximum of150%ofrateasmentionedabove.

ItisclarifiedvideHRD CirNo.1588dt11/8/1997thatrelevantdateforthepurposeof
allowingHRAonenhancedcapitalcostbasiswillbethedateonwhichdetailsofadditional
capitalcostwasfurnishedbytheofficertothebankthroughreturnsofassetsandliabilities
oravailmentofadditionalhousingloanare1/11/92whicheverislater.

PAYMENT OF HOUSE RENT ALLOWANCE (HRA) AND CITY COMPENSATORY
ALLOWANCE(CCA)TOEMPLOYEESASPERCENSUS2011.

(Ref.PADCircularNo.279dt.August12,2015)

Interm oftheofficialcensus2011figures,placeshavebeenupgradedfrom aloweraretoa
higherarea,adetailedlistofsuchplaces isenclosedmarkedAnnexure–Ioftheabove
circular.

InviewofthefactthatHRAofbothOfficersandWorkmenandCCAforofficersinbanksare
paidonthebasisofclassificationofareasaccordingtopopulation,employeesworkingin
branchessituatedinplaceswhichareupgradedperCensus2011areeligibletobepaid
higherrateofHRAand/orhigher/lowerCCA.Thisshallbeeffectivefrom 1stMarch2011.

InAnnexure–IIofthisCircular,adetailedlistofplacesfallingunderthefollowing
categoriesisfurnished:

1.Major“A”classcities/placeswithpopulationofmorethan45lacs.
2.Placeswithpopulationofover12lacsandbelow45lacs.



3.Placeswithpopulationofover5lacsandbelow12lacs.
4.Placeswithpopulationbelow5lacs.

2.FIXEDPERSONALPAY

(Ref.:HRDCircularNo.694dt.20.06.2015)

Officerswhoaregrantedanadvanceincrementw.e.f1.11.93shalldrawthefixedpersonal
allowanceoneyearafterreachingthemaximum whichshallbeequivalenttoanamountof
lastincrement+DAthereon+HRA.Inrespectofofficeremployeeswhoarenotprovided
with bank's accommodation,the house rentallowance componentoffixed personal
allowanceshallbetheincreaseinquantum ofhouserentallowancedrawnbytheconcerned
officeremployeeswhenthelastincrementoftherelevantscaleofpayasspecifiedin(1)
aboveisearned.

FixedpersonalpaygivenhereunderwithHouseRentAllowance,ifanyshallremainfrozen
fortheentireperiodofservice.

Effective

Date

Increment
Component

(Rs.)

DAfrom

date

(Rs.)

TotalFPPPayablewhereBank’
sEffective

accommodationisprovided
(Rs.)

A B C

1/11/1993

230
250

6
7

236257

300
400

8
11

308411

1/11/1999

340 5 345
380 5 385
420 6 426
600 8 608

1/11/2002

560 23 583

620
680

25
28

645
708

1000 41 1041

1/11/2007

800 58 858
900 65 965
1000
1100

72
79

1072
1179

1200 86 1286
1300 94 1394

1/11/2012

1310 143 1453
1460 159 1619
1650 180 1830
1800 196 1996
1960 214 2174

2120 231 2351



Note:

(i)F.P.P.asindicatedin“C”aboveshallbepayabletothoseofficeremployeeswhoare
providedwithbank’saccommodation.

(i) F.P.P.forofficerseligibleforHouseRentAllowanceshallbe“A”+“B”plusHouse
RentAllowancepayableonthelastincrementoftherelevantscaleofpay)

(ii) TheincrementcomponentofF.P.P.shallrankforsuperannuationbenefits

(iii) Onlyofficerswhowereintheserviceofthebankonorbefore01-11-1993willbeeligible
forF.P.Ponyearafterreachingthemaximum scaleofpaytheyareplaced.

(iv) ProfessionalQualificationPay,ifanypayableintheyearofreceiptofFPAshall
standshiftedtonextyear.

3.CITYCOMPENSATORYALLOWANCE(CCA)-(w.e.f.01.11.2012)

(Ref.HRDCir.No.694dt.20.06.2015)

Area Rate Maximum

i) PlacesinArea1andintheStateofGoa 4%ofBasic
Pay

Rs.870/-p.m.

ii) Placeswithpopulationoffivelakhsand
overandStateCapitalsandChandigarh,
PuducherryandPortBlair

3%ofBasic
Pay

Rs.600/-p.m.

Clarification:ifinaplacewhereCCAispayable,ProjectAreaCompensatoryAllowanceis
alsopayable;theofficershallbeentitledtodrawonlyhigherofthetwoallowancesandnot
both.

PAYMENTOFHOUSERENTALLOWANCE(HRA)ANDCITYCOMPENSATORY
ALLOWANCE(CCA)TOEMPLOYEESASPERCENSUS2011.

(Ref.PADCircularNo.279DTD.12.08.2015)

Interm oftheofficialcensus2011figures,placeshavebeenupgradedfrom aloweraretoa
higherarea,adetailedlistofsuchplacesisenclosedmarkedAnnexure–Ioftheabove
circular.

InviewofthefactthatHRAofbothOfficersandWorkmenandCCAforofficersinbanksare
paidonthebasisofclassificationofareasaccordingtopopulation,employeesworkingin
branchessituatedinplaceswhichareupgradedperCensus2011areeligibletobepaid
higherrateofHRAand/orhigher/lowerCCA.Thisshallbeeffectivefrom 1stMarch2011.

InAnnexure–IIofthisCircular,adetailedlistofplacesfallingunderthefollowing
categoriesisfurnished:

1.Major“A”classcities/placeswithpopulationofmorethan45lacs.

2.Placeswithpopulationofover12lacsandbelow45lacs.

3.Placeswithpopulationofover5lacsandbelow12lacs.

4.Placeswithpopulationbelow5lacs.

4.PROJECTAREAALLOWANCE
(Ref.HRDCir.No.694dt.20.06.2015)

Onandfrom 1stNovember2012,ProjectAreaCompensatoryAllowanceshallbe
payableatthefollowingrates:



ProjectAreasfallinginGroupA-Rs.400/-pm .

ProjectAreasfallinginGroupB-Rs.350/-pm.

Clarification:IfatacentreboththeCCAandProjectAreaAllowancearepayableto
officers,onlyhigherofthetwoshallbepayable.

5.DEPUTATIONALLOWANCE

(Ref.HRDCir.No.694dt.20.06.2015)

Onandfrom 01.06.2005,ifanofficerisdeputedtoserveoutsidetheBank,hemayoptto
receivetheemolumentsattachedtotheposttowhichheisdeputed.Alternatively,hemayin
additiontohispay,drawadeputationallowancewhich,onandfrom 1stJune2015,shallbe
atthefollowingrates:
a)Anofficerdeputedtoserveoutsidethebank–7.75%ofPaywithamaximum of

Rs.4,000/-p.m.andsuchotherallowancesashewouldhavedrawnifhehadbeen
postedinthebank'sserviceatthatplace.

b)Anofficerdeputedtoanorganizationatthesameplaceortothetraining
establishmentofthebank–4%ofPaywithamaximum ofRs.2,000/-p.m.

7.HILL&FUELALLOWANCE(w.e.f.01.11.2012)

(Ref.HRDCir.No.694dt.20.06.2015)

Place Rate

a) Placeswithanaltitudeof1000metres
andabovebutlessthan1500metres
andMercaraTown

2%ofPaysubjecttoamaximum of
Rs.750/-p.m.

b) Placeswithanaltitudeof1500metres
andabovebutlessthan3000metres.

2.5%ofPaysubjecttoamaximum of
Rs.1000/-p.m.

c) Placeswithanaltitudeof3000metres
andabove

5% of Pay subject to a
maximum ofRs.2000/-p.m.

Officerspostedinplaceswithanaltitudeofnotlessthan750metersandwhichare
surroundedbyhillswithhigheraltitudewhichcannotbereachedwithoutcrossinganaltitude
of1000metersormore,willbepaidhillandfuelallowanceofthesamerateasispayableat
centreswithanaltitudeof1000metersandabove.

8.SPECIALAREAALLOWANCE
(Ref.HRDCir.No.694dt.20.06.2015)

Witheffectfrom 01.11.2012SpecialAreaAllowancemaybepaidtotheOfficerEmployeesat
placesindicatedintheAnnexureItillsuchtimetheyarewithdrawnormodifiedeitherwholly
orpartially.

ProvidedthatifatanyoftheplacesindicatedintheCircular,HillandFuelAllowanceas
providedunderRegulation23(X)isalsopayable,thentheofficershallbeeligibletodraw
onlyhigherofthetwoallowanceandnotboth.Providedfurtherthatifsuchhigherofthetwo
allowanceislessthantheaggregateofSpecialAreaAllowanceandHillandFuelAllowance
drawnbytheofficeron31.10.1999thensuchdifferenceshallbeprotectedaspersonal
allowancetillsuchtimetheofficerremainsatthatplace.



Further,officerswhoareeligibletodrawtheadhocandtemporaryincentivesarenotentitled
totheSpecialAreaAllowancepayableinNorthEastRegion,

9. MIDACADEMICYEARTRANSFERALLOWANCE

(Ref.HRDCir.No.694dt.20.06.2015)

Ifanofficeristransferredfrom oneplacetoanotherinthemidstofanacademicyearandif
hehasoneormorechildrenstudyinginschoolorcollege,intheformerplace,amid
academicyeartransferallowanceofRs.1100/-p.m.(w.e.f.01.06.2015)is
payablefrom thedatehereportstothelatterplaceuptotheendoftheacademicyearin
respectofallthechildrenprovidedthatsuchallowanceshallceaseifallthechildrencease
studyingattheformerplace.

Clarification:Suchofficerswhoaretransferredfrom oneplacetoanotherinthemidstof
anacademicyearandarealsoprovidedwiththefacilityofresidenceatboththeplaces
foralimitedperiodarenotentitledtoMidAcademicYearTransferAllowance.

10. SPLITDUTYALLOWANCE
(Ref.HRDCir.No.694dt.20.06.2015)

Onandfrom 1stNovember2012,SplitDutyAllowanceshallbepayableatRs.200/-p.m.

11. CLOSINGALLOWANCE
(Ref.PADConsolidatedCir.No.11/2014dt.27.02.2014)

Onandfrom financialyear1989-90,iftheofficerispostedatthebranchwherebooksare
closedon31stMarchand30thSeptember,closingallowanceofRs.250/-foreachofthe
closingswillbepayable.

Clarification:Thisallowanceispayabletoallofficerspostedinthebranches,irrespectiveof
theirgrade/scale.

ThepaymentofClosingAllowanceismadethroughHRMSinthemonthofAprilandOctober
alongwithsalary.

12. WORKINGASCUSTODIANOFVAULT/LOCKERONHOLIDAY

ADiem Allowanceattheratetowhichheisentitled.
(Ref.PADConsolidatedCir.No.11/2014dt.27.02.2014)

13. OFFICIATINGALLOWANCE

(Ref.PADConsolidatedCir.No.11/2014dt.27.02.2014)

Onandfrom 01.11.99,ifanofficerisrequiredtoofficiateinapostinahigherscalefora
continuousperiodofnotlessthan7daysatatimeoranaggregateof7daysduringa
calendarmonth,heshallreceiveanofficiatingallowanceequalto6%ofpay,pro-rataforthe
period forwhich he officiates.Officiating allowance willrankaspayforpurposesof
ProvidentFund/Pensionandnotforotherpurposes.

Provided,thatwhereanofficercomestoofficiateinahigherscaleasaconsequencesolely
ofthereviewofthecategorizationofpostsunderRegulation6,heshallnotbeeligibleforthe
officiatingallowanceforaperiodofoneyearfrom thedateonwhichthereview ofthe
categorizationtakeseffect.



Forthepurposeofcalculatingofficiatingperiod,thedayonwhichtheofficertakes
overfullchargeandinterveningSundaysandHolidaysmaybetakenintoaccountand
thedayonwhichthechargeishandedovershouldbeexcluded..

Inalladministrativeoffices,normallyofficiatingarrangementsshouldnotbe
madeandtheworkshouldbecarriedonbysharingitamongstremainingofficers.

Inallbranches,officiating arrangementsmaynormallybemadeonlyincaseof
TemporaryorLeavevacanciesofBranchIncumbentInchargeandinallothercases,
particularlywherereasonablenumberofotherofficersareposted,theworkshouldbe
carriedonbyredistributionofthesameamongstotherofficerspresent.

Thisallowanceshouldnotbetakenintoaccountforcalculationofgratuityunder
PaymentofGratuityAct.

This allowance willbe computed on the basis ofrevised Basic Payonlyw.e.f.
01.04.1998

NOTE:Inthevacancyduetoleaveetc.oftheInchargeofCurrencyChest,onlyan
officerbedeputedtoworkasInchargeoftheCurrencyChestandintheresultant
vacancy,officiatingmaybeallowedatthebranchtotheemployeesintheClerical
cadre,subjecttorulesinthisbehalf.NoofficiatingtobeallowedtoWorkmenstaffin
placeofInchargeofCurrencyChest.

ThepaymentofofficiatingallowanceismadethroughHRMSalongwiththesalary.

14.SPECIALALLOWANCE-(w.e.f.01.11.2012)

(Ref.HRDCircularNo.694dt.20.06.2015)
Witheffectfrom 01.11.2012,officersshallbepaidSpecialAllowanceasunder:-

ScaleI–III-7.75%ofBasicPay+applicableDearnessAllowancethereon.

ScaleIV–V-10%ofBasicPay+applicableDearnessAllowancethereon.

ScaleVI–VII-11%ofBasicPay+applicableDearnessAllowancethereon.

Note:TheSpecialAllowancewithapplicableDAthereonshallnotbereckonedfor
superannuationbenefits,viz,pensionincludingNPS,PFandGratuity.



ANNEXURE-1
OFFICERS’SPECIALAREAALLOWANCE

Sl.No. Area Allowances(Rs.)

Paybelow

Rs.24000/-

Payabove

Rs.24000/-
1. Mizoram

a.ChimptuipuiDistrictandareasbeyond25Kms. 2000 2600
From LungieitowninLungleiDistrict.

b.EntireLungleiDistrictexcludingareasbeyond 1600 2100
25Kms.From Lungieitown

c.EntireAizwalDistrict 1200 1500

2. Nagaland 1600 2100

3. ANDAMAN&N1C08ARISLANDS
a)North&MiddleAndaman.LittleAndaman 2000 2600

Nicobar&Narcondum Islands

b)SouthAndaman(includingPortBlair) 1600 2100

4. SIKKIM 2000 2600
5. LAKSHADWEEPISLANDS 2000 2600
6. ASSAM 320 400
7. MEGHALAYA 320 400

8. TRIPURA
a) DifficultareasofTripura 1600 2100

b) ThroughoutTripuraexceptdifficultareas 1200 1500

9. MANIPUR 1200 1500

10. ARUNACHALPREAOESH
a) DifficultareasofArunachalPradesh 2000 2600

b) ThroughoutArunachalPradeshotherthan
difficultareas.

1600 2100

11. JAMMU&KASHMIR
1)KATHUADISTRICT

NiabatBani,Lohi,Mafhar,Machhodi 2000 2600
2)UDHAMPURDISTRICT

a.DuduBasantgarh,LanderbhamagIllaqa,other
thanthoseincludedinPart2(b)

2000 2600

b.AreasuptoGoelfrom KambanSideandareas
uptoArnasprom KeasiSideinTehsilMohre.

1600 2100

3)DODADISTRICT
IllaquasofPadderandNiabatNowgam inKishtwar
Tehsil 2000 2600

4.)LEHDISTRICT
AllplacesintheDistrict 2000 2600

5)BARMULLADISTRICT

a) EntireGurezNirabat,Tangdar Sub-
DivisionandKeranillaqua

2000 2600

b)Matchill 1600 2100



Sl.No. Area Allowances(Rs.)

Paybelow
Rs.24000/-

Payabove
Rs.24000/-

6)PONCHANDRAJOURIDISTRICT
AreasinPoonchandRajouriDistrictexcludingthe

townsofPoonchandRajouriandSunderbaniand
otherUrbanareasinthetwodistricts.

1200 1500

7)Areasnotincludedin(1)to(6)above,butwhich
arewithinthedistanceof8Kms.from thelineof 1200 1500

ActualControloratplaceswhichmaybe
declaredasqualifyingforborderallowancefrom
time-to
timebytheStateGovernmentfurtheirownstaff.

12. HIMACHALPRADESH

(1)CHAMBADISTRICT.
a.Pangi Tehsil, BharmourTehsilPanchayats:

Badgaun,Bajol,Deol Kugti,Nayagam and
Tundah,Villages:GhatuofGram PanchayatJagat 2000 2600

KanarsiofGram PanchayatChauhata
b.Bharmour Tehsi!,excluding Panchayatsand

Villagesincludedinpart(a)above
c.JhandruPanchayatinBhatiyatTehsii,Churah

1600 2100

Tehsil, DalhousieTown (including Banikhet
proper)

1200 1500

(2)KINNAURDISTRICT
a)Asrang, Chitkuland Hango Kuno/Charang
Panchayats, 15/20AreacomprisingtheGram 2000 2600

PanchayatsofChhotaKhambaNathpaandRupi,
PoohSub-Division,excludingthePanchayatAreas
specifiedabove.

b)EntireDistrictotherthanAreasincludedin(a)
above

1600 2100

(3.)KULLUDISTRICT
a.15/20AreaofNtrmandTehsilcomprisingthe 2000 2600

Gram PanchayatsofKharga,KushwarandSarga.
b.Outer-Saraj(excludingvillagesofJakat-Kanaand

Burrowin NinmandTehsil)and entireDistrict 1200 1500
(excluding outer Seraj-areaandpargana of

PandrabisbutincludingvillagesJagatKhanaand
BurrowofTehsilNirmand)

(4.)LAHAULANDSPITIDISTRICT

EntireareaofLahaulandSpiti. 2000 2600
(5.)SHIMLADISTRICT

a)15/20 areaof RampurTehsilcomprisingof 2000 2600
PanchayatsofKootLabana-Sacana,Sarparaand

Chad-Branca
B)Dora-KawarTehsil.Gram PancayatofDarkaliin

Rampur,KasapathTehsilandMunish,Ghori
ChaibisofParganaSarahan.

1600 2100



Sl.No. Area Allowances(Rs.)

Paybelow
Rs.24000/-

Payabove
Rs.24000/-

c)ChopalTehsilandGhorisanjgaon,Patsnau,
NaubisandTeenKotiofParganaSarahan,Deothi
Gram

PanchayatofTakleshArea. ParganaBarabis.

KasbaRampurandGhoriNogofParganaRampur
ofRampurTehsil,SimlaTownanditsSuburbs

1200 1500

(Dhalli,Jatog,Kasumpti,Mashobra,Taradeviand
Tutu)

(6)KANGRADISTRICT
a)AreasofBaraBhangalandChhotaBhangal
b)DharamshalaTownofKangra Districtandthe

followingoffices locatedoutsidethe
Municipal
limitsbutincludedinDharamshalaTown-Women's

1600 2100

ITI,Dar,MechanicalWorkshop,Ramnagar,Child
WelfareandTownandCountryPlanningOffices.
Sakoh,CRSF OfficeatlowerSakoh,KangraMilk
SupplyScheme,Dugiar,HRTCWorkshop,Sadher, 1200 1500
ZonalMalariaOffice,Dari, ForestCorporation

OfficeShamnagar,TeaFactory,Dari,IP.H/Sub-
Division,Dan,SettlementOffice,ShamnagarHinwa

Project,Shamnaga,
PalampurTownofKangraDistrictincludingHPKW

CampusatPalampurandthefollowingoffices
locatedoutsideitsmunicipallimitsbutincludedin
Palampur Town-H.P. Krishi Vishwavidyalaya
Campus,CattleDevelopmentOffice/JerseyFarm,
Banuri, sericulture Office/ Indo-German

AgricultureWorkshop/HPPWDDivision,Bundla,
ElectricalSub-Division,Lohna,D.P.O.Corporation,

Bundla,ElectricalHESEEDivision,Ghuggar.

(7)MANDlDISTRICT:

ChhuharValleyofJogindemagarTehsil,Panchayats
inthunagTehsil-ofBagraa,Chatri,Chhotdhar,

Garagushain,Gatoo,Garyas, Janjehli,Jaryar,
Johar, Kathani,Katwan,Kholanal,Loth,Silibagi,
Somachan,Thachdhar,Tachi,Thana,Panchayats
of DharampurBlock-Bmga, Kamlah,Saklana,

1200 1500

Tanyarand Tarakhotah Panchayatsof
KarsogTehsil-Balidhar.Bagra,Gopalpur,Khajol,
Mahog,
Mehudi,

Manj,Pekhi.Sainj.SarahanandTeban,Pancayats
ofSundemagaTehsil-Bohi, Batwara,Dhanyara,
Paurakothi,SenandShoja.

(8.)SIRMAURDISTRICT
Panchayatsof Bani,Bakhali(Pachha Tehsil), 1200 1500
BharogBheneri (PaontaTehsil),Birla (Nihan
Tehsil},Dibber(PachhadTehsil)andThanaKasoga

(NahanTehsil)andThansginTract.



Sl.No. Area Allowances(Rs.)

Paybelow
Rs.24000/-

Payabove
Rs.24000/-

(9.)SOLANDISTRICT. MangalPanchayat 1200 1500

(10) REMAINING AREAS OF HIMACHAL

PRADESHnotincludedin(1)to(9)above 320 400

13. UTTARPRADESH
2000 2600AreasunderChamoli,PithoragarhandUttarKhashi

Districts

14. UTTARANCAL(UTTARAKHAND):
1600 2100AreasunderRudraprayagandChampavatDistricts.
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A. FIXEDHRA

RESIDENTIALACCOMODATION

(Ref.HRDCir.No.105dated11.10.2002)

 OfficerswillbepaidHRAonthebasisoftheirplaceofdutyandnotonthebasisoftheir
placeofresidence,

+Norequirementofsubmittinganycertificateofhavingincurredexpenditureonrent.

 ThisfixedHRAisalsopayabletoanofficerwhostaysintheaccommodationprovided
bythebanktohis/herspousewithoutreferencetotherentactuallypaid.

B. HRAONRENTRECEIPTBASIS

 Itmaybeallowedinallcaseswheretheofficerproducesthereceiptforhavingpaid
therentirrespectiveoftherelationshipoftheofficerwiththelandlord.

 ;.Therentreceiptofthefirstmonthandundertakingofnotchangingofhousewithout
intimationtobeproduced.

 :.Itisclarifiedthatforthepurposeofcalculationofmaximum HRApayabletoOfficers
whoareproducingrentreceiptstheHRAshallbecalculatedasperrateapplicableatthe
placeofhisposting,subjecttomaximum HRA(i.e.150% oftheHRApayableatthat
center)andloweroftherentasperthereceiptorHRAsocalculatedwouldbepaid.

C. HRAONCAPITALCOSTBASIS(Formatisannexed)

(i)TheentitlementofHRAonCapitalcostbasistoofficersresidinginownaccommodation
isprovidedinOfficers'ServiceRegulation22(3).

ThefacilityisalsoavailabletothoseofficerswhohavepurchasedhousesonPowerof
Attorneybasisbytreatingthehouseasselfownedsubjecttothefollowingconditions:-

a)ThefacilityofallowingHRAoncapitalcostbasisshallbeavailabletoallofficerswho
havepurchasedhouses/flatsonPowerofAttorneybasis,whetherfirstorsubsequent
basis.

b)TheHousingBoardorDevelopmentAuthorityoranyotherGovt.Agencyasthecase
maybe,shouldhaveaschemeforconversionofleaseholdpropertyintofreehold
property.

(ii)TheSanctioningAuthoritybeforeallowingHRAoncapitalcostbasisinrespectofsuch
housesshouldensurethat:

a) Thereisevidencethatfullpurchaseconsiderationhasbeenpaidtotheseller.

b) Theofficerwhopurchasedthehouseisinpossessionofthepremises.

c) Agreementtosell,irrevocablePowerofAttorneyandallotheroriginalpapers
pertainingtotheproperty,i.e.allotmentletter,leasedeed,ifanyetc.havebeen
handedovertothepurchaser.

CHAPTER3II



(iii) HRA onthebasisofenhancedcapitalcostcanbeconsideredfrom thedateof
submissionofthedetailsofadditionalcapitalcosttothebank,subjecttothebank
beingsatisfiedabouttheadditionalexpenditureincurredbytheofficerinthisregard.
Thecompetentauthorityshouldbesatisfiedabouttheproofofadditionsmadeinthe
houseandthesourceoffundsforsuchadditions.Usuallysuchfundsshouldhave
been raised eitherfrom the Bank orfrom PNB Housing Finance Ltd.,Housing
DevelopmentFinanceCorporation,ProvidentFundTrust,LifeInsuranceCorporation
ofIndia.

TheCompetentAuthoritycanalsoperusethestatementofAssetsandLiabilities
submittedbytheconcernedofficerfortherelevantperiodinwhichsuchloanwas
raisedbytheofficershouldbereflected.

D. CHANGEINOPTION

OfficersclaimingHRA oncapitalcostbasis/rentreceiptbasismaychangethe
optionforavailingHRAonfixedbasis.

E. HRAONMIDTERM TRANSFER

 Anofficer,ontransfercanretainthehouseattheformerplaceofpostingfora
periodofoneyearortilltheendofacademicyear,whicheverisearlier.

TheofficermaybeallowedHRAonfixed/rentreceipt/capitalcostbasisasthecase
maybefortheperiodasmentionedaboveatthetransfereeplace.Inthatcasenomid
academictransferallowancewillbepaid..

Thefacilityisnotapplicableforrequesttransfercases.

OWNACCOMODATION

ForthepurposeofpaymentofHouseRentAllowanceintermsofPNB(Officers)
ServiceRegulations,1979onlysuchhouseswhichareownedbyself,spouseordependent
childshallbetreatedasownaccommodation.Officersresidinginhousesownedbytheir
mother/fatheroranyrelationotherthanspouseordependentchildwillbetreatedatpar
withthoselivinginrentedhousessubjecttotheconditionthatrentalvalueofsuchhouses
orportionofthehouseoccupiedbytheofficershallbeassessedasunder:-

Rentasshowninthehouserentreceiptissuedbytherelationoftheofficers'owningthe
housefortheportionoccupiedbytheofficer;

OR
Rentalvalueoftheportionofthehouseoccupiedbytheofficerasassessedbythe
ArchitectapprovedbytheBankatthecostoftheofficer;

OR
LimitfortakinghouseonrentapplicabletotheofficerintermsofRegulation
22(1)(b)/22(2)(b)whicheverislower.

G. HRAFORMANAGEMENTTRAINEES

(RefHRDCir.No.105dated11.10.2002)

TheirentitlementforHRAduringtrainingisattherateadmissibleattheplaceoftraining.



H.FACILITYTOKEEPFAMILYATTHEPLACEOFCHOICEOFOFFICERSONTHEIR
TRANSFER.

(Ref.HRDDivisionCircularNo.395dt.14.05.2007)

Allthoseconfirmedasofficersofthebank,ontheirtransfer/promotion,maybepermitted
tokeeptheirfamiliesataplaceoftheirchoiceanywhereinIndia,subjecttothefollowing
conditions:

 Thisfacilityisforkeepingfamilybuttheofficerhastostayattheplaceofpostingand
inform hisaddressatthestation.

 Officerswhoownresidentialaccommodationattheirplaceofpostingintheirnameor
inthenameoftheirspouseordependantchildrenwillnotbeeligibleforthis facility
exceptingwiththepermissionoftheBoard.

 Officerswhoopttokeeptheirfamilyattheplaceoftheirchoiceotherthantheplaceof
posting,theaccommodationtakenbythebankonperpetualleaseorownedbythebank
willnotbeprovidedtothefamily.

 Rentalceilingsapplicablewillbeloweroftheplaceofpostingandplacewherefamilyis
kept.However,HRA,ifapplicable,willbepaidaspertheentitlementftheofficerasper
hisplaceofposting.

 Theofficerwillnotbeprovidedaccommodationattheplaceofpostingexceptasduring
hismid-academicyeartransferwhereheisentitledtothefacilityofleaserental/HRA(on
fixed/rentreceipt/capitalcostbasis,asthecasemaybe)asperentitlementattheplaceof
postingtilltheendofacademicsessionor1year,whicheverisearlier,inadditionto
leasedaccommodation/HRAatthetransfereeplaceasalsoincasescoveredasabove.

 Officerswhodonotvacatetheleasedaccommodationonexpiryoftheleaseperiodor
gettheleaserenewedontimewillbeliablefordisciplinaryaction.

I. HOUSERENTTOOFFICERSONSUSPENSION.
(Ref.HRDCir.No.105dated11.10.2002)

1.Where an officer has been placed under suspension and where Bank's
accommodationhasalreadybeenprovided,thefacilitymaybecontinuedonpayment
of10%ofsubsistenceallowance.

2.However,in the eventofreinstatementofsuch an officerwith fullpay and
allowances,differenceofthehouserentrecoveredonthebasisofsubsistence
allowanceandhouserentdueonthebasisofemolumentsultimatelydrawnshallbe
recoveredfrom him.

3.These rules shallalso be applicable in the case ofthose officers where the
accommodationisleasedintheirfavour.

1 HRACALCULATIONWHEREHUSBANDANDWIFEBOTHAREEMPLOYED

(Ref.HRDCir.No.105dated11.10.2002)

• Ifboththeofficersareatourbank,onewillbeprovidedresidentialaccommodation.If
theotherdoesnotsharethesameaccommodation,he/shemaybeprovidedatthe
bank'sdiscretion,anotheraccommodationorHRAonfixed/rentreceiptbasis.

• Ifoneisofficerandanotherisclerkatourbank,bothareentitledtoHRAasperOSR
/BPsettlement.

• Ifoneisofficeratourbankandtheotherisemployedinoutsideorganization,the
officerwillbepaidHRAasperOSR.



Annexure

APPLICATIONFORMATforapplyingforHRAonCapitalCost

NameofOfficer

Designation

BasicPay

Dateof

Rs.

incrementBranch

Description AmountinRupees

(A) Whethertheofficerreside
ownedbyspouseorrelati

sinarentedhouse(not
on) Rs.

(i)Monthlyrentpaidbythe Officer Rs.

Less:10%ofBasic Pay Rs.
NetAmount Rs. (A)

(B)Whethertheofficerresidby
spouseorrelation)

esinarentedhouse(owned
Rs.

(i) Monthlyrentpaidbyofficer Rs.

(ii) Rentalvalueoftheportionofthehouse Rs.

OccupiedbytheofficerasassessedbytheMunicipalCorpn./
ArchitectapprovedbytheBank/Govt.approvedvaluer Rs.

(iii) Rentalvalue(lea stof(i)&(ii) Rs.

Less:10%ofBasi cPay Rs.
NetAmount Rs. (B)

©Areawisemaximum HRApayabletotheofficerasper
regulation22(2)@ 150%ofapplicableHRA. Rs. (C)

(C)ActualamountofHRApa
A,B&C)

yabletotheofficer(leastof
Rs. (D)

1.WheretheOfficerresidesinhisownaccommodation

(i)TheCapitalcostoftheaccommodationoccupiedis Rs.

12%oftheabovecost Rs.

Add:MunicipalTaxpayableinrespectof
suchaccommodation Rs.

Total:

1/12thofthisamount(i.e. monthly)

Totalamount Rs. (E)

ii)Annualrentalvaluetaken
theaccommodation

forMunicipalassessmentof
Rs.

1/12thofsuchAnnualrent alvalue(Monthly) Rs. (F)

Takethehigherof(E)or(F)

Less:0.75%ofhis/herinitial BasicPayintheScale

NetAmountofCapitalCost Rs. (G)

AreawisemaximumHRApayabletotheofficerasperregulation22(2)
(Basicpay+FPPx13.5%#HRA)#PresentlyHRAis9.00%forMetro,
therefore150%comesto13.50%) Rs. (H)

TheactualamountofHRApayabletotheOfficer(GorHwhicheverisless)

Signature
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LEASEDACCOMMODATION

(RefPADDivisionOvularNo.264dt.0705.2015

Therevisedleaserentallimitstotheofficersw.e.f.01.06.2015andwhichwillremainvalid
foraperiodofthreeyearsortillfurtherrevisionwhicheverislaterasunder:-

Scale Delhi&
Mumbai

MajorA
ClassCities

StateCapitals
&AreaI

OtherAreas

ScaleVII 60000 50000 40000

ScaleVI 50000 40000 30000 20000

ScaleV 35000 30000 25000 18000

ScaleIV 26000 25000 21000 13000

AreaII AreaII

ScaleIII 22000 20000 18000 12000 10000

ScaleII 21000 19000 17000 11000 9000

Dy.Manager 20500 18000 16500 10500 8000

OtherScaleI 20000 17500 16000 10000 7500

Major'A'ClassCities— Delhi,Mumbai,Kolkata,Chennai,Hyderabad,Ahmedabadand
Bangalore.

AreaI— Areashavingpopulationof12lacsplusStateCapitals.

AreaII— AllcitiesotherthanthoseincludedinAreaIwhichhaveapopulation
of1lacandmore.

AreaIII— AllotherplacesnotincludedinAreaIandAreaII.
(RefPADCircularNo.264dtd.07.05.2015)

Therentallimitsapplicabletoofficersresidingintheaccommodationownedbytheirparents
orson/daughter(notdependentontheOfficer)shallberestrictedto80%oftheirentitlement.
Theexistingprovisionofmaximum increaseof25% insuchcaseshasbeenremoved.No
enhancementofleaserentalshallbepermissibleduringthecurrencyofexistingleaseand
periodofleasetoberenewedshallnotbelessthanaperiodof33months.

RENTALLIMITSOFLEASEDACCOMMODATIONASPERCENSUSFIGURESOF2011.

(Ref:HRDDCitNo.717dated28/10/2015)

Ithasbeendecidedthatrentallimitsofleasedaccommodationbasedoncensusfiguresof
2011maybeallowedw.e.f.07.08.2015asperrevisedclassificationofareascircularizedvide
PADcir.279dated12.08.2015.
 Therevisedceilingsaretheouterlimitsandnofurtherdiscretionaryincreasewillbe

permissible.
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O Iftheofficerisowningahouseinhisownname/nameofspouseordependentchildat
thecentreofhispositing,noentitlementforBank'sflat/leasedaccommodationexcept
inexceptionalcircumstancestobeapprovedbyHO.

O Therentallimitsapplicabletoofficersresidingintheaccommodationownedbytheir
parentsorson/daughter(notdependentontheOfficer)shallberestrictedto80%of
theirentitlement.Theexistingprovisionofmaximum increaseof25% insuchcases
hasbeenremoved.

O Housebelongingtospousenoteligiblimbetakenforleasedaccommodation.

(PADCircularletterno.PAD/MR/VI/5dated05.04.2014)

Presentlyofficers,postedatDelhiarenotbeingallowedleasedaccommodationfacilityat
Noida/Ghaziabad/Faridabad.Similarly,officerspostedatNoida/Ghaziabad/Faridabadare
notbeingallowedleasedaccommodationfacilityatDelhi.

KeepinginviewthedifficultybeingfacedbytheOfficersandondiscussionwiththeOfficer's
Association(AIPNBOA),ithasbeendecidedasunder:

1. Officers posted atDelhimay be allowed leased accommodation facility at
Noida/Ghaziabad/Faridabad. Similarly, officers posted at
Noida/Ghaziabad/Faridabad maybeallowed leased accommodation facilityat
Delhi.Thefacilityshallbeextendedatratesapplicabletoplaceofresidenceor
placeofpostingwhicheverislower.

2. Suchofficersshall,however,notbepermittedanyTA/DAforundertakingofficial
visitstosuchcentreswheretheyavailleasedaccommodationfacility.

A.ELIGIBILITY CRITERIA FOR FURNISHED/UNFURNISHED LEASED
ACCOMODATIONTOJMGSCALEIOFFICERS

-Alltheofficersareentitledforunfurnishedleasedaccommodation.

-Furnishedleasedaccommodation.

(RefGSADCir.No.2/2015dt.03.01.2015)

Allofficersincludingthoseonprobation(directlyrecruitedofficersconsequentupontheir
stationarypostingaftercompletionoftheir'OntheJobTraining')shallbeeligiblefor
furniturefacilityirrespectiveoftheirresidentialstatusi.e.officersgettingfixedHRAare
alsoentitledforresidentialfurnitura

Inotherwords,allofficersincludingofficersonprobation(exceptnewentrantsunder
training/onthejobtraining)shallbeeligibleforthisfacility

IncasetheofficeravailingtheresidentialSFFfacilityleavestheBankservicebefore
completionof5yearsofservice,he/shewillhavetopay50%ofthepurchasevalueor
remainingbookvalueoftheSFFitemstothebank,whicheverishigher.Insuchcases
SFFitemsshallnotbeallowedtobesurrendered.

B.DOUBLELEASEDACCOMODATIONFOROFFICERS

(RefHRDCir..No.105dt.11.10.2002)

i)Onmidterm transfer(butnotincaseofrequesttransfer)foramaximum periodofone
yearortheendoftheacademicsessionwhicheverisearlier.
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ii)IncumbentInchargeposted inNER ontheirposting /transferfrom oneStateto
anotherwithintheNERegion.

iii)TheincumbentInchargepostedindeficit/difficultareasasmentionedinK(i).

iv)Onpromotion/transfer,aninspectingofficialpostedasConcurrentAuditorcanretain
leasedhouseontheexistingentitlementatpreviousplaceofpostingtilltheendof
academicsessionoruptooneyearwhicheverisearlier.He/sheisalsoentitledto
DoubleLeasedAccommodationfortheperiod.

ConcurrentAuditorscankeeptheirfamiliesattheplaceoftheirchoice.Iftheyare
retainingtheleasedhousesattheirpreviousplaceofposting,theycanoptforkeeping
theirfamilyatthesameplaceandcanfurtherretaintheleasedhouseinlieuofhis
entitlementathispresentplaceofpostingaftertheexpiryofmidacademicsessionof
hisward.

C.ADVANCERENT
(RefHRDCir.No.105dt.11.10.2002)

AtMetropolitancities,Statecapitalsand Zonalheadquartersadvancerentup to 3
months,freeofinterestmaybepaidtothelandlordsinexceptionalcasesprovidedsuch
practiceisprevailingatthatcentreandthehouseisleasedinfavourofthebankfor
occupationbyanyofficerofthebankandnotforoccupationbyaspecificofficerSuch
advanceisrecoverableduringaperiodnotexceeding33months.

DBROKERAGE
(RefHRDCir.No.105dt.11.102002)

InMetropolitancities,StateCapitals,CircleHQsand placesfalling underAreaI,if
accommodationisarrangedthroughabroker,brokeragetotheextentof15daysrentor
50%oftherententitlementoractualamountpaid,whicheverislessmaybepaidtothe
brokeronlyonceinaparticularstation.

Thebrokerageandshiftingcharges,canbepaidtotheofficersecondtimeatastationif
thehouse/flathasbeen vacated to meetthedemand ofthelandlord forwhich
permissiontosurrenderfrom thecompetentauthorityhasbeenreceived.

ERECOVERYOFHOUSE/FURNITURERENT
(RefHRDcir.694dt.20.06.2015)

i) Whereanofficerisprovidedwithresidentialaccommodationbythebank,houserent
recoveryshallbeattherateof0.75%ofthefirststageofthescaleinwhichtheofficer
isplacedorthestandardrentfortheaccommodationwhicheverisless.

ii) Furniturerentrecoveryshallbeattherateof0.15%ofthefirststageofthescalein
whichtheofficerisplaced.

Iftheofficersareprovidedwithfurnitureitemsworth50% orlessofhisentitlement,the
aforesaid recoverywillbe halfof0.15% i.e.0.075%.Anysubsequentincrease in the
entitlementoftheofficer,eitherduetothepromotiontohigherscaleorduetoenhancement
oflimitsforresidentialfurniture,shallhavenoeffectontherateofrecoverymentioned
above.
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F.VACATIONOFLEASEBEFOREEXPIRYOFLEASEPERIOD

(RefHRDCir.No.105dt.11.10.2002)

Wheretheleaseisspecificandtheleaseperiodhasnotexpired,theaccommodationshall

normally not be surrendered except in cases where the officer occupying the said

accommodationhasbeentransferredorhasacquiredhisownhouseatthatCenter.However

underspecialcircumstancesthevacationofleasecanbeconsideredoncase-to-casebasis.

Where the lease is otherthan specific lease,the accommodation shallgenerally notbe

surrendered before the expiry ofthe lease period.Howeverin very genuine cases,the

accommodationcanbesurrenderedbeforetheexpiryoftheleaseperiod.

Thecompetentauthorityfortakingadecisionintheabove-mentionedcircumstancesareas

under:-

i) ZonalManagersinrespectofOfficerspostedinthezone.

ii) GeneralManager(GAD)inrespectofofficerspostedatHeadOffice.

G.LEASEDACCOMMODATIONTOEXISTINGDIRECTLYRECRUITEDOFFICERSINDIG

SCALE-I

(RefHRDCircularNo.188dt.30.12.2003)

ExistingdirectlyrecruitedofficersinJMGScale—IincludingManagementTraineesandTechnical

Officerswillbeallowedthefacilityofleasedaccommodationonpermanentpostingatabranch/office

aftercompletionofclassroom/on-the-jobtraining.However,duringonthejobtraining,theofficers

willbeallowedreimbursementofactualexpensesincurredonlodgingonproductionofreceipt/bill

obtainedfrom thehotel/lodgeetc.subjecttothemaximum oftheirleaserentalentitlementatsuch

centeroftrainingwherebank'saccommodationinanyform isnotprovided.Incasetheperiodof

stay/billorreceiptsnotforcompletemonthatanyplace,reimbursementmaybemadeonpro-rate

basis.

GeneralManager—HRDD,HOwillbethecompetentauthoritytoconsiderresignationofexisting

directlyrecruitedofficersinJMG Scale—I(underprobation)whoavailthefacilityofleased

accommodationduringprobationperiod

H.AREASFORMINGPARTOFURBANAGGLOMERATION

(Ref:HRDCir.No.105dt.11.10.2002)

AnofficerpostedinastationwhichispartofanUrbanAgglomeration,shallnotbeentitledto

leasedaccommodationintheentireUrbanAgglomerationifheownsahouseinhisname,inthe

nameofhisspouseorminorchild,anywhereinthesaidUrbanAgglomeration.Headquartersfor

thepurposeofstaywillincludetheentireUrbanAgglomerationinsuchcasesandleaserentalsin

alltheareasformingpartoftheUrbanAgglomerationshallbethesameasapplicableinthemain

center.

I.GUIDELINESFORINTERNALAUDITORS&CONCURRENTAUDITORS

(RefHRDCir.No.105d111.10.2002)

i) ThecasesoffreshleaseshallbesanctionedbyZonalInspectorate/H.O.I&CDivision.

ii)Ifan inspectingofficial,beforejoiningtheDivisionhasalreadysurrenderedtheleasedhouse

providedatthepreviousplaceofposting,hehastosubmitnoduescertificateofthepreviousbranch

/officeinthisrespectafterhisjoiningtheDivision.Incasehedesires
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tosurrenderleasedaccommodationafterhisjoiningtheDivision,hewillhavetoapplyin
duplicateforthepermissionoftheauthorities.Atthetimeofhandingoverthevacant
possessionofthehouse,subsequenttohisobtainingpermission,hehastoobtain"No
DuesCertificate"ofthelandlord.The"NoDuesCertificate"shallbesubmittedtothe
ZonalInspectorate/H.O.I&CDivision.

iii)Thecompetentauthorityforsanction/retention/surrenderofleasedaccommodationis
theconcernedCircleHeadunderwhosejurisdictionthehouseissituated.Therentofthe
leasedhouseshallbepaidbytheconcernedRegionalOfficeunderwhosejurisdictionthe
houseislocatedirrespectiveofthefactthattheHeadquarter/familyHeadquarterofthe
Inspector/ConcurrentAuditorisotherthantheconcernedRegionalOffice.

IncaseofhouseatDelhi,thesanctioningauthorityforleasedaccommodationisHO,
GAD.,New Delhi.HoweverrentreimbursementauthoritywillbeI&C Division/Zonal
Inspectorate,Faridabad.Theconcernedofficialsmayroutetheirapplicationinduplicate
forsanction /retention /surrenderofleased accommodation through the Zonal
Inspectorate/H.O.Inspection&Controldivisionforeventualsanctionbytheconcerned
R.O./G.A.D,H.0(forDelhi).

iv)Theproposalforenhancementofrentshallbeconsideredonlyafterexpiryofexisting
leaseperiod.Theenhancedrentsoughtshouldcommensuratewiththeexistingmarket
rentofthesimilarhousesituatedinthesamelocality.Theproposalforenhancementof
rentshouldbesubmittedinduplicatealongwitharequestletterofthelandlordandthe
consentletteroftheinspectingofficialtotheconcernedInspectorate/H.O.,I&CDivision.

3GENERALGUIDELINESFORLEASEDACCOMMODATION

(RefHRDCir.No.105dt.11.10.2002)

i) Anofficerearlieravailingthefacilityofleasedaccommodationmaybeallowedtooptfor
HRA,onrentreceiptbasisorfixedbasis,aftertheleaseperiodhasexpired.Furtherin
caseofofficerswhoareavailingthefacilityofleasedaccommodationonspecificlease
basisandthepremisesdonotbelongtothecloserelativesoftheofficer,theofficermay
beallowedtotakethesamehousesonrentreceiptbasisafterexpiryofleaseperiod.

The competent authority for allowing surrender of leased accommodation and
sanctioningHRAonrentreceiptbasisshallbeasunder:

-CircleHeadsinrespectofofficerspostedintheCircle.

-GeneralManager(GAD)inrespectofofficerspostedatHeadOffice.

Once the permission to surrenderthe leased accommodation is accorded bythe
competentauthority,HRAonrentreceiptbasiscanbesanctionedbytheRM /Chief,as
thecasemaybe.

ii)In thecaseofofficersstaying in leased accommodation belonging to theirclose
relatives,suitableincreaseinthelease

iii)

iv)smaybeconsideredaftertheexpiryoftheleaseperiodwithintheleaselimitapplicable
totheconcernedofficerandsubjecttothefollowingconditions:

Noenhancementofleaserentalshallbepermissibleduringthecurrencyoflease.

Theincreaseintheleaserentshallnotexceed25%oftheexistingrentortheleaserental
limitapplicabletotheofficerconcerned,whicheverislower.

Theperiodofleasetoberenewedshallnotbeforlessthanaperiodof33months.
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v)An officerwho isentitledforleasedaccommodationand hasoptedforHRA in lieuofleased
accommodationiftransferredduringmidacademicyearmaybepermittedtokeepthefamilyatthe
previousplaceofposting.SuchofficermaybeallowedHRA/fixed/rentreceipt/capitalcostbasis,asthe
casemaybetilltheendofacademicsessionoroneyearwhicheverisearlier,inadditiontoleased
accommodation/HRAatthetransfereeplace.

K LEASEDACCOMMODATIONTORETIREDOFFICERS

(RefPADConsolidatedCir.No.22dt.9/04/2014)Officersliving

inBank'sflatorinhousesleasedinthenameofthebank,maybepermittedtostayinthepremisesafter

retirementforamaximumperiodoftwomonths
subjecttopaymentofonlysuchamountastheofficerwaspayingjustpriortohis/her
retirement.Receiptshallnotbeissuedbythebankfortherentpaidbytheofficer.Ifthehouseisfurnished,
therentonfurniture@ 0.25%ofthelastbasicpaydrawnbytheofficershallalsoberecovered.

Thesefacilitiesaretobeprovidedtothoseretiringofficerswhogivewrittenrequestsinadvance,sothatthey
arenotputtoanyhardshipimmediatelyafterretirement.

Incases,wheretheofficersareunabletovacatethebank'sflatorhouseleasedinthebank'sname,afterthe
stipulatedperiod,standardrent/actualrentpaidfortheleasedaccommodationandincaseofbank
accommodationattheentitlementrateoftheofficerisrecoveredfromtheofficersfortheperiodtheyretain
thehousebeyondtheperiodoftwomonths.Insuchcasestheofficerwillbechargedtherentonfurniture
@ 5%ofthelastbasicpay.

Similarlytheofficerswhoresign/leavetheserviceforanyreasonorwhoseservicesareterminatedwillhave
topayfurniturerent@ 5%ofthelastbasicpaydrawnfrom thedateofrelievingfrom thebankservicestill
theysurrenderthefurnitureitems.

Settlementofgratuitywillbetakenuponlyaftersurrenderofthehouse,furnitureandotherfacilities
grantedbythebank.(Thishasbeenamendedasunder)
(HRDCir.No.735dated29/12/2015)

Inviewofthehardshipfacedbysuchofficers,withholdingofthefullamountofGratuityinthesecaseshave
beendiscontinuedandinlieuofthisithasbeendecidedthathenceforth,onsubmissionofanundertakingto
earmarkanamountofRs.3,00,000/-(Threelakhsonly)fromtheterminalbenefitscreditedintheSBAccount,
theofficermaybepermittedtocontinuetoavailthefacilityofBank'sresidence/leasedaccommodationfora
periodof2monthsonlyalongwiththefacilityoftelephoneandfurniture.ThisamountwillbeunderBank's
lientillgettingthevacantpossessionoftheaccommodation/flat,settlementofbillsetc.

L FACILITYOFLEASED ACCOMMODATION TO THEFAMILYOFTHEOFFICERSMEETING
WITHPREMATUREDEATH

(RefHRDCir:No.105dt.11.10.2002)

FamilyoftheofficerslivinginBank'sflatorflatsleasedinthenameoftheBankandmeetingwithpremature
death,bepermittedtostayinthepremisesandretainfurnitureforamaximumperiodof3monthsfromthe
dateofdeathsubjecttopaymentofamountequivalenttoprescribeddeductionfrom basicpayintermsof
Bankguidelines.

Thesepaymentswouldberecoveredfrom theduespayabletothedeceasedofficer.PFdueswillbesettled
onlyafterthevacantpossessionofthehouseandthefurnitureishandedover.
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M TEMPORARYACCOMMODATION

(RefHRDCir..No.105dt.11.10.2002)

i)Anofficerpostedatanew stationontransferdoesnotgetsuitableaccommodation
immediately,maybeallowedtohireahousetemporarilyforaperiodnotexceeding3
monthswithoutenteringintoanyleaseagreementwiththepermissionofrespective
CompetentAuthority.Therentonsuchaccommodationonmonthlybasisshouldnot
exceedtheentitlementoftheofficerconcernedortheactualamountpaidwhicheveris
less.Temporaryaccommodationincludeshotels,guesthouses,hostels,flatsandhouses.

Theofficershouldhoweverfindasuitableaccommodationwithinhisentitlementandin
termsofruleswithin3monthsfailingwhichnorentshallbepayableonthetemporary
accommodationafterexpiryof3months.Nofurtherbrokerage/shiftingchargesare
payableifthesamearealreadyavailedinrespectofthetemporaryaccommodation.

NOTHERRELEVANTGUIDELINESFORLEASEDACCOMODATION

(RefHRD0-.105dated11.10.2002)

i) Anofficerwhoispromotedandpostedatthesamestationmaybeallowedtohirefresh
accommodationwithinhisentitlementonexpiryontheexistingleaseorifsomeother
officerispreparedtotaketheexistingaccommodation.

ii) Noenhancementinrentshouldbepermittedwithinthevalidityperiodofexistinglease.
Onexpiryofleaseperiodsuitableenhancementmaybeconsideredonmeritsofthecase
keepinginview theprevailingrentsinthelocality.Similarly,incaseofhouses,which
wererentedlongagoonperpetualleasebasisonlowrents,suitableenhancementmay
beconsidered.Thepowersforupwardrevisionofrentsofresidentialaccommodation
arevestedwiththeCircleHeadsonlyandsuchcasesshouldbereferredtoZonal
Managerwithsuitablerecommendations.

iii) Inordertoavoidsanctionofleasedaccommodationaftertheconcernedofficerhas
occupied the house,proposalshould be moved wellin time forsanction and
accommodationbeoccupiedonlyafterobtainingpriorpermissionfrom theCompetent
Authority.Incasenosuitableaccommodationisavailablethefacilityoftemporarylease
accommodationmaybeavailedafterobtainingpropersanctionfrom thecompetent
authority.

iv) Thefacilityofleasedaccommodationhasalsobeenextendedincaseswherethe
officershadalreadyleasedtheirownhousesandaresubsequentlytransferredtothat
stationandhaveappliedforleasedaccommodationfacility,thesamemaybeallowed
provided:

 Hisownhouseisrentedunderproperleaseagreement,sufficientlylongbeforehis
transferandthetenantisnothisownfamilymemberorrelative.

 Thefacilityofleasedaccommodationshouldbeallowedonlyuptotheexpiryofthe
presentleaseperiod.Alleffortsshouldbemadebytheofficerconcernedtogetthe
leasevacatedandtheleaseperiodshouldnotbeextendedunderanycircumstances.

 Individualcasesonmeritsi.e.effortsmadebytheofficerstogetthepremises
vacatedetc.,maybeconsideredaftertheinitialleaseperiodisexpired,todecide
whetherthefacilitymaybecontinued.

Theaforesaidguidelineswillalsoapplytothoseofficershavingownhousesatthe
placeoftheirpostingbuttheywereoccupyingbank'sflat/leasedaccommodation
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v) Theleaseagreementforthehousetakenonrentbythebankownedbyanofficerto
someotherofficershouldnotberenewedaftertheexpiryoftheleaseagreementand
theofficerconcernedmaybeadvisedtomovetohisownresidenceaftervacatingthe
premisesprovidedbythebank.

0.LEASEAGREEMENT
(Format:Ref:HRDCir.No.105dt.11.10.2002)

i)Theagreementfortakingthehouseonrentalbasisforresidentialpurposeisanoral
agreement.Thetermsandconditionsofsuchoralagreementarenarratedonunstamped
paperasperstandardproformaandsignedbythelandlordandthebank.Therearetwo
typesofleaseagreements:

a) Forallotmenttoanyofficerasdecidedbythebank,

b) Foroccupationofaspecificofficerontheconditionthatonhisleavingthestation
duetotransfer/promotionetc.,vacantpossessionofthehousewillrevertback
tothelandlordautomatically.

Thetwotypesofleaseagreements(a)and(b)aregivenatAnnexureIIandAnnexureIII
respectively.Thesigningofleaseagreementbythepartiesisessentialinallthecases
preferablyasperproforma(a)andwhereitisnotpossible,andinexceptionalcases,atthe
discretionoftheRegionalManager,asperproforma(b).

ii)Incasethelandlordinsistsuponanydeviation/deletion/additioninthetermsand
conditionsoftheleaseagreement,themattershouldbereferredtotheCircleHeadfor
necessaryapproval.Howeverdeletionofsubletclause(Clause3)ofproforma(a)maybe
permittedwithoutreferenceifinsistedbythelandlord.

Apartfrom theleaseagreement,letterofoccupancy,asperAnnexIVistobeexchanged
betweenthelandlordandtheBank.

InadditionanundertakingasperAnnexVistobeobtainedfrom theofficeroccupyingthe
house.

Atthetimeofextensionoflease,withorwithoutenhancement,inrespectofhousestaken
longbackonperpetualbasisorintermsofstandardleaseagreement(i.e.foroccupation
byanyofficerofthebank),nofreshleaseagreementneedbeobtained.Insteadaletterof
confirmationofleasebeobtainedfrom thelandlordasperAnnexVIandkeptonrecord.
Howeveriftheexistingtermsofleasearetobechangedfrom onetypetoanother,fresh
agreementshouldbeobtained.

Leaseagreementandletterofoccupancyofthebank'sleasedaccommodationprovided
toofficerstafffortheirspecificusewillbesignedbytheconcerneddealingmanageron
behalfofthebankinsteadoftheofficerhimself.

TheabovefacilityshallalsobeextendedtoConcurrentAuditorshavingtheirpostingat
differentplacethanthatoftheirpreviousplaceofposting.HoweverInspectingofficials
ontouringdutyarenoteligibleforthisfacility.

P.REPAIRSANDMAINTENANCE

(Ref:HRD0%105dated11.10.2002)

Repairsandmaintenanceofresidentialpremisesshouldbedoneasperthetermsofthe
leaseagreement.Normallythelandlordisexpectedtospendanamountnotexceeding
one-monthrenttowardstherepairsandmaintenanceonceinayear.Incasehefailsto
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dosoevenaftersufficientnoticeperiod,thebankisatlibertytogettherepairsandmaintenance

doneandrecovertheactualexpensesoronemonthrent,whicheverisless.

Iftheamountequivalenttoonemonthrentisnotsufficientorthetermsofleaseprovidethatthe

bankistobeartheexpensesorduetoanyotherreason,suchascourt'sorderetc.andthe

landlordcannotbecompelledtospendtheamount,therepairsandmaintenanceofaleased

residentialaccommodation maybe undertaken bythe bank,forwhich powers have been

delegatedatvariouslevels.

HoweverminorrepairsinvolvingexpenditureuptoRs.50aretobecarriedatthecostofthe

occupant.
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ANNEXURE-I

TERMSANDCONDITIONSALREADYORALLYCONVEYEDTOPUNJABNATIONAL
BANKBYTHEOWNERSHRI
SITUATEDAT

OFBUILDING

1.Thattheownerwillextendtheperiodoftenancyforafurtherperiodof11months,from
timetotime,ifrequestedbytheBank.If,foranyreason,theBankfailstonotifyitsoption
totheOwner,itshallbepresumedthatthebankhasexerciseditsoptiontoremainin
possessionofthepremises.

2.ThebankshallpaythemonthlyrentofRs.
monthagainstreceipt.

by15thofeverysucceeding

3*Thebankshallhavetherighttosub-letthebuildingoranypartthereoforusethewholeor
partofthebuildingfortheresidenceofanyofitsofficerorofficers.

4.Thatallthepresentandfutureratesandtaxes,MunicipalorGovernmental,chargeableor
payableinrespectofthesaidbuilding,shallbepaidbytheOwner.

5.Thattheownershallmakeannualrepairslikewhitewashing,painting,distemperingand
anyotherkindofrepairs.Incaseofdefaultonhispart,thebankshallbeentitledtomake
thesameanddeducttheexpensesincurredoutoftheamountoftherentpayabletothe
owner.

6.The Bankshallhave and enjoypeacefulpossession ofthe building withoutletor
hindrancefrom theowner.

7.Thattheownershallinstallseparatewaterandelectricmetersfortheexclusiveuseof
thebankwithinonemonth.Thebankmaygettheconnectioninitsownnameifthe
ownerfailstodosoanddeductthecostandexpensesthereofoutofthemonthlyrent.

8.Theelectricandwaterconsumptionchargesshallbepaidbythebank.

9.TheBankshallbeentitledtoremoveallfixturesandfittingsinstalledbyitatthetimeof
vacatingthepremises.

10.TheBankshallbeatlibertytovacatethepremisesaftergiving15daysnoticetothe
ownerirrespectiveoftheperiodfixed.

*(BANK) (OWNER)

*TobesignedbytheconcerneddealingmanageronbehalfoftheBank.
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ANNEXURE-II

TERMSANDCONDITIONSALREADYORALLYCONVEYEDTOPUNJABNATIONAL

BANKBYTHEOWNERSHRI
SITUATEDAT

OFBUILDING

1.Thattheownerwillextendtheperiodoftenancyforafurtherperiodof11months,withtwo

extensionsofsimilarperiod,ifrequestedbytheBank.If,foranyreason,theBankfailstonotify

itsoptiontotheOwner,itshallbepresumedthatthebankhasexerciseditsoptiontoremainin

possessionofthepremises,forthesaidperiod.

2.ThebankshallpaythemonthlyrentofRs.
succeedingmonthagainstreceipt.

by ofevery

3TheBankshallhavetherighttousethewholeorpartofthebuildingfortheresidenceofShri.

andonhisleavingthestationduetotransfer/promotionetc.,thevacantpossessionofthe

housewillrevertbacktothelandlordautomaticallywith daysnotice.

4.Thatallthepresentandfutureratesandtaxes,MunicipalorGovernmental,chargeableorpayable

inrespectofthesaidbuilding,shallbepaidbytheOwner.

5.Thattheownershallmakeannualrepairslikewhitewashingeveryyear,painting,distempering

andanyotherkindofrepairseverythreeyears..Incaseofdefaultonhispart,thebankshallbe

entitledtomakethesamedoneanddeducttheexpensesincurredoutoftheamountoftherent

payabletotheowner.

6.TheBankshallhaveandenjoypeacefulpossessionofthebuildingwithoutletorhindrancefrom

theowner.

7.Thattheownershallinstallseparatewaterandelectricmetersfortheexclusiveuseofthebank

withinonemonth.Thebankmaygettheconnectioninitsownnameiftheownerfailstodoso

anddeductthecostandexpensesthereofoutofthemonthlyrent.

8.Theelectricandwaterconsumptionchargesshallbepaidbythebank.

9.TheBankshallbeentitledtoremoveallfixturesandfittingsinstalledbyitatthetimeofvacating

thepremises.

10.TheBankshallbeatlibertytovacatethepremisesaftergiving15daysnoticetotheowner

irrespectiveoftheperiodfixed.

*(BANK) (OWNER)

*TobesignedbytheconcerneddealingmanageronbehalfoftheBank.
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ANNEXURE-III

LETTEROFOCCUPANCY

Shri.____________________

DearSir,

Thisistoconfirm thatpursuanttotheoralagreemententeredintobytheBankthrough

withyouon ,we

proposetooccupyyourbuildingbearingno. in

fullcomprisingof rooms,verandah,courtyard,

bathrooms,lavatory,kitchensituatedat onarentof

Rs. permonth,foraperiodof monthsasperterms

andconditionsalreadyconveyedbyyoutotheBank.Thesaidtermsandconditionsare

nowreproducedinwritingintheannexuretothisletter.

Yoursfaithfully,
ForPUNJABNATIONALBANK

Acknowledge
d

Landlord

Accountant/Manager
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ANNEXURE-IV

TheRegionalManager/ZonalManager, Dated:

Sir,

Reg:Houserentproposal—Houseat

1. Iherebyconfirm thatIdonotownanyhouseinmynameorinthenameofmy

spouseoradependentchildin (Placeofposting).

2. Theproposedaccommodationisnotsharedbyanyotherpersonwhoisclaiminganysort

ofbenefitfrom hisemployeri.e.Houserentallowanceetc.fortheportionunderany

occupation.

3. Itisconfirmedthattheproposedhousedoesnotbelongtoanyofmy

relatives.OR

TheproposedhousebelongstoShri. whoismy

.Therentalvaluehasbeenassessedfrom M/s.

,Bank's approved valuer/ retainer

architect.

1.Theproposedrentisaspertheprevailingmarketrentinthelocalityandinconformitywiththe

comparableresidentialaccommodation.

Yoursfaithfully,

Strikeoutwhicheverisinapplicable.
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ANNEXURE—V

DRAFTOFTHELETTEROFACCEPTANCEFROM LANDLORDFOREXTENSION
OFLEASEONENHANCEDRENT

TheRegionalManager/ZonalManager,

Region/Zone,

Reg:Houseat

Myaforesaidhouse/flatisalreadyunderoccupationofthebankatamonthlyrentof

Rs. ontermsandconditionsmutuallyagreedon

atmyrequestthebankhasagreedtoenhancetherentfrom Rs.

monthtoRs. permonthw.e.f

per

Iaccepttheenhancedrentandconfirm thatallothertermsandconditionsofthe

tenancyshallremainunchanged.

Thankingyou

Yoursfaithfully,



53

SPACEFORUPDATES
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SPACEFORUPDATES



RESIDENTIALFURNITURE

CHAPTER5̀



ELIGIBILITY

RESIDENTIALFURNITURE

(PADConsolidatedar.No.05/2014dated03.02.2014&
GADCir.No.03/2009dt.18.03.2009)

(RefGSADCir.No.02/2015dt.03/01/2015)

OAllofficersincludingthoseonprobation(directlyrecruitedofficersconsequentupontheir
stationarypostingaftercompletionoftheir'OntheJobTraining')shallbeeligiblefor
furniturefacilityirrespectiveoftheirstatusi.e.officersgettingfixedHRAarealso
entitledforresidentialfurniturelnotherwords,allofficersincludingofficersonprobation
(exceptnewentrantsundertraining/onthejobtraining)shallbeeligibleforthisfacility

O IncasetheofficeravailingtheresidentialSFFfacilityleavestheBankservicebefore
completionof5yearsofservice,he/shewillhavetopay50%ofthepurchasevalueor
remainingbookvalueoftheSFFitemstothebank,whicheverishigher.InsuchcasesSFF
itemsshallnotbeallowedtobesurrendered..

LIMITSOFRESIDENTIALSFFS

(Ref:PADConsolidatedcir..No.05/2014dt..03.02.2014)

TherevisedresidentialSFFlimitsw.e.f.01.01.2013areasunder:-

Scale RevisedLimits(Rs.)

I 80000

IDy.Manager 90,000

II 1,20,000

III 1,50,000

IV 2,00,000+1cooler

V 2,25,000+1cooler

VI 3,00,000+1AC

VII' 4,25,000+2ACs

LISTOFPERMISSIBLEITEMSTOOFFICERS

(Ref:GSADar.No.12/2015dt,21/07/2015)

ScaleItoIII ScaleIV&above

SI.No. NameofItems SI.No. NameofItems

1. SofaSet 1. SofaSet

2. Bed(wooden) 2. Bed(wooden)

3. BedMattresses* 3. BedMattresses*

4. DiningTable 4. DiningTable

5. DiningChairs 5. DiningChairs

6. CentreTable 6. CentreTable

7. SteelAlmirah 7. SteelAlmirah

8. Bed-sidetable 8. Bed-sidetable

9. DressingTable 9. DressingTable

10. DressingStool 10. DressingStool
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ScaleItoIII ScaleIV&above

SI.No. NameofItems SI.No. NameofItems

11. StudyTable 11. StudyTable

12. StudyChair 12. StudyChair

13. Dewan 13. Dewan

14. MattressforDiwan 14. MattressforDiwan

15. Ceilingfan48" 15. Ceilingfan48"

16. Geyser 16. Geyser

17. HeatConvector 17. HeatConvector

18. DesertCooler 18. DesertCooler

19. FoldingCots 19. FoldingCots

20. Telephonetable 20. Telephonetable

21. BookCase 21. BookCase

22. Vacuum Cleaner 22. Vacuum Cleaner

23. ExhaustFan 23. ExhaustFan

24. WashingMachine 24. WashingMachine

25. GeneratorSet 25. GeneratorSet

26. Inverterhaving1batterywith
trolley

26. Inverterhaving2batterieswithtrolley

27. EasyChairs 27. EasyChairs

28. WaterFilter 28. WaterFilter

29. Curtains# 29. Curtains#

30. ComputerTable 30. Carpet

31. Computerchair 31. ComputerTable

32. Aquaguard/ROSystem 32. Computerchair

33. Crockerystand 33. Aquaguard/ROSystem

34. Microwaveoven 34. Crockerystand

35. Refrigerator 35. Microwaveoven

36. AC(upto1.5Tonwith
stabilizer)

36. Refrigerator

37. ColourTV/LCDTV 37. AC(upto1.5Tonwithstabilizer)

38. MorningWalker 38. FoodProcessor/Mixer-Grinder

39. Treadmill 39. OilFilledHeater

40. ColourTV/LCDTV

41. MorningWalker

42. Treadmill

Thereisnolimitofno,ofunitsorperunitcost(withintheoverallentitlement)except:-
(Ref.:PADConsolidatedCir.No.05/2014dtd.03.02.2014)

Maximum PermissibleLimit

*Mattresses:-:-UptoScaleIII: 5Units@ Rs.5000/-perunit.

ScaleIV&above: 5Units@ Rs.6000/-perunit.

#Curtains:- uptoScaleIII: 1Unit@ Rs.10000/-perunit.

ScaleIV&above:- 1Unit@ Rs.20000/-perunit.



ThecostceilingoftheadditionalitemsofCoolerandAC,overandabovetheentitlementof
OfficersinScaleIVandaboveisRs.10000/-andRs.35000/-respectively.However,thecost
ceilingwillnotbeapplicableforSFFitemspurchasedbyOfficerswithintheirentitlements.

RECOVERYFROM THEOFFICER

(RefHRDCr.No.694dt20/06/2015)

Wheneveranofficerisprovidedanyresidentialfurniturebythebank,0.15%ofthefirststage
intheScaleofPayinwhichhe/sheisplacedwillberecoveredeverymonth.Iftheofficers
areprovidedwithfurnitureitemsworth50%orlessofhisentitlement,theaforesaidrecovery
willbehalfof0.40%i.e.0.075%.Anysubsequentincreaseintheentitlementoftheofficer,
eitherduetothepromotiontohigherscaleorduetoenhancementoflimitsforresidential
furniture,shallhavenoeffectontherateofrecoverymentionedabove.

PROVISIONOFFURNITURETOTHEFAMILYOFDECEASEDOFFICER

(RefGSADCr.No.4/2015dt.16.02.2015)

Incaseofdeathofanofficial,whileinservice,SFFitemsprovidedattheresidenceof
deceasedofficerwillbewrittenofftothedebitofrevenuehead"Misc.expenditure— HO
sanctionnotspecified".

SFFITEMSFORTHERETIRINGOFFICERS
(RefGSADCir.No.4/2015dt.16.02.2015)

Atthetimeofretirement/voluntaryretirement/resignation/exitfrom serviceonaccountof
punishment,furniturewillbeprovidedtoallofficers(ScaleItoVII)atBookValue.

REPLACEMENTOFINVENTORBATTERY/BATTERIES

(RefPADCr.No.210dt.22/04/2014)

 Wheneveranofficerisprovidedinverterwithbattery,thesamemaybeallowedtobe
replacedafter30months(ifnecessary)from thedateofpurchaseonacostceilingof
Rs.9000/-orreplacementcost,whicheverislower,underbuy-backsystem oftheexisting
Battery/batteries.ThesaidlimitofonebatterywillbeapplicableforofficersuptoScaleIII.
OfficersinScaleIVandabovemayavailthelimitoftwoBatteriesi.e.Rs.18,000/-only.

 Further,thebatteriesshouldhavewarrantyof30monthsfrom theinvertersupplier,which
shallbeaconditionatthetimeofpurchaseofinverter.Thecostofnew andreplaced
batteryshallbedebiteddirectlytoRevenueHead— RepairandMaintenanceofSFF.
However,theoriginalcostofInvertershallbeinclusiveofbatteryandtrolley,while
calculatingauthorizedlimitforpurchaseofSFFitemsandcostofbatteryshallbe
notionallyshowninSFFaccountoftheconcernedofficer.Incaseofexistinginverter
accounts,thecostofinverteralongwithbatterywillcontinuetobecapitalisedinSFF
accounttillitsestimatedusefullifeiscompletedandthebankwillreplacethebattery
after30monthswithouttakingnotionalvalueofreplacementcostintoconsiderationfor
limitpurpose.



AMCOFAQUAGUARD/WATERPURIFIER/ROSYSTEM/AIRCONDITIONER

(RefPADConsolidatedCir.No.05/2014dt.03/02/2014)

 ThebankwillpermitAnnualMaintenanceContractforAquaguard/WaterPurifier/RO
system/AirConditioneronly.Further,duringtheperiodofGuarantee/Warranty/AMCor
complimentary AMC,attached with any item,no repairand maintenance costis
permissible.

ThecompetentauthorityforpermittingAMCofAquaguard/WaterPurifier/ROSystem,
AirConditioner,replacementofinverterbatteryandreimbursementofcleaningcharges
forcurtains/Carpets,providedattheresidenceofofficers,shallbeCircle
Heads/IncumbentofOtherOffices,asthecasemaybe.However,fortheofficers,
workingatHODivisions,thecompetentauthorityforthem shallbeDivisionalHead.For
DivisionalHeadsandotherhigherofficials,thecasesshallcontinuetobereferredtoGAD:
HO.

 TheaboverevenueexpensesshallbedebitedtotherevenueheadsofProfit&Loss
Account,asunder:

Particulars P&LRevenueHead

1. Repairs, maintenanceofall SFFresidential
itemsincludingreplacementofinverterbattery.

Repair&Maintenanceof
SFF(CodeNo.11220)

2. Cleaningchargesforcurtains. Otherexpenses—Notspecified
elsewhere(CodeNo.11422).

CLEANSINGOFCARPETS/CURTAINS

(Ref:PADConsolidatedCir.No.05/2014dt.03/02/2014)

 Carpets,providedattheresidence,canbegotcleanedbytheconcernedofficeroncea
year.Reasonableexpensesincurredforcleaningofcarpetbereimbursedtothedebitof
Misc.Exp.HOPower.

 CurtainsincludingpelmetsmaybeprovidedattheresidenceofofficerseligibleforSFF
facility.Pelmetsmaybeprovided,wherenecessary,withintheoverallentitlementof
residentialfurnitureoftheofficerconcerned.Changeofcurtainsmaybepermitted,if
necessary,after4yearsofthedateofpurchaseofcurtains.

 Drycleaningofcurtainsmaybeallowedafterevery1yearupto8%oforiginalcostof
thecurtainsinayearshallbepermissible.

 Ithasbeendecidedthatinordertoeliminatedelayandtosimplifythereimbursement
process,therequirementofbillsforreimbursementofexpensesincurredondrycleaning
ofcurtainsmaybedoneawaywith.Theamountasperentitlementmayhenceforthbe
reimbursedonthebasisofundertakingbytheconcernedofficer.(HRD693/2015dt.
16.06.2015)

 Thoughthecostofcurtainisincurredthroughrevenuehead— Misc.Exp.,thesame
shouldcontinuetobeaddedtotheoverallentitlementlimitoftheofficerandshown
notionallyinSFFA/coftheofficer.

ESTIMATEDUSEFULLIFEOFTHESFFITEMS
(RefGSADCir.No.4/2015dt.16.02.2015)

a) Steelitems 20yearsfrom thedateofpurchase.

b) DesertCooler/Microwave/
WashingMachine/TVSet(LCD/LED)7yearsfrom thedateofpurchase.

c) M attresses 5yearsfrom thedateofpurchase.



d) Curtains 4yearsfrom thedateofpurchase.

e) Allotheritem s 10yearsfrom thedateofpurchase.

 Oncetheusefullifeof5yearsforMattressesand4yearsforCurtainsiscompleted,
officerswillbeeligiblefornewmattresses/curtains,withoutsurrenderingtheoldone.

 However,ifanofficerisretiringbeforetheperiodof5/4years,he/shewillhaveto
purchasethesaiditemsatthebookvalue.Atthetimeofreplacementoftheexisting
Mattresses/Curtains,(aftercompleting5/4years),theresidualvalueoftheoldones
willbewrittenoff,aspervestedpowersofGADfinancialpowerchart.

 AftertheSFFitemshavecompletedtheirusefullife,givenabove,norepairsofsuch
itemswillbeallowed.However,theseitemsinsteadofsurrenderingandkeepingin
godownswillbeauctionedlocallybybranches/offices,observingtheextantguidelines
ofthebank.

REPAIRINGOFFURNITURE
(Ref:PADConsolidatedCir.No.05/2014dt.03/02/2014)

Needbasedrepairsofresidentialfurniture(exceptelectronic/electricalitems)may
bedoneafterevery3yearsasperthefollowinglimits:-

a)Sofa,DinningChair,Puffyetc.whichneedupholstery—40%ofthe
*replacementvalue

b)Bed,Table,Diwanetc.—30%ofthe*replacementvalue

c)SteelFurniture—10%ofthe*replacementvalue.

d)Electrical/Electronicitems—Needbased.

Theaboveceilingsshouldnotbetreatedasentitlement,butonlyaspermissibleupperlimits.

*Replacementvalueshallbethepresentmarketpriceoncompetitiveratesorentitledpricelimitofsaid
items,whicheveris/ower.

CARRYINGOFFURNITUREONTRANSFER

(Ref:PADConsolidatedCir.No.5/2014dt.03.02.2014&GSAD4/2015dt.16.02.2015)

 AlltheofficersincludingofficersincludingofficersinScaleVI&VIIshallcarryallthe
SFFitemsprovidedattheirresidence,ontransferandwillnotbepermittedtosurrender
anyoftheitemsprovided/purchasedonorafter01.01.2013intheiraccountstillthe
item hascompleteditsestimatedlife.Theterm "Transfer"meansandincludestransfer
onpromotion,transferonrequest,transferonadministrativegroundsor/androutine
transferoranyotherexpressionimplyingthesamemeaning.

 OntheirtransferalltheofficersincludingScaleVIandVII,residingatbank'spremises
shallcarryalltheissued/purchasedSFFitemsonorafter01.01.2013withintheir
entitlementexceptthepermanentfixtureinstalledinthebank'sflat.

 Further,ontheirretirement,officersuptoScaleVwillnotbeallowedtosurrenderSFF
itemsbeingusedattheirresidence.However,incaseofretirement,officersinScale
VIandVIIwillbeallowedtosurrenderitems,whichtheydonotintendtocarrywith
them onsuperannuationduetoaccommodationconstraintorotherwise.



 Onrequesttransfe,rtheOfficerswillhavetocarrytheSFFitemsontheirowncostandin
nocasetheseitemswillbesurrenderedatthetransferoroffice.However,inextremely
exceptionalcircumstances/selectivemeritcases,thepermissionmaybegrantedwith
theapprovalofExecutiveDirector.

 TheofficersmaybeallowedtokeepSFFitemsattheplaceofpostingand/orfamilyHQ,
aspertheirchoice.However,forcontrollingpurpose,theSFFitemswillbecapitalizedat
theplaceofpostingoftheofficer.

CONVERSIONOFONEROOM INTOOFFICEATTHERESIDENTIALPREMISESOFCMD,EDS
&GENERALMANAGERS

CMD,ED,GM inHO & Field haveto perform urgent/outstanding officeworkattheir
residence.Besides,attimes,theyhavetoentertainofficialvisitorsattheirresidence.Inview
ofit,Drawingroom-cum-studyroom,outoftheresidentialquartersoftheCMD/EDandone
room attheresidentialquartersofGM atHO&Field,maybeconvertedintoofficespace.
Thisroom willbesuitablyfurnishedkeepinginviewofthestatusoftheseniorofficial(within
aceilingofRs.1.20lac).Furnishingofofficeroom includes1-1.5tonAC,5SeatedSofa,
CentreTable,TelephoneTable,Bookcase,ComputerTable,StudyTable,Study/Computer
Chairetc.Aseparatesub-meterwill,however,beinstalledforthisroom andtheelectricity
chargeswillbebornebythebank.

PERMANENTFIXTURE

Following items,attheresidence/flatofbank,provided to officers,willbetreated as
permanentfixtures:

i) Geyser

ii) Tubelightfitting

iii) Ceilingfan

iv) Walltowallcarpet

v) Exhaustfan

vi) Pelmets

vii) ZerobacteriaAquaguard

viii) Aircooler

ix) Cupboardfixedwithwall

x) Smallunitfixedintoiletandotherplacesinthehouse.

ALLOTMENTOFFURNITURE

 TheitemsrequisitionedbyOfficerwillbeallottedfrom thegodown,ifavailable,at
depreciatedcosti.e.Bookvalue.Nofreshitemswillbeallowedtobepurchasedifthe
sameislyinginthegodownorelsewhereinpossessionoftheBank.

 FurtheriftheresidentialitemsforScaleIVandabovearelyinginGodownor
elsewhereandthereisnorequirementofthesamefrom theofficersinScaleIVand
above,thesamemaybeconsideredforsupplytotheOfficesinScaleItoIIIwithin
theiroverallentitlement.
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OTHERBENEFITS

1.ENTERTAINMENT EXPENSES&CLUBMEMBERSHIP

(RefPADConsolidatedCircularNo.02/2014dt.30.01.2014)

IntermsofPNBOfficersserviceRegulation29,itisprovidedthattheBankmayreimbursetoan

officersuch entertainmentexpensesand such feesformembership ofclubsand professional

institutionasmaybedecidedbytheBoardinaccordancewithguidelinesoftheGovernment.

ThelimitsforreimbursementofEntertainmentExpensesandMembershipofClubsandProfessional

Institutew.e.f.01.08.2012areasunder:-

A.ENTERTAINMENTEXPENSES

Officersin Existinglimitsperannum Revisedlimitsperannum

ScaleVII 36000/- 37500/-

ScaleVI 18000/- 19200/-

ScaleV 9600/- 10200/-

ScaleIV 9000/- 9600/-

ScaleIII 7200/- 7800/-

ScaleII 5000/- 5400/-

ScaleI 4500/- 4800/-

SpecialAssistant Nil 2400/-

MODEOFREIMBURSEMENT

(RefHRDCir.No.691dt.15.06.2015)

Thematterwithregardtosubmissionofbillsforreimbursementofentertainmentexpenseshasbeen

examined.Ithasbeendecidedthatinordertomaketheprocessofthereimbursementfastandmore

efficientandsavethetimeofofficialsinvolvedintheprocess,therequirementofbillsmaybedone

awaywith.

Further,theexpenses,asperentitlement,mayhenceforthbereimbursedonhalfyearlybasis,onthe

strengthofundertakingbytheconcernedOfficer/SpecialAssistant.Upto50% ofthelimitmaybe

reimbursedinthefirsthalfofthefinancialyearandtheremainingamountinthesecondhalfyear.

REIMBURSEMENTOFENTERTAINMENTEXPENSESOFOFFICERS/SPECIALASSISTANTSRETIRING

DURINGTHEYEAR

(RefHRDCir.Lettersdt.03/15&dt.20.06.15)

ItisclarifiedthatOfficers/SpecialAssistantswhoaredueforretirementduringtheyearmaybe

reimbursedentertainmentexpensestothefullextent,anytimeduringtheyear,onthestrengthof

undertakingbytheconcernedOfficer/SpecialAssistant.

OTHERPROVISIONS

-TheIncumbentsIn-chargepostedinBranchesshallbeentitledforadditionalentertainmentlimittothe

extentof50%,forachievementsofBudgetinallthefiveparameters,thedetailsofwhichareasunder:

(i) CoreDeposits

(ii) Advances
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(iii)ReductioninNPA

(iv)Agriculture/SME&RetailAdvances

(v) FeeBasedIncome

TheIncumbentsIn-chargeofBrancheshavingachievedBudgetsinatleastthreeoutofthe
abovefiveparameters,shallbeentitledforadditionalentertainmentlimittotheextentof
25%.

-AnIncumbentInchargeontransferfrom aBranch,whichhasachievedthetargetswould
continuetodrawhigherentertainmentexpensesreferredtoabove,inthetransfereeoffice
tillthecloseofthenextfinancialyear.However,thenewIncumbentInchargewouldnotbe
eligibleforhigherentertainmentlimitautomatically.

-TheCircleHeadshallbethecompetentauthoritytosanctionthepaymentofadditional
entertainmentexpenseskeepinginviewtheperformanceoftheIncumbentInchargeinthe
abovefiveparametersandstayoftheIncumbentInchargeinthebranch.

-OfficersdeputedtoRRBsareentitledtoentertainmentexpenseslimitatparwiththe
entertainmentexpenditureofofficerspostedinadministrativeoffices.

-Officers officiating in place ofpermanentincumbents entitled to reimbursementof
EntertainmentExpenses shallbe eligible forreimbursementofdifference ofboth
entitlementsofsuchexpensesonpro-ratalimitbasisfortheperiodoftheirofficiating.

-SpecialAssistantswhoperform supervisorydutiesinbrancheshavingdirectinterfacewith
thecustomersareentitledtoreimbursementofEntertainmentExpensesuptoalimitof
Rs.2400/-p.a.w.e.f.01.08.2012.

Branches/officestoensurethatthereimbursementofnormalentertainmentexpensesas
wellaspaymentofadditionalentertainmentexpensessosanctionedistobeinvariably
enteredandapprovedintheHRMSasperdetailsgiveninHRDDCircularNo.550dated
21.05.2009.

B.CLUBMEMBERSHIP

(RefPADConso/idatedCir.No.02/2014dt.30.01.2014)

-MembershipofClubsisprimarilymeantfordevelopmentofbank'sbusiness.Henceonly
suchclubs,whicharepatronised byhighlevelState/CentralGovt.Officials,maybe
considered.

-OfficersinTopExecutiveGrade,Sr.ManagementGrade,MMGScale-III&IIinbranchesare
eligibleforreimbursementofadmissionfeeformembershipofClubs/Associations.

-Inadditiontotheabove,thefollowingofficersarealsoeligibleforreimbursementof
admission/membershipfeeofClubs:-

a)FacultymembersatCSC/ZTCinMMGScale-IIandabove.

b)LDMs/DCOs

-Alltheabovesaidcategoriesofofficerswillbeeligibleforreimbursementofadmission
feeformembershipofClubs/AssociationsubjecttoalimitofRs.1000/-p.a.

-Reimbursement of monthly/annualsubscription fee of Clubs,whose admission/
membershipfeehasbeenpaidbytheBank,mayalsobemadetoeligibleofficers,subject
toamaximum amountofRs.125/-p.m.orRs.1500/-p.a.Thereimbursementofthe
subscription feemaybemadeon thebasisofreceiptsissued bytheClub forthe
subscriptionpaidbytheOfficers.



-Allotherofficers exceptthose mentioned above shallbearthe expenses towards
membershipofClubs/Association,outoftheirEntertainmentExpenseslimitsfixedas
above.

SUBSCRIPTIONTOBANKERCLUB

ThefollowingofficersareentitledtosubscribetotheBanker'sClub:-

1.BranchManagerinScaleIIIandOfficersinScaleIVandabove.

2.TheLeadBankOfficersinMMGScaleIII.

ThesubscriptiontoBanker'sClubistobepaidtothedebitofMisc.expensesHO

Sanction.B.MISCELLANEOUS

 Officerontransferwillavailofonlybalanceoflimitsavailabletohim fortheyeari.e.
limitavailabletohim willalsobetransferredtothenewoffice.Theinformationshould,
therefore,beindicatedintheLPCoftheofficeratthetimeoftransfer.

 OfficerswhoarepromotedorjoinBankserviceareentitledtoentertainmentlimit
admissibletothem onpro-ratabasis,butifmembershipfeesofaClubofwhichthey
aremembersispayableonannual/quarterlybasis,itwillbeadmissibletothem infull
orforthequarter,asthecasemaybe.

 Officers who are due forretirementduring the yearwillbe eligible to avail
entertainmentexpensesandclubmembershiptothefullextentasperrulesatany
timeduringtheyear,asinthecaseofotherofficers.

 ThemembershipofClubs/Associationshouldbelinkedtotheplaceofposting.The
officersontransfercanbecomemembersofClubs/Associationatthenew place.
However,where institutional membership is available,the same should be
encouraged/preferred.TheannualsubscriptionofClubs,ifany,insuchcaseswould
alsobebornebytheBank.

 CorporatemembershipofclubscanbeavailedatrespectiveFGMOlevels.However,a
properproposalshouldbesenttoHRDDHOforobtainingfinancialsanction.

 TheinstitutionalmembershipofsomeselectiveclubsestablishedatStateCapitals,where
wehaveZonalOfficescanbeconsideredbythebankatHeadOfficeLevel.Senior
Officers,aspermittedundertherules,canbecomemembersoftheseClubs.However,
suchclubsshouldbepatronisedbyhighlevelState/CentralGovernmentOfficials.

 Membership ofClubs /Association is primarilymeantfordevelopmentofbank's
business.HencemembershipofCreditCardClubswillnotbecoveredunderthescheme.

 Further,membershipfeesofProfessionalInstitutionslikeCharteredAccountantsof
India,IndianInstituteofBankersandallIndiaManagementAssociationetc.arenotbe
reimbursed.However,themembershipfeeofsuchProfessionalInstitutionswhich
couldbeinstrumentalinmobilisingbusinessfortheBankmaybereimbursed.The
concernedFGM mayapprovereimbursementofanysuchProfessionalInstitutions.

 ManagerspostedinRuralareasmaybepermittedtotakemembershipofClub/
AssociationinnearbycitiesbyCircleHeads,keepinginviewtheutilityandfeasibilityof
joiningtheclub.

 Thelimitofentertainmentexpensesandclubmembershipfeeistobeallowedonthe
basisoffinancialyeari.e.from ApriltoMarch.



OFFICERSUNDERSUSPENSION

AnnualEntertainmentExpenseslimitoftheofficersundersuspensionistobereduced,pro-
rata,fortheperiodofsuspension.Entertainmentexpensesincurredduringtheperiodof
suspension are notto be reimbursed.However,billscovering renewalsubscription of
Clubs/Association,relatingtotheperiodofsuspension,ifany,maybereimbursed.

2.ADDITIONALFACILITIESTOINSPECTINGSTAFF

(RefPDCircularNo.1493dt.22/5/95readwithHRDOr.No.213dt.16.7.04)

ThefollowingadditionalfacilitiesareavailabletoInspectingStaff.

i. InsurancecoverinrespectofpersonalaccidentrisktotheextentofRs.2.00lacsfor
officersinScaleII&aboveandRs.1.00lacforofficersinScale—1.

ii. Reimbursementofexpensesforpurchasingessentialitemssuchaswoolengarments,
blankets,suitcases,rain-coatsetc.onproductionofbillssubjecttotheceilingofRs.
1500/-p.a.forthe1styearofmobiledutyandRs.750/-p.a.forthesubsequentyearsor
partthereof.

iii. Reimbursementofconveyancechargesuptothefollowinglimits:
InternalChiefAuditors(Scale-IV) Rs.400/-p.m.

InternalSr.Auditors/InternalAuditors(Scale-II/III) Rs.325/-p.m.
InternalAsstt.Auditors(Scale-I) Rs.250/-p.m.

iv.TelephonefacilityattheresidenceofInternalAuditorsinScale-IIIsubjecttothecondition
thatonlyfixedrentalchargesshallbereimbursedbythebankandnoreimbursementof
callsshallbepermitted.

3.NEWSPAPERATTHERESIDENCEOFOFFICERS(w.e.f.01.01.2007)

(RefHRDDConsolidatedCircularNo.798dt.10.04.2019)

Grade/
Scale

Entitlement.

ScaleI AnyNo.ofFinancial/Non-financialNewspaper-max.Rs.200/-p.m.

ScaleII/III Anyno.ofNewspapers/Magazines-Rs.300/-permonth(onlyfinancial/
economic).

ScaleIV&
above

ForSubscriptiontoanyFinancial/CommercialNewspaper/Magazine—
Rs.400/-permonth.

REVISEDSYSTEM:(w.e.f1-10-2011)

(RefPADCircularNo.58dt.24.09.11&74/2012dt.27.02.2012)

In orderto reducetheworkload ofsubmission and scrutinyofnewspaperbills and
issuance/paymentofchequeseverymonth,ithasbeendecidedthatreimbursementof
newspaperbillstotheextentofentitlementofanemployeeortheamountforwhich
undertakingissubmittedbytheconcernedemployee,whicheverislower,maybemade on
Halfyearlybasis,i.e.from Septto Februaryin March and from March to Augustin
September,directlythroughHRMSintheaccountsoftheemployeesbyPAD HO.Following
proceduretobeadoptedatbranch/Officelevel:

1.Thereimbursementwouldbemadeonhalfyearlybasisinsteadofmonthly;



2. The requirementofproducing bills/cash memos has been dispensed with and the

reimbursementwouldbeallowedonthestrengthofundertakingsubmittedbytheemployee,

onceinsixmonths,inHRMSontheprescribedformat(availableinKRMS).Nomanual

undertakingwouldberequired;

3. ConcernedemployeewouldenterhisundertakinginHRMSduringthemonthsofSeptember

andMarcheveryyear,forseekingthereimbursementinrespectofpaymentofnewspaper(s)

forthemonthsofSeptembertoFebruary(6months)inMarchandMarchtoAugust(6

months)inSeptember.

4. Theundertakingsubmittedbytheemployeewouldbeauthorizedbytheauthorizedofficial

atthe branch/office and thereafterpaymentwould be made directlyto the creditof

accountsofconcernedemployeesthroughHRMSfrom PADHOinthemonthsofSeptember

andMarcheveryyear;

5. Theemployeeswhoretirewouldsubmittheirundertakinguptothemonthheservedtothe

officewherehewaspostedandthereimbursementwouldbemadedirectlyintheaccountof

theconcernedemployeesthroughHRMSbyPADHO.

6. LinkforsubmittingtheaboveundertakinginHRMS ismadeavailableinEmployeeSelf

Servicefrom 01.03.2012.Submissionofundertaking&itsapprovalbecompletedby15th

MarchandinSeptby15thSepteveryyear.

7. Theundertakingsubmittedbytheemployeeisrequiredtobeapprovedbytheauthorized

officialattheBranch/Officewheretheemployeeispostedatthetimeofapprovingthe

undertakingandthepaymentwillbemadedirectlytothecreditofaccountsoftheconcerned

employees to the debitofExpenditure Head "Subscription to Newspaper/Periodicals

(11412101)"oftheapprovingbranch,throughHRMSfrom PAD,HO.

8. Itisclarifiedthatincase,atanystage,itisfoundthattheundertakingsubmittedbythe

employee is false,he would be liable foraction in terms ofprovisions ofBipartite

Settlement(s)/PNBOfficers

4.PURCHASEOFBRIEFCASEBYTHEOFFICERS

(RefHRDDConsolittedCircularNo.799dt.10.04.2019)

Category LimitinRs.

DM/BM (ScaleI) Rs.2500/-

ScaleII/III Rs.3500/-

ScaleIV&V Rs.7000/-

ScaleVI&VII Rs.10000/-

 Amt.isinclusiveofalltaxes.

 Permissiontobesoughtfrom BM /CircleHeadasthecasemaybe.

 Oldbriefcasecanbereplacedafteragapofthreeyears.

 LadyOfficersmaypurchaseofficebagswithintheirentitlement.

 Ithasbeendecidedthatinordertoeliminatedelayandtosimplifythereimbursementprocess,

therequirementofbillsforreimbursementofcostofbriefcasemaybedone



awaywith.Theamountasperentitlementmayhenceforthbereimbursedonthebasisof

undertakingbytheconcernedofficer.(HRD692dt.15.06.2015)

0ProperrecordofpurchaseistobemaintainedatHRMS.

5.LATESITTINGBYOFFICERS:/ATTENDANCEONWEEKLYOFFDAY

The Officers who are required to work beyond 3 hours afternormalduty hours due to

connectivity/serverproblems/othercontingencieswillbeprovideddinner/refreshmentsatBank'scost.

Incasetheyarerequiredtostaybeyond5hours,additionalexpensesnotexceedingRs.150/-maybe

incurred/consideredforreimbursement.Thereimbursementoftheexpensesmaybemadetothe

Officersonproductionofbills.

Further,theOfficerswhoarerequiredtoworkonSunday/holidaywillbeentitledtoanamount

equivalenttoonedaydiem allowanceaspertheirentitlementandaccordinglytheguidelines

relatingtocompensatoryleaveforhavingworkedonSunday/holidayiswithdrawn

Theabovefacilitywasrestoredwithcertainmodifications.TherelevantportionofHRDDletterdt.

18.04.2009isasunder:-.

..............Onthebasisoffeedbackreceivedfrom thefieldthematterhasbeenre-examinedand

inordertocopeupwiththevariouseventualitieswherethelatesittingbytheOfficersbecame

imperative,theBoardinitsmeetingheldon15.04.2009hasapprovedthatthefollowingfacilities

maybegiventotheofficersforlatesittingandforworkingonSundays/Holidays:

 Tomakereimbursementofexpenditureincurredforprovidingdinner/refreshmenttothe

officerswhoarerequiredtoworkbeyondfourhoursafternormaldutyhoursonweekdays

duetoconnectivity/serverproblem andothercontingencies,notexceedingRs.250/-per

officer.

 Tomakepaymentofanamountequivalentto1dayDiem AllowancetoOfficersincludingthe

Officersworkinginadministrativeoffices,forworkingonSundays/Holidaysaspertheir

entitlementandperDiem shallmeanaperiodnotlessthan8hours.

TheCircleHeads/DivisionalHeadsatHeadOfficearetheCompetentAuthoritytopermitand

sanctiontheaboveexpenditure/payment. II

6. COMPENSATION TO OFFICERS WORKING ON HOLIDAYS IN

CTS/ECS/RTGS/SWIFTOFFICESANDASPERRBI/Govt.DIRECTIONS.

(HRDDCircularLetterNo.02dt.30.03.2016)

OfficersuptoScaleIIIworkingonSundays/HolidaysasperexigenciesintheinterestoftheBankare

beingpaidanamountequivalentto1dayDiem AllowanceandCircleHeads/DivisionalHeadsatHO

areempoweredtopermitworkingonSundays/Holidaysandsanctionthisexpenditure/payment.

TheofficersworkingonHolidaysinBackOfficesforCTS/ECS/RTGS/SWIFTandtheofficersrequired

toworkonHolidaysconsequenttoRBI/Govt.directionsarenowentitledforamonitorycompensation

ofRs.2000/-perdaywithoutanystipulationofnumbersofhoursworkedinlieuof1dayDiem

Allowance.ThisfacilityisalsobeingextendedtoofficersinScaleIV.



7.OUTOFPOCKETEXPENSESFORWORKINGINSHIFTDUTIESORDURINGEXTENDED
WORKINGHOURS

(Ref;PADCircularLeaterNo.8/12dt.25.05.2012,HRDD;144dt.31.122003)

PURPOSE:
Thestaffmembersincludingofficers(uptoMMG Scale-III)andworkmanemployees

workinginshifts/extendedworkinghoursneedtobecompensatedfordiscomfortof

workingoutsidenormalworkinghoursandforcomingtoofficeearlyand/orleavingin

lateandoddhours.Workinginshiftdutiesmeanssuchofficeswhichhaveroundthe

clockworkingandemployeesarerequiredtoworkinshiftsof12hourseach.Likewise,

workingintheofficewherethestaffmembershavetocommencetheworkbefore8.00

a.m.ortheworkcontinuesafter8.00p.m.willbetreatedasworkingduringextended

workinghours.

SCOPE:
Suchofficeswhereemployeesarerequiredtoworkinshifts/duringextendedworking

hoursmayincludeServiceBranchessuchasMICR Centres,RCCs,SWIFT Branches,

ExtensionCountersatIGIAandHODivisionslikeIOAD,DataCentre(ITDivision).Further,

officersfrom ITDivision/Z0s/R0s/branchesconstitutingtheCBSmigrationteamsforroll

overofbranchesmayberequiredtoworkduringtheextendedworkinghoursforspecified

numberofdaysasstipulatedbyITDivisionforpre-migrationandpost-migrationperiod.

Similarly,otherofficeswherethecriteriaofextendedworkinghours/shiftdutiesapplies,

maybeconsideredforextensionofthebenefitsunderthepolicy.

FACILITIESAVAILABLE

1:1Staffmemberswhoarepostedatsuchofficeswhichhaveroundtheclockshift

dutiesand actuallyworkin such shiftdutiessuch asDataCentre(IT Division),

ExchangeCounter(IGIA)willbeentitledtothebenefitofrestfor36hoursafterworking

ineachshiftof12hours.Therestperiodwillalsoincludetherestonaccountof

weeklyoff.Suchstaffmemberswillnotbeentitledtoweeklyoff/anyleaveinlieuof

Sundays.

1:1Thisfacilitywillnotbeavailableatsuchofficeswhereworkisnotperformedinround

theclockshifts.Alsothosestaffmemberswhoarenotassigneddutiesinday&night

shiftsof12hourseachwillnotbeentitledto36hoursoff.

OTHERCONDITIONS

1:1CompetentauthorityistheGM/CircleHeadunderwhosejurisdictionaparticular

officefalls.

1:1Writtenorderoftheauthorityisamust.

11Thelistofofficesgivenisonlyillustrative.

0Thefacilitymaynotbepermittedatsuchofficeswherebankworkhastobeperformed

during earlyorlate hours forlimited period in a yearoris related to adhoc

performanceofsomespecificassignment.

11Applicableforthoseofficers/employeeswhosepresenceisnecessaryforsmooth

functioningoftheoffice.

I:IStaffmembershouldberotatedintheshiftduties/extendedworkinghours.
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AMOUNTOFOUTOFPOCKETEXPENSES

Scale/Cadre Amounttobepaidperday(Rs.)

Officers(uptoMMGScale—III) 150

Clerical 90

Sub—staff 60

8.REDRESSALOFGRIEVANCESOFSTAFFMEMBERS—PNBSAMADHAN

(Ref.HRDCir.No.705/15dt.28.07.2015)

PNBSAMADHANisnowproposedtocoverallworkrelatedandpersonalproblemsfacedbyserving

staffmemberswhichhaveabearingontheirwork.This,however,doesnotincludegrievances

relatingtoissuesofnon-promotion,disciplinaryaction,APAR,transfer/postingforwhichthereare

welldefinedsystemsandguidelines.



FORMATFORCLAIMINGCOMPENSATIONFORATTENDINGOFFICEONSUNDAYS/
HOLIDAYS

Date:

TheCH/CM/Sr.Manager,Manager,
PunjabNationalBank,
CO/BO

RespectedSir,

1A4itndueregards,Iwanttoinform youthatIhaveattendedofficeon
,theSunday/holidayinconnection

with

PleasereimbursemeanamountofRs.
only)asperrulesandoblige.

Thankingyou,

Yoursfaithfully,Signature

oftheOfficerName:

Designation:

(Rupees

FORMATFORCLAIMINGCOMPENSATIONFORLATESITTING
Date:

TheCH/CM/Sr.Manager,Manager,
PunjabNationalBank,
CO/BO

RespectedSir,

Withdueregards,Iwanttoinform youthatIhadtocontinuemydutiesupto
on

respectivelyinconnectionwith

IhaveincurredanamountofRs
only)forthosedays.
Pleasereimbursemeasperrulesandoblige.

Thankingyou,
Yoursfaithfully,

SignatureoftheOfficer

(Rupees

Name:
Designation:

71



SPACEFORUPDATES

72
SPACEFORUPDATES



73



74

SPACEFORUPDATES



MEDICALAID&HOSPITALISATION

CHAPTER7̀



1.MEDICALAID

MEDICALAID&HOSPITALISATION

(Ref.HRDCir.No.695dt.23.06.2015)

Reimbursementofmedicalexpensesoncertificatebasiswillbeasperthefollowing
annuallimits(w.e.f.1/11/12)

a) OfficersinJMG&MMG: Rs.8000/-p.a.
b) OfficersinSMG&TEG: Rs.9050/-p.a.

2.PERIODICALMEDICALCHECKUPFORELEGIBLEOFFICERS/SPOUSEWHOAREABOVE
40YEARSOFAGE

(HRDCirNo.187dt.29.12.03,HRDCirNo.555dt.12.06.09,HRDCircularNo.675dt.
29.09.2012,HRDarNo.701/15dated16.07.2015)

THETENUREANDTHEAGEGROUP:(Incaseofspouse,itshouldbehis/herage)

(RefPDOhNo.1473dt.30.01.1995)

AGEGROUP TENURE

40-45YEARS ONCE

45-UPTO50YEARS TWICE

ABOVE50YEARS EVERYAGEYEAR

PRESCRIBEDTESTS&REIMBURSABLEAMOUNT:

Grade
Scale

Reimbursement Claim

Form

Tests Time
Limit

I,II,III Rs.1500/- PNB- Within10

Per
Medical
Checkup

816

il_CBC(COMPLETEBLOODCOUNT)

Days

4-BLOODSUGAR-FASTING&PP

-BLOODUREA,SERUM URICACID,
CREATININE(KFT)

-LIPIDPROFILE
4-TSH(TFT)

_SGOT&SGPT(LFT)
-URINEROUTINE
-ECG;X-RAY-CHESTPAVIEW/X-RAY

KNEEJOINT-AP&LATERALVIEW (AT
THEOPTIONOFTHEEMPLOYEE)

-I-ULTRASOUND-WHOLEABDOMEN

-ONEPHYSICIANCONSULTATION

CHAPTER7II





Grade
Scale

Reimbursement Claim

Form

Tests Time
Limit

IV& Rs.3250/-per PNB- 4HB,TLC,DLC,ESR,BLOODSUGAR Within10

Above MedicalCheckUp816 - FASTING&PP,
4COMPLETELIPIDPROFILE,KIDNEY

Days

FUNCTIONTESTS(KFT),
4URINEROUTINE,
4ECG,X-RAYCHEST—P.A.VIEW,
4ULTRASOUND—WHOLEABDOMEN,
4 TMT(STRESSTEST),
4THYROIDFUNCTIONINGTESTS

(TFT),
4-PROSTATE(PSA)FORMALE,PAP

SMEAR(FORFEMALE),
4 LIVERFUNCTIONTESTS(LFT),
4AUSTRALIAANTIGEN,
4EYEEXAMINATIONBY

OPTHALMOLOGIST

ONEPHYSICIANCONSULTATION.

 Individualtestsarenoteligibleforreimbursementasthereimbursementismeantfor
completeMedicalCheck-up.

 Employeesarenoteligibleforanyspecialleave/travellingallowanceforundergoing
thesetestsandtheyhavetoavailappropriatecategoryofleave,ifnecessary.

 Noseparatereimbursementtowardsbedchargeswillbepermittedandsuchcharges,
ifany,arealsotobecoveredunderthemaximum limitfixed.

(Ref.HRDCir.No.701/15dt.16.07.2015)

Employees/spousesofemployeeswhofulfiltheeligibilitycriteriacangettheprescribed
testsdoneatthehospitalsapprovedbyrespectivecircleoffice/HeadOfficeattheirown
costattheapprovedrates.Thereafter,originalbill/receiptinrespectofthemedical
checkupalongwithcertificatefrom hospital,containingalistoftestsconducted,isto
besenttotherespectivecontrollingoffices(nofilm/reportsneedtobesubmitted)for
seekingreimbursement.

3.HOSPITALISATIONSCHEME

Thereweretwoschemes-forreimbursementofHospitalisationExpensesforofficersand
theirfamily.

i) ReimbursementofHosPita//sat/onExpensesunderPNBOfficers'Service
Regulations1979,

ii) HospitalizationReliefScheme.

(BoththeaboveschemesarenowstandswithdrawninlieuofMedicalInsurance
SchemeforOfficersandWorkmenEmployeesfrom 01/10/2015.)

(HRDDOr.No.714dt.30/09/2015)

IBAhasnow decidedtoimplementtheMedicalInsuranceSchemeforOfficersand
Workmenemployeesfrom 1stOctober,2015 forwhichaMasterPolicyisbeing
obtainedbyIBAonbehalfofmemberBanksthroughUnitedIndiaInsuranceCo.Ltd.



ConsequentlytheexistingschemeofreimbursementofhospitalizationexpensesintermsofOfficersService

RegulationsandBipartiteSettlementwillceasefrom 30thSeptember,2015andprovisionsofNew Medical

InsuranceSchemewillcomeintoforcew.e.f.01.10.2015.ThereforenoreimbursementunderOfficers'Service

Regulations/BipartiteSettlementwillbemadefrom 01.10.2015undertheexistingHospitalizationScheme.Itis

clarifiedthatforreimbursementofhospitalisationclaimspriorto01.10.2015,earlierHospitalizationscheme

relatingtoOfficers/Workmenshallbecontinued.

Mappingtheunderwriting,process,servicingandclaimsfortheMedicalSchemeoftheOfficers/

employeesandtheirfamilymembersofIndianBanks'AssociationMemberBanks

1.ThepolicywillbeissuedinthenameofIndianBanksAssociationMemberBanksandthelistofthe

memberbankswouldbementionedgivingthedataoftheofficers/employeesbifurcatedinto:-

a)Officerswiththedataoftheirdependentfamilymembers.

b)Clericalstaffwiththedataoftheirdependentfamilymembers.

c)Substaffwiththedataoftheirdependentfamilymembers.

Thepremium isdecidedbythenumberofofficers/employeesuniformlybutnotbasedonthenumberof

dependentfamilymembers.Thecollectionofdataofdependentfamilymembersattheinitialstagemaytake

longtime.Insuchcasesclaimspertainingtodependentfamilymembersofofficers/employeespending

collectionofdatamaybesettledoncertificationandrecommendationoftheappropriateauthorityofthe

respectivebank.

2.Thepolicywillcommenceonauniform dateforallthememberbankstoensuretheygetthebenefitofthelarge

numberofofficers/employeeswhichhasbeeninstrumentalintheprocurementofthemostcompetitive

premiumquoteandwouldeventuallyalsoreflectinapositiveclaimratio.

3.ThememberbankswillsubmittheirdataandpaythepremiumtotheleadInsuranceCompanyviz.UnitedIndia

InsuranceCo.Ltd.,inproportiontotheiremployeestrength.

4.TheinsurednameofIndianBanksAssociationisusedforgettingthebenefitofmassscaleunderwritinganda

positiveclaimratiothatwouldbenefitallthememberBanks.Allunderwriting,processandclaimservicingwill

bedonebythememberBanksdirectlywithUnitedIndiaInsuranceCo.Ltd.andK.M.DasturReinsurance

BrokersPvt.Ltd.

5.TheCorporateBufferofallthememberbankswillbeinproportiontothepercentageoftheirpremium

contribution.

6. TheallocationanduseofthisCorporateBufferwouldrestwiththeindividualmanagementofthe

memberbank.Attheendoftheyearwewouldhaveajointreviewonhowmanybankshavetotallyutilized

theirCorporateBufferandhowmanyothermemberbankshavenotutilizedtheirCorporateBuffertotally.The

unutilizedCorporateBufferofthememberbankswouldnow beproportionatelyavailabletothemember

bankswhoseCorporateBufferhasbeentotallyutilized.ThiswouldbeoneofthemajorbenefitsoftheGroup

underwritingofallthememberbanksunderonepolicyandatthesametimeindividualunderwritingofeach

memberbanksfordataprocessing,servicingandclaims.



7. Theclaim settlementofthememberbankswouldbedoneinthesameprocessas
followedinthepast,byeachindividualmemberbanks.

8. TheThirdPartyAdministrator,appointedbytheleadinsurevizUnitedIndiaInsurance
Co.Ltd.willstationtheirrepresentativeatthebanksregional/nodalofficesfrom where
thesebankshavebeensettlingmedicalclaimsoftheirofficers/employees.

9. TheThirdPartyAdministrator,wouldhaveaDedicatedOffice,Serveranda24X7Call
CentrefortheMemberBanksoftheIndianBanksAssociation.

10.Theofficers/employeeswouldsubmittheclaimstothesameregional/nodaloffices
where theyhave been submitting in the pastand the Third PartyAdministrator
representativewillbethebackupsupportandensureclaim settlementiscompletedin
thirtyminutes.

11.(TheThirdPartyAdministratorshouldensureplacementofrepresentativeinallthe
regional/nodalofficesofthememberbankswheretheofficers/employeeshavebeen
submittingtheirclaimsinthepast)

12.Noclaimswouldberejectedbytheinsurancecompany/ThirdPartyAdministratorunless
thesameisrejectedbythecommitteecomprisingoftheBankmanagement,Insurance
Company,ThirdPartyAdministratorandK.M.DasturReinsuranceBrokersPvtLtd.

13.Alltheofficers/employeesandtheirfamilymemberswouldbeissuedIDcardsbythe
ThirdPartyAdministrator,oftheInsuranceCompanyie.UnitedIndiaInsuranceCo.Ltd.
Incasetheemployeeorhisfamilymembergetsadmittedinanyofthepreferred
ProviderNetworkofhospitalsonproductionofIDcard,thehospitalauthorityinturn
shallnotifybyfax/mailthedetailsofhospitalisationalongwithIDcardnumberand
NameoftheemployeetotheThirdPartyAdministrator,whowouldagainrevertbyfax/
mailaconfirmationtothehospitaltoproceedwiththeclaim.Thiswouldevenenable
them toclaim from anywhereinIndiaandtheywouldbeabletoadmitthemselvesin
hospitalsanywhereinIndiabymerelycallingthededicatedcallcentresoftheThird
Party Administrator,which would be working on a 24x7 basis.The Third Party
Administrator,wouldevenbeabletoadvisetheofficers/employeesonthenearest
hospitalavailableintheirarea.Incaseofanemergencyadmissiontoahospitalwhichis
notinPPNetwork,theofficers/employeesalsohaveabenefittogethimselfadmitted
onacashlessbasisbyintimatingtheThirdPartyAdministrator,callcentrenumber,
mentioninghisIDcardNoandname.Thehospitalauthoritywouldfax/mailthedetails
ofhospitalisationtotheThirdPartyAdministrator,whowouldagainrevertbyfax/mail
aconfirmationtothehospitaltoproceedwiththeclaim.

14.Mostoftheclaimswouldbecashless;whichwouldbepaiddirectlytothehospital
concerned.

15.Thereimbursementclaimsofpreandposthospitalisationorinafew casesofactual
hospitalisationwouldbepaidtotheofficers/employeesthroughthebanksregional/
nodalofficesordirectlycreditedtotheofficers/employeesaccount.

16.Incaseofreimbursementclaim wheretheemployeehasnotinformedthebanksRegional
/Nodaloffices;theymayphonethe24X7callcentreoftheThirdPartyAdministrator
givingthedetailsoftheircardIDnumberandname.Insuchcasesthereimbursement
claim shouldbesubmittedoncompletionofhospitalisationandnotlaterthan30daysof
discharge from the hospital.In case ofpost-hospitalisation treatment,allclaim
documentsshouldbesubmittedwithin30daysaftercompletionofsuchtreatment.



WhereverthehospitalsarenotintheapprovedlistofThirdPartyAdministrator,theThird
PartyAdministratorshouldtakenecessaryactionforadditionofthosehospitalsontheir
networkhospitallistinconsultationwithbank.Inanemergencythe claim payment
wouldbepaidtothehospitalaccountandempanelmentofthehospitalwouldbe
considered.

17.Alltheadditionanddeletionoftheofficers/employeesanddependentsofthevarious
memberbankswouldbedoneonamonthlybasis.Anewlyrecruitedemployeewould
automaticallybeadmittedinthemedicalschemefrom thedateofhisappointmentletter.
Thishastobereflectedintheaddition/deletionstatementtobesenttotheThirdParty
Administrator/K.M.DasturReinsurance BrokerPvt.Ltd.,before the 10th ofthe
beginningofeverymonth.

18.IDcardswillbepreparedwithin10workingdaysfrom thedateofreceiptofdata.These
cardscanbecourieredtotherespectivebranchofficeinwhichtheemployeeislocated.
Thecardscanbedistributedbyatthebranchofficebythebanksbranchmanager/any
otherpersonwhoismaderesponsibleforthesame.Correctionsincards,ifanycanbee
-mailedtoanexclusiveidwhichwillbeexclusiveforcardscorrectionerrors.Thesecards
willbecorrectedandresentwithin2workingdaysfrom thereceiptofcorrectionmail.

19.Anadequatedepositpremium havetobeplacedbythememberbanksforthisaddition,
asthisisaregulatorycomplianceundersection64VBoftheInsuranceAct;whereinno
insurancecanbeinitiatedwithoutthepaymentofthepremium.

20.Atthesametimerefundpremium ofalldeletionswouldbecreditedinthedeposit
accountofthememberbanks.

21.Alladditions/deletionsofofficers/employeesandfamilymemberswouldbeonpro
ratabasis.Incase,somememberbanksjoinedtheschemesometimeafterthemain
masterpolicyhasbeenincepted,theywouldalsobejoiningonaproratepremium.
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MEDICALSCHEMEFORTHEOFFICERS/EMPLOYEESOFIBAMEMBERBANKS,PARTIES
TOTHEBIPARTITESETTLEMENT/JOINTNOTEDATED25THMAY2015INLIEUOFTHE
EXISTINGHOSPITALIZATIONSCHEME(W.E.F.01.06.2015)

MEDICALINSURANCESCHEMEFOROFFICERS/EMPLOYEESINLIEUOFEARLIER

HOSPITALISATIONSCHEMEUNDERREGULATIONS/BIPARTITESETTLEMENT

(Ref.HRDCir.No.723dated19/11/2015)

BRIEFDETAILSOFMEDICALINSURANCESCHEMEFOROFFICERS&WORKMENSTAFF

PolicyPeriod 01.10.2015to30.09.2016

PlanType GroupHealthPolicy(FamilyFloater)

Beneficiary Employee+Spouse+DependentChildren+dependent

parentsorparentinlaws,(Dependentstatusshouldbe

enteredandverifiedinHRMS)

Totalnumberof

livescovered

Allactiveemployees,spouse&dependents

Sum insured

(Annualcover

amount)

Cadre Sum insured(Rs.)

Officers 4,00,000/-

Clerical&SubStaff 3,00,000/-

Criticalillness In caseanemployee(selfonlyand notdependents)

contractsacriticalillnessasspecifiedinthescheme,

Rs.1,00,000/-shallbepaid,asabenefitwithoutanybills,

immediatelyonfirstdetection/diagnosisofthecritical

illness.Hospitalisationisnotrequiredtoclaim thisbenefit.

Officer/Employeecan claim the benefitbysubmitting

medicalcertificate,prescriptionandreportsinrespectof

theillness.

CorporateBuffer Incaseanindividualexhauststhesum insured,thebalance

willbe considered from the Corporate Buffer.However

detailed guidelines in this regard shallbe circulated

separately.

Coverage 1(i)InpatientHospitalisationexpenses

(ii)Pre/Posthospitalizationexpensescovered

Pre-hospitalizationfor30days

PostHospitalizationfor90days:
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2.ListedDayCareProcedures

3.Domiciliarytreatmentinrespectofspecifieddiseases.

Room Rent I:IRoom RentuptotoRs.5,000/-perday.
I:IICUchargesuptoRs.7,500/-perday.

AmbulanceCharges 1:1 AmbulancechargesuptoRs.2500/-pertrip.1:1
TaxiandAutoinactualmaximum uptoRs.750/-

pertrip

Maternitybenefits I:INormalDelivery:Rs.50,000I:I
CaesarianDelivery:Rs.75,000
1:1ComplicationsonMaternitywouldbecoveredupto

thesum insuredplustheCorporateBuffer.

Newbornbaby

expenses

Coveredunderthefloatersum insuredofthefamily.

Domiciliary

Coverage:

Domiciliarytreatmentshallalsobecoveredunderthescheme

i.etreatmenttakenforspecifieddiseaseswhichmayormaynot

requirehospitalizationasmentionedhereinbelow:-Medicalexpenses

incurredincaseofthefollowingdiseaseswhichneeddomiciliary

hospitalization/domiciliarytreatment,asmaybecertifiedbythe

recognizedhospitalauthoritiesandbank'smedicalofficershall be

deemedashospitalizationexpensesandreimbursementtothe

extentof100%.Cancer,

Leukemia, Thalassemia,Tuberculosis,Paralysis,Cardiac

Ailment,Pleurisy,Leprosy, KidneyAilment,AllSeizure

disorders,Parkinson'sdiseases,Psychiatricdisorderincluding

schizophreniaandpsychotherapy,Diabetesand its

complications,hypertension,Asthma,Hepatitis-B,Hepatitis-C,

Hemophilia,Myastheniagravis,Wilson'sdisease,UlcerativeColitis,

Epidermolysisbullosa,VenousThrombosis(notcausedbysmoking),

AplasticAnaemia,Psoriasis,ThirdDegreeburns,Arthritis,

Hypothyroidism,Hyperthyroidism,expensesincurredonradiotherapy

andchemotherapyinthetreatmentofcancerandleukemia,

Glaucoma,Tumor,Diphtheria,Malaria,Non-AlcoholicCirrhosisof

Liver,Purpura,Typhoid,AccidentsofSeriousNature,CerebralPalsy,

Polio,Allstrokesleadingto

Paralysis, Hemorrhages caused by accidents,all

animal/reptile/insect biteorsting,chronicpancreatitis,

Immuno suppressants,multiplesclerosis/motorneuron

disease, status asthamaticus, sequaleaof meningitis,

osteoporosis,musculardystrophies,sleepapneasyndrome(notrelated

toobesity),anyorganrelated(chronic)condition,sicklecelldisease,

systemiclupuserythematous(SLE),anyconnectivetissuedisorder,

varicoseveins,thromboembolismvenousthrombosis/venousthrombo

embolism(VTE),growth3

IPagedisorders,Graves'disease,ChronicPulmonaryDisease,
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ChronicBronchitis,Physiotherapyandswineflushallbeconsidered

for reimbursement under domiciliary treatment.The cost of

medicines,investigations and consultations,etc.in respectof

domiciliarytreatmentshallbereimbursedfortheperiodstatedby

thespecialistinprescription.Ifnoperiodstated,theprescriptionfor

the purpose ofreimbursementshallbe valid fora period not

exceeding90days.

Congenitalinternal

/externaldiseases

/defects/

anomalies

Coveredinthepolicy.

Pre-existing

diseasescoverage

Coveredinthepolicy.

TPACARD I. Theschemeisbeingoperationalised byUnitedIndia
InsuranceCompanythroughRakshaTPAandalltheclaims
undertheschemearetobeprocessedbytheTPA.

II. Eachemployeeandtheirdependentsaretobeissuedseparate
TPAIDcardcontainingthephotooftheinsured.

III.CircleOfficestoobtainphotographsofallemployeesandtheir
dependentsforthepurposeofissuingTPA ID cards.Inthe
meantime the TPA ID card withoutphotograph can be
downloadedthroughwebsite(rakshatpa.com)and/orthrough
mobileappasbelow

IV.FordownloadingTPAIDCardthroughwebsite,theemployees
areadvisedtofollow thepath»visitRakshaTPAwebsite
www.rakshatpa.com »clickonIBA »clickPNB.System
willaskyoutofilltheIDcardNo.wherethefollowingisto
befilled:-

"UIC545(EmployeePFNumber)PNBA"eg.IfPFnumberis70065,

thetexttobefilledshallbe"UIC54570065PNBA"

»clickonsearchbutton.Newscreenwillappearwithalldetails.

Ifdetailsarecorrect,clickPRINTE-CARDandsavethesame

forrecordsandfuturereference.

FordownloadingTPAIDcardthroughmobileapp,usesmart

mobile phone forthe facility.Download the Mobile App.

'Raksha TPA',on the application.System willshow many

options,clickon'RequestE-card'andentertheparticularsas

advisedabove,thenclickonsearchbutton.New screenwill

appearwithalldetails.Ifdetailsarecorrect,clickPRINTE-

CARDandsavethesameforrecordandfuturereference.
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INTIMATIONOF

CLAIM INCASEOF

ALL

HOSPITALISATION

(CASHLESSOR

OTHERWISE)

I.Thereimbursementclaimsarerequiredtobeintimatedto
RakshaTPAwithin24hoursofhospitalizationandoriginal
documents are to be submitted within 30 days of
dischargefrom thehospital.

II. In case ofplanned hospitalization,the TPA is to be
informedatleasttwodaysbeforehospitalization,butin
anycasewithin24hoursofhospitalization.

III. Intimation has to be sentalong with the following
particulars:-

a.MemberID
b.Patient'sName
c.NameandaddressoftheHospital
d.Disease/ailmentandTreatmentgiven
e.Dateofadmission
f. Requestedamount

IV. Intimationcanbesentbytheinsured/relatives/office

wheretheemployeeispostedthroughanyofthefollowing

methods:-

a. Through e-mail to Raksha TPA at email id
"helpIBA@rakshatpa.com",

claimintimation@rakshatpa.com"

b.Throughphonebycallinganyofthefollowing24hourstoll

freeNo./CallCenterandprovidingaboveinformation

a)01294289999—Delhi

b)18001801444—Delhi

c)1800220456-Mumbai

d)18004258910—Bangalore

c.OnlineRegistrationbyfollowingtheundernoted

procedure:

1.logintowww.rakshatpa.com

2.clickonclaim intimationlink

3.PunchindesireddetailslikeMemberid,dateof

admission,nameofhospitaletc.

4.AcknowledgementNo.(i.e.yourclaim no.)shallbe

reflected,acopyofwhichmayberetained

SUBMISSION&

PAYMENTOF

MEDICALBILLS

(OTHERTHANON

CASHLESSBASIS)

i. Allclaimsaretobesubmittedontheprescribedformat
oftheinsurancecompany.Proformaoftheclaim form
isenclosed.

ii. Employees/officerspostedwithinthejurisdictionof
CircleOfficesshalllodgeclaim totheirCircleOffices.

iii.FGM OfficeEmployees/officersshalllodgetheirClaims
totheirconcernedCircleOffices.
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iv. HeadOfficeEmployees/officersshalllodgetheirClaimsto

HRDDivision(HospitalizationCell)throughtheirDivisional

Heads.

v. CircleOfficesandHRDDivisionHO(HospitalisationCell)will

submitthesebillstoTPAon dailybasis,after

keepingproperrecord.

vi. AllreimbursementsshallbecreditedinEmployees'

Bankaccountdirectly.

PROCEDURE&

TIMESCHEDULE

FORSUBMISSION

OFMEDICAL

CLAIMS

Allsupportingdocumentsinoriginal,i.eDischargeCard,Medical

Prescription,MedicineBills,relatedReports,X-rays,ECGstrips,CT

scanpicturesandotherdocumentsrelatingtotheclaim mustbe

submittedwiththeclaim form within30daysfrom thedateof

dischargefrom thehospital.Incaseofpost-hospitalization

treatment(limitedto90days),allclaim 6IPagedocumentsshould

besubmittedwithin30daysaftercompletionofsuchtreatment.

HOSPITALISATION

CLAIMS-

(CASHLESSBASIS)

I. Thebenefitofcashlesshospitalisationfacilityisavailablein

manyhospitalsonprovider'snetwork.Thelistofsuchhospitals

canbeaccessedonPNBParivarandRakshaTPA'swebsite.

II. Officers/employeesareadvisedtocontactTPAcounterof

thehospitalalongwithTPAIDCardandaGovt.PhotoID

proofofthe patientforseeking cashlesshospitalization

claim.

III. OnproductionofIDcard,theTPAdeskofthehospitalshall

inform theTPA, therequisiteparticularsof

employee, the patientadmitted, reason for

hospitalizationetc.andseekinitialapproval ofthe

estimatedhospitalizationexpenses.

IV. Somehospitalshaveapolicyofseekinganadvancefor

treatment to start.The same is refundable once the

cashlessapprovalisreceived.

V. Aftertreatment,thehospital'sTPAdeskwillsubmitthebillsto

the TPA and on receiptofsanction,the patientshallbe

discharged.Claim amountshallbepaidbyInsuranceCompany

throughTPAdirectlytothehospitalconcerned.

VI. Any amountnotadmissible underthe scheme and not

sanctionedbytheTPAshallhavetobepaidbytheofficer/

employeetothehospitalatthetimeofdischargeofpatient.

VII. In case of post-hospitalisationtr

documentsshouldbesubmittedwithin30daysafter

completionofsuchtreatment.

EMERGENCY

HOSPITALISATION

IncaseofanemergencyadmissiontoahospitalwhichisnotinPP

Network,the officers /employees can approach the TPA for

cashlesstreatmentbyintimatingtheThirdPartyAdministrator,call

centrenumber(0129-4289999,1800-180-

1444(Delhi), 1800-220-456(Mumbai), 1800-425-
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8910(Bangalore),mentioninghisIDcardNo.andname.The

hospital authorities would fax / mail the details of

hospitalisationtotheThirdPartyAdministrator,whowould

againrevertbyfax/mailaconfirmationtothehospitalto

proceedwiththeclaim.

IFHOSPITALIS

NOTINTHE

APPROVEDLIST

OFTPA

WhereverthehospitalisnotintheapprovedlistofThird

PartyAdministrator,theThirdPartyAdministratorwilltake

necessaryactionforconsideringadditionofsuchhospitalon

theirnetworkhospitallistinconsultationwithbank.Inan

emergencytheclaim paymentwouldbemadetothehospital

andempanelmentofthehospitalwouldbeconsidered.

DOMICILIARY
CLAIMS

Treatmenttaken from clinics ofSpecialistDoctors are

eligible for reimbursement. The cost of Medicines,

Investigations,andconsultations,etc.inrespectofdomiciliary

treatmentshallbereimbursedfortheperiodstatedbythe

specialistand/ortheattendingdoctorand/ortheBank's

Medical

Officer.Ifno period is stated,the prescription,forthe

purposeofreimbursementshallbevalidforaperiodnot

exceeding90days.Allprescriptionsforconsultationsmust

specifythedisease,andshouldbesigned&stampedbythe

treatingdoctor.Claimsshouldbesubmittedontheprescribed

format enclosed along with originalbills and related

prescriptionsforconsultation.

GRIEVANCE
REDRESSAL

Intheeventofanygrievancerelatingtotheinsurance,the

insuredPersonmayraisequeryandgrievanceinwritingto

the TPA,through its website www.rakshatpa.com link

onlinegrievance.

TheinsuredpersonmayalsosubmitinwritingtothePolicy

IssuingOfficeorGrievanceCellsattheRegionalOfficeof

theUnitedIndiaInsuranceonhttps://uiic.co.inlinkonline

complaint

ProformaforcapturingdetailsofDependent,SpecimenofClaim Form A(tobefilledinby

theinsured,SpecimenofClaim Form B(tobefilledinbytheHospitalareannexedtothe

HRDDCircularNo.723dated09/11/2015.
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OBJECTIVE:

CORPORATEBUFFER-MEDICALPOLICY:

(RefHRDDCirNo.739dated27.01.2016)

ToprovidedassistancetotheservingemployeesoftheBankandtheirdependentswhose
claimsundertheMedicalInsuranceSchemeexceedsthesum insured.

Period:

UtilisationofCorporateBuffershallbeonyearlytoyearbasisinaccordancewiththeperiod
ofthepolicy.PresentlythePolicyperiodis01.10.2015to30.09.2016.

PROCEDURE:

Theconcernedemployeehastoapproachthebankthroughrespectivecircleoffice/HO
Division(aspertheclaim formatattached)incasetheeligibleexpensesexceedtheamount
ofclaim approvedasperPolicyterms,foradditionalpayment.TheBankcanthencallforthe
medicalrecordsfrom TPAifdesired.BasedontheguidelinesapprovedbytheBankandafter
examiningthecase,BankwilladvisetheUnitedIndiaInsuranceCompanyLtd.&TPAabout
theamounttobereleased.

CONDITIONS&ELIGIBILITY:

1. CorporateBufferispayableonlywhenaclaim otherwisefallswithinthescopeofthe
Policy.

2. Maximum ofonlyoneSum InsuredtobegivenasCorporateBuffertooneemployee
whichpresentlyisRs.4.00lacsforOfficersandRs.3.00lacsforAwardStaffand
additionalRs.1.00lacforCriticalIllnessasdefinedinclause3.2ofJointNote/Bipartite
Settlementdated25.05.2015.However,thiswillbesubjecttoQuarterlyreview,ifneed
andtheunusedamountoftheCorporatebuffer,ifany,shallberedistributedamongst
theexcessportionoftheeligibleclaims

3. IncaseofcashlessmodeBufferwillbepaiddirectlytothehospitalasfaraspossible
andinothercasesitwillbereimbursedtotheemployee.

4. CorporateBufferisnottobeutilizedfornormalmaternitycases.

5. TheamountincurredonRoom RentinexcessoftheeligibilitylimitofRs.5000/-perday
shallnotbeeligibleforclaim underCorporateBufferunderthescheme.

6. CorporateBufferisalsonotpayableonnonmedicalexpensesincludingconvenience
itemsforpersonalcomfortsuchaschargesfortelephone,television,barberorbeauty
services,dietcharges,babyfood,cosmetics,tissuepaper,diapers,sanitarypads,
toiletry items and similarincidentalexpenses,unless and otherwise they are
necessitatedduringthecourseoftreatment.

HRMDCir.No.320dated28.06.2016

IthasbeendecidedtoamendtheCorporateMedicalBufferPolicyforcurrentpolicyperiod
ending30.09.2016totheeffectthatamountequivalenttoThricethesum insured(maximum)
maybepaidtotheemployeesfrom theCorporatebufferwhoseclaim exceedstheamountof
sum insured.
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To

Dy.GeneralManager,HRD

HospitalisationCell,Head

Office,

NewDelhi.

BRANCH/OFFICE_______________

CORPORATEBUFFERCLAIM FORMAT

Date.................

1 NameoftheCircleOffice/DivisionandD

Number

2 NameoftheEmployee

3 PFNumber

4 OfficeoftheEmployee

5 Nameofthepatient

6 Relationshipwiththeemployee

7 NameandaddressoftheHospital

8 Dateofadmission

9 Natureofillness

10 Totalamountofhospitalbill

11 AmountsettledbytheInsuranceCompany

SignatureoftheEmployee/Claimant SignatureoftheIncumbentIn-charge

RecommendationsoftheCircleOffice/Division

Weherebyrecommendtoreleasefrom thecorporatebufferundertheabovepolicywithregard

totheHospitalisationClaim asstatedabove.

(SignatureoftheAuthorisedOfficer)

Dated CircleOffice/Division
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NEW MEDICALINSURANCESCHEME—ADVANCEAGAINSTCRITICALILLNESSES

(RefHRMDCir.No.299dated11.03.2016)

Theschemeforadvanceagainsthospitalizationexpensesforcertaindiseasewascirculated
videHRD DivisionCircularNo 305dated20.03.2006.WiththeimplementationofNew
MedicalInsuranceScheme,hospitalisationclaimsarebeingprocessedandpassedbyTPA
uptotheamountofsum insured.

Employeeisrequiredtopaythebillsoverandabovethesum insuredfrom hisownresources
incaseofcashlessandentireamountincaseofreimbursementclaim.
Subsequently,claim(s),foramountsreimbursablefrom CorporateBuffer,aresettledatH.O.
afterreceiptoffinalSettlementSheetfrom the TPA.In orderto fillthe time gap in
reimbursementforClaimsincaseofreimbursementcasesandCorporateBufferincaseof
cashlesscases:-

 Circle/DivisionalHeadsmayallowadvanceagainstestimatereceivedfrom Hospitals
fortreatmentincludingpackagecharges.

 Inexceptionalcircumstances,whereitisnotfeasibletoobtainpriorpermissionfrom
Circle/DivisionalHeads,theIncumbentInchargecanallow suchadvanceandmove
forconfirmation.

Theadvancetotheemployeewillbesubjecttothefollowingstipulations:-

1.Advanceshallbetothesatisfactionofthesanctioningauthority.

2.Advancewillonlybeinfollowingninecriticalillnesses:-

1.CancerIncludingleukemia

2.Stroke

3.Paralysis

4.ByPassSurgery

5.MajorOrganTransplant/Bonemarrowtransplantation

6.EndstageLiverDisease

7.HeartAttack

8.KidneyFailure

9.HeartValveReplacementSurgery

3.Amountofadvanceshallbelimitedtothemaximum permissibleCorporateBufferincase
ofcashlessclaimsandsum assuredpluspermissibleCorporateBufferamountincaseof
reimbursementclaims.

4.Suchadvanceswouldbemadeonlyagainsttheestimatesreceivedfrom thehospitals
withproperbreakup/detailsofeachhead.

5.Onthebasisoftheestimates,thepermissibleamountshallbecalculatedandadvance
maybeallowedup-to100% ofthepermissibleamountorpermissibleCorporateBuffer
amount,whicheverislower.

6.Thetotalamountoftheestimatesubmittedshouldbepaidtothehospital/nursinghomes
authoritiesdirectlyandincaseofcashlessfacility,totalamountoftheestimatelesssum
insured.Furtherthehospitalauthoritiesshouldberequestedtorefundtheamount,ifany,
directlytotheBank.
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7.Aletterofauthorityshallbeobtainedfrom theemployeeauthorizingtheBanktorecoverthe

moneyfrom his/hersalary/otherduesandtoutilizehisretirement/terminalduesforadjustmentof

theadvancetaken.Incasewhereemployeeisnotinaconditiontogivetheletterofauthority,the

samemaybeobtainedsubsequently.

8.Advancepaidshouldbeadjustedbythebranch/officeafterfinalizationofClaim/CorporateBuffer.

Theabovestipulationsmustbeadheredtostrictlybeforesanctioningadvance.

SPACEFORUPDATES
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SPACEFORUPDATES



TELEPHONEFACILITIES
ATRESIDENCEOFOFFICERS

CHAPTERS̀



TELEPHONEFACILITYATTHERESIDENCEOFTHEOFFICERS.

(RefGSADCircularNo.20/2015dt.30.09.2015)

GUIDELINES:

ENTITLEMENTOFVARIOUSOFFICERS

Categoryof

Officers

SCALE

Expenditurereimbursable

includingRentwithSTD

facilityon

monthly basis

(excludingservicetax)

onLandline

Monthly Charges

includingrental&call

charges (excluding

taxes) on Mobile

Phone

ApprovingAuthority

1 VII NoLimit NoLimit Entitled

2 VI&Circle

Heads*

NoLimit Rs.2400/- Entitled

3 V

Incumbent
Incharge

Otherthan

Incumbent

Incharge

Rs.2000/-MTNL**

Rs.1950/-BSNL**

Rs.1700/-MTNL

Rs.1650/-BSNL

Rs.1500/- Entitled

4 IV

Incumbent

Incharge

Other than

Incumbent

Incharge

Rs.2500/-CombinedLimit Entitled

Rs.1400/-MTNL**

Rs.1350/-BSNL**

Entitled

CircleHeadinthefield

and for HO Divisions,

CGM/GM-

GAD.

Rs.2500/-CombinedLimit

5 II&III

Incumbent

Incharge

Otherthan

Incumbent

Incharge

Rs.1600/-CombinedLimit Entitled

Rs.800/-MTNL**
Rs.750/-BSNL**

CircleHeadinthefield

and for HO Divisions,

CGM/GM-GAD.

Rs.1600/-CombinedLimit

6 I

Incumbent

Incharge

Otherthan

Incumbent

Incharge

Rs.1200/-CombinedLimit Entitled

Rs.800/-MTNL**

Rs.750/-BSNL**

CircleHeadinthefield

and for HO Divisions,

CGM/GM-GAD.

Rs.1200/-CombinedLimit

*ThereissingleentitlementforCircleHeadsirrespectiveofScaleofCircleHeads.

CHAPTER8II



**MTNL/BSNLdenotestheareadependingonwhicheligibilityoftheofficerswouldbe
decided.

CombinedLandline/MobilePhonefacilityoftheIncumbentsInchargeinScaleItoIVis
withintheirentitlement.ForotherthanIncumbentsIncharge,thecombinedLandline/
MobilePhonefacilityshallbeapplicable,ifapprovedbythecompetentauthorityi.e.
Circle Heads in the field and forHO Divisions,w.e.f.24.07.2015,CGM/GM of
concerneddivision.HODivisionstosendmonthlyreportofhigherlimitssanctionedby
theirGM toGSAD,HO.

RESIDENTIALTELEPHONE-UPTOSCALEIIIOFFICERS:

OfficersotherthanIncumbentsInchargewhoarenoteligibleforcompositelimitfacility
uptoScaleIIIpostedinHO/Circlesmaybeprovidedresidentialtelephonewiththeprior
approvalofthecompetentauthority.Thesaidfacilityshallbeprovidedforperforming
specificjob/dutiesandthesamewillbewithdrawnassoonastheofficeristransferredor
ceasestoperform thepresentdutiesforwhichthetelephonewasprovided.In-charge
Establishmentaretoensurethatnoreimbursementoftelephoneexpensesiseffectedas
soonastheofficeristransferredorceasestoperform thepresentdutiesforwhichthe
telephonefacilityattheresidencewassanctioned.

REIMBURSEMENTOFRENTALCHARGESTOOTHEROFFICERS:

All Officers including those under Probation (other than those having higher
reimbursementlimits)shallbeallowedreimbursementofTelephoneChargesforfixed
linephones/postpaidmobilephoneorbothsubjecttoamaximum ofRs.400/-permonth
(includingTaxes)w.e.f.03.01.2015whichmaycomprisechargesforanyservicee.g.
rental,callcharges,SMS,internetusagechargesetc.

2.TELEPHONEREIMBURSEMENTTOPERSONALASSISTANTS:

AnadditionalamountofRs.300/-(Rs.ThreeHundredonly)permonthmaybesanctioned
toemployees(includingawardstaff)workingasPersonalAssistantsofScaleVOfficers
workingasCircleHeadsandPersonalAssistantsofallExecutivesinScaleVIandabove.
ThisamountshallbeexclusiveofServiceTaxandover&abovetheirexistingentitlement,
ifany,thattheyhavebeenpresentlysanctionedforResidentialTelephone/Mobilephone.

3.OTHERGUIDELINES:

Reimbursementoftelephonebillswillbemadeonlyforpostpaidconnections.No
reimbursementshallbepermissibleagainstprepaid/cashcardsformobilephone.

ServiceTax,asapplicablewillalsobereimbursedinadditiontothemonetarylimits
proposedintherevisedpolicy,asperextantguidelines.

Choiceofoptingthebestavailabletariffplanoftelecom companymaybeleftwith
theofficerswithintheiroverallmonetarylimits.However,costeffectivenessmustbe
taken into accountbythe officerso as to minimize the totalBank's revenue
expenditureonTelecommunication.

CostoftheMobileHandsetwillnotbepaid/reimbursedbytheBankuptoScaleIV
includingSecurityOfficers,LeadDistrictManagers,MarketingManagersandWealth
ManagementTeam Members.Accordingly,alltheofficersuptoScale-IV,already
availingLandline/MobilePhonefacilitywithhandset,beforeissuanceofthisCircular
shallhavetosurrendertheirMobilehandsetsoncompletionofitsusefullife/transfer
from presentplaceofpostingorthehandsetbecomingunserviceabletotheoffice



wherethehandsetinquestioniscapitalised.NoreplacementorrepairoftheMobile
handsetshallbeallowedhenceforth.

ISD facilityonoffice/residentialtelephoneshallnotbepermittedexceptforthe
officesdealingwithoverseasoperations,subjecttotheapprovalofthesamefrom the
competentauthorityi.e.ForHeadOffice-GM(GSAD)andforBranches/otheroffices
intheCircle-CircleHead.

Officers eligible fortelephone atresidence,aftergetting the approvalfrom the
competentauthority(uptoScaleIII)andofficersinScaleIVarepermittedtoclaim
reimbursementoftalktimechargesofmobilephoneorfixedlinetelephoneorboth
within the Integrated Residence Telephone-cum-Mobile Phone Monetary Limit.
Accordingly,the totalamountreimbursed forresidence and mobile phone,one
connectioneach,shallnotexceedtheexistingeligibleamountoflandlinetelephone
underanycircumstances.

Mobilephoneconnectionshouldalsobeinthenameoftheconcernedofficer.

4OTHEROPERATIVEGUIDELINES

OFFICETELEPHONE

EveryofficeoftheBank,asfaraspossible,shouldbeprovidedwithatelephone.
STDfacilityofthetelephoneprovidedatthebranchesshouldbegotdisconnected
unlessitisdecided to keep thefacilityoperativefrom thepointofbusiness
requirementsbythecompetentauthority(para3.5above)

UseofDynamicSTDcontrolsystem maybemadewhereverpossible.

Expenditureonofficialtelephone(s)atbranchesshouldbecloselymonitoredbythe
CircleHeadonthebasisofnatureofworkandprofitabilityofthebranchinorderto
exerciseeconomy.

INSPECTINGOFFICERS(TOURING&CONCURRENTAUDITORS)

InspectingOfficers(Touring&ConcurrentAuditors)canexercisetheiroptionof
availingresidentialtelephonefacilityatplaceofpostingoratfamilyheadquarter.If
facilityisavailedatfamilyheadquarter,officersinScaleIV andabovewillbe
reimbursedaspertheirentitlementswhileotherofficerswillbereimbursedonly
rentalcharges.

WhereZonalAuditOfficesarefunctioning,theyshouldsanctionthetelephone
facilityandreimbursethemonthlybillswithoutdependingupontheCircleOffice.
Where ZAO's are notfunctioning,the reimbursementshallcontinue with the
concernedCircleOfficei.e.CircleHeadunderwhosejurisdictiontheresidential
accommodation ofsuch officersfalls.Wherean officerisworking underthe
commandofZAObutthefacilityrequiredisawayfrom thecommandareaofZAO,
telephoneshallbesanctionedbyZAOandthesanctionshallbesenttoconcerned
CircleOfficeforprovidingreimbursementofmonthlybill.

Concurrentauditors in Scale IIIwillbe allowed reimbursementoftelephone
expensesaspertheirentitlementirrespectiveoffactthattheyarepostedinDelhi
andresidinginareaformingpartsofurbanagglomerationofDelhiorpostedin
areasformingpartsofurbanagglomerationofDelhi&residinginDelhi.



AllthetelephonesinstalledintheofficeoratresidencewhereSTD facilityis
working/availed are to be provided with dynamicSTD controlsystem.While
makingoutstationcallsperiodduringwhichconcernedtariffratesarecheapest
shouldbeavailed.Allconcernedarefurtherrequiredtomaintainalogbookto
recordthedetailsinrespectofalloutstationcallsonthesamelinesasthe
logbookmaintainedforofficetelephones.

TRANSFERREDOFFICERS:

Telephoneinstalledattheresidenceatthepreviousplaceofpostingmayberetainedtill
thedateofvacationofthehouseprovidedthetelephoneisnotimmediatelyrequiredby
thebankforuseatsomeotherpointofneed.Thebillsinrespectofsuchtelephoneswill
bebornebythebankonlytotheextentofrentalchargesandfreecallspermittedbythe
Serviceprovider(i.e.MTNL/BSNL/Tata/Reliance/Bhartietc.).Allotherchargesrelating
toexcesslocal/STDcallsetc.willbebornebytheofficerconcerned.

RETIREDOFFICERS

Incaseofretirementofanofficer,thefacilityoftelephone,ifalreadyprovidedat
theresidenceonthedateofretirementmayberetainedforamaximum periodof
twomonthssubjecttotheconditionthatallchargesonaccountoflocal/STDcalls
in excess offree limitallowed by Service Provider(i.e.MTNL/BSNL/TATA,
RELIANCE,BHARTIetc.)shallbebornebytheofficerhimself/herself.

IntermsofGovt.guidelines,onlyofficerswhoarelivingin"Bank'sFlats"orin
housesleasedinthenameoftheBankhavebeenallowedthefacilityofretention
oftelephoneforaperiodoftwomonthsafterretirement.Accordingly,theofficers
whoarepaidHRAorarelivinginself-ownedhouseorinahouseforwhich,the
Bankisreimbursingrent,shallnotbeeligibletotheabovefacilities.

Ontransfer/retirementoftheofficersthefollowinginformationshouldinvariably
befurnished:

DynamicSTDCodeNumberofthetelephone.
Dateofsurrenderingoftelephone.
Copyofthelasttelephonebill,dulypaid.

5.OTHERFACILITIESPROVIDEDBYTHESERVICEPROVIDERS

Certaintelecom companiesareprovidingcitywiseIntercom facilitiestoBasicTelephone
Subscriberseitherfreeoratanominalcostpermonthperconnectionorsooverand
abovetherentalspermonthperlinebasisinaclusterofresidences,likecomplexof
Cooperative group housing Societies,LocalDevelopment Authorities'housing
schemesetc.withMaximum 300dwellingunits.Numberofgroupmembersandper
monthchargesmayvaryfrom CompanytoCompany.

ThecallsmadewithinthegrouparefreejustasonEPABX.
MTNLandBSNLhaveissuedvariousTariffPlansforthelandlinesubscribersandthe
subscribersmayoptanyplanaspertheirrequirementandderivethebenefitsunder
mostsuitableplan.
CircleHeadsmaytakeaview abouttheeconomicsoftheschemeafterstudyingthe

expenditurepatternofeachbillandrequirementofSTDfacilityofaparticularoffice
on



the basis ofaverage ofthree months expenditure underthis head and suitable
instructionsbeissuedtotheirofficestochangeofficeplanaccordingtotheusageto
makethebilleconomicalandshouldcontinuetoreview infuturealsoifsomemore
economicalplancomesintoeffect.

6 "One India Plan"offered bythe MTNL and BSNL maybe chosen aftertaking into
considerationthetelephoneusage(STD)atoffices/residencesandcomparingwith
otherplanshavingmorefreecallsavailableinthemarketandnottoconvertlocal
telephoneconnectionsunderthesaidplanunderanycircumstances.

7. MOBILE/CELLULARPHONES:

AllSeniorExecutivesoftheBankviz.ChiefGeneralManagers,GeneralManagers,Deputy
GeneralManagers,CircleHeads,Asstt.GeneralManagers,IncumbentInchargesofZonal
AuditOffices,ChiefSecurityOfficersandIncumbentsInchargeareentitledtoMobilePhone
facilitywithpostpaidconnectionuptoprescribedlimitsfixedbyHeadOffice.Itmay,however,
benotedthatcashcardsarenotpermitted.

8. DEPRECIATIONONMOBILEPHONES:

WithaviewtoamortizetheMobilePhonewithintheirestimatedusefullife,Depreciationon
MobilePhonesinstrumentsshallbecalculatedattherateasapplicabletoLaptop(33.33%
perannum).

9.REPLACEMENTOFMOBILEPHONEINSTRUMENTSAFTER3YEARS:OldMobile

Phoneshallnotbesurrenderedafter3yearsandbookvalueshallbewrittenoff.

10.DISPOSALOFMOBILEPHONEINCASEOFSUPERANNUATION:

Mobile Phone completed one year:Mobile Phone maybe retained bythe Senior
Executivesonsuperannuationwithoutanypaymentprovidedithascompletedoneyear.
Itshallbewrittenofftothedebitofrevenuehead"Misc.Exp.-HOsanctionnotspecified"

MobilePhonenotcompletedoneyear:IftheExecutiveisinterestedinkeepingthe
Phoneonsuperannuation,MobilePhoneneednotbesurrendered.Thefollowingprocedure
beadoptedfordisposalthereof:

DisposalofMobilePhonebedoneattherespectiveofficeswhereExecutiveisposted
withinthespecifiedpowersofthecompetentauthorityasperextantGSADPower
Chart.
Pooling ofsuchmobilephonesisnotrequired Thephonebedisposed offon

superannuation.
MobilePhonerecentlypurchased,onlyBookValuebeconsidered.
IfExecutiveisnotinterestedtobuytheMobilePhone,thesamebedisposedoffby
auction.
Incaseitisnotdisposedofftothestaffmembersasabove,thecompetentauthority
maydecidewhethertheauctionshouldbeconductedbyinvitingthelocalpeople
interestedinbidding.Anoticemayalsobedisplayedintheconcernedofficecalling
foroffersfrom thepublic.
Ifitisnotdisposedoffasabove,competentauthoritywilltakedecisionforits
disposalasscrapbycallingopenauctionasperextantBank'sguidelines.



DepreciationratebechargedasapplicableforLaptop.IncasetheMobilePhonehas
completed the usefullife ofmore than six months and less than one year,
depreciationforoneyearbeappliedandincaseitislessthansixmonths,50% of
annualdepreciationistobeapplied,toarriveattheBookValuebeforeofferingthe
buybackoptiontotheExecutive.

11 DisposalofMobilePhoneincaseofDeathofSeniorExecutive:
Mobilephoneprovidedneednotbesurrendered.Itshallbewrittenofftothedebitof
Revenuehead"Misc.Exp.-HOsanctionnotspecified"

12.OTHERGUIDELINES-LANDLINETELEPHONE

Shiftingcharges,accessorieschargesetc.shallbepaidonlyifshiftingisdonewiththe
priorsanctionoftheCompetentAuthority

NoLateFeeisadmissible
Internetchargesforusinglandlineshallnotbepayableoverandabovetheprescribed
limitoflandlinetelephone.
SanctionedofficersuptoScaleIIIcanavailSTDfacilityonresidentialtelephoneand
mobilephonewithintheoverallfinanciallimitsapplicabletothem.
In case an officer,who isentitled to residentialtelephone orpermitted bythe
competentauthoritytobeprovidedwithresidentialtelephone,ishavingtelephone
connectionattheresidenceinhis/hername,thebillspertainingtosuchtelephone
maybereimbursedbytheBanksubjecttotheprescribedlimit.

Reimbursementoftelephonebillwhichisinthenameofanyotherrelative,except
spouseofanyofficercannotbeallowed.

Callsmadeoverandabovethemonetarylimitsshallbepayablebytheconcerned
officersunlesstheexcesscallsareconfirmedbythecompetentauthority.

Alltelephonesinstalledatthebranches/officesmusthaveDynamicSTD control
system whereverpossiblebesidesmaintainingseparatelogbookstorecordSTD
calls(incasefacilityissanctioned)madeoneachtelephone.

Thelogbookshouldcontainthefollowingparticulars:
i. Date
ii. Stationcalledwithnumber
iii. Typeofcall
iv. Durationofcall
v. Purpose
vi. Ifofficialcall,thegistoftalk
vii. Nameofpersoncallingandinitials

13 OTHERGUIDELINES-MOBILEPHONES

MonthlyExpenditureoverandabovetheentitledlimitofMobilePhoneshallbeborne
bytheconcernedofficers

ThepermanentISD/InternationalRoamingfacilityshallnotbeallowedonBank's
mobilephoneexceptwiththespecificsanctionofMD& CEO.However,ISD/ISD
RoamingfacilitytoallSeniorExecutivesoftheBankduringtheirvisitabroadfor
officialpurposeviz.attendingseminar,trainingetc.willbeaccordedbytheGM-GSAD
andthesameshallbewithdrawnassoonastheofficerreturnsback.



Duetomarketfluctuationandconsequentfrequentchangesinentitlementforcostof
instrument,concerned officersshould checktherulesapplicableatthetimeof
purchasingtheinstrument.

AlltheOfficersentitledforthefacilityofmobilePhoneshallcarrytheMobilePhone
instrumentontransfersubjecttotheireligibilityformobilephoneattheirnew placeof
posting.However,iftheofficeristransferredoutofstation,theSIM Cardprovidedinthe
MobilePhoneshallbesurrenderedatthepreviousplaceofposting.However,officers
transferredatthesamestationcanretaintheSIMCardalongwiththemobilephone.

Concernedofficerswillensurethattheaccountingentriesinrespectofmobilephonesare
beingtransferredaspertheprocedureslaiddownforTransferin/OutofSFFitemsandno
entryshouldcontinuetooutstandinbooksofpreviousoffice.

ThecostofinstrumentshallbedebitedtoCapitalExpenditure-SFF,whiletherental
and callcharges shallbe debited to Revenue Expenditure -Telephones.The
concernedofficeswillmaintaincompleterecordandbooksofaccountsasperthe
bankrules.

14 MONETARYCEILINGONPURCHASEOFMOBILEPHONE

ThemonetaryceilingonpurchaseofmobilephoneinrespectofBank'smobilephone
providedtothevariouscategoriesofofficersshallbeasunder:

CategoryofOfficers CostofMobilePhone
CGMs/GMs Rs.15,000/

Dy.GeneralManagers/CircleHeads Rs.10,000/

AllOfficersinSMGScaleV Rs.8,000/

THECOMPETENTAUTHORITYTOSANCTIONVARIOUSFACILITIES

A

Facility CompetentAuthority

1 OfficeTelephone(PerOffice)

i)IncumbentIn-chargeofVLBOffice.
ii)C.M.—HO,GSAD/CO/OtherOffice.
iii)

GM,DGM,GM - HO,GSAD/CO/
OtherOffice&ELB/MCB/LCB

i) Upto3lines
ii)Upto5lines
iii)Above5lines

2 FAX,EPABX(PerOffice)

i)IncumbentIn-chargeofVLBOffice.
ii)C.M.—HO,GSAD/CO/OtherOffice.
iii) AGM,DGM,GM-

HO,GSAD/ CO/
OtherOffice&ELB/MCB/LCB

i)Upto 1line
ii)Upto2lines
ii)Above2lines

3 ResidentialTelephoneFacility

i)GM -GSAD
ii)CircleHead.

i)OfficersuptoScaleIIIpostedatHO
ii) Officers upto Scale III
postedat

4 TransferredOfficers

i)GM -GSAD—HO.Circle
HeadintheCircle.

RetentionofTelephoneatpreviousplaceof
posting.

5 Centrex(Intercom)Facility i)GM -GSAD-HO
ii)CircleHeadintheCircle.OfferedbyMTNL/BSNL



Facility CompetentAuthority

6 ISDfacilityonoffice/residential

i)GM -GSAD-HO
ii)CircleHead.

Tele•hone

i) OfficerspostedatHO
ii)Officerspostedat

Branches/otherofficesof
Circle.

7 Confirmationofexcesscalls i)AGM/DZM/
CircleHead -Rs.1000/-

ii) GM - Rs.
2000/-

8 CombinedLandline/MobilePhonelimitto
officers upto Scale IV (other than
IncumbentsIncharge

GM -GSAD-HO
CircleHead-Inthefield.

9 ISD/InternationalRoaming(Mobile)

i) ED/CMD
ii)GM -GSAD-HO

i)Permanent
ii)Temporary(visitabroadforofficial
purposetoattendseminar,training
etc.)

MOBILECONNECTIONFOROURSTAFF/OFFICERS-PANINDIABASIS

Inordertoreduceexpenditureonmobileuses,itwasdesiredtoidentifyserviceproviders
havingPanIndiapresencetoprovidemobilecommunicationserviceforoureligibleofficials.
InviewofthesametheBankhasapprovedtouseservicesofM/s.BhartiAirtelonPanIndia
basis.Following3schemesofM/s.BhartiAirtelLtdi.e.Airtelhavebeenapproved:

Particular Unit OFFERPlan1 OFFERPlan2 OFFERPlan3

Rental Rs. 99 199 575
Local
CUG-CalwithinGroup Rs. FREE FREE FREE
AirteltoAirtel Rs. 0.1 0.2 0.2
AirteltootherMobile Rs. 0.3 0.3 0.3
AirteltoLandline Rs. 0.3 0.3 0.3
STD
CUG Rs. 0.3 0.3 0.3
AirteltoAirtel Rs. 0.5 0.5 0.4
AirteltootherMobile Rs. 0.5 0.5 0.5
AirteltoLandline Rs. 0.5 0.5 0.5
AirteltoAirtelLandline Rs. 0.5 0.5 0.5
ISD Standard Standard Standard
ROAMING
Incoming Rs. 0.5 0.5 0.5
OutgoingLocal Rs. 0.5 0.5 0.5
OutgoingSTD Rs. 0.5 0.5 0.5
SMS
LocalAirteltoAirtel Rs. 0.3 0.3 0.2
LocalAirteltoothers Rs. 0.3 0.3 0.2
National Rs. 0.5 0.4 0.5

International
5 5 5



Particular Unit OFFERPlan1 OFFERPlan2 OFFERPlan3
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Rental Rs. 99 199 575

TOPPINGS/
BENEFITS
AirteltoAnyMob-Local
(Mobile) 250Min 300Min NA

AirteltoAnyMobSTD
(Mobile)

NA 300Min NA

AirteltoAnyMob-Local
&STD(Mobile)

NA NA
1800min.free
Local,STD&

Roaming)

SMS-Local&STD
GPRS

400SMS
-

400SMS
-

400SMS
200MBfree

Note:Pulserateareperminute.

APARTFROM THEABOVEAIRTELHASOFFEREDTHEFOLLOWING
ADDITIONALBENEFITS:

PNBCallerTunewillbefreeofcost
NoDuplicateSIM chargesforPNB

NoSECURITYDEPOSITforISD/ISDRoaming
NoMNP(MobileNumberPortability)ChargesforPNB

InthisregardMOUhasbeensignedbyBankwithM/s.BhartiAirtel:

1TheofficialsofPNB(the"Subscribers")whoaredesirousofavailingtheservicesfrom
AirtelshallapplyforthesameandwillchooseonePlanoutofthethreePlansbeing
offeredbyAirtel(onpostpaidbasis)asperabovedetails.

2AirtelshallprovideerrorfreeservicesandincaseofanycomplaintbytheSubscriber,Airtel
willredressthesameimmediatelyand byallmeansnotlaterthan 24 hoursfrom
registeringthecomplaint.

3Incasethetelecommunicationconnectivityislowinanyparticulararea,necessarybooster
willbeprovidedbyAirtelimmediatelyfrom thedateofexecutionofthisMOU.

4Thereshallbenoincrease/changeintherate/tariff/SchemeofthePlansforaperiodof2
years.

5ThisMOUisonnon-exclusivebasisandshallbevalidforTwoyearsandmaybefurther
extendedonthesametermsandconditionsasmaybemutuallyagreedtobyand
between the Parties.PNB orthe Subscriber(s),as the case maybe,atanytime
discontinue/terminatetheserviceofAirtelaftergiving7daysnoticetotheeffect.

Henceforth,reimbursementwillbemadetoalleligibleOfficersforuseofmobileservices
offeredbyM/sBhartiAirtelLtdonly.However,theentitlementascirculatedvideGSAD
circularNo.10/2008 dated 21.11.2008 willcontinueto beoperative.Allconcerned are
advisedtoadheretoguidelinescontainedinthecircularandallouteffortsbemadetobring
downthetotalBank'sexpenditureontelephone/telecommunication.

MOBILE CONNECTION OF CIRCLE HEADS/ BRANCH INCUMBENTS WILL REMAIN
ATTACHED TO CIRCLE/ BRANCH ON TRANSFER OF CIRCLE HEADS/ BRANCH
INCUMBENTS

HenceforthontransferofBranchManager/CircleHeadthemobileconnectiononhis/her
transfertootheroffice,themobileconnectionwillnotbechangedandthenewincumbent
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joiningtheCircleOfficeorBranchOfficewillcontinuetousethemobileconnectionusedby
theOfficertransferred.BillingofthesamebegotdoneatrespectiveCircleOffice,duly
ensuringthepaymentofmobilebillswithintheentitlementoftheCircleHeads/Branch
Incumbents.

Inviewoftheabove,Itisadvisedthatbankwillprovidemobileconnections(similartolandlinefacility)
forCircleHeads/BranchIncumbentsfrom theserviceproviderM/sAirtelwithwhom wehaveentered
intoMOUonPanIndiaBasis.Themobilenumberwillremainattachedtotheofficeevenaftertransfer
ofCircleHeads/BranchIncumbentsandwillbeusedbysuccessiveOfficersonjoining.Mobilenumbers
withnameofofficesandofficersbeintimatedtoHObyemail:hogadOpnb.co.in

ThiswillfacilitateustoinscribetheMobileNo./TelephoneNo.intheTableenquiryin
CBS(Soflware).

FurthertoGSADCircularNo.8/2012dated17.07.2012ontheabovesubject.
IthasbeenobservedthatmanyaCirclesareinsistingtoissue/allotnewsim /connectionof
BankapprovedserviceprovidertoOfficerseligibleforreimbursementofexpenditureunderthe
Telephone/MobileHead.NosuchguidelineshavebeenissuedbyBank,anyeligibleofficer
usingservicesofanyotherserviceprovidercanoptforfreemobilenumberportability(MNP)
andgethisexistingnumbertransferredwithBankapprovedserviceprovider.

Further,itisreiteratedthatontransferofBranchManager/CircleHeadtootheroffice,the
mobileconnectionnumberisnottobechangedandthenew incumbentjoiningtheCircle
OfficeorBranchOfficewillcontinuetousethesamemobileconnectionnumberbeingused
bytheOfficertransferred.BillingofthesamebegotdoneatrespectiveCircleOffice,duly
ensuringthepaymentofmobilebillswithintheentitlementoftheCircleHeads/Branch
Incumbents.

MobileConnectionusedbyStaff/Officers—CorporateCallerTune(JalTarang)Thishas
referencetoGSADCircularNO.05/2012dated10.05.2012informinginteraliathatbankhas
enteredintoMOUwithM/s.BhartiAirtelLtd.onPanIndiabasis.

Ithasbeenobserved,thattheofficerssubscribingareusingvarioustypesofcallertunesand
nottheapprovedCorporatecallertune(Jaltarang).Assuch,ithasbeendecidedthatmobile
billwillbereimbursedonly,iftheCorporatecallertune(JalTarang)isused.
(REIMBURSEMENTWILLBEMADEONLYIFCORPORATECALLERTUNE(JALTARANG)IS
SUBSCRIBED).

MONETARYCEILINGONPURCHASEOFMOBILEPHONEANDMONTHLYCHARGES.
(includingrentalbutexcludingservicetax)[inrespectofBank'smobilephoneprovidedto
thevariouscategoriesofofficersl:

S.N. CategoryofOfficers CostofMobilePhone

1 CGMs/GMs Rs.15000/-

2 Dy.GeneralManagers/CircleHeads Rs.10000/-

3 AllOfficersinSMGScale-V Rs.8000/-
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LEAVERULESFOROFFICERSTAFF

CHAPTER9



LEAVERULESFOROFFICERSTAFF

(PADConsolidatedCircularno.3/2014dt.31.01.2014)

KINDSOFLEAVE(Regulation31)

Subjecttothegrantofleavebeingdeterminedbytheexigenciesofserviceanofficershall
beeligibleforthefollowingkindsofleave:

1.CasualLeave

2.PrivilegeLeave

3.SickLeave

4.SpecialSickLeave

5.MaternityLeave

6.ExtraordinaryLeaveonlossofpay

7.SpecialCasualLeave&SpecialLeave

8.Paternityleave(w.e.f.01.06.2015)

REG.32—CASUALLEAVE

1.12workingdaysinacalendaryear.

2.Notmorethanfourworkingdayscasualleavemaybeavailedofatanyonetime.

3.CasualLeaveshallbenon cumulative.However,unutilized CasualLeavein any
Calendaryearmaybesuffixedorprefixedtosickleaveinthefollowingthreeyears.
Suchunutilizedcasualleavewilllapseaftertheperiodofthreeyears.

4.PublicHolidaysandweeklyoffdaysfallingwithintheperiodofsanctionedCasual
Leavewillnotbetreatedasapartofcasualleave.

5.PublicHolidaysandweeklyoffdaymaybeprefixedorsuffixedtoCasualLeave.

6.CasualLeaveextendedbeyond4daysshallbetreatedasPrivilegeLeave,SickLeave
orextraordinaryLeave,asthecasemaybe,fortheentireperiodatthediscretionofthe
CompetentAuthority.

7.CasualLeaveshallnotbegrantedincombinationwithanykindofleave.

9.Anofficer,whojoinsBank'sserviceatanytimeduringthecalendaryear,wouldbe
entitledtocasualleaveforonedaypermonthinthefirstcalendaryear.Fractionofa
monthwillbetreatedasfullmonthtocalculateentitlementoftheleave.

UNAVAILEDCASUALLEAVE

ORistheCasualLeavenotavailedofinanyyear.

OTobetakenonproductionofmedicalcertificate.

OIfnotavailedofduringthefollowingthreeyears,itwilllapse.

Oilmaybeprefixedorsuffixedtooravailedassickleave.

CHAPTER9II



PRIVILEGELEAVE(Regulation33)

(1)AnOfficershallbeeligibleforprivilegeleavecomputedatonedayforevery11days
ofserviceondutyprovidedthatatthecommencementofservicenoprivilegeleave
maybeavailedofbeforecompletionof11monthsofserviceonduty.

(2)Onprivilegeleave,fullemolumentsfortheperiodofleaveisavailable.

(3)Maximum accumulationuptonotmorethan270daysexceptwhereleavehasbeen
appliedforandithasbeenrefused.However,encashmentofPrivilegeLeaveshallbe
restrictedtoamaximum of240days.

Explanation

OTheCompetentAuthoritywhilerejectingtheleaveisrequiredtospecificallyprescribethe
period within which the rejected privilege leave is to be availed,so as to avoid
accumulationofprivilegeleaveoverandabovethemaximum limitpermissible.

0WhenevertheCompetentAuthoritydoesnotspecifytheperiodforavailingtherejected
leave,theofficerisrequiredtoavailthesamewithinthesubsequentyearandincasethe
officerdoesnotavailthesamewithinaperiodof1year,thesameshallbedeemedto
havelapsed.FurtherthereshouldbenotwoconsecutiverejectionsofPrivilegeLeave.

OTheCompetentAuthoritytoallow accumulationofprivilegeleaveoverandabove270
daysduetorejectionofPrivilegeLeaveshallbeCircleHead/CM/DivisionalChief.

OAnofficerdesiringtoavailofprivilegeleaveshallordinarilygivenotlessthan15days'
noticeofhisintentiontoavailofsuchleave.

(4)Forthepurposeofcalculationofprivilegeleave,totalnumberofdaysofallkindsofleave
exceptcasualleaveavailedofduringacalendaryearshallbedeductedfrom thetotal
periodofserviceduringthatcalendaryearandtheremainingperiodshallbedividedby
11,whichwillgivethenumberofdaysofprivilegeleaveearnedbyanofficer.

i. Fractionofadayofearnedleave,ifany,shallbetakenasfullday.

ii. Actualprivilegeleaveavailedofbyanofficerupto31stDecemberofeachyear
shouldbefirstdebitedtotheleaveaccountandthereaftercreditfortheyearas
on1stJanuaryshouldbegiven.

iii. Specialleavegrantedtotheofficershallalsobedeductedforthepurposeof
calculationofPrivilegeLeave.

iv. PrivilegeLeaveencashed,ifany,shallnotbedeductedfrom theperiodofservice
ondutyforthepurposeofcalculationofPrivilegeLeave.

(5)LeaveEncashment

Onceineveryfouryears,whenleavetravelconcessionavailedof,notexceeding30
daysatatime.

Alternatively,whiletravellinginoneblockof2yearstohishometownandinother
blocktoanyplaceinIndia,encashmentofmaximum of15daysineachblockor30
daysinoneblock.

Forthepurposeofleaveencashmentalltheemolumentspayableforthemonth
(includingnotionalhouserentallowanceequivalenttotheamountpayableonfixed
basis ,ifprovided with leased accommodation /bank's flat)during which the
availmentoftheLeaveTravelConcessioncommencesshallbeadmissible.



Oneday'sadditionalprivilegeleavefordonationtothePrimeMinister'sReliefFundevery
yearwithoutlinkingittotheavailmentofLTC.

NocontributiontotheProvidentFundistobededucted.

Normallyencashmentofprivilegeleavebemadenotbefore15daysfrom thedateof

proceedingonleave.

(6) ProportionatecreditofPrivilegeLeaveshould begivento officerswho retireduring the

calendaryear.

(7) ThoughthereisnoprovisionintheRegulationforrestrictingthesanctionofPrivilegeLeaveto3

timesinanyyear.Privilegeleaveshallnormallynotbesanctionedbeyond3timesinacalendar

year,howeverinexceptionalcircumstances,theCompetentAuthoritymayconsidersanctioning

PrivilegeLeavebeyond3times.

(8) Iftheperiodofsuspensionofanofficeristreatedonduty,suchperiodshallbereckonedas

serviceforthepurposeofcalculationofPrivilegeLeave.

(9) PrivilegeLeavecannotbeallowedforhalfday.

(10) Emolumentsupto240dayscanbepaid,ifaccumulated,onretirement/death.Regulation38of

PNBOfficers'ServiceRegulationsprovidethatwhereanofficerretiresfrom bank'sservice,heshall

beeligibletobepaidasum equivalenttotheemolumentsofanyperiod,notexceeding240daysof

privilegeleavethathehadaccumulated.

(HRDDallNo.4di:18.01.2001)

Leaveencashmentisnotapplicableto thoseofficerswho havebeen imposed penaltyunder

Regulation4ofPNBOfficerEmployees(P&A)Regu.1977,ie,suchofficerswhoseservicesare

terminatedasaPunishment.

AmendmenttoaboveCircularvideHRDDCir.No.688dated09.06.2015.

Officers and workmen whose services are terminated on accountofpenalty/ punishmentof

"CompulsoryRetirement"maybepermittedencashmentofPrivilegeLeaveaspermissibleintermsof

Officers'ServiceRegulations/BipartiteSettlement.Thiswillbeapplicabletothoseofficers/workmen

whoarecompulsorilyretiredasaboveonorafterApril30,2015.

(HRDCir.No.730/15dt.11.12.2015)

IthasbeendecidedtoextendthebenefitofencashmentofPrivilegeLeavealsotoallemployees

whowereimposedpunishmentofCompulsoryRetirementbetween27.11.2000and30.04.2015.

Itis also clarified thatofficers whose services are terminated on accountofimposition of

compulsoryretirementasapunishmentascontainedinRegulation4ofPunjabNationalBank

OfficerEmployees'(Discipline&Appeal)Regulations,1977willnotbeeligibletoclaim travelling

allowance,baggageandotherexpensesintermsofRegulation43asconveyedvideHRDDivision

CircularNo.4dated18.01.2001.

(HRDCir.No.298dt.29.02.2016)

-Theeffectivedateofpaymentofinterestonleaveencashmenttotheex-employees,inquestion,

wouldbethedatethepunishmentofCompulsoryRetirementwasimposedupontheemployees.



-Theinterestamountistobepaidfrom thesuspenseaccountofrespectiveestablishments
wheretheemployeeswerelastposted.Subsequently,thisamountistobeclaimedbythe
concernedCircleOfficefrom theFinanceDivision,HeadOffice,inaconsolidatedbasisfor
necessaryadjustmentsofsuspenseentriesattheearliest.

SICKLEAVE(Regulation34)

(1)30daysofsickleaveforeachcompletedyearofservicesubjecttoamaximum of18
monthsduringtheentireservice.

(2)Maximum accumulationupto540daysduringtheentireserviceandmaybeavailedof
onlyonproductionofmedicalcertificatebyamedicalpractitioneracceptabletothebank
orattheBank'sdiscretionnominatedbyitatitscost.

(3)Inrespectoftheperiodofsickleaveanofficershallbeeligibletoreceiveonehalfofthe
fullemoluments.{or,fullemolumentsinrespectofanyportionofthesickleavegranted
tohim.Insuchcases,twicetheamountofsuchleave(availed)onfullemolumentswillbe
debitedagainsthissickleaveaccount}.

Clarification

(a) Completedyearofserviceshallmeanoneyearofcontinuousyearof
serviceincludingtheperiodspentondutyandanykindofleaveavailedof.

(b)Anofficermaybegrantedsickleaveduringthefirstyearofserviceonpro-ratabasis
atthediscretionoftheCompetentAuthority.

(4)Forthepurposeofcalculating540days,sickleaveavailedoffrom thedateofjoiningthe
Bankincludingtheperiodspentinworkmencadre,istobetakenintoaccount.However,if
anyofficerhasalreadyavailedmorethan540daysason1.1.1989,hewillnotbeentitled
toanyfurthersickleavefortheremainingpartofservice.

(5)Onlyincasesofofficerswherethesickleaverecordfrom thedateofjoiningtheBank
cannotbebuiltup(duetononavailabilityofoldleaverecords)calculationofsickleave
andgrantofcreditofsickleavebedoneasunder:

0Officerswhohaveputinserviceof12yearsorlessason1.1.89willcontinuetoget
annualcreditofsickleaveof30dayseveryyear,tilltheycomplete18yearsof
service so as to getthe maximum permissible credit,i.e.540 days as per
Regulation34(1).

O Officerswhohaveputinmorethan12yearsofserviceason31.12.88begiven
furthercreditattherateof30daysforeachcompletedyearofservicefrom 1.1.89
subjecttoamaximum of180days.

(6)Intheeventoftheofficer'sinabilitytosubmitmedicalcertificatealongwithfitness
certificateforthepurposeofavailingsickleaveonresumingduty,onexpiryofsickleave,
theofficermaynotbepermittedtojoinduty.

(7)Iftheperiodofsuspensionofanofficerhasbeentreatedasduty,suchperiodshallbe
reckonedasserviceforthepurposeofaccrualofsickleave.

ADDITIONALSICKLEAVE(Regulation35)

()Aftercompletionofaserviceof24years,additionalsickleaveattherateofonemonthfor
eachyearofserviceinexcessof24yearssubjecttoamaximum ofthreemonthsof
additionalsickleave.



0Commutationofadditionalsickleaveonfullpayandallowancesisallowedinallcasesof
additionalsickleaveavailedonorafter29.6.1999.

OAdditionalsickleavecanbeavailedwithoutexhaustingotherkindsofleave.

SPECIALSICKLEAVE

Witheffectfrom 01.06.2015,specialsickLeaveupto30daysmaybegrantedtoanofficer
employeeonceduringhis/herentireperiodofservicefordonationofkidney/organ.

MATERNITYLEAVE(Regulation36)

oMaternityleave,whichshallbeonsubstantivepay,shallbegrantedtoafemaleemployee
foraperiodnotexceeding6monthsonanyoneoccasionand12monthsduringthe
entireperiodofherserviceincludingserviceintheworkmencadre

 Within the overallperiod of12 months,leave may also be granted in case of
miscarriage/abortion/MTP.

 Within the overallperiod of12 months,leave may also be granted in case of
hysterectomyuptoamaximum of60days.

 Leavemayalsobegrantedonceduringservicetoachildlessfemaleofficerforlegally
adoptingachildwhoisbelow oneyearofage,subjecttoamaximum periodofsix
monthsonthefollowingterms&conditions:

=Leavewillbegrantedforadoptionofonlyonechild.
=Theadoptionofchildshouldbethroughaproperlegalprocessandthe
employeeshouldproducetheadoptiondeedtothebankforsanctioning
suchleave.
=Theleaveshallalsobeavailabletobiologicalmotherincaseswherethe
childisbornthroughsurrogacy.
=Theleaveshallbeavailedwithinoverallentitlementof12monthsduring
theentireperiodofservice.

 MaternityleavewillbesanctionedonproductionofmedicalcertificateissuedbyaRegd.
MedicalPractitioner,interaliaindicatingthenumberofdaysofrestrequired.

 Incaseofmiscarriage/MTP/abortion,maternityleavemaybegrantedasaruleupto6
weeks(inspecialexceptionalcasesinvolvingmedicalcomplications—beyond6weeks
butupto6monthsonlyononeoccasion,withintheoveralllimitof12monthsduringthe
entireperiodofservice)onthebasisofmedicalcertificate/adviseofacompetent
medicalpractitioner,i.e.aqualifiedgynecologist.

 Anyotherkind ofleave (exceptCasualLeave)admissible to the officermaybe
sanctionedincombinationwith/incontinuationwithmaternityleaveincaseofexigency

 Maternityleaveisavailableeveninthefirstyearofserviceoftheofficer.

 Anofficerwhohasbeeninitiallysanctionedmaternityleaveonthebasisofthemedical
certificateforaspecifiedperiodoflessthan6weeksonaccountofmiscarriage/
abortionshallnotbeentitledtofurtherextensionofmaternityleaveuptothemaximum
limitongroundsofillhealthevenifsupportedbyamedicalcertificate.However,insuch
acasetheofficermaybesanctionedsickleaveoranyotherkindofleaveprovideditis
supportedbyamedicalcertificateacceptabletotheBank.

 Whenafemaleofficerisonprobation,theprobationofafemaleofficershallstand
extendedbythenumberofdaysofmaternityleaveavailedbyherduringtheperiodof
probation.



PATERNITYLEAVE

Witheffectfrom 1.6.2015,maleofficeremployeeswithlessthantwosurvivingchildren
shallbeeligiblefor15dayspaternityleaveduringhiswife'sconfinement.Thisleavemaybe
combinedwithanyotherkindofleaveexceptcasualleave.Theleaveshallbeappliedupto
15daysbeforeorupto6monthsfrom thedateofdeliveryofthechild.

Clarification:Theleavemaybegrantedtoanemployeeevenwherethedateofdeliveryof
thechildwaspriorto1.6.2015,provided,however,thattheleaveisavailedwithinsix
monthsfrom thedateofdelivery.Further,theleaveshallbesanctioned15daysbeforethe
deliveryorupto6monthsafterthedelivery.

(PADCinNo.278dt.01.08.2015)

EXTRAORDINARYLEAVE(EOL)(Regulation37)(onLossofPay)

Anofficeriseligibleforextraordinaryleaveonlossofpayfornotmorethan360days
duringtheentireperiodofservice.Suchleavemaynotbeavailedofexceptforsufficient
reasonsformorethan90daysatatime.Furtherinveryspecialcircumstances,theBoard
maygrantextraordinaryleaveonlossofpaytoanofficeruptoatotalperiodof720days.

 Extraordinaryleavemaybeallowedwhennootherkindofleaveisduetoanofficer.

 Extraordinaryleavemaybegrantedincombinationwithorinadditiontoanykindof
leaveexceptcasualleave.

 Theperiodspentonleaveonlossofpayshallnotcountforincrements.

 Inviewofthefacttheincrementsinthecaseofofficersarereleasedonthefirstofthe
calendarmonthsinwhichthedateofincrementfallsdue,suchanniversarydatewillbe
postponedandnotionallybedetermined.Theeffectofpostponementwouldbegiven
whenthenotionaldateofincrementsshiftstothenextcalendarmonth.Theincrement
dateineachyearwillbecomputedbytakingintoaccounttheleaveonlossofpayduring
the year.In fact,the postponementunless condoned willhave cumulative effect
throughoutthecareeroftheofficerprovidedthatinthecaseswherethecompetent
authorityissatisfiedthattheleavewastakenonaccountofillnessorforanyother
causebeyondthecontroloftheofficer,itmaydirectthattheperiodofextraordinary
leavemaycountforincrement.

SPECIALLEAVE(Regulation37A)

Anofficermaybegrantedspecialcasualleaveandanyspecialleaveasmaybedecidedby
theBoardinaccordancewiththeguidelinesoftheGovernment.

SPECIALLEAVEINCERTAINCASES

Leaveforgivingevidenceincivil/criminaIdepartmentalenquiry;

Officerswhoaresummonedtogiveevidenceinacriminalcase,acasebeforecourtmartial,a
civilcasetowhichGovernmentisapartyinadepartmentalenquiryheldbyaproperly
constitutedauthoritywillbetreatedondutyfortheperiodspentincomplyingwithsummons.

Leavetoblooddonors

Theofficerswhodonatebloodtoa"recognized""BloodBank"aretreatedonspecialleave
forthatday,subjecttoproductionofsatisfactoryproof.



Leavetoofficerssustaininginjuryonduty

Officerssustaininginjuriesinthecourseofdutyaretreatedonspecialdutyfortheperiodof
absencerequiredfortreatment.

Leavetoofficersinjuredwhileresist*/apprehending/dacoits/robbersterrorists

Officerswhosustaininjuriesduringthecourseofbankrobberies/dacoitiesorasaresultof
terroristattackmaybegivenspecialleavefortheperiodoftreatmentonproductionofa
certificatefrom theStationHouseOfficerinwhosejurisdictiontheofficerwasinjuredinthe
bankrobbery/dacoityorasresultofterroristattack.

SpecialLeaveforSports

ThemembersofthestaffwhoshallrepresenttheBank'steam inindividualeventsorin
teamsinopentournaments/leaguematchesorStateChampionshipswouldbetreatedon
dutyfortheactualnumberofdaystheyareengagedwithamaximum of30daysinayear.
Further,sportsmen/sportswomenselectedtorepresenttheState/Countryinanynational
/Internationaleventmaybeallowedspecialcasualleaveforactualnumberofdaysspentby
them toparticipateintheeventsincludingjourneyandcampperiod,ifany,inadditionto30
daysspecialcasualleaveinacalendaryearalreadypermittedtothem.

SpecialleavetoArtists

ArtistswhoareontheapprovedlistofDoordarshan/AllIndiaRadioandareinvitedtoactas
ArtistsinMusical/DramaProgrammeonly,organisedbythem fortelecast/relay,maybe
consideredforactualnumberofdaysrequiredwithamaximum 30daysinacalendaryear.

Bankofficer/swhoareengaged/invitedbyDoordarshan/A.I.RasDebators,Commentators,
Newsreaders,Directors,Writers,Comperers,etc.,shallnotbecoveredundertheguideline.

SpecialleaveforMountaineering/TrekkingExpedition

SpecialleavefacilitiesmaybegrantedbytheBankprovidedtheexpeditionsareapprovedby
theIndianMountaineeringFoundationororganisedbytheYouthHostelAssociationofIndia
andacertificateshouldbeproducedforhavingparticipatedintheapprovedexpedition.

Thespecialleaveshallnotexceed30daysononeoccasionandnotmorethanthree
occasionsintheemployee'sentirecareer,withaqapofatleasttwoyearsbetweentwo
expeditions.Inexceptionalcircumstancesthegapoftwoyearscouldberelaxedatthe
bank'sdiscretion.

Specialleavefordefendinganotherofficeremployeeinanenquiry

IntermsofRegulations6(7)ofPNBOfficersEmployee(D&A)Regulations1977,anofficer
employee,againstwhom enquiryhasbeeninitiated,maytakeassistanceofanyotherofficer
employeebutmaynotengagealegalpractitionerforthepurpose.

OfficerswhoactasDefenceRepresentativesforotherofficersshallbeentitledtograntof
TA/DAandgrantofSpecialLeavefortheperiodheappearsbeforetheEnquiryOfficer
subjecttotheconditionthatifhecomesfrom anoutstationbranch,itshouldbefrom within
thesameState.Anexceptionhowever,maybemadetotheeffectthataDefence
representativefrom outsidetheStatemaybepaidTA/DAprovidedthattheBankissatisfied
thatitisnotreasonablypossibleforthechargesheetedofficialtogetanexperiencedDefence
representativefrom withinthesameState.
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GrantofSpecialCasualLeavetotheDifferentlyAbledEmployees

DifferentlyabledemployeeswithdisabilitiesasdefinedinthePersonswithdisabilities(Equal
Opportunities,ProtectionofRightsandFullParticipation)Act1995,canbegrantedspecial
casualleavefornotmorethan10daysinacalendaryearsubjecttoexigenciesofworkfor
theirparticipation in conferences/workshops/seminars/training related to Disabilityand
DevelopmentrelatedprogrammesorganizedatNationalandStatelevelagenciestobe
specifiedbytheMinistryofSocialJusticeandEmpowerment.

CircleHeads/DivisionalHeadsareempoweredtoconsidertherequestofdifferentlyabled
employeesuptoMMGScaleIIIforgrantofspecialcasualleavefortheabovesaidpurpose.
TherequestsofdifferentlyabledemployeesinSMGScale-IVandabovearetobeforwarded
byCircleHeads/DivisionalHeadstoHRDDHOfornecessaryaction.

LAPSEOFLEAVE(Regulation38)

OAllleavetothecreditofanofficershalllapseonresignation.retirement,
death,discharge,dismissalorterminationforanyreason.

 Providedthatwhereanofficerretiresfrom theBank'sservice,heshallbeeligibleto
bepaidasum equivalenttotheemolumentsofanyperiodnotexceeding240daysof
privilegeleavethathehadaccumulated;

 Providedfurtherthatwhereanofficerdieswhileinservice,thereshallbepayableto
hislegalrepresentatives,asum equivalenttotheemolumentsfortheperiodnot
exceeding240daysofprivilegeleavetohiscreditasonthedateofhisdeath.

 Providedalsothatwhereanofficerresignsfrom serviceonorafter1stApril2001
aftergivingduenoticeasinsubregulation(2)ofRegulation20,hemaybepaida
sum equivalenttotheemolumentsinrespectofprivilegeleavetotheextentofhalf
ofsuchleavetohiscreditonthedateofcessationofservice,subjecttomaximum of
120days.

 Clarification

Forthepurposeofcalculation,theemolumentspayableatthetimeofdeathor
retirementwillbetakenasthebasis.

 Leaveencashmentshallbeallowedtothoseofficers,retiringonreachingtheageof
superannuation,retiringvoluntarilyorwhohavebeencompulsorilyretiredfrom the
Bank'sserviceorresigningfrom theserviceoftheBankaftergivingduenoticeasin
subregulation(2)ofRegulation20.

 SuchofficerswhoareretiredunderthecircumstancesmentionedinRegulation19of
PNB Officers'serviceRegulationswouldbeentitledto encashtheaccumulated
PrivilegeLeaves.

RECALLFORDUTY(Regulation39)

AnofficeronleavemayberecalledtodutybythecompetentauthoritywhenevertheBank
deemsfittodoso.Iftheofficerisatthattimeoutofstation,heshallbeeligibletobepaid
theactualexpensesincurredbyhim andthemembersofhisfamilyforcomingbacktothe
station.Iftheofficerandthemembersofhisfamilygobacktothesamestationfrom which
hewascalled,heshallbeeligibletobepaidtheactualexpensesincurredforthereturn
journeyalso.
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Clarification

Intheaboveevent,thejourneyperiod(bothinwardandoutward)shallbetakenasperiod
spentonduty.IfanofficerisavailingofLeaveTravelConcessionduringthatperiod,itwill
beallowedtobecarriedover.HowevertheBankwill,asfaraspossible,offerhim leaveso
astoenablehim toavailLTCduringthesamespanofLTCblock.Inadditiontotravelling
expensesinsuchcasestheofficerconcernedwillbeeligibletohaltingallowanceasmaybe
applicabletohim fortheinwardjourneytohisplaceofposting.

Thefamilymembersshouldgenerallyaccompanytheofficerwhenheisrecalledtoduty,
otherwisetravellingexpensesformembersofthefamilywillnotbereimbursed.Theadvance
againstLTC,ifany,shallbeadjustedbytheofficerimmediatelyonhisreportingforduty.

FURNISHINGTHELEAVEADDRESSTOTHEBANK(Regulation40)

Anofficer,whohasbeensanctionedleaveandleaveshisplaceofduty,shallfurnishtothe
bank,theaddressatwhichhecanbecontactedwhileoutofstation.

RULESFORLEAVINGSTATION

NoofficershouldleavethestationofhispostingwithoutpriorpermissionoftheCompetent
Authority.Suchpermissionisnecessaryevenforleavingthestationonweeklyoffsandother
holidays.IncumbentsInchargearerequiredtostayatthestationsoftheirposting.Incaseof
emergencyorunforeseencircumstances,anIncumbentInchargemayleavestationafter
makingsatisfactoryarrangementduringhisabsencebutheshouldinform hisRegional
Managerimmediately,thereasonforhisinabilitytoseekhispriorpermission,the
arrangementsmadebyhim duringhisabsenceandalsogivehisaddressduringhisabsence
from station.Suchleaveaddressshouldalsobeleftwithhisofficewhileleavingstation.

SABBATICALLEAVESCHEMEFORWOMENEMPLOYEES

(PDcircularno.1756dated29.09.2000-subsequentlywithdrawnvideHRDDCircularNo.
500dt.05.12.2008)

TheschemehasbeenreintroducedforwomenemployeesonlyviePADCircularNo.105dt.
02.07.2012,thegistofwhichisasunder:-

0Minimum of5yearsofservice.

0SabbaticalLeavebeforecompletionof5yearsofserviceshallbesanctionedonlyin
exceptionalcircumstancesbytheauthoritynextabovetheCompetentAuthority,as
specifiedintheScheme.

0However,followingcategoriesofemployeesshallnotbeeligibletoseekSabbatical
LeaveunderthisScheme:

a)Employeesservingabroadunderspecialarrangements/bonds.

b)Employeeswhohaveexecutedservicebondsandhavenotcompletedit.

c)Employeesagainstwhom disciplinaryproceedingsarecontemplated/pendingor
whoareundersuspension.

d)Employeesappointedoncontractbasis.

e)AnyothercategoryofemployeeasmaybespecifiedbytheBoard

0Foranypurposelikemedicalgrounds,careoffamilymembersorchildren,higher
studies,visitspouseetc.

0TheperiodofSabbaticalLeaveshallbemaximum of2yearsduringtheirentirecareer
andshallbetakenforaperiodofatleast3monthsatatimeandnotmorethanonce
inayear.



1:1Onlycompletedyearsofservicewillbereckonedforarrivingattheminimum eligible
service.

1:1ItwillnotbeopenforanemployeetowithdrawtherequestmadeseekingSabbatical
LeaveundertheSchemeafterhavingexercisedsuchoption.

1:1 The employee shallnottake up any employment/vocation/business/profession
elsewhereduringtheSabbaticalLeave.

1:1EmployeesonSabbaticalLeaveshallnotbeeligibletoparticipateinanyPromotion
ProcessduringtheSabbaticalLeaveperiod,evenifotherwiseeligible.

1:1TheCompetentAuthorityshallhaveabsolutediscretioneithertoacceptorrejectthe
requestofanemployeeseekingSabbaticalLeaveundertheSchemedependingupon
therequirementoftheBank.Thereasonsforrejectionofrequestofanemployee
seekingSabbaticalLeaveshallberecordedinwritingbytheCompetentAuthority.
AcceptanceorotherwiseoftherequestofSabbaticalLeavewillbecommunicatedto
herinwriting.

1:1SabbaticalLeaveshallbewithoutPay,Salary,Allowancesandanyconsequential
monetaryandnon-monetarybenefitsincludingseniority,determinationofseniorityfor
promotion,superannuation benefits etc.Further,benefits like reimbursementof
hospitalization expenses,bank's leased accommodation etc.shallalso notbe
admissible.TheperiodofSabbaticalLeavewillalsonotbeconsideredforincrement
orqualifyingserviceforpension,leaveetc.

0NoincrementswillbeearnedduringtheSabbaticalLeaveandtheemployeewillrejoinat
thesamestageofpayaswasexistingatthetimeofheravailingtheSabbaticalLeave.

1:1NoleaveofanykindshallbecreditedfortheSabbaticalLeaveperiod.Notypeofleave
shallbeprefixedorsuffixedtotheSabbaticalLeave.

1:1 Officialquarters/leased accommodation shallbe vacated orsurrendered before
proceedingonleave.

1:1Theemployeeshallmakeherselfavailableaswitnessinanyinvestigation,courtcase,
departmentalenquiriesetc.andshallbepaidTA/DAforattendingsuchproceedings.

1:1Allinterestfreeloans/advancesshallbeadjustedbeforeproceedingonSabbatical
Leave.However,theSabbaticalLeaveSanctioningAuthoritymayatitsdiscretionand
attheoptionoftheemployeemaypermittheemployeetoproceedonSabbatical
Leaveafterobtainingappropriateundertaking.

1:1IftheoutstandingduesinPFcontributionandgratuitypayabletoanemployeebythe
Bankareoverandabovetheoutstandingintheinterestbearingloanaccountssuch
asHousingLoan,VehicleLoanetc.,theSanctioningAuthoritymaypermitmoratorium
ontheinstallmentsofsuchoutstandingloanaccounts,duringtheperiodofSabbatical
Leave,subjecttomaximum periodof2yearsandonresumptionofdutiesbythe
employee,therepaymentshallbere-workedandtheemployeeshallpaytherevised
installmentsaccordingly.

1:1NoloanfacilityforwhatevernatureshallbesanctionedduringtheSabbaticalLeave
period.

LEAVETOPARTTIMEOFFICERS

PartTimeOfficersappointedintheBankwhoattendofficedaily,shallbeentitledto
consolidatedleaveof21daysinacalendaryearwithremuneration
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EligibleOfficers

MaleOfficers

i) Theofficersmustbewithinthereproductiveagegroup.Themaleofficershouldnotbeover
50yearsofageandhiswifeshouldbewithin20to45yearsofage.

ii) Theofficerorhisspouseshouldhaveone,twoorthreelivingchildren.

iii) Sixdaysspecialcasualleaveforundergoingvasectomyoperation.

iv) Upto7daysspecialcasualleavetomaleofficerswhosewivesundergononpuerperaltubectomy
operationsubjecttotheproductionofMedicalCertificatefrom thedoctorwhoperformedthe
operationtotheeffectthatthepresenceoftheofficerwasessentialfortheperiodofleavetolook
afterhiswifeduringherconvalescenceafteroperation.

FemaleOfficers

i) Shemustnotbeabove45yearsofageandherhusbandmustnotbeover50yearsofage.

ii) Theofficerorhisspouseshouldhaveone,twoorthreelivingchildren.

iii) 14daysspecialcasualleavewhoundergononpuerperaltubectomyoperation.

iv) 1day'sspecialcasualleavewhohadIUDinsertion.

0Sundaysandotherholidaysfallinginbetweentheperiodofspecialleaveshallbetakeninto
accountforcalculationofthisspecialleave.

OTheofficerswhothemselvesorwhosespouseundergosterilizationoperationmaybeallowedpayment
oflumpsum rewardofRs.500/-bywayofincentive—tobeclaimedwithin15daysfrom thedateof
his/herundergoingsterilizationoperation.

OThisspecialleaveshallnotbeprefixedorsuffixedtoanyotherkindofleave.Howeverifanyofficeris
requiredtoavailfurtherleaveasaresultofcomplicationsinoperationandtheapplicationis
accompaniedbyaMedicalCertificatefrom theDoctorwhoperformedsterilisationoperation,the
officerinsuchcasemaybesanctionedprivilegeleaveorsickleaveduetohim/herandsuch
additionalleaveshouldnotbetreatedasspecialleave.

SPECIALLEAVETOOFFICEREMPLOYEEWHOAREABSENTONACCOUNTOFCURFEW:

Wherecurfewisimposedduringentireworkinghoursandbankremainsclosed

TheBankofficerswhoareunabletoattendofficeonthatdayshouldbetreatedonspecialcasual
leave.

Wherecurfewisimposedduringapartoftheworkinghours,

Theofficeremployeeswhoattendedofficeduringthenoncurfewpartoftheworkinghoursshouldbe
treatedashavingattendedforthefulldayandtheabsenceofthoseofficersemployeeswhodidnotattend
duringthenoncurfewhoursshouldbeadjustedagainsttheirusualleave.

Wheretheofficeremployeesarecompelledtostayawayfrom dutyonaccountofcurfewin
residentialareas:

Whereanofficeremployeewasnotabletoattendtheofficeonaccountofimpositionofcurfew
eitherattheplaceofresidenceorattheplaceofwork,theabsenceshouldbetreatedasspecial
casualleave.
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Howeverthisspecialleaveispermissibleonlywhereonaccountofcurfewitisphysicallyimpossiblefor
theofficerstoreportforduty.Nospecialleavewillbegivenifitispossiblefortheofficeremployeesto
reachtheofficebyacircuitousrouteavoidingcurfewboundareawhichfallsonthewaytotheofficeor
ifspecialpermissionhasbeengivenbytheGovt.authoritiestothemtomovethroughthecurfewbound
areasfortheirtoandfrojourneystotheBankonproductionofidentitycardetc.

SPECIALLEAVETOOFFICEBEARERSOFALLINDIAOFFICERSORGANISATION

SpecialLeavewillbeallowedtocertainrepresentativesofOfficersAssociationforattendingmeetingand
conferenceoftheirOrganizationasperthefollowinglimits:

i) OfficeBearersoftheAllIndiaBankOfficersConfederation/AllIndiaBank
Officers'Association/IndianNationalBankOfficers'
Congress.

Upto21daysina
calendaryear.

ii) CentralCommitteemembersof AllIndiaBanksOfficers
Confederation /AllIndiaBanksOfficersAssociation/ Indian
NationalBankOfficersCongress.

Upto17daysina
calendaryear.

iii) OfficeBearersoftheExecutiveCommitteeoftheStateorRegional
Organization,affiliatedtotheAllIndiaBanksOfficers
Confederation/All IndiaBanksOfficersAssociation/ Indian
NationalBankOfficers'Congress.

Upto7daysina
calendaryear

iv) CentralExecutivemembersofAIPNBOA

GeneralSecretary Upto21daysina
calendaryear.

Chairman,President,WorkingPresident,Treasurer,
Sub-Treasurer

Upto14daysina
calendaryear.

IdentifiedOrganizingSecretary(totaling2),VicePresident(Totaling
1),AssistantGeneralSecretary(Totaling2)

Upto7daysina
calendaryear

iv) CirclePresident&CircleSecretaryofAIPNBOA(CirclelevelBodiesincluding
HOZone)

Upto7daysina
calendaryear

"Providedthatanofficeremployeefallingundermorethanoneoftheabovecategorieswillbeentitled
toclaimonlythehighestquantumofleaveunderanyofthecategoriesunderwhichhefalls."

Themembercategorystatusoftheabovementionedofficersbearersisrequiredtobeupdatedin
HRMSbytheconcernedCircleOfficethroughJobaction/Jobdatatoenablethem toavailthespecial
leaveaspertheirentitlement.

LEAVEFORCONTAGIOUSDISEASES

Incaseofcontagiousdiseases,IncumbentInchargeshallhavethepowertoordercompulsoryleavewith
aviewtosegregatesuchofficerfromotheremployeesofthestaff.Heshallnotresumedutiesunlesshe
submitsamedicalcertificatethathispresenceintheofficeisharmlessandisfittocarryonhisnormal
duties.Inallsuchcases,theIncumbentsInchargeshallhavethediscretionofexhaustingsuchleavedue
totheofficerasmaybeinhisbestfinancialinterest.

COMPENSATORYLEAVETOOFFICERSTAFF

ThereisnoprovisionofCompensatoryleave.
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LEAVEDURINGELECTIONS

SpecialCasualLeavemaybegrantedtoofficeremployeestofacilitatethem toexercise
theirfranchiseduringGeneral/ByElectiontoLokSabha/StateAssemblies/Local
bodiesasperthefollowingguidelines:-

I)GeneralElectionstoLol6abha/StateAssemblies

Ifanyofficerresidingandenrolledasavoterinaplace/constituency(whereelectionis
tobeheld),isemployedinanyofficelocatedatsomeotherplace,he/shemaybe
grantedspecialcasualleaveifhis/herofficedoesnothappentobeclosedonthat
particularday,toenablehim /hertoexercisehis/herfranchise.

II)By-Elections

i) LokSabha:
SpecialCasualLeavemaybegrantedonthesamegrounds/circumstancesasinthe
caseofGeneralElectionsasmentionedabove,providedStateGovt.hasnotdeclareda
localholidayinthatparticulararea/constituencywheretheofficerisworking.

ii)StateAssemblies:IncaseofbyelectionstoStateAssemblies,theBankshouldnotbe
closed.Eligibleofficersshouldbegivenfacilitytoexercisetheirfranchiseeitherbyway
ofcominglatetoofficeorleavingtheofficeearly,subjecttoexigenciesoftheservice.
Onlythoseofficerswhoareplacedonelectiondutybepermittedtoabsentthemselves
from officeonthepollingday(s).However,SpecialCasualLeavemaybegrantedonthe
grounds/circumstancesasinthecaseofGeneralElections.

iii)Panchayat/Corporation/MunicipalitiesORotherlocalbodies:Thebankshallnotbe
closedontheday(s)ofelection.Thebankofficeremployeeswhoarebonafidevoters
anddesiretoexercisethefranchiseshouldhoweverbeofferedreasonablefacility,
subjecttothenormalexigenciesofservice,eitherbywayofcominglatetoofficeorby
beingallowedtoleaveofficeearlyorashorterabsenceonthatday.

COMPETENTAUTHORITIESFORMATTERSRELATINGTOLEAVE

SUBJECT GRADE/SCALE COMPETENTAUTHORITY

SanctionofLeave Incumbent In-charge of
branches

CM inControllingOffice /
HeadofControllingOffice

HeadofControllingOffice GM-HR

DivisionalHeadatHO GM In-charge

TEGS-VII ED/CMD

OtherOfficersinBranches/
FieldOffices/HODivisions

Establishment In-charge /
NextHigherAuthority

- Accumulation of
PrivilegeLeaveover&
above240daysdueto
rejection
-Leavesinadvanceon
accrualbasis(PL)

UptoScaleIII CM in
VLB/ELB/Controlling
Office/HODiv

SMGScaleIV&V HeadofControllingOffice/
DivisionalHead

HeadofControllingOffice GM-HR

DivisionalHeadatHO GM In-charge

TEGScaleVII ED/CMD

Sanction of leave
Extraordinary

a.Upto90days at astretch
buttotalnotexceeding
360days
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SUBJECT GRADE/SCALE COMPETENTAUTHORITY

JMGandMMG HeadofControllingOffice/
DivisionalHead(intherankof
AGM &above

SMGSIV&V GM-HR

TEGSVI&VII ED/CMD

b.Beyond360daysupto
720days

Board

ToOfficerssustaining
injuryonduty

AllOfficers Head of Controlling
Office/AGM

SpecialLeave/Special
CasualLeave

SpecialLeave AGM - Controlling Office,
AGM-HR

SpecialCasualLeave AspersanctioningAuthority
forCasualLeave

Privilege Leave -
Encashmentof-atthe
timeofavailingLTC/
Retirement

Officers LeaveSanctioningAuthority

Sabbatical Leave for
WomenEmployees

UptoScaleIIIinfield HeadofControllingOffice

UptoScaleIIIinHODivisions DGM-PAD

SMGScaleIV ED-HR

SMGScaleV&Above CMD

Recallforduty UptoScaleIV OneGrade/Scaleabovethe
leaveSanctioningAuthority/
HeadofControllingOffice/
DivisionalHead

ScaleV&above GM/ED

GENERALLEAVERULES

Leaveofanykindcannotbeclaimedasofright.Whentheexigenciesoftheservices
require,discretiontorefuse/deferorrevokeleaveofanykindisreservedbytheAuthority
empoweredtograntit.

1. Allkindsofleavewillbereckonedinacalendaryear,i.e.JanuarytoDecember,every
yearandcreditwillbeaffordedonthe1'dayofJanuaryeveryyear.Howeverwherean
officerjoinsserviceorisduetoretireinthemiddleofacalendaryear,theproportionate
creditinrespectofpro-rataPrivilegeLeaveandSickLeavewillalsobeallowedtohim.

2. Noemployeeshouldavailleavewithoutleaveapplication.EvenincaseofCasualleave,
priorintimation,asfaraspossible,shouldbegiven.Underunforeseencircumstances,
employeesavailing casualleavefora dayortwo mustsubmitleaveapplication
immediatelyonjoiningtheofficefailingwhichpay& allowancesfortheperiodof
absenceshouldbededucted.

4.AlltypesofleavesarerequiredtobesubmittedinHRMSunder'EmployeeSelfService'
andsanction/rejectionistobeaccordedon-lineinHRMSondaytodaybasisbythe
sanctioning authority through 'Manager Self Service'.Complete navigation and
procedureforon-lineleavesubmission/sanctionisavailableinvariousPNBParivar
Circularsviz.HRDD circularsNo.586dated23.11.2009,570dated22.08.2009498
dated28.11.2008and427dated17.10.2007.
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5. LeaverelatedactivitiesaretobeconductedondaytodaybasisinHRMSbesidestheannual

updationofleaveaccrualprocessbasedontheleaveavailedduringthepreviousyearwhichis

doneinthe1stweekofJanuaryeveryyear.

6. InthecaseofanofficeravailingleaveinthemonthsofDecemberandJanuary,thebalanceof

leavetobeavailedinJanuaryandonwardsshouldbesubmittedseparatelyandthesamewillbe

debitedonlyafteraffordingcreditason1stJanuary.

7. FornextyearemployeecansubmitPrivilege,CasualorMaternityLeaveonly.Noothertypeof

leaveispermittedtobesubmittedfornextyear.

8. Allmembersofstaffwillhavetocompulsorilyavailleaveforatleastaweek'stime(6days)in

eachcalendaryearagainsttheleavestandingtotheircreditandafterobtainingregular

sanctionthereforfrom thecompetentauthority.

9. AnOfficer,whodesirestoobtainleaveofabsenceotherthanCasualleave,shallapplyon-linein

HRMSandcheckHRMSastothenecessarysanctionoftheCompetentAuthoritybeforeavailing

leave,exceptinurgentcasesorunforeseencircumstancesincludingillnesswhenitisnot

possibleto do so.Undersuch circumstancesinformation maybesentto theCompetent

Authorityforsuch leaveand the samemaybe applied in HRMS forpostfacto sanction

immediatelyonresumingduties.GenerallyapplicationsforPrivilegeleaveshallbemadenotless

thanonemonthbeforethedatefrom whichtheleaveistocommenceandtheCompetent

Authorityshallcommunicatethedecisionassoonaspracticableandincaseofanurgentnature

immediatelythroughHRMSorotherwise.

10.Officersdesirousofavailingleavewhileontour(withinthecountryorabroad)shouldtakeprior

sanctionofleavefrom theCompetentAuthoritythroughHRMS.Otherwisesuchleavewillbe

treatedasunauthorizedabsencefrom duties.Officersavailingleaveduringtourwillnotbe

entitledtohaltingallowance(lodging&boardingcharges)fortheperiodofsuchleave.

11.Ifanofficerafterproceedingonleavedesiresanextensionthereof,heshallmakeanapplication.

Suchapplicationshouldstatethefullpostaloftheofficerandshouldbemadeinsufficienttime

toenabletheCompetentAuthoritytoconsidertheapplicationand/orsendareplytohim before

theexpiryoftheleavedesiredtobeextended.

12.Anofficerwhooverstayshisleave(exceptundercircumstancesbeyondhiscontrol,forwhich

hetendersasatisfactoryexplanation)shallnotbepaidhissalaryandallowanceandshall

furtherrenderhimselfliabletosuchdisciplinaryactionastheBankmaydeem fit.

13.Anofficeronleavewillnotbeentitledtoreturntodutybeforetheexpiryoftheperiodofleave

grantedtohim unlessheispermittedtodosobytheAuthoritywhichgrantedhim leave.

14.Anofficeronleaveshallunlessotherwiseinstructedtothecontrary,returnfordutytothe

placeatwhichhewaslastposted(atthetimeofgrantingtheleave).

15.TheCompetentAuthoritymayrequireanofficerwhohasavailedhimselfofleaveforreasonsof

healthtoproduceamedicalcertificateoffitnessbeforeheresumesduty.

16.Noleaveshallbegrantedtoanofficerundersuspension.Howeverifanysuspensionperiodis

treatedasperiodspentondutybyspecificorderofDisciplinaryAuthority,theofficerwillbe

eligibletoaccumulateprivilegeleaveinexcessof240days,subjecttotheconditionthatsuch

accumulatedleaveinexcessof240daysshouldbeproportionateonlytotheperiodspentunder

suspensionbytheOfficer,untilsuchtimetheBankisinapositiontogranthim privilegeleave.
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17.TheBankforthispurposeshallmeanandinclude'CompetentAuthority'empoweredto
grantleavetoofficerstaff.

18.Onpromotionfrom clericalcadre,anofficerwillbepermittedtocarryoveraccumulated
leavebalanceasonthedateofpromotion.

19.Anofficerproceedingonleaveshallhandoverchargeofhispostatthecloseoflast
workingdayprecedingthedayonwhichheproceedsonleave.Hisleaveshallbe
consideredtocommencefrom thenextsucceedingworkingdayandendonthelast
workingdayprecedingthatuponwhichhereportsforduty.The'Proposedarrangement
duringabsence'isamandatoryfieldforsubmissionofleavebyGM/DGM/AGM &all
IncumbentIn-chargeofbranches.

20.ThestrikedetailofeachemployeeistoberecordedintheLeaveRegisteranda
provision/component for recording of strike detailfor allemployees of the
branch/.officeinonegohasbeenmadeinHRMSasperdetailsgiveninHRDDCircular
No.442dated24.01.2008.Oncethestrikeismarkedforemployeesofthebranch/office
throughthiscomponent,thesystem willdeductsalaryforthestrikedayautomatically
from thesalary.

21.Noadvanceleaveisadmissible.

22.TheProratacreditofthePrivilegeLeaveearnedbytheofficertillthedateofavailment
maybeallowedinthefollowingcircumstances:-

a)Self-marriage.

b)Sicknessoftheofficerdulysupportedbyanacceptablemedicalcertificate.

c)Deathsofnearrelative,i.e.father,mother,spouse,child,etc.

Theaccrualofleaveshouldbedoneintheaboveexceptionalcasesandnotasa
matterofroutine.

23.Whereanofficerhadappliedforleavegivingaparticularreasonandlateronitwas
foundthatleavesosanctionedwasusedforparticipatingindharna/demonstration/
agitationetc.,theleavesanctionedinsuchcasesshouldbecancelledandnowages
bepaidfortheperiodofleaveonthegroundthattheleavewasobtainedonfalse
pretext,withoutprejudicetothebanksrighttotakedisciplinaryaction(proformaof
lettertobeservedontheemployeeisavailableinAnnexureII).

*****
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REIMBURSEMENTOFEXPENSESOFTRAVELONDUTY&TRANSFER

TRAVELONDUTY/TRANSFER

A.GENERALGUIDELINES

Followingprovisionsshallapplywhereveranofficerisrequiredtotravelonduty:

(RefHRDCircularNo.694dt.20.06.2015)

a. AnofficerinJuniorManagementGradeScaleIisentitledtotravelby1stClassorAC
2-tierSleeperbytrain.Hemay,however,travelbyair(economyclass)ifsopermitted
bytheCompetentauthority,havingregardtotheexigenciesofbusinessorpublic
interest.

b. AnofficerinMiddleManagementGradeScaleII/IIIisentitledtotravelby1stClassor
AC 2-tierSleeperbytrain.Hemay,however,travelbyair(economyclass)ifthe
distancetobetravelledismorethan1000kms.Hemay,however,travelbyair
(economyclass)evenforashorterdistanceifso permittedbytheCompetent
Authority,havingregardtotheexigenciesofbusinessorpublicinterest.

c. AnofficerinSeniorManagementorTopExecutiveGradeisentitledtotravelbyAC1st

Classbytrainorbyair(economyclass).
d. AnofficerinSeniorManagementorTopExecutiveGrademaytravelbycarbetween

placesnotconnectedbyairorrailprovidedthatthedistancedoesnotexceed500
km.However,whenamajorpartofthedistancebetweenthetwoplacescan be
coveredbyairorrailonlytherestofthedistanceshouldnormallybecoveredbycar.

e. AnyotherofficermaybeauthorisedbytheCompetentAuthority,havingregardto
theexigenciesofbusiness,totravelbyhisownvehicleorbytaxiorbytheBank's
vehicle.

f. ThecompetentAuthoritytopermittravelbyair,incaseofofficersinJMGScaleIand
inthecaseofofficersinMMGifdistancetobetraveledislessthan1000Kmsis
CircleHead/Chief.

g. Fortravelbyhisownvehicle,suchrateonkilometerbasisasmaybedecidedbythe
Bankfrom timetotime,havingregardtothetypeofvehicleused,thecosttobe
incurredandtheterraincovered,willbereimbursed(Thecompetentauthorityfor
permittingtotravelbyownvehicleisCircleHead/CM ).

h. Wherehiringofataxiispermitted,theactualtaxichargeswillbereimbursed.{The
CompetentAuthoritytoallowsuchtravelisCircleHead/Chief).

i. ForTravelbypublicmotororwatertransport,theactualfarewillbereimbursed.

j. EntitlementbySteamer—DeluxeCabin.

k. Actualexpensesincurredfortransportandportagewillbereimbursed.

CHAPTER10II
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B.HALTINGALLOWANCE(w.e.f.01.06.2015)

(RefHRDCir.No.694/2015dt.20.06.2015)

(AmountinRupees)
Grade/Scalesof

Officers
FourMetros Major'A'Class

Cities
AreaI OtherPlaces

OfficersinScaleVI&above 1800/- 1300/- 1100/- 950/-

OfficersinScaleIV&V 1500/- 1300/- 1100/- 950/-

OfficersinScaleI/II/III 1300/- 1100/- 950/- 800/-

Major'A'ClassCities:-Hyderabad,AhmedabadandBangalore,

AreaI: -Jaipur,Surat,Lucknow,Kanpur,Pune,Nagpur,Visakhapatnam,
Patna,Vadodara,Kochi,Indore,Bhopal,Ludhiana,Coimbatore,Madurai,

Agra&Varanasi.

(RefHRDDCirNo.713/15dt.28.09.2015)

ConsequenttotherevisedclassificationofcentresasperCensus2011,haltingallowanceathigherrates
hasbecomepayabletoofficersandworkmenstaffinrespectofthesecentres.

Accordinglypayment/reimbursementofhaltingallowanceatratesaccordingtotherevisedclassification
ofareasperCensus2011witheffectfrom 7thAugust2015circulatedvidePADCir.No.279dtd.
12.08.2015.

TheHaltingAllowanceshallbeadmissibleasunder:
(RefHRDDOhNo.101dt.16.09.2002)

a. Forlessthan4hoursabsencefromHeadquarters:Nohaltingallowance.

b. For4consecutivehoursormorebut

lessthan8hours'absencefromHQ : 1/2Haltingallowance.

c. For8consecutivehoursormore
absencefrom Headquarters :Fullhaltingallowance

 IfthestayoutsidetheheadQuartersexceeds24hoursthereisnominimum periodlaiddownfor
grantingsecondday'shaltingallowance.Forillustration,anofficerwholeavesheadquarterson1st
Novemberat19:20hrsandreturnson2ndNovemberat20:30hrs.heshallbeeligibletotwodays
haltingallowance,

.•.Officerclaimingreimbursementofactualhotelexpenses(boardingandlodging)shallalso
beeligibleto1/4thofthefixedhaltingallowanceasadmissible.

 IfanofficerondutyoutsidetheHeadquartersremainsoncasualleaveonaccountofillness,hemay
beallowedreimbursementofhotelexpensesand/ordiem allowance.Itshouldbeensuredthatthe
officerremainsatthesamestationduringthecasualleaveandproducesamedicalcertificatein
supportofillness.

Bi)HALTINGALLOWANCEDURINGJOURNEYPERIODS:

(RefHRDDCir.No.101dt.16.09.2002)

TheplaceofvisitorplaceoftransfershouldbetakenasthebasisfordeterminingtherateofHalting

AllowanceadmissibletoanofficerirrespectiveoftherateapplicableattheareaofhisHeadquarters.

Where,however,anofficerisrequiredtovisitmorethanoneplacesduringthetourandmakesahaltfor8

hoursormoreorstaysovernightatanintermediate
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placeofvisit,heshallbeeligibleforpaymentofhaltingallowancefortheperiodinvolvedat
therateapplicabletoplacesofhaltinquestion.

Haltingallowanceisnotpayablewhenanofficerisdeputedtoanotherofficewithinthesame
city.

Bii)HALTINGALLOWANCEFORRURALBRANCHES:

(RefHRDDCr.No.101dt.16.09.2002)

IncaseofofficerspostedinruralareaswhoarerequiredtotravelbeyondPanchayatlimitof
thevillage,theyshallbeentitledtoTA/HaltingAllowanceasperbankrules.Howeverin
caseswherethePanchayatcomprisesofmanyvillages,isspreadoveravastareaandthe
officersarerequiredtotravellongdistancesforvariouspurposestikerecovery,BCletter
collectionetc.theofficersmaybeallowedseparatelocalconveyanceonlyfortravelbeyond8
Kms.from theofficewithinthePanchayatarea.

Biii)HALTINGALLOWANCEFORFAMILYHEADQUARTERS:

(Ref:HRDDCr.No.101dt.16.09.2002)

NoDiem Allowanceispayabletoofficerswhovisittheirfamilyheadquartersonofficialduty.
Howeverintermsofrules,nowofficersareallowedtokeeptheirfamiliesattheplaceoftheir
choice.SuchofficersshallbeentitledtoDiem Allowancefortheirofficialvisittotheplace
wheretheyareallowedtokeeptheirfamilies.

Biv)HALTINGALLOWANCEDURINGTRAINING:

(RefHRDDCrNo.101dt.16.09.2002)

Officerswhoaredeputedfortrainingatresidentialtrainingcentreswherefreelodgingand
boardingfacilitiesareprovidedandarerequiredtostayovernightinthetrainingcentres,even
thoughsuchdeputationiswithintheofficers'headquarters,theywillbeeligibleto1/4thofthe
fixedadmissibleHaltingAllowance.

Officerswhoaredeputedfortrainingcoursesofresidentialnaturewherefreelodgingand
boardingareprovided,willbeentitledtohaltingallowanceforthelastdayonthefollowing
basis ifthe period involved afterrelieving from the training centres tillreaching the
permanentplaceofpostingis:

 Lessthan4hours,nohaltingallowanceisallowed.
 Between4-8hours,haltingallowanceat1/2oftheratewillbeallowed.
 8Morethan8hours,fullday'shailingallowancewillbeallowed.

Bv)HALTINGALLOWANCETOPERSONALDRIVER:

(Ref:HRDDCr.No.101dtd.16.09.2002)

Officerswho areprovidedwithbank'scar/jeepandareentitledto reimbursementof
expensesincurredbythem forengagingpersonaldrivers(onpurelyprivatearrangement)may
bereimbursedDriver'sHaltingAllowance@ Rs.70/-perdayforNon-CCACentresandRs.100/-
perdayforCCACentresforthedriver'sboardingandlodgingwhileonoutstationtourswith
theofficers.Theseratesareeffectedw.e.f.1.11.2001.Thisamountmaybeclaimedbythe
officerinthe

.
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C.STAYINHOTELS-LODGINGEXPENSES

i.Actualhotelexpenses are considered forreimbursement,subjectto single room
occupancychargedinITDChotelsofthestarredcategoryspecificallylaiddowninthe
regulation forofficers in various grades/scales.Atplaces where ITDC hotels are
established,officersshallbeentitledtoreimbursementoflodgingchargessubjecttothe
maximum tariffnotifiedbyITDChotelsinwhichtheyareentitledtostay.

AsITDChotelsarenotestablishedatallthecentres,officersmayhavetostayinother
hotels.AtplaceswhereITDChotelsarenotestablishedorwhenaccommodationinthe
ITDChotelsoftheeligiblestarredcategoryisnotavailableatthatcentretheofficersmay
beallowedreimbursementofactualhotelexpensesforstayinginnonITDChotels(PD
CircularNo.1009dt.27.03.1987),subjecttothemaximum asperthefollowingrates
(plustaxes).

w.e.f.23.02.2007,themaximum room tariffthatcanbereimbursedtotheofficerswho
stayinnon-ITDCHotelswillbeasunder:

(RefHRDDCircularNO.379dt.27.02.2007)

Maximum Room Tariffpermissible

Eligibilitytostay
inITDChotels

MajorA
Class
cities

AreaI Otherplaces

TopExecutiveGrade—
ScalesVIandVII

4*Hotel 6800 3400 3000

SeniorManagementGrade—
ScalesIV&V

3*Hotel 4000 2400 2000

MiddleManagementGrade—
ScalesII&III

2*Hotel
(Non-AC)

2400 1600 1200

JuniorManagementGrade—
ScaleI

1*Hotel
(Non-AC)

1600 1200 800

4•Forthis purpose,Major'Al'class cities are Mumbai,Kolkata,Delhi,Chennai,
Ahmedabad,BangaloreandHyderabad.

4•AreaICentresarePune,Nagpur,Kanpur,Surat,JaipurandLucknow,Visakhapatnam,Patna,
Vadodara,Kochi,Indore,Bhopal,Ludhiana,Coimbatore,Madhurai,AgraandVaranasi

(Ref:PADCircularno.279dated12.08.2015)

Interm oftheofficialcensus2011figures,placeshavebeenupgradedfrom aloweraretoa
higherarea,adetailedlistofsuchplacesisenclosedmarkedAnnexure—Iofthiscircular.

InviewofthefactthatHRAofbothOfficersandWorkmenandCCAforofficersinbanksare
paidonthebasisofclassificationofareasaccordingtopopulation,employeesworkingin
branchessituatedinplaceswhichareupgradedperCensus2011areeligibletobepaid
higherrateofHRAand/orhigher/lowerCCA.Thisshallbeeffectivefrom 1stMarch2011.

In Annexure— IIofthisCircular,a detailed listofplacesfalling underthefollowing
categoriesisfurnished:

1.Major"A"classcities/placeswithpopulationofmorethan45lacs.

2.Placeswithpopulationofover12lacsandbelow45lacs.
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3.Placeswithpopulationofover5lacsandbelow12lacs.

4.Placeswithpopulationbelow5lacs.

i.IftheofficersinTopExecutiveGrade(ScalesVI&VII)areunabletostayineligibleHotels
inDelhi,Kolkata,Mumbai,ChennaiandBangalorewithinthepermissibleroom tariff,they
maybereimbursedactualLodgingexpensesforstayinginotherhotelsnotexceeding
125% oftheroom tariffoftheirentitledclassatDelhi,Kolkata,Mumbai,Chennaiand
Bangalore.

(PDCircularNo.1599dt.29.11.1997&HRDCircularNo.101dt.16.09.2002)

iii.TaxeschargedbytheHotelsaretobepaidinadditiontotiltabovelimits.However,TV
chargesandservicecharges,ifany,maybereimbursedprovidedtheyarewithinentitlement

oftheofficerasperabovelimits.Tipsandroom servicechargesarenotadmissible.Luxury
tax(room)whereverapplicableandactuallychargedbytheHotel

maybepaidinadditiontotheroom rent.

D.BOARDINGEXPENSES

Anofficershallbeentitledtoperdiem boardingexpensesattheratesetoutin'B'

i) Wherelodgingisprovidedatbank'scostorarrangedthroughthebankfreeof
cost,3/4thoftheHaltingAllowancewillbeadmissible.

ii) Whereboardingisprovidedatbank'scostorarrangedthroughthebankfreeof
cost,1/2oftheHaltingAllowancewillbeadmissible.

iii) Wherelodgingandboardingareprovidedatbank'scostandarrangedthroughthe
bankfreeofcost,1/4thoftheHaltingAllowancewillbeadmissible.Providedthat,
inthecaseofanofficerclaimingboardingexpensesonadeclarationbasis
withoutproductionofbillsforactualexpensesincurred,heshallnotbeeligible
for1/4thofthehaltingallowance.

iv) Fullboarding charges can be claimed on the basis ofdeclaration (without
productionofbills).Inthatcase1/4thofHaltingAllowanceisnotadmissible.The
1/4thofHaltingAllowancewillbepaidonlywhenboarding&lodgingexpensesare
claimedonthebasisofactualbills.

v) AsupplementaryDiem AllowanceofRs.10/-perdayofhaltoutsideheadquarterson
InspectionDutymaybepaidtoallInspectingOfficers,onlyifovernightstayis
involved (HRDCircular101dt.16.09.2002)

E.TRANSFERTRAVELLINGALLOWANCESETC.

i) Anofficerontransferandthemembersofhisfamilywillbeeligibletotraveltotheplace
ofpostingbythesamemodeoftravelandclassofaccommodation,bytheofficerasin
thecaseoftravelontour.
Whenthemembersofthefamilytravelbyroad,theentitlementwillbetheactualorthe
firstclassrailfareforthedistancecovered,whicheverisless.

ii)Anofficerontransferiseligibleforbeingreimbursedhisexpensesfortransportinghis
baggagebygoodstrainuptothefollowinglimits:

(Ref.HRDDivisionCircularNO.348dt.10.10.2006&364/06dt.19.12.2006)



126

PayRange Whereanofficerhasfamily Whereanofficerhasnofamily

Rs.10000p.m.
toRs.13820

P.m.

3000kgs 1500kgs

Rs.13821p.m.
andabove

Fullwagon 2500 kgs

iii)Ifanofficereligibleforfullwagonavailsofthefacilityof'ContainerServicetyRailways,he
willbereimbursedactualchargesforonecontainerifheisinJuniororMiddle
ManagementGradeandfortwocontainerAfheisinSeniororTopManagementGradeIf
thebaggageistransportedbyroadbetweenplacesconnectedbyrail,thereimbursement
willbelimitedtotheactualfreightchargesagainstsubmissionofbillssubjecttothecost
notexceedingthecostoftransportofthemaximum permissiblequantitybygoodstrain.If
thereisnorailwaystationorrailwayout-agencyattheoldornewplaceofposting,the
officerwillbepaidtheactualcostoftransportingthebaggagebyroaduptothenearest
railwaystationorout-agency.Ifboththeplacesdonothaverailwaystation/out-agency,the
officerwillbepaidactualcostoftransportingthebaggagebyroaduptothestipulated
weightsbyanapprovedtransportoperator

iv) Whereanofficerontransfertransportshisbaggagebylorry,forthepurposeof
reimbursementofactualcharges,themaximum limitincaseswhere'fullwagon'is
applicableshallnormallybe60quintals(6tonnes)bygoodstrain.However,wherethe
expensesincurredarebeyondsuchmaximum,theBanksmay,keeping inmind the
hardshipinvolvedtotheofficerconcerned,reimbursetheactualexpensesincurredonthe
basisthattheminimum chargesfortransportofgoodsinan8wheelerwagonwouldbe
120quintals(12tones)providedthebaggageistransportedthroughapprovedtransport
operators.

v)Iftheofficerontransferisshiftinghispersonaleffectsbetweenthetwoplacesby
approved lorrytransporteven ifthe two places are connected bytrain,then
reimbursementofexpensesmaybemadeatthefollowingratessubjecttoweight
stipulationasinRegulation42(2)ofOfficers'ServiceRegulationsasabove,instead
ofhavingregardtopublishedgoodstrainfreightratesoftheRailwaysasbeing
followedearlierforthepurpose:

(Ref.PADOhNo.33dt.30.05.2011)

I. DistanceinKM s.RatesinRs.perton/perKM
1.Upto1000Kms. Rs.2.80

2.Beyond1000Kms Rs.2.00

Theaboverateswillapplyonslabbasis

II. Minimum thresholdlimitofDistance
Theofficerstransferredtoshorterdistanceupto300kms.,thereimbursement
maybepermitteduptotheamountchargeablefor300kms.,i.e.300xweightx
Rs.2.80

III.Officerswhoaretransferredintoandoutofhillyterrainsmaybereimbursedtwo
timestheapplicablerateforthedistancecoveredinhillyterrainandthebalance
distanceatnormalrates.

Therevisedratesareeffectivefrom 01.04.2011
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vi)Anofficerwhoownsacarwillbeeligibletoclaim thecostoftransportingitbytrainto
theplaceoftransfer,atgoodstrainrateandwherethecarisdrivenbyroad,thecostof
so,takingit,attheratesdecidedbytheBoard.

vii)Anofficerwhoownsascooter,motorcycleandanyothervehiclewillbeeligibletoclaim
thecostoftransportingittotheplaceoftransferatgoods trainrate;andif
thevehicleistransportedbylorry,theactuallorrycharges.Ifthevehicleisdrivenbythe
road,theofficerwillbeeligibletoclaim attheratesdecidedbytheBoard.

viii) Onandfrom thefirstdayof'June,2015anofficerontransferwillbeeligibletodraw
alumpsum amountasindicatedbelowforexpensesconnectedwithpacking,local
transportation,insuringthebaggageetc.

(Ref.HRDCir.No.694dtd.20.06.2015).

GRADE LUMPSUM
OfficersinScaleIV&above Rs.20000/-

OfficersinScaleI/11/III Rs.15000/-

 Nolumpsum amountispayableiftheofficer,ontransferdoesnotshifthisresidence.
. Lumpsum amountispaidwhentheofficershiftshisresidencetothenewplaceof

postingevenifnochargesfortransportationofthebaggageisclaimed.
. Lumpsum amountincludesallchargesincidentalstotransferincludingcooliage/

loading/unloadingchargesetc.

ix)UnapprovedTransportCompany

Inareaswhereapprovedtransportcompaniesarenotoperating,officersmaytransport
theluggagethroughunapprovedtransportcompaniesforwhichpriorpermissionofthe
CompetentAuthorityshallbeobtained.

Incaseswhereluggageistransportedthroughunapprovedtransportcompanies,the
reimbursementoffreightbemadeontherateschargedbytheapprovedcompanies/
notionalrailfare/actualfreightpaid,whicheverisless.

TheCompetentAuthorityinsuchcasesisCircleHead/Chief.

x)Whereanofficerontransfertransportshisluggagebylorry,forthepurposeof
reimbursementoffreightcharges,themaximum limitinthecases-where fullwagon
isapplicableshallnormallybe60quintalsbygoodstram.However,wheretheexpensesare
beyondsuchmaximum limit,theCompetentAuthoritymayreimburseactualexpenses
incurredornotionalexpensesfortransportingbaggageupto120quintals,whicheveris
less,providedthebaggageistransportedthroughapprovedtransportoperators.

xi)Partlyconnectedbyroad,partlybytrain

Reimbursementoffreightchargesontransportationofbaggageonpermanenttransferin
respectofplacesnotconnectedbyrailorpartlyconnectedbytrainpartlybyroadmaybe
allowedatthediscretionoftheCompetentAuthorityonmeritsofindividualeases.The
CompetentAuthorityforgrantingsuchpermissionandsanctionwillbecircleHead/CM
(forZAO)/DivisionalChief(forHO).

xii) TA/DAonrequesttransfer

OfficersmaybeallowedTA/DAwhentheyaretransferredattheirownrequestfrom one
CircletoanotherCircleafterputtingin5yearsofserviceononeCircleasofficerfrom where
theofficerhasbeentransferredtoanotherCircle.
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xiii) SameUrbanAgglomeration

Officers who are transferred between places which form partofthe same Urban
Agglomeration/CompositeArea(AreaswhicharetreatedforthefacilityofHRA/CCA/
leaseentitlementetc.atparwithmaincentre)arenotentitledtotravelingallowanceetc.

xivTA/DAduringJoiningTimeonRequestTransfer

TA/DAtotheeligibleofficeri.e.officerwhohasputinmorethanfiveyearsofserviceinone
Circle/Zone,onhisrequesttransfertoanotherCirclemaybepaidonceandtheoptionto
claim TA/DAmaybelefttotheofficer,i.e.hemayclaim iteitheratthetimeofreportingat
thetransfereeplaceoratalaterdatewhileshiftinghisfamilyfrom thepreviousplacetothe
new placeofposting.However,iftheofficeroptstoavailTA/DAatalaterdatewhile
availingjoiningtime,thennoTA/DAshallbepayabletohim forthejourneyundertakenby
him from hisheadquarterstothepreviousplaceofposting.HewillbeentitledtoTA/DA
onlyforthejourneyfrom hispreviousplaceofpostingtothepresentplaceofpostingwith
hisfamily.

F.TA/DAFORVISITINGAREASFORMINGPARTOFURBANAGGLOMERATION/
COMPOSITEAREA/CONTIGUOUSAREA

EmployeeswhovisitanycentreformingpartofUrbanAgglomeration/CompositeArea/
ContiguousAreafrom anycentreoutsidetheUrbanAgglomeration/CompositeArea/
ContiguousAreaareentitledtoDiem /HaltingAllowance,lodgingexpensesetcatthe
sameratesasapplicabletothemaincentre,

NoTA/DA/lodgingchargesetc.wouldbeadmissibletoofficersontransfer/travel/
deputation etcfrom onecentreto anothercentreforming partsofthesameUrban
Agglomeration/CompositeArea/ContiguousAreawheretheratesofHRA/CCA/Lease
rentalsetcaresame.

G.HALTINGALLOWANCEDURINGCHARGETAKINGPERIOD.

HaltingAllowancemaybegrantedtoIncumbentsInchargewhoarenotprovidedwith
residentialaccommodation during the charge taking period atthe transferee place,
restricted to the number of days mentioned below or tillthe time the bank's
accommodationismadeavailabletothem,whicheverisearlier.Noboarding/lodging
chargesareadmissibleduringtheperiodofchargetaking.

Category of
Branches

Chargetaking
Period

HaltingAllowance(Diem
Allowance)tobe

restrictedto

CompetentAuthority
toSanctionHalting

Allowance

SmallBranches 7days 7days CircleHead

Medium Branches 10days 10days CircleHead

LargeBranches 4weeks 15days CircleHead

VLBs/ELBs 4weeks 15days GM (HODiv)

HaltingAllowanceinrespectofchargetakingperiodisnottobeallowedtoofficersposted
inadministrativeoffices.Similarly,atallotheradministrativeset-upsforallpractical
purposesnoHaltingAllowanceispayableforchargetakingperiod.
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H.REIMBURSEMENTOFEXPENSESFORTRAVELONDUTYBYOWNVEHICLE

i) OfficersmaybeauthorizedbytheCompetentAuthorityhavingregardtotheexigenciesof
business,totravelbyownvehicleorbytaxiorbybank'svehicle.IntermsofRegulation
41(2)(ii),officersareeligibletoclaim reimbursementoftravelingexpensesattherate
prescribedbythebankfrom timetotime.

ii)OfficerswhoaremaintainingtheirownvehiclesandareauthorizedbytheCompetent
Authoritytousethesameforofficialduty,mayclaim reimbursementofexpensesonthe
monthlyconsolidatedbasisunderScheme'A'(MonetaryLimit)orScheme'B'(PetrolLimit)
asunder—

Hii)a)Scheme'A'(MonetaryLimit)formaintenance/useofvehicleforofficiaIduty(P.M.)
(RefHRDCircularNo.169/03dt16.10.2003)

Modeof
Conveyance

ScaleofOfficers Metro
Cities*Rs.

AreaI**
Rs.

AreaII
***Rs.

AreaIII***
Rs.

Car ScaleIIIandabove
notprovidedwith
thebank'scar/vehicle

750 700 650 600

Car/two
wheeler

AllIncumbentsIncharge
andotherofficersinScale

525 500 475 475

I&II.

AllScaleIIIOfficersnot
coveredabove

Hii)b)Scheme'B'(PetrolLimit-litres)permonthforuseofvehideforofficiaIduty
(wef01.04.2007)

(RefHRDCircular367dt02.01.2007&HRDCircular313dt26.04.2006)

Modeof
Conveyance

ScaleofOfficers Metro
Cities*

AreaI
**

AreaII
***

AreaIII
****

Car ScaleIIIandabovenotprovided
withthebank'scar/vehicle

70 65 60 55

Car ScaleII 60 50 45 40

Car Dy.Manager/BM ScaleI 45 40 35 35

Car/two
Wheeler

AllofficersinScaleII&IIInot
coveredaboveandallScaleI
Officers.

40 35 30 30

(HRDCir.No.707dt08.08.2015)
ScaleIofficers(otherthanDy.Managers/BranchManagersinScale—I)whousecarfor
officialworkwillalsobeeligibleforreimbursementofcostofpetroltothesameextentas
thoseScaleIofficerswhoareusingTwo-wheelerforofficialduty.

REVISIONOFLOCALCONVEYANCE(MONETARY/PETROLLIMIT)ASPER
CENSUSFIGURESOF2011(HRDCir.No.717dated28.10.2015)
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Ithasbeendecidedthatexpensesonlocalconveyance(monthlymonetarylimit/petrollimit)
basedonrevisedclassificationofareasasperCensusfiguresof2011maybereimbursed
w.e.f.01.10.2015asperrevisedclassificationofareascircularizedvidePADcir.279dated
12.08.2015.

Hii)c)Monthlyconsolidatedamountreimbursabletoofficersforlocalconveyanceonbank'sdutywho
donotownavehicle.(w.e.f.01.04.2007)

(RefHRDCir.No.367dt02.01.2007)

OfficersinScaleIII Rs.700/-D.m.
OfficersinScaleII Rs.650/-D.m.
OfficersinScaleI Rs.575I-p.m.

Hii)d)ConcurrentAuditorsIInternalAuditorsinScaleIVwhoowntwowheelers.

MetroCities* AreaI** AreaII*** AreaIII****

Scheme-B{Petrollimitsinlitres) 30 25 20 20

Note:-*MetroCities-Delhi,Mumbai,Kolkata,Chennai,Hyderabad.Ahmedabad&Bangalore
** Area1- Jaipur,Surat,Lucknow,Kanpur,Pune,Nagpur,Visakhapatnam,Patna,

Vadodara,Kochi,Indore,Bhopal,Ludhiana,Coimbatore,Madurai,Agra
&Varanasi.

*** AreaII- Allcitieshavingpopulationof1lacormore.
****AreaIII- Allplacesotherthanabove.

REVISIONOFLOCALCONVEYANCE(MONETARY/PETROLLIMIT)ASPERCENSUS
FIGURESOF2011(HRDCir.No.717dated28.10.2015)

Ithasbeendecidedthatexpensesonlocalconveyance(monthlymonetarylimit/petrollimit)
basedonrevisedclassificationofareasasperCensusfiguresof2011maybereimbursed
w.e.f.01.10.2015asperrevisedclassificationofareascircularizedvidePADcir.279dated
12.08.2015.

Hii)e)Reimbursementofexpensesfortravelonduty—conveyanceexpensesToScaleIVOfficers
(Ref.HRDDivisionCircularNO.313Dated:26.04.2006)

a.OfficerspromotedtoScaleIVonorafter1stApril2006wouldbereimbursedthecostof
petroluptothefollowinglimits:

1.Officershavingowncar&havingassignmentotherthanConcurrentAuditor:

PostedatMetroCentres :125litrespermonth.

PostedatotherAreas :100litrespermonth.

2.Officershavingowncar&postedasConcurrentAuditor:

AtMetroCentres :100litrespermonth

Atotherareas :75litrespermonth

Further,officersinScaleIV,whodonotmaintaintheirownvehicle,maybeallowed
monetarylimitsofRs.2000/-permonth,wheretheofficerispostedat
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MetroandRs.ono/-permonthatotherareastowardsconveyance
reimbursement.

Consequently,thefacilityofBank'sCarshallnotbeavailabletoofficers
promotedtoScaleIVonorafter01.04.2006.

a.TheofficerspromotedtoSMGscaleVw.e.f.1stApril,2011willnotbeprovidedthe
facilityofbank'scarwiththeexceptionofthefollowingpositions:

(RefHRD660dt.13.04.2011)

IncumbentsofELBs/MCBs/LCBsandCircleHeads.
AGMspostedintheDGMsheadedCircleOffices,astheyalsohaveto
undertakefrequentbranchvisitsaspartoftheirjobprofile.

TheofficersinScaleVwhowillnotbeentitledtothefacilityofbank'scar,wouldbe
reimbursedthecostofpetroluptothefollowinglimits:

Post PostedatMetroCentres PostedatotherCentres

Officers
promotedin
SMGScale
Vonorafter
01.4.2011.

Officershavingown
car

150 Its. of petrolper
month

125Its.ofpetrolper
month

Officerswhodonot
haveowncar.

Rs.2500/-(monthly
consolidated
amount)

Rs.2000/-(monthly
consolidated
amount)

Wet;01.01.2015,ithasbeendecidedtorestorethefacilityofprovidingBank'scartoallthe
officersinSINGScaleVirrespectiveoftheirposting

(HRDCircularletter1/2014dt.19.12.2014)

GrantofConveyancetoBlindandorthopedicallychallengedemployees—5%of

basicpaysubjecttomaximum ofRs.400/-permonthw.e.f.18.02.2009
(HRDCir.61/02tobereadwithHRDCir.523/09dated27.02.2009)

ThesanctioningauthorityforsanctionofthisConveyanceAllowancewouldbetheCircle
Head/DivisionalHead.

Hii)f)Someimportantconditions. HRDDCir.No.101dated16.09.2002

i) Thoseofficerswhodonotownavehicleandclaim reimbursementofexpensesfortravel
ondutyasmonthlyconsolidatedamountwouldbeeligibletooptformonetary/petrol
limitsaftertheyownavehicle,subjecttotheconditionsapplicabletoofficersowning
vehicles..

ii) Anofficerwhohadalreadyexercisedoptionforeitherofschemesi.e.Schemes'A'or
Scheme'B'willnotbeallowedtochangetheoptionunlessthereisachangeinthetypeof
vehiclefrom twowheelertofourwheelerorvice-versa)and/orplaceofposting(from one
officetoanotherofficeinthesamecity).However,changeofofficeinthesamebuilding
wouldnotbetreatedaschangeinplaceofpostingsuchastransferfrom oneHODivision
toanotherinthesamebuilding.

iii) Officermusthaveavehicleregisteredinhis/herorspousenameandmusthold
permanentvaliddrivinglicenseinhis/hernamebutnotaLearnerlicense.However,those
officerswhoowncarbutdonotpossessthedrivinglicenseintheirownnameand
actuallyemploydrivermaybereimbursedconveyanceallowanceforusingtheircarfor
bank'sworksubjecttotheconditionthattheofficer'scarisdrivenbyhireddriver,
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iv)CompetentAuthorityisCircleHead/ChiefforincumbentInchargeandOfficersinScale
II&IIIandManagersofrespectivebranches/Depts.forotherofficers.

v)Promoteeofficersduringtheirprobationmaybeallowedreimbursementofconveyance
expensesonmonthlyconsolidatedbasissubjecttoexistinglimitsunderScheme'A'
(MonetaryLimits)/Scheme'B (PetrolLimits)/fixed conveyance.However,directly
recruitedofficersshallnotbeeligibletoclaim reimbursementonconsolidatedbasis
duringprobationperiod.Theywillbeentitledtotravelingexpensesasunder:

(a) Actualexpensesfortravelonbank'sbusinessbypublicmodeoftransport,as
pertheirentitlement.

(b) Attheratesstipulatedfortravelingonbank'sbusinessbytheirownvehicle.

vi) Inexceptionalcases,whereexpensesincurredbyanofficeraremorethanthelimit
applicabletohim,hewillhavetojustifyhisclaim bygivingcogentreasonsanddetailsof
logbookentriescontainingrecordsofjourneysundertakenbyhim onbank'sbusiness.

vii)Officerscovered bytheabovefacilitywillnotbeeligibleto claim anyotherlocal
conveyanceexpensesexceptforjourneytoandfrom airport/railwaystationtravelon
bank'sdutyoutofHeadquarter.

viii)ItmayalsobenotedthatofficerswhooptforScheme'Ai.e.monetarybasis,willbe
reimbursedforsuchjourneyasperratesabove.ThoseofficerswhooptforScheme'B'
i.e.onliteragebasis,willbereimbursedasunder.

AmbassadorCar 8Kms.perlitre

Fiat/PremierCar 10Kms.Perlitre

MarutiCar 15Kms.Perlitre

MotorCycle/Scooter 25Kms.Perlitre

Moped 30Kms.Perlitre

ix)Actualconveyanceexpenditureincurredfortheinspectionofsecuritiesbytheofficers
workinginbranchesmaybepaidtothoseofficerswhodonotownavehicle.Such
officers mayseek reimbursementoverand above the monthly-consolidated limits
mentionedabove.

x)Officerswhoarepostedatsuchplaceswheremunicipallimitsexceeds8Kmsanddo
notownavehicleandareclaimingconveyanceexpensesonmonthlybasis,maybe
allowedactualconveyancechargesseparatelyaspertheirentitlement,forthedistance
covered beyond 8 kms,from office.These officers shallnotbe paid separate
conveyancechargesforthedistancewithinaradiusof8kms.from theiroffice.

xi)Forreimbursementofconveyancechargesunder'Scheme-B'(PetrolLimits),thecostof
petrolandMobiloilmaybereimbursed,subjecttotheconditionthatmaximum
reimbursementontheseaccountsshouldnotexceedthecostofentitledlitersofpetrol
indifferentareas.

xii)OfficerswhoowndieseldrivenvehiclesandoptforreimbursementunderScheme-B
(PetrolLimits)wouldbeentitledtoreimbursementofthecostofspecifiedlitresofdiesel
aspertheirentitlement.

xiii)Thoseofficerswhohavebeenprovidedbank'svehiclearenotentitledtotheabove
facilityofreimbursementofconveyanceforusingownvehicle.
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Claims

Claim ofeachOfficeremployeeistobelodgedthroughHRMSbetween1stto5thdayof
succeedingmonthtowhichitrelates.

I.REIMBURSEMENTOFTRAVELEXPENSESONOFFICIALDUTY/TRANSFERBYOWN
VEHICLE.

Officerswhiletravelingonofficialduty/transferbyownvehiclebyroadwithpriorpermission
oftheCompetentAuthoritywillbeallowedroadmileageatthefollowingrates:-

RefPAD68dt.07.01.2012
TYPEOFVEHICLE REIMBURSEMENTRATEPERKM
Fourwheeler-EngineCapacityof1000ccormore Rs.9.00
Fourwheeler-EngineCapacityoflessthan1000cc Rs.7.00
MotorCycleandScooter Rs.4.50
Moped Rs.3.00

CompetentAuthoritytopermitsuchtravelisCircleHead/Chief.

1TA/DAANDINCIDENTALCHARGESTOMANAGEMENTTRAINEESONPOSTINGFOR
ON-THE-30BTRAINING.

Alumpsum amountofRs.1000/-willbepayabletotheManagementtraineesasincidental
chargesforreportingfortheiron-the-job-trainingfrom abranchtoanoutstationbranch.This
amountofRs.1000/-willnotbepayabletoMTsforreportingatZTCs/RSCs/CSCwherethey
areprovidedwithfreeboardingandlodgingfacilitiesandarealsoentitledto1/4thofthe
diem-allowanceasperbankrules.
TheMTsareentitledtothesameTA/DA,whichareadmissibletootherofficersintermsof
bankrules.

K.HALTINGALLOWANCETOOFFICERSDEPUTEDABROAD

OfficerswhilegoingabroadwillbeentitledtoTA/DAasunder:
1) Officerswouldbeentitledtoairtravelbyeconomyclassonly.
2) Suchofficerswouldbeentitledtostayin"singleroom"onlyandnotina"suit"inhotels.

{Thiswouldbesubjecttothelimitsasmaybeprescribed/advisedatthetimeofthevisit
abroad).

L.TRAVELLINGALLOWANCEONRETIREMENT

(RefHRDDCir.No.101dt.16.09.2002)

**Anofficerwhoretiresfrom bankservicewillbeeligibletoclaim travelingallowance,
baggageandotherexpensesforhimselfandhisfamilyasontransferfrom thelaststation
atwhichheispostedtotheplacewhereheproposestosettledownonretirement.The
placeshouldnotbesamecentreorwithinthesameUrbanAgglomeration/Composite
Area
/ContiguousArea.(ThishasbeenamendedvideHRDDCir.No.734dated29.12.2015).

(HRDDCirNo.734dt.29.122015)

Inordertomitigatethehardshipofofficersatthetimeoftheirretirement/VRS,ithasbeen
decidedtohenceforthreimbursesuchofficerswhoshiftfrom thebank/leasedpremisesto
own/rentedhouseinthesameurbanagglomeration/compositearea/contiguousareaorin
thesamecentre,lumpsum expenses/incidentalchargesconnectedwithpackaging,local
transportation,insuringthebaggageetc.ondeclarationbasiswhichatpresentisRs.
15,000/-forofficersuptoScaleIIIandRs.
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20,000/-forofficersinScaleIV&above.Suchofficerswillnotbeentitledforanyother
reimbursementinthisregard.

**Thefamilyoftheofficerstaffonretirementmaybeallowedtravellingallowanceasabove
providedtheyshiftwithinaperiodof3monthsfrom thedateofretirementoftheofficer.

**Casesofdelayinshiftingbeyond3monthswillbeconsideredonmeritsbyCircleHeadsin

respectofbranchesintheirCirclesandforH.O.staffbyA.G.M./D.G.M.,HO,iftheperiodis

upto6monthsandthosebeyond6monthsbyGeneralManager.

**Thisbenefitisavailableto those officersalso who seekvoluntaryretirementunder
Regulation-19(i)ofPNB(Officers')ServiceRegulationsi.e.aftercompletionof55yearsof
ageor30yearsoftotalserviceasanofficeremployeeorotherwise,whicheverisearlier.

**Further,thoseofficerswhoseekvoluntaryretirementandarepermittedtoretireinterms
ofReguJation-29ofPNB(Employees')PensionRegulations,1995i.e.aftercompletionof
20yearsofservicearealsoeligible.

**Thefacilityinnormalcircumstances,canbeavailedbyaneligibleofficerwithinaperiodof
3monthsfrom thedateofretirement.

**IncasesofthoseofficerswhohavebeenimposedpenaltyunderRegulation-4ofOfficer
Employees'(Discipline&Appeal)Regulations,1977i.e.suchofficerswhoseservicesare
terminatedorcompulsorilyretiredasapunishmentarenotentitledtothefacility.

M.TRAVELLINGALLOWANCETOTHEFAMILIESOFOFFICERSMEETINGWITH
PREMATUREDEATH

Thefamilyofanofficerwhomeetswithprematuredeathisalsoallowedthefacilityof
paymentoftravelingallowance,baggageandotherexpensestotheplacewherethefamily
proposestosettledownprovidedthejourneyisundertakenwithinamaximum periodof
oneyearfrom thedateofthedeathoftheofficer,(Thiswouldbesubjecttothelimitsas
maybeprescribed/advisedatthetimeofthevisitabroad).
Wheneveranofficerisdeputedabroadhemaybeinformedoftheaboveconditions.

N.DEFINITIONOFFAMILY

a.Forthepurposeofleavefareconcession,theexpression'family'ofanofficershall
meananofficer'sspouse,whollydependentunmarriedchildren(includingstep
childrenandlegallyadoptedchildren),whollydependentphysicallyandmentally
challengedbrother/sisterwith40%ormoredisability,widoweddaughtersand
dependent divorced/separated daughters, sisters including
unmarried/divorced/abandonedorseparatedfrom husband/widowedsistersasalso
parentsordinarilyresidingwithandwhollydependentontheofficer.

b.Theterm whollydependentfamilymembershallmeansuchmemberofthefamily
havingamonthlyincomenotexceedingRs.10000/-p.m.

IftheincomeofoneoftheparentsexceedsRs.10,000/-p.m.ortheaggregateincome
ofboththeparentsexceedsRs.10,000/-p.m.,boththeparentsshallnotbeconsidered
aswhollydependentontheofficer.
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c.Amarriedfemaleemployeemayincludehernaturalparentsorparents-in-lawunderthedefinitionoffamily,

butnotboth,providedthattheparentsorparents-in-lawarewhollydependentonher.

Note:Forthepurposeofmedicalexpensesreimbursementscheme,forallemployees,anytwoof

thedependentparents/parents—in—lawshallbecovered.

0.LOCALCONVEYANCE

i).Anofficerwhileintourmaybeallowedactuallocalconveyanceasperhisentitlementforthepurposestated

belowprovidednoofficialconveyancehasbeenprovidedtohim.

#ForjourneyfromRailwayStation/BusStand/AirPorttotheplaceofstayandback.#Placeofstayto

workplaceandback.

#Workplacetoanyotherplaceonbankbusinessandback.Anofficerwhileontourmaybeallowedactual

localconveyanceasperhisentitlementuptoamaximum periodof15daysatoneplaceprovidedno

officialconveyancehasbeenmadeavailabletohim eventhoughthedeputationtothatplaceisfora

longerperiod.

Thisis,however,notapplicabletoinspectingstaffandrelievingofficersetc.Thelimitforreimbursementofconveyance

chargestotheinspectingstaffareasunder.

InternalChiefAuditors(Scale-IV) Rs.400/-permonth.

InternalSr.Auditors/InternalAuditors(Scale-II&III) Rs,325/-permonth

InternalAsstt.Auditors(Scale-I) Rs.250/-permonth

ii).Theeligibilityofofficersinnormalcircumstances,regardingthemodeoftransportforlocalmovementshallbe

asunder:

OfficersinScale-I&II Scooter/AutoRickshaw

OfficersinScale-III&above Taxiorsuchotherconveyanceasisavailable.

iii).Officerswhotravelonbankduty/aredeputedfrom oneparttoanotherpartofthesameUrbanAgglomeration/

CompositeAreashallnotbepaidexpensesincurredforlocalconveyanceiftheyareseekingreimbursementof

conveyancechargesonmonthlybasis.

P.TRAVELBYPUBLICTRANSPORTORWATERTRANSPORT

Fortravelbypublictransport/watertransport,officersmaybereimbursedactualfareincurredornotionalrailwayfare

aspertheirentitlement,whicheverisless.However,thejourneyswillhavetobeevidencedbyproperreceipts.

EntitlementbySteamer—DeluxeCabin.

Q.CALCULATIONOFENTITLEMENT

Fortravelbetweentheplaceswhicharenotconnectedbyrail,theshortestroadroutebetakenandnotionalrailway

fare.(aspertheentitlement)becalculatedseparatelyforsuchdistance.Thereafter,thenotionalentitlementofthe

officershouldbearrivedat,consideringasiftheentirejourneyhasbeenundertakenbyrailway.Theofficersmaybe

reimbursedtherailwayfarecalculatedasaboveortheactualexpensesincurredbyhim fortheentirejourney,

whicheverisless.

Forexample,anofficerwhoisentitledtotravelby2ndACtraintravelsfrom DelhitoSrinagar,hisentitlementfor

thisjourneyshallbecalculatedbytakingactualIlndACtrainfarefrom DelhitoJammuandnotionalIIndACtrain

FareforthedistancebetweenJammuandSrinagar(tobearrivedonthebasisofdistancebetweenthesetwo

placesviashortestroadroute.)
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R. TRAVELLINGALLOWANCEINCASEOFJOURNEYONFOOT

Officersmaybepaidoutofpocketexpenses0Rs.1.50perkm forjourneysundertakenbythem for

bankbusinessonfootwherenoothermodeofconveyanceisavailable.

Thisistocompensateofficeremployeeswhohavetowalklongdistancestogotonearbyvillages

forcanvassingbankbusiness/recoveryofadvancesandforinspectionofsecuritiesetc.

S. TRAVELBYRAJDHANIEXPRESS

OfficerswhotravelbyRajdhaniExpressorliketrainswouldbereimbursedactualfareorfareasper

theirentitlement,whicheverislower,withoutdeductingcateringcharges.

T. PAYMENTOFDIEM ALLOWANCETOOFFICERSTEMPORARILYDEPUTEDTOOUTSTATION

BRANCHES

OfficersinJMGScale-1(otherthanDM/BM)ontheirpostingtoworkintemporarycapacityasBM to

outstationsmallbranchesmaybepaidDiem Allowanceasperrules.Suchtemporarypostingshouldnot

normallyexceed3monthsandshouldbekepttotheminimum.TheRegionalManagersarerequiredto

takenecessarystepstopostpermanentIncumbentInchargeasearlyaspossible.Inthemeantime,the

paymentofDiem Allowanceisnottobestoppedanditistobepaidtillanofficerincommensuraterank

isposted,evenifitexceeds3months.Keepinginview thedifficultiesfacedbyofficersinstopgap

arrangementondeputationinarrangingaccommodationandincurringadditionalexpenditureandthefact

thatnoincentiveisavailabletothem forshoulderinghigherresponsibility,itisreiteratedthatDiem

Allowancemayinvariablybepaidtosuchofficersthroughouttheperiodofdeputation.

U. TRAVELBYPRIVATEAIRLINES
(RefGSADCircularNo.23/2015dt.23.10.2015)

CORPORATETIE-UPFORAIRTRAVELWITH1.AIRINDIA2.JETAIRWAYS3.INDIGO&4.

SPICEJET

1. Inlinewithausteritymeasuresforcurtailingoperatingexpensesandforgettingbetterservices,

BankenteredintoaCorporateAgreementwithAirIndia,JetAirways,IndigoandSpice-Jetforair

travelbyemployeesofBankforwhichcostisbornebytheBank.Bankhassincerenewedthe

CorporateAgreementwiththeseAirlines.

I.AIRINDIAII.JETAIRWAYSIII.INDIGOIV.SPICEJET.

2. WhileAirIndiashallbethepreferredAirlines,otherAirlinesasabovemayalsobeusedin

casethesearefound moreconvenientand economicalwithin entitlementssubjectto

observanceofextantguidelines.

3. AboveAirlinesgivediscount/incentivetotheBankonthebasisofbusinessgeneratedduring

theperiodofagreement.Thebenefitofincentive,however,shallbeavailabletotheBankonly

iftheCorporateDealCodeallocatedbyAirlineCompanytotheBankismentionedintheTour

Code/CorporateCodecolumnoftheticket/booking.Thisshallresultinsubstantialcostsaving

toBankonairtravels.TheseTourCodesareasunder:
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Sr.No. AIRLINES TOURCODE VALIDITITY

I AIRINDIA D004 01/01/16To31/12/16

(GSADCir.02/2016

dtd.06/01/2016)

II JETAIRWAYS

ForDomesticBookings 9W3231002

01/04/15To31/03/16

ForInternationalBookings 9W3231002I

(IforInternational)

ForDomesticCorporateGroup 9W3231002G

ForInternationalCorporate 9W3231002IG

III INDIGO

ForCorporateBookings

ForRetailBookings

PNB1

RPNB1
01/04/15To31/03/16

IV SPICEJET

ForCorporateBookings

ForRetailBookings

C101PNBB

W101PNBB

01/04/15To31/03/16

CorporatetieupwithAirlinesandalsorequirementformentioningdealcodehasbeen

discontinuedinsteadtheOfficerwillberequiredtogiveanundertakingthathe/shehas

travelledatthelowestfareavailableforthatparticularflight.

(RefHRDDCir,No.744dt.13.04.2016)

Briefdetailsofconcessions/benefitsavailabletostaffmembersintermsofagreementsareasunder:

Upfrontdiscount

Complimentarymealonboard;

Waiverofreschedulingfee;

WaiverofCancellationcharges;

Preferredseatallocation;

DetailofAirlineswisespecificconcessions/benefitsasmentionedaboveareavailableat

Annexure-IofCircular.

5.OTHERGUIDELINES

Officersshallbereimbursedonly"Easyfare/Checkfare"whileavailingLFCinstead

ofreimbursementoffullfareunder"Economyclass"whichis2-3timescostlierthanthe

"Easyfare/Checkfare".PleaserefertoHRDDivisionCircularNo.696dated27/06/15for

detailguidelines.Itmustbemeticulouslyensuredthatdealcodebeputuponthetickets.

BankEsextantguidelinesprovidethattheBookingofe-ticketofapprovedairline

through"YATRA","MAKEMYTRIP","EZEEGO"andsimilare-ticketingwebsitesisnotallowed

becausethereisnoprovisionofincorporatingDealCodeinthee-ticketusingthesewebsites.



138

ItispertinenttonotethatcorporateagreementswithdifferentAirlineswerestartedwith

anobjectiveofcurtailingoperatingexpensesandbetterservicestothestaff.

Basedonreferencesreceivedfrom thefieldstaff,thewholeaspectswithregardto

availabilityofticketsatcheaperratesone-ticketwebsitesincomparisontocorporatefares

chargedbytheAirlineshavebeenexaminedandsometimesdifferenceofRs.1000/-and

abovepertickethasbeenobservedwhilebookingairtickets.

Accordingly,ithasbeendecidedthatEmployeesbeallowedtobookticketsfrom othere-

ticketingwebsitesprovidedthatticketsonsuchwebsitesareavailableatcheaperratesin

comparison to the corporate fares charged by the Airlines. However,corporate

discounts/incentives as stated above willnotbe available to the Bank/Staffon such

bookings

In-charge(Establishment)shouldinvariablyconfirm thisaspectwhilepassingthe

TABills/LFCBills.

6.ListofTravelAgentsmappedwithalltheAirlinesareenclosedatAnnexure-IIof

Circular.(GSADCir.02/2016dtd.06/01/2016)

V. DISCIPLINARYPROCEEDINGS-TA/DATOOFFICERSANDOTHERSENTITLEMENTOF
TA/DATOOFFICERSANDOTHERSASSOCIATEDWITHDISCIPLINARYPROCEEDINGS

"Ref.HRMD290dtd.20.01.2016)
TA/DAPAYABLETOSERVINGEMPLOYEES/RETIREDEMPLOYEESOFBANKS

ATTENDINGTHEFOLLOWINGCASES

S.No. Circumstances AwardStaff Officer

In
service

Retired In
service

Retired

1 Attendingdepartmentalenquiryas
a DefenseRepresentative Yes No* Yes No*
b Chargesheetedemployeeincluding

suspendedemployee
Yes Yes Yes Yes

c Defensewitness Yes$
Yes$

Yes$
Yes$

d
AswitnessonbehalfofManagement

Yes Yes@ Yes Yes@

2 AttendingCBI/Courtcases
a Cases filed by

Police/CBIagainst
employeefor
official
acts

Asaccused** No No No No

Aswitnessonbehalf
oftheBank

Yes Yes Yes Yes

Aswitnessonbehalf
of
employee

No No No No

b Casesfiledby
employeeagainst
theBank

Asapetitioner No No No No

Aswitnessonbehalf
oftheBank

Yes Yes Yes Yes

Aswitnessonbehalf
ofemployee

No No No No
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S.No. Circumstances AwardStaff Officer

In
service

Retired In
service

Retired

c Casesfiled by
Outsiders
/customers
etc. pertaining

to
officialacts

Asaccused Yes Yes Yes Yes

Aswitnessonbehalf
oftheBank

Yes Yes Yes Yes

Aswitnessonbehalf
ofothers

No No No No

@ atthecurrentrateadmissibletothecadre/gradewhichhewasholdingatthetimeofhis
retirementorleavingbank'sservice.

*however,iftheenquiryisheldatplaceotherthantheplacewherethe incidentoccurred
atthebehestoftheManagement,TA/DAwillbepaidtotheDefenseRepresentativeasper
rules.

**However,iftheemployeeisacquittedhonorably,theTA/DAwillbereimbursed,asper
rules.

$Subjecttothefollowingguidelines:

(i) EveryBankEmployee/Officerwhoiscalledtogiveevidenceinadepartmentalenquiry
eitherbythebankortheemployeeagainstwhom theenquiryisbeingheldwillbeentitledto
paymentofTA/DA.

(ii) TheOfficerortheauthorityholdingtheenquiryshallfurnishacertificateasper
formatenclosedtoeverypersonappearingbeforehim togiveevidence.Thenumberof
witnessestobecalledmaybelefttothejudgmentoftheEnquiryOfficers.

(iii) WhereaprosecutionwitnessisanemployeeoftheBankheshallbeentitledto
receiveinrespectoftheattendancebeforetheauthorityholdingthedepartmentalenquiry,
paymentofatravellingallowance,haltingallowanceasifhewason tour.Ifsuchwitness
isanofficer,thenheshallbeconsideredreimbursementofhotelexpensesinlieuof
haltingallowanceasperhiseligibility.

(iv) ThedefencewitnesseswhetherworkmenemployeeorOfficermaybepaidTA/DAas
perentitlement.Reimbursementoflodging and boarding expenses in lieu ofhalting
allowanceshouldnotbeconsidered.

(v) WhereaBankofficialiscalledtothedepartmentalenquirytogiveevidenceastothe
factswhichcametohisknowledgeinthedischargeofhisduties,theminimum time
requiredtobespentbyhim onthejourneytoandfrom theplacewheretheenquiryisheld
anddayonwhichherequiretoremainpresentbeforetheauthorityholdingtheenquiry,
shallbetreatedasduty.However,iftheBankofficialison leave,theentiretimespentby
him shallbetreatedaspartoftheleaveandheshallnotbedeemedtohavebeenrecalled
onduty.

(vi) WhereaBankofficialiscalledbyanauthorityholdingthedepartmentalenquirytogive
evidenceastothefactswhichhavecometohisknowledge,atatimewhenhewasnotin
thebankservice,hemaybepaidtravellingallowanceasprovidedinPara(i)

P.S.ForattendingPersonalhearing,TA/DAmaybepaid,iftheAppellateAuthoritygrantsa
personalhearing,aspartoftheprocessofdisciplinaryproceedings.



140

a. EnquiryOfficer/PresentingOfficer

TA/DAasadmissibleundertheruleswhentheytravelonofficialduty.

b. ChargedOfficer,

ThechargedofficerisentitledtoTA/DAasadmissibleundertherules,whenrequiredto
travelonduty.Incasethechargedofficerisundersuspension,hewillbeentitledtoTA
/DAattherateswhichwereadmissibletohim atthetimewhenhewasplacedunder
suspension.Thisfacilitywillalsobeavailabletothechargedofficerforinspectionof
documentswhenspecificallypermitted.
Incasetheenquiryisheldatanotherstationontherequestofthechargedofficer,noTA
/DAwillbeadmissibletohim.

c. DefenceRepresentative

ThedefencerepresentativewillbetreatedonSpecialLeave(onfullpayandallowances)
fortheperiodheappearsbeforetheEnquiryOfficersubjecttoprovisionsasstatedabove.
Whereenquiryisheldataplaceoutofhisheadquarters,hewillbepaidTA/DAintermsof
rules.Incaseofanyadjournmentattheinstanceofthebank,hewillbepaidTA/DAfor
theconsequentialjourneyalso.However,nosuchTA/DAshallbepaidwhenenquiryis
adjournedattheinstanceofthedelinquentofficerorhisrepresentative

d. Witnesses:

a)BankEmployees/Officers

i) Everybankemployee/officerwhoiscalledtogiveevidenceinadepartmentalenquiry
eitherbythebankortheemployeeagainstwhom theenquiryisbeingheldwillbe
entitledtopaymentofTA/DA

ii) Theofficerorauthorityholdingtheenquiryshallfurnishacertificatetoeveryperson
appearingbeforehim togiveevidence.Thenumberofwitnesstobecalledmaybeleft
tothejudgmentoftheEnquiryOfficer.

iii) Whereaprosecutionwitnessisanemployeeofthebank,heshallbeentitledtoreceive,
inrespectoftheattendancebeforetheauthorityholdingthedepartmentalenquiry,
paymentoftravelingallowance,haltingallowanceasifhewasontour.Ifsuchwitness
isanofficerthenheshallbeconsideredforreimbursementofhotelexpensesinlieuof
HaltingAllowance,asperhiseligibility.

iv)ThedefencewitnesseswhetherworkmanemployeeorofficermaybepaidTA/DAas
pertheirentitlement.Reimbursementoflodgingandboardingexpensesinlieuof
HaltingAllowanceshouldnotbeconsidered.

v)Whereabankofficialiscalledtothedepartmentalenquirytogiveevidenceastothe
factswhichcametohisknowledgeinthedischargeofhisduties,theminimum time
requiredtobespentbyhim onthejourneytoandfrom theplacewheretheenquiryis
heldandthedaysonwhichheisrequiredtoremainpresentbeforetheauthority
holdingtheenquiry,shallbetreatedasduty.However,ifthebankofficialisonleave,
theentiretimespentbyhim shallbetreatedasapartoftheleaveandheshallnotbe
deemedtohavebeenrecalledonduty(officersareeligibletobepaidactualexpenses
incurredbythem andmembersoftheirfamilywhencalledfordutyduringleave).

vi)Whereabankofficialiscalledbyanauthorityholdingthedepartmentalenquirytogive
evidenceaboutthefactswhichhavecometohisknowledge,atatimewhenhewasnot
inthebank'sservice,hemaybepaidtravelingallowanceasprovidedinsubpara(i)
above.
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e. TA/DAtoEx-officers

WhenexemployeesarerequiredtoappearintheCourtsand/orinDepartmentalEnquiriesortoassist

orbriefbank'scounselforpreparationofplaint/affidavitonbehalfofthebank,theymaybepaid

TA/DAatthepresentrates,applicabletoofficersofthesamegrade/scaleinwhichtheywerelast

placed,whiletheywereinservice.Further,theymay

bepaidamountasperschedulegivenbelowinadditionto normalTA/DA.

OfficersuptoScale-III Rs.100/-perday

OfficersinScaie-IV&above Rs.200/-perday

RetiredemployeeswhoappearbeforeDRTsattheinstanceofthebankmayalsobegiventhe

abovebenefit.

f.TA/DAtoOfficerswhoceasedtobeInserviceandagainstwhom Disciplinaryproceedings

continueandothers.

Officerswhohaveceasedtobeinbank'sserviceintermsofRegulation20(3)ofOfficers'Service

Regulations1979willbeentitledtoTA/DAaswasadmissibletothem atthetimeoftheirreaching

theageofsuperannuationforattendingthedepartmentalenquiriesinitiatedagainstthem.Ex-officers

againstwhom provisionsofRegulation20(3)ofOfficers'ServiceRegulationsareinvokedwillbe

eligibletotakeassistanceofanotherofficeremployeeintermsofprovisionofRegulation6(7)ofPNB

officeremployees'(Discipline&Appeal)Regulations1979andtheofficeremployeeactingasthe

defenceassistantwillbeeligibleforTA/DAetc.intermsofrules.

g. Others

Anyotherperson,whencalledupontogiveevidenceonbehalfofthedisciplinaryauthorityorthe

chargedofficer,shallbeentitledtoTA/DAattherateswithdueregardtohisstatusinlife.

h,Clarification

ItisfurtherclarifiedthattheEnquiryOfficer,PresentingOfficerorthoseofficerswhoappear

beforetheEnquiryOfficeraswitnessorthechargedofficer(notundersuspension)willbetreated

ondutyfortheauthorisedperiodspentincomplyingwithsuchassignments.Thesuspended

officersandex-employees/otherpersonswhoarenotinservice,willbepaidTA/DAonly.

iReimbursementofTA/DA

TheTABillsofEx-officersandotherpersonsnotworkinginthebank,shallbepassedbythe

RegionalOffice/ZonalOffice/Divisiontowhichthechargedofficerbelongs,afterverificationof

authorityandtheirattendancefrom theEnquiryOfficer.

Inthecaseofservingofficers,theexistingrulesregardingpassingofbillswillcontinuetooperate.

W.PAYMENTOFDIEMALLOWANCETOOFFICERSTEMPORARILYDEPUTEDTOOUT-STATION

BRANCHES.

OfficersinJMGScaleI(otherthanAM/OIC)ontheirpostingtoworkintemporarycapacityasOIC

tooutstationbranchesmaybepaidDiem Allowanceasperrule.

Further,theRegionalManagersarerequiredtotakenecessarystepstopostpermanentIncumbentIncharge

asearlyaspossible.Inthemeantime,thepaymentofDiem Allowanceinnottobestoppedandisto

continuetobepaidtillanofficerofcommensuraterankisposted.PDCircularNO.30/86dt.6/8/86&5

1/88dt.17/11/88)
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AA.MISCELLANEOUS

i).Wheneverofficerstravelbytrainonduty/transfer,intheabsenceofreceiptsissuedbythe

Railways,thefollowingprocedureistobefollowedforpassingofTAbills:

Theemployeeshouldsubmitasigneddeclarationgivingthefollowingdetails:

a) Serialnumberoftheticket. b) Dateofpurchase.

c) Dateofjourney. d) IssuingStation.

e) Amount. f) Destination.

ii)Theofficersshouldalsoberequiredtogivesatisfactoryevidencebyshowingthetickets

beforethejourneywhereverfeasible,

iii).TAbillsshouldbesubmittedwithinaperiodof15daysaftercompletionofjourney.

iv).OfficerswhoaredeputedonC8!dutyandarenotentitledtoTA/DA/localconveyanceintermsof

bankrules,maybeallowedseparateconveyanceofRs.100/-forattendingsuchduty.Likewiseif,the

sameofficerwhowasearlierdeputedtoCBIdutiesiscalledbytheCourttogiveevidencemaybe

paidconveyanceofRs.100/-forattendingtheCourt.

v).Officersmaybereimbursedtravelagent'scommissionforbookingrailticketsforthemselves

andtheirfamilymemberswithintheoveralllimit.

*****
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LEAVETRAVELCONCESSION

CHAPTER11



LEAVETRAVELCONCESSION

2A BLOCK/SPANFORAVAILINGLTC

Duringeachblockof4years,anofficershallbeeligibleforleavetravelconcessionfortravel
tohisplaceofdomicileonceineachblockoftwoyears.Alternatively,hemaytravelinone
blockoftwoyearstohisplaceofdomicileandinanotherblockoftwoyearstoanyplacein
Indiabytheshortestroute.

2BENCASHMENTOFLFC
(Ref.HRDCir.No.694dt.23.06.2015)

Alternatively,anofficer,byexercisinganoptionanytimeduringa4yearblockortwoyear
block,asthecasemaybe,surrenderandencashhisLTC(otherthantraveltohisplaceof
domicile)uponwhichheshallbeentitledtoreceiveanamountequivalenttotheeligiblefare
fortheclassoftravelofwhichheisentitleduptoadistanceof4500kms.(oneway)for
officersin)MGScaleIandMMGScaleII&IIIand5500kms(oneway)forofficersinSMG
ScaleIVandabove.

AnofficeroptingtoencashhisLTCshallprefertheclaim ofhimself/herselfandhis/her
familymembersonlyonceduringtheblock/term inwhichsuchencashmentisavailedof.
ThefacilityofencashmentofprivilegeleavewhileavailingofLeaveFareConcessionisalso
availablewhileencashingthefacilityofLFC.
Thereisnonecessitytotakeanykindofleaveforavailingofthisfacilityofencashmentof
LFC

AsperPADCircularNo.132.Dt.31.12.2012"TheRailwaysarechargingtwotypesoffares
— oneforpeakseason(otherthanFebruary,MarchandAugust)whichishigherthanthe
leanseasonfare.IBAhasconsideredtheissueandhasnowinformedthatforencashment
ofLFC,the banks may considerthe applicable railway fare during the month of
encashment".

2CMODEANDCLASSOFTRAVEL

ThemodeandclassbywhichanofficermayavailofLeaveTravelConcessionshallbethe
same as the officeris normallyentitled to travelon transferand otherterms and
conditionssubjecttowhichtheLeaveTravelConcessionmaybeavailedofbyanofficer,
shallbeasdecidedbytheBoardfrom time-to-time.Providedthatw.e.f.1stMay 2010 an
officerinJuniorManagementGradeScaleIwhileavailingLTCwillbeentitledto travelby
airinthelowestfareeconomyclassinwhichcasethereimbursementwillbe theactual
fareorthefareapplicabletoAC1stClassfarebytrainforthedistance traveledwhichever
isless.ThesamerulesshallapplywhenanofficerinMiddleManagementGradeScaleII
andMiddleManagementGradeScaleIIIwhileavailingLTCwherethedistanceislessthan
1000kms.Forthedistanceofmorethan1000kms,theyareentitledtotravelbyAir.

Thus,theentitlementforavailingLTC(iftravelledbyAir)shallbe:-

(RefHRDCirNo.628dt12.6.10)

ThenotionalentitlementofofficerinJMGScale-IshallbeIstClassACbytrain.
TheofficerinMMGGradecantravelbyairifthedistancetobetravelledismore

than1000km.Ifhedoesnottravelbyairforanyreason,theentitlementmustbe
workedoutonthebasisofnotionalIstClassACfareonly.

(RefPADCir.No.229dt.20.08.2014)

CHAPTER1111



TheBoardinitsmeetingheldon09.06.2014hasapprovedtheinclusionofthefollowing
conditionsintheexistingscheme:

(i) Traveltoforeigndestinations,includingtravelviaforeigndestinationswhileavailingLTC
facilitymaynotbeallowed.

(ii)Reimbursementoffareshouldbebasedonactualexpenditurewhichinturnshouldnot
bebeyondtheentitledclassoftravel.

(iii)Incasetheofficertravelsinaclasslowerthanhisentitledclassthenhisentitlement
wouldbelimitedtotheclassoftravel.Ifpartofthejourneyisthroughalowerclassthen
theentitlementwouldbeproportionatelyreduced.

(HRDCircularNo.696dt.2706.2015)

IthasbeenadvisedbyMinistryofFinancethatCentralVigilanceCommission"while
takingnoteoftheaboveinstructionshasobservedthatinmanyLFCcases,officersare
reimbursedthefullfareunder"Economyclass"whichis2—3timescostlierthanthe"Easy
fare/Checkfare".Thismayleadtomalpracticessuchasgivingcashbackstotheofficerand
otherallurementsbythetravelagent".

Accordinglyithasbeenadvisedtoreimburseonlythe"Easyfare/Checkfare"whileavailing
LFCbyofficers.

2D.ENCASHMENTOFLEAVE

Onceinevery4Years,whenanofficeravailsofLTC,hemaybepermittedtosurrenderand
encashhisPrivilegeLeavenotexceedingonemonthatatime.Alternatively,hemay,while
travelinginoneblockoftwoyearstohishometownandintheotherblocktoanyplacein
India,bepermittedencashmentofPrivilegeLeavewithamaximum of15daysineachblock
oftwoyearsor30daysinoneblock.

0Forthepurposeofleaveencashmentalltheemolumentspayableforthemonthduring
whichtheavailmentoftheLeaveTravelConcessioncommencesshallbeadmissible.

OProvidedthatanofficerathisoptionshallbepermittedtoencashoneday'sadditional
PrivilegeLeavefordonationtothePrimeMinister'sReliefFund.

()Encashmentoftheoneday'sPLfordonationtothePrimeMinister'sReliefFundmaybe
allowedeveryyearwithoutlinkingittotheavailmentofLTC,

OAtthetimeofencashmentofPrivilegeLeave,nocontributiontotheProvidentFundisto
bededucted.

OIn cases,where officers have been provided with the facility ofbank / leased
accommodationand arenotentitled to fixed HRA,notionalHRA equivalentto the
amountpayableonfixedbasisistobetakenintoconsiderationwhilecomputingleave
encashment.

2E.ENTITLEMENTFORAVAILINGLTC

0ThenotionalentitlementofofficersinJMGScale-IshallbeACIITierSleeperClass
12ytrainbytheshortestroutebetweentheplaceofworkanddestination.

HoweverifhetravelsbyAir,thenhisentitlementwillbeAC1stClassFareortheactual
farewhicheverislesser.



OTheentitlementofofficersinMMGScale-II/IllisACIITierSleeperClassbytrainbyshortestroute.
However,theycantravelbyairifthedistancetobetraveledismorethan1000Kms.Ifthe
destinationoftheofficerisnotlinkedbyair,thenthenotionalentitlementwillbecalculatedby
takingIlndACSleepertrainfare.Further,ifbetweentheplaceofworkanddestination,airserviceis
availableuptoaparticularpoint,thennotionalentitlementwouldbecalculatedasairfareforthe
distancecoveredbytheofficerbyairplusIlndACSleepertrainfareuptothedestination,bythe
shortestroute.

Howeverifthedistanceislesserthan1000kms,hecantravelbyAir,thenhisentitlementwillbeAC

1stClassFareortheactualfarewhicheverislesser.

Thisisfurtherclarifiedasunder:-

Wherethedistanceiscoveredbyair:-Actualairfare(EconomyclassofIndianAirlines
byshortestroute).

Whenpartdistanceiscoveredbytrain&partdistanceiscoveredbyair:-TrainfareforIlndACclass
byshortestrouteoractualtrainfarewhicheverless,forthejourneyperformedbytrainandairfare
forthejourneyconductedbyair(EconomyclassofIndianAirlinesbyshortestroute).

 IfanofficerinMMGScale-II&IIIdoesnottravelbyairforanyreason,theentitlementmustbe
workedoutonthebasisofnotionalIlndACSleeperclassfareonlybytheshortestroute.

 Ifforanyreason,likenon-availabilityoftickets/reservation/flightetc.onthedatesconvenient
toanofficer,heundertakesjourneyonLTCbyarouteotherthantheshortestone,hisnotional
entitlementwouldbecalculatedthroughtheshortestrouteandthereimbursementshallbe
restrictedtohisentitlement.

2F.COMPUTATIONOFLEAVETRAVELCONCESSIONBLOCK

 Theblockof4yearswillcommencefrom 1.7.1979incaseofofficersrecruited/
promotedbefore1.7.1979. (PDCircularNo.454dt.16.08.79)

 Inthecaseofofficersrecruited/promotedafter1.7,1979theblockof4yearswouldcommence
fromthedateoftheirjoining/promotionasofficerinthebank.

 IfanofficerhasavailedofLTCinaBlockwhichhascommencedearlierthan1.7.1979,theLTC
rulesundertheOfficers'ServiceRegulationswouldbecomeapplicableattheendofthisblock.

 IncaseanofficerhadnotavailedhisLTCunderthethenexistingspan,whentherulesunder
theOfficers'ServiceRegulations,1979cameintoforceandhewasgiventheoptioneitherto
availLTC,asperoldrulesortoavailitundertheOfficers'ServiceRegulations.1979,thenthe

blockinthesecaseswouldbereckonedfromthetimethelastblockexpired. (PD
Circular511dt.16.01.80)

 AnofficerwhohasnotavailedLTCundertheoldrulesinthelastapplicableblockof3years
(underthethenBankrulesapplicablepriorto1.7.1979)maybeallowedtoexercisehisoption
eithertoavailofLTCundertheoldrulesbeforeexpiryofthelast3yearsblockorinthe
alternativetoavailofLTCunderthePNBOfficers'ServiceRegulations,1979w.e.f.1.7.1979.In
theformercase,thenewblockof4yearswillbereckonedimmediatelyaftercompletionofold
blockof3yearsandinthelattercase,thenewblockof4yearscommencesfrom1.7.1979.

 "Incaseemployeeswhoarepromotedasofficeronoraftertheappointeddatei.e.1.7.1979and
havenotavailedofLTCinClericalcadreduringthespanapplicabletothem,theoldspanwill
continue.TheywillbecomeeligibleforLTCunderthenewrulesonexpiryoftheaforesaidspan.
Alternatively,theymaysurrendertheirexistingentitlement
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inwritingandoptfornewspantocommencefrom 1.7.1979.Incasesuchemployees
havealreadyavailedofLTCinoldspan,newruleswillbecomeapplicabletothem at
theendoftheoldspan". (PDCircular551dt.
08.11.1980)

0LeaveTravelConcessionwillbeadmissibleonlyaftercompletionofoneyearof
serviceincaseofdirectlyrecruitedofficers.

2G NATUREOFLEAVEFORAVAILINGLTC

0AnofficermayavailLTCduringanytypeofleavewithoutanyrestrictionontheperiodof
leave.However,ifLTCistobeavailedonsickleave,itshallbeonthebasisofmedical
certificatefrom theattendingdoctorassubmittedbytheofficer.Leaveencashmentwill
alsobepermittedwhenanofficeravailsLTConanykindofleave.

0Thereisnorestrictionastotheminimum numberofdaysofleaverequiredtobetaken
foravailingLTC.Anofficershall,howevernotbepermittedtoavailLTConextraordinary
leave.HeshallnotbeallowedtoavailLTConlyonpublicholidays/weeklyoffs.

2H DEFINITIONOFFAMILY

 Forthepurposeofleavefareconcession,theexpression'family'ofanofficershall
meananofficer'sspouse,whollydependentunmarriedchildren(includingstep
childrenandlegallyadoptedchildren),whollydependentphysicallyandmentally
challengedbrother/sisterwith40%ormoredisability,widoweddaughtersand
dependent divorced/separated daughters, sisters including
unmarried/divorced/abandonedorseparatedfrom husband/widowedsistersasalso
parentsordinarilyresidingwithandwhollydependentontheofficer.

 Theterm whollydependentfamilymembershallmeansuchmemberofthefamily
havingamonthlyincomenotexceedingRs.10000/-p.m.

 IftheincomeofoneoftheparentsexceedsRs.10,000/-p.m.ortheaggregate
incomeofboththeparentsexceedsRs.10,000/-p.m.,boththeparentsshallnotbe
consideredaswhollydependentontheofficer.

 Amarriedfemaleemployeemayincludehernaturalparentsorparents-in-lawunder
thedefinitionoffamily,butnotboth,providedthattheparentsorparents-in-laware
whollydependentonher.

 Aftermarriage,thehometownofaladyofficerwillbethehometownofherhusband.
Thepaternalhomewhichwasherhomepriortothemarriageisnottobetreatedas
herhometownaftermarriage.

 IfthespouseoftheofficerisemployedintheBankalthougheachwillbeentitledto
availLTC inhis/herownright,thefamilyincludingthehusbandandwifetaken
togethershallnotbeeligibleforLTCmorethanonceduringablockof2years/4
yearsfortraveltohis/herhometown/toanyplaceinIndia.

 Ifthespouseoftheofficerisemployedinanotherorganisation,theofficershallbe
entitledtoavailtheLTCbenefitinrespectofhis/herspousealso.Heshall,however
berequiredtogiveacertificatethatdoublebenefitisnotbeingavailedforthesame
journeybyhis/herspousefrom his/heremployer.

 BoththeOfficerandhis/herspouse,ifemployedinthebank,shallbeeligibletoclaim
leaveencashmentintheirownrightagainstsamejourney.However,travelexpenses
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underLTCshallbereimbursedtoonlyoneofthespousesaspertheireligibility/
entitlement.

2I.i)MODEOFTRAVEL

AnofficershallbereimbursedtravelexpensesforavailingLTC onthebasisofhis
entitlementasstipulatedabove.Theofficermaytravelbyanyacceptablemodeof
transporttoanyplaceinIndia(evenifhetouchesthesameplacemorethanonce)so
longasthereimbursementiswithinthefaretowhichheisentitledforthedestination
declaredbytheshortestanddirectroute.Bothinwardandoutwardjourneysmaybe
combinedforcalculatingentitlementandforthepurposeofreimbursementi.e,faremay
becalculatedforoutwardandinwardjourneyseparatelyarrivingattheentitlementofthe
officer.

2Iii)TRAVELBYPRIVATEAIRLINES

AsdescribedinRulesforTAunder1U.However,whentheofficerinScale-IVandabove
travelsonLTCbyothermode,notionalentitlementshallberestrictedtoIndianAirlines
fareonly.

AsperPDCircular120dt.17.08.2012,Officersmaybereimbursedactualfareincurred
fortravellingbyairofanyairlinesifthejourneyisundertakenbydirectrouteintermsof
therelevantprovisionsofOfficers'Serviceregulations,foravailmentofLTC.

Itisfurtherclarifiedthatinregardtotravelbyroundroute,thereimbursementmaybe
madenotexceeding maximum fareapplicablefordirectrouteto thelastpointof
journey/destinationconnectedbyairfrom theoriginatingplaceofjourney.

ClarificationonFrozenFaresofAirIndiaandLFCticketsissuedbyJetAirways

(GSADCircularNo.14/2012dt.26.12.2012)

The matterwas taken up with AirIndia who have clarified thatFrozen Fares are
applicableinRBD'sT&UclassonlywhereasLTC/LFCfareareinRBD'H'classasper
Govt.directive.Therefore,FrozenFaresmentionedintheGSADCircular13/2012dated
15.11.2012arenotapplicableonLFCtickets.FrozenfaresareissuedinRBD'sT&U
classsubjecttoavailabilityofseats.However,ifnoseatisavailableinRBDs'T&Uclass
thenfrozenfareswillnotbeapplicableandupfrontdiscountof10%onbasicfarewillbe
givenonpurchaseoftickets.TheAgreementwithJetAirwayshasbeenamendedwith
theamendmentsgivenintheCircular.

VigilanceDepartmentCIRCULARNO.1/2013February06,2013

....whileavailingLFC facilitysomeoftheofficersaremisutilisingitbypurchasing
fictitioustickets;obtaininghighercategoryticketswhilepayingforlowercategory.Some
ofthetravelagentsalsoincludehotelstay;sightseeingetc.intheirLFCpackageseven
cashbackarrangementsaremade.

2Iiii)TRAVELBYROADETC

Theofficermaytravelbyroad/watertransport.ThereimbursementofLTC shallbe
restrictedtoactualfareincurredorfareforthedistanceasperhisentitlementwhichever
isless.Journeywillbeevidencedbyproperreceipt.

ForthedistancenotcoveredbyRailway,theshortestroadshallbetakenandnotionalfare
(asperentitlement)istobecalculatedseparatelyforsuchdistance.Therefore,notional
entitlementftheofficershallbearrivedatconsideringasiftheentirejourney,whichever
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isless.Forinstance,anOfficerwhoisentitledtotravelbyrailwayfrom DelhitoSrinagar,
themannerofreckoningtheentitlementforthisjourneyshallbecalculatedbytakingtrain
farefrom DelhitoJammuandnotionaltrainfareforthedistancebetweenJammuand
Srinagar(tobearrivedatonthebasisofdistancebetweenthesetwoplacesviashortest
roadroute.)Thisshallbeapplicableonlyincaseofofficerswhoareentitledtotravelby
rail.Asregardsofficerswhoareentitledtotravelbyair,theprocedureforcalculationof
notionalairfareasstipulatedunderPara-IIshallbefollowedforcalculatingtheentitlement
forplaceswhicharepartlynot-connectedbyair.

2Iiv)TRAVELBYTAXI

AnofficermaytravelbytaxionLTCathisoptionevenbetweenplacesconnectedby
train/bus.However,properreceiptsfrom taxidrivers/transportcompanygiving taxi
number,detailsofjourneyandfarechargedetc.dulyauthenticatedbytheofficerwillbe
submittedalongwithotherproofliketolltax,petrolbill,parkingreceiptsetcforvisiting
theplaceofdestinationwhileclaimingreimbursementofLTC.However,theentitlement
offareshallberestrictedtooverallentitlementoftheofficer.Nightchargespaidbyan
officerwhiletravelingbytaxishallnotbereimbursed.

2Iv)TRAVELBYSELF/OWNEDVEHICLES

Officersmaytravelbytheirownvehicle.However,thefacilitywillbeavailableinrespect
ofvehicleownedbyanofficerinhisownnameorinthenameofspouse.

Officerstravelingbyowncarwillbereimbursedtoandfrochargescalculatedonthebasis
ofcostof1litreofpetrolperevery8Kms.forAmbassadorCar,10Kms.forFiat/Premier
Car,15Kms.forMarutiCar/Van,ofthedistancecoveredfrom hisplaceofpostingtothe
placeofdestination/visitasdeclaredbyhim atthetimeofavailmentofLTC,calculated
onthebasisofshortestroutebyrailwayorequivalenttothefaretowhichheisentitled,
whicheverislower.

OfficerstravelingbyowncarforthepurposeofavailingLTC,mayalsobereimbursedto
andfrochargescalculatedonthefollowingbasis.

TypeofVehicle ReimbursementRateperKm.

i) 4Wheeler-EngineCapacityof1000 ccormore Rs.9.00

ii)4Wheeler-EngineCapacitylessthan1000cc Rs.7.00

However,thereimbursementwillbelimitedtoactualexpenses/notionalentitlement
calculatedaspertheentitlementoftheofficer.

Thefollowingconditionsshallapplyfortravelbyselfownedvehicle.

A)Noothermodeofconveyancewillbeallowedtothemembersofthefamilyandall
ofthem musttravelbythesameselfownedvehicle.

B)Petrolbillsdulyverifiedmustbesubmittedas.evidenceofjourney.

C) IncaseofdieseldrivencaralsotherateperKm.asmentionedforpetroloperated
carsshallbeapplicablei.e.costofdiesel@ 1litreperevery8/10/15Kmsmentioned

aboveforthedistancetraveledornotionalentitlement,whicheveris lower.

2Hvi)TRAVELBYCONDUCTEDTOUR

WhereanofficerundertakesjourneybytoursconductedbythetravelAgency/Tourism
DevelopmentCorporation,hewillbeentitledtoreimbursementoftravelingexpenseonly
providedheproducesacertificateissuedbytheagencyabouttheactualexpensesof
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traveling incurred bythe employee along with fulldetails ofboarding and lodging
expensesorsightseeingchargesatplacesvisitedbytheofficer.Thereimbursementshall
not,however,exceedtheamountoffarepayabletotheentitledclassofrailwayforthe
permissibledistance.Theagencywhichhasconductedthetoursmustbedulyapproved
bytheTourism DepartmentoftheStateGovernmentandmustholdvalidpermitforthe
placesvisitedbytheofficer.

2Ivii)TRAVELBYHORSE/CAMEL/PONY/BULLOCKCARTETC.

Theexpensesincurredbyanofficerfortravelbytheabovemodesmaybereimbursedif
theyare within theirnotionalentitlementand subjectto production ofsatisfactory
evidenceoftheexpenditure.

2JRESERVATION&BERTHCHARGES

00fficersshallbeeligibletoreservationcharges,berthchargesandtraincharges,ifany,
whereverpayable,overandabovetheentitlement.

OAlso,wheneverjourneyisundertakenbypublictransportorbyselfownedvehicles,the
officersshallbeeligibletotolltaxwhereverpayable,providedtheamountdoesnot
exceedthenotionalfareforthedestinationbytheshortestroutecalculatedonthrough
ticketbasis.

OThetravelagent'scommissionmaybeallowedifthetotalexpensesontravelincluding
travelagent'scommissionarewithintheoverallpermissibleentitlementoftheofficer.

0Bedrollchargesarenotreimbursable.

2KADVANCEAGAINSTLEAVETRAVELCONCESSION

ThefarepermissibleunderLTCwillbeadvancedtotheofficersonthefollowing
conditions;

i) TheofficerinhisapplicationforavailingLTCshalldeclarehisdestination.

ii) Thefareforoutwardjourneywillbeadvanced,onhisundertakingtoproducetickets
beforethecommencementofjourneyorwithin7daysfrom thedateoftheadvance,
whicheverisearlier.Onsuchevidencebeingproduced,thefareforthereturnjourney
willalsobeadvanced,subjecttotheconditionthattheevidenceofthe-returnjourney
shallbeproducedwithin7daysofresumptionofdutiesbytheofficer.

iii) Incasemembersoftheofficer'sfamilyavailoftheLTCbeforeorafterhehimself
availsoftheconcession,theappropriatefaresforthemembersofthefamilyavailing
ofLTCwillbeadvancedasabove.

iv) Suchoftheofficerswhochangetheirdestinationmaybeallowedfareforthefarthest
pointofthejourneyundertakenbythem,bytheshortestroute.However,forthe
purposeoftakingadvanceagainstLTC,theconditionofproductionofticketsasgiven
intheearlierparasandsubmissionofTABillswithinthestipulatedperiodhavetobe
followedstrictly.

v) TABillsshouldbesubmittedwithinaperiodof15daysaftercompletionofjourney
failingwhichadvanceallowedagainstTA billsmustberecoveredalongwiththe
interestapplicabletocleanadvances.

vi) ForthepurposeofreimbursementofjourneyexpensesonLTC,theofficershall
producesatisfactoryevidenceoftheactualexpenditureincurredbywayoftickets/
receiptsetc,
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vii) AstheRailwaysdonotissuereceiptsinevidenceofhavingtraveledbytrain,the
employeesarerequiredtosubmitasigneddeclarationgivingthefollowingdetailsin
respectofeachticketclaimed,ifsuchticketisnotsubmittedwiththeTABill:

SI.No.oftheticket.

Dateofpurchase.

DateofJourney.

Issuingstation.

Amount&Destination.

viii) Theofficersshouldalsogivesatisfactoryproofbyshowingtheticketsbeforethe
journey,whereverfeasibleandincaseofreservation,theofficersmayproducethe
reservationticketsifitwasnotnecessarytosurrenderthesameatthedestination.

ix) Theamountofadvanceshouldbeinproportiontothefareintherespectofthe
destinationgivenbytheofficer.

2LADVANCEAGAINSTSALARY

TheofficersavailingLTCwill,iftheysodesire,beadvancedsalaryfallingdueduringtheir
leaveperiod.

2M BENEFITOFCARRYOVER

TheofficersshouldbeencouragedtoavailLTCwithintheirBlock/Span.However,incase
ofexigenciesofbank'sworkwhereanofficerisrefusedleaveforavailingLTC,hemaybe
allowedthebenefitofcarryoveroftheLTCforamaximum periodof6months.Thebenefit
ofcarryoverofLTCcanbeallowedineachblockoftwoyears.

ExtensioninLTCspanshouldonlybepermittedinextraordinarycircumstances.Evenincase
wheretheofficerandthefamilymembersareavailingLTCseparately,bothshouldavailLTC
withinthespan/extendedspanoftheofficer.

Authority;-CircleHead/CM/AGM/DGM

2NREIMBURSEMENTOFFAREFORCHILDRENBELOW 12YEARS.

OTheentitlementofthefamilymembersofanofficeristhesameasthatofofficer.Incase
anofficerisentitledtotravelbyair,thechildrenoftheofficerarealsoentitledtotravelby
airandreimbursementinrespectofairfareofchildrenshallbemadeaccordingtoother
termsandconditionsregardingLTCfacility.

0Incaseofofficerswhoareentitledtotravelbytrainbutprefertoundertakejourneybyair
andchildrenbelowtheageof12yearsarechargedairfare,theymaybereimbursedthe
fulltrainfare,forthejourneyofsuchchildrenbytheclasstowhichanofficerisentitled
uptothepermissibledistanceoractualairfare,whicheverisless.

ORisfurtherclarifiedthatiftheplaceofdestinationisnotaccessiblebytrainorsteamerand
thechildrenundertakejourneybyair,thesameprinciplemaybefollowedi.e.theofficer
willbereimbursedfulltrainfareforthejourneyofsuchchildrenbytheclasstowhichan
officerisentitleduptothepermissibledistance.

0Thismodeofcalculationofreimbursementoffareshallalsobeapplicableifthejourneyis
undertakenbybus.
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20.TRAVELTOHOMETOWN

0Thereimbursementoffarefortraveltohometownisalsotobemadebytheshortest
anddirectroute,

OForavailingLTCforhometown,thereimbursementshallbemadeforthemembersof
thefamilywhoarenormallyresidingwiththeofficerattheplaceofposting.

OEachofficershall,ifhehasnotalreadydoneso,furnishtothebankawrittendeclaration
ofhisplaceofhometowndulysupportedbyreasons,suchasownershipofimmovable
property,permanentresidenceofparents/childrenattheplacewherehewouldnormally
residebutforhisabsencefrom suchstationforserviceintheBank,wheretheproperty
isownedatmorethanoneplace,theofficermaychooseanyoneplace,Thehometown
canbechangedattherequestoftheofficerdueto changeintheabove,bythe
CompetentAuthorityonlyonceduringtheentireserviceperiod.

2P.i.BREAKJOURNEY

Officersmaybeallowedtobreakjourneyoutwardaswellasinward,providedtheamount
payabledoesnotexceedthefareforthedestinationbytheshortestroute,calculatedon
throughticketbasis.

2Pii.TOUCHINGTHESAMEPLACE

Journeyinallcasesshouldcommencefrom theheadquartersoftheofficerandshallbe
deemedtohavecompletedasandwhenhereachestheheadquarters.Anofficerfortravel
onLTCmaytouchthesameplacemorethanonce.However,thereimbursementshallbe
restrictedtotheplaceofdestinationcalculatedfrom theplaceofpostingbyshortestand
directroute.

2Piii.CONVEYANCEFORFAMILYMEMBERS

Anofficerwillbeeligibletoclaim LTCforthemembersofhisfamily,iftheydonotordinarily
residewithhim attheplaceofhisposting,fortraveloffamilymembersfrom theplaceof
domiciletotheplaceofpostingandreturn,afterenjoyingLTCwiththeofficerandviceversa,

2Piv.SEPERATEPLACEOFVISITBYFAMILY

Themembersofthefamilymaytraveltoaplaceotherthantheonevisitedbythe

officer.2Pv.SEPERATEJOURNEYFORFAMILY

LeaveTravelConcessionmaybeavailedbytheofficer'sfamilyfortravelpriortoorafterthe
dateonwhichtheofficerhimselfavailsoftheleavetravelconcession,providedthatthe
periodbetweenthedateofcommencementofjourneybythefamilyandthedateonwhich
theofficerhimselfcommenceshisjourneydoesnotexceed6months.Onexpiryofsuch
periodof6monthsanyLTCnotavailedofbytheofficerhimself(unlessinthemeantimethe
leaveisrefusedbytheBank)orby-hisfamily,shalllapse.

2Pvi.TRAVELBYHIGHERCLASS

Iftheofficertravelsinahigherclassthanthattowhichheisentitled,thepaymentforthe
LTCwillberestrictedtothefareoftheappropriateclasstowhichheisentitled.

2Pvii.TRAVELBYLOWERCLASS

Officersmaytravelbyaclasslowerthantowhichtheyareentitled.Theymayalsotravel
from placetoplaceandmayvisitdifferentplaces.Insuchcasesanofficerwillbepaidactual
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fareincurredorthefareasperhisentitlementforthedistancebetweentheplaceofhis
headquarterandtheplacedeclaredbyhim inhisapplicationforleavetravelconcession,by
theshortestroutecalculatedonthroughticketbasis,whicheverisless.

2Pviii.LOCALSIGHTSEEING

Theofficerwillnotbeentitledtoclaim expensesincurredonlocalsightseeing,boardingand
lodging,cooliagewhileonLTC.

2Pix.LOCALCONVEYANCE

Thelocalconveyancechargesfrom residencetorailwaystation/airport/busstopfor
availmentofLTCasalsosimilarexpensesattheplaceofdestinationwillnotbereimbursed.
Incasetheairport/railwaystationIsoutsidemunicipallimits,thenexpensestowardsjourney
bereimbursedsubjecttotheoverallentitlement.Itshall,however,notbepayablefortravel
withinplaceswhichconsistofmorethanonemunicipality/panchayatlimitsbutaretreated
aspartofonemetropolitancentre.

2PX.WATERTRANSPORT

Wherethedestinationisconnectedbywatertransportonlyorwherethedestinationispartly
connectedbyrailandpartlybysearoute,thereimbursementoffaremaybemadeasperthe
farechargedbythesteamerasperentitlementoftheofficerforthedistancewhichis
connectedbysearoute.EntitlementbySteamer—DeluxCabin.

2Pxi.BANK'SCAR

OfficersarenotentitledtotravelbyBank'scarwhileavailingLTC.

2Pxii.RA.JDHANIEXPRESS

Officerswillbeeligibleforreimbursementoftheeligiblefarebyentitledclassuptoa
designatedplace,irrespectiveofthetrainbywhichtheyhaveundertakensuchtravel.In
otherwords,iftheyhaveperformedthejourneybyRajdhaniExpressorsomeotherliketrains,
thereimburse-mentwillbemadeonthebasisofthefareapplicabletothatparticulartrainup
tothedesignatedplacebythedirectandshortestroutebyen-titledclass.
ItisfurtherclarifiedthatthereimbursementofthefarebyRajdhaniExpressandotherlike
trainsshallbemadeonlyiftheofficeractuallytravelsbytheabovetrainsandthefareof
thesetrainsshallnotbereckonedforcalculatingthenotionalentitlementoftheofficersin
caseswheretheyhavenottraveledbysuchtrains.

2Pxiii.TRAVELABROAD

(PADCircutarNo.141dt.31.01.2013)

LTC isnotapplicablefortravelabroad.ReimbursementoftravelexpensesuptoIndian
borderwithouttouchingtheborderisnotpermissiblei.eifanofficerwishestogoonLTC
abroad viz.,UK/ Singapore/ Kathmandu,etc.by a direct flight,the question of
reimbursementofhistravelexpensesuptotheIndianborderwouldnotarise.

Reimbursementshallbemadeofactualchargessubjecttoentitlementoftheofficerforthe
entirejourneytotheplaceofdomicileordesignatedplaceanywhereinIndiaprovidedthe
officeractuallyvisitstheplacesodesignated.

Itistheprimaryresponsibilityoftheconcernedofficertoprefergenuineandadmissible
claimsunderthisfacilityinrespectofselfanddependents.Incaseanymisutilisationofthis
facilityandsubmissionofinappropriateclaim comestoournoticeinfutureoranyclaim is
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foundtobeinappropriateatalaterstage,withanintenttoderivepecuniarybenefitoutofit,
thematterwillbeviewedseriouslyandtreatedasamisconductintermsofPNBOfficer
Employees(Conduct)Regulations,1977andappropriateactionwillbeinitiatedagainstsuch
officerasperrule.

2Pxiv.COMPLETIONOFJOURNEYAFTEREXPIRYOFBLOCK

AnofficermustavailLTCbeforetheexpiryofLTCspan.Ifanofficer(orhisfamilymembers)
commencestheoutwardjourneybeforeexpiryoftheblockbutcompletesthejourneyafter
expiryofblock,hewouldbeentitledforLTContheblockinwhichhehascommencedthe
outwardjourney.

2Pxv.TIMELIMIT

ThetimelimitforcompletionofjourneyonLTCbyself/familymembersi.e.theperiod
betweencommencementofjourneyandreturnjourneyonLTCshouldnotexceedsixmonths.

2Pxvi.TWOWHEELERS

TwowheelerscannotbetreatedasanacceptedmodeoftransportforthepurposeofLTC.

2Pxvii.PARTTIMEOFFICERS

PartTimeOfficersshallnotbeeligibletoLTC.

2Pxviii.SUSPENSIONPERIOD

AnofficershallnotbeeligibletoLTCfacilityduringtheperiodofsuspension.

2Pxix.EXPENSESFORSERVANT

NoexpensesofLTCwillbepayableinrespectoftheservant.

*****
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[CHAPTEÎ2j

OTHERWELFARESCHEMES.

1. MEMENTOTOEMPLOYEESONRETIREMENT

(PDCir.No.1719dt.26.04.2000,HRDCir.No.178dt.25.11.2003,PADCir.No.36dt.

31.05.2011,CIR.NO.796DT.10.04.2019)

❖ Toalltheemployeeswhoretireuponattainingtheageofsuperannuationafterputtinginminimum

15yearsofservice.

❖ AtokenGiftofRs.10000/-.

❖ AfarewellpartyisorganizedattheofficeofhispostingtowhichBankcontributesRs.60/-peremployee.

2. SILVERJUBILEEAWARD

(PADCir.No.35dt.31.05.2011,PDCir.No.1763dt.08.12.2000,HRDCir.No.797dt.

10.04.2019)

Inordertorecognisethelongserviceputinbytheemployees,theBankhasaSchemetohonourtheemployeeson

completionof25yearsofunblemishedservicebygivingamementointheform ofanarticlelikeWristwatch,Silver

Salveroranyotherarticleoftheemployee'schoiceofthevaluenotexceedingRs.8000/-.TheSchemealso

providesthatthehonouristobebestoweduponanemployeeinasimplefunctionatthebranch/officeduringwhichlight

refreshmentisalsotobeservedtowardswhichthebankcontributesRs.60/-peremployeeatthesaidoffice.(PD

circular1205dt.18.04.2000&1763dt.18.12.2000)

3. SCHOLARSHIPSCHEMETOPROVIDEFINANCIALASSISTANCETOONETALENTEDCHILDOFTHE

EMPLOYEE.

(PADConsolidatedCircularNo.6/2014dt14.02.2014&HRDDCir.No.728/2015dated
05/12/2015)

❖ ThebenefitofScholarshipSchemeisavailabletoallemployeesoftheBankirrespectiveofthecadre.

❖ Theassistanceisforonechildonly.

❖ TheSchemehasbeenintroducedfromtheacademicsession1999-2000.

❖ Thereshallbenominimumpercentageofmarksinthequalifyingexaminationandthestudentshouldconsistently

succeedintheexaminationeveryyearuntilgraduation/postgraduationiscompleted.

❖ Forsubordinatestaff,thechildshouldbeatGraduationlevel.

❖ Foraward/officerstaff,thereimbursementwillbeforGraduation/PostGraduationinMedicine,Engineering,

Architecture,Agriculture(notasonesubject),Computer(notasonesubject)andPostGraduationinManagement

andPostGraduationDiplomaof2yearsintheManagementfrom anyrecognizedUniversityand/orfrom an

InstitutionrecognizedbyAllIndiaCouncilforTechnicalEducationsubjecttothetermsandconditionsprescribedin

theScheme.

ThosewhostudyforCharteredAccountancy,shallbeeligibleforreimbursementofactualfeepaidtotheInstituteof

CharteredAccountantsofIndia.Reimbursementshallbemade
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intwostages,oneafterthecompletion/qualifyingtheintermediateandfinaloncompletionandqualifyingfor

becomingCharteredAccountantwithintheoveralllimit

OThefinancialassistanceinrespectofGraduationissubjecttomaximum limitofRs.4,000/-p.a.andinrespectof

technicaleducationincludingCharteredAccountancy,theamounthasbeenrestrictedtoRs.7000/-p.a.for

onechildofanemployee.

OChildmeansanychildofaward/officerstaffincludingpermanentPartTimeemployeeand/orlegallyadopted

son/daughter.

OThereisnorequirementofminimum marksinthequalifyingexamination.

OThestudentshouldbearegularstudentandnotforcorrespondencecourseorpostaltuitionasaprivatecandidate.

OSanctionofscholarshiptotheemployeespostedintheCirclesbedoneattherespectiveCircleOfficesbyaCommittee

consistingoftwoseniorexecutives,attheCircleOffice,tobeconstitutedbytheCircleHead.However,the

sanctioningauthorityinrespectofemployeesworkinginHeadOfficeDivisions&ZonalAuditOfficeswouldcontinue

toremainthesame.

OProformaenclosed-AnnexureI.

4. LIBRARYFACILITYINBRANCHES

Thisschemeisbeingoperatedwithaviewthatbooksandjournalsetc.ofinterestanduseto

candidateswhoappearinCAIIBexaminationandinternalpromotiontestsandbooksinGeneral

knowledge,CurrentAffairsandManagementarereadilyavailabletotheemployeestoenrichtheir

functionalknowledge.

OTheIncumbentsInchargeareauthorisedtobuybooksandjournalsuptothefollowing
Iim its:- (OrganisationStudyCeIICircularNo.1/2003dt01.04.2003)

OLimitofexpensesonpurchasesofBooks/Journalsisasunder:

ClassofBranch

Valueofbooks

perannum

PurchaseofEconomic/BankingJournals/

FinancialDailies-PerAnnum

LCB/Others,ScaleVI 10000/- 15000/-

ExceptionallyLarge/MCB/OthersScaleV

7000/- 10000/-

Verylarge.ScaleIV 2000/- 4000/-

Large,ScaleIII 1500/- 1800/-

Medium,ScaleII 1000/- Nil

Small,ScaleI 500/- Nil

ThebookstobepurchasedwithintheaboveframeworkshallbedecidedbyacommitteecomprisingofIncumbentIn

charge,2ndmanandaseniormostemployeeinclericalcadreatthebranch.Anytwoshallformthequorum.

5. FACILITYOFPARTTIMEMEDICALCONSULTANTS

OAlltheemployeesofthebankcanavailofthefacilityofthePart-TimeMedicalConsultantswhorenderfreemedical

consultancytothestaffmembersandtheirfamiliesattheplacesfixedbythebankduringspecifichours,onallthe

workingdays.



161

OThePart-TimeMedicalConsultantsarealsoprovidedsomemedicalequipmentslikeECGmachineetc.and

medicinesfordistributiontostaffmembersandtheirfamiliesatbank'sclinics.

OAtpresentthefacilitiesofPart-TimeMedicalConsultantsareavailableatthefollowingstations/offices.

1. HeadOfficeBuildingsatBhikhajiCamaPlace,ParliamentStreetandRajendraPlace,NewDelhi.

2. CentralStaffCollege,Delhi

3. RSC,Belapur.

4. AllZonalHeadquarters(includingDelhi)

5. AtallRegionalHeadquarters(exceptatstationswhereZonalHeadquartersarealsosituated).

Ow.e.f.01.11.2006,theamountofHonorariumpayabletothePart-TimeMedicalConsultantswillbeasunder
(HRDCircularLetter9/006dt.12.10.06)

LOCATION AMOUNT(inRupeesper

month)

Metrocenters

ajor'A'classcitiesviz.Ahmedabad,Bangalore,Hyderabad

ZonalHeadquartersexcludingSingle-RegionZonalHeadquartersotherthanthose

situatedatMetrocentersandMajor'A'classcities

CSCDelhi

OBuildingRajendraBhawan,NewDelhi

10000/-

RegionalOffices

Single-RegionZonalHeadquartersotherthanthosesituatedatMetrocentersandMajor

'A'classcities

RSCBelapur

ITCenterFaridabad

7500/-

6.CANTEENFACILITIESFORTHESTAFF.

(PDCirletterNo.18/89dt.8/4/89.PDCirletterNo.38/93dt.23/12/93.HRDcircularno.

182dated28-11-2003&HRDDLetterdt.15.07.2005)

Thebankisprovidingthecanteenfacilitiestotheemployeesatalltheofficesofthebank.Intermsofthescheme,the

bankprovides:-

CashsubsidyattherateofRs.60/-peremployeepermonthatthebranches/officessituatedatallcentres.

Freeelectricity/keroseneoil/fuelexpensesforrunningthecanteen.
DebitingtheheadofCanteenSubsidy-Staffwelfarefunds



7. FINANCIALCOMPENSATIONTOTHEFAMILYOFANEMPLOYEEWHODIEWHILEINSERVICEOFTHE

BANK.

(PDCir.No.1635dt.28.08.1998,HRDCircularNo.258dt.25.05.2005,593dt.06.01.10,
674dt19.09.2012)

Inordertoprovideimmediatefinancialassistancetothefamilyoftheemployeewhodieswhileintheservice,theBank

providesthefollowingex-gratiaamountw.e.f.1.4.1998,providedtheemployeeshaveservedtheBankatleastfora

periodof5years.

w.e.f.01.10.2012,theamountpayableisasperthedetailsgivenbelow:-

Cadre Revisedfinancialassistance(inRs.)

Officer 1,50,000/-

Clerical 80,000/-

Subordinate 60,000/-

ThebookingofexpensesundertheSchemewouldcontinuetobedoneatthesanctioningoffice,tothedebitof

Staffwelfarea/c.(HRDDivisionCircularNo.387dated03.04.2007),

OThereisalsoprovision(exclusiveofex-gratiaasabove)tomakelumpsum paymentofRs.10,000/-tothefamilyof

theemployeewhodieswhileintheserviceoftheBanktomeettheimmediateexpensesrelatingtofuneraland

otherreligiousrituals,(PDCircularNo.1634dated22.8.98,PAD37DT.31.05.2011.)

ProcedureImmediatelyonreceiptoftheinformationofdeathoftheemployeetheIncumbentInchargeshouldget

intouchwiththemembersofthefamilyofthedeceasedandmakepaymenttoanyofmembersofthefamilyi.e.

spouse/child/parenttothedebitofMisc.Exps.HOSanction.

OSanctioningAuthority

(HRDCir.No.317dt.11.05.2006)

AuthorityForSanction

Subordinate,Clerical&OfficerStaffuptoMMGIIIWorking

inCircles

CircleHead

Subordinate,ClericalandOfficerStaffuptoMMGIIIworkingin

HeadOfficeDivisions

DivisionalHead

AllOfficersinSMG-IV8iabove Dy.GeneralManager,(HRD)HeadOffice

SETTLEMENTOFDUESINRESPECTOFDECEASEDEMPLOYEES

(HRDDCir.No.247dtd.29.01.2015)

Theterminalduesandtheotherfinancialbenefitsadmissibletoadeceasedemployeearerequiredtobesettled

immediatelyandpaidtothenominee/legalheirs/familymembers.

8. SCHEMEFORADJUSTMENTOFOUTSTANDINGOFHOUSEBUILDINGLOANINTHEEVENTOFDEATH

OFANEMPLOYEEWHILEINSERVICE.

(PADConsolidatedCir.No.04/2014dated31.01.2014)

TheschemeprovidesthatIntheunfortunateeventofthedeathofanemployeewhileintheserviceoftheBankor

onhis/herseekingpre-matureretirementowingtoincapacitationonmedicalgroundsoronhis/herbeing

reportedtobemissingwhile
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inservice,waivementoftheoutstandingHouseBuildingAdvanceavailedbytheemployee(Principal&Interest,for

AdvancetakenonconcessionalrateaswellasonPLR),for50%oftheoutstandingamountmaximum uptoRs.2.00

lakhs,whicheverisless.

Theapplicationforthemissingpurposemaybeconsideredafteraperiodof2yearsaftertheemployeeisreportedtobe

missing,providedthepolicehassubmittedthereporttotheeffectthattheemployeeisnottraceable.Theperiodof

computationof2yearswouldbefromthedateoflodgementofFIRinthecase.

Theoptionofavailingthisfacilitywouldbevestedwiththefamilyoftheemployeewhoisreportedtobemissing,who

maytakeadecisioninthematterkeepinginviewtheirownfinancialinterestsandrequirement.

ThedetailedguidelineshavebeencirculatedvidePOcircularno.1738dated21.7.2000.

9.REVISEDSCHEMEFORPAYMENTOFEX-GRATIA(LUMP-SUM)AMOUNT.

(PADConsolidatedCir.No.8/2014dt20.02.2014)

ELIGIBILITY

i. Employeedyinginharness(otherthanduetoinjuriessustainedwhileperformingofficial

ii. Employeedyingduetoinjurysustainedwhileperformingofficialdutywithinoroutsideofficepremises(otherthan

duetoinjuriessustainedwhileperformingofficialdutyasaresultofviolence,terrorism,robberyordacoity);

iii. EmployeeSanctionedPrematureRetirementbythecompetentauthorityowingtoincapacitationonmedical

grounds,beforereachingtheageof55Years.

iv. However,thefamilyofanemployeewhodiesinharnessduetoinjuriessustainedwhileperformingofficialduty

asaresultofviolence,terrorism,robberyordacoity,wouldalsohavetheoptiontoapplyforfinancialassistance

underthisscheme,iftheysodesire.

COMPETENTAUTHORITYTOACCORDAPPROVALUNDERTHESCHEME

ThefollowingexecutivesshallbecompetenttosanctionEx-GratiapayableundertheScheme:

a. CHAIRMAN&MANAGINGDIRECTOR;OR
b. EXECUTIVEDIRECTORdesignatedbyCMDforthepurpose;OR

c. GENERALMANAGERdesignatedbyCMDforthepurpose.

PROCEDURE:

ClaimsundertheSchemeofEx-Gratia(lump-sum)amountwouldbeconsideredonlyonreceiptofwritten

requestforthesameontheprescribedproforma.Suchrequest,amongothercriteria,wouldalsobe

examinedkeepinginviewthepastrecordoftheemployee.Othercriterionsapplicablewithregardtothe

procedureforapplicationare:

i. Incaseofpre-maturedeathofemployeesdyinginharness:

a. SuchrequestsshouldbereceivedfromthefamilybytheBankwithinaperiodof6monthsfromthedateofdeath

oftheemployee.

b. Incase'Family'asdefinedundertheSchemeunderpara3above,consistsofonly(a)minor(s),theapplication

shouldbemovedbyhis/herlegalguardian.

ii.Whereanemployeeseekspre-matureretirementowingtoincapacitationonmedicalgroundsbefore

reachingtheageof55years,paymentofEx-Gratiawouldbeconsideredsubjecttothefollowing

conditions:
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a. Onreceiptofanapplicationseekingpre-matureretirementowingtoincapacitationonmedical

grounds,theBankwillconstituteaMedicalBoardfordecidingtheclaimoftheemployeewhether

he/sheismedicallyfittocontinueinBanks'service.OnthebasisofthereportoftheMedical

Board,theCompetentAuthoritywilltakeadecisionontheapplication.Insuchcases,the

applicationtoseekfinancialassistanceundertheschemeofEx-Gratia(lumpsumamount)may

besoughtby/onbehalfoftheemployee,providedsuchpre-matureretirementisapprovedby

thecompetentauthoritybeforetheemployeehasattained55yearsofage.

b. Beforeapproval,theCompetentAuthorityshouldsatisfyitselfaboutthegenuinenessofthecase.

c. Incasesofpre-matureretirementowingtomedicalincapacitation,theapplicationforsanction

ofEx-GratiashouldbereceivedbytheBankwithinaperiodof60daysofdateofretirement.

PAYMENTOFEX-GRATIA(LUMP-SUM)AMOUNT:

Ifotherwisefoundtobeeligible,sanctionofEx-Gratiaissubjecttothefollowingceilings:-

a. Incaseofsub-staff :Rs.6.00lakhs

b. IncaseofClericalStaff :Rs.7.00lakhs

c. IncaseofOfficerEmployees :Rs.8.00lakhs

Ifotherwisefoundtobeeligible,paymentofEx-Gratia(lump-sum)amountmaybeconsideredifthe

monthlyincomeofthefamilyfromallsources,afterthedeath/pre-matureretirementonmedical

groundsoftheemployee,islessthan60%ofthelastdrawngrossnotionalsalary(netofnotionaltaxes)

oftheemployeeconcerned.

CALCULATIONOFMONTHLYINCOME:

A) Amountsreceivedunderterminalbenefits:

i) ProvidentFund

ii) Gratuity

iii) LeaveEncashment

iv) Anyotheramountpaidunderascheme

B) Liabilitiestothebank:

i) Loanstakenfrombankand/or

OtherFinancialinstitutionswithprior

approvaloftheBank

C) NetCorpusofTerminalBenefits:

oftheBank.
SUB-TOTAL(a):

SUB-TOTAL(b):

(c=a-b):

D) Investments:

i. Deposits

ii. NSCs

iii. PPF

iv. LICpolicies

v. AnyOther

SUB-TOTAL(d):
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E)DetailsofMoveableproperty,ifany,heldand

monthlyincomederivedtherefrom :

F) DetailsofImmoveableproperty,ifany,

heldandmonthlyincomederivedtherefrom :

G) Monthlyincomeofthefamilyfrom allsources:

i)NotionalmonthlyincomefrominterestatBank's

maximumtermdepositrateasapplicableas

onthedateofdeathoftheemployee,onthenetcorpus

ofterminalbenefitsreceived:

ii)NotionalmonthlyincomefrominvestmentsBasedon

notionalmonthlyinterestatBank'smaximumtermdeposit

rateasapplicableasonthedateofdeathofthe

employee,onthenetcorpusreceived:

iii) Monthlyincomefrommovableand

Immovableproperty:

iv) MonthlyincomeoffamilyMembers:

v) Anyothermonthlyincome:

TotalMonthlyincomeofthefamily:

AMOUNTOFEX-GRATIAPAYABLEUNDERTHESCHEME:

Ifotherwiseeligibletoseekassistanceunderthescheme,thefamilyofanemployeemaybeconsideredforreceiving

thisassistancewherethetotalmonthlyincomeofthefamilyarrivedatpara8(G)aboveislessthan60%ofthelast

drawnnotionalgrosssalaryoftheemployee(netofnotionaltaxes)forthecompletemonth,duringwhichhe/shehas

expiredorhasbeenapprovedforprematureretirementowingtoincapacitationonmedicalgrounds.

Insuchcases,theamountofEx-Gratiapayableshallbeequivalentto60%ofthelastdrawnnotionalgrosssalary(net

ofnotionaltaxes),payableforeachcompletemonthofremainingnotionalserviceoftheemployee(i.e.uptothe

notionalageofnormalsuperannuationintermsofextantservicerules

/conditions)atthetimeofhisdeath/incapacitation,subjecttocadre-wiseceilingof"Maximum Amount"

asfollows:-

Category Maximum AmountPayable

OfficersClerical

StaffSubordinate

Staff

Rs.8.00 lakhs

Rs.7.00 lakhs

Rs.6.00lakhs

OTHERGUIDELINESAPPLICABLE:

Incaseofanemployeeseekingprematureretirementduetoincapacitationtoworkonmedicalgrounds,Ex-Gratia

(lumpsum amount)ispayableonlyifalltheextantprovisionsforsuchretirementarefullysatisfiedandthesaid

prematureretirementhasbeendulyapprovedbythecompetentauthoritybeforetheemployeeattaining55yearsofage.
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TheprocedurerelatedtoproposalsforPaymentofex-gratialumpsum amountinrespectofthedeceasedemployees

whoareinvolvedindepartmentalactioncase(s),fraud,embezzlementandfinancialirregularityetc.was

deliberateduponbytheBoardinitsmeetingheldon30.01.2014andaccordingly,thetreatmentofsuchproposals

shallbeasunder:

i) Proposalsforsanctionofex-gratiawherethedeceasedemployeewasimposedpunishmentbythe

DisciplinaryAuthorityduringhisservice career other thantermination/removal/dismissal/compulsory

retirementshallbedecidedbytheCompetentAuthoritywithoutanyreferencetotheBoard.

ii) Caseswheredepartmentalproceedingswerependingorcontemplatedagainsttheemployeedyingin

harness,thesamewouldbeconsideredbythecompetentAuthorityandiftheCompetentAuthorityisof

theviewthatthesamemighthaveledtotermination/removal/dismissal/compulsoryretirementofthe

deceasedemployee,hewouldrejectthecaseandpassaspeakingorderforthepurpose.Suchcases

wheretheCompetentAuthorityrejectstheproposal,asstatedabove,shallbeplacedbeforethenext

higherauthorityforinformation.

Foreligiblecasescompleteinallrespects,theEx-Gratia(lumpsum)amountshallbepayablewithin3monthsofreceipt

ofapplicationatHeadOffice.

AssistanceundertheSchemeofEx-Gratiaisnotanentitlementbutmaybegrantedindeservingandeligiblecasesonly

atthesolediscretionofthebank,keepinginviewthefinancialconditionsofthefamily.

TheSchemeshallremaineffectivefrom 31.07.2004.Casesofdeaththatmayhaveoccurredunderthespecific

circumstancesasmentionedunderpara2.1a&bofthiscircular,thatmayhaveoccurredonorafter31.07.2004,

andwhereadecisionmayeitherhavebeentakenormaystillbependingundertheschemeofExGratiacirculated

videHRDCircularNo.235,maynowbereconsideredundertheModifiedSchemeforEmploymentonCompassionate

Grounds.

However,allsuchcasesinwhichtheapplicationforprovidingEmploymentonCompassionateGroundswerereceived

bytheBankanddecisionwastaken,willnotbecoveredundertheScheme.

10.SCHEME FOR COMPASSIONATE APPOINTMENT TO A DEPENDENT FAMILY MEMBER OF A

DECEASED EMPLOYEE/EMPLOYEE RETIRED ON MEDICAL GROUNDS DUE TO INCAPACITATION

BEFOREREACHINGTHEAGEOF55YEARS.

(PADCircularNo.236/2014dt.25.09.2014)

COVERAGE

ToadependentfamilymemberofapermanentemployeeoftheBankwho-

a) dieswhileinservice(includingdeathbysuicide)

b) isretiredonmedicalgroundsduetoincapacitationbeforereachingtheageof55years.(Incapacitationistobe

certifiedbyadulyappointedMedicalBoardinaGovernmentMedicalCollege/GovernmentDistrictHeadQuarter

Hospitals/PanelofDoctorsnominatedbytheBankforthepurpose).

ForthepurposeoftheScheme,"employee"wouldmeanandincludeonlyaconfirmedregularemployeewho

wasservingfulltimeorpart-timeonscalewages,atthetimeofdeath/retirementonmedicalgrounds,before

reachingageof55yearsanddoesnotincludeanyoneengagedoncontract/temporary/casualoranyperson

whoispaidoncommissionbasis.
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DEPENDENTFAMILYMEMBER

1 Spouse;or

2 Whollydependentson(includinglegallyadoptedson);or

3 Whollydependentdaughter(includinglegallyadopteddaughter);or

4 Whollydependentbrotherorsisterinthecaseofunmarriedemployee

AUTHORITYCOMPETENTTOMAKECOMPASSIONATEAPPOINTMENT

1Chairman&ManagingDirector.

2.ExecutiveDirectorholdingcurrentchargeofChairman&ManagingDirector.

3.BoardofDirectorsinspecialtypesofcases.

4.Whiledealingwithproposalsforappointmentoncompassionategroundsinotherwiseeligiblecases,where

disciplinaryactionwaspendingagainstthedeceasedemployee/employeeretiredonmedicalgroundsorifthe

deceasedemployeewasinvolvedinseriousfinancialirregularities,embezzlementoffunds,committingfrauds,

etc.,bankwillcontinuetoabidebytheguidelinesissuedbytheGovernmentofIndia,requiringconsideration

anddecisionineachcasebytheBoardoftheBank/AuthorityappointedbytheBoard.

POSTSTOWHICHAPPOINTMENTSCANBEMADE

Theappointmentshallbemadeintheclericalandsub-staffcadreonly.

ELIGIBILITY

1 Thefamilyisindigentanddeservesimmediateassistanceforrelieffromfinancial
destitution;and

2 Applicantforcompassionateappointmentshouldbeeligibleandsuitableforthepostinall
respectsundertheprovisionsoftherelevantRecruitmentRules.

9.EXEMPTIONS

CompassionateAppointmentundertheSchemeareexemptedfromobservanceofthefollowingrequirements:

1 NormalRecruitmentProcedurei.e.,withouttheagencyofselectionlikeIBPS/EmploymentExchange,

RecruitmentBoardofBank,etc.

2 ThebanordersonfillingupofpostsissuedbyGovernmentofIndiaoranycontrollingauthority.

RELAXATIONS

1Upperagelimitmayberelaxedwhereverfoundtobenecessary.Theloweragelimitshould,however,inno

caseberelaxedbelow18yearsofage.

Note-1:Ageeligibilityshallbedeterminedwithreferencetothedateofapplicationandnotthedateof

appointment;

Note-2:Authoritycompetenttotakeafinaldecisionformakingcompassionateappointmentinacaseshall

becompetenttograntrelaxationofagelimitalsoformakingsuchappointment).
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TIMELIMITFORCONSIDERINGAPPLICATIONS

1ApplicationforemploymentundertheSchemefrom eligibledependentshouldnormallybeconsidereduptofive

yearsfromthedateofdeathorretirementonmedicalgroundsanddecisiontobetakenonmeritineachcase.

2However,Bankcanconsiderrequestforcompassionateappointmentevenwhenthedeathorretirementon

medicalgroundsoftheemployeetookplacelongback,evenfiveyearsago.Thedecisiontomakeappointment

oncompassionategroundsinsuchcasesbetakenonlyattheBoardlevel.

12. DETERMINATION/AVAILABILITYOFVACANCIES

1Appointmentoncompassionategroundsshallbemadeonlyonregularbasisandthattoo,onlyifregular

vacanciesmeantforthatpurposeareavailable.

2Compassionateappointmentshallbemadeuptoa maximum of5% ofvacanciesfallingunderdirect

recruitmentquotainclericalcadreorvacanciesidentifiedinthesub-staffcategory.

3Widowappointedoncompassionategrounduponre-marriagewillbeallowedtocontinueinservice,evenafter

re-marriage.

WHERETHEREISANEARNINGMEMBER

1Indeservingcases,evenwhenthereisalreadyanearningmemberinthefamily,adependentfamilymember

maybeconsideredforcompassionateappointmentwiththepriorapprovalofthecompetentauthorityofthe

bankwho,beforeapprovingsuchappointment,willsatisfyhimselfthatgrantofcompassionateappointmentis

justified,havingregardtothenumberofdependents,assetsandliabilitiesleftbytheemployee,incomeofthe

earningmemberasalsohisliabilitiesincludingthefactthattheearningmemberisresidingwiththefamilyof

theemployeeandwhetherheshouldnotbeasourceofsupporttoothermembersofthefamily.

2Incaseswhereanymemberofthefamilyofthedeceasedormedicallyretiredemployeeisalreadyin

employmentandisnotsupportingtheothermembersofthefamilyofthedeceasedemployee,extremecaution

hastobeobservedinascertainingtheeconomicdistressofthemembersofthefamilyofthedeceased

employeesothat,thefacilityofappointmentoncompassionategroundisnotcircumventedandmisusedby

puttingforwardthegroundthatthememberofthefamilyalreadyemployedisnotsupportingthefamily.

MISSINGEMPLOYEE

Casesofmissingemployeesarealsocoveredundertheschemeforcompassionateappointmentsubjectto

thefollowingconditions:-

Arequesttograntthebenefitofcompassionateappointmentcanbeconsideredonlyafteralapseofatleast2

yearsfromthedatefromwhichtheEmployeehasbeenmissing,providedthat:

(i) anFIRtothiseffecthasbeenlodgedwiththePolice,

(ii) themissingpersonisnottraceable,and

(iii) thecompetentauthorityfeelsthatthecaseisgenuine;
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ThisbenefitwillnotbeapplicabletothecaseofanEmployee:-

(i) whohadlessthantwoyearstoretireonthedatefromwhichhehasbeenmissing;
or

(ii) whoissuspectedtohavecommittedfraud,orsuspectedtohavejoinedanyterrorist

organisationorsuspectedtohavegoneabroad.

Compassionateappointmentinthecaseofamissingemployeealsowouldnotbeamatterofrightasinthe

caseofothersanditwillbesubjecttofulfilmentofalltheconditions,includingtheavailabilityofvacancy,laid

downforsuchappointmentunderthescheme;

Whileconsideringsucharequest,theresultsofthePoliceinvestigationshouldalsobetakenintoaccount;and

A decisiononanysuchrequestforcompassionateappointmentshouldbetakenonlyatthelevelofthe

Chairman&ManagingDirectoroftheBank."

PROCEDURE

a) Theprescribedproformaforascertainingnecessaryinformationandprocessingthecasesofcompassionate

appointmentisenclosedasperAnnexure-II&IIIoftheCircular.ChecklistisavailableatAnnexure-IV.

SomesuitableOfficerfrom theconcernedBranch/Circle/HODivision,asthecasemaybe,wouldmeetthemembersof

thefamilyoftheemployeeinquestionimmediatelyafterhisdeathtoadviseandassistthem ingettingappointmenton

compassionateground.Theapplicantshouldbecalledinpersonattheveryfirststageandadvisedinpersonaboutthe

requirementsandformalitiestobecompletedbyhim/her.

AnapplicationforappointmentoncompassionategroundshallbeconsideredbytheCommitteeofofficersconsistingof

threeofficersasunder:

• GeneralManager-PAD/HRD-ChairmanoftheCommittee

• DeputyGeneralManager-PAD/HRD-Member

• AssistantGeneralManager-PAD/HRD-Member

TherecommendationofthecommitteeshallbeplacedbeforetheCompetentAuthorityforadecision.Ifthe

CompetentAuthoritydisagreeswiththecommittee'srecommendation,suchcasesmaybereferredtotheBoard

fordecision.

UNDERTAKINGFORMAINTENANCEOFTHEFAMILYOFTHEDECEASEDEMPLOYEE

ThepersonappointedoncompassionategroundsundertheScheme,shallgiveanundertakinginwritingasper

Annexure-IIthathe/shewillmaintainproperlytheotherfamilymemberswhoweredependentonthedeceased

employeeinquestion,andincaseitisprovedsubsequently(atanytime)thatthefamilymembersarebeing

neglectedorarenotmaintainedproperlybyhim/her,hisorherappointmentmaybeterminatedforthwith.This

clauseshallbeincorporatedasoneoftheconditionsintheofferofappointmentapplicableonlyinthecaseof

appointmentoncompassionateground.

REQUESTFORCHANGEINPOST/PERSON

Whenapersonhasbeenappointedoncompassionategroundtoaparticularpost,thesetofcircumstances,which

ledtosuchappointmentshouldbedeemedtohaveceasedtoexist.Therefore-
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a) He/sheshouldstriveinhis/hercareerlikehis/hercolleaguesforfutureadvancementandanyrequestfor

appointmenttoanyhigherpostonconsiderationsofcompassionshallinvariablyberejected.

b) Anappointmentoncompassionategroundcannotbetransferredtoanyotherpersonandanyrequestfor

thesameonconsiderationofcompassionshallinvariablyberejected.

SENIORITY

Apersonappointedoncompassionategroundinaparticularyearmaybeplacedatthebottom ofallthe

candidatesrecruited/appointedthroughdirectrecruitment,promotion,etc.inthatyear,irrespectiveofthedateof

joiningofthecandidateoncompassionateground.

GENERAL

i) Appointmentmadeongroundsofcompassionshallbedoneinsuchawaythatpersonsappointedtothepostdo

havetheessentialeducationalandtechnicalqualificationsandexperiencerequiredforthepostconsistentwiththe

requirementofmaintenanceofefficiencyofadministration.

ii) Itisnottheintentiontorestrictemploymentofafamilymemberofthedeceasedormedicallyretiredsub-staff

employeetoanerstwhilesub-staffpostonly.Assuch,afamilymemberofsucherstwhilesub-staffemployeecan

beappointedtoaclericalpostforwhichhe/sheiseducationallyqualified,providedavacancyinclericalpostexists

forthispurpose.

iii) Anapplicationforcompassionateappointmentshall,however,notberejectedmerelyonthegroundthatthefamily

oftheemployeehasreceivedthebenefitsunderthevariouswelfareschemes.Whileconsideringarequestfor

appointmentoncompassionategroundabalancedandobjectiveassessmentofthefinancialconditionofthe

familyshallbemadetakingintoaccountitsassetsandliabilities(includingthebenefitsreceivedunderthevarious

welfareschemesmentionedabove)andallotherrelevantfactorssuchasthepresenceofanearningmember,

sizeofthefamilyetc.

v) Requestsforcompassionateappointmentconsequentondeathorretirementonmedicalgroundsoferstwhilesub-

staffmaybeconsideredwithgreatersympathybyapplyingrelaxedstandardsdependingonthefactsand

circumstancesofthecase.

vi) Compassionateappointmentwillhaveprecedenceoverabsorptionofsurplusemployeesandregularizationof

temporaryemployees.

SCHEMEFORCOMPASSIONATEAPPOINTMENTTO ADEPENDENTFAMILYMEMBEROFADECEASED

EMPLOYEE/EMPLOYEERETIREDONMEDICALGROUNDSDUETOINCAPACITATIONBEFOREREACHING

THE AGE OF55 YEARS -RETENTION OFTHE SCHEME FOR PAYMENT OFEX-GRATIA LUMP SUM

AMOUNT

(PADCircularNo.244dt.03.01.2015)

ThematterwasconsideredbytheBoardinitsmeetingheldon23.12.2014andaccordinglytheschemeofex-gratia,

discontinuedsince05.08.2014,isreintroducedalongwiththeschemeofappointmentoncompassionategrounds.Both

theschemesviz.theSchemeforCompassionateAppointment&theSchemeforPaymentofEx-gratiaLumpsum

Amount,shallremaininoperation,withprovisionthatbenefitundereitherofthetwoschemesisavailabletothe

dependentsofthedeceasedemployeessubjecttotheireligibilityforthesame.
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However,theoptionforPaymentofLumpsumEx-gratiaAmountcanbeusedonlywhentheotherconditionsof

compassionateappointmentaremet.

11. INCENTIVEFORPROMOTINGSMALLFAMILYNORMS:

(Ref:PDCirNo.1491dt20/5/95)

EligibilityFemaleemployee:Agebetween20to45years
MaleEmployee:Agenotmorethan50years(Nothavingmorethan3children)

ProcedureAnemployeeclaimingIncentiveundertheschemeshouldforwardhisdeclarationinduplicateasper

proformagiveninthesaidcircularalongwith.

1) LeaveapplicationForm.

2) CertificateissuedbycompetentHospitalauthoritytothiseffecttorespectiveregionalofficerfor

sanctionofthefollowingincentives.

Incentives1)Rs.500asincentive.

2)Specialcasualleavedependinguponnatureofoperation.

12.SCHEMEFORPROVIDINGFINANCIALASSISTANCETOTHEEMPLOYEESHAVINGMENTALLY

RETARDEDCHILDREN

(HRDCircular656dt31.01.2011&PADCir.No.255dtd.28.03.2015)

Boardinitsmeetingheldon20-21/01/2011hasapprovedintroductionofSchemeforpaymentoffinancialassistance

@ Rs.5000/-perfinancialyearperemployeehavingmentallyretardedchildrenw.e.f.FY2010-11,outofStaffWelfare

Fund.

VideHRDDivisionCircularNo.654dated11.01.2011detailsofthefunctionalitycreatedinHRMStocapturethedetails

ofemployeeshavingmentallyretardedchildren,hasalreadybeenconveyed.Itwastobeensuredthatthedetailsbe

capturedinHRMSlatestby31.01.2011toclaim thebenefitoffinancialassistancefor2010-11.Further,every

subsequentyearthefinancialassistancetosuchemployees@ Rs.5000/-peremployeeshallbegrantedonthebasisof

thisinformation,outofStaffWelfareFund.

AlltheemployeeshavingmentallyretardedchildrenaretoensurethattherelevantdataiscapturedinHRMSandallthe

ControllingOfficesaretoverifythedetailsofsuchemployeesinHRMSonthebasisofthecertificatepertainingto

mentalretardationofthechildissuedbytheGovt.Hospital.

13. GRANTOFCONVEYANCEALLOWANCETOBLINDANDORTHOPEADICALLYCHALLENGED

EMPLOYEES

(HRDDivisionCircularNO523DT.27.02.2009)

HRDDivisionCircularNo.61dated23.01.2002interaliaprovidesforpaymentofConveyanceAllowancetoBlind&

Orthopedicallychallengedemployees@ 5%ofBasicPaysubjecttomaximum ofRs.200/-permonthaspertheterms

&conditionsmentionedtherein.

IthasbeendecidedtoenhancethequantumofConveyanceAllowancetoBlind&Orthopedicallychallengedemployees

from theexisting5% ofthebasicpaysubjecttothemaximum ofRs.200/-permonthto5% oftheBasicPay

subjecttomaximum ofRs.400/-permonthw.e.f.18.02.2009.Thesanctioningauthorityforsanctionofthis

ConveyanceAllowancewouldbetheCircleHead/DivisionalHead.



Theotherterms&conditionsasmentionedinHRDDCircularNo.61dated23.01.2002shallremainthesame.Tothis

extantclause19ofHRDDCircularNo.101dated16.09.2002alsostandsmodified.

14. PNBOFFICERS'CONTRIBUTORYBENEFITFUND

(HRDCir.No.287dtd.1.12.05&HRDDivisionCirNo.421dt13.09.2007)

ThePNBemployeesrelieffundandPNBEmployeeBenevolentFinancialfundweretwovoluntarycontributorywelfare

fundsoperatinginourbanktoextendfinancialassistancetoitsmemberemployees.

Inordertoreplacethesetwoexistingcontributoryfunds,fromjanuray2006onwardsthebankhasdecidedtosetupPNB

OfficersContributoryBenefitFundwiththeobjectivetoextendfinancialsupporttotheofficermembersandtheirfamily,

intheunfortunateeventoftheuntimelydeathofamember,orinform ofreimbursementofmedicalexpensesincurred

forthetreatmentofthememberhis/herfamily.

1. Objectives

a) Topaylumpsumamounttothefamilyincaseoftheunfortunateeventoftheprematuredeathof

anymemberofficerduringemployment.

b) Toprovidehelpandsuccortothememberofficerswhoneedfinancialassistanceformedical

treatmentofself/spouse/minorchildren.

2. Membershipandcontribution

a) Allofficersinthebankason01.01.2006aredeemedtobemembersoftheFundexcepttheofficerwho

furnishesawrittenrequesttoexempthim/herfromthemembershipoftheFund.

b) TheannualcontributiontothefundwouldbeRs.500permembertobepaidthroughsalaryofJanuary

everyyear.Thisamountmaybereviewed/revisedbythegoverningbodyfromtimetotime.

c) TheamounttobecreditedtotheCBSaccountofthefundwithin15thFebruaryeveryyear.

d) Thepaymentoftheannualcontributionmakesanofficeramemberofthefundforthatcalendaryear.

e) Amemberceasestobeamemberifheceasestobeinemploymentforanyreasonorhedoesnotmake

twosuccessivecontributionstothefund.

f) Amemberwhoproceedsonsabbaticalleaveshallnoteligibletoreceiveassistanceduringthatperiod.On

resumptionofdutyhemayrenewhismembership.

3. Benefits

a) Intheunfortunateeventdeathofamember,financialassistanceforRs.100000/-wouldbeextendedto

thefamilysubjecttotheannualcontributiontothefundhavingbeendeductedfrom salaryofJanuaryof

theconcernedofficer.

b) Financialreimbursementfrom thefundshallbeavailabletothememberofficerstowardsreimbursement

ofexpensesincurredformedicaltreatmentofself,spouse,orminorchildrenforthefollowingdiseases:

1. Fortheailments/diseases,whicharecoveredunderhospitalizationschemeprovidedinservice

rulesapplicabletomemberofficers.

2. Accidentsinvolvingsurgicaloperations/procedures/interference.
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1.Anyothersurgicalprocedurerequiredforreplacementorremovalofavital/essentialorganofthe

patienttosavethepatient'slife.

2.Requestforreliefintheaforesaidcaseswouldbeconsidered,onlyincaseswheretheamountnotreimbursed

owingtosub-ceilingsintheofficersserviceregulationsandthePNBofficers,HospitalisationContributory

scheme,asapplicabletomemberofficer,ismorethanRs.10000/-.

Theaforementionedamendmentswouldcomeintoeffectfrom theyear2008.Thatis,theseamendmentswould

be applicablein caseofuntimelydeath ofofficersthatmayoccuron orafter01.01.2008,and towards

reimbursementsofmedicalexpensesincurredbymembers,forwhichthedateoflastsanctionofclaim for

reimbursementofHospitalizationExpensespreferredbytheOfficer,eitherunderOSR/HospitalizationContributory

Schemeisonorafter01.01.2007.Forthedetailedguidelinesregardingsettlementofclaim andprocedure

foravailmentofbenefit,referHRDDCir.No.287dated01.12.05.

7.GUESTHOUSESANDHOLIDAYHOMESOFTHEBANK

(HRDDivisionCircularNo.657dt11.03.2011)

RESERVATION

HolidayHomesmaybemadeavailabletoallcategoriesofpermanentemployeesoftheBankandtheirfamilies,subject

tothefollowingrules:

1. FamilyforthepurposewouldhavethesamemeaningasdefinedundertheextantBipartiteSettlementfor

workmenstaffandPNB(Officers)ServiceRegulationinrespectofofficerstaff.

2. TheemployeesrequiringaccommodationatanyoftheHolidayHomesshallbeabletomakeon-linerequest

forbookingofHolidayHomesasthefacilityhassincebeenincorporatedinHRMS.However,VIProoms

havebeenkeptoutofthepurview ofbookingthroughHRMS.Therequestofemployeesforbookingof

HolidayHomeistobedonethroughHRMSw.e.f.01.04.2011.ThecompletenavigationforbookingofHoliday

HomethroughHRMSisannexedtotheCircular.

3. Thenavigationisbasedontheextantguidelineswhichprovidethattheapplicationforbookingaccommodationis

requiredtobemadenotmorethan3monthsinadvancefrom theproposeddatesandfullamountof

prescribedchargesaretobepaidtotherespectiveCircleOfficeinadvance.

4. Themembersofthestaff,workmenaswellasofficers,shallnotbeallowedtobookthesameHolidayHome

morethanonceinayear.

5. ProvisionsforRetiredEmployees:

a.Thisfacilityisavailabletotheretiredemployeesalso.However,theexistingemployeeswillgetpreferencein

casetherequesthasbeenmadebytheexistingemployeeaswellasaretiredemployeeforidenticaldates.
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Incaseofofficerswhoexpirewhileinharness,thehospitalizationexpensesincurredbeforethedeathofthe

officer,maybeconsideredintermsoftheschemeimmediately,asperhis/hereligibilityunderthescheme.As

such,proposalsforreimbursementfrom theschemeinsuchcasesbesentassoonasthesamehasbeen

settledundertheprovisionsofOSR/HospitalizationContributoryBenefitSchemeforofficers,withoutwaitingfor

theproposaltobesubmittedaftertheendoftheyear.



b. Thefacilitywouldnotbeavailabletotheretiredemployeesfrom ApriltoJulyandinthemonthof

December.

c. Theaccommodationtotheretiredemployeeswillbeprovidedforamaximum periodof7daysatone

occasion.

d. TheretiredemployeeswillmakearequestfortheHolidayHomeatanyoftheCircleOfficeswhowillenter

therequestinHRMSandtheallotmentlettergeneratedfrom thesystem willbeprovidedtotheretired

employeesbytheCircleOffice.

e. ThefacilityofHolidayHomefortheretiredemployeeisforhisownvisitonly.ALLOTMENT

AllotmentofroomsintheHolidayHomeswillbemadebytheCircleOfficesunderwhosejurisdictiontheHolidayHome

issituated,normallyonfirstcomefirstservebasis,withawaitinglistforpendingapplications.Keepinginviewthe

facilityofon-linebookingofHolidayHomeincorporatedinHRMS,aftertheemployeemakesarequeston-line,thedays

forwhichrequesthasbeenmadewillgetcarvedinthesystem&24hourswillbeavailabletotheemployeeformaking

thepaymentinthespecifieda/cofthecircleandenteringtheTransactionIDofthispaymentinHRMS.After24hours,

therightoftheemployeeforallotmentwilllapseincaseTransactionIDinrespectofrentisnotenteredinthesystem.

ThedetailsofthenavigationaregivenintheCircular.

TheapprovalofbookingofHolidayHomeapplicationssubmittedbytheemployeesinHRMSwillbedoneattheCircle

OfficelevelandtheemployeewillbeabletogeneratetheallotmentletteraftertheapprovalbytheCircleOffice.

IncasetheCircleOfficeisnotinapositiontogivetheallotmentfortheperiodforwhichtheemployeeproposesto

availthefacilityandtheamounthasalreadybeendepositedbytheemployeeinthenon-customeraccountofthe

CircleOffice,themoneywillberefundedbytheCircleofficeimmediatelyandtherequirednon-allotmentwillbedonein

HRMSaswell.

TheCircleOfficewillsendcommunicationtotheHolidayHomecaretakerabouttheallotmentofHolidayHometothe

concernedemployee.

PERIODOFSTAY

Anemployeecanrequestforbookingforamaximum periodoftwoweeksatonecentre,providedthereisno

demandforthatHolidayHomeduringthosedays.However,themaximum periodofstayberestrictedtooneweek

duringthemonthsofApriltoJulyoriftherearemorethanoneapplicantforthesameperiod.

SUPERVISIONANDCONTROL

TheCircleOfficeunderwhosejurisdictiontheHolidayHomeisfunctioningwillensureregularinspectionofHoliday

HomebytheCircleLevelSupervisoryCommitteeconstitutedforthepurpose.

OCCUPANCY&FEEDBACKREGISTER

IncasetheHolidayHomeisfunctioningfromthepremisesotherthanaHotel,occupancyregisterwillbemaintainedby

thecaretakerandthepossessionoftheroom willbegivenaftertheemployeemakesentryintheoccupancyregister.

Similarentrywillalsobemadeintheregisteratthetimeofvacatingtheroom forhavinghandedoverthechargein

goodorderandcondition.
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TheemployeecangivefeedbackaboutthemaintenanceandinfrastructureoftheHolidayHomeinthatregister.

PAYMENTOFCHARGES

Atpresent,room rentofRs.50/-perdayperroom isbeingchargedfrom theexistingemployeeswhileRs.lO/-per

dayperroom arebeingchargedfromtheretiredemployees.

Adayforsuchpurposewillbedeemedtocommencefrom thetimeofhisarrivalandpartofthedayafter24hours

willbeconsideredfullday.Therentspecifiedabovewillincluderentalonaccountofprovisionofaccommodation,use

ofcrockery&otherutensils,ifavailable,electricity&watersupplyetc.

CANCELLATION/EXTENSION/CHANGEOFRESERVATION

Theemployeenotavailingofthereservationsmadebyhimoravailingitpartiallywillnotbeentitledtoanyrefundofthe

chargespaidbyhim.However,hecanmakearequestforcancellationinHRMSaspernavigationprovidedinAnnexure.

Incasetheemployeedesirestochangethereservation,hewillnothaveanypreferenceoverothersandwillbe

consideredalongwithothersintheprescribedmanner.

Incasetheextensionofperiodisdesired,theemployeemustmovewellinadvanceandwillnotbeallowedtostay

unlesshehasobtainedsanctionofhisextensionofstaybeforetheexpiryoftheperiodforwhichreservationof

accommodationhasbeenoriginallymadebyhim.

TheemployeesstayinginsuchHolidayHomeswillbeliableforlossthatmaybesustainedonaccountofhisactto

anypropertyincludingelectrical&otherfittings,crockery,utensils,partofthebuildingand/orgardenduringtheperiodof

hisoccupationandwillhavetopayforitaccordingtotheassessmentmadebytheCircleHeadforwhichnecessary

undertakingwouldbegivenatthetimeofhisapplicationforallotment.

IncaseanemployeewhohasalreadybookedtheHolidayHomedoesnotreporttherewithin24hoursfrom the

scheduledarrival,theconcernedCircleHeadshallbeauthorizedtomakebookingforanyotheremployeearrivingatthe

placeofsuchHolidayHome,limitedtotheperiodforwhichtheaccommodationwasreservedfortheoriginalallottee.

Underthesecircumstancesalso,theemployeewillnotbeentitledtoanyrefundofchargesalreadypaidbyhim.

RULESOFCONDUCTANDBEHAVIOUR

Itisexpectedthatallemployeesandthemembersoftheirfamilyavailingofthefacilitywouldobservetheapplicable

rules.Thefollowing,besidesotherrules,beexhibitedatsuchHolidayHomes:

0Gamblingofallkindsisstrictlyprohibited.

0Themaingateofthepremiseswillbeclosedatzerohours(midnight)andmemberswillnotordinarilybeallowed

entrythereafter.

0Takingalcoholicdrinksisstrictlyprohibited.

0Thecottage/roomorapartthereofallottedtotheemployeemustbekeptneatandclean.Theoccupantsshould

maintainfulldecorumthroughouttheirstay.

0Singing,dancingandplayingtransistor/raid/taperecorderinloudtonesoastocausedisturbanceorannoyanceto

otheroccupantsarestrictlyprohibited.

0Employeesshalltakecareoftheirbaggage/luggage.Thebankwillnotberesponsibleforanyloss/damagethereto.
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0Themanagementreservestherighttoaskanyoccupanttovacatetheaccommodationevenbeforetheexpiryofthe

stipulatedperiodforviolationofprescribedrules.

ThelistofHolidayHomesoperationalasondateisplacedasAnnexure-II.

Thesystemofon-linesubmissionofapplicationsforbookingofHolidayHomesiseffectivefrom 01.04.2011.

HOLIDAYHOMEFACILITYFORRETIREDEMPLOYEES

(HRDDivisionCircuiarNO.669dt.30.05.2012)In

termsofHRDCircularno.657dated11.03.2011,theretiredemployeeswillmakearequestforHolidayHomeatanyofthe

CircleOffices,whowillentertherequestinHRMSandtheallotmentlettergenerated

fromthesystemwillbeprovidedtotheretiredemployeesbytheCircleOffice.TheCoreWorkingGroup

lookingaftertheStaffWelfareactivitieshadrequestedthatretireesbeprovidedthefacilitytomakerequestforHoliday

HomesattheBranchesfromwheretheyaredrawingPension,inadditiontotheCircleOffices.

Accordingly,anewcomponentforbookingofHolidayHomeforretiredemployees(whetherpensionersornon-

pensioners)fromanyoftheSOLi.e.anyBranchorAdministrativeOfficehasbeencreatedinHRMS.

ThecompletenavigationtorecordthesamehasbeengivenintheCircular.

16.PNBPARIVARBHAVISHYAAROGYA

SCHEMEFORPROVIDINGMEDICALINSURANCETOALLEMPLOYEESAFTER
THEIRRETIREMENT

(HRDDivisionCircularN0.321dt.25.05.2006,Cir.No.531dtd.20.03.2009,Cir.No.685dt.
07/03/15,HRDDCir.No.720dt.06/11/2015)

Thepremium ofthispolicyforprovidingalife-timemedicalinsurancecover@ Rs.50,000/-peremployeewouldbe

bornebytheBank,outoftheStaffWelfareFund.Individualcertificateofinsurancewouldbeissuedtoeacheligible

staffmemberundertheMasterPolicyissuedtotheBank.

Thesalientfeaturesoftheschemeareasunder:

Theschemehastwoaspects,discussedatA&Bbelow:

A. MedicalinsurancecoverageprovidedbvtheBank:

Extentofcover :Rs.50,000/-(lifetimecoverage)

Terms&conditions:Asperdetailsofthescheme

Eligibility :AllregularemployeesoftheBankason01.05.2006whoareat
least25yearsofage

B. SelfContributorySchemesbyEmployees:

SupplementaryMedicalInsuranceCovermaybeoptedfor&obtainedonpaymentofadditionalpremiumbyan

employeeasunder:

i) AnadditionalmedicalinsurancecoverforselfuptoRs.4.50lacs

ii) MedicalinsurancecoverforspouseuptoRs.5.00lacs

iii)MedicalinsurancecoverofRs.5.00lacseachforchildren,includingdaughter(s)-in-law&son(s)-in-

law.

Theminimum ageofbeneficiariestobecoveredunderii.&iii.aboveis25years.
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Request(ProposalForms)forsuchcover/additionalsum insured inrespectofeligiblefamilymembers/employees,

alongwiththeapplicablePremium shouldreachTheOrientalInsuranceCompanyLtd.DivisionalOfficeNo.7,86

Janpath,3rdFloor,NewDelhi-110001,directlyincaseoffamilymembersandthroughHRDDivisionHeadOfficein

caseofemployees,onorbefore31.05.2007,orbeforethepolicyretirementdateoptedforintheproposalform,

whicheverisearlier.Itmaybenotedthatnoextensionintimelimitwouldbeavailableforobtainingsuchadditionalsum

insured/cover.

DetailsoftheschemeareavailableontheBank'swebsite.

AsperHRD DIVISION CIRCULARN0.531dt.20.03.2009,Thefollowingistheproceduretobeadoptedfor

hospitalization/lodgementofclaim:-

A. MDIndiaHealthcareServicesLtd.hasempanelledsufficientnumberofHospitalsalloverIndiaandthesameis

availableintheirwebsitewww.mdindiaonline.com.Thelistisupdated/revisedfromtimetotimebythem.

Forcashlessfacility,theemployees/theirfamilymemberscanapproachthesehospitalsandthesameshould

immediatelybebroughttothenoticeoftheTPAdeskattachedwiththehospitalortoanyofthenearbyofficesof

M/s.MDIndiagivenatAnnexure-A.SincethelistofhospitalsisbeingrevisedbytheTPAfrom timetotime,it

isrequestedtorefer totheir website,i.e.,www.mdindiaonline.com fortheupdatedlistofsuchhospitalsor

contactattheirCustomerCarePhoneNo.18002331166.

B. IncasehospitalizationisdoneinanyofthehospitalsotherthanthehospitalempanelledbyMDIndia,the

intimationofthesamebesenttoanyofthenearbyofficesofMDIndiawithin24hoursofhospitalization.

C. Forsubmissionofhospitalizationclaim,certainformalitiesaretobecompleted/compliedwith,whicharegivenat

Annexure-B.Specimenclaim form ofM/s.MDIndiaHealthcareServices(TPA)Pvt.Ltd.isalsoenclosedas

Annexure-C.Thesameshouldbesubmittedwithinaperiodof15daysfromthedateofdischarge,toanyofthe

nearbyofficesofMDIndia,completeinallrespect.

Whilemakingclaim,concernedemployeesareadvisedtomentiontheircorrespondenceaddress,

phoneno.includingmobile,FAXNo.andthee-mailaddress,ifany.

D. AsregardsissuanceofI-cardstothefamilymembersofemployeeswhohaveoptedfortheadditionalcover,the

sameistobesentdirectlytoM/s.MDIndiaHealthcareServices(TPA)Pvt.Ltd.,aspertheproformagivenat

Annexure-D.alongwithacopyofpolicy,atthefollowingaddress:-

M/sMDIndiaHealthcareServices(TPA)Pvt.Ltd.

RegionalOffice:E-98,2ndFloor,LajpatNagar-IINewDelhi-

110024.

Ph:Oil-29811840,Fax:Oil-29811838

Further,itisreiteratedthatemployeesand/ortheirfamilymembersmayensuretimelypaymentoftheannualinsurance

premium directlyto the Insurance Companyduring the stipulated period atthe address mentioned below.

Lapses/delayintimelypaymentofpremium mayleadtocancellationofanindividual'spolicybythe

InsuranceCompany.

TheOrientalInsuranceCompanyLtd.Divisional

OfficeNo.l,JeevanViharBuilding

04thFloor(RearBlock),SansadMargNewDelhi-110001.

PhNo.:Oil-23341745,23361521,23745628,23364865Fax:011-23742077
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FurtherasperHRDDCIRCULARNO.617,toenableHOtoconsidertoevolveasystem whereintheannualinsurance

premium oftheemployees,forselfonly,couldbedeductedfrom theirsalaries,alltheemployeeswhohaveactive

policiesinrespectofthehighersum insuredaretoenterthedetailsin"PNBBhavishyaArogyaAdditionalCover'linkunder

EmployeesSelfServiceenabledinHRMSlatestby15.06.2010

17.SELFFINANCEDGROUPPERSONALACCIDENTINSURANCEPOLICYFORWORKMENANDOFFICERS

(HRMDCir.No.297dated10.02.2016)TheSuminsured

foreachmemberwillbeRs.7,00,000/-(RupeesSevenlacsonly)ofTheOrientalInsuranceCompanyLimitedforthe

periodfrom01.01.2016to31.12.2016andthedetailsofcoverageavailablearegivenhereunder:

Thefeaturesofthepolicyareasfollows:

Benefits TotalSum Insured(Rs.)

Accidentaldeath 7,00,000/-

Permanenttotaldisability,Permanentpartialdisability. 1.5Timesofcapitalsum insured(CSI).

Temporarytotaldisability,Temporarypartialdisability(Weekly

benefit) MaximumRs.5000/-perweekforupto104weeks

DependentChildEducation-BenefitAmountPayableperyear

perchild(For2children)

Rs.30000/-PerChild

MedicalExpenses Perevent/perpersonupto10%ofCSI

AmbulanceCharges Max.Rs.3000/-percase

BodyRepatriationCost Max.Rs.10000/-percase

SI.Description Compensation

(in°/o)ofCSI

1 Death 100

2 Permanenttotaldisablement 150

3 Permanentandincurableinsanity 100

4 PermanenttotallossoftwoLimbs 100

5 Permanenttotallossofsightinbotheyes 100

6 Permanenttotallossofsightofoneeyeandonelimb 100

7 Permanenttotallossofspeech 100

8 Completeremovalofthelowerjaw 100

9 PermanenttotallossofMastication 100
10

Permanenttotallossofcentralnervoussystemorthoraxandallabdominialorgans

resultinginthecompleteinabilitytoengageinanyjobandtheinability

tocarryoutdailyactivitiesessentialto,lifewithoutfulltimeassistance.

100

11 Permanenttotallossofhearinginbothears 75

12 Permanenttotallossofonelimb 50

13 Permanenttotallossofsightoneeye 50

14 Permanenttotallossofhearinginoneear 15

15 Permanenttotallossoflensinoneeye 25

16 Permanenttotallossofuseoffourfingersandthumbofeitherhand 40

17 Permanenttotallossofuseoffourfingers/onethumbofeitherhand

a)Bothjoints 20

b)Onejoint 10
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SI. Description Compensation

(in%)ofCSI

18 Permanenttotallossofonefingerofeitherhand

a)3joints 5

b)2joints 3.5

c)1joint 2

19 PermanentTotallossofuseoftoes

a)All-onefoot 15

b)Biq-bothjoints 5

c)Biq-Onejoint 2

d)OtherthanBig-Eachtoe 2

20 Establishednon-unionoffracturelegorkneecap 10

21 Shorteningoflegbyatleast5Cms 7.5

22 Alkalosisoftheelbow,hip&knee 20

Insurancecoverwillbeavailabletoallworkmen/officeremployeeswhosepremiumofRs.50/-was
deductedfromthesalaryforthemonthofSeptemberorNovember,2015.

1. Conditions:

Uponthehappeningofanyeventwhichmaygiverisetoaclaim underthispolicy,writtennoticewithfullparticulars

mustbegiventotheCompanyimmediately.Incaseofdeath,writtennoticeofdeathmustbegivenbefore

internment/cremationunlessreasonablecauseisshownandinanycase,withinonecalendarmonthafterthedeath.

Intheeventoflossofsightoramputationoflimbs,writtennoticethereofmustalsobegivenwithinonecalendar

monthaftersuchlossofsightoramputation.

ProoftothesatisfactionoftheCompanyshallbefurnishedofallmattersuponwhichaclaimisbased.Anymedical

representativeorotheragentoftheCompanyshallbeallowedtoexaminetheInsuredperson(s)ontheoccasionof

anyallegedinjuryordisablementwhenandsooftenasthesamemayreasonablyberequiredonbehalfofthe

CompanyandintheeventofdeathtomakeapostmortemexaminationofthebodyoftheInsuredPerson(s).Such

evidenceastheCompanymayfrom timetotimerequireshallbefurnishedandapostmortem examinationreport

ifnecessary,befurnishedwithinthespaceoffourteendaysafterdemandinwritingandintheeventofaclaim in

respectoflossofsight,theInsuredperson(s)shallundergoattheInsured'sexpenses,suchoperationortreatment

astheCompanymayreasonablydeemdesirable.Nosumpayableunderthispolicyshallcarryinterest.

TheclaimsaretobeforwardedontheprescribedClaim Form alongwiththerequireddocumentstoHUMAN

RESOURCESMANAGEMENTDIVISION,H.O.7,BhikhaijiCamaPlace,NewDelhi-110067.

Claim Form anddetailedlistofdocumentsrequiredtobesubmittedincaseofvariousnatureofclaimsisattached

withtheHRMDCir.No.297/2016dated10.02.2016.

2. GENERAL

□ Informationofaccidentinvolvinganemployee/officerwhoisamemberoftheschemewithbriefdetailsbesentto

HOimmediatelyoverfax/e-mail

□ Claim form inthisregard,completeinallrespectsenclosingdulyattestedrequisitedocumentsalongwithattested

copyofsalaryslipshowingdeductiontowardstheschemeandthelastsalarydrawn,besentwithin07daysof

completionofthetreatment.
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Incaseanyoftheabovedocumentisinregionallanguage,aHindi/Englishtranslatedversionofthesameistobe

sent.

Pleasenotethatnon-submissionofthecompleteinformationrequiredbytheInsuranceCompanywithin

thestipulatedtimeperiodmayresultinrejectionofclaim.Hence,pleaseensuresubmissionofcomplete

requiredinformationatthetimeofsubmissionofclaim itself.

SANCTIONOFEDUCATIONLOANATCONCESSIONALRATETOCHILDRENOFEMPLOYEES:

HRDCircularNo.687dt..Date:08.06.2015&RetailAssetsDivn.Cir.No.39dated
08.06.2015

[MlEducationLoantochildrenofPNB'sEmployeesshallbeatBASERATEwhereemployeeiseitherco-borroweror

guarantor.

MlNootherconcessioninrateofinterest,suchasconcessiontoGirlsstudents,regularservicingofinterestetc.,willbe

providedinsuchcases.Therevisedinterestratewillbeapplicabletonewaswellasexistingborrowalaccounts.

°°Theaboveconcessioninrateofinterestshallcontinueasperrepaymentscheduleevenaftertheemployee

retiresprovidedtheloanhasbeenavailedduringtheserviceperiodoftheemployee.Thiswillbeapplicablefor

employeeswhoretireunderVoluntaryRetirementSchemebutnottothoseemployeeswhoresignfromthe

serviceoftheBank.

M Theconcessioninrateofinterestwillhaveprospectiveeffectandshallbeapplicableonbalanceoutstandingason

01.06.2015inexistingaccountsandforloansavailedsubsequently.
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ANNEXUREI

FORMATFORAPPLICATIONOFSCHOLARSHIPPUNJAB

NATIONALBANKBO/CO/ZO:_

TheChiefManager

PunjabNationalBank,

CO/ZAO/HO

DearSir,

REG:AWARDOFSCHOLARSHIPI.

DETAILSOFTHECANDIDATESEEKINGREIMBURSEMENT

i) NameoftheCandidate:

ii) Courseinwhichadmission:secured-

a) DetailsofSession

b) NameoftheInstitute

c) Durationofthecourse.

d)Lastexaminationpassedafterwhichadmissionhasbeen

soughtinthepresentcourse

iii) TotalTuitionFeepaid(OriginalBillsfromtheInstitute)

a) Refundable(Le.SecurityMoneyetc)

b) Non-refundable(i.e.Exam,fee,Tuitionfee)

c) Books/Stationery
iv) DECLARATIONBYTHECANDIDATE

Theparticularsfurnishedabovearetruetothebestofmyknowledgeandbelief.Iconfirmthat1amnotinreceiptof

anyscholarshipfromtheGovt,/itsagencyorotherInstituteforcontinuingthesaidcourse.

SIGNATUREOFTHECANDIDATE

II.DETAILSOFTHEEMPLOYEE

i) NameoftheEmployee

ii) Designation

iii) B.O.

iv) P.F.No.
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v) DECLARATIONBYTHEEMPLOYEE:

Iherebydeclarethat
Sh/Ms. ,

myson/daughterisnotreceivinganyscholarshipfrom theGovtoranyotherInstitution.Theclaim lodgedaboveisfor

onechildonly.Particularsfurnishedabovearetruetothebestofmyknowledgeandbelief.Ifatanytimeitisfound

thatanyoftheparticularsmentionedabovearenotcorrect,scholarshipalreadysanctionedbythebankshallnotonly

bediscontinued,butIam liabletorefundtheentireamountalreadydrawnand/orbankisalsoentitledtorecoverthe

amountalreadydrawnbymewithoutprejudicetotherightofthebanktotakesuchactionthatthebankdeem fit

againstmeforthiswrongfuldeclaration.

SIGNATUREOFTHEEMPLOYEE

III. RECOMMENDATIONOFTHEINCUMBENTINCHARGE

Thattheparticularsgivenabovearecorrect.Ihaveverifiedthemarksheet,certificatesaswellasthebillsclaimedby

theemployeeandrecommendforsanctionofscholarshipasperbank'sguidelines.Thecopiesofmarksheet/

certificateandotherrelevantdocumentsdulyattestedbytheundersignedandoriginalbillsvouchersdulyverifiedbythe

employeeareenclosedherewith.

INCUMBENTINCHARGE

BO:

IV. CertificatetobeissuedbythePrincipal/HeadMaster/Headoftheinstitutewherethecandidateiscontinuing

hiseducation.ThecertificatemustbesignedbytheHeadoftheInstituteandnotbyanyoftheauthoritiesofthe

Institute.

CERTIFICATEBYTHESCHOOL/COLLEGEAUTHORITIES

ThisistocertifythatShi/Miss son/daughter Of

Shri/Smt isabonafidestudentofthisSchool/College

andhe/shewasadmittedtothisSchool/Collegeon andatpresent

he/sheisstudyingin .

His/Herconduct,behaviorandprogressintheclassis .

He/sheisnotreceivinganyscholarshiptramGovernmentoritsAgencyanyotherinstitutionthroughthisSchool/College.

Further,theinstitution/Collegeisrecognised&affiliated

to

UGC/AIIIndiaCouncilofTechnicalEducation(AICTE).

University.Thecourseisrecognizedby

Signature_

Name:

Designation

Date OfficeSeal
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Annexure-II

LISTOFHOLIDAYHOMES

SNo. Centre Circle Address

1.
Agra Agra

3,LATAKUNJ,NearHALWAIKIBAGICHI,MATHURAROAD,

AGRAJTELE#:0562-2604072/3201929

2.
Amritsar Amritsar

HotelAirLines,CooperRoad,NearBhandariBridge,Amritsar-143003.

0183-2564848/2213697
3 Bangalore Bangalore HotelGreenOrchid,NearNatrajTheatre,No-186/12,Rajiv

Gandhi Circle,Seshadripuram,Bangalore560020080-

23564999/23561102(Fax)
4. Bhimtal Kashipur KrishnaCottage,Goludhar,Bhimtal,District-Nainital.05942-247973

5. Bhowali Kashipur RaiCottage,Farasuli,Bhowali,District-Nainital.05942-220949

6. Chennai Chennai M/sShriDeviParkPvtLtd.,NorthUsmanRoad,No.1Hanumantha

Road,T.Nagar,Chennai-600017044-

28157077/28157177

7. Dalhousie Dharmashala HotelRaviView,NearSubhashChowk,Dalhousie,HP.01899-

240724/9418085888

9. Goa Mumbai
HotelGopikaInternational,D-15,St.Mary'sColony,Miramar,Panjim,Goa.

0832-2462894/2463823

10.
Haridwar Dehradun

HotelGangaRivera,Haridwar-RishikeshByPassRoad,

Haridwar.TELE#:01334-240940/240941

11.
Jaipur Jaipur

RattanCottage,NBCRoad,NearSBIFlats,BehindRailwayStation,

Jaipur.041-2221797

12.
Kanyakumari Chennai VivekanandLodge,VivekanandaPuram,Kanyakumari-

629702.04562-246232/246250/247177

13. Katra Jammu HotelKashmirResidency,MainRoad,Katra-18230101991-

232920

14. Manali Mandi HotelNewKenilworthInternational,TheMall,Opp.VanVihar,

Manali,Distt-Kulu.01902-253062/253238.

15. Mussourie Dehradun
HotelKrishnaPalace,NearClockTower,Mussorie.0135-

2631348/2630162(Fax)
16. Mumbai Mumbai 703,SilverlineApartment,/11Floor,MilitaryRoad,GaneshPada,Marol

Naka,Andheri(East),Mumbai.022-29258011

17. Nainital Kashipur

HotelRoyal,Mallital,BaraBazar,Nainital.05942-236007

19. Patnitop J&K J&KTourismDevelopmentCorporation,HotelDakBangla,Patnitop,

J&K.01992-287550

20.
Puri Bhubaneswar HotelRichiPalace,GopalBallabhLane,GandhiGhat,Puri.06752-

220627

21. Varanasi Varanasi HotelSurya,S-20/51,A-5,TheMallRoad,VarunaBridge,Varanasi-221

001.0542-2508465/2508466/2502758(FAX)
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LISTOFGUESTHOUSES

1. Delhi Delhi

PNBResidentialComplex,1st.Floor,GurudwaraRoad(AryaSamajRoad),

KarolBagh,NewDelhi.Oil-28753110
2.' Jaipur Jaipur C-381,PradhanMarg,MalviyaNagar,Jaipur.0141-2520440.

3. Mumbai Mumbai VenusApartment,FlatNo.42,4thFloor,CuffeParade,Colaba,Mumbai.

022-22185499
4. Mumbai Mumbai A-l,FirstFloor,2,CuffeCastle,CuffeParade,Colaba,Mumbai-400005.

022-22183094

5. Mumbai Mumbai FlatNo.3,MistriCourt,Opp.CCIClub,DinshaWachaRoad,Churchgate,,

Mumbai.022-22823566

6.
Shimla Shimla AwadhPalace,TheMall,OppositeHPHighCourt,Shimla.0177-

2812483/2653585(Fax)

7. Udaipur Jodhpur

HotelMotiMahal,ServeRituVilasCorner,InsideUdaipole,Udaipur

(RAJ)-313001.TELE#:0294-2488302/5102188

SPACEFORUPDATES
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SPACEFORUPDATES
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SPACEFORUPDATES



CHAPTER13̂

LOANSFOROFFICERS



[CHAPTÊ3j

LOANSFOROFFICERS

1. CONVEYANCELOANSCHEMEFOROFFICERSTAFF

(LACir.No.100dt.16.09.2013,144dt.30.12.2014,HRDDCir.No.727dt.02.12.2015)

A. SCHEMEFORCARLOANTOOFFICERSTAFFATCONCESSIONALRATEOFINTEREST

1. PURPOSEOFLOAN:Purchaseofanewcar(includingSUV/MUV/Jeep)oranold

car(includingSUV/MUV/Jeep)notmorethan5yearsoldforpersonaluseonly.

2. ELIGIBILITYAnyofficerconfirmedinBankservice.

3. AMOUNTOFLOAN

NewCars-

90%ofthecostofvehiclesubjecttoamaximum ofRs.10,00,000/-.

OldCars-

90%ofthevaluationarrivedatafterprovidingdepreciationattherateof10% p.a.onthecurrentinvoice

valueofvehicleonwrittendownbasisorthe Purchase pricesubjecttoamaximum ofRs.10,00,000/-,

whicheverisless.

4. RATEOFINTEREST:7.00%PAsimple.

5. SECURITY:VehiclepurchasedwiththeloanwillbehypothecatedtotheBankwithregistration

inthenameoftheborrowerjointlywiththeBank.

6. REPAYMENT

NewCars:180months.

OldCars:120months(ortheperiodofserviceremaining);whicheverisless.

Principalandinterestthereon,shallberecoveredintheratioof3:2.Fullprincipalamounttobeadjusted

first.

B. ADDITIONALLOANFORPURCHASEOFCARTOOFFICERSTAFF

Additionalloan,ifanyrequired,maybetakenbyofficersundercarloanschemeforpublic.

(CONVERSIONOFADDITIONALLOAN/LOANUNDERPUBLICSCHEME)

Conversionofoutstandingadditionalloan/loantakenbyofficersunderpublicschememaybepermittedtothe

extentofrevisedlimits,fromthedateofrequest.

C. LOANFORPURCHASEOFSCOOTERS/MOTORCYCLES/MOPEDSTOOFFICERS

ATCONCESSIONALRATEOFINTEREST

1. PURPOSEOFLOAN:Purchaseofnewscooter/motor-cycle/mopedoroldscooter/motor

cyclenotmorethan5yearsold.

2. ELIGIBILITY: AllBankOfficersconfirmedintheBankservice.



3. AMOUNTOFLOAN:

Forscooter/motorcycle/moped:90%ofthecostofvehicleorRs.1,00,000/-
whicheverisless.

Incaseofoldscooter/motor-cyclenotmorethan5yearsold,theamountofloanshouldnotexceed90%oftheir

currentinvoice value less depreciation computed atthe rate of10% p.a.onwrittendownbasis orpurchase

price,whicheverislowerwithamaximum ofRs.1,00,000/-.

4. RATEOFINTEREST: - 7.00%PAsimple.

5. REPAYMENT

Loantogetherwithinterestthereonshallberepayableinnotmorethan84monthlyinstallmentsintheratioof

5:1forprincipal& interestrespectively.Fullprincipalamounttobeadjustedfirst.

(RevisedrateofinterestincaseofloanforcaraswellasScooter/MotorCyde/Mopedwillbe

applicableforexistingaswellasFreshLoans.

(HRDDCir.No.727dt.02.12.2015)

D. SECONDTIMELOAN

(Loans&AdvancesCir.NO.100dt.16.09.2013)

ConveyanceLoantoofficersforpurchaseofcar/twowheelersonsecond/subsequentoccasionunder

concessionalrateofinterestSchememaybegrantedsubjecttothefollowingconditions:-

i) Aperiodof4years should elapse from thedate ofavailmentofearlier loan beforeconsideringafresh

applicationforloanforpurchaseofanothervehicle.

ii) The stipulation of4 years should,however,be waived in case ofan officer,who applies forloanfor

changeovertoanothertypeofvehicle(i.e.scooter/motorcycletocar).

iii) Beforeconsiderationofanapplicationforpurchaseofa vehicleforsecondorsubsequenttimeorchange

overto anothertype ofvehicle,the loan taken earlier togetherwithinterestthereonshouldbefully

liquidated.

iv) Whereanofficersellshisvehiclepurchasedwithbank'sloanandappliesforafreshloanforpurchaseof

anothervehicle,apartfrom fullyliquidatingtheold loan,the surplus sale proceedsmustbeappliedtowards

purchaseofthenewvehicle.

Totakecareofthisprovision,anundertakingshould beobtainedfrom the officerindicatingthereinthe

presentstatus ofthe existing vehicle i.e.whethersold outornotandifsoldout,thesellingpriceofthe

sameshouldalsobespecified.

v) Ifanofficerrepaystheconveyanceloangranted to him in the normalcourseand then appliesforafresh

loanforanothervehicle,itwillnotbenecessary forhim to utilize saleproceedsoftheearliervehicle.This

concession would notbe available to those wholiquidatedthepreviousloanprematurelyandapplyfora

freshloan.

vi) Theamountoffresh loan willbe restricted to ceiling provided forin theschemeforgrantofloan for

conveyance ortheestimated costofvehicle,whichever is lower, subjectfurthertoadjustmentofsale

proceedsoftheearliervehicle,whereverapplicable.

vii) Loanforpurchaseofmotorcar/two-wheeleronSecond/subsequentoccasion beforestipulatedperiodof4

yearsmaybesanctionedbytheauthoritycompetenttosanction



conveyanceloantoofficers,incasethevehiclefinancedbytheBankisstolen/damaged byanaccident,

FIRislodgedwiththepolice andtotalloss has been granted by the insurancecompany.Amountof

insurance claim granted bytheinsurance company willfirstbeappropriatedtowardsadjustmentofloan

along with interest.In caseofshortfall,thesameshouldbemadegoodbytheborrowingofficer from his

own sources.Excess amountofclaim,ifanyleft,afteradjustmentofloan account,should be utilised

towardsmarginmoney.

D. ADDITIONALLOANFORPURCHASEOFTWOWHEELERSATPUBLICRATE

Additionalloan,ifanyrequired,maybetakenbyofficersunderloanfortwowheelerschemeforpublic.

E. LOANFORPURCHASEOFTWO-WHEELERTOALLOFFICERSONPROBATION

(Loans&AdvancesCircularNo.100dt16.09.2013)

PurchaseoftwowheelermaybeallowedtoOfficersonprobationunderTwo-WheelerSchemefor
Publiconthesametermsandconditionsasapplicabletopublicsubjecttofollowingadditionalterms
andconditions:

i) Theloanamountshallbemaximum totheextent asstipulatedunder ConveyanceLoanSchemefor

OfficersatConcessionalInterestRate,presentlythemaximum permissibleloanunderthesaidschemeis

Rs.60000/-.

ii) Theinterestrateasapplicableunderaparticulartwo-wheelerloanschemeforpublicshallbeapplicable.

iii) Theamountofrecoveryinrespectoftheproposedloanaswellasanyotherloan/advancetakenbythe

employeefrom theBankoroutside (includingCredit&ThriftSociety),shouldbelimitedtoanamount

whichleavesatleast40% ofthesalaryfortheemployeeafterdeductinginstalmentsforvariousloans,

providentfund,incometaxandotherstatutorydeductions,ifany.Inotherwords,thecarryhomepayofan

employeeshallnotbelessthan40%ofthegrossemoluments

iv) Variouscharges i.e.pre-paymentcharges,documentation,upfront fee,etc. prescribed underpublic

schemeshouldnotberecoveredfrom suchofficersavailingloanunderpublicscheme.

v) Theauthoritycompetenttosanction loan forpurchase two-wheelers to staffmembers understaff

schemesshallbe the competentauthority to sanction two-wheelerloan to suchOfficersduringthe

periodofprobationunderpublicscheme.

vi) Afterconfirmationofsuch Officers in the bank service,loan availed under public schememaybe

convertedto theconveyanceloanschemeforofficersatconcessionalrateofinterestprovidedallthe

termsandconditionsofthesaidschemearecompliedwith.

TheconversionshallbepermittedattherequestofsuchOfficersbytheIncumbentofthebranch

wheretheconveyanceloanaccountisbeingmaintained.

vii) Atthetimeofconversion,themonthlyinstalmentshallbere-fixedkeepinginview therateofinterestand

re-paymentperiodoftheconveyanceloanschemeforofficersatconcessionalrate ofinterest.However,

whilefixing therepaymentperiod,theperiodforwhichtheloanhasalreadyrunshould bededucted

from thetotalre-paymentperiod.



190

OBTENTIONOFJOINTREGISTRATIONANDCOPYOFDRIVINGLICENSE

LOANS&ADVANCESCIRCULARN0.100dt.16.09.2013statesthatInview ofthe notification'CentralMotor

VehicleRules(CMVR)vide GSR 589 (E)dated 16.9.2005',inter-alia,statingthatthebattery operated vehicle

having power lessthan0.25KW andmaximum speedlessthan25km.perhourshallnotbedeemedtobea

motor vehicle, the extant guidelines,forConveyanceLoantoOfficer/workmenStaff, in case of battery

operated/electricvehicleshavebeenrevisedasunder:

a. Theclausepertainingtoobtentionofregistrationofthevehiclein the name ofthe borrowerjointlywith

thebankandobtentionofcopyofdriving license oftheborrowingemployeehavebeendeleted.

b. Acopyofthecertificatetothe effect thatthe vehicle does notrequire a driving licenseand

registrationfrom theTransportAuthoritiesdueto exemptionunderCMVR videGSR-589tobekeptin

records.

c. Staffmembers availing loan forsuch vehicles shallnotbe eligible forreimbursementofpetrol

expensesonaccountofthesevehiclesasthesamebeingbatteryoperated.

2. FESTIVALADVANCE
(PADDivisionCir.NO.64/2011,L&ACir.No.109/2011)

AllconfirmedemployeesareeligibleforinterestfreeFestivalAdvanceequaltoonemonth'sgrosssalary(Basic

Pay+DA+SpecialPay),onthefollowingconditions:

OFestivalAdvancewillberepayablein10equalmonthlyinstallments.

ONofurtheradvancewillbeallowedunlessthepreviousadvancehasbeenadjusted.

OAdvancewillbegiven onlyonceinacalendaryearforoneFestivalonlyonwrittenrequest.

OTheabovelimitswillalsobeapplicabletoPujaAdvanceadmissibleintheStateofWestBengal.

O Afterdeduction ofPF/Income Tax and various loan installments, including recoverytowardsFestival

Advance,theemployee'stake-homepayshallnotbelessthan50% ofthegrosssalary.

OLimitfixed forFestivalAdvance toonemonth'sBasicPaysubject to a maximum ofRs.25000/-,Rs.20000/-

(minimum:Rs.8000/-)andRs.l5000/-(minimum : Rs. 6000/-) forOfficers,ClericalandsubordinateStaff
respectivelyw.e.f.23.12.2011

3. SCHEMEFORGRANTOFCLEANOVERDRAFTFACILITYTOSTAFFMEMBERS

(Loans&AdvancesCir.No.123dtl4.12.2011,LACir.No.79dt02.07.2014LACir.No.56dt.

02.07.2015)

1. TYPEOFFACILITY

CleanOverdraft/DemandLoan

2. PURPOSE
Anybonafidepurpose

3. ELIGIBILITY

a) Minimum3yearsofconfirmedservice(includingprobationperiod)intheBank.
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b) TheemployeeswhosetotalserviceintheBankis'12years&above'shallbeeligibleforthe
enhancedlimitasindicatedatSI.No.'iv'belowsubjecttofollowing:

i) Atthetimeofsanctionofenhancedfacility,theterminalduesoftheemployeeshouldbesufficientto

coverthecleanOD/DLlimit.

ii)Incaseterminalduesarenotsufficientto cover theclean OD/DL limit,charge onhousepropertyin

respectofwhich housing loan has been availed from the Bank tocoverOD/DL facility shallbe

extended.Ifhousing loanisnotoutstanding/availed,equitablemortgageofpropertyinhis/hernamebe

taken assecurity tocoverthedeficit.

iii)IncaseterminalduesarenotsufficienttocoverthecleanOD/DLlimitandEM/extensionofchargeon

housepropertytocovertheOD/DLfacilityisnotpossible,overdraft/DLfacilitywillbeavailableonlytothe

maximum extentofterminalduesoftheemployeeasonthedateofloanapplication.

c) Applicabletoboth(a)&(b)above:

TheemployeesshallbeeligibleforcleanOD/DLfacilitysubjecttostipulation thatthe totaldeductionsfrom the

salaryof the applicantemployee on accountof instalments for variousotherloansincludingnotional

monthlyinterestontheclean OD limit (assumingthatthelimitisfullydrawn)/instalmentofthe

proposedDemandLoan,providentfund,income tax and such otherstatutorydeductions,do notexceed

60% ofgrosssalary.Inotherwordsthecarryhomepayofan employeeunderno circumstancesbeless

than40%ofhisgrossemoluments.

However,inthecaseofexistingODaccountsifanemployeeprefersrepaymentthroughtheDLroute,

thenthesamewillbepermittedevenifhistakehomepayfallsbelowtheceiling.

0Staffmembers,whoareconfirmedintheBankservice andarenoteligible toraise loanundertheStaff

CleanOverdraftSchemedue to serviceperiod being lessthan 3 yearsintheBank,maybe allowed

loanunderPersonalLoanScheme forPublicsubjecttocomplianceofexistingterms&conditions.

□Aftercompleting3yearsofserviceintheBankand becomingeligibleundertheCleanOverdraftSchemefor

staff members,incasetheoverdraftfacility isavailed,theexistingloanunderthisschemeshould be

firstadjusted.ItmaybeadjustedtothedebitofCleanODaccount.

4. OVERDRAFTLIMIT/DEMANDLOAN(MAXIMUM):

(a) Theoverdraftlimit/DemandLoandependinguponlengthofservicewillbe asfollows:

TotalLengthofService&amount

3 years & above but

below5years

5 years &.abovebut

below12years

12years&above

Officers Rs.1.50lakhs Rs.3.00lakhs Rs.4.50lakhs

ClericalStaff Rs.1.00lakhs Rs.2.00lakhs Rs.3.00lakhs

Sub-Staff Rs.0.50lakh Rs.1.00lakh Rs.1.50lakhs
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(b)Outof(a)abovetheamountofDemandLoanandOverdraftwillbeasunder:

i) Inallfreshcasesemployeesshallhave an option to availthe facility as Demand Loanora

combinationofOverdraft(OD)andDemand Loan (DL)subject to amaximum of50%oftheeligible

amountasOverdraft.

ii) Employeesalreadyavailing the OD facilitymay,attheiroption,converta partofOD(minimum

50%)asDemandLoanunderfixed repaymentprogrammeandcontinuetheremainingasOD.

iii) Employeesbecomingeligibleforhigher limiton account ofthe length ofservicemayavailthe

additionalamountbywayofDemandLoanonlyunderfixedrepaymentprogramme.

Note:Parttimepermanentemployeesarealsoeligiblesubjecttothefollowingcondition:-

Themaximum amountofclean overdraft/Demand Loan facilitythatcan be granted to part-timeemployees

shallbeinproportiontothescale/wagesdrawn bythem.Forinstance,ifaregularsubordinatestaff employee

iseligibleforenhanced clean overdraft/Demand Loan facilityofRs.1.50lakhs,aparttimepermanentemployee

having12yearsofservicedrawingl/3rdofthepayshallbeeligibleforsuchfacility,subjecttothemaximum of

Rs.50,000/-.EligibilityforDemandLoanandOverdraftwillbeasperiv(b)above.

5. REPAYMENT:

a) Overdraft:

Nospecificrepaymentprogrammeforrepaymentofprincipalloan amount isto be insisted upon.Employees

mayfixrepaymentprogrammesothatentire loanisrepaid bythetimehe/sheretires.Theentire outstanding

should, however,be recovered when the employee ceasestobeinservice,foranyreason whatsoever.Itis,

however,mandatorythatinterestwheneverappliedisfullyservicedandtheaccountkeptregularatalltimes.

b) DemandLoan:

Maximum120equatedmonthlyinstalments/remainingperiodofservice,whicheverislower.Repaymenttocommence

fromthemonthfollowingtheoneinwhichtheloanisdisbursedbywayofdirectdeductionfromsalary.

6. RATEOFINTEREST:

a) Overdraft-BaseRate(compoundedonmonthlyrest)

b) DemandLoan-BaseRate(compoundedonmonthlyrest).

7. SANCTIONINGAUTHORITY:

StaffpostedinSmall/Medium/LargeBranches

Incumbentsofsmall/medium/largebranchesshallallow facility under thisscheme uptotheeligibleamountto

thestaffpostedintheirbranches.However,thefacilitytotheIncumbents ofsuchbrancheswillbesanctioned

bytheconcernedcontrollingoffice.

StaffpostedinLCBs/ELBs/VLBs/AdminisitiveOfficesincludingHODivisions

IncaseofLCBs,ELBs,VLBs,andAdministrativeOffices,includingHO divisions,such facilitywillbesanctioned

byScale-IIorScale-IllManagers,whoarespecificallydesignatedbytheIncumbent(s)/DivisionalHeadsin terms of

office order/duty sheet. The designated managers(inScaleII&III)cansanctionsuchfacilitytotheirsenior

officersalso,including
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CM/AGM/DGMofthedivision/branch.Suchcasesshallcontinuetobereportedeverymonthalongwith
facilitiessanctionedbytheIncumbent-in-chargeintheLimitSanctionedStatement.

4.HOUSINGLOANSCHEMEFORTHEMEMBERSOFOFFICERSTAFF

(LAcir.No.96dt24.09.98,62/06dt.09.06.2006,120/10dt30.10.2010,LA123dt.
22.10.2014,la13Dt.06.02.2015,)

1. ELIGIBILITY

i)AnOfficerwhohascompletedfiveyearsofcontinuousserviceintheBankshallbeeligiblefortheloan.

2. PURPOSE

i) Acquiringaplotandconstructingahousethereon.

ii) Purchasingaplotoflandinthenameofthe borrowing memberofastafforjointly in the nameofthe

borrowingmemberofthestaffwithhis/herspouseorinthenameofhiswife.(Theamountnottoexceed

50%oftheeligibleloan)

ii) Constructingnewhouseontheplotownedbytheofficialorjointlywithhis/herspouse.

iii) Gettingaplotunderco-operativeschemesandbuildinga house,where title willveston theofficialafterthe

houseisbuilt.

iv) Enlarginglivingaccommodationinanexistinghouse owned bythe officialorjointlywith spouse.The total

costoftheexistingstructure (excluding costof land) and theproposedadditionsshouldnotexceedthe

prescribedcostceiling.

v) Conversion ofhire-purchase into outright purchase ofhouse/flat from State HousingBoardsorsimilar

Government controlled bodies,and outright purchase of new ready builthouseorflatfrom Govt.Semi-

Governmentorlocalbodies,housingboards,developmentauthorities,etc.andfromprivateparties.

vi) Purchasingofhouse/flatunderself-financinghousingscheme and co-operative grouphousingsocieties.

vii) Repaymentofloantaken from Bank/privatesourceforhouseconstruction,even iftheconstructionhasalready

commenced.

viii) Constructingtheresidentialportionaloneofthebuildingon a plotwhichisearmarkedas ashop-cum-

residentialplotinaresidentialcolony.

3.AMOUNTOFADVANCEANDRATEOFINTEREST

(Rsinlac)

Revised(HRDDCir.No.726dtd.02.12.2015)

Category SubStaff Clericalstaff Officers

Max.Loan

Amount

Maximum loanamountof
25.00 40.00 60.00uptoScaleIV

80.00ScaleV&above
ROI(Simple) UptoRs.40.00lacs:6.75%PAsimple

AboveRs.40.00lacs:8.00PAsimple

Revisedrateofinterestwillapplytoexistingaswellasfresh

loans.

NetTakeHome

pay

Shouldnotbelessthan40% ofthemonthlygross salary aftertaking intoaccount

thedeductionincludingproposedHLinstallment
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Thepart-timeemployeeswhoareconfirmedintheservicesoftheBankandfittedwithtimescaleofwagesare

eligibleforhousingloanunderthehousingloan scheme applicable to thesub-staffofthe bank.However,the

maximum amountofloanpayable tosuchemployeesshallbeinproportiontothescalewagesdrawnbythem.

4. MARGIN:Oldscheme:Nil;Newscheme:10%

5.LOANFORREPAIR/RENOVATION/ENLARGEMENT

(Rs.Inlac)

Category SubStaff Clericalstaff Officers

Maximum LoanAmount(Rs.inlacs) 4.00 6.00 10.00

6.REPAYMENT:

Innotmorethan300monthlyinstallmentsor70yearsofagewhicheverisearlier.Theloanshallberepayablein

theratioof3:1,theprincipalbeingadjustedfirstinfull.

7. PROJECTCOST

TheoldcostceilingofRs.18 lacforavailing housing loan by officer employees has been dispensedwith.

However,insuchcases sources through which theprojectcostto bemetoverandabovethehousingloan

amountshouldbeclearlyindicatedtothesatisfactionofthesanctioningauthorityanditshouldbeensured thatthe

nettakehomesalary shallnotbelowerthanstipulatedaspertheguidelines.

Asperold guidelines,allexpenses,stampduty,registrationchargesetc.areto bebornebythemembersof

staff.Ithasnowbeendecidedthatcostofprojectmayincludestampduty,registrationcharges,othermisc.expenses,

anytaximposedbyGovt.etc.andamount ofadvancesmaybecomputedafterprovidingfor10% marginon

thecostofprojectsubjecttothefulfillmentofothereligibilitycriteria.

8. EXISTINGHOUSINGLOANSOFMEMBERSOFSTAFF(TAKEOVER/CONVERSION)

Inordertogivethebenefitoftheenhancedhousing loanlimit,ithasbeen decidedthatmembersofstaffwho

havealreadyavailed loanforacquiring/constructinga house/flatfrom anyinstitutionalsourcessuchashousing

financeinstitutions/companies,housing boards,commercialbanksincludingloan/savailed from ourBank,may

convert their existing loanaccountundertheSchemeforHousingLoanto MembersofStaff.Fortaking over

theloanaccountfromotherbanks/FIsorconversionofloanunderpublicschemeintotheloanunderthestaff

scheme,thesanctioningauthorityatvariouslevelsshouldbesatisfiedwiththegenuinenessofthereasonsfornot

initiallyavailinghousingloanfromtheBank.

9. ADDITIONALHOUSINGLOAN

Intermsofearlierguidelines,additionalhousingloantomembersofstaffcan be granted forspecified reason as

one time measure.The enhancementin the housing loan limit, as advisedvideL&ACir.No.123 dt.

22.10.2014mayalso beavailedasAdditionalHousingloanbytheeligibleemployeesasonetimemeasurein

accordancewiththeexistingguidelinesofAdditionalHousingLoanirrespectiveofthefactthatthe employee has

availed theadditionalhousingloanasonetimemeasureearlier.
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10. Thestaffmembermayavailthebenefitofrevisedrateofinterestincaseofexistinghousingloanaccount

undertheSchemeofHousingLoantoMembersofStaff.

ADDITIONALHOUSINGLOAN-OTHERGUIDELINES:

(Loans&Advancescircutarno.92dt3.8.2001)

A. FORPURPOSE1

i)Additions/alterations/renovationsintheexistinghouse/flat.

ii)Repayment of loan availed from identifiable/verifiable sources, including private sources,for

purchase/completion of house/flat/ carrying out additions/ alterations/renovations intheexisting

house/flat.

EXTENTOFADDITIONALHOUSINGLOAN

Themaximum amountofAdditionalHousingLoanfortheabovepurposeswillbeasunder:

Current eligibility minus the amount of housing loan already availed OR cost of

construction/additions/alterations/renovations in the existing house/flat/ amount of loanraisedfrom

identifiable/verifiablesources,includingprivatesources,whicheverisless.

B. FORPURPOSE2

i)Forpurchase/constructionofahouse/flataftersellingtheexistingone.

ii) Wheretheexistinghouse/flathasalreadybeensoldandotheroneisproposedtobepu

rchased/constructed.

EXTENTOFADDITIONALHOUSINGLOAN

ThemaximumamountofAdditionalHousingLoanfortheabovepurposeswillbeasunder:Difference

betweenthecurrenteligibilityandtheamountofHousingLoanavailedplusextentofoutstandingof

principalamountrepaidinlumpsumatthetimeofadjustmentof

previoushousingloan.

OR

Costofthehouse/flatproposedtobepurchased/constructed,whicheverisless,subjecttocurrenteligibility

prescribedunderthescheme.

REPAYMENT

Theadditionalhousing loantogetherwithinterest thereon shallberepayablein notmorethan300monthly

installmentsor70yearsofagewhicheverisearlier.Incase,however,therepaymentisto beeffectedina shorter

period,the numberofinstallments towards principalandinterestshouldbeintheratioof3:1,theprincipalbeing

adjustedfirstinfull.

RATEOFINTEREST

Therateofinterestonenhancedportionwouldbedeterminedaftertakingintoaccounttheentireamountof

availed/existingandproposedhousingloan.
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5.HOUSINGLOANSCHEMEFORMEMBERSOFSTAFFATPUBLICRATE.

{Loans&AdvancesCir.No.44.dt25.5.99&93dt9.10.2003)

1) PURPOSE

i) Forcompletionofthehouseorformakingadditions/alterations/repairs/renovationsetc.&for
purchaseofbuilthouse/flat.

ii)Forrepaymentofearlierloan taken from Bank/Housing Finance Institution approvedbyNHB(Thiswill

includeInstitutionslikePNBHousing Finance,HDFC,LIC Housing Financeetc.)

2) MAXIMUM AMOUNTOFLOAN:Rs.5lacs

3) RATEOFINTEREST:AsapplicabletoPublic(BestBorrower)(RADCir.5/2013)

4) MARGIN :20%uptoloansofRs.25.00lac&25%forloansaboveRs.

25.00lac

5) REPAYMENT 20yearsincludingmoratoriumperiodorremainingperiodof

serviceoftheemployeewhicheverisearlier.

HOUSINGLOANTOSTAFFMEMBERSUNDERPUBLICSCHEMES

(L&ACir.No.138dt.14.12.2005,&LACir.No.80/11)

HousingLoancanbegrantedtotheemployee/officerwhoisalreadyowningahouseinthetown/villagewhere

heresidesforbuying/constructingasecondhouse/flatinthesametown/villageorinothertown/village

forthe purpose ofself-occupation on the same terms & conditionsas applicable to public subjectto

fulfillmentofadditionalterms &conditionsascontainedinLACircularNo.46dt.23.04.2005&LA80/11.

HOUSINGLOANTOOFFICERSUNDERPUBLICSCHEMES-WHEREPROPERTYISINTHENAMEOF

THEWIFE

CLoans&AdvanceCir.No.Ildt.12.11.2003)

Officerscanavailloanunderschemeifthepropertyisinthenameoftheborrowingofficerortheborrowing

officerjointlywithhis/herspouse orinthenameofhiswifealone.A femaleofficerwouldnotbeabletoavail

theloanincasethepropertyisinthenameofherhusbandalone.However,underconcessionalrateofinterest

scheme,officersarenoteligibleforloanonthepropertyownedbyhis/herspousealone.

OVERDRAFTFACILITYTOSTAFFMEMBERSINCASEOFEXISTINGHOUSINGLOANACCOUNTSUNDER

PUBLICSCHEME-CLUBBINGOFINCOMEOFSPOUSE

(Loans&AdvancesCircularNo.157dt.08.10.2008)

Ithasbeendecidedthatguidelinesregarding"ClubbingofIncome ofSpouse incaseofHousingLoantoStaff

MembersunderPublicScheme"maybe extended in caseof"OverdraftfacilitytoexistingHousingLoanofStaff

MembersunderPublicScheme"fordeterminingtherepayingcapacityoftheborrowerbymakingthespouseasco-

borrower.
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HOUSINGLOANSCHEMEFORMEMBERSOFSTAFF-COMPUTATIONOFINTEREST

(Loans&AdvancesCircularNO.63dt13.06.2006)

Therevisedguidelineswithregardtocomputationofinterestunderthehousingloanschemeformembersof

staffatconcessionalratehavebeenrevisedasunder:

Theinterestwillbechargedfrom thedateofthepaymentoftheloanorthefirstinstallmentofloanwhere

suchloanisdisbursedininstallments.Theamountofinterestwillbecalculatedbyadoptingmonthlybalance

methodi.e.interestwillbe calculated on the balanceoutstandingonthelastdayofeachmonth.

Incaseswhere disbursementshavebeen made during a particularmonth, interestin thatmonthshallbe

computedondailyproductbasis.Since system shallcharge interestonmonthlybalancemethodbasis,the

excessamountofinterestsochargedinsuchcasesshallbecreditedinthesaidloanaccountinthesucceeding

monthbypassing necessaryinterestvouchersmanually.

HOUSING LOAN SCHEME FOR THE MEMBERS OF STAFF - OBTENTION OF

GUARANTEE/SURETY/COLLATERALSECURITY

(Loans&AdvancesCircularNO.10dt.16.01.20p9As

perthemodifiedguidelines,obtention ofguarantee/surety/collateralsecurity has beendispensedwithirrespectiveof

thelengthofremainingserviceoftheemployeeandcreationof

mortgage. The modified guidelines will be applicable subject to fulfilment of following

conditions:

a) IfthebalanceinP.F.AccountandGratuity payable (notional),atthetimeofconsideringtheproposal,

to theborrowingemployeeis sufficient to meet thecombinedoutstandingoftheHousing Loan,

conveyance loan and clean OD facilityetc.,ifavailed byhim.An irrevocable letter ofauthority,be

obtained from the borrowing employee,authorising the Bank to appropriate the PF and Gratuity

payabletohim andthatheshallnotappointanomineeforpaymentofhisterminalduestilltheloan

accountisfullyadjusted.AlsolientobegotnotedoverPF/Gratuity.

b) Iftheloaniscollaterallysecuredbymortgageofsomeotherproperty/pledgeofGovt,securities,NSCs,KVPs,

IVPs/LIC Policies(surrendervalue)etc.(netoftaxes)equalto100%ofthehousingloanamount.

c) Iftheloaniscollaterallysecured bypledgeofPSU bonds (where interestis being servicedregularly),

Bank'sFDRsetc.equalto125%ofthehousingloanamount.

Further,theabovenotedrelaxationswillnotbeapplicabletotheofficialsundersuspensionoragainstwhom major

disciplinaryproceedingsareinitiated/pendingatthetimeofconsideringthehousingloan.

HOUSINGLOANSSCHEMEFORTHEMEMBERSOFSTAFF-TRANSFEROFROOFRIGHTS

(Loans&AdvancesCircularNo.34dt.05.03.2009)

Onreviewithasbeen decided thattransferofroofrightsofthepropertymortgaged to thebankasprincipal

securityunderhousing loanscheme forthemembersofstaffshallbeconsideredsubjecttofollowing:
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a) Theownershalltransferroofrights,infavourofownchildrenonly,along withundividedinterestinthe

landbywayofSaleDeedbydescribingother rights inrespectofcommonareasetc.,subjecttothe

followingconditions:-

i) Theplots allotted byDevelopmentAuthoritiesdo notcontain anyrestrictionswithregardto

division ofplotorcreating un-divided interestin it(Sale ofareaintheconstructedproperty

floor-wise).

ii) Thepropertyshould befree-holdandtheprevious Conveyance Deed,RulesandBye-laws,if

any,whichgoverntheconstructionoftheproperty,donotprohibitcreationofun-dividedinterest

intheland.

b) Thevalue(realisablevalue)ofthemortgagedpropertyisatleast200% oftheloanamountoutstanding

(tokeep margin incaseofdownward movementofpropertyprices).Valueistobetakennetofthe

valueofroofrightstobetransferred.

TheauthoritytopermittransferofroofrightsbywayofsaledeedsshallbevestedwiththeCircleHead/DGM,

CAD,HO

5. CONCESSIONALRATEOFINTEREST UNDER EDUCATION LOAN SCHEMES TO THECHILDRENOF

EMPLOYEESWHERESTAFFISEITHERCO-BORROWERORGUARANTOR.
(RADCircularNo.39/2015dt.08.06.2015)

EducationloantochildrenofPNBEmployeesshallbeatBaseRatewhereemployeeiseitherco-borrowerofguarantor.

No otherconcession in rate ofinterestwillbe provided in such cases.The revised interestrate willbe

applicable to new as wellas existing borrowalaccounts.Theconcessionshallcontinue as perrepayment

scheduleevenaftertheemployeeretiresprovidedtheloanhasbeenavailedduringtheserviceperiodofthe

employee.Thiswillbeapplicableforemployeeswhoretireunder VRS butnotto those whoresign from Bank

service.Theconcessionwillhaveprospectiveeffectand shall be applicable on balanceoutstandingason

01.06.2015.

6. LOANS TO MEMBERS OF STAFF UNDER PUBLIC SCHEMES - GENERAL

INSTRUCTIONS

(LACircularNo.80/2011,LA22/09DT.01.07.2009)

Staffmembersarepermittedtoavailloanundertheschemesmeantforpublicinfollowingcases:

i) Loanforpurchaseoftwo-wheelersto staffmembersunderpublicschemeevenbefore5 years(4yearsin

caseofofficers)ofavailingprevioustwowheelerloan underconcessionalscheme.Besidesofficerswhohave

alreadyavailedloanforpurchase ofcaratconcessionalinterestratecanalsoavailloanforpurchaseoftwo-

wheelerunderpublicscheme.

ii) Personalloanasperpublicscheme to staffmembers,who are noteligible forloan underCleanOverdraft

Schemeforstaffmembersduetoserviceperiodlessthan5years.

2. Staff members can also avail loan for purchase/construction of houses/for carrying out

repairs/renovation/additions/alterationstotheexistinghouse/flataswellasforpurchaseofcar/scooter/motor-

cycles,etc.onthesameterms &conditionswith regard to margin,repayment,security,rateofinterest

(compounded),etc.asapplicabletopublic,subjecttofollowingadditionalterms&conditions:
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i) Staffmemberswhohaveavailedhousing&conveyanceloanunderStaffLoanSchemes(i.e.at

concessionalrateand/oratBPLR/interestrateapplicableforpublic)canalsoavailtheseloansunder

publicschemes.

ii) Theamountofrecoveryinrespectoftheproposedloanaswellasanyotherloan/advancetakenbythe

employeefrom theBankoroutside(includingCredit& ThriftSociety),shouldbelimitedtoanamountwhich

leavesatleast40%ofthesalaryfortheemployeeafterdeductinginstalmentsforvarious loans,provident

fund,income tax andotherstatutorydeductions,ifany.In otherwords,the carry home pay ofan

employeeshallnotbelessthan40%ofthegrossemoluments.

Housingloanforsecondhouseatthesame/othertown/village

Housingloancanbegranted totheemployee who is alreadyowning a house in thetown/villagewherehe

resides forbuying/constructingasecond house/flatin the same town/villageorinothertown/villageforthe

purposeofselfoccupationonthesameterms& conditionsasapplicabletopublic.

HOUSING LOAN UNDERPUBLICSCHEMETO STAFFMEMBERSHAVING LESSERPERIODOFSERVICE

THANTHETOTALREPAYMENTPERIODPERMISSIBLEUNDERPUBLICSCHEME

Circleheadsmayconsidersanction ofHousing loan underpublic scheme to staffmembers havinglesser

periodofservicethanthetotalrepaymentperiod permissibleunder publicscheme,whoarenotabletoadjust

theloanintheremainingperiod ofservice,subjecttoadjustmentofloanfrom theterminalduesandfulfillmentof

additionalterms& conditionsasapplicableunderHousing LoanScheme forStaff MembersatConcessional

Ratementionedbelow:

a) Beforesanction/disbursement,itistobeensured thatthebalancein P.F. Account andGratuitypayableto

theborrowingemployeewillbesufficienttomeet thecombinedoutstandingoftheHousingLoan,conveyance

loanandcleanOD facilityetc.,ifavailedbyhim.

b) Recoveryofterm loanshould startimmediatelyafteronemonthfrom the date ofdisbursementoffirst

installmentasagainsttheusualperiodof18months.

c) Monthlyinstallmentmaybefixedinsuchawaysoastocovertheinterestchargeableonthetermloanplus

aportionoftheprincipalsothatthebalanceofprincipaldoes notexceed80%oftheterminalduespayable

tohimatthetimeofretirement.

d) TotalmonthlydeductionsincludingtheproposedHousingLoaninstallmentandalsoafterconsideringnotional

monthlyinterestonClean ODlimit(assuming thatthe limitis fullydrawn)shouldnotexceed60%ofthe

grosssalaryoftheemployee.Inotherwords,thecarryhomepayofanemployeeshallnotbelessthan40%

ofthegrossemoluments.

e) AnundertakingistobeobtainedfromtheemployeethathewillnotavailP.F.loaninfuture.(Copy

ofthesanctionistobesenttoP.F.Departmentfortheirnecessaryaction).

f) SuchcasesofstaffpostedinHOdivisions,maybesanctionedbyChiefManager,CreditDivision,

HOafterapprovalbyDGMCreditDivision,HO.

CLUBBINGOFINCOMEOFSPOUSE

A.Housingloantostaffmembersunderpublicschememaybeconsideredsubjecttothefollowing

conditions:
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(i)Totaldeductionsfrom thesalary accountoftheemployeeshould belimited toanamountwhichleaves

atleast40%ofthesalaryoftheemployee.Inotherwords,thecarryhomepayofanemployeeshallnotbeless

than40%ofthegrossemoluments.

(ii)Theadditionalsourceofincomeofhis/herspousetothesatisfactionoftheBankmaybetakenintoaccount

fordeterminingtherepayingcapacityandquantumofloan.

(iii)Insuchasituation,thespouseshallbemadeasco-borrowerandtherepaymentoutofhis/herincomeis

tobeensured.

B.Aboveguidelinesregarding"ClubbingofIncomeofSpouseincaseofHousingLoantoStaffMembersunderPublic

Scheme"maybeextendedin caseof"Overdraftfacilityto existingHousingLoanofStaff Membersunder

Public Scheme"fordeterminingtherepayingcapacityoftheborrowerbymakingthespouseasco-borrower.

LOANSFORPERSONALNEEDSUNDERPUBLICSCHEMESTO STAFFMEMBERSWHO HAVE

ALREADYAVAILEDCLEANODFACILITYUNDERTHESCHEMEFORSTAFFMEMBERS

A. Staffmemberswhohavealreadyavailed clean ODfacilityunderthescheme forstaffmembersmayalso

availloanforpersonalneedsunderpublicschemessuchas(i)loanagainstmortgageofImmovableproperty

(ii)ODfacilitytoexistinghousingloanborrowers,

(iii)FinancingPropertyOwnersagainstfutureleaserentalsand(iv)PersonalLoantoPublicetc.

However,whileconsideringthecreditfacilitiestostaffmembersforpersonalneedsunderpublicschemeas

givenaboveinadditiontoclean OD facility forstaffmembers,thefollowingaspectsneedtobekeptinview:

a)Thecarryhomepayofan employeeshould notbelessthan40% ofthegrossemolumentsaftertaking

intoaccountalldeductions.

b)ODlimitssanctioned underany public scheme as mentioned above should be liquidated bywayof

monthlyreducingDPwithin therepaymentperiod as prescribed under the particularschemeorwithin the

remainingperiod ofservice ofemployee,whicheverisearlier.

c)Atthetimeofsanctionofoverdraftlimitundertheschememeantforpublic,the Bank's exposureshouldbe

fully covered bywayofmortgageofIPsacceptabletotheBankundertheparticularscheme.However,

incaseofpersonalloantothestaffmembersunderthepersonalloanschemeforpublicwherenoIP is

taken,theexposureshouldbefullycoveredbyterminalduesoftheemployee.

d)AllexistingguidelinesinrespectofcleanODschemeforstaffmembersaswellasotherschemesmeantfor

publicasmentionedaboveshallbedulycompliedwith.

e)Bankfinanceshallnottobeutilisedforthepurposeofanytrade/businessorforanyspeculativepurposes.An

undertakingtothiseffectbeobtainedandkeptonrecord.

B. COMPETENTAUTHORITYTOSANCTIONLOANTOSTAFFMEMBERSFORPERSONALNEEDSUNDER

VARIOUSPERSONALLOANSCHEMESMEANTFORPUBLIC

(i)Thecompetentauthorityforsanctionofloantostaffmembersundervariousschemesofpersonal

loansmeantforpublicshallbethesameasincaseofpublicavailingloanundervariousschemesfor

personalneeds.
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(ii) However,incaseswheretheIP againstwhichtheemployeehasalreadyavailedHousingloanfromourbank

is offered as security forloan forpersonalneeds under variousschemesmeantforpublic,the

CompetentAuthorityforthepurposeshallbethesameasincaseofHousingLoantostaffmembers.

iii) Loanstostaffmembersundervariousschemesofpersonalloansmeantforpublicshall besanctioned

bythecompetentauthoritywithoutreferringittoRetailAssetBranches.

8.CONTINUATION OF OVERDRAFT FACILITY TO EXISTING HOUSING LOAN BORROWERS AFTER
ADJUSTMENT/CLOSUREOFHOUSINGLOAN

Thefacilityforcontinuation/renewalofODfacilityevenafteradjustment/closureofhousingloaninfull
mayalsobeextendedtostaffmemberssubjecttothefollowing:

0Thesanctioningauthorityissatisfiedabouttherepayingcapacityoftheborrower.

0Thesaidoverdraftfacilityshallcontinuetobemadeavailabletotheborrowereven afteradjustmentofHousing

Loan,butuptohis/hermaximum ageof60years subject,however,toannualreview/renewal.TheCircle

Head/DivisionalHeadmay,however,allowtheOverdraftfacilityuptotheageof70yearsoftheborrower,i.e.the

perioduptowhichborrowerisallowedtorepay theregular Housing Loan,asperthepresentguidelines.

WhiletheborrowerswillberequiredtoserviceinterestonOD facilityregularlyrepaymentofOverdraftmay

beatunequalintervalswithunequalinstalmentsbutitistobeensuredthattheOverdraftfacilityisadjusted

uptotheageof70yearsoftheborrower.

0OthertermsandconditionswithregardtoOverdraftFacilitytoexistingHousingLoanborrowersandloan

tomembersofstaffunderPublicSchemeshallremainunchangedandshallbestrictlycompliedwith.

7. REVIEW OFREPAYMENTPERIOD:

(Loans&AdvancesCircularNo.46/2013)

Detailedguidelinesregarding sanction ofloansto staffmembersunderPublicSchemeshave beencirculated

videL&ACircularsNo.80dated30.06.2011 and othercirculars issued on thesubjectfrom timetotime.Ithas,

interalia,beenadvisedthatstaffmembersarepermittedtoavailvariousloansundertheschemesmeantforpublic

vizLoanforpurchaseoftwowheeler,Housingloan,ODfacilitytoexistinghousingloanborrowers,Personalloan

etc.,onthesametermsandconditionsasapplicabletogeneralpublic.However,the repaymentisgenerally

linkedwiththeremainingperiodofserviceoftheborrowingstaffmember.

Onreview,ithasbeendecidedasunder:

i) Staffmembersmayavailvarious loans underpublic schemesonthesameterms and conditionsincluding

repaymentprescribedundertheschemeforgeneralpublic.However,thepermissibledeductionsof60%or

50% asapplicabletovarious loanschemes shallremainunchanged.

ii) Inadditiontomonthlysalary/pension,sanctioningauthoritymayalsokeepinview other identifiable income

sourcesofemployee viz.rentalincome,interestincome,familyincome,etc.todeterminehis/herrepaying

capacityasisbeingdoneincaseofgeneralpublic.



£2

8.LOANINGPOWERS-SANCTIONOFSTAFFLOANS

A.NormalCases(asperscheme)
(L&Acircularno.87dated02.08.2013)

i) Loaningpowersforsanctionofloantostaffwillbethesameasapplicableforsimilarschemesforpublic,

depending upon the scale ofthe designated officers.However,forFestivalLoan,otherconveyanceloan

(otherthancarloan)andClean Overdraft/DemandLoan,theincumbentsofthebranches(ScaleI/II/III)andthe

designatedofficersofotherbranches/otherofficesshallexercisefullpowers.

ii) Therateofinterestshallbeconcessionalforstaffloansupto theamountallowed in Staffloanschemes.

Foramountsanctionedabovethat,rateofinterestapplicabletopublicshallbecharged.

iii) Forsanctionofloantostaff working in Administrative Offices/ other offices,designated officersof

CO/FGMO/ZAO/OtherOffices/HO Divisions shallexercise the same powers as vestedintheIncumbents

Inchargeofthatscale.

iv) Anystaffloanbeyond thevested powers of the Incumbent Incharge and loans to Incumbentof

branches/otherofficesshallbesanctionedbythedesignatedofficersofrespectiveCircleOffices.Loancases

ofCHs/DGMsofLCBandIncumbentofZAOswillbe sanctionedbythedesignatedCM/AGM ofFGMO and

thatof DivisionalHeads of HO,Principalof CSCand GMs (Field/HO)willbe sanctioned by the

designated CM/AGM ofCreditDivisionHO.

v) Designated officers can sanction such facilities to their seniors also including CM/AGM of the

branch/administrativeoffices.

vi) Officersforsanctionofstaffloantobedesignatedthroughofficeorder.

B.SPECIALCASES

There are specialcases such as,deduction exceeding the take home salary prescribed in thescheme,

inclusionoffamily/spouseincomewhile calculating totalincome,lowerinstallmentto befixedonaccount

of lesser period of service and balance to be recovered outofretirementdues,conversionofbalance

outstandinginStaffScheme atthe time ofretirementtopublicscheme etc.forwhich the loaning powers

wereearlier vested withCircleHeads(CHs)/DGM,CreditDivision,HO.Ithasnow beendecidedthatsuch

caseswillbesanctionedasunder:-

Specialcasesofallthestaff working inthebranchesandother offices (LDMOs/ZSC/RCC etc.)underthe

administrativecontrolofCOswillbesanctionedbytheCHsand thestaff workinginZAOs/HO Divisions/CSC

willbesanctionedbyDGM ofconcernedoffice/Division.SuchcasesofthestaffworkinginFGMOs,CHs8i

DGM ofLCBswillbesanctionedbyDGM ofFGMO and thatofDivisionalHeadsatHO,Incumbents of

ZAO,GMs(HO/Fields) willbesanctionedbyDGMCreditDivision,HO.Where theofficialsoftheprescribed

scale areeithernotpostedornotavailable,nexthigherauthorityshallexercisetheloaningpowers.

LoantostaffondeputationtoPNB Subsidiaries/RegionalRuralBanks/ other organization,normalcaseswill

be considered by the branches maintaining the account of theorganisationandspecialcasesbythe

concernedCircleHead.

Loaningpowersshallnotbeexercisedforsanctionofanyfacility,which shallbe directly orindirectly,to the

advantageofsanctioningauthority.Suchproposalsshouldbereferred tonexthigherauthority.
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Whileexercisingloaningpowersunderstaff schemesasabove,sanctioningauthorityshallensurecompliance

oftheindividualceiling prescribedunder specific welfare schemes aswellasoverallloaningpowersvested

withhimintermsofextantguidelines

Administrativeofficeswhich arenotsubmittingmonthly limit sanctionedstatements,willreportallstaffloan

sanctionedonmonthlybasistothenexthigherauthority.CSC/ZAOs/HO Divisionswillsubmitsuchstatementto

CreditDivisionHO.

SPACEFORUPDATES
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[CHAPTÊ4j

BENEFITSONRETIREMENT&POST-RETIREMENT

1. RETIREMENT

OOnattainmentof60yearsofage,

OEveryOfficershallretirefromtheserviceontheafternoonofthelastdayofthemonthinwhichheattainsthe

ageof60yearsprovidedthattheofficerwhosedateofbirthis1stofmonth,shallretirefrom theserviceon

theafternoonofthelastdayoftheprecedingmonthonattainingtheageof60years.

(PADConsolidatedCircularNo.18dt.31.03.2014)

Regulation19-AgeofRetirement

(1) TheageofretirementofanofficeremployeeshallbeasdeterminedbytheBoardin accordancewiththe

guidelinesissuedbytheGovernmentfromtimetotime.

ProvidedthattheBankmayatitsdiscretion,onreview bytheSpecialCommittee/SpecialCommittees

asprovidedhereinafterinSubRegulation(2)retire,ifitisoftheopinionthatitisinthepublicinterest,an

officeremployeeonoratanytimeafterthecompletionof55 yearsofage oronoratanytimeafterthe

completionof30yearsoftotalserviceasanofficeremployeeorotherwise,whicheverisearlier.

Providedfurtherthatbeforeretiringanofficeremployee,atleastthreemonthsnoticeinwritingoran

amountequivalentto three months substantive salary / pay andallowances,shallbegiventosuch

officeremployee.

ProvidedfurtherthatanofficeraggrievedbytheorderoftheCompetentAuthority,as providedinSub

Regulation(2)maywithinonemonthofthepassingoftheorder,giveinwritingarepresentationtothe

BoardofDirectorsagainstthedecisionofCompetentAuthority,and on receiptofsuch representation

from theconcernedofficer,theBoardofDirectorsshallconsiderhisrepresentationandtakeadecision

within a period ofthreemonths.Where theBoardofDirectorsdecidesthattheorderpassed bythe

CompetentAuthority is notjustified,the concerned officer shall be reinstated as thoughthe

CompetentAuthorityhasnotpassedtheorder.

Providedalsothatnothinginthisregulationshallbedeemedto precludeanofficeremployeefrom retiring

earlierpursuanttotheoptionexercisedbyhim inaccordancewiththerulesintheBank.

EXPLANATION:Anofficeremployeewillretireonthelastdayofthemonthinwhichhecompletes

hisageofretirement.

Providedthatanofficeremployeewhosedateofbirthisonthefirstdayofthemonth,shallretire

from theserviceontheafternoonofthelastdayoftheprecedingmonthonattainingtheageof

retirement.

(2) TheBankshallconstitutea SpecialCommittee/SpecialCommitteesconsistingofnotlessthanthree

members,toreview,whetheranofficeremployeeshouldberetiredinaccordancewiththefirstproviso to

thisregulation.Such Committee/Committeesshall,from timetotime,review thecaseofeachofficer

employeeandnoorder ofretirementshallbe made unless the Special Committee / Special

CommitteesrecommendsinwritingtotheCompetentAuthority,theretirementoftheofficeremployee.
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TheGovt,guidelineseffectivefrom 22.5.98inrespectofageofretirementareasunder:-

a)AgeofretirementofofficeremployeesoftheBankwouldbe60years.

b)Itisalsoclarifiedthat:

i) Everyofficeremployeeshallretire from theservice ontheafternoonofthelastdayofthemonth

inwhichheattainstheageof60 years provided thatthe officerwhosedateofbirth is 1stof

month,shallretire from the service on the afternoon ofthelastdayoftheprecedingmonthon

attainingtheageof60years.

ii)Noextensionshallbegiventoanyofficeremployeebeyond60yearsofage.

Theproceduretobeadoptedforreview forcontinuationinservice asprovidedinRegulationquotedaboveisas

under:-

a)ReviewforcontinuationinBank'sserviceinrespectofalltheofficersisto bemadeonattainingtheageof55

years,or,onoratany time afterthe completion of30 years ofservice as an officer employee or

otherwise,whicheverisearlier,irrespective ofthedateofjoiningoftheBank'sservicebytheofficer.

b) Ifthebankfeelsthatperformance/healthofanofficerhasdeterioratedtothe extent ofimpairing his

efficiencyorforwhateverotherreasons considers itnecessary,itshallhave therighttocauseaspecial

reviewanytimeafterthereview asmentionedatclause(a)abovehasbeenmade.

SUBMISSIONOFREVIEW PROPOSALS

Theproposalforreviewofanofficershallbeinitiatedsuomotobytheconcernedhigherauthorityasgiven

hereunder:

flInrespectofofficersinJuniorManagementGradeScaleI(otherthanofficersIncharaeT

ProposalsforreviewshallbesubmittedbytheIncumbentInchargeto theCircle Head informatI(enclosed)

andbytheManagersofAdministrativeOfficesinrespectofOfficersworkingintheirofficestotheCircleHead

/ChiefManageroftherespectiveoffice/Division.

ii) InrespectofficersinJuniorManagementGradeScaleI(OfficersIncharael.Proposals

shouldbepreparedinformatII(enclosed)inrespectiveCircleOffices.

iii) InrespectofofficersinMiddleManagementGradeScaleII&III.

ProposalinrespectofIncumbentInchargeshallbepreparedin formatII(enclosed)and in respectofOfficers

working inAdministrative Offices in format III(enclosed)in respectiveCircleOffices/Divisions.Incaseof

review ofManagersinScale-II/III(other thanIncumbentIncharge),theproformashouldbethesame

asprescribedforIncumbentInchargebutitshouldbeaccompaniedbyaseparatereportonhisperformancein

thedepartment(s)beingheadedbyhim.

ProposalsinrespectofInspectors/ConcurrentAuditorsshouldbesubmittedonFormat-IV(enclosed).

ThereviewproposalinrespectofofficersworkingintheCirclesshallbepreparedinCircleOffices.Forofficers

workinginFGMO/HO Divisions,theconcernedChief ManagerofFGMO/DivisionalHeadatHOshouldinitiate

necessaryaction.

ivlInrespectofofficersinSeniorManagementGradeandTOPExecutiveGrade.

ReviewproposalsofofficersbesubmittedtoHRDDivisionHO.
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PREPARATIONOFREVIEW PROPOSALS

TheperformanceoftheOfficerconcernedmustbereviewedforthepreceding3years.InthecaseofIncumbent

Incharge/Second Man,thefiguresregarding developmentofbusinessforthelast3yearsonhalfyearlybasis

shouldinvariablybeincorporated.Thesefiguresbesidesaggregatedepositsandadvancesmustcontainbreak-upof

priority sector advances,i.e.outstanding,disbursementand recovery percentage. In orderto make proper

assessment,itisdesiredthatpercentageofrecoveryasexisting asatthe time ofprevioushalfyearoftaking

overandasattheend ofeach subsequenthalfyears should be given. Itshould beparticularlynoted that

percentageofrecoveryonlyisrequiredtobegiven andnottheamountrecovered.

IncaseanOfficerhasworkedinmorethanoneoffice during thelast3years,figuresregardingdevelopmentof

businessandprioritysectoradvancesonhalfyearlybasisandasonthedateofhandingoverchargeshouldbe

conveyedforeachofficeseparately.

Theposition ofInspectionReports andalsoindividualappendicesrelating tothe period ofstayofanofficerat

abranchshouldbementionedwiththeoverallassessmentofthebranch.

Whilegivingperformancetowardsrectificationofauditirregularities,itisnotsufficienttosaymerely"satisfactory/

unsatisfactory".It should also indicate number of irregularitiesappearingunderdifferentappendicesatthetime

ofinspectionand number ofirregularitiesappearingatthetimeofreviewandeffortsbeingmadebytheofficerto

removethem.

Wheneverthereisafallinthefiguresofdevelopmentof business,i.e.Deposit,Advances andPrioritySector,

Recoverypercentageis down orthere is a 'Below Average'inspection reportduringtheperiodunderreviewthe

samemustbeexplainedwithcogentreasons.

In case ofofficers under suspension /against whom disciplinary proceedings are pending orareinthe

processofinitiation,this factshould be given in the formatand the latestposition withregardtothecase

shouldalsobeincorporated.

IncaseofreviewofLeadDistrictManagers/ChairmanofRegionalRuralBanks,theproposalsdulycompleted

should be forwarded through the PS & LB Division indicating therein thetargetsfixedfortheBankandthe

resultsachievedbyconcernedofficer.

Areportfrom theVigilanceDept.Headoffice mustbecalled,in time,whileinitiatingtheprocessforreviewing

caseofan officer.The report should invariably be incorporated in thereviewcaseasandwhenplacedfor

considerationoftheCompetentAuthority.

Allcasesmustbediarisedforsixmonthsbeforeduedate.Thecaseswhich aredelayedforanyreasonshould

invariablyincludereasonsfortheirlatesubmission.

CONSTITUTIONOFSPECIALCOMMITTEE

TheSpecialCommitteetoreviewforcontinuationinservice in terms ofRegulation 19 shallcompriseofthe

following:

Officertobereviewed Committee

A) JuniorManagementGrade- CMandTwoManagersorSr.ManagersFrom

ControllingOffice/HODivision

B) MiddleManagementGrade

i)OfficersworkinginField- HeadofControllingOffice,AGMandCMof

Offices/Branches/ControllingOfficeControllingOffice

ii) OfficersworkinginHead- AGM(HR),CM(HR)andCM/AGM/DGMof

OfficeDivisions ofrespectiveDivn.
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C) SeniorManagementGradeScaleIV&V-GM-HRandTwootherGMsorCGM

D) TopExecutiveGradeScaleVI&VII-CMD&2Directors

Allreviewproposalsofofficersoncompletionof55yearsofageor30 yearsoftotalservice,whicheveris earlier,

mustbereviewed sixmonthsinadvanceandinformation inthisrespectistobesenttoHRDDivisionquarterly

byallCircleOffices/FGMOsintheformatasperAnnexuresothatitcanbecompiledatHOandfurnishedtothe

Governmentintime.AftercompletionofReview,thesamealsobeupdatedinHRMS.

TheCompetentAuthoritytotakedecisionsastowhetheranofficershouldberetiredontherecommendationsofthe

SpecialCommitteeintermsofRegulation19(1)isasunder:

Grade

Junior Management

Middle Management

Senior Management

TopExecutive

CompetentAuthority

GeneralManager

Chairman & Managing Director

Chairman & Managing Director

Board.

VOLUNTARYRETIREMENT

Anofficeremployeemaybeallowedtoseekvoluntaryretirementafterattainingageorat

anytimeaftercompletionof30yearsoftotalserviceasanofficerotherwise,whichever

isearlier.

TheCompetentAuthoritytoacceptvoluntaryretirementasaboveisasunder:

55yearsofemployeeor

Grade

a)JuniorManagementGrade&

MiddleManagementGrade

b)SeniorManagementGrade

c)TopExecutiveGrade

CompetentAuthority

Head ofControlling Office(in the

rankofAGM&above)/AGM-HRGM

-HR

Chairman&ManagingDirector

2. PROVIDENTFUND

(a) TheofficerswhoarepresentlycoveredundertheBank Employees'PensionRegulations,1995/96shall

continue to contribute 10% of the Pay towards ProvidentFundandthereshallbenomatching

contribution.

(b) OfficersofStateBankofIndiawillcontinueto becoveredbyContributoryProvidentFundSchemeas

hitherto.

(c) Officerswho are presently covered under Contributory Provident Fund Schemewho did not

opt for PensionScheme available under Joint Note dated 27thApril,2010shallcontinue under

the Contributory ProvidentFund Scheme ashitherto.

(d) Thereshallbeno ProvidentFund to officersjoining theservicesof banks on orafter1stApril

2010.Theyshall be covered by a Defined Contributory PensionScheme,wheretheofficer will

contribute 10% of Pay plus Dearness Allowance andthe bank will make a matching

contribution. The Scheme shallbe governed by the provisions of the Contributory Pension

Scheme as introduced foremployees ofCentralGovernment w.e.f. 1st January 2004 and

modifiedfromtimetotime.
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Retired

between

1)01/04/98

to

31/10/2002

ScaleofBasic

Pensionpermonth
(i)UptoRs.3550

TherateofDearnessReliefpayableasa

percentageofBasicPension
0.24percent

3. PENSION

1. The termsof the Bank Employees'Pension Regulations, 1995 dated 29thSeptember1995/26th

March 1996 shallnotapply totheofficerswhojointhe servicesofBanksonorafter1stApril2010;

and they shallbe covered by aDefinedContributory Pension Scheme, which shall be governed

by the provisionof the Contributory Pension Scheme introduced for officers of the Central

Governmentw.e.f.1st January 2004,and as modified from time to time.Necessaryamendments

to therelevantprovisions ofthe Bank Employees'PensionRegulations, 1995 dated 29th September

1995/ 26th March 1996 shallbe carried outfollowingtheprocedureinthisregard.

2. FurthertoClause6oftheJointNote signed on 2nd June 2005 between representatives ofOfficers'

Associations and IBA, itis agreed between the partiesasunder:

(i) Witheffectfrom 1stMay2005,thepension ofofficerswho retired or diedwhile in service

during the period 1stApril1998 to 31stOctober 2002 willbere-fixedbasedonthedefinition

of'Pay'asdefinedinClause 5 oftheJoint Note dated14th December 1999.No arrears

of pension and commutedvalueofpensionwillbepayableonaccountofsuchre-fixingofpension.

(ii)Witheffectfrom 1stMay2005,thepension of officers who retired or diedwhileinservice

during theperiod 1stNovember2002 to 30th April2005 willbere-fixedbasedonthedefinitionof

'Pay'asdefinedinClause6 oftheJointNotedated2ndJune 2005.No arrears of pension

orcommuted value ofpensionwillbepayableonaccountofsuchre-fixationofpension.

3. FurthertoClause2(b)oftheJointNotedated2ndJune2005,itisagreedbetweenthepartiesasunder:

Onandfrom 1.5.2005,in the case ofofficers who retired during the period1.4.1998to31.10.2002,

dearnessreliefshallbepayable forevery rise orberecoverableforeveryfall,asthecasemaybe,of

every4pointsover1684pointsin thequarterlyaverageoftheAllIndia Average ConsumerPrice Index

forIndustrialWorkersintheseries1960=100.Suchincreaseordecreaseindearnessreliefforeverysaid

fourpointsshallbecalculatedinthemannergivenbelow:

(ii)Rs.3551toRs.5650 0.24 per

0.20 per

cent

cent

of

of

pension exceeding

the basic pension

Rs.3550 plus

in excess of

Rs.3550.

(iii) Rs.5651 to0.24percentofRs.3550plus0.20percentofRs.6010

thedifferencebetweenRs.5650andRs.3550plus

0.12percentofbasicpensioninexcessofRs.5650

(iv)AboveRs.6010 0.24percentofRs.3550plus0.20percent

of the difference between Rs.5650 and Rs.3550plus 0.12

per cent difference between Rs.6010andRs.5650plus0.06

percentofbasicpensioninexcessofRs.6010.
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Retired

between

ScaleofBasic

Pensionpermonth

TherateofDearnessReliefpayableasa

percentageofBasicPension

11)01/11/2002

to30/4/2005

AnyBasicPension&Pay 0.18%ofbasicpensionforeveryriseorfallforevery4

pointsover2288pointsinquarterlyaverageofallIndia

ConsumerPriceIndex.

III)onandafter

01/5/2005to

31/10/2012

AnyBasicPension&Pay 0.15%ofbasicpensionforeveryriseorfallforevery4

pointsover2836pointsinquarterlyaverageofallIndia

ConsumerPriceIndex.

IV)onandafter

01/11/2012

AnyBasicPension&Pay 0.10%ofbasicpensionforeveryriseorfallforevery4

pointsover4440pointsinquarterlyaverageofallIndia

ConsumerPriceIndex.

Note:

TheDearnessReliefasabove shallbepayable forthehalfyearcommencingfrom the1stday of February

and ending with 31st day of July on the quarterly average of indexfigures published for the

months October, November and December of theprevious yearand forthe half year commencing

from 1st day of August and endingwiththe31stday of January on the quarterly average of the

index figures publishedforthemonthsofApril,MayandJuneofthesameyear.

"Pay"forthepurposeofpensionshallbethepaylastdrawnbytheofficerpriortohisretirement/death.

Note:
a) TheBank(Employees')Pensionregulations,1995doesnotapplytotheofficersofState

BankOfIndia.

b) "Pay"forthepurposeofProvidentfundandPensionshallmeanBasicPayincluding

stagnationIncrement,PQP,incrementcomponentofFPP&OfficiatingAllowance.

CALCULATIONOFPENSION

BasicPension(Pay)=50%ofAveragePayoflast10monthsXNo.ofQualifyingService

includinggraceperiod(Max33Yrs)/33DA

onBasicPension=BasicPensionXNo.ofslabs

100

Qualifyingservice-Noofyearsservicefromthedateofappointmenttillretirement/death.Broken

periodofService:

a) Upto&including6months-Nil(tobeignored)

b) Morethan6months- FullYear(tobereckonedforqualifying
services)
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COMMUTATIONVALUE:

l/3rdofBasicPensionpayascalculatedaboveX12XcommutationvalueNEXTBIRTHDAYofretirementasper

chartgivenhereunder

AGE FACTORFOR

PENSION

VALUEFOR

Rs.l/-

AGE FACTORFOR

PENSION

VALUEFOR

Rs1/-

AGE FACTORFOR

PENSION

VALUEFOR

Rs1/-

AGE FACTORFOR

PENSION

VALUEFOR

Rs1/

17 19.28 35 16.92 53 12.35 71 6.60

18
19.20 36 16.72 54 12.05 72 6.30

19 19.11 37 16.52 55 11.73 73
6.01

20
19.01 38 16.31 56 11.42 74 5.72

21
18.91 39 16.09 57

11.10
75 5.44

22 18.81
40 15.87 58 10.78 76 5.17

23 18.70 41 15.64 59 10.46 77 4.90

24 18.59 42 15.40
60

10.13 78 4.65

25 18.47 43 15.15
61

9.81 79 4.40

26
18.34 44 14.90

62
9.48

80
4.17

27
18.21

45 14.64 63 9.15
81

3.94

28
18.07 46 14.37 64

8.82 82
3.72

29 17.93 47 14.10 65 8.50 83 3.52

30 17.78 48 13.82
66

8.17 84 3.32

31 17.62 49 13.54 67 7.85 85 3.13

32 17.46 50 13.25
68

7.53

33 17.29 51 12.95 69 7.22

34 17.11 52
12.66

70 6.91

Onecan apply for commutation of pension just prior to superannuation or within one yearof

superannuation.However,seekingcommutationafter oneyearofsuperannuation shallrequiremedicalcertificate

fromBank'sDoctor.
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PAYFORTHEPURPOSEOFPENSIONINTERMSOFBANKEMPLOYEES'PENSIONREGULATIONS-ASPER

10thBIPARTITESETTLEMENT/JOINTNOTEDATED25.05.2015.

(PF&PensionFundDeptt.circularNo.11/2015dt.02.07.2015)

ThecalculationofaverageemolumentsandBasicPensionin respectofthe employeesretired between 1.11.2012

and 31.7.2013 is as given in Annexure A.This adjustment is required asthe employeeswho retired from

services on orafter1.11.2012,the Dearness RelieftheywillbegettingalongwithbasicPensionshallbe the

DearnessReliefpayableoverandabove4440pointsintheAllIndiaCPI1960=100.

(ModelCalculationforanofficeremployeeretiredon31.3.2013having33yearsof

qualifyingservicewithBasicPayofRs.42,020/-asonthedateofretirement)

1.Fortheperiodofservicepriorto1.11.2012(i.e.from

1.6.2012to31.10.2012(5months)

(RS.)

(a)'Pay'asinBipartiteSettlement/JointNotedated

27.4.2010

25700x5 — 128500.00

(b)DearnessAllowancepayable@0.15%foreveryslabof4

pointsoverandabovetheIndexnumbers2836pointsand

upto4440pointsinAllIndiaCPI1960=100(4440-2836=

1604/4=401slabs*0.15

i.e60.15%)

15458.55 x

5

77292.75

Totalof(a)and(b)above 205792.75...(A)

2.Fortheservicerenderedonorafter

1.11.2012

uptothedateofretirement,Corresponding

revisedi.e.31.3.13(5months)

(a)'Pay'asinBipartiteSettlement/JointNotedated

25.5.2015

42020x5
—

210100.00...(B)

Totalof(A)and(B) 415892.75...(C)

3.Averageemolumentsforthepreceding10months

ofretirement
415892.75
/10

—

41590.00...(D)

4.BasicPensionintermsofRegulation35(2)oftheBank

Employees'PensionRegulations

=50%of41590x33/33=20795

NEW PENSIONSCHEMEFORSTAFFMEMBERS

ConsolidatedPF&PensionFundDeptt.Circularno.15/2014dt._l.11.2014&PF&

PensionFundDeptt.Circularno.12/2015dt._03.07.2015

A. NPSSTRUCTURE
1. PensionFundRegulatoryandDevelopmentAuthority(PFRDA)

PFRDAistheregulatorfortheNPS.PFRDA isresponsibleforappointmentofvariousintermediariesinthesystem

suchasCentralRecord Keeping Agency (CRA),PensionFundManager(PFM),Custodians,NPS Trustee Bank,

Annuity Service Provider(ASP) etc.PFRDA shallalsomonitortheperformanceofthe various intermediaries.

PFRDA has a significantroletoplayinsafeguardingtheinterestofsubscribers.Itwillregulatethemannerinwhich
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subscribercontributionsareinvestedbyPFM (s)andwillmakealleffortstoensurefairplay forsubscribers.

Itshallalsoensure thatallstakeholders comply with theguidelines/regulationsissuedbyPFRDA from time

totime.ThePENSION FUND REGULATORYAND DEVELOPMENTAUTHORITYACT,2013cameintoforceon

September19,2013.TheActtoprovidefortheestablishmentofanAuthoritytopromote oldageincome security

byestablishing,developingand regulating pensionfunds,toprotecttheinterests ofsubscriberstoschemesof

pensionfundsandformattersconnectedtherewithorincidentalthereto.

2. NPSTrust

PFRDAhasestablishedtheNPSTrustunderIndianTrustAct,1882w.e.f.27thFebruary,2008andappointedNPS

Board ofTrusteesin whom theadministrationofthe"NationalPensionSystem"vestsunderIndianLaw.The

Trustis responsiblefortaking care ofthe fundsundertheNPS.TheTrustholdsan accountwith the bank

whichisdesignatedastheNPSTrusteeBank.

FunctionofNPSTrust:-

• Tocallforanyinformation,reportetc.fromPFM(s),TrusteeBankandcustodian.

• ToissuedirectiontoPFMforprotectingtheinterestofthesubscriber.

• Toappointapanelofindependentauditorstoundertakecomplianceaudit.

•ToverifythatTrusteeBankisperformingitsfunctionaspertheprovisionsofthe

agreementwithNPSTrust.

•ToverifythatPFM(s)arestrictlyfollowingthetermsandconditionsofinvestment

managementagreement(IMA)withNPSTrust.

3. NPSTrusteeBank

TheNPSTrustholdsanaccount witha BankandthisBankwouldbedesignatedasNPSTrusteeBank.NPS

TrusteeBankwillfacilitate fund transfers across various entities ofNPS System viz.PFM,Annuity Service

Providers,Subscribers,etc.PresentlyAXISBANK isfunctioningasNPSTrusteeBank.

Functions-

• TheBankwouldinterfacewithPFMsfor

■ TransferoffunctionstothePFMsbankaccountbasedontheinstructionsreceivedfrom CRAand

informationflowforthesame.

■ Receiptoffunds from thePFMsbankaccount to the NPS Trust Bank's account basedonthe

instructionsreceivedfromCRAandinformationflowforthesame.

■ Reportondiscrepancies,ifany,to/from thePFM regarding fundtransfer/receiptoffundsbased

oninformationflow receivedfrom PFM/CRAandactualfundtransfer.

• TheBankwouldinterfacewiththeCRAfor

oUploadofdetailsofcontributionreceivedfromPayandAccountsofficein

specifiedfileformattoCRA.

oTransferoffundsbasedontheinstructionsreceivedfromCRAduringthe

settlementprocesstovariousentities.
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0 ConfirmationreportbyCRAtothebankandthediscrepancyreportbyCRAtothebank.

oElectronicFundTransfer/Preparationofchequesfordisbursementfrom

withdrawalaccountandforwardingittoCRA.

oUploadofstatementofclosingbalanceoftheNPSTrustaccountwiththeBanktothe

CRAsystem.

oDailyreconciliationbetweenbalancesinvariousCRArelatedaccountsofthebankwith

thedetailsavailableinCRAsystem,

oDownloadingofincrementalPAOMasterFileandTransactionidlistfile.

oTransferoffundsbasedontheinstructionsofCRAtotheBanktoAnnuityService

Providerandortothewithdrawalaccount,

• TheBankwouldinterface and provide such reports as maybe required byTrustees,Custodiansandother

entitiesoftheNPSarchitectureasmaybeprescribedbyPFRDA from timetotime.
TrusteeBankisAXISBANK

4. CENTRALRECORDKEEPINGAGENCY(CRA)

NationalSecuritiesDepositoryLimited (NSDL)hasbeenappointedas CentralRecordKeepingAgencyand

itsfunctionsandresponsibilitiesinclude:

■ Recordkeeping,Administration andCustomerService Functions for all subscribers oftheNPS.

Sending AnnualAccount statements:Providing subscribers with periodicPRANaccountstatements

detailingthetotalcontribution,timewisecredits intotheaccountandotherrelevantinformation.

■ IssuanceofuniquePermanentRetirementAccountNumber(PRAN)to each subscriber,maintaininga

databaseofallPRANsissuedandrecordingtransactions

relatingtoeachsubscriber'sPRAN.
5. PENSIONFUNDS(PFS)/PENSIONFUNDMANAGERS(PFM)

PFRDAhasappointed,throughaprocess ofcompetitivebidding following PensionFundManagersunder

GovernmentSectorforcorporate:

□LICPensionfundLimited

• SBIPensionFundPrivateLimited

• UTIRetirementSolutionsLimited.

TheinvestmentobjectiveofthePFMs isto invest inaccordancewiththeInvestmentGuidelineslaiddownby

PFRDA.TheFundManagershould follow aconservativestyle ofmanagement,lookingtoofferstablereturnswith

low volatility,with more weightage to highercreditratedand longerduration investmentoptions.The PFMs

expecttoearnsteadyreturns andcapitalappreciationwithlow risk,overalongterm horizon,byconsistently

focusingon riskandcreditparameters.

th

IntermsofPFRDACircularNo.PFRDA/CIR/l/corporate-CG/1dated18October2012and
St

corrigendum dated31October2012 Corporate(including Banks) opting for'Corporate CG Scheme'haveto

choose anyonePFM outofabove three PFMsofferingCorporateCG Scheme'.
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AsperPFRDA norms,theCorporatehavetheoption,ifsodesired,ofshiftingtoanotherpublicsectorPFMat

anytimelater.HoweverPFRDA haspermittedtheBanks tochangepublicsectorPFMonceinafinancialyear.

Therefore,financialand other information were called from allthe three public sector PFMs anda

Comparativestudy wasundertaken.Onthebasis ofcomparativestudy BankhasdecidedtocontinuewithSBI

PensionFundsPrivateLimitedasthePFM forallthePNBemployeesregisteredunderNewPensionScheme,for

thefinancialyear2014-15.

CURRENTALLOCATION:SBIPensionFundsPrivateLimited(100%)

i) InvestmentChoice

ThebankhaschosentheGovt.SectorModel,astheJoint note and Memorandum ofSettlementsignedat

industrylevelprovidesforaschemewhichwillbeasgovernedbytheProvisionsoftheNPSintroducedforCentral

Govt,employees.InvestmentPattern/PFM,asspecifiedbyNPSTrust,willbeasperCentralGovt.Scheme.

ii) ReturnsonInvestments

ThereturnsaredependentonInvestmentPatternandmarketlinked.Theinvestmentpatternforour

employees,asspecifiedbyNPSTrust,isasperCentralGovt.Scheme:

SNo Securities Max.limit%

1 CentralGovt./StateDev.Loans 55

2 CorporateBonds/Debentures/BankDeposits 40

3 MoneyMarketInstruments 05

4 Equity 15

6. AnnuityServiceProvider(ASP)

AlifeinsurancecompanyregisteredandregulatedbyInsurance Regulatoryand DevelopmentAuthority(IRDA)and

empanelledbyPensionFund Regulatoryand DevelopmentAuthority(PFRDA)forprovidingannuityservicestothe

subscribersofNew PensionScheme.AnnuityServiceProvider(ASP)willplayavitalpartintheNPSasacertain

percentageoftheaccumulatedlongterm pension wealth ofthesubscribersshallbeconvertedinto annuities

from whereintheyshallderive amonthly income post-retirement.TheASPsshall,withrespecttotheNPS,

function as per the terms of appointment prescribed by PFRDA. The roleofASPsstartsafterexit/

superannuationoftheemployee.Employeewillhavea choiceofAnnuityServiceProviders,from whom hecan

choosehisannuityschemesontheirexitfrom NPSonattainmentof60yearsofage.PensionFundRegulatory

and Development Authority (PFRDA)hasempanelledthe following seven IRDA approved life insurance

companiesforprovidingannuityservicestothesubscribersofNationalPensionSystem(NPS).

LifeInsuranceCorporationofIndia

SBILifeInsuranceCo.Ltd.

ICICIPrudentialLifeInsuranceCo.Ltd.

BajajAllianzLifeInsuranceCo.Ltd.

StarUnionDai-ichiInsuranceCo.Ltd.

RelianceLifeInsuranceCo.Ltd.

HDFCStandardLifeInsuranceCo.Ltd.
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7. TypeofAnnuitiesorAnnuityChoices:

Currently,thefollowingtypesofannuitiesaregenerallyavailablewiththeASP's.

i. Annuity/pensionpayableforlifeatauniformrate.

ii. Annuitypayablefor5,10,15or20yearscertainandthereafteraslongastheannuitant

isalive.

iii. Annuityforlifewithreturnofpurchasepriceondeathoftheannuitant.

iv. Annuitypayableforlifeincreasingatasimplerateof3%p.a.

v. Annuityforlifewithaprovisionof50%oftheannuitypayabletospouseduringhis/her
lifetimeondeathoftheannuitant.

vi.Annuityforlifewithaprovisionof100% oftheannuitypayabletospouseduringhis/herlifetimeon

deathoftheannuitant.

vii.Annuityforlifewithaprovisionof100% oftheannuitypayabletospouseduringhis/herlifetime

ondeathofannuitant.Thepurchasepricewillbereturnedonthedeathoflastsurvivor.

Whathappensincaseofdeathofannuitantafterthepurchaseoftheannuityintheabovegiventypesof

annuity?

a.Underoption(i)annuityceasesaftertheannuitantdies.

b.Underoption(ii)

• Ondeathoftheannuitantduringtheguaranteedperiod-annuityispaidtothenomineetilltheendof

theguaranteedperiodafterwhichthesameceases.

• Ondeathaftertheguaranteedperiod-annuityceases.

c.Underoption(iii)annuity ceases afterdeath ofthe annuitantand the purchase price is paidtothe

nominee.

d.Underoption(iv)annuityceasesafterdeathoftheannuitant.

e.Underoption(v)paymentof100% annuityceasesafterdeathoftheannuitantand50% oftheannuityis

payabletothesurvivingnamedspouseduringhis/herlifetime.Ifthespousepredeceasestheannuitant,the

annuityceasesafterdeathoftheannuitant.

f.Underoption(vi)paymentofannuityceasesafterdeathoftheannuitantandfullannuityispayabletothe

survivingnamed spouse during his/her life time.Ifthe spouse predeceasestheannuitant,theannuity

ceasesafterdeathoftheannuitant.

g.Underoption(vii)paymentofannuity ceases after death oftheannuitantandfullannuityispayableto

thesurvivingnamedspouseduringhis/herlifetime.Ifthespousepredeceasestheannuitant,theannuityceases

afterdeathoftheannuitantandpurchasepriceispaidtothenominee.

Defaultoptionforannuityserviceproviderandannuityscheme:

AdefaultoptionforAnnuityServiceProviderandannuityschemehasbeenprovidedbyPFRDAto

assisttheNPSsubscribers.Thedefaultoptionmaynotsuittherequirementofallthesubscribersand

thesubscribersareadvisedtoexercisetheannuityoptionbasingontheirspecificrequirementsand

usethedefaultoptionasalastresort.Thefollowingdefaultannuityserviceprovideralongwiththe

annuityschemeisavailabletoallthesubscribersunderNationalPensionsSystem.

i.DefaultAnnuityServiceProvider-LifeInsuranceCorporationofIndia(LIC)

ii.DefaultAnnuityScheme -Annuity forlife with a provision of100% ofthe annuitypayabletospouse

duringhis/herlifeondeathofannuitant'andUnderthisoption,
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paymentofmonthlyannuitywouldceaseoncetheannuitantand the spouse die orafterdeathofthe

annuitantifthespousepre-deceasestheannuitant,withoutanyreturn ofpurchaseprice.

iii.However,wherethecorpusisnotadequateto buythedefaultannuityvariantand from thedefaultASP,

the subscriberhasto compulsorilychoosean ASP who offersan annuityattheavailablecorpusinthe

accountofthesubscriber.

PleasenotethatLICdoesnotofferanannuityforapurchasepricebelowRs.1,00,000/-.

8. Custodian:

CustodianisStockHoldingCorporationofIndiaLimited(SHCIL)

The Custodian underthe NPS is responsible forthe custody ofunderlying assets.Custodian is aSEBI

registeredCustodialServicesproviderfulfillingconditionson foreignholdingsand cross-holdingsasGovernmentmay

prescribe.

9. PointofPresence(POP)

PensionFund Regulatory and Development Authority (PFRDA) has granted certificate ofRegistrationand

CommencementofBusiness toPunjab NationalBankasaPoint ofPresence(PoP).PoPisthefirstpointof

interaction between the subscriberand the NPSarchitecture.POP-Service Providers (POP-SPs) are the

designated branches of registeredPOP(s)to extendthereachofNPS.POP/POP-SP performs the functions

relating to registrationofsubscribers/corporate,undertakingKnow Your Customer (KYC)verification,receiving

contributions andinstructions from subscribers/corporate and transmission of thesametodesignatedNPS

intermediaries.

AllthefunctionsrelatingtoNPSofPNBemployeesareperformedbyHO PF&PensionFundDepartment.The

registrationnumbersare-

PoPRegistrationNo.5000505CHO

Registration No. 5500611 CBO

RegistrationNo.6500605

ForconvenienceofoureligibleemployeeswehavearrangedtodisplaythePermanentRetirementAccount

Number(PRAN)inHRMSasperfollowingnavigation:

EmployeeSelfService>>PersonalInformation>>PersonalInformationSummary

B. NPSFEATURES:

UnderNPSfollowingtwotypesofaccountsarebeavailable:

(a) Tier-1account-Mandatory

• Non-withdrawable,purelyretirementplanner.

• Both,BankandEmployeewillcontribute.

Minimum Contributions(TierI)

• Minimumamountpercontribution-Rs500

• Minimumcontributionperyear-Rs6,000

• Minimumnumberofcontributions-01peryear
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IfthesubscribercontributeslessthanRs.6,000inayear,then

• HewouldhavetobearadefaultpenaltyofRs100peryearofdefaultandtheaccountwould

becomedormant.

• Inordertoreactivatetheaccount,thesubscriberwouldhavetopaytheminimum

contributions,alongwithpenalty,duefortheperiodofdormancy.

• Adormantaccountshallbeclosedwhentheaccountvaluefallstozero.

ThefeestructuremaychangeasmaybedecidedbyPFRDA/NPSTrustfrom timetotime.

(b) Tier-IIaccount:Thisisavoluntarysavingsfacility,wherethesubscribercangetfundmanagementfacilityat

verylowcosts.Subscriberwillbefreetowithdraw savingsfrom thisaccountwhenevertheywant.

Minimum contributionrequirement-

1. Atthetimeofaccountopening-Rs.1000/-

2. Amountpercontribution-Rs.250/-

3. AccountbalanceattheendofFY-Rs.2000/-

4. Numberofcontributionsinayear-01

PenaltyofRs.100/-tobeleviedonthesubscriberfornotmaintainingtheminimum accountbalanceand/ornot

makingtheminimumnumberofcontributions.

Eligiblesubscribers

AcitizenofIndia,whetherresidentornon-residentcanjoinNPSsubjecttothefollowingconditions:

• Subscribershouldbebetween18-60yearsofageasonthedateofSubmissionofhis/her
application.

• SubscribershouldcomplywiththeKnowYourCustomer(KYC)normsasperdetailsgiveninthe
SubscriberRegistrationForm.

• Pre-existingaccountholdersunderNPScannotjoinagainasexistingaccountisportableacross

geographiesandemployees.

• Entitymayregulatewithinthesenormsbutshallnotbreachthesenorms.

• CopyofPANCardandBank'sdetailsaremandatoryforopeningTier-IIaccounts.
TierIIaccumulationscanbeswitchedtoTierIaccountbutnotviceversa.

REGISTRATIONOFEMPLOYEESUNDERNPS

• Employeesjoiningonorafter1.4.2010arerequiredto submitsubscriptionform CSS-1 forregistration

underNPSatthetimeofjoiningthebankalongwithrequiredKYC documentsi.e.copyofPANcard,copy

ofaddressproofandbankaccountdetails.No candidatewillbeallowed to join the bank's service

withoutcompletionofNPSformalities.

• ForemployeesjoiningPNB,alreadyregisteredunderNPS through their previousemployer,required to

submitCSS-3 form (forcorporatesubscriber)/ISS-1 form(otherthancorporatesubscriber)forshifting

theirPRANtoPNB.

• Joiningformalitiesofnewly recruitedstaffarecompletedatHO/CO/CSC/RSC/ZTC.Concernedofficials

ensurethatdulycheckedandverifiedformsaresenttoHOPF&
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PensionFundDepttalongwithrequired documents forregistration ofemployeesunderNPS.

Ifa subscribermovesfrom onesector to another (e.g. from 'Government'sector to 'AllCitizensofIndia'or

'Corporate'to'Government'Sectoretc.)duetochange inemployment,PRANremainssameandsubscriberneed

notapplyfora freshPRAN eachtime.Assubscriberhastomaintainhis/herPRAN tilltheageof60,itis

imperativethatthePRAN istaggedtotheappropriatesectortowhichsubscriberbelongs.

Variousscenariosidentifiedforshiftingofemployeefromonesectortoanotherareexplainedhereunder:

Sr.
No.

Subscriber

leaving(Source)

Joining

(Target)

Procedureforshifting

1.
PublicSectorBank Public Sector

Bank

Shiftingrequestwillbeinitiatedby POP oftargetbank.

Form CS-S3

2. PublicSectorBank Not employedor

joined other

corporate not

offeringNPS

SourceBankPOP willexecutethe shiftingrequestto'All

Citizen of India'-UOS.Subscriberwillhavetoselectthe

agencyand

schemepreferenceForm ISS-1

3. PublicSectorBank Corporate

offeringNPS
The respective POP of the targetcorporatewillinitiate

theshiftingrequest.

If target corporate has given choice ofscheme

preferencetothesubscriber,schemepreferencewillhaveto

be selected bysubscriberatthetimeofshifting.Form ISS

-

1

4. PublicSectorBank Government

Sector

organization

The concerned offices of the Prospective

employerwillinitiateshiftingrequest.

Schemepreferenceofthetargetsectorwillbeapplicable.

Form ISS-1

NOTE-AnnexureA2-Incasetheapplicantisilliterateorblindorincapableofwriting,thethumb impressionof

the applicantshould be attested bya person ofstanding whose identitycan easilybe established butnot

related toCRA/PFRDAandthisdeclarationshould bemade byhim/her.(AnnexureavailableinBranchKit).

FORCORRECTION/CHANGE/RE-ISSUE/RE-ISSUEOFI-PIN/T-PIN/PRANCARD

• Employeemaysubmitrequestforcorrectioninsubscribermasterdetails andReissue ofI-Pin/T-Pin/PRAN

CardinAnnexureCS-S2toHO PF& PensionFundDepartmentthroughtheirrespectiveControllingOffices.

• Thesubscriberhasan optionto resetI-PIN online.Therequestneedsto beinitiatedonlineinCRAsystem

(https//cra-nsdl.com)byclickingonthe'ForgotPassword'linkandselecting'InstantResetI-PIN'.Afterproviding

the respective user ID (Permanent RetirementAccountNumber),thesubscriberisrequiredto entercertain

mandatorydetails(*markedfields)alongwiththenewpassword(IPIN)asperhis/herownchoice andthen

click oneither"SendToNodalOffice"buttonor"GenerateOTP"button.

■IfGenerateOTPbuttonisclicked,thesubscriberwillhavetoentertheOTPsentto

theregisteredmobilenumber.AfterenteringtheOTP,theIPINwillberesetand



220

subscribercanusethenew password(providedduringtheinitiationofrequest)tologininthe

system.

■ Alternatively,ifSendtoNodalOfficebutton is clicked,an acknowledgm entnum berwill

begeneratedinthenextscreen.Thesubscriberneedstoprinttheacknowledgementandhandoverthe

sametoHOPF&PensionFundDeptt.Aftersuccessfulauthorizationbythedepartment,subscribercan

usethenew password(providedduringtheinitiationofrequest)tologininthesystem.

• Thesubscribercan resetT-PIN bycalling on CRA tollfreenumber1800 222 080 to accessIVR(Interactive

VoiceResponse)system.Afterselectingtheappropriateoption,system willpromptthesubscribertoresetT-PIN

byproviding the existing T-PIN and the required new T-PIN.Incasesubscriberhas forgotten T-PIN, upon

successfulverification ofthe personaldetails,thesubscriberwillbe transferred to a helpline executive to

enabletochangetheT-PINonline.

AlltypesofNPSFormscanbedownloadedfrom KnowledgeCentreSite->BranchKit->Forms>NPS
Forms.

WITHDRAWALOFAMOUNT

□ Withdrawalnotexceedingtwenty-fivepercentofthecontributionmadebythesubscriber,maybepermitted

from theindividualpensionaccountsubjecttotheconditions,suchaspurpose,frequencyandlimits,asmay

bespecifiedbytheregulations.(Purpose,Frequency andlimityettobedecidedbyPFRDA)

EXITFROM NPS

ProcedureandFormalitiestobecompletedattheTimeofExitbeforeageof60years/Superannuation

/DeathofEmployees.

Criteria Benefit

i)Exitatanypointbefore60yearsofage.

(Prematureexit)

Wherethesubscriberwho,before attaining theageofsixtyyears or

the age of superannuation as prescribedbyservicerules,voluntarily

optstoexitfrom thenationalpensionsystem,theoption soexercised

shall be allowedonlyupon such subscriberhaving subscribed to

thenationalpensionsystem foratleast a minimum periodoften

years.Incaseofsuchsubscriber,atleasteighty percentoutofthe

accumulatedpensionwealth shallbemandatorily utilizedforpurchase

ofannuity and thebalanceoftheaccumulatedpension wealth,after

suchutilization,shallbepaidtothesubscriberinlumpsum.Subscriber

willhavetosubmitrequestforwithdrawalthroughOnlineprocess

from his/her

NPSaccount.

ii)OnattainingtheAgeof60yearsand

upto70yearsofage

At exit,subscriber required to invest minimum 40 percentof

accumulatedsavings(pensionwealth) topurchasealifeannuityfrom

anyIRDA-regulatedlifeinsurancecompany.

Subscribermaychoosetopurchasean annuity foran amountgreater

than40percent.
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Criteria Benefit

A "Deferred withdrawal"optionis given to thesubscriber.

Subscribercan withdraw the lump sum amount(maximum 60%)

allowedunderNPSatthetimeofexit,withimmediateeffect.

Underthe Deferred withdrawal facility, the subscribersatthetime

ofexitfrom NationalPension System (NPS)canexerciseanoptionto

defer the withdrawal of eligiblelumpsum withdrawal andstay

invested in the NPS.However,itmaybe noted thatno fresh

contributionsareaccepted andalso no partial withdrawals are

allowedduringsuchaperiod ofdeferment.Thesubscribercanwithdraw

thedeferredlumpsum amount atanytimebeforeattainingtheage

of70yearsby giving awithdrawalapplicationornotice.Ifno such

notice isgiven,the accumulated pension wealth would be

automatically monetized and credited to his bankaccountupon

attainingtheageof70years.

Subscriberwillhavetosubmithisrequestforwithdrawalunder

NPSinForm 301alonawiththe

requireddocuments.

iii)Deathduetoanycause Insuchanunfortunateevent,option willbeavailabletothenominee

toreceive 100% oftheNPSpensionwealthinlumpsum.However,

if the nominee wishes tocontinuewiththeNPS,he/sheshallhave

to subscribe to NPSindividuallyafterfollowingdueKYC procedure.

Subscriberwillhavetosubmithisrequestforwithdrawalunder

NPSinForm 303alonawiththe

requireddocuments.

TaxBenefits

Taxbenefitswouldbe applicableasperthe IncomeTaxAct,1961 as amended from timeto time.Exemption

from taxwithdrawalsatthetimeofExitisproposedin theDirectTaxesCode(DTC)likely to beimplemented.

Moreover,investmentearnings/accrualto the PensionAccount(Tier-I)isexemptfromtax.

TaxBenefitfortheBank

Banks'contributionupto10%ofBasic(+DA)towardsPensionfortheEmployee,isapermissible

businessexpenseu/s36(l)(iva)

TaxBenefitfortheEmployee

•Adeductionnotexceedingtenpercentofhis salary (includes Dearness Allowance)orRs1,00,000,

whicheverisLOWERisallowedinthepreviousyearincomputingthetaxableincomeinrespectofamount

paidordepositedinhisaccountinapensionscheme.(ReferFinanceDivisionCir.No.HO/FD/15/2014

(8.3)dated21.8.2014).
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• Employers'contribution(ifany)upto10%ofBasic(+DA)willnotformpartofthe

Employee'sTaxableIncomeu/s80CCE

• Earnings/AccrualtothePensionaccountisExemptfromTax(EE)

Exemptionfrom Taxonwithdrawals,atthetimeofexit,isproposedintheDirectTaxesCode(DTC)likelyto

beimplemented-(EEE)

C. CHARGES

•CentralRecordkeepingAgencycharges

ChargeHead Servicecharges

PRAOpeningcharges Rs.50

AnnualPRAMaintenanceofunitscostperaccount Rs.190

Chargepertransaction Rs.4
ReissueofPRAN Rs.50

•POPCharges

ServiceCharges

Initialsubscriberregistration Rs.100
Initialcontributionupload 0.25%(Rs.2.50per1000/-)oftheinitialcontribution amount

from subscriber subject toaminimum ofRs.20/-anda

maximumof

Rs.25000/-

Anysubseguenttransactioninvolving

contributionupload

0.25%(Rs.2.50per1000/-)oftheamountsubscribedbyNPS

Subscriber, subject tominimum ofRs.20/-andamaximum

of

Rs.25000/-.

Anyothertransactionnotinvolvinga

contributionfrom subscriber.

Rs.20/-

OurbankisregisteredasPOPandithasbeendecidedtowaivePOPchargesinrespectofPNBstaff

member.

• CustodianCharges

AssetServicingcharges-0.0075%p.aforElectronicsegment& 0.05% p.a.forPhysicalsegment.

• TrusteeBankcharges

ChargeHead Service

Pertransactionemanatingfrom aRBIlocation Zero

Pertransactionemanatingfrom anon-RBIlocation. Rs.15

FundManagementCharges(ChargedbyPFM)

Based on the recommendationsofthe 'ExpertCommitteeto determine the Upper ceiling oftheInvestment

ManagementFeesorother Fees(ifany)to becharged bythePFMsinthePrivateSectorofNPS'andwiththe

approvaloftheCompetentAuthority,theupperceilingof
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theInvestmentManagementFeeshasbeenfixed at0.25% p.a.oftheAUM (AssetUnderManagement)witheffect

from1stNovember2012.

ThePFMscanfixtheirown InvestmentManagementFee fordifferentschemessubjectto theupperceilingof

0.25%p.a.ThisfeeisinclusiveofbrokerageexceptCustodianchargesandapplicabletaxes.

InvestmentManagementFee-presently0.20%p.a.

SubscriberGrievancesRedressalMechanism

NPShasamulti-layeredGrievanceRedressalMechanism which iseasily accessible,simple,quick,fair,responsive

andeffective.

Employee has the optionofregistering grievance/complaintthrough the followingalternatives:

•CallCentre/InteractiveVoiceResponseSystem(IVR)

HecancontacttheCRA callcentreattollfreetelephonenumber 1-800-222-080and registerthegrievance.He

willhavetoauthenticatehimselfthroughtheuseofT-pinallottedtohim atthetimeofopeningaPermanent

RetirementAccountunderthe NPS.On successfulregistrationofhisgrievance,atokennumberwillbeallotted

bytheCustomerCarerepresentativeforanyfuturereference.

•Webbasedinterface

Employeecanregisterthegrievanceatthewebsitewww.cra-nsdl.co.inwiththeuseoftheI-pinallottedtohim

atthetimeofopeningaPermanentRetirementAccount.Onsuccessfulregistration,atokennumberwillbedisplayed

onthescreenforfuturereference.

•Physicalforms

Employeecansubmitthegrievanceina prescribed formatto the POP who would forward ittoCRACentral

GrievanceManagementSystem (CGMS).Hewillhavetomention his PRAN as the meansofauthentication.Upon

submissionofformwiththePOP-SP,hewillgetanacknowledgementreceipt.Thetokennumberwouldbeemailed

tohim (iftheemailid ismentioned),otherwisethesamewillbeemailedtotheconcernedPOP.Hecangetthe

tokennumberfromthePOPuponpresentationoftheacknowledgementreceipt.

HowtocheckthestatusoftheGrievance?

EmployeecancheckthestatusofthegrievanceattheCRA website www.cra-nsdl.co.inorthroughtheCallCentre

bymentioningthetoken number. Hecan also raise a reminderthroughanyoneofthemodes mentioned

above byspecifyingtheoriginaltoken numberissued.

Ifhedoesnotreceive anyresponsewithin 30daysornotsatisfiedwiththeresolutionbyCRA,hecanapplyto

theGrievanceRedressalCell(GRC)ofPFRDA.

GrievancesreceivedbytheGRC directlyfrom thesubscribersonlyshallbeentertained.GRCshallnotentertain

any complaints written on behalf ofthe subscribers by advocates, agentsorthirdpartiesunlessformally

authorizedbythesubscriber.
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CompleteaddressoftheGRCofPFRDAisasunder:

GrievanceRedressalCell

FundRegulatoryandDevelopmentAuthority

1stFloor,ICADRBuilding,PlotNo6,VasantKunj,Institutional

Area,Phase-11,NewDelhi-110070,Telno-Oil26897948-49,

Fax:011-26892417,

Email:grc@pfrda.org.in

OTHERMATTERS

1. PFRDAissuedirectionsandguidelinestoNPSintermediariesforprotectingtheinterestofthesubscribers.

2. Thereisnoguaranteeon theinvestment.NPS isa defined contributorypension schemeandthebenefits

woulddependupontheamountofcontributionsinvestedandinvestmentgrowthsuptopointofexitfromNPS.

PastperformanceoftheFundManagerdoes notguaranteefutureperformanceoftheinvestment.

3. ThereisnoprovisioninNPS,formarking lien/cautiononPFbalancesoftheemployeesafterextending

variousloanfacilitiestothemi.e.V/L,H/L,CleanODetc.

4. NoProvisionofappropriationofPFcontributionmadebythebankondismissal,removal,terminationofemployee

fromserviceonaccountoffinanciallosses.

5. UnderNPS,BanksdonothaverightoverthefundtransferredtoNPStrust.Bank'sroleasaregistered

corporateistoactasinterfacebetweenitsemployeesanddifferentbodiesunderNPSasformulated

byPFRDA.

RevisedApplicationform forSubscriberRegistrationunderNewPensionScheme

(PF&PensionFundDeptt.Circularno.9/2015dt.19.05.2015)

PFRDAhasnowrevised theapplicationform forSubscriberRegistration under New Pension Scheme.Therefore,

nowonwards,application from the employees covered under NewPensionSchemeissentonthefollowing

revisedapplicationform.

1. CSRF-1-ApplicationformforSubscriberRegistration.

2. AnnexureII(CSRF-1)-ForPRANinHindi,(ifrequired)

3. AnnexureIII(CSRF-1)-ForAdditionalnominee,(ifrequired)

Theaboveprescribedthreeformscanbedownloadedfrom Knowledgecentresite->BranchKit->Form->

NewPensionSchemeform.

SANCTIONINGOFPENSIONPROPOSALINCASEOFPUNISHMENTOFCOMPULSORY

RETIREMENTFROM THEBANK'SSERVICEIMPOSEDUPON
THEEMPLOYEES

(Pension&ProvidentFundDepartmentCircularNo14/2014dt.30.09.2014)Asper

regulation33ofPNBEmployeesPensionRegulation1995:
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CompulsoryRetirementPension

1)Anemployeecompulsorilyretiredfrom serviceasapenaltyonorafter1stdayofNovember,1993in

terms ofPunjab National Bank Officer Employees'(DisciplineandAppeal)Regulations,1977or

awards/settlementmaybegrantedbytheauthorityhigherthantheauthoritycompetentto

imposesuchpenalty,pensionataratenotlessthantwo-thirdsandnotmorethanfullpension

admissibletohim onthedate ofhis compulsoryretirementifotherwise he wasentitledtosuch

pensiononsuperannuationonthatdate.

2)Wheneverinthe case ofa bank employee the CompetentAuthoritypasses an order(whether

original,appellateorinexercise of power of review) awarding apensionless than the full

compensation pension admissible under these regulations,theBoardofDirectors shall be

consultedbefore suchorderispassed.

Toavoid delay in settlementofPensionproposals,in caseofcompulsoryretirementthesanctionofpension

shouldbeobtainedfrom theauthorityhigherthantheauthoritycompetenttoimposesuchpenalty.Circle

Offices/ HO Divisions/ FGM offices are to sendthepensionproposalsdulysanctionedbytheCompetent

Authority

PAYMENTOFPENSION/FAMILYPENSIONINCASESWHERETHEPUNISHMENTOFREMOVALHASBEEN

IMPOSED UPON THEEMPLOYEES UNDER CLAUSE 6(b) OF THEBIPARTITESETTLEMENTDATED

10.04.2002(PADCIRCULARNO.-277dated13/07/2015)

InviewofthejudgementofHon'bleSupremeCourtand the clarification received from the Indian Banks'

Association,ithasbeendecidedtoallow pension/ familypensioninrespectofthoseworkmenwhohave

been inflicted with the punishmentof "Removalfrom service withsuperannuationbenefitsi.e.,pension,

providentfundandgratuityaswould bedueotherwiseundertherulesorregulationsprevailingattherelevant

time and withoutdisqualification from future employment"in termsofClause 6 (b)of the Bipartite

Settlementdated 10.04.2002.Itis furtherclarified thatthose employees who have notputin required

numberofyearsofqualifyingserviceshallnotbe entitled to thesuperannuationbenefitthoughremoved

from service interms ofclause 6(b)oftheBipartiteSettlement.

PF&PENSIONFUNDDEPARTMENTCIRCULARNo.09/2014Date:20.05.2014

..........TheBoardofDirectorsvideitsResolutionNo.9inmeetingdated25&26.07.2013

hasalsodesiredthat"ordinarilyfullpensionbeallowedtotheemployeeincasenoreferenceregarding

reductionintheTerminalDuesbyDisciplinaryAuthority (DA)inthefinalorderismade.However,where

theDisciplinaryAuthoritymakesareferenceinthefinalordertoreducepension,thematterbeplaced

beforethecompetentauthorityasperPensionRegulations"

SUBMISSIONOFLIFECERTIFICATEATTHETIMEOFFIRSTCREDITINCASEOFSTAFF

PENSIONERSINPENSIONPAYINGBRANCH.

(PF&PensionFundDeptt.circularNO.01/2015DATED02.01.2015)

IthasbeendecidedthatPension Paying Branches need notinsist forsubmission ofLifeCertificatetostaff

pensioneratthetimeofcreditofFirstPension.
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However,theexistingpensionershavetosubmittheLifeCertificateinthemonth ofNovembereveryyear.

MandatoryissueofacknowledgementtopensionersonsubmissionofLifeCertificates.

(PF&PensionFundDeptt.CircularNo.8/2015dt.18.05.2015)

Inordertoalleviatethehardships faced by pensioners,allpension paying branch willissue a dulysigned

acknowledgementtopensionersonthereceiptofthelifecertificatesubmittedinphysicalformasperannexure.

PADCir.No.262dated.28/04/2015dtd.16/05/2015tobereadwithPersonnelDivision
CircularNo.1758dated11.10.2000

PunjabNationalBankOfficerEmployees'(AcceptanceofjobsinPrivateSectorConcernsafterRetirement)
Regulation,2000-AmendmenttoRegulation4(1).

InRegulation4ofthePunjab NationalBank OfficerEmployees'(Acceptance ofJobs in PrivateSectorConcerns

afterRetirement)Regulations,2000, in sub-regulation (1),the words "twoyears",shallbesubstitutedwith"one

year'.

4. GRATUITY

(PFCir.No.1/86dt.1/1/86,PFDep.Cir.No.4/97 dt.8/10/97,PD Cir.No.1565 dt.16/1/97,PDCir.No.

1595dt.21/10/97andPDCirNo.1726dt.15/5/2000,HRDCirNo.

626dt.04/06/2010)

A. UNDERGRATUITYACT1792:

1. Eligibility

Everyofficershallbeeligibleforgratuityon

(i) Onsuperannuationor,
(ii) Onretirementorresignationor,

(iii) Ondeathordischargeonthegroundoftotaldisablementduetoanaccidentora

disease.

2. Minimum ServiceRequired:

❖ Minimum5yearscontinuousservice,

❖ Anyserviceinexcessof6monthstobetakenasfullyear.

❖ Lessthan6monthstobeignored.

NoteUndertheAct,thecompletionofcontinuousserviceof5yearsshallnotbenecessarywherethe

terminationofemploymentofanyemployeeisduedeathordisablement

3. CalculationofGratuity

Foreverycompletedyearofservice orpartthereof in excess of6 months, theemployershallpay

gratuityto the employeeatthe rateof15 dayswagesbased on therateofwageslastdrawn by

him (withoutany stipulation on wages)on the basisthataworkerearnsa month's wages for

attendingtoworkon26workingdays,asperthefollowingformula.

Monthlywagesx15xNoofyearsservices/26
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Wagesmeans: Lastdrawnwages/paycomprisingofBasicpay(including

stagnationincrement)+ SpecialPay + Dearness allowance.(Itdoesnot

includeBonus,HRA,CCAandAdjustmentPay).

❖ ForthepurposeofGratuityAct,anemployeeshallbesaidtobeincontinuousservice
fora periodif he has,for that period been in uninterrupted service including servicewhich maybe

interrupted on accountofsickness,accident,leave,absence from dutywithoutieave(notbeingabsence in

respectofwhich an ordertreating the absence asbreakinservicehasbeenpassedinaccordance with

the standing orders,rules andregulations covering the employees ofthe establishment), lay offstrike'

or a lock outor cessation of work not due to any fault of the employees, whether such

uninterruptedservicewasrenderedbeforeorafterthecommencementofthisAct.

❖ Theterm"wages"forthepurposeofdeterminingtheamountofgratuitypayable

undertheAct,meansallemolumentswhichareearnedbyanemployeewhileondutyoronleavein

accordancewiththeterms andconditionsofhisemploymentandwhicharepaidorarepayableto

him incashandincludesDearnessAllowancebutdoesnotincludeanyBonus,HRA,CCA,overtime.

❖ AverageSaiary/wageforthepurposeofGratuityActistheaverageofpreceding12
months'fullsalary payabie/paid to the officer. Subsistence allowance is not betreated as saiary/wage.

Lastlullpay drawn,prior to suspension or leave withoutpay,should be taken forthe purpose

ofgratuity calculation.Ifthe pay is less thanamonth,thenNotionalSalaryforthelullmonthistobegiven.

❖ WhileCalculating12monthsaveragepayunderawardforpaymentofgratuity,if
employeehasremainedabsentforanyperiodduringtheprevious12months thennotionalsalaryforthe
period shouldbeincludedforcalculatingtheaveragemonthlypay.

Maximum Payableamount:Rs.10Lac.(HRD626dt.04.06.10)

However,noIncomeTaxistobededucted.

B. UnderOfficers'ServiceRegulations:

1. Minimum ServiceRequired:

❖ Minimum10yearsservice,

❖ Incaseofworkmenfractioninexcessof6monthsbeyondcompletedyearsofservice

tobepaidonproratabasis.Lessthan6monthstobeignored.

❖ Incaseofofficersfractionofserviceinexcessof6monthstobetakenonprorate

basisincludingnumberofdays.Lessthan6monthstobeignored.

2. Eligibility&Calculation

1. Upon Normal Retirementofthe

officeratorafterageof57
Theamountofgratuitypayable toanofficershallbeonemonth's

payforeverycompletedyearofservice,subjecttoamaximum of

15months'pay.

Provided thatwhere an officer has completed morethan30

yearsofservice,heshallbeeligiblebywayofgratuityforan additional

amount at the rate of one halfofamonth'spay for each

completedyearofservicebeyond30years.
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Upon death whilst in

serviceoftheBank

SameratesasgiveninNo.1above.

On VRS or resignation before

10years'continuousservice

Nil

on dismissal on account of

misconduct

Samerates asgiven inNo.1abovesubjecttodeductionofthe

financiallosstherefromwhichtheBankmayincur

duetomisconductofanofficer

onVRSorresignationafter10years'

continuousservice

SameratesasgiveninNo.1above.

on becoming physicallyor

mentally incapable of further

service

SameratesasgiveninNo.1above.

on termination of service by

theBank

SameratesasgiveninNo.1above.

"Pay"forthepurposeofGratuityunderOSRmeans

Averageoflast12monthspaycomprisingBasicsalary+Stagnationincrement+IncrementComponentofFixed

personalallowance(onaccountofcomputerization)+SpecialAllowance

+ Professionalqualificationallowance/Education qualification allowance (ranking for superannuatingbenefits)+

officiatingallowance(inhighercadre incase ofworkmen staffonly)

Maximum payableamount:Noceiling.HoweversubjecttodeductionofIncomeTaxasperincometax

rules

C. Entitlement

UnderAct1972andunderAwards/Settlement/regulations

Asperprovision,gratuitypayableundertheactaswellaspayable under Awards/Settlement/regulation,as

thecasemaybe,willbecalculatedandhigher of the twowouldbepayabletoconcernedemployee

irrespectiveofcadre/grade.

D. ForfeitureofGratuity(PADCir.No.280dated14/08/2015)

i.underGratuityAct

• ThegratuitypayableunderthePaymentofGratuity Act,isliable tofullorpartialforfeitureunderdifferent

circumstances.Section4 (1)ofPaymentofGratuityActdealswithpaymentofgratuitywhereasSection

4(6)oftheActdeals withforfeitureofgratuity-Section4(1)readsasunder:

"Gratuityshallbepayabletoanemployeeontheterminationofhisemploymentafterhehas

renderedcontinuousservicefornotlessthanfiveyears,-.

oonhissuperannuation,or

oonhisretirementorresignation,or

oonhisdeathordisablementduetoaccidentordisease:

Provided thatthe completion of continuous service of five years shall not be necessarywherethe

termination ofthe employmentofany employee is due to death ordisablement."
(PF&PensionFundDepartmentCircularNo.09/2014dt.20.05.2014)

• Section4(6)providesasunder:
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"Notwithstandinganythingcontainedinsub-section(1),thegratuityofanemployee,whoseserviceshave

been terminated forany act,willfulomission or negligence causinganydamageorlossto,or

destructionofproperty,belongingto theemployer,shallbeforfeitedtotheextentofthedamageorloss

socaused:

•Thegratuitypayabletoanemployeemaybewhollyorpartiallyforfeited.

oIftheservicesofsuchemployeehavebeenterminatedforhisriotousordisorderlyconduct
oranyotheractofviolenceonhispart,or

oIftheservicesofsuchemployeehavebeenterminatedforanyactwhichconstitutesan

offenceinvolvingmoralturpitude,providedthatsuchoffenceiscommittedby

him inthecourseofhisemployment.

ii)UnderAwards/Settlement/regulations:

ForworkmenGratuitycanbeforfeitedonlyincaseofdismissal/discharge/terminationcausingfinancial

losstothebankandinsuchcasestothatextent.

Incaseofofficers,there is no provision forforfeiture ofgratuity under Officer's Serviceregulations.Incases

wheretheamountofgratuityishigherundertheOfficer'sServiceregulationsincomparisontothatofGratuity

Act,thesameshallbepaidto him/her,irrespectiveofthequantumofloss,ifany,causedthebank.However,it

may be clarified here thatgratuity is notpayable to officers underOfficer's service regulations when the

termination oftheofficerfromserviceisbywayofpunishmentofDismissalorRemoval.

(AmendmenttoPAYMENTOFGRATUITYIN CASESWHERE EMPLOYEESHAVEBEEN RETIREDON ATTAINING

THEAGE SUPERANNUATION AND AGAINST WHOM JUDICIAL PROCEEDINGSWEREINSTITUTED/PENDINGAT

THETIMEOFTHEIRRETIREMENTiscircularizedvidePAD

Cir.No.276dated10/07/2015).

Whereasin the cases where services of the employees are terminated by way of punishmentlikeCRS,

Dismissal&Removal,thegratuity proposals be sanctioned,forpayment to theconcernedemployee,bythe

authoritycompetenttoforfeitthegratuity.Incases where the competentauthority has decided to forfeitthe

gratuity,gratuityproposaldulysanctioned as wellasforfeitedbesenttoPF&PensionFundDepartmentalongwith

copyofspeakingorderspassedforthegratuityforfeiture.

E. TimeLimitforPaymentofGratuity

i. UnderGratuityAct

Asperprovisionsofthe paymentofGratuity Act1972,the bankhasto payfullamountofgratuity

within30daysfrom thedateitbecomespayable totheperson towhomgratuityispayable.Iftheamount

ofgratuitypayableisnotpaidbythebankwithinthespecifiedperiod(30days),thebankhastopayfrom the

date on which the gratuitybecomespayabletothedate on which itispaid,simple interest@10% p.a.

providedthatnosuchinterestshallbepayablefordelayinthepaymentduetothefaultoftheemployee.

ii. UnderOfficers'ServiceRegulation

"Wherepaymentisnotmadewithintheperiodof3monthsfromthedateofretirement/resignationetc.interest

@ applicabletothetimedepositsonex-employeesispayable.
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Interestistobepaidtotheex-employeebythebranchofficeconcernedfrom wheretheemployeehasretired/

resignedetc.from the date ofhis retirement/resignation etc.Itisnotnecessaryinsuchcases,toawait

sanctionfromRegionaloffice.

PAYMENTOFOVERDUEINTERESTFORDELAYINSETTLEMENTOFGRATUITY

(PADCircularNo220dt.18.06.2014)

• incasepaymentofgratuityunderPunjabNationalBank(Officers')ServiceRegulations/BipartiteSettlementsis

notmadewithin3monthsfrom thedateofretirement/resignation/death etc,interest as payable under

Section7(3A)ofthePaymentofGratuityAct,1972,bepaid.

(Aspernotificationno.SO-874(E)dated 01.10.1987,the simple intereston delayed paymentofgratuity

underthePaymentofGratuityAct,1972hasbeenspecifiedas10% perannum)

• wheregratuity is withheld on account ofinvocation ofRegulation 20(3)(iii)ofPNB (Officers')Service

Regulations orforanyotherreason and the amount becomesrefundablesubsequently,theinterestas

specifiedabovebepaid.

5. REFUNDABLELOANS/NONREFUNDABLEWITHDRAWALSAGAINSTBALANCEOUTSTANDING

INPROVIDENTFUND

(PensionFundCircu!arNo.1/2004dt15.07.2004)Pension&

ProvidentFundCircularNo.01/2010DT.19.01.2010

Pension&ProvidentFundCircuiarNo.09/2012DT.21.08.2012(ConsolidatedPF8i

PensionFundCircuiarNo.7/2014dt17.02.2014)

I)REFUNDABLEPFLOANS:

SI.
No.

PURPOSEOFLOAN PERMISSIBLELIMIT REPAYMENT
PERIOD

i) Tomeetexpenses in connectionwith

illnessofthememberormemberofhis

family.

ThreeBasicPayortotalaccumulationof

own contribution including interest

thereon

whicheverisless.

36months

ii) Topaycostofpassageto aplaceout

ofIndiaofamemberoranymemberof

hisfamily.

ODo- ODo-

iii) Tomeetexpensesinconnection

withmarriage/funeraloranyother

socialobligation.

ODo- ODo-

iv) To meet the expenses to repairthe

damage caused to the movable/

immovable propertyorto meetthe

expenses ofnormalrepairtoselfowned

immovableproperty

ODo- ODo-

v) Tomeetexpenses in connectionwith

marriage ofself,brother,sister,daughter

orson.

6 Basic Pay or totalaccumulationof

owncontributionincludinginterestthereon

whicheverisless.

60months
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inNONREFUNDABLEPFWITHDRAWALS

Purposeofloan Permissiblelimit Eligibility

Tomeetthecostoftreatment 100% of own contribution plusMinimum completed

for any serious ailment like100% of additional contribution serviceof10yearsoris

kidney transplant or heart(VPF) if any, minus outstanding due to retire within 10

surgery of member orbalance of refundable loans ifyears.

member'sspouseorchildren. any.

To pay/incur expenses in75% of own contribution plusMinimum 20 years of

connection with marriage of100% of (VPF) if any, minusserviceor45yearsofage.

member'ssonordaughter. outstanding balance of

refundableloansifany.

To meet expenditure on100% of own contribution plusMinimum completed

building a house / flat or100% of VPF, if any, minusserviceof10yearsoris

purchasingasiteortorepay outstanding balance ofdue to retire within the

loan previously raised forrefundableloansifanyorcostof next10years.

construction/ purchase ofactual construction of house

house whicheverisless.

Withdrawal within 12 months

beforeretirement

90%ofowncontributionand90%of

VPF,ifany

Meeting the cost of higherNon-refundablewithdrawalnot

education including whereexceeding 100% of the

necessary the traveling additional contributions made in

expensesofanychildofthe termsofrule8Aandinterest

member actually dependentthereon ie. VPF contributions of

on him/her in the followingthe member to the extent of

cases,namely: shortfall between the cost of

Education outside Indiahigher education and the

for academic /technical/amount of education loan

professional or vocationalsanctioned by the bank. The

courses beyond themember in each case shall

matriculationstage. providetheproperdocuments/

SI.

No.

vi)a)

PURPOSEOFLOAN PERMISSIBLELIMIT REPAYMENT

PERIOD

Tomeetcostofhigher 6BasicPayortotal

education

expenses

member

him/her

including travelingaccumulation of own

of any child of theincluding interest

contribution

thereon

-Do-

actually dependent onwhicheverisless.-

for education outside

India for undertaking academic

/technical / professional/

vocationalcoursebeyond
b) matriculationstage. -Do- -Do-

To meet cost

for

of

education

engineering or other

or specialized course

higher

medical,

technical

inIndia

beyondthematriculationstage.
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Purposeofloan Permissiblelimit Eligibility

And

O Any medical, engineeringor

othertechnical orspecialized

course in

India beyond the

matriculation stage

WITHDRAWAL ALLOWED ONLY

FROM VPF

evidence supporting the cost ofhigher

education and theamountofeducation

loansanctionedbythebank.

OPreviousloanhastobeadjustedinfullbeforeapplyingforfreshrefundableloan.

OMoneyforcreditoradjustmentofloan accountshould be remitted only by crediting theaccountnumber

1522000200166704mentioning fullparticulars ofthe employee(Name&PFNo.)

O Theapplicationsmustbesignedbytheapplicantand duly recommended by thecompetentauthoritywho

isatleastonerankabovetheapplicantbutnotbelow therankofaManager/Incumbent.

O Theemployeescan requestforcredit ofamount ofloan sanctioned directlyto theiraccountsgiving16

digitaccountnumberintheapplicationform.

DETAILOFSUPPORTINGDOCUMENTS-NONREFUNDABLEWITHDRWAL/LOAN

S.No Purpose of

Withdrawal/Loan

pportingDocuments

i) To meetthecostof treatmentforany

serious ailment like kidney transplant

orheartsurgeryofmemberor

member'sspouseorchildren.

Proper documents/ Doctor's advice/ evidence in

supportofcost/estimateoftreatment.

ii) Topay/incur expenses in connection

with marriage of member's son or

daughter.

riageinvitationcard/affidavitdulynotarized

.iii) TopurchaseaPlot/site/builthouse

/flat.
Annexure-I (Attached on the loan applicationpageitself)

Copy ofthe sanction letterofHousing Loan sanctioned by

PNB,if any or Undertaking ofH/Lnotavailed so faror

nottobeavailed fromanyotherbank.

Copyofagreementtosell-purchase/allotmentletter/demand

letter.

Detailsofsourceoffundtomeetthegap,if

any.
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S.No Purpose of

Withdrawa1/Loan

SupportingDocuments

iv) Tomeettheexpenditureonconstruction

ofhouse.

1.Annexure-I(Attachedontheloanapplicationpage

itself)

2.CopyofsanctionletterofHousingLoan

sanctionedbyPNB,ifanyorUndertakingofH/L

notavailedornottobeavailedfromanyother

bank.

3.Copyoftitledeedinthenameofself/spouse.

4.Estimate/costofconstruction

5.Detailsofsourceoffundtomeetthegap,ifany.

v) ToRepayhouseloan/margin 1. Annexure-I(Attachedontheloanapplicationpage

itself).

2. CopyofsanctionletterofHousingLoan

sanctionedbyPNB.

vi) 90%withdrawalwithin12months

beforeretirement

Proposal should be recommended by the person

authorizedtosanctionthesettlementoffinaldues

vii) Meeting the costof highereducation

including where necessary the

travelling expensesofanychild ofthe

memberactuallydependentonhim/herin

thefollowingcases,namely:

- EducationoutsideIndiafor

academic,technicalprofessional

orvocationcoursesbeyondthe

matriculationstage,and

-Anymedical, engineering orother

technicalor specializedcourseinIndia

beyondthe

Matriculationstage

Thememberineachcaseshallprovidetheproper

documents/evidencesupporting

1.Thecostofhighereducation.

2.CopyofeducationloansanctionedbyPNB.

(ConsolidatedProvident&PensionFundCircularNo.07/2014)

.....SubmissionofhardcopyofPFloanapplicationandrequiredsupportingdocument(s)to

PF & Pension Deptt.has been dispensed with w.e.f.01/08/2013.Now employee can apply for PF loan

(Refundable/Non refundable) "Online" throughHRMS. The recommending authoritywillrecommendandgivean

undertaking on-line thathe/she has verified the supporting document(s)andcopyofsameis/arekeptinthe

personalfileoftheemployeeconcerned.

Theloanapplicationisto berecommendedbythecompetentauthority who isatleast onerankhigher than

theapplicantbutnotbelow therankofaManager/IncumbentIncharge.IncaseofNON-REFUNDABLEwithdrawal

the recommending authority willclick the 'Check Box'ontheloanrecommendingpageitself,stating thathe

/shehasverifiedthe documentsrequired(plusAnnexure,incase ofpurchase/construction ofHouse/Flat)and

has keptthem inthepersonalfileoftheemployeeconcerned.PrintAnnexure isdisplayed attheleftbottom

ofthepage.Click onthe'PrintAnnexure'togettheprintoftheannexure.Obtain signatureontheannexureand

keepitinthepersonalfileoftheemployeeconcerned.
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REMITTANCEOFPF/PFLOAN/VPF/BC/PENSIONRECOVERY

Ithasalsobeenobservedthatstaffaswellasbranchesfaceproblem inlocatingthecorrectaccountnumberfor

remittance towards ProvidentFund, ProvidentFund Loan, Voluntary ProvidentFund,Bank Contribution on

accountofofficiating,ex-gratia and pension recoveryetc.

FCMBRmenuhasbeenredesignedforPFdepartmentinrespectofremittanceotherthanremittancedeductedfrom

salarytoresolvetheaboveproblem.Byusingthismenubranches/employeeswillbeabletoremitthefundsincorrect

accountwithoutmentioning anyaccountnumber.Justbyselectionofcorrect collection code,amount willbe

creditedintherelatedaccount.NavigationforremittanceisgivenaftertheNavigationforPFloan.

5.ADVANCESTOHONOURABLYRETIREDEX-STAFF/WIDOWSOFHONOURABLYRETIREDMEMBERSOF

STAFF

(Loans&AdvancesCircularNo.120dt.24.09.2009)

L&ACircularNo.56 dated 30.04.2009,inter-alia,providestheguidelinesregardingservicechargesviz.charging

ofupfront fee/documentation charges in borrowalaccounts. Further,theextantguidelinesofthebankalso

providesthattheemployeesretiredfrom bank'sservicearetobetreatedlikepublicinthisregard.

References are being received regarding reduction ofupfrontfee and documentation charges incaseof

honourablyretired ex-staff/widowsofhonourablyretired membersofstaff whoproposetoavailhousingloan

forrepair/renovationagainst mortgage oftheir own IPs.On review,ithasbeendecidedthat100%waiverof

UpfrontFee& DocumentationChargesbeallowedinrespectofhonourablyretiredemployeesofourbank/widowsof

honourablyretiredmembersofstaff.

Theterm Retired Employee includes the employees retired honourably or leaving bank'sserviceincluding

voluntaryretirementorotherwisebutdoes notinclude anemployeeretiredcompulsorilyorinconsequenceof

disciplinaryaction.

7. PENDINGPETROL/NEWSPAPERREIMBURSEMENTFORRETIREDEMPLOYEE.

(PADCircularNo.270/2015.dt28.05.2015)

Incaseemployeecouldnotsubmitundertakingduetoanyreason,thereisnootherwaytoprovidereimbursement

totheemployeeafterhis/herretirementastheuserofemployeebecomeinactive.

Inordertoovercomethissituationandprovidereimbursementtoretired employeewhosereimbursementispending

dueto non-submission ofundertaking,new utility has beendeveloped in HRMS through which undertaking

can be submitted by establishment in chargeofoffice,employee has attended last.On the basis of

undertaking submitted byEstablishmentInchargeandapprovedbycompetentauthority,reimbursementwould

beprovidedinnextcentralizedprocess.DetailednavigationisprovidedinAnnexureIforpetrolundertaking

andinAnnexureIIfornewspaperundertaking.

8. PNBMEDI-CLAIM INSURANCESCHEMEFORRETIREDEMPLOYEESOFTHEBANK

DiscontinuationofexistingPNBMedidaim InsuranceSchemeforRetiredEmployees.

HRDDCircularNo.732datedDecember16,2015
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Withthesigningofwage/salaryrevision in terms ofJoint Note dated 25.05.2015 a newMedicalInsurance

SchemeforretiredemployeeshasbeenimplementedvideHRD circularNo716dated12.10.2015.

Inviewoftheabove,ithasbeendecided to discontinuethe old PNB Mediclaim InsuranceSchemewitheffect

from01.01.2016.

PADConsolidatedCircularNo.22dtd.09.04.2014

FACILITIESTOOFFICERSAFTERRETIREMENT

Intermsofextantguidelines,thefollowingfacilitiesareavailabletotheofficersofthebankaftertheirretirement:

1. Residenceifany,onchargingonlysuchamountashewaspaying justpriortohisretirementforthisfacility.

Receiptshallnotbeissued bythebankfortherentpaidbytheofficer.

2. Telephone,ifprovidedattheaboveresidenceduringserviceperiodontheconditionthatthetelephonebills

willbepaidbytheofficer.

3. Iftheresidenceprovidedisfurnished,therenton furnitureshallalso be charged from theofficer@ 0.25%of

thelastbasicpaydrawnforfirsttwomonthsandforperiodbeyond2months@ 5% tillthetimethefurniture

itemsarereturnedbythem.(Theabovefacilitiesaretobeprovidedtothoseretiringofficerswhogivewritten

requestinadvance,foraperiodoftwomonthsonly,fromthedateofretirementsothattheyarenotputto

hardshipsimmediatelyafterretirement.)

4. Gratuitypayabletosuchofficerswho havebeen given theabove facilitieswould bereleased onlyafter

gettingthevacantpossessionofthe accommodation/flat,settlementofbills,etc.

Theofficers,who areprovidedwith residentialaccommodation and arepermitted to retainthesamefora

period of2 months afterretirement,maybe paid intereston Gratuitywithheldinsuchcasesatterm deposit

staffrate applicable to the period upto which leased accommodationisretained,providedtheyvacate the

accommodationwithinaperiod of3months.Theofficerswhodonotvacatetheresidentialaccommodationwithin

aperiod of3monthsshallnotbeentitledtoanyinterestongratuityfrom thedateofretirement.Further,the

actualrentpaidfortheleasedaccommodationfortheperiodbeyond2monthswouldberecoveredfrom theretired

employeesandincaseofbankaccommodation,attheentitlementrateoftheofficer.
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CHAPTER15

TRANSFERPOLICYFOROFFICERS



[CHAPTÊ5j

TRANSFERPOLICYFOROFFICERS

(PADCircularNo.253dt.13.03.2015)

Service conditionsofofficerstaff are governed byPNB (Officers') Service Regulations. 1979asamended

fromtimetotime.TheRegulations47and48laydownprovisionsrelatingtotransferabilitywhichreadasunder

Regulation:47

EveryofficerisliablefortransfertoanyofficeorbranchofthebankortoanyplaceinIndia.

Regulation48

Everyofficershallbeavailableforbank'sdutiesatanytimeoftheday.

ConsolidatedinstructionsontransferandpostingofofficerswaslastcirculatedvideHRD DivisionCircularNo.

392dated16.04.2007.SomeoftheprovisionsofthePolicy havesince beenamended/modifiedafterdiscussion

invarious CentralMRM MeetingsheldwiththeAllIndiaPunjabNationalBankOfficers'Association.

Thetransferpolicyhassincebeenconsolidatedandtheamendedpolicyisappendedbelow.Theseinstructions

should,however,bereadalongwiththeRegulationsreferredtoabove.

1. ROTATIONALTRANSFER-STAYATONEOFFICE/STATION:

i) AnOfficershallbetransferredfrom oneofficetootherofficeoncompletionofatenureof3 years.Theperiod

ofstayinanofficewillexcludetheperiodofserviceasworkmaninthesameoffice.

ii) Anofficershallbetransferredtootherstationoncompletionofatenureof6years.Theperiodofstayatone

stationwillexcludetheperiodofserviceasworkmanatthesamestation.

iii) ThenormaltenureofanofficeratCircleOfficeoranyotherAdministrativeOfficewillbe3to5yearsand

oncompletionofthetenure,the officer should generally be posted inbranches.Transferfrom one

AdministrativeOfficetoanothershouldbeavoided.

iv)TechnicalOfficersshallnormallybetransferred on theirsecond promotion oroncompletionof5yearsof

theirstaywhicheverisearlier.However,their allocationonpromotionshallbedoneasperrequirementofthe

Bank.

v) TransferofofficersworkinginForeignExchange Offices / Overseas branches etc.willbe effectedin

consultationwithrespectiveDivisionsatHeadOffice.

vi)Ifinanycase,CircleHeadfeels an exception is required forretention ofanyofficerbeyondtheaforesaid

period,theyshouldseekapprovalfrom PAD,HO givingthereasonsforthesame.

vii)Inordertoeliminatethescope offrauds andcorruption,rotationaltransfersmustbeeffectedregularly.



2.TRANSFERONPROMOTION:

i. AllofficersonpromotionwithinOfficers'cadreshallbeallocatedintermsoftheplacement

guidelinesdecidedbytheBankfrom timetotime.Suchguidelinesshallnormally bedeclaredatthetimeof

initiationofpromotionprocess.

ii. Clericalemployees on promotion as officers on the basis ofseniority cum-absence of demeritand

interviewshallbepostedwithintheconcernedarea/groupagreedto byandbetweenBankandAllIndiaPunjab

NationalBankEmployees'Federation.

iii. Clericalemployees on promotion through the process ofselectivity willbe required to furnishintheir

applicationthechoice of posting in 3states,otherthan the state where they areworking,inorderof

preference,whichwillbekeptinviewby the Bank while making postings.Suchchoice,willhowever,notbe

bindingonthemanagement.

iv.Anofficertransferred to otheroffice / station on promotion orin the same capacity shallnotbe

transferredbacktothesameoffice/stationwithinaperiodof2years.

3. TRANSFEROFOFFICERSONREQUEST:

i. Officers,including femaleofficers,physically handicapped Officers and those having differently abled

children,shallbeeligibletosubmitrequestfortransfertootherCircleaftercompletionofaminimumperiod

of2yearsinaCircle.Theperiodof2yearswillbereckonedason31stMarchofeveryyear.

ii. Theaboveprovisionshallalsobeapplicableto thoseOfficerswho,onpromotion,areretainedinthesame

Circle.However,theperiod of2years ason31stMarch willbereckonedfrom thedateoftheirjoininginthe

higherscaleonpromotion.

iii. IncaseofofficersjoiningtheBankasManagementTrainees,theperiodof2 yearsason31stMarchshall

bereckonedfrom thedateoftheirjoiningpermanentplaceofposting aftercompletionoftraining.

iv.Theperiodspent on temporarytransferto other Circle(s),sabbaticalleave and leavesavailedinexcessof

PrivilegeLeave/SickLeaveearnedduringtheperiodofstayinthetransfereeCircle,ifany,shallbeexcluded

whileconsideringtheperiodof2yearsason31stMarch,asabove.

v. Allthe transfer requests shallbe considered subject to availability of vacancies keeping inview the

requirementoftheBankandsubjecttotheprovisionsofRegulation47ofthePNB(Officers')ServiceRegulations.

vi.Officersseekingtransfershould submit their applicationontheprescribedproforma to theirIncumbent

Incharge.Theywillforwardtheapplication alongwithrecommendations toCircleHead.Theproformafor

seekingrequesttransferby officers is available as perAnnexure2.Incumbents In charge should ensure

before giving the recommendations thatthetransferapplicationiscomplete in allrespects,officerhas

submittedlatest APAR andannualstatementofAssetsandLiabilitiesandtheinformation particularly at

column no.7&8isdulyfilledin.Such transferapplicationsshallbe entered in HRMS and forwarded to

PADHOalongwithrecommendationsofCircleHead.
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forwardtheapplicationstoPADHOalongwithrecommendationsofDivisionalHead.

viii. Theapplicationfortransfershallnotberejectedonthegroundthatintegrity oftheofficerisdoubtfuland

theseshouldbeconsideredonmerits,i.e.thereasonsgiven and aspertherostersystem maintainedin the

administrative offices along with the requests ofotherofficers.Iftheintegrityoftheofficerisdoubtful,this

informationshallbesuppliedtotheconcernedauthorityinaconfidentialmanner.

ix. Atthetimeofrelievingofofficersinthecaseofinter-Circletransfers,itmustbeensuredthattheofficerhas

submitteduptodateAPARsandAnnualReturnofAssets&Liabilities.

x. TA/DA shallbeadmissibletothoseofficersonrequesttransfertoanotherCirclewhohaveputinmorethan

3yearsofserviceinoneCircle.Theoptiontoclaim TA/DA maybelefttotheofficeri.e.hemayclaimiteither

atthetimeofreporting atthetransfereeplaceoratalaterdatewhileshifting hisfamilyfrom theprevious

placetothenew place ofposting.However,itmaybeclarifiedthatiftheofficeroptsto availTA/DA ata

later date whileavailingjoiningtime,thennoTA/DA shallbepayableforthejourneyundertakenfrom the

headquartertothepreviousplaceofposting.TheofficershallbeentitledtoTA/DA onlyforthejourneyfrom

thepreviousplaceofpostingtothepresentplaceofposting,withfamily.

4.COMPETENTAUTHORITIESTOEFFECTTRANSFEROFOFFICERSINCLUDINGTECHNICAL

OFFICERS:

SI. Particulars Authorities
i. Rotationaltransfers-withinCircleoncompletionof

normaltenure of3yearsinanoffice/6yearsata

station.

CircleHead

ii.
InterCircletransfers:

-WithinFGMOarea

-Inter-FGMOarea

GM PAD HO (FGM,within theirjurisdiction,incertain

exceptionalcasesonly)

GM PADHO

iii. Rotationaltransfers- within Circle

before completion of lyears in an

office

CircleHeadwithpriorconcurrenceofPADHO

iv Rotational transfers- within Circle after

1 year but before completion of 2

yearsinanoffice

Circle Head but reasons/justificationsshouldbe

conveyedtoPAD HO under copytoFGM onmonthly

basis

Inadditiontotheabove:-

- PostingofallIncumbentsInchargeshallbedonebyFGM within thejurisdictionofFGMO orbyCircleHead

withinthejurisdictionofCircle,withtheapprovalofFGM

- Alltransferordersinanyfinancialyearshallbeissued bytheendofJuneevery year.However,localtransfers

andtransferonpromotioncanbedoneafterJuneasandwhenthesebecomedue.

£41
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- Transferof officers afterJune, other than transferon the following grounds / situations,evenon

administrativeexigencies,excepton promotion,would require prior approvalofGeneralManager-PADHO,

consolidatednumberofwhich shallbeplaced before theBoard.

a) Transfersformanningnewbranches

b) Transfersforfillingupvacanciesarisingoutonaccountofdeath/retirement/

voluntaryretirement/resignation/abandonmentofemployment.

c) Transfersnecessitatedasaconsequenceofinitiationofdisciplinaryproceedingsand

d) Transfersongroundofmarriageofemployeesinthecourseoftheyearwiththeintentof
keepingspousestogether.

5. TEMPORARYTRANSFERS:

Notemporarytransfershallbemade by Circle Heads/ Field General Managers.Cases requiring special

consideration shall be referred to Personnel Administration Division, HOwithfullfacts along with

recommendationsforapproval.Duringtemporarytransfer,ifany,fromonestationtoanother,theofficershallbe

entitledtosalaryandallowancesoftheirpermanentplaceofposting.

6. MAINTENANCEOFTRANSFERROSTER

A rostershallbe maintained in allthe Circle Offices to register representations fortransferofeligible

officers.As faras possible,transfers should be made in the orderofreceiptofsuchrepresentations.

Departurefromthisrostermaybemadeonlyincaseswithpressing

/compassionategroundsorinthecaseofanofficerwhohaslongerstayoutoftheCircle

7. RECORDING OF TRANSFER REQUESTS AND TRANSFER ORDERS

(BOTHADMINISTRATIVEANDREQUESTTRANSFERS)INHRMS:

Alltransferactivities ateach levelincluding issue oftransferorder,relieving and reporting etc.shallbe

recordedinHRMS.Navigationsforthesamehavebeencirculated vide PAD ConsolidatedCircularNo.25

dated08.05.2014.

8. IMPLEMENTATIONOFTRANSFERORDERSANDCANCELLATIONOFTRANSFERREQUESTS:

i.Thetransferordersissuedatvariouslevelsshallbeimplementedontime.Inorder toensurethatuniform

patternisadoptedinthematterofimplementationoftransferorders,thefollowingscheduleisprescribed:-

Particulars Timelimitfrom thedateoforder

Transfers-samestation Within7days

Transfers-intraCircle-outstation Within2weeks

InterCircletransfers Within1month

Transferonpromotion StrictlyonthescheduleddateprescribedbyHO

ii. Theabovetimelimitsareonlyouterlimitsandtransfersshallnormallybeimplementedimmediatelyaftertheyare

issued.Ifduetoexigencyofworkoranyothervalidreason,exceptioniswarrantedinanyspecific case,the

samemaybeconsideredbythenexthigherauthorityto theauthorityempoweredto considerthetransfer

ofthe officerconcerned.
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iii.IncaseofIncumbentsIncharge,ithastobestipulatedinthetransferorderthattheofficershallhandover

chargetonextmanbeforeproceedingtotakeup the new assignment.

iv.Officersagainstwhom DisciplinaryAction ispendingshallnotberelieved fortheir nextassignmenttillthe

conclusionofDisciplinaryActionCase.

v.Officerscanseekcancellationoftheirtransferrequests before oftransferorder.Once the transferorderis

issued,norequestforcancellation/changeshall be entertained because itcreatesimbalanceinthewhole

manpowerplanningexercise.

9.TRANSFERDURINGAUDIT:

TheIncumbentIncharge(where the Second Man is notfairly senior /conversant)shouldnot,asfaras

possible,betransferredduringthecourseofauditastheoutgoingIncumbentInchargewouldbebusyinhanding

overchargeto theincomingIncumbent.Further,asfaraspossible,BranchManagers/Officersduringthe

course ofinspection should besanctionedleaveonlywhenitisabsolutelynecessary.

10. TRANSFEROFSPORTSPERSONS:

ThoseOfficers,whoaresportspersonsandhaveplayedorhavebeenplayinginPNBTeamsmaybeposted,as

faraspossible,in cities within the Circles where avenues for playing gamesareavailable.Further,

sportspersons working as Clerks / SpecialAssistants on qualifyingforpromotion as Officers,through

selectivity process may be retained in theexistingCircle,even though on merits they have to go out,

provided,theyare the membersofAllIndiaPNBTeam andmusthaverepresentedPNBinopentournaments/

StateleveltournamentsortheymusthaverepresentedtheStateatNationallevel.

ThepostingofsuchplayersinthesameCircle,onpromotionasofficers,shallbesubjecttoannualreviewand

theofficerconcernedshallbe considered fortransferto placesin otherCircleswheresimilarsportsfacilities

maybeavailable.

Exemptionfrom rural branchexperienceshall beconsideredinrespect ofthose activesportspersonswho

participate in the games indicated bythe Banks'Sports Board, atStateorNationallevel.Cases ofsuch

officersmaybereferredtothePersonnelAdministrationDivision,HOforapprovaloftheCompetentAuthority.

11. TRANSFER/POSTINGOFOFFICERSINDIFFICULT,HILLYANDHARDAREAS:

i)Officerspostedintheinterioroftherural/difficult/high altitude areas,shallbe eligible fortransferafter

completionof2 years'stayatsuch stations.Theymaybe transferred to anyoneofthe3placesoftheir

choice,ifsuitablevacancyisavailable,otherwisetheyshallbeaskedtogivemorechoicesofstationsand,as

faraspossible,theywillbepostedatoneofthesestations.

ii)CircleHeadshavebeendelegatedwiththepowers toidentifyandapprovetheareas as'difficultcenters'onthe

basisofdiscussionsin the Local MRMs with the representatives ofOfficers'Association(AIPNBOA).Officer

posted in difficult areas (only such places whichhavebeenidentifiedbytheState/Centreashardarea)

shallbeeligibletoseektransfertootherareasinthesameCircle(non-hardareas,asfaraspossible)aftera

stayof1yearatthesestations.
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12.TRANSFEROFOFFICERSPOSTEDATNORTH-EASTERNREGION:

Intermsoftheguidelines,officerstransferredfrom otherpartsofthecountryforpostinginNER,areeligiblefor

postingforaperiodof3yearsataplaceofchoiceoutof3placestobeindicatedbythem,oncompletionoftheir

tenureinNER.Itisclarifiedasunder:

i)TherequisitetenureinrespectofofficerswhoarepostedtoNERinthesamescaleonadministrativegroundsto

meettheexigenciesofBankbusinessasalsoin respect ofofficerspostedtoNERonpromotionshallbe2

years.

ii)TheaboveguidelinesshallnotapplytoManagementTraineespostedtoNERon their first assignmentafter

completionofthetraining.

13. TRANSFEROFOFFICERSPOSTEDINKASHMIRVALLEY:

Officerstransferred to branchesin Kashmir Valley from other stations shallbeconsideredfortransferto

oneofthe3Circlesasperchoices given bythem,afteraperiod of18monthsstayintheValley.

14. POSTINGOFOFFICEBEARERSOFTRADEUNIONS/ASSOCIATIONS:

OfficeBearersofCentral/State/oreventhatofCirclelevelunits ofanyTradeUnion/Associationshouldnotbe

postedintheStaff/EstablishmentSectionatCircleOffices/FGMOsandatTrainingCenters.

IncaseofoutstationtransferofCirclePresident&Circle SecretaryofCircle level unitofAIPNBOA,excepton

promotion,thematterbereferredtoPAD,H.O.

15. POSTING/TRANSFEROFFACULTYMEMBERS:

TransferofFacultyMembers/Training Managersfrom variousTraining Centers to thefield 8ivice-versa,

shallbeeffectedinconsultationwithPAD/HRDD/LKMCH.O.

16. TRANSFEROFPHYSICALLYHANDICAPPEDOFFICERS:

i.IntermsoftheGovernmentguidelines,subjecttoadministrativeexigencies,aPhysicallyHandicappedEmployeein

theBank,inallcadres,whoserelevantdisability istotheextentofminimum40%andwhohasbeengiven

Disability Certificate by the competentauthority,shallnormallybe exemptfrom routine periodic outstation

transfers.CompetentAuthority to issue disability certificate,as perGovernmentguidelines is a Medical

BoarddulyconstitutedbytheCentralorStateGovernment.TheCentral/StateGovernmentmayconstituteMedical

Board(s)consistingofatleast3 members,outofwhich atleastone shallbe a specialistintheparticular

field forassessinglocomotor/cerebral/visual/ hearing disability,asthecasemaybe.Suchmedicalcertificate

shouldspecificallycontainthenature ofdisabilityi.epermanent.WheretheMedicalBoard hasindicatedthe

period ofvalidity ofthecertificate,incaseswheretherearechancesofvariationinthedegreeofdisability,it

mustbeensuredthatthecertificateheldonrecordiswithinthisvalidityperiod.

ii.SuchOfficersshallnotnormallybetransferredevenon promotion ifa vacancyexists in the sameBranch/

Office/Town/City.Ifthetransferofaphysicallyhandicappedemployeebecomesinevitableonpromotionto

aplace otherthanhisoriginalplace ofappointmentduetonon-availabilityofvacancy,itshallbeensured

thatsuchemployeeiskeptclosetohisoriginalplaceofpostingandinnocaseistransferredtofaroff/remote

places.

iii.Thisconcessionwouldnotbeavailabletosuchofthehandicappedemployeeswhoaretransferredongrounds

ofdisciplinaryactionorareinvolvedinfraudulenttransactions.
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iv.TheManagingDirectorandChiefExecutiveOfficerofthe Bank may grant exemption in individualcases of

PhysicallyHandicapped Officersifthehandicap isofsuch a naturethatitisnotpossiblefortheofficerto

serve in a rural / semi-urban branch. In case ofsuch officersthecomplete case shall be sentto

PersonnelAdministration Division,HO through CircleHead/FieldGeneralManagerstatingtherewithdetails of

handicapandtheirrecommendations.

17. TRANSFEROFOFFICERSWHOHAVEDIFFERENTLYABLEDDEPENDENTS:

TheGovernmentofIndia,MinistryofFinance,hasissued OM No.42011/3/2014-Estt.(Res.)dated06.06.2014in

thematterofpostingofOfficers/employeeswhoisacaregiverofdisabledchild.Theword'disabled'includes:-

(i) blindnessorlowvision

(ii) hearingimpairment

(iii) locomotordisabilityorcerebralpalsy

(iv) leprosycured

(v) mentalretardation

(vi) mentalillnessand

(vii) multipledisabilities.

SuchOfficerswillbeexemptedfrom theroutineexerciseoftransfer/rotationaltransfers.

Thefollowingguidelinesshallbekeptin view whileaffectingthetransfersofthoseofficerswhohavesuch

differentlyabledchildren.

i.AsfaraspossibleBankmayconsideronmeritofeachcase,postingoftheparentataplacewhichwillfacilitate

specialmedicalcare,educationandrehabilitationofhis/herchild;

ii.Suchpostingmaynotbeclaimedasamatterofright.Banksmaydecideeachcaseafterbeingsatisfiedfrom

anexaminationofmedicalrecords / reports from competentmedicalauthoritythatthe child would need

specialmedicalandeducationalsupportbeyond thescopeofnormal/ordinarymedicalandeducational

systems.No specialconsideration would benecessaryifthedisabilityismildandthenormaleducationalsystem

willsettlewithextracoaching;

iii.Thepostingoftheemployeeparenttoaplace having facilitiesfortreatmentandtrainingofsuchdifferently

abledchildrenwouldbesubjecttoavailabilityofvacancy/postattheplaceofchoice,correspondingtohis

/hercadre,grade andspecialization.Therulesregardingrural/semi-urbanservice,however,wouldberelaxed

insuchcases;and

iv.Iftheposting/transferisnecessitatedonaccountofpromotion/recategorizationofpost,effortmaybemade

toposttheofficertoaplaceclosesttothecentrewhereappropriatemedicalandeducationalfacilitywouldbe

availabletothechild.

18. POSTINGOFOFFICERSBEFORE3YEARSOFRETIREMENT:

Officersduringtheperiodof3yearsprecedingtheirretirementmaybeposted inofficesnearertotheirhome

towns ifpossible,toenable them tomakearrangementsfortheirretiredlifeintime.

19. POSTINGOFOFFICERSINRURAL/SEMI-URBANBRANCHES:

i.Inorderto implementtheGovernmentguidelinesforrural/semi-urbanpostings,officerswhodo nothave

the requisite ruralexperience,ManagementTrainees after completion oftheirtrainingandPromoteeofficers

shallinvariablybepostedinruralareas.

ii.Thosehavingruralexperiencemaynotrepeatedlybepostedinruralareas.
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iii. Transfersofofficerstorural/semi-urbanareasshallbemadeinaphasedmanneronthebasisofaroster.

iv.OfficersinJMGScaleI&MMGScaleIIwhodonotpossess therequisite period ofrural/semi-urban branch

experience,asrequiredinterms ofGovernmentguidelines,shallbepostedinruralorsemiurban branch,as

thecasemaybe,ontheirpromotion,forcompletionoftherequisiteperiodofexperience.SuchOfficersshallnot

bepostedtourban

/Metroareasondeputationandsuchperiodofdeputation,ifany,shallnotbecountedforreckoningthe

minimumstayofrural/semi-urbanpostingrespectively.

v. Whereanofficerisposted atarural/semi-urbanbranch interms ofGovernmentguidelines(forcompleting

therequisitetenureto become eligibleforpromotionto highergrade)andifthespouseisalso employed in

thesameBank,thenthespouseoftheofficermaybepostedinanearbybranch/centre.Ifthespouse is

employedinanotherPublicSectorBank,thejuniorspousemayapplytotheCompetentAuthorityinhis/her

Bankandthesaidauthoritymaypostthesaidofficertotheoffice/branchoftheBankatthestationwherethe

seniorspouseisworkingandifthereisnobranch/officeoftheBankatthestation,thentothestate,where

he/sheisposted.Such transfersforthejuniorspouse,however,shouldberestrictedtoaspecifiednumberof

timesonly.

vi.Incaseanofficermakesarequestforposting in a ruralbranch in a Circle,ifotherwise eligible,he shall

immediatelybeposted there.Incase ofnon-availabilityofvacancy,thenameofsuchofficershallbeenteredin

arosterforpostinginruralofficesonanongoingbasis.Incaseofnon-availabilityofruralbranchesinthe

Circlethe officermaybeasked to givehischoiceofanotherCirclewherehisservicescanbe utilized in rural

branches.SuchrequestsbesenttoPAD,HO.Thepostingtoruralbranchesofsuch officers be also made

accordingtorosteronanongoingbasis.

20. POSTINGOFINCUMBENTSINCHARGEATEXTENSIONCOUNTERS:

TheCompetentAuthoritytopostIncumbentsInchargeattheExtensionCountersshallbeasunder:

WheretheExtensionCounterissituatedwithinthe

municipallimits

BranchManageroftheparentbranch

WheretheExtensionCounterissituatedoutsidethe

municipallimits

CircleHead

However,forstop-gaparrangement,theconcernedBranch Managermaydepute anofficerfrom thebranchto

managethecounter.

The Incumbents Incharge ofthe Extension Counters willbe underthe administrative controloftheparent

branchtowhichtheExtensionCounterisattached.

21. RESIDENCE/STAYOFOFFICERSATTHEPLACEOFTHEIRPOSTING:

Regulation13.1ofthePNBOfficerEmployees(Conduct)Regulations1977providesthatnoofficershallleavethe

stationwithouthavingfirstobtainedthe permission of the CompetentAuthorityandbreachofthesamewill

constitutemisconduct.

AllconfirmedOfficersofBank,ontheirtransfer/promotion,maybepermittedtokeeptheirfamiliesataplaceof

theirchoice,anywhereinIndiabuttheofficerhastoresideattheplaceofpostingandinform hisaddressat

thestation.Heshallnottoleave thestationwithoutobtainingpriorpermissionoftheCompetentAuthority.

Thepurposeofprovidingtheabovefacilityisto ensurethattheofficersstayattheplaceoftheirpostingto

establishtherapportwiththepublicforthepurposeofdevelopmentof
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businessandtofacilitatemeetingsofthecustomerseitherearlyinthemorningorinthelateafternoonat

theirplacethusprovidingscopeforbettercontacts.Suchvisits/contactsofcustomersattheirplacewouldalso

augmentrecoveryefforts.

22. MISCELLANEOUS:

i.Asfaraspossible(exceptinthecaseofpromotionswherepostingtoanoutstationofficeis necessary)anofficer

andhis/herspouse,ifbothemployedinourBank,shallbepostedatthesamestationbutindifferentoffices.

ii.While effecting transfers,eitheron promotion orin accordance with the guidelines, thespiritshallbe

respectedthatthetransferredemployeeisnotpostedto a branchfrom wherehe/shehasearliermoved

outwithinlast3yearsorwherehe/shehasalreadyworkedforatotalperiodof5yearsormoreduring his

/herearlier career.IfforAdministrativereasons,somedeviationsarecalledfor,thenthetransferringauthority

shallobtainpriorconcurrenceofhishigherauthority.

iii.Asfaraspossible,officersshallnotbe asked to initially report to Circle Offices to collecttheirposting

orders.CircleHeadsshalldecide posting ofofficersbeforehandandissueordersaccordingly.Thisapplies

to alltransfers effected as request transfers oradministrativetransfers.Thiswouldobviatethedelayin

posting,inconvenience andexpenditureontravel.

iv.FieldGeneralManagersshallregularlymonitorthetransfers madebyCircleHeadsinordertoensurethatthe

transfersaremadeintermsofguidelineslaiddownbyHeadOffice.

v.Transferofofficersshallnotbemadeinhasteunlessrequiredinemergencyandinanunceremoniousmannerso

astolookinsulting to the officerconcerned.There should be a propersend-offsothattheofficerfeels

honouredandmotivatedtotakeuphisnextassignment.

vi.Allapplicationsfortransferorforposting receivedfrom officers inresponse tocircularsfromHOand/or

requestsmadebytheemployeeseligibleforseeking transfershallbeforwarded to theCompetentAuthority

alongwithviews/recommendations toenablethemtotakeadecisioninthematter.Theofficerconcerned

shallbeinformedofthedisposalofhisrequest.Incaseitisnotpossibleto relieve anofficer forwantof

substitute(s)orotherwise,appropriatenotemaybegivenwhileforwardingsuchtransferapplications.

vii.TheCircleHeadsmustkeepinview theremarksmentionedagainstthecolumn'IntegrityofOfficers'inthe

PAF while deciding the posting of an officer,particularly Incumbent Incharge. The Field General

Manager/CircleHeadshallensure thattheofficershavingadverseremarksarenotpostedinBrancheson

suchseatswheretheyhadearlierindulgedinnefarious/fraudulentpracticesandhadputtheBankintoloss.

23. JOININGTIME:

Reg.49i)JoiningTimeonTransfer

Anofficershallbeeligibleforjoiningtimeononeoccasion,and
notexceedingsevendays,exclusiveofthenumberofdaysspentontravel,toenablehim:

a) Tojoinanewposttowhichheisappointedwhileondutyinhisoldpost,

Or

b) Tojoinanewpostonreturnfromleave.
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ii) Duringthejoiningtime,anofficershallbeeligibletodrawtheemolumentsas

applicabletotheplaceoftransfer.

iii) In calculatingthejoining timeadmissibleto an officer,thedayon which he isrelieved from his

old postshallbe excluded,butpublic holidays following thedayofhisreliefshallnotbeincludedin

computingthejoiningtime.

iv) Nojoiningtimeshallbeadmissibleto an officerwhen the transferdoes notinvolveapostingtoa

differentplace.

v) No joiningtime willbe admissible to an officer when his posting is of a temporarynature,

irrespectiveofthe factthatthe posting is to a place orstation otherthantheoneatwhichheis

permanentlyposted.

Apartfrom provisionsunderRegulation49ofPNB (Officers')Service Regulations,1979,guidelinesinrespectof

JoiningTimeadmissibletoofficersontransferfrom oneplace toanotherareasunder:

i. Calculation:

a.Thedayofrelievingoftheofficershallbeexcludedfrom the period to be reckoned forcalculatingthejoining

time.

b.PublicHolidays/WeeklyOffdaysimmediatelyfollowingthedateofrelievingarenottobeincludedincomputing

thejoiningtime.

c.Thetotaljoining time shallnotexceed 7days.Holidays/WeeklyOffdays,otherthan thosein(b)above,

fallinginbetweentheperiodof7daysshallbetaken into account forcomputingthetotalperiodofjoining

timeadmissible.

Forinstance,ifanofficeris relieved on 27.09.2014,the joining time period willbe calculated from 29.09.2014

(28.09.2014beingSundayandfallingimmediatelyafterthedateofrelievingshallbeexcluded)upto05.10.2015.

Itmaybenoted thatboth2ndOctoberbeing apublicholidayand5thOctoberbeingSundayaretobeincludedfor

thepurposeofcalculatingjoiningtime,intheaboveexample.

d.Theperiodactuallyspentonjourneyshallbeallowed inadditiontothejoining timecalculatedasabove.

e.Joiningtimeshallnotbeadmissible to an officeron localtransferoron postings within thesame station.

Further,joiningtimeshallalsonotbeadmissiblewhen an officer istransferredtoaplacewithintheurban

agglomeration.

f.Joiningtimeistobeavailedononeoccasiononlyandnotintwoormoreinstallments.

g.Joiningtimeisnottobecombinedwithanykindofleave.

ii.JoiningTimeadmissibleincaseoftransferseffectedonAdministrativegrounds:

a)Officerstransferred on administrative grounds who do not avail joining time beforereportingatthe

transfereeplace,mayavailjoiningtimeattheiroptionatanytimewithinthestipulatedperiodof6 months

subjecttotheapprovalofleave sanctioningauthority.Suchofficerswhoavailjoiningtimeatalaterdate

shallbe entitled to traveling expenses forselfforgoingtotheirlastplaceofpostingtoshifttheirfamilyetc.

However,noHaltingAllowanceshallbepayableinsuchcases.

b)Ifanofficeristransferredfrom one place to anotherduring the midstofthe academicyearandhasbeen

permittedtokeephisfamilyatthepreviousplace ofpostingforalimitedperiodoflyearortilltheendof

academicsession ofhischildren,which ever isearlier,suchofficersmayavailjoiningtimeforthepurposeof

shiftingtheirfamilybeyondthe
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periodof6monthsbutuptothe end ofthe academicsession or1 year,whicheverisearlier.Theyshall

alsobeentitledtotravelexpensesforselfandfamilybeyondtheperiodof6monthsasabove.Inallother

cases,officersshallavailjoiningtimewithin6months.

iii. JoiningTimeadmissibleincaseofrequesttransfers:

Joiningtimeonrequesttransfermaybeallowedtobeavailedwithinaperiodof6monthsoriftheofficer

has been allowed to keep the familyatthe previousplace ofposting,thenhemaybeallowed toavail

joiningtimeuptotheendoftheacademicsessionoraperiodof 1year,whicheverisearlier.

iv. JoiningTimetoManagementTrainees:

ManagementTraineesare notentitled to any joining time forreporting to the allocated Circleafterlast

phaseoftrainingandalsoforreportingtotheirpermanentplaceofpostingfromCircleOffice.Theyshallonly

beentitledtoactualjourneytime.

v. CompetentAuthorityforsanctionofJoiningTime:
LeavesanctioningauthorityshallbetheCompetentAuthoritytosanctionjoiningtime.

24.SANCTIONOFLEAVEANDOTHEREMOLUMENTSTOOFFICERSWHOHAVENOTREPORTEDAT

THETRANSFEREEOFFICEEVENAFTERAVAILINGJOININGTIME:

Anofficerontransferafter being relieved from the previous office would cease to be underthe

administrativecontrolofthatoffice.Hewillbeundertheadministrativecontrol of thetransfereeoffice.

Accordingly,themattersrelatingtosanctionofleave,paymentofsalaryetc.shallbedealtbythetransferee

office.

AsregardstheCompetentAuthoritytosanction leave,paymentofsalary etc.to such employeeswho have

notreported atthe transfereeofficeeven afteravailing joining time,itisclarifiedthatthetransfereeoffice

maysanction theleave onlyafter satisfyingthereasonsforleaveappliedforandreleasethesalary etc.

forsuch period ofleave. WheretheCompetentAuthorityto sanctiontheleaveisnotsatisfiedwith the

reasonsforwhichtheleaveisapplied for,thesalaryforsuchperiod maynotbe released.Period ofsuch

absencefrom dutymaybetreatedasunauthorizedandnecessaryaction maybetakenagainsttheemployee

forsuchunauthorizedabsenceintermsofrules.

POLICYONCONSIDERATIONOFTRANSFERREQUESTOFEMPLOYEES/OFFICERS ON

COMPASSIONATEGROUNDS

(PADCircularNo.238/2014dt21.10.2014)

Asperthe instantpolicy fortransferon compassionate grounds the female employees/officers canseek

transferonrequestbeforecompletionoftheir normaltenure attheir respectiveplacesongroundsofmarriage

onlyifthespouseisworkinginPNB.

Onreceivingrequestsfrom employees/officersfortransferongroundsofmarriage althoughtheirspouseswere

workingoutsidePNB,taking acompassionateview inthematterithasbeendecidedasunder:

REASONS RELATIONSHIPCOVERED OTHERREQUIREMENTS

Marriageof

femalestaff

(where

husbandis

working

outsidePNB)

Self Transferoffemalestaff to place ofchoice atthetime

of her marriage may be considered even before

completionof3yearssubjecttoavailabilityofvacancy.This

relaxationwillbeavailableonlyonceinentireservice.
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a) TheCompetentAuthorityto considerrequests ofemployees/officers upto Scale IIIundertheabove

categorywillbeFGM forinter-CircletransferswithinthesameFGM jurisdiction.However,requestsofall

employees /officers upto Scale III seekingtransfertointer-FGM jurisdictionareas,shallbereferredto

HeadOffice.

b) TheCompetentAuthorityto considertherequestsmadebyemployees/Officersfortransfersoutsidethe

FGM spanundertheabovecategoryatHeadOfficewillbe a Committeeconsisting ofallExecutive

DirectorswhichwilldecideoneachcasekeepinginviewthefactsplacedbeforeitbyHO:HRDDandHO:

PAD
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PROFORMAFORTRANSFER

APPLICATIONFORTRANSFER

PFNO.OFOFFICER:

1. NameoftheOfficer :

2. DateofBirth :

3. PresentGrade/Scalewithdate:

4. OfficeofPostingwithdate :

5. DateofjoiningtheBank :

6. Qualifications :

7.Detailsofrural/semi-urbanbranchexperienceinOfficercadre:

Nameofthebranch Statusofthe

Branch

Dateof

Joining

Dateof

relieving

TotalPeriod

8.LeaveotherthanCasualLeaveavailedduringthelast3years:

Date NatureofLeave No.ofdays

From To

9.Detailsoftransfersofareffected:

Date Branch from which

transferred

Branch to which

transferred

Whetheratrequest

10. Whetherwillingtobere-designatedas

perBank'srequirement
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11. ProposedCirclesof

transferinorderofpreference: 1.

2.

3.

12. Reasonsforseekingtransfer(copies

ofdocumentsinsupportof

reasonsmentionedmustbeenclosed)

13. Undertaking:

Iundertakethat

i. IhavesubmittedlatestAPARandannualstatementofAssetsandLiabilities

ii. Afterissuance ofmytransferorders,I willnot apply for change of Circle,withdrawal/

cancellation oftransfer,and my services can be utilized any where atapointofneedinthe

transfereeZone.

(Signatureofofficer)

14. BM'srecommendations :

ItisconfirmedthatPAFandAssets& Liabilitiesstatementsofthesubjectofficerhavebeen

obtainedandforwardedtothecontrollingoffice.

Thetransferdiaryno.asperHRMSis: .

(SignatureofBranchManager)

15. CircleHead'sRecommendations:

a) Whetheranydisciplinaryactionhas

beeninitiatedorcontemplated

b) Whetheranyvigilancecaseispending

c) Whetherintegrityoftheofficeris

doubtfulorotherwise

d) Recommendationsoftheabove

transferrequest

Thetransferdiaryno.asperHRMSis: .

(SignatureofCircleHead)
16. FGM'sRecommendations:

Thetransferdiaryno.asperHRMSis:

(SignatureofFGM)
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SERVICEREGULATIONS,1979&PENSIONREGULATIONS,1995

1. PNBOFFICERS'SERVICEREGULATIONS,1979

2. PNBEMPLOYEESPENSIONREGULATIONS,1995

HRDDCircularNo.464dt.03.06.08

- Thepowersaretobeexercisedinobservanceoftherulesinforcefromtimetotime

- HigherOfficerscanexercisepowersvestedintheirjuniors

- AnOfficerwillexercisepowersinrespectonlyofpersonsbelowhimandreportingtohimThe

powersinrespectofmattersotherthanthosecoveredaboveshallcontinuetobeexercisedbythe

authoritiesasatpresent.

1. PNB(OFFICERS')SERVICERGULATIONS,1979(Reg.3(d))

Regulation
Reg.5

Subject

SanctionofAGI/

StagnationIncrement/

JAIIB/CAIIB

Increment

Grade/Scale

OfficersWorkinginField

Offices/Branches

OfficersuptoMMGin

ControllingOffice/Head

Office

IncumbentIn-chargeof

Branches/Officersin

ControllingOffice

OfficersinSMG/TEG

(excludingHeadof

ControllingOffice)in

ControllingOffice
DivisionalHeadinHO

HeadofControllingOfficeupto

TEGS-VI

TEGS-VII

CompetentAuthority

IncumbentIn-ChargeofField

Office/Branch

CMinControlling

Office/HeadOffice

CM/HeadofControllingOffice

HeadofControllingOffice

GMIn-ChargeGM-

HR

ED/CMD

Reg.6 Categorizatonof UptoScale-V CMD
Posts Scale-VIandVII Board

Reg.14

Reg.16

PROMOTION

Reg.17

Appointments

Confirmation

Competent

Authorities

JMG&MMG

SMG

TEG
OfficersuptoMMG-III

SMGS

AsperPromotionPolicyapproved

timetotime

AGM-HRGM

-HRCMD

HeadofControllingOffice

/AGM-HRatHOGM-

HRatHO

bytheBoardfrom



Regulation SubjectGrade/Scale CompetentAuthority
RETIREMENTRELATEDMATTERS

Reg.19 Reviewfor

continuationin

servicebySpl.

Committee

JMGS CMandTwoManagersorSr.

ManagersfromControlling

Office/HO

Division

MMGs-

- OfficersworkinginField

Offices/Branches

- Officersworkingin

controllingOffices

-OfficersworkinginHO

Divns

HeadofControlling

Office,AGM andCM of

ControllingOffice

AGM(HR),CM(HR)and

CM/AGM/DGMofthe

respectiveDivn
SMG-IV&V GM-HRandTwoother

GMsorCGM

TEGS-VI&VII CMD&.TwoDirectors
Reg.19.2 ToRetireanOfficeron

Recommendationsof

Spl.Committee

JMG GM

MMGandSMG CMD

TEG Board

Voluntary Retirementafter

attaining theAgeof 55

yearsoraftercompletionof

30yearsofservice

JMGandMMG HeadofControllingOffice(in

therankofAGM&

above)/AGM-HR

SMG GM-HR

TEG CMD

Acceptanceof

Resignation

JMGandMMG HeadofControllingOffice

(intherankofAGM&

above)/AGM-HR

SMG GM-HR

TEG ED/CMD
Reg.20(2) Terminationof

Service

AllGrade/Scale CMD

HOUSERENTRELATEDMATTERS

HouseRentAllowanceSanction
Reg.22(3) OnCapitalCostBasis(owned

on PA basis)

/ on Rent Receipt

Basis

OfficerspostedinField

Offices/Branches

HeadofControlling

Office/AGM

OfficerspostedinHO

Divns.

DivisionalHead(inthe

rankofAGM&above)

SanctionofHouseRent

onSpecific

Lease

AllScales CMinControllingOffice/HO

Division

SurrenderofSpecific

Leased

Accommodationbefore

expiryof

leaseperiod

OfficerspostedinField

Offices/Branches

HeadofControlling

Office

OfficerspostedinHODivn DivisionalHead(intherankof

AGMandabove)

Sanction/Continuatio

nofexistingHRAto

InspectingOfficials

AllOfficers AGMZonalAuditOffice/

HO-1&ADivision.



Regulation Subject Grade/Scale CompetentAuthority
HOSPITALISATION

Reg.24.1.b Sanctionof

Hospitalization

Claims

AllOfficers
UptoRs.10000/-:

-OneManager

> Rs.10000/-but

Upto Rs.30000/-:

Two

Managers

AboveRs.30000/-:CM

Condonationofdelay

insubmissionof

hospitalization

claims

AllOfficers HeadofControlling

Office/AGM-HR

Sanction of

Advance against

Hospital charges

for treatment

including package deals

relatingtoHeartailment,

KidneyTransplant,Cancer

andBrainsurgery

AllOfficers AGMinCOs,Headof

ControllingOffice/

DivisionalHead/AGM(in

exceptionalcircumstances,

whereitisnotfeasibleto

obtainpriorsanctionfrom

AGM/CM,theincumbentIn-

chargecanallowsuch

advanceandmovefor

confirmation)

Ref.29 ClubMembership

Fee

Corporatemembershipof

clubs

GM-HR

Membershipofprofessional

institutions

Head of Controlling

Office/Divisional Head (inthe

rankofAGMand

above)

LEAVE

Reg.

32-CL

33-PL,

34&35-SL,

36-Mat

Leave

SanctionOfLeave IncumbentIn-Chargeof

Branches

CM inControlling

Office/HeadofControllingOffice

HeadofControlling

Office

GM-HR

DivisionalHeadatHO GM-In-Charqe
TEGS-VII ED/CMD

OtherOfficersin

Branches/FieldOffices

EstablishmentIn-charge/Next

HigherAuthority

Accumulation of

Privilege Leave

over & above

240 days due to

rejection.

UptoScale-IllSMG

Scale-IV&V

CMinVLB/ELB/ControllingOffice/HO

Divn.

HeadofControlling

Office/DivisionalHead



Regulation Subject Grade/Scale CompetentAuthority

-Leavein

advanceon

accrualbasis

(PL)

Office

DivisionalHeadatHOTEG

Scale-VII

GM-HR

GM-in-Charge

ED/CMD

Reg.37 SanctionofLeave

Extraordinary

a.Upto90daysatastretchbuttotalnot

exceeding360days
JMGandMMG Head of Controlling Office /

Divisional Head (in the rank

ofAGM&above)

SMGS-IV&V GM-HR

TEGS_VI&VII ED/CMD

b.Beyond360daysupto720days-Board

ToOfficers

sustaininginjuryon

duty

AllOfficers Head of Controlling Office /

AGM

Reg.37.A SpecialLeave/

SpecialCasual

Leave

SpecialLeave AGM -ControllingOffice

AGM-HR
SpecialCasualLeave As per sanctioning Authority

forcasualLeave

Privilege Leave -

Encashment of -at

thetimeofavailingLTC/

Retirement

AllOfficers LeaveSanctioningAuthority

SubbaticalLeave UptoScale-Ill AGM-HRD/DGM-HR

SMGScale-IV GM-HR

SMGScale-V&Above ED/CMD
Reg.39 Recallforduty UptoScale-IV OneGrade/Scaleaboveinthe

leaveSanctioningAuthority/

HeadofControllingOffice/

Divisional

Head

Scale-V&Above GM/ED
TRAVELRELA TEDMATTERS

Reg.41 TravelExpenses

Authorityto

permittravelon

tour

OfficersworkinginField

Offices/Branches

IncumbentIn-Chargeof

FieldOffice/Branch

OfficersuptoMMGin

ControllingOffice/Head

Office

CMinControlling

Office/HeadOffice

IncumbentIn-chargeof

Branches/Officersn

controllingOffice

CM/HeadofControlling

OfficeinControllingOffice

OfficersinSMG/TEG

(excludingControllingOffice

Head)inControllingOffice

HeadofControlling

Office

DivisionalHeadinHO GM-in-charge

HeadofControllingOffice GM-HR



Regulation Subject Grade/Scale CompetentAuthority

uptoTEGS-VI

TEGS-VII ED/CMD
SanctionofTABill TABillswithpermissionto

travelbytheCompetent

Authority

EstablishmentIn-Charge

OtherTABills CompetentAuthorityto

permittravel

TravelbyAir-

Permission

OfficersuptoScaleIII HeadofControlling
Office/DGM intheCircle

headed by GM/Divisional

Head

Reg.

42

Travelbyown

vehicle/taxi/

bank'svehicle-

permission

UptoMMG-III CM

SMG-IV AGM
SMG-V DGM

TransferTravelling HaltingAllowanceduringchargetakingperiod

Allowance UptoScale-V HeadofControllingOffice

HeadofControlling

Office

GM-HR

Scale-VIinHODivns GM-in-Charge

Scale-VII ED/CMD

Transportationof UptoScale-III CM

luggageby Scale-IV&V DGM

unapproved

transporteron

transfer

Scale-VI&VII GM-HR

Reg.43 Travelling Shiftingwithin3monthsfrom retirement
Allowanceon AsperCompetentAuthoritytosanctionTABill

Retirement Extensionbeyond3monthsupto6months

HeadofControllingOffice/DivisionalHead

Beyond6months
GM-HR

Reg.44 LeaveTravel CarryOverupto6months

Concession LeavesanctioningAuthority

Carryoverbeyond6monthsupto1year

HeadofControllingOffice(intherankofGM)/GM-HR

SanctionofLTCTABills/LFCEncashment

ChiefManager
CarryOverupto6months

Reg.46 Gratuity Sanctionfor

Payment

CM,ControllingOffice/HO

Division

Forfeiture of GratuityHeadofcontrollingOffice/

(underAct) DivisionalHead/GM-HR



Regulation Subject Grade/Scale CompetentAuthority
TRANSFER

Reg.47 Transfer

Competent

Authority

UptoScale-Ill

- Inter-ControllingOffices

- WithinCircle

DGM,HRDDivn.,HO

HeadofControllingOffice

SMGS-IV&above ED/CMD
Reg.49 Sanctionof

JoiningTime

AllOfficers LeaveSanctioning

Authority

Note:InAllcases,Authorityhigherthanthedesignatedonecanexercisethepowers.

1.PNBEMPLOYEES'PENSIONREGULATIONS.1995(REG.2(h))

RegulationNo. Officers Workmen

Grade/Scale Authority

SanctionofPension

28- Superannuation

Pension

29- OnVoluntary

Retirement

32-Pre-matureRetirement33-

CompulsoryRetirement

39.1(a&b)-FamilyPension46-

ProvisionalPension

OfficersworkinginCircles CMatControlling

Office/HO

Divisions/Central

StaffCollege

UptoMMGS-III CM

Others HeadofControllingOffice

Headof

Controlling

Office

GM-HR

OfficersinHODivisions
DivisionalHead GM-in-Charge

Others DivisionalHead
TEGS-VII GM-HR/ED

30-InvalidPension

31- Compassionate

allowance

UptoScale-VTEG

S-VI,VII

GM-HR
ED/CMD AGM-HRD,HO

41-Commutationof

Pension

AsperSanctionofPension

29-Acceptanceof

VoluntaryRetirement

JMG8iMMG Head of Controlling Office

in the rank of AGM &

above

CM inHeadofControlling

Office/HODivisions

SMG GM-HR

TEG CMD

43-Withholdingor

withdrawalofPension JMG8iMMGGM-HRSMG

&TEGED/CMD
AGM HRD

48-RecoveryofLoss/withdrawal

ofpension

50-Commercial

Employmentafter

retirement

UptoScale-V GM-HR
NotapplicableTEG-VI&VII CMD,inhisabsenceED
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1

REPORTING/APPRAISINGAUTHORITY,REVIEWINGAUTHORITY&ACCEPTING
AUTHORITYFOROFFICERS

PADConsolidatedCircularNO.23/2014dt17.04.2014
PAD241DT.20.11.2014

s.
No

Cadre Reporting/

Appraising

Authority

Reviewing
Authority

Accepting
Authority

1.JM< 5SCALEI
i. Officersinbranches

(otherthanELB/VLB)

/

officesincircles

MMGScaleII/III Chief/AGM-HR CircleHead

ii. OfficersinELB/
VLB

MMGScaleII/III ChiefManagerofELB/VLBCircleHead

iii. OfficersinLCB MMGScale-II/III CM/AGM ofLCB IncumbentofLCB

iv. Incumbent
Incharge

2ndmanofCircle

Office

CircleHead FGM

V. InFGMO MMGScaleII/III CM/AGM/DGM of

FGMO

FGM

vi. OfficersinHO

Divisions
MMGScaleII/III ChiefManagerofDivision AGM/DGMof

respectiveHO

Division
vii. FacultyMember 2ndmaninTrainingCollegeTrainingManagerin

ScaleIV/Chief
Managerin

CSC

Principal

(DGM/AGM)of

TrainingCentre

/CSC

viii. Officerson

deputationto

other

organizations

other

thanRRBs

TheOfficertowhom

deputedofficeris

reportinginanother

organization

AGM/DGM-PAD GM -PAD

ix. Officerdeputedto

RRBs

The Officer at RRBto

whom deputedOfficeris

reporting

RDM/GM inRRBs DGM/GM
PSLB

X. Officerpostedas

partoftheMarketing

Team

atCircleOffice

CircleHead DGM,FGMO GM -Mkt.-HO

1.MMGSCALEII

i. Officersin

branches/offices

incircles

2ndmaninCO CircleHead FGM

ii. Officersin

ELB/VLB

Incumbentof

ELB/VLB

CircleHead FGM

iii. OfficersinLCB CM/AGM ofLCB IncumbentofLCB FGM
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2

s.
No

Cadre Reporting/

Appraising

Authority

Reviewing
Authority

Accepting
Authority

iv. Incumbent

Incharqe

2ndmaninCO CircleHead FGM

V. InFGMO CM AGM/DGM in

FGMO

FGM

vi. OfficersinHO

Divisions

ChiefManager/

AGMofrespective

Division

DivisionalHead GM ofthe

Division

vii. FacultyMemberat

ZTC/RSC/CSC

PrincipalofZTC/

RSC/CMofCSC

DGM ofCSC GM Training

viii. Officerson

deputationto

other

organizations

other

thanRRBs

TheOfficertowhom

deputedofficeris

reportinginanother

organization

AGM/DGM-PAD GM -PAD

ix. Officersdeputed

to

RRBs

RDM/GM inRRBs ChairmanRRB GM-PSLB

X. Officerpostedas

partoftheMarketing

Teamat

CircleOffice

CircleHead DGM,FGMO GM -Mkt.-HO.

3.MMGSCtOJEIII

i. Officersin

branches(other

thanELB/VLB)/

officesincircles

2ndmaninCO CircleHead FGM

ii. OfficersinELB/
VLB

IncumbentofELB/
VLB

CircleHead FGM

iii. OfficersinLCB CM/AGM ofLCB IncumbentofLCB FGM
iv. Incumbent

Incharqe

2ndmaninCO CircleHead FGM

V. InFGMO CM ofFGMO AGM/DGM of

FGMO

FGM

vi. OfficersinHO

Divisions

ChiefManager/
AGM

AGM /DGM GM ofthe

Division
vii. TrainingManager

atZTC

ChiefManager/
AGM inCSC

AGM/DGM ofCSC GM Training

viii. FacultyMemberat

ZTC/RSC/CSC

PrincipalofRSC/
ZTC/ChiefofCSC

DGM ofCSC GM Training

ix. Officerson

deputationto

other

organizations

other

thanRRBs

TheOfficertowhom

deputedofficeris

reportinginanother

organization

AGM/DGM-PAD GM -PAD
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s.
No

Cadre
Reporting/

Appraising

Authority

Reviewing
Authority

Accepting
Authority

X. Officersdeputed

to

RRBs

RDM/GM inRRBs ChairmanRRB GM PSLB

xi. Officerpostedaspart

oftheMarketing

Teamat

CircleOffice

CircleHead DGM,FGMO GM -Mkt.-HO.

S.
No

Cadre Reporting/

Appraising

Authority

Reviewing
Authority

Accepting
Authority

4 SMGScaleIV

i Branch(VLB)

Incumbent

CircleHead

(AGM/DGM)
FieldGM

ConcernedED

ii InELB/MCB(inAGM

headedCircle)

Incumbentof

ELB/MCB

FieldGM

ConcernedED

iii

InELB/MCB(in

DGM headedCircle)

Incumbentof

ELB/MCB CircleHead(DGM) FieldGM

iv InLCB IncumbentofLCB FieldGM ConcernedED

V
InCircleOffice(CO) CircleHead

(AGM/DGM)

FieldGM

ConcernedED

vi InFGMO
Secondmanof

FGMO(AGM/DGM)
FieldGM ConcernedED

vii InHO DivisionalHead

(AGM/DGM)

GMinchargeof

Division,elseGM-

HRD

ConcernedED

viii
FacultyMembers

ofRSC/CSC

VicePrincipalofCSCin

ScaleV/VI,elsePrincipal

(AGM/DGM)ofCSC
GM-Training. ED-HR

ix PrincipalofRSC

VicePrincipalofCSCin

ScaleV/VI,elsePrincipal

(AGM/DGM)
ofCSC

GM-Training ED-HR

X InspectingOfficials

Headofrespective

ZAO

GM-Inspection&

Audit ConcernedED

xi
GeneralManagerin

RRB

ChairmanofRRBin

SMGScaleV/TEG

ScaleVI

GM-PS&LB ConcernedED

xii RDM inRRB

ChairmanofRRBin

SMGScaleV/TEG

ScaleVI

GM-PS&LB ConcernedED
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s.
No

Cadre Reporting/

Appraising

Authority

Reviewing
Authority

Accepting
Authority

xiii LDMs CircleHead

(AGM/DGM)
FieldGM ConcernedED

xiv
OverseasSMG

ScaleIV

CEOintherankof

AGM/DGM-CEO

IfCEOisintherankof

GM-Secondin

command

fAGM/DGM'i

GM-IBD

CEO

ConcernedED

5 SMGScaleV

i
Branch(ELB)

Incumbent CircleHead(DGM)
FieldGM ConcernedED

ii
Branch(ELB)

IncumbentinAGM

headedCircle

FGM ConcernedED CMD

iii IncumbentofLCB FGM ConcernedED CMD

iv
Otherthan

IncumbentinLCB
IncumbentofLCB FieldGM ConcernedED

V InCO CircleHead(DGM) FieldGM ConcernedED

vi CircleHead FieldGM ConcernedED CMD

vii InFGMO FieldGM ConcernedED CMB

viii
InHODivision

DGM asDivisional

Head
GM ofDivision ConcernedED

GM afBivisian ConcernedED CMD

ix Principalof

RSC/CSC
GM-Training ED-HR CMD

X ChairmanofRRB GM-PS&LB ConcernedED CMD

xi
Otherthan

ChairmanofRRB

ChairmanofRRB

(TEGScaleVIelse

DGM-PS&LB)

GM-PS&LB ConcernedED

xii
OverseasSMG

ScaleV

CEOintherankof

DGM-CEO

GM-IBD ConcernedED

IfCEOisintherankof

GM-CEO
ConcernedED CMD

6 TEGScaleVI

i CircleHead FieldGM ConcernedED CMD

ii IncumbentofLCB FieldGM ConcernedED CMD

iii Principalof

RSC/CSC
GM-Training ED-HR CMD

iv InHO
GM-Inchargeof

Division
ConcernedED CMD

V ChairmanofRRB GM-PS&LB ConcernedED CMD

vi
OverseasTEG

ScaleVI
GM,IBD ConcernedED CMD



s.
No

Cadre Reporting/

Appraising

Authority

Reviewing
Authority

Accepting
Authority

7 TEGScaleVII

i FieldGM/GM-HO ConcernedED CMD CMD

5 Officersondeputationtoore anizationsotherthanRRBs

i SMGScaleIV&V

Theofficertowhom

deputedofficeris

reportinginanother

organization

GM-HRD ED-HR

i TEGScaleVI

Theofficertowhom

deputedofficeris

reportinginanother

organization

ED-HR CMD
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4.PUNJABNATIONALBANKOFFICEREMPLOYEES'(CONDUCT)

REGULATIONS,1977

ShortTitlecommencementofApplication Requlation-1

Definitions Requlation-2

General Requlation-3
ObservanceofSecrecy Regulation-4

EmploymentOfMembersOfFamilyOfBankOfficersInFirmsEnjoyingThe

Bank'sClientage&GrantOfFacilitiesToSuchConcerns.

Regulation-5

TakingUpOutsideEmployment Regulation-6

ContributiontoNewsPapers,RadioEtc. Regulation-7

Demonstrations Regulation-8

JoiningOfAssociationsPrejudicialToInterestOfTheCountry. Regulation-9

GivingEvidence Regulation-10

PublicDemonstrationsInFlonourOfBankOfficers Regulation-11

SeekingToInfluence Regulation-12

AbsenceFrom Duty Regulation-13

AcceptanceOfGifts Regulation-14

LendingandBorrowings Regulation-15

AdvanceDrawalOfSalary Regulation-16

Subscriptions Regulation-17

SpeculationsInStocksAndSharesAndInvestments Regulation-18

Indebtedness Regulation-19

Movable,Immovable&ValuableProperty Regulation-20

VindicationofActsAndCharacterOfAnOfficerEmployee Regulation-21

RestrictionsRegardingMarriage Regulation-22

ConsumptionOfIntoxicatingDrinksAndDrugs Regulation-23

ActsOfMisconduct Regulation-24

ProhibitionofSexualFlarassmentofworkingwomen Regulation-24A

Interpretation Regulation-25

RepealAndSaving Regulation-26



PUNJABNATIONALBANKOFFICEREMPLOYEES'
(CONDUCT)REGULATIONS,1977

InexerciseofthepowersconferredbySection19ofthe Banking Companies (Acquisition andTransferof

Undertakings)Act,1970 (5 of1970),theBoard ofDirectorsofPunjab NationalBankinconsultationwiththe

ReserveBankandwiththeprevioussanctionofthe Central Governmentherebymakesthefollowingregulations,

namely

ShortTitlecommencementofApplication

1. (1)TheseregulationsmaybecalledPunjabNationalBankOfficerEmployees'(Conduct)

Regulations1977.

(2) Theyshallcomeintoforceon01.01.1977

(3) TheyshallapplytoallofficeremployeesofthebankrecruitedinIndia,whetherworking

inIndiaoroutsideIndiabutshallnotapplyto:-

i) TheChairmanofthebank;

ii) TheManagingDirectoroftheBank;

iii) Anywhole-timeDirector,ifany;

iv) Thosewhoareincasualemploymentorpaidfromthecontingencies;

v) AwardStaff.

Definitions

2. Intheseregulationsunlessthecontextotherwiserequires:-

(a) "Act"meanstheBankingCompanies(AcquisitionandTransferofUndertakingsAct,1970(5

of1970);

(b) "AwardStaffmeansthepersonscoveredbythe"award"asdefinedintheIndustrialDisputes

(BankingCompanies)DecisionAct,1955(41of1955).

(c)"Bank"meansPunjabNationalBank;

(d)"Board"meanstheBoardofDirectorsoftheBank;

(e)"CompetentAuthority"meanstheauthorityappointedbytheBoardforthepurposeofthese

regulations;

(f) "Family"means

(i) Inthecaseofmaleofficeremployeehiswife,whetherresidingwithhim ornot,butdoesnot

includealegally separated wife and in the case ofwomanofficeremployeeherhusband,

whetherresidingwithherornot,butdoesnotincludealegallyseparatedhusband.

(ii) Childrenorstep-childrenoftheofficeremployee,whetherresidingwith theofficeremployeeor

not,and wholly dependenton suchofficeremployeebutdoesnotincludechildrenorstep-

childrenofwhosecustody the officeremployeeshasbeendeprivedofbyorunderanylaw;and

(iii) Anyotherpersonrelatedto,bybloodormarriagetotheofficeremployeeortohisspouseand

whollydependentuponsuchofficeremployee.

(g) "Government"meanstheCentralGovernment;
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(i) "OfficerEmployees"meansapersonwhoholdsasupervisory,administrativeormanagerialpostinthe

bankoranyotherpersonwhohasbeenappointedandisfunctioningasanofficerofthebank,by

whateverdesignationcalledandincludesapersonwhoseservicesaretemporarilyplacedatthe

disposaloftheCentralGovern-mentoraStateGovernmentoranyotherGovernmentundertakingor

anyotherPublicSectorBankortheReserveBankofIndiaoranyotherorganizationbutshallnot

includecasualworkchargedorcontingentstaffortheAwardStaff.

(j) "PublicSectorBank"means;

(i) ACorrespondingnewBankspecifiedintheFirstScheduleoftheAct;

(ii) TheStateBankofIndiaConstitutedundertheStateBankofIndiaAct,1955(23of
1955);

(ii) asubsidiarybankconstitutedundertheStateBankofIndia(SubsidiaryBanks)

Act,1959(38of1959);and

(iv) AnyotherbankwhichtheCentralGovernmentmaydeterminetobeapublicsector

bankforthepurposeoftheseRegulationshavingregardtoitsmannerofincorporation.

General

3. (1)EveryOfficeremployeeshall,atalltimestakeallpossiblestepsto ensureandprotecttheinterestsof

thebankand dischargehisduties with utmost integrity,honesty,devotionanddiligenceanddonothing

whichisunbecomingofanofficeremployee.

(2) Everyofficeremployeeshallmaintaingoodconductanddisciplineandshow courtesyandattentionto

allpersonsinalltransactionsandnegotiations.

(3) NoOfficeremployeeshall,in the performance ofhis officialduties orin the exerciseofpowers

conferredonhim actotherwisethanin hisbestjudgmentexceptwhenheisactingunderthedirectionof

hisofficialsuperior.

Providedwhereversuchdirectionsareoralinnaturethesameshallbeconfirmedinwritingbyhis

superiorofficial.

(4) EveryOfficeremployeeshalltakeallpossible stepstoensuretheintegrityanddevotiontodutyofall

personsforthetimebeingunderhiscontrolandauthority.

ObservanceofSecrecy

4. EveryofficeremployeeshallmaintainthestrictestsecrecyregardingtheBank'saffairsandtheaffairsofits

constituentsandshallnotdivulgedirectlyorindirectlyanyinformationofa confidentialnatureeithertoamemberof

thepublicortoanoutsideagencyortoanyotheremployeeoftheBanknotentitledtosuchinformationunless-

(1)divulgingofsuchinformationisinaccordancewiththelaworinaccordancewiththe

practicesandusagescustomaryamongstbanks:

(2) heiscompelledtodivulgesuchinformationbyjudicialorotherauthority;

(3) Instructedtodosobyasuperiorofficerinthedischargeofhisduties.

EmploymentOfMembersOfFamilyOfBankOfficersInFirmsEnjoyingTheBank'sClientage&GrantOf

FacilitiesToSuchConcerns.

5. (1)NoofficeremployeeshallusehispositionorinfluencedirectlyorindirectlytosecureEmployment
foranypersonrelated,whetherbybloodormarriagetotheemployeeor
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totheemployee'swifeorhusband,whethersuchapersonisdependentontheemployeeornot.

(2)Noofficeremployeeshall,exceptwiththepriorpermission ofthe competentauthority permithisson,

daughterorany othermemberofhis familyto acceptemploymentin anyprivateundertakingwith

whichhehasofficialdealingsorinanyotherundertakinghavingtohisknowledgeofficialdealingswiththe

bank.

Provided thatwhere the acceptance ofthe employment cannotawaitpriorpermission ofthe

competentauthorityorisotherwiseconsidered urgent thematter shallbereportedtothecompetent

authoritywithinthreemonthsfrom thedateofreceiptofofferofemploymentandtheemploymentmay

beacceptedprovisionallysubjecttothepermissionofthecompetentauthority.

(3)Noofficeremployeeshall,inthedischargeofhisofficialduties,knowinglygrant orauthorizethegrantof

anyadvanceorbankingfacilitiesto orenterinto orauthorizeenteringintobyoronbehalfofthebank

anycontract,agreement,arrangementorproposalinanymatterorgiveorsanctionanycontractorloan

to anyundertaking orpersonifanymemberofhisfamilyis employed in thatundertaking orunder

thatperson orifheoranymemberofhisfamilyhasinterestsinsuch mattersorcontractsinany

othermannerandtheofficer employee shall refer every such matter orcontract,orloantohis

superiorofficerand the matter orcontract orloan shallthereafterbedisposedofaccordingtothe

instructionsoftheauthoritytowhom suchreferenceismade.

Explanation

Apersonisnotdeemedtohaveanyinterestinanundertakingforthepurposeofthissubregulation,if

heisonlyashareholderhavingnotmorethan2percentofthepaidupcapitaloftheundertakinginhis

name.

TakingUpOutsideEmployment

6. 1)Noofficeremployeeshall,exceptwiththeprevioussanctionofthebank,engage

directlyorindirectlyinanytrade orbusiness orundertake any other employment.Provided thatan

officer employeemay,without suchsanction undertakehonoraryworkofasocialorcharitablenature

oroccasionalworkofaliterary,artistic,scientific,professional,cultural,educational,religious or social

character,subject to the conditionthathisofficialdutiesdo nottherebysufferbutheshallnot

undertake or shalldiscontinuesuchworkifsodirectedby the competent authority after recording

reasonsforthesame.

Explanation:
Canvassingbyanofficeremployeeinsupportofthebusinessofinsuranceagencyorcommissionagency,

ownedormanagedbyamemberofhisfamilyshallbedeemedtobeabreachofthissub-regulation.

(2)Everyofficeremployeeshallreporttothe Bankifanymemberofhis familyisengaged inatradeor

businessorownsormanages aninsuranceagency orcommissionagency.

(3)Noofficeremployeeshall,withouttheprevioussanctionofthebank,exceptinthedis-chargeofhisofficial

duties,takepartintheregistration,promotionormanagementofanybankorothercompanywhichis

requiredtoberegisteredundertheCompaniesAct,1956(Iof1956)oranyotherlawforthetimebeing

inforceoranycooperativesocietyforcommercialpurpose.
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Providedthatanofficeremployeemaytakepartin registration,promotion ormanage-mentofa co-

operativesocietyregisteredundertheCo-operative SocietiesAct,1912 (2of1912)oranyotherlawfor

thetimebeinginforce,orof a literary,scientific orcharitablesocietyregisteredunderthe Societies

RegistrationAct,1860(21of1860)oranycorrespondinglawinforce.

4) Noofficeremployeeshallacceptanypayment,intheform offee,remuneration,hono-rariumandthelikein

cashorkindforanyworkdonebyhim foranypublicbodyoranyprivatepersonwithoutthesanction

ofthecompetentauthority.:

5) NoofficeremployeeshallactasanAgentoforconvassbusinessinfavourof

InsuranceCompanyorCorporationsinhisindividualcapacity.
ContributiontoNewsPapers,RadioEtc.

7. (1)Noofficeremployeeshallexceptwiththeprevioussanctionofthecompetent

authority,ownwhollyorin partorconduct orparticipate in the editing ormanagementofany

newspaperoranyotherperiodicalpublication.

2) Noofficeremployeeshallexceptwiththeprevioussanction ofthecompetentauthorityorexceptin

thebonafidedischargeofhisduties participateinradiobroadcastorcontributeanyarticleorwriteany

lettereitherinhisownnameoranonymouslyorinthenameofanyotherpersontoanynewspaperor

periodicalormakepublic,orpublishorcause tobepublishedorpassontoothers anydocuments,

paperorinformationwhichmaycomeintohispossessioninhisofficialcapacity.

3) Noofficeremployeeshallexcept with theprevioussanction ofthecompetentauthoritypublishor

causetobepublishedanybookoranysimilarprintedmatterofwhichheistheauthorornotordeliver

talkorlectureinpublicmeetingorotherwise.

Providedthatnosuchsanctionis,however,requiredifsuchbroadcastorcontributionorpublicationis

ofapurelyliterary,artistic,scientific,professional,cultural,

educational,religiousorsocialcharacter.
Demonstrations

8. Noofficeremployeeshallengage himselforparticipateinanydemonstration which is prejudicialtothe

interestsofthe sovereigntyand integrityofIndia,the security ofthe State,friendlyrelationswithforeign

States,publicorder,decencyormorality,orwhich'involvescontemptofcourt,defamationorincitementtoan

offence.

JoiningOfAssociationsPrejudicialToInterestOfTheCountry.

9. Noofficeremployeeshalljoin,orcontinuetobeamemberofanassociationtheobjectsoractivitiesofwhich

areprejudicialtotheinterestsofthesovereigntyandintegrity ofIndiaorpublicorderormorality.

GivingEvidence

10. (1)Sameasprovidedinsub-regulation(3)noofficeremployeeshall,exceptwith thepreviousapprovalof

thecompetent authority,give evidence in connection with anyenquiryconductedbyanyperson,

committeeorauthority.

(2) Whereanyapprovalhasbeenaccordedundersub-regulation(1),noofficeremployeegivingsuchevidence

shallcriticizethepolicyoranyactionoftheGovernmentorofa
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StateGovernmentorofthebank.

3) Nothinginthisregulationshallapplytoanyevidencegiven-

a) atanenquirybeforeanauthorityappointedbytheGovernment,State

Government,ParliamentorStateLegislature,or

b) inanyjudicialenquiry,or

c) atanydepartmentalenquiryorderedbythecompetentauthority.

PublicDemonstrationsInHonourOfBankOfficers

11(i)Noofficer employeeshall,except withtheprevioussanction ofthecompetentauthority,receiveany

complimentaryorvaledictoryaddress oraccept anytestimonialorattendanymeetingorentertainment

heldinhishonour,orinthehonourofanyotheremployeeoftheBank.

Providedthatnothinginthissub-regulationshallapplyto:

(a) Afarewellentertainmentofasubstantiallyprivateandinformalcharacterheldinhonouroftheofficer

employeeoranyotheremployeeofthebankontheoccasionofhisretirementortransferorany

personwhohasrecentlyquittedtheserviceofthebank;and

(b) theacceptanceofsimple and inexpensive entertainmentarranged by associationofemployees

ofthebank.

(ii)a)No officer employee shall either directlyorindirectlyexercise pressure or influenceonany

employeeofthebanktoinduce orcompelhim tosubscribetowardsanyfarewellentertainment.

b)Noofficeremployeeshallcollectsubscriptionforfarewellentertainmentfromanyintermediateor
lowergradeemployeefortheentertainmentofanyemployeebelongingtoanyhighergrade.

SeekingToInfluence

12. Noofficeremployeeshallbring orattemptto bring anypoliticalorotheroutsideinfluencetobearupon

anysuperiorauthoritytofurtherhisinterestsinrespectofmatterspertainingtohisserviceunderthebank.

AbsenceFrom Duty

13. (i)Noofficeremployeeshallabsenthimselffromhisdutyorbelateinattendingofficeorleavethe

stationwithouthavingfirstobtainedthepermissionofthecompetentauthority.

Providedthatin the case ofunavoidable circumstances where availing ofpriorpermissionisnot

possible oris difficult,such permission may be obtained latersubjecttothesatisfactionofthe

competentauthoritythatsuchapermissioncouldnothavebeenobtained.

Officerspostedinruralareashavingpopulationofless,than10,000areallowedtokeeptheirfamilies

ataplaceotherthantheplace ofposting,ifeducationalandhousingfacilitiesarenotavailableatthe

placeoftheirposting.Theofficers,however,havetoresideattheplaceofpostingonly.
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(ii) Noofficeremployeeshallordinarilyabsenthimselfincaseofsicknessoraccident
withoutsubmittingapropermedicalcertificate.

Providedthatinthecaseoftemporaryindispositionorsicknessofacasualnature,theproductionofamedical

certificate,may,attheabsolute discretion ofthe competentauthority,bedispensedwith.

AcceptanceOfGifts

14. (1)Sameasotherwiseprovidedintheseregulations,noofficeremployeeshallacceptorpermitanymember

ofhisfamilyoranyperson actingonhisbehalftoacceptanygift.

Explanation.

The expression 'gift'shallinclude free transport,boarding,lodging orotherservice oranyother

pecuniary advantage when provided by any person other than a nearrelativeorapersonalfriend

havingnoofficialdealingswiththeofficeremployee.

Note:(1)Acasualmeal,liftorothersocialhospitalityshallnotbedeemedtobeagift.

(2)Onoccasionsuchasmarriages,anniversaries,funeralsorreligiousfunctions whenthemakingof

giftsisinconformitywiththeprevailingreligiousorsocialpractice,anofficeremployeemayaccept

giftsfrom hisnearrelativesbutheshallmakeareporttothecompetentauthorityifthevalueofthe

giftsexceedsRs.500/-.

(3)OnsuchoccasionsasspecifiedinSub-Regulation(2)anofficeremployeemayalsoacceptgiftsfrom

hispersonalfriends having no official dealings with him buthe shallmakeareporttothe

competentauthorityifthevalueofsuchgiftsexceedsRs.200/-.

(4)Inanyothercase,theofficeremployeeshallnotaccept any gifts without the sanctionofthe

competentauthorityifthevalueofthegiftsexceedRs.75/-.

Providedthatwhenmorethanonegifthasbeenreceivedfrom the same person orconcernwithin a

periodof12months,themattershallbereportedtothecompetentauthorityiftheaggregatevalue

thereofexceedsRs.500/-.

Note:Asanormalpractice,anofficeremployeeshallnotaccept anygiftfrom anypersonorinstitution

havingofficialdealingswiththeofficeremployee.

(5)Noofficeremployeeshall-

(a) giveortakeorabetthegivingortakingofdowry;or

(b) demand,directlyorindirectlyfromtheparentsorguardianofabrideor

bridegroomasthecasemaybe,anydowry.

Explanation:

Forthepurposeofthisregulation,'dowry'hasthesamemeaningasintheDowryProhi-bitionAct,

1961(28of1961).

LendingandBorrowings

15. Noofficeremployeeshall,inhisindividualcapacity-
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1. borroworpermitanymemberofhisfamilytoborroworotherwiseplacehimselforamemberofhisfamily

underapecuniaryobligationtoabrokeroramoneylenderorasubordinateemployeeofthebankorany

person,association ofpersons,firm,companyorinstitutionwhetherincorporatedornot,havingdealings

withthebank;

2. buyorsellstocks,sharesorsecuritiesofanydescriptionwithoutfundstomeetthefullcostin
thecaseofapurchaseofscriptsordeliveryinthecaseofasale;

3. incurdebtsataracemeeting;

4. lendmoneyinprivatecapacitytoa constituentof the bank orhave personaldealings withsuch

constituentin the purchaseorsale ofbillsofexchange,Governmentpaperoranyothersecurities;

and

5. Guaranteeinhisprivatecapacitythepecuniaryobligationsofanotherpersonoragreetoindemnifyin

suchcapacityanotherpersonfromlossexceptwiththepreviouspermissionofthecompetentauthority;

Providedthatanofficeremployeemaygive to oracceptfrom a relative orpersonalfriendapurely

temporaryloanofasmallamountfreeofinterest,oroperateacreditaccountwithabonafidetradesman

ormakeanadvance ofpaytohisprivateemployee;

Providedfurtherthatanofficeremployeemayobtainaloanfrom Co-operativeCreditSocietyofwhichheis

amemberorstandasasuretyinrespectofaloantakenbyanothermemberfromaCo-operativeCredit

Societyofwhichheisamember.

ISSUE CLARIFICATIONS

Whetherincases where officer employeehas not

availedclean overdraft facilityfrom PNBandwantto

availhousing loan /anyotherloanfrom otherbanks,

priorPermissionofthebankisrequired.

Nopermissionisrequiredinsuchcases

However,ifanyofficeremployeetakesanyloans

orborrowanymoney'exceedingRs.25,000/-he

shouldreportthetransactiontothebank.

Whetherpermission is required to standas co-

obligantin the education loan fortheirChildrento

beraisedfromourbank.

In Education Loans raised by officers for their

children from PNB,the documents aretobeexecuted

byboththestudentandtheparent/guardian and thus,the

officerEmployeeisvirtuallya borrower.In such anevent,

there would be no need forpermission under

Conduct Regulations but itistobereportedinAssets

& LiabilitiesStatement.

Whether permission to stand asguarantorcan

be grantedto an officerwhoisundersuspension.
PNBOfficerEmployees'(Conduct)Regulations,

1977areapplicabletosuspendedofficersalso.

Thematterforgranting,permissiontothemmay

beconsideredonthemeritsofeachcase.

AdvanceDrawalOfSalary

16. Noofficeremployeeshalldrawhis salary in advance oroverdraw his accountwith thebankagainst

securityorotherwise,withouttheprevioussanction ofthecompetentauthority.
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Subscriptions

17. Noofficeremployeeshall,exceptwiththeprevioussanctionofthecompetentauthority,askforor

acceptcontributiontoorotherwiseassociatehimselfwiththeraisingofanyfundsorother

collectionsincashorinkindinpursuanceofanyobjectivewhatsoever.

SpeculationsInStocksAndSharesAndInvestments

18. Noofficeremployeeshallspeculateinanystock,shareofsecurities orcommodities orvaluablesofany

descriptionsorshallmakeinvestmentswhicharelikelyto embarrassorinfluencehim inthedischargeofhis

duties;

Providedthatnothing in thisregulation shallbe deemed to prohibitan officeremployeefrom makinga

bonafideinvestmentofhisownfundsinsuchsecuritiesashemaywishtobuy.

Note:Frequentpurchaseorsaleorbothofsharesorsecuritiesorotherinvestmentsshallbedeemedto

bespeculationforthepurposeofthisregulation.

Indebtedness

19. Anofficeremployeeshallso managehisprivateaffairsasto avoidhabitualindebtednessorinsolvency.

Anofficeremployeeagainstwhom anylegalproceedingsareinstitutedfortherecoveryofanydebt due

from him orforadjudginghim asaninsolventshallforthwithreportthefullfactsofthelegalproceedingsto

thebank.

Movable,Immovable&ValuableProperty

20. 1)Everyofficeremployee,onhisfirstappointment,andeveryotheremployeeoftheBank,on

promotiontoapostofanofficeremployeeinthebank,shallsubmitareturnofhisassetsand

liabilitiesgivingfullparticularsregarding:

a) theimmovablepropertyinheritedbyhim orownedoracquiredbyhim orheldbyhim onleaseor

mortgage,eitherinhisnameorinthenameofanymemberofhisfamilyorinthenameofany

otherperson;,

b) shares,debenturesandcashincludingbankdepositsinheritedbyhim orsimilarlyownedoracquired

orheldbyhim;

c) othermovablepropertyinheritedbyhim orsimilarlyowned oracquiredorheldbyhim;and

d) debtsandotherliabilitiesincurredbyhimdirectlyorindirectly;

Provided thatinthecase ofanofficeremployee who isalreadyinservice inthe bankonthedate

theseregulationscomeintoforceshallsubmitareturnintermsofthisregulationwithinthreemonthsof

coming into force ofthese regulations,the return beingwithreferencetoassets andliabilitiesas

enumeratedabove oftheofficeremployeeonthedate'theseregulationscome'intoforce.

2)Everyofficeremployeeshall,everyyearsubmitareturnofhismovableandimmovablepropertyandvaluable

propertyincludingliquid assets likeshares,debenturesason31stMarchofthatyeartothebankbefore

30thdayofJuneofthatyear.

Clarification
Officeremployeesarenottosubmitonly'NoChange'ReturnoftheirImmovable
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Propertybutcompletedetailsinregardtobothimmovable& movable propertiesincludingliquid

assetslikeshares,debenturesetc.

Itmaybeclarifiedherethatinview ofClause20(2)of the regulations,asmentioned above,itis

incumbentupon everyofficeremployee to submitthe complete Return ofhismovable,immovable

andvaluablepropertyincludingliquidassets likeshares,debenturesason31stMarchofeveryyear.

Itisfurtheradvisedthat

a) theofficersshouldensurethatthey mention theirnames in the Return strictly as perBank's

recordandtheyincorporatePFNo.intheReturnbelow theirdesignationatPageNo.l.

b) incase of variation in Assets and /or'Liabilities over Previous year, such variationsbe

explained.Sourceofliquidatingtheliability/fundingofAssets bestatedwhereverapplicable.

c) grandtotalundervariousheadsofAssetsandLiabilitiesbegiven.

d) Detailsofpermissionforsale/purchaseofimmovable/movable properties shouldbequoted

whereveritisrequiredaspercaptionedRegulations.

e) AssetsandliabilitiesReturnsandenclosedAnnexuresshouldbesigned.

OfficersarerequiredtofiletheirReturnwiththerespectiveauthoritiesmentioned

hereunder:-

a) Allofficersupto MMG Sca/e-IIIworking in the branches and in the RegionalOffices/ZonalOffices

willfile their Returns with their respective Regional Managers/ChiefManagers.

b) AllofficersuptoMMGSca/e-IIIinthe Head Office willfile theirReturns with theirrespectiveChiefs.

c) All officers in Senior Management Grade and Top Executive Grade will file their

ReturnswiththeChiefVigilanceOfficers,VigilanceDeptt,HO,NewDelhi.

The newly appointed/promoted officers shall file their first Return of assets & liabilities and shall

submitthe same,complete in allrespects,in the prescribed profoma (PNB 817)as on the date of

their appointment/promotion as officer and subsequently they shouldsubmitthesaidReturnason31stMarch

everyyear.

3) No officer employee shall except with the previous knowledge of the competentauthority acquire or

dispose ofany immovable property by lease, mortgage, purchase,sale,giftorotherwiseeitherinhisown

name orin the name ofany memberofhisfamily.

Providedthattheprevioussanctionofthecompetentauthorityshallbeobtainedbytheofficeremployeeif

anysuchtransactionis-

a) withapersonhavingofficialdealingswiththeofficeremployee;
b) otherwisethanthrougharegularorreputeddealer.

4) Everyofficeremployeeshallreporttothecompetentauthority every transaction concerningmovable

propertyownedorheldbyhim eitherinhisownnameorinthenameofamemberofhisfamilyifthe

valueofsuchapropertyexceedsRs.25000/-.
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Provided thatthe previous sanction ofthe competentauthority shall be obtained ifanysuch

transactionis-

a) withapersonhavingofficialdealingswiththeofficeremployee;or
b) otherwisethanthrougharegularorreputeddealer

Clarification:

Allofficers are required to submitintimation with regard to transactions in shares,securities,debentures

or'mutualfund schemes etc.,to their respective controllingauthorities,ifthe totaltransactions in sale,

purchase orboth in shares, securities,debenture,mutualfunds etc.exceed Rs.25,000/- at any time

during the financialyear,asandwhenthesametakeplace.

Itis the responsibility of RegionalManager/Chief Manager/Chiefs of HO Divisions soensurethatthe

requisite Returns from alldie officers are not only received in time butarealsoscrutinizedcarefully

particularlyin the case ofofficers against whom there are complaints of corruption or who are

suspected to be of doubtful integrity. TheseReturns should be scrutinized with reference to their

known 'sources of income foreffectiveactionasunder:

a) Annual property Returns and intimations by the officers of doubtful integrityaboutpurchase

anddisposalofmovable and immovable property should be morecarefullychecked.

b) If Returns/intimations are scrutinized property and carefully, persons of doubtfulintegrity can be

located and thereafter a watch can be kept on their activities.Theycanalsobeshiftedfromthe

sensitiveposts.

Ifonscrutinysomeadversefeaturesarenoticed,themattershouldbereferredtoDisciplinary

Authority,forappropriateaction.

5) Thebankmayatanytime,bygeneral,orspecialorder,requireanofficeremployeetofurnishwithin

aperiodtobespecified in the orderafulland complete statementofsuchmovableorimmovable

propertyheld oracquired by him oron his behalforby anymemberofhis familyas may be

specified in the order.Such astatementshall,ifsorequiredbythebank,include the details ofthe

means bywhich orthesourcesfromwhichsuchpropertywasacquired.

VindicationofActsAndCharacterOfAnOfficerEmployee

21. Noofficeremployeeshall,exceptwiththeprevioussanction ofthebank,haverecoursetoanycourtorto

thepressforthevindicationofanyofficialactwhich hasbeen thesubjectmatterofadversecriticismoran

attackofadefamatorycharacter:

ProvidedthatnothinginthisRegulationshallbedeemedtoprohibitan employee from vindicatinghisprivate

characteroranyactdonebyhim in hisprivatecapacityandwhereanyactionforvindicatinghisprivate

characteroranyactdonebyhim inprivatecapacityistaken,theofficeremployeeshallsubmita report

tohisimmediatesuperiorwithinaperiodof3monthsfromthedatesuchactionistakenbyhim.

RestrictionsRegardingMarriage22.(1)
i)Noofficeremployeeshallenterinto,orcontract,amarriagewithapersonhavingaspouse

livingand
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ii)noofficeremployee,havingaspouseliving,shallenterinto,orcontract,amarriagewithany

person

Providedthatthebankmaypermitanofficeremployeetoenterinto,orcontract,anysuch

marriageasisreferredtoinclause(i)orclause(ii)ifitissatisfiedthat-

a) suchmarriageispermissibleunderthepersonallawapplicabletosuchofficer

employeeandtheotherpartytothemarriage;and

b) thereareothergroundsforsodoing.

(2)AnofficeremployeewhohasmarriedormarriesapersonotherthanofIndianNationalityshall

forthwithintimatethefacttothebank

ConsumptionOfIntoxicatingDrinksAndDrugs

23. Anofficeremployeeshall-

a)strictlyabidebyanylawrelatingtointoxicatingdrinksordrugsinforceinanyareainwhichhemay

happentobeforthetimebeing.

b)notbeunderthe influence ofanyintoxicating drink/drug during the course ofhis dutyandshallalso

takeduecarethattheperformanceofhisdutiesatanytimeisnotaffectedinanywaybytheinfluence

ofsuchdrinkordrug.

c) refrainfromconsuminganyintoxicatingdrinkordruginapublicplace;

d) notappearinapublicplaceinastateofintoxication;

e) notuseanyintoxicatingdrinkordrugtoexcess.

Explanation

Forthepurposeofthisrule,'publicplace'meansanyplaceorpremises(including clubs,evenexclusively

meantformemberswhereitispermissibleforthememberstoinvitenon-membersasguests,bars and

restaurants,conveyance)towhich thepublichave orare permittedtohaveaccess,whetheronpaymentor

otherwise.

ActsOfMisconduct

24. AbreachofanyoftheprovisionsoftheseRegulationsshallbedeemedtoconstitutemisconductpunishable

underthePunjab NationalBankOfficerEmployees (Discipline andAppeal)Regulations,1977.

ProhibitionofSexualHarassmentofworkingwomen

24(A). (1)Noofficeremployeeshallindulgeinanyactofsexualharassmentofanywoman

atherworkplace.

(2)Everyofficeremployeewhoisin-chargeofaworkplaceshalltakeappropriatestepsto

preventsexual'harassmenttoanywomanatsuchworkplace.

EXPLANATION-

Forthepurposeofthisregulation,"sexualharassment"includessuchunwelcomesexuallydetermined

behaviour(whetherdirectlyorotherwise)as-

(a) physicalcontactandadvances;

(b) ademandorrequestforsexualfavours;

(c) sexuallycolouredremarks;

(d) showingpornography;or

(e) anyotherunwelcomephysical,verbalornon-verbalconductofasexualnature.
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Interpretation

25. Ifanyquestionarisesastotheapplicationorinterpretationofanyofthese

regulations,itshallbereferredtotheBoardforitsdecision.

RepealAndSaving

26. (1)everyrule,regulation,bye-law oreveryprovisioninanyagreementorresolutioncorrespondingtoanyofthe

regulations herein contained and in force immediatelybeforethecommencementofthese Regulations

andapplicabletotheofficeremployeesto whomtheseregulationsareapplicableisherebyrepealed.

(2)Notwithstandingsuchrepealanyordermadeoraction takenunderthe provisions sorepealedshallbe

deemedtobemade ortaken underthecorrespondingprovisionsoftheseregulations.

COMPETENTAUTHORITIESFORTHEPURPOSEOFPNB-OFFICEREMPLOYEES

(CONDUCT)REGULATIONS-1977

PNBOFFICEREMPLOYEES'fCONDUCnREGULATIONS.1977fREG.2fel

OSR Subject Grade/Scale CompetentAuthority
5

(2)
Permission for

employment of

membersof family ofbank

officersinfirmsenjoying the

bank's

clientage

ForEmployment:

OfficeruptoScale-V

Scale-VI&VII

GeneralManager

ED/CMD

6 Taking up outside

employment

ForOutside

Employment:

OfficeruptoScale-III

Scale-IV&V

Scale-VI&VII

ForAcceptanceoffee,

remunerationand

honorariumuptoRs.

500/-underclause(4)

AGM(HRD)

GM

ED/CMD

Head of Controlling

Office/DivisionalHead GM-HR forHeadof

ControllingOffice&

DivisionalHead

7 Contributionto

newspapers/periodicalsetc., OfficerUptoScale-Ill

Scale-IV&above

HeadofControllingOffice/CM

(HRD)

HeadofControllingOffice/GM-

HR

10 Givingevidence

OfficeruptoScale-Ill

Scale-IV&V

Scale-VI&VII

HeadofControllingOffice/CM

(HRD)

DGM-HRD

ED/CMD

11
Public demonstration in

honourofbankofficers

14 Acceptanceof(lifts

17 Subscriptions
13 Absence from

duty/stationleave

OfficerworkinginFieldOffices/

BranchesIncumbentIn-charge/

Officersworkingincontrolling

Office

HeadofControlling

Office

OfficersworkinginHODivisions

DivisionalHeads

IncumbentIn-chargeHeadof

ControllingOfficeGM-HR

DivisionalHead

GM-in-Charge
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OSR Subject Grade/Scale CompetentAuthority

15 LendingandBorrower OfficeruptoScale-Ill HeadofControllingOffice/CM

(HRD)
16 Advance drawal of

salary

OfficerworkinginField

OfficerworkinginHO

Divisions

HeadofControllingOfficeDivisional

Head

20
Movable Immovable

andvaluableproperty

OfficeruptoScale-Ill HeadofControllingOffice/

CM/CM (HRD)
21 Vindication of acts and

character of an officer

employee

OfficeruptoScale-Ill

AGM (HRD)

22
Restrictionregarding

marriage

OfficeruptoScale-Ill

InrespectofalltheaboveRegulationswhereauthorityisnotspecified

OfficersinSMGScale-IV AGM (HRD)

OfficersinSMGS-V&TEGS-

VI

GM (HRD)

OfficersinTEGScale-VII ED/CMD

Note:Anyhigherauthoritythanstipulatedhereinaboveisalsocompetentauthorityforthepurposeof

respectiveregulations.

4WhatisRegulation20(31(i)(ii!&(iii)ofPNBOfficerEmployees'ServiceRegulations?

Regulation20(3)(i)

An officeragainstwhom disciplinaryproceedingsare pending shall not leave/ discontinueorresign

fromhisserviceintheBankwithoutthepriorapprovalinwritingofthecompetentauthorityandanynotice

ofresignation given by such an officershallnottakeeffectunlessitisacceptedbythecompetent

authority.

Regulation20(3)(ii)

Disciplinaryproceedingsshallbedeemedtobe pending against any employee forthepurposeofthis

regulationifhehasbeen placed undersuspensionoranynotice hasbeenissuedtohimtoshowcause

whydisciplinaryproceedingsshould notbeinstituted againsthim andwillbedeemed tobepending until

finalordersarepassedbythecompetentauthority.

Regulation20(3)(iii)

Theofficeragainstwhomdisciplinaryproceedingshavebeeninitiatedwillceasetobeinserviceonthedate

of superannuation butthe disciplinary proceedings willcontinue as ifhewasinserviceuntil the

proceedingsareconcludedandfinalorderispassed inrespectthereof.Theconcernedofficerwillnot

receive anypay/orallowancesafterthedate ofsuperannuation.He willalso notbe entitled forthe

paymentofretirementbenefitstillthe proceedings are completed and finalorderis passed thereon

excepthisowncontributionofCPF.
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[CHAPTÊ8j

1. PUNJABNATIONALBANKOFFICEREMPLOYEES'(DISCIPLINE&

APPEAL)REGULATIONS,1977.

ShortTitlecommencementofApplication Regulation-1

Application Regulation-2

Definitions Regulation-3

Penalties Regulation-4

AuthoritytoInstituteDisciplinaryProceedingandImposePenalties Regulation-5

AuthoritytoInstituteDisciplinaryProceedingandImposePenalties Regulation-6

ActionontheEnquiryReport Regulation-7

ProcedureforimposingMinorPenalties Regulation-8

CommunicationsOfOrders Regulation-9

CommonProceedings Regulation-10

SpecialProcedureInCertainCases Regulation-11

Suspension Regulation-12

LeaveDuringSuspension Regulation-13

SubsistenceAllowanceDuringSuspension Regulation-14

Pay, Allowances And Treatment Of Service On Termination Of

Suspension

Regulation-15

Employees On Deputations From The Central Government, State

GovernmentEtc

Regulation-16

Appeal: Regulation-17

Review Regulation-18

ConsultationWithCentralVigilanceCommission Regulation-19

ServiceOfOrdersNoticesEtc. Regulation-20

PowerToRelaxTime-LimitAndToCondoneDelay Regulation-21

RepealAndSaving Regulation-22

1.PUNJABNATIONALBANKOFFICEREMPLOYEES'(DISCIPLINE&APPEAL)REGULATIONS,
1977.

InexerciseofthepowersconferredbySection 19 of the Banking Companies (Acquisition andTransfer of

Undertakings)Act,1970 (5 of1970),the Board ofDirectors ofPunjab NationalBankinconsultationwiththe

Reserve Bank and with the previous sanction ofthe CentralGovernmentherebymakesthefollowingregulations,

namely

1. ShortTitleAndCommencement

(i)TheseregulationsmaybecalledPunjabNationalBankOfficerEmployees'(Discipline&Appeal)

Regulations,1977.
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(ii) Theyshallcomeintoforceon01.01.1977.

2. Application:

Theseregulationsshallapplytoallofficersemployeesofthebank,butshallnotapplyto:-

(i) theChairmanofthebank;

(ii) TheManagingDirectorofthebank;

(iii) anyWholetimeDirector,ifany;

(iv) thosewhoareincasualemploymentorpaidfromcontingencies;

(v) theawardstaff;and

(vi) theofficersoncontract

3. Definitions:

Intheseregulations,unlessthecontactsotherwiserequires

(a)"Act"

(b)"AppellateAuthority"

(c)"AwardStaff"

(d)"Bank"

(e)"Board"

(f) "Competentauthority"

(g) "DisciplinaryAuthority"

competent

(h)"Government"

(i) "ManagingDirector"

(j) "OfficerEmployee"

means the Banking Companies (Acquisition and Transfer of

undertakings)Act,1970(5of1970);

meanstheauthorityspecifiedintheschedule todispose ofappeals;

meansthepersoncoveredbytheAward asdefinedintheIndustrialDisputes

(BankingCompanies)Decision Act,1955(41of1955)

meansPunjabNationalBank;

meanstheBoardofDirectorsoftheBank;

meanstheauthorityappointedbytheBoardforthepurposesofthese

regulations.

meansthe authority specified in the schedule which istoimpose

onanofficer-employeeanyofthepenaltiesspecifiedinregulation4;

meanstheCentralGovernment;

meanstheManagingDirectoroftheBank;

meansapersonwhoholdsa supervisory,administrativeormanagerialpostin

the bank or any other person who hasbeen appointed and is

functioning as an officer of thebankbywhateverdesignationscalled

and includesa personwhoseservicesaretemporarilyplaced atthedisposal

ofthe CentralGovernmentoraState Undertaking orany otherGovernment

UndertakingoranyotherpublicsectorBankortheReserveBankofIndia orany

otherorganisation,butshall notincludecasual,workchargedorcontingent

staffortheawardstaff;

(k) "PublicFinancialInstitutions"means-

(i) TheIndustrialCreditandInvestmentCorporationofIndiaLimited,acompanyowned

andregisteredundertheCompaniesAct,1956(1of1956)

(ii) TheIndustrialFinanceCorporationofIndiaestablishedunderSection3oftheIndustrial

FinanceCorporationAct,1948(15of1948);
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(iii) TheIndustrialDevelopmentBankofIndia,establishedunderSection3oftheIndustrial

DevelopmentBankofIndiaAct,1964(18of1964);

(iv) TheLifeInsuranceCorporationofIndia,establishedunderSection3oftheLife

InsuranceCorporationAct,1956(31of1956);

(v) TheUnitTrustofIndiaestablishedunderSection3oftheUnitTrustofIndiaAct,1963(52

of1963)

(vi) AnyotherfinancialinstitutionwhichisdeclaredbythecentralGovernmentby

notificationtobeapublicfinancialinstitution;

(l) "PublicSectorBank"means-

(i) acorrespondingnewbankspecifiedintheFirstScheduletotheAct;

(ii) acorrespondingnew bankspecifiedintheFirstScheduletotheBanking Companies(Acquisitionand

TransferofUndertakings)Act,1980(40of1980);

(iii)TheStateBankofIndiaconstitutedundertheStateBankofIndiaAct,1955(23of1955);

(iv)asubsidiarybankconstitutedundertheStateBankofIndia(SubsidiaryBanks)Act,1959(38of1959);

and

(v) Anyotherbankwhich the CentralGovernmentmay determine to be a public sectorbank forthe

purposeoftheseRegulationshavingregardtoitsmannerofincorporation;

(m) "PublicServant" means-

apersonasdefineda-PublicServantinSection21oftheIndianPenalCode(45of1860);

(n) "ReviewingAuthority"meanstheauthorityspecifiedintheSchedule;

(o) "Schedule" meanstheScheduleappendedtotheseregulations.

1. Penalties:

Thefollowingarethepenaltieswhichmaybeimposedonanof4ceremployee,foractsofmisconductorfor

anyothergoodandsufficientreasons:-

MinorPenalties

(a) Censure

(b) Withholdingofincrementofpaywithorwithoutcumulativeeffect;

(c) Withholdingofpromotion;

(d) Recoveryfrom'payorsuchotheramountasmaybeduetohimofthewholeorpartofany

pecuniarylosscausedtothebankbynegligenceorbreachoforders.

(e) Reductiontoalowerstageinthetimescaleofpayforaperiodnotexceeding3years,without

cumulativeeffectandnotadverselyaffectingtheOfficer'spension.

MajorPenalties

(f) Sameas provided forin(e)above reduction toalowerstage in the time scale ofpayforaspecified

period,withfurtherdirectionsastowhetherornottheofficerwillearnincre-mentsofpayduringtheperiod

ofsuch reduction and whetheron the expiry ofsuch period the reduction willorwillnothave the

effectofpostponing thefutureincrements ofhispay~
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(g) Reductiontoalowergradeorpost;

(h) Compulsoryretirement;

(i) Removalfromservicewhichshallnotbeadisqualificationforfutureemployment;

(j) Dismissalwhichshallordinarilybeadisqualificationforfutureemployment.
Explanation

Thefollowingshallnotamounttoapenaltywithinthemeaningofthisregulationnamely:-

(i) Withholding ofone ormore increments ofan officeremployee on accountofhis failuretopassa

prescribeddepartmentaltestorexaminationinaccordancewiththetermsofappointmenttothepostwhichhe

holds;
(ii) Stoppageofpayofanofficeremployeeattheefficiencybarinatimescaleontheground

ofhisunfitnesstocrossthebar;

(iii) non-promotion,whetherinanofficiating capacity orotherwise,ofanofficeremployee,toahighergrade

orpostforwhich he may be eligible forconsideration butforwhich heisfoundunsuitableafter

considerationofhiscase;

(iv) reversionto a lowergradeorpost,ofanofficeremployeeofficiatingina highergradeorpost,onthe

groundthatheisconsidered,aftertrial,to beunsuitableforsuchhighergradeorpost,oronadministrative

groundsunconnectedwithhisconduct;

(v) reversiontohispreviousgrade orpost,ofanofficeremployee appointed onprobationtoanothergrade

orpost,duringorattheendoftheperiodofprobationinaccordancewiththetermsofhisappointment

orrulesorordersgoverningsuchprobation;

(vi) reversionofanofficeremployeetohisparentorganisationincasehehadcomeon

deputation;
(vii) terminationofservice:-

(a) ofanofficeremployeeappointedonprobation,duringorattheendoftheperiod of probation,in

accordancewiththetermsofhisappointment,ortherules orordersgoverningsuchprobation;

(b) ofanofficeremployeeappointedina temporary capacity otherwise than under acontractor

agreement,ontheexpirationoftheperiod forwhich hewasappointedorearlierinaccordancewith

thetermsofhisappointment;

(c) ofanofficeremployeeappointedunderacontractoragreement,inaccordancewith

thetermsofsuchcontractoragreement;and
(d) ofanofficeremployeeonabolitionofpost::

(viii) retirementofanofficeremployeeonhisattaining theageofsuperannuationinaccord-ancewiththerules

andordersgoverningsuchsuperannuation;

(ix) termination ofemploymentofapermanentofficeremployeebygiving3monthsnotice oronpayment

onmonths'payandallowancesinlieuofnotice;

(x) terminationofemploymentofanofficeremployeeonmedicalgrounds,ifheisdeclared

unfittocontinueinbank'sservicebythebank'smedicalofficer.
5. AuthoritytoInstituteDisciplinaryProceedingandImposePenalties:

1. TheManagingDirectororanyotherauthorityempoweredbyhimbygeneralorspecial

order may institute or direct the Disciplinary Authority to institute disciplinary

proceedingsagainstanofficeremployeeofthebank.
2. ThedisciplinaryAuthoritymayhimselfinstitutedisciplinaryproceedings.

3. TheDisciplinaryAuthorityoranyauthorityhigherthanit,mayimposeanyofthepenalties
SpecifiedinRegulation4onanyofficeremployee.
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6. ProcedureforImposingMajorPenalties:

(1) Noorderimposinganyofthemajorpenaltiesspecifiedinclauses(f),(g),(h),(i)and

(j)ofRegulation4shallbemadeexceptafteranenquiryisheldinaccordancewiththisregulation.

(2) inquiringWhenevertheDisciplinaryAuthorityisoftheopinionthattherearegroundsforintothetruth

ofanyimputationofmisconductormisbehaviouragainstanofficeremployee,itmayitselfenquireinto,or

appointanyotherpersonwhois,orhasbeen,apublicservant(hereinafterreferredtoastheinquiring

authority)toinquireintothetruththereof.

Inview ofshortageofexperiencedseniorexecutives for conducting departmentalenquiries,theBoardof

Directorsinitsmeeting heldon27.12.2006hasapprovedtheempanelment and appointment of retired

officersasInquiry Officer,from among thosewhoretiredasofficersinSMGScaleIV&V&TEGScaleVI&

VII.

Explanation:

WhentheDisciplinaryAuthorityitselfholdstheinquiryanyreferenceinsub-regulation

(8)tosub-regulation(21)totheinquiringauthorityshallbeconstruedasareferencetoDisciplinaryAuthority.

(3) Whereitisproposedto hold an inquiry,the Disciplinary Authority shall,frame definite anddistinct

charges on the basis ofthe allegations againstthe officer employee andthearticlesofcharge,

togetherwith a statementofthe allegations,listof documentsreliedonalongwithcopyofsuch

documentsandlistofwitnessesalongwithcopyof statementofwitnesses,ifany,onwhichthey are

based,shall be communicated in writingtotheofficeremployee,who shallbe required to submit,

withinsuchtimeasmaybespecifiedbytheDisciplinaryAuthority(notexceeding15days),orwithinsuch

extendedtimeasmaybegrantedbythesaidAuthority,awritten statementofhisdefence;

Providedthatwhereveritisnotpossibletofurnishthecopiesofdocuments,disciplinaryauthorityshall

allow theofficeremployeeinspectionofsuchdocumentswithinatimespecifiedinthisbehalf;

(4) On receiptofthe written statementofthe officeremployee,orifno such statementisreceived

withinthetimespecified,anenquirymaybeheldbytheDisciplinaryAuthorityitself,orifitconsidersit

necessarysotodoappointunderSub-regulation

(2)anInquiringAuthorityforthepurpose.

Providedthatitmaynotbenecessarytoholdanenquiryinrespectofthearticlesofchargeadmittedby

theofficer employeein his written statementbutshall be necessarytorecorditsfindingsoneach

suchcharge.

(5) TheDisciplinaryAuthorityshall,whereitisnottheinquiringauthority,forwardtotheinquiring

authority:

(i) acopyofthearticlesofchargesandstatementsofimputationsofmisconductor

misbehavior;

(ii) acopyofthewrittenstatementofdefence,ifany,submittedbytheofficer

employee;

(iii) alistofdocumentsbywhichandlistofwitnessesbywhomthearticlesofchargeare

proposedtobesubstantiated;

(iv) acopyofstatementsofthewitnesses,ifany;

(v) evidenceprovingthedeliveryofthearticlesofchargeundersub-regulation(3);



(vi) acopyoftheorderappointingthe'presentingofficer'intermsofsub-

regulation(6)

(6) WheretheDisciplinaryAuthorityitselfenquiresorappointsaninquiringauthorityfor

holdinganinquiry,itmay,byanorder,appointapublicservanttobeknownasthe'PresentingOfficer'to

presentonitsbehalfthecaseinsupportofthearticles ofcharge.

(7) Theofficeremployeemaytaketheassistanceofanyotherofficeremployeebutmay

notengage a legalpractitionerforthe purpose,unless the presenting officer,appointedby the

Disciplinary Authority is a legal practitioner or the DisciplinaryAuthority,havingregardtothe

circumstancesofthecasesopermits.

Note:

Theofficeremployeeshallnottake the assistance ofany otherofficeremployee who hastwo

pendingdisciplinarycasesonhandinwhichhehastogiveassistance.

(8) (a)TheInquiringAuthorityshallbynoticeinwritingspecifythedayonwhichtheofficer
employeeshallappearinpersonbeforetheinquiringauthority.

(b) OnthedatefixedbytheInquiringAuthority,theofficer employeeshallappearbeforetheInquiring

Authorityatthetime,placeanddatespecifiedinthenotice.

(c) TheInquiringAuthorityshallasktheofficeremployeewhetherhepleadsguiltyorhasanydefence

tomakeandifhepleadsguiltytoanyofthearticlesofcharge,theInquiringAuthorityshallrecord

theplea,signtherecord andobtain thesignatureoftheofficeremployeeconcernedthereon.

(d) TheInquiringAuthorityshallreturnafindingofguiltinrespectofthosearticlesofchargetowhichthe

officeremployeeconcernedpleadsguilty.

(9) Iftheofficeremployeedoes notplead guilty,theInquiringAuthorityshalladjournthecasetoalater

datenotexceeding30daysorwithinsuchextendedtimeasmaybegrantedbytheInquiringAuthority.

(10) TheInquiringAuthoritywhileadjourningthe case as in sub-regulation (9),shall alsorecordbyanorder

thattheofficeremployeemayforthepurpose ofpreparingdefence.

(i) completeinspectionofthedocumentsasinthelistfurnishedtohim immediatelyandinanycase

notexceeding5daysfrom thedateofsuchorderifhehadnotdonesoearlierasprovidedforin

theprovisotosub-regulation(3);

(ii) submitalistofdocumentsandwitness,thathemaywantfortheenquiry;

(iii)givenoticewithintendaysoftheorderorwithinsuchfurthertimenotexceedingtendaysasthe

InquiringAuthoritymayallow forthediscoveryorproductionofthedocumentsreferredtoinitem(ii)

Note:Therelevancyofthedocumentsandtheexamination ofthewitnesses referredtoinitem(ii)

shallbegivenbytheofficeremployeeconcerned.

(11)The Inquiring Authority shall,on receipt of the notice forthe discovery or productionofthe

documents,forwardthesameorcopies thereoftotheauthorityinwhosecustodyorpossessionthe

documents are keptwith a requisition forthe production ofthedocuments,onsuchdateasmaybe

specified.

(12)Onreceiptoftherequisitionundersub-regulation(11),theauthorityhaving thecustodyorpossession

oftherequisitioneddocuments,shallarrangetoproducethe
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samebeforetheInquiringAuthorityonthedate,place andtimespecifiedintherequisition;

Provided thattheauthorityhavingthecustody or possession of requisitioneddocumentsmayclaim

privilegeiftheproductionofsuchdocumentswillbeagainstthepublicinterestortheinterestofthebank.

Inthatevent,itshallinform theInquiringAuthorityaccordingly.

(13) Onthedatefixedfortheinquiry,theoralanddocumentaryevidencebywhich thearticlesofchargeare

proposedtobeprovedshallbeproducedbyoronbehalfoftheDisciplinaryAuthority. The witnesses

produced by the Presenting Officershallbe examinedbythePresentingOfficerandmaybecross-

examined byoron behalfoftheofficeremployee.The Presenting Officershall be entitled to re-

examine his witnessesonanypointsonwhichtheyhavebeen cross examined,butnoton a new

matter,withouttheleaveoftheInquiringAuthority.TheInquiringAuthoritymayalsoputsuchquestionstothe

witnessesasitthinksfit.

(14) Beforethecloseofthe case,in supportofthe charges,the Inquiring Authoritymay,initsdiscretion,

allow thePresentingOfficer toproduceevidencenotincludedinthechargesheetormayitselfcall

fornew evidenceorrecallorre-examineanywitness.In such case the officeremployeeshallbe

given opportunityto inspectthedocumentaryevidence before itis taken on record, orto cross-

examinea witness,whohasbeensosummoned.The Inquiring Authoritymayalso allow the officer

employeetoproducenewevidence,ifitisoftheopinionthattheproductionofsuchevidence,isnecessary

intheinterestsofjustice.

(15) Whenthecaseinsupportofthecharges isclosed,theofficer employeemayberequiredtostatehis

defence,orallyorinwriting,ashemayprefer.Ifthedefenceismadeorallyitshallberecordedandthe

officeremployeeshallberequiredtosigntherecord.Ineithercaseacopyofthestatementofdefence

shallbegiven tothePresentingOfficer,ifany,appointed.

(16) Theevidenceonbehalfoftheofficer employeeshall then be produced.The officeremployeemay

examinehimselfinhisownbehalf,ifhesoprefers.Thewitnessesproducedbytheofficeremployeeshall

thenbeexaminedbytheofficeremployeeandmaybecross-examinedbythePresentingOfficer.The

officeremployeeshallbe entitledtore-examineanyofhiswitnessesonanypointsonwhichtheyhave

beencross-examined,butnotonanynew matterwithouttheleave oftheInquiringAuthority.

(17) TheInquiring Authority may,aftertheofficeremployee closeshisevidence,and shall,iftheofficer

employeehasnotgothimselfexaminedgenerallyquestionhim onthecircumstancesappearingagainsthim

intheevidenceforthepurpose ofenablingtheofficeremployeetoexplainanycircumstancesappearing

intheevidenceagainsthim.

(18) TheInquiringAuthoritymay,afterthecompletionoftheproductionofevidence,hearthePresenting

Officer,if any appointed,and the officeremployee or permit them tofilewrittenbriefsoftheir

respective cases within 15 days ofthe date ofcompletion oftheproductionofevidence,iftheyso

desire.

(19) Ifthe officeremployee does notsubmitthe written statement ofdefence referred to insub-

regulation(3)onorbeforethedatespecifiedforthepurpose ordoesnotappearinperson,orthrough

the assisting officerorotherwise fails orrefuses tocomplywith anyofthe provisions ofthese

regulations,theinquiring authoritymayholdtheinquiryex-parte.
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(20) WheneveranyInquiringAuthority,afterhavingheardandrecordedthewholeoranypartoftheevidence

in an inquiryceases to exercise jurisdiction therein,and issucceededbyanotherInquiringAuthority

which has,and which exercises,such jurisdiction,theInquiring Authorityso succeeding mayacton

the evidence so recordedby its predecessor,orpartly recorded by its predecessor,and partly

recordedbyitself;

ProvidedthatifthesucceedingInquiringAuthorityisoftheopinionthatfurther examinationofanyofthe

witnesseswhoseevidencehasalreadybeen recordedisnecessaryintheinterestofjusticeitmayrecall,

examine,cross-examineandre-examineanysuchwitnessesashereinbeforeprovided.

(21) (i)Ontheconclusionoftheinquiry,theInquiringAuthorityshallprepareareportwhichshall
containthefollowing:

(a) agistofthearticlesofchargeandthestatementofimputationsofmisconductor

misbehavior;

(b) agistofthedefenceoftheofficeremployeeinrespectofeacharticleofcharge;

(c) anassessmentoftheevidenceinrespectofeacharticleofcharge;

(d) thefindingsoneacharticleofchargeandthereasonstherefor.

Explanation-If,inthe opinion ofthe Inquiring Authority,the,proceedings ofthe inquiryestablishany

articleofcharge differentfrom theoriginalarticle ofcharge,itmayrecorditsfindingsonsucharticle

ofcharge;

Providedthatthefindingsonsuch articleofchargeshallnotbe recorded unlesstheofficeremployee

haseither admittedthefacts onwhich sucharticle ofcharge isbasedorhashadareasonable

opportunityofdefending himselfagainstsucharticleofcharge.

(ii)TheInquiringAuthority,whereitisnotitselftheDisciplinaryAuthority,shallforwardtothe

DisciplinaryAuthoritytherecordsofinquirywhichshallinclude-

(a) thereportoftheinquirypreparedbyitunderclause(i);

(b) thewrittenstatementofdefence,ifany,submittedbytheofficeremployeereferred

toinsub-regulation(15);

(c) theoralanddocumentaryevidenceproducedinthecourseoftheinquiry;

(d) writtenbriefsreferredtoinsub-regulation(18),ifany;and

(e) theorders,ifany,madebytheDisciplinaryAuthorityandtheInquiringAuthorityinregardto

theinquiry.

7. ActionontheEnquiryReport:

(1)TheDisciplinaryAuthority,ifitisnotitselftheInquiringAuthority,may,forreasonstoberecordedbyit

inwriting,remitthecasetotheInquiringAuthorityforfreshorfurtherinquiryandreport andtheInquiring

Authorityshallthereuponproceedto holdthefurtherinquiryaccordingtotheprovisionsofRegulation6as

farasmaybe.

(2)TheDisciplinaryAuthorityshall,ifitdisagreeswiththe findings ofthe InquiringAuthorityonanyarticle

ofcharge,record its reasons forsuch disagreementand record itsownfindingsonsuchcharge,ifthe

evidenceonrecordissufficientforthepurpose.

(3)IftheDisciplinaryAuthority,havingregardtoitsfindingsonallorany ofthe articles ofcharge,isofthe

opinion thatanyofthepenalties specified in regulation 4 should beimposedontheofficeremployeeit

shall,notwithstandinganythingcontainedin
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regulation8,makeanorderimposingsuchpenalty.

(4)IftheDisciplinaryAuthorityhavingregardtoitsfindingsonallorany ofthe articles ofcharge,isofthe

opinionthatnopenaltyiscalledfor,itmaypassanorderexoneratingtheofficeremployeeconcerned.

8. ProcedureforimposingMinorPenalties:

(1)Whereitisproposedtoimposeanyoftheminorpenaltiesspecifiedinclauses(a)to(e)ofRegulation4,

theofficeremployeeconcernedshallbeinformed in writing ofthe imputationsoflapsesagainsthim and

given an opportunity to submithis written state-mentofdefence within a specified period not

exceeding 15 daysorsuch extendedperiod asmaybe granted bytheDisciplinaryAuthorityand the

defencestatement,ifany,submittedbytheofficer employeeshallbetaken into considerationbythe

DisciplinaryAuthoritybeforepassingorders.

(2)Where,however,the DisciplinaryAuthorityis satisfied thatan inquiry is necessary, itshallfollowthe

procedureforimposingamajorpenaltyaslaiddowninregulation6.

(3)Therecordoftheproceedingsinsuchcasesshallinclude-

(i) Acopyofthestatementofimputationoflapsesfurnishedtotheofficer

employee;

(ii) thedefencestatement,ifany,oftheofficeremployee;and

(iii) theordersoftheDisciplinaryAuthoritytogetherwiththereasonstherefor.

9. CommunicationsOfOrders

OrdersmadebytheDisciplinaryAuthorityunderRegulation7orRegulation8shallbecommunicatedtotheofficer

employeeconcerned,whoshallalsobesupplied withacopyofthereportofinquiry,ifany.

10. CommonProceedings

Wheretwoormoreofficeremployeesareconcernedin a case,the authority competentto imposeamajor

penaltyonallsuchofficeremployeesmaymakean orderdirecting thatdisciplinaryproceedingsagainstallof

themmaybetakeninacommonproceeding.

11. SpecialProcedureInCertainCases

Notwithstandinganythingcontainedinregulation6orregulation7orregulation8,theDisciplinaryAuthoritymay

impose any ofthe penalties specified in Regulation 4 if theofficeremployeehasbeenconvictedona

criminalcharge,oronthestrengthoffactsorconclusionsarrivedatbyajudicialtrial.

Provided thatthe officeremployeemaybe given an opportunityofmaking representationonthepenalty

proposedtobeimposedbeforeanyorderismade.'

12. Suspension

(1)Anofficeremployeemaybeplacedundersuspensionbythecompetentauthority-

(a) whereadisciplinaryproceedingagainsthimiscontemplatedorispending;or

(b)whereacaseagainsthiminrespectofanycriminaloffenceisunderinvestigation,inquiryor

trial.

(2)Anofficeremployeeshallbedeemed to have been placed under suspension by anorderofthe

competentauthority-
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(a)witheffectfrom thedateofhisdetention,ifheisdetainedin custody,whetheron acriminalchargeor

otherwise,foraperiodexceedingforty-eighthours;

(b)witheffectfromthedateofconviction,ifintheeventofaconvictionforanoffence,heissentenced

toaterm ofimprisonmentexceedingforty-eighthoursand isnotforthwithdismissedorremovedor

compulsorily retired consequentto suchconviction.

Explanation:Theperiodofforty-eighthours referred to in clause (b)ofthis sub-regulationshallbe

computedfrom thecommencementof the imprisonment after theconviction and for this purpose,

intermittentperiodsofimprisonmentifany,shallbetakenintoaccount.

(3) Where a penaltyofdismissal,removal orcompulsoryretirementfrom service imposeduponanofficer

employeeundersuspensionissetasideinappealoronreview undertheseregulationsandthecaseis

remittedforfurtherinquiry oraction orwithanydirections,theorderofhissuspensionshallbedeemed

to have continued in force onandfrom the date ofthe originalorderofdismissal,removalor

compulsoryretirementandshallremaininforceuntilfurtherorders.

(4) Whereapenaltyofdismissal,orremovalorcompulsoryretirementfrom service imposeduponanofficer

employeeundersuspensionissetasideordeclaredorrendered,voidinconsequenceoforbyadecisionof

Courtoflaw,andtheDisciplinaryAuthorityonconsiderationofthecircumstancesofthecasedecidesto

hold further inquiry againsthim ontheallegations on which the penalty ofdismissal,removalor

compulsoryretirementwasoriginallyimposed,theofficeremployeeshallbedeemed to havebeenplaced

undersuspensionbythecompetentauthorityfrom thedateoftheoriginalorderofdismissal,removalor

compulsoryretirementandshallcontinuetoremain undersuspensionuntilfurtherorders.

(5) (a)Anorderofsuspensionmadeordeemedtohavebeenmadeunderthisregulation

shallcontinuetoremaininforceuntilitismodifiedorrevoked bytheauthoritycompetenttodoso.

(b)Anorderofsuspensionmadeordeemedtohavebeenmadeunderthisregulationmayatanytimebe

modifiedorrevokedbytheauthoritywhichmadeorisdeemedtohavemadetheorder.

13. LeaveDuringSuspension

Noleaveshallbegrantedtoanofficeremployeeundersuspension.

14. SubsistenceAllowanceDuringSuspension

(1)Anofficeremployeewhoisplacedundersuspensionshall,duringtheperiodofsuchsuspensionandsubject

tosub-regulations(2)to(4)beentitledtoreceivepaymentfrom thebankbywayofsubsistenceallowance

onthefollowingscale,namely:-

(a) BasicPay

(i) Forthefirstthreemonthsofsuspension1/3ofthebasic paywhich theofficeremployeewasreceiving

onthedatepriortothedateofsuspensionirrespectiveofthenatureofenquiry.

(ii) Forthesubsequentperiodafter3monthsfromthedateofsuspension,

(1)Wheretheenquiryishelddepartmentallybythebank,1/2ofthebasicpay,theofficer

employeewasdrawingonthedatepriortothedateofsuspensionand

(2) Wheretheenquiryisheldbyanoutsideagency,1/3ofthebasicpaywhichthe
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officeremployeewasdrawingonthe date priorto the date ofsuspension forthe nextthree

monthsand1/2ofthebasic paywhich theofficeremployeewasdrawingonthedatepriortothe

dateofsuspensionfortheremainingperiodofsuspension.

Allowances:

Fortheentireperiodofsuspension,dearnessallowanceandotherallowancesexcepting

conveyanceallowance,entertainmentallowanceandspecialallowancewillbecalculatedon

thereducedpayasspecifiedin(i)&(ii)ofclause(a)aboveandattheprevailingratesorat

ratesapplicabletosimilarcategoryofofficers.

"AsMid-academicyeartransferallowanceispayabletoanofficerempioyeewhileheison

leave,itshouldbetakenintoaccountforthepurposeofcalculatingsubsistenceallowancefor

thepeddforwhichheissoeligiblewhereaftertheamountofsubsistenceallowanceshall

standreducedttheextentofwithdrawalofMid-academicyeartransferallowance.

Similarlyasdeputationallowanceisalsopaidwhenanofficerhappenstobeonleaveitmayalso

betakenintoaccountforthepurposeofcalculatingsubsistenceallowancetoanofficerunder

suspensionprovideddeputationisnotterminated."

(2) During the period ofsuspension an officeremployeeshallnotbe entitled to occupation ofrentfree

house orfree use ofthe bank's carorreceiptofconveyance orentertainmentallowanceorspecial

allowance.

(3) Noofficeremployeeofthebankshallbeentitledtoreceivepayment ofsubsistenceallowanceunlesshe

furnishesacertificatethatheisnotengagedinanyotheremployment,business,professionorvocation.

(4) Ifduringtheperiodofsuspension an officeremployee retires by reason ofhis attaining theageof

superannuation,nosubsistenceallowanceshallbepaidtohim from thedateofhisretirement.

Deductions,whichcanbemadefrom subsistenceAllowance

a) IncomeTax

Theincometaxshouldbedeductedfrom thesubsistenceallowanceprovidedtheyearlyincome

calculatedwithreferencetosbsistenceallowanceistaxableunderthe

provisionsofIncomeTaxActreadwithRules.

b) Bank's/leasedaccommodationand/orfurnitureetc.

Where an officer has been provided with ba nk's accommodation and/or furniture,he/shemay

continuetooccupythesameontheirsuspension from service on paym entoffoiiowing:-

Q1.75%oftheinitialofbasicpayofthescaleofpayinwhichtheofficerisplacedpriortohis

suspensionorstandardrent,whicheverisless;&

Q0.40%oftheinitialbasicpayofthescaleofpayinwhichtheofficerisplacedpriortohis

suspension;

Providedthatintheeventofreinstatem6nofsuchanofficerwithfullpayandaiiowances/part

payandaiiowanss,differenceofthehouserentrecoveredonthebasisofsubsistenceallowance

andhouserentdueonthebasisofemolumentsultimatelydrawnshalberecoveredfromhim.

Itisfurtherclarifiedthattheaboverulesbiialsobeapplicableinthecaseofthose
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officerswheretheaccommodationisieasedintheirfavour.

Inrespectofcasesfallingintheabovecategoalliedcharges like electric ity,wateretc.wheresuchfacility

isprovidedbythe Bagkcan also be re covered from the subsistenceallowance.

c) Interestfreeloans/advances

Theinstallmentofinterestfree loans availed by an officer/employee should berecoveredfrom the

subsistenceallowance.

Insomecases,deductionofinstallmentsofloanssuchasP.F.loan,housing loan,scooterloan/Car

loan,festivalloan,flood loanetc.from thesubsistenceallowancecauseshardshiptotheofficers.Ithas,

thereforebeendecidedthatincaseswhereitisfeltthatdeductionofloaninstallmentscauseshardshipto

theofficer,thesemaynotbemadefromthesubsistenceallowance.

Deductions,whichareoptional& maybeeffectedwiththewrittenconsentoftheemployeeofficer

a) Theloans/advancestakenbyanofficer/employeefromtheBank,whichbearinterest.

b) Lifeinsurancepremium

c) CooperativeCreditSociety

d) PFloan

Itmaybeclarifiedthatinrespectofsubpara(b)&(c)theinformationwithregardtonon-deduction ofthe

installments orotherwise should be intimated to the concerned LICofIndiaand/ortheCooperative

CreditSociety.

Deductions,whichmaynotbeeffected

Sincethesubsistenceallowance isnota wage. PF contribution is notto be deducted from the

subsistenceallowance.

OtherRelatedInstructions

a) PermissiontoleaveHeadquarter

As&whenanofficer/workmenemployeeissuspended,itshouldbestated intheletterissuedto him/her

thathe/sheshouldnotleavetheheadquarterwithoutwrittenpermissionoftheIncumbentInchargeofthe

officefrom wherehe/sheis placed undersuspension.Ifan officer/employeeundersuspension asksfor

permission to leave the headquarter;permissionmay be granted to him/her,ifhis/herpresence is not

required forthe purpose ofdepartmentalenquiryetc.Insucheventualitytheofficerorworkmen employee

shouldhowevergivehis/heraddresswherehe/shewouldbeavailableduringtheperiodofhis/herabsencefrom

theheadquarter.

b) Markingofattendancenotrequired

Theofficers/employees,who are under suspension,are notrequired to mark theirattendanceinthe

attendanceregister,astheyarenotrequiredtoattend theofficeeveryday.

c) Facilityofcleanoverdraftavailedpriortosuspension

Intheeventanofficer/employeehasavailedthefacilityofcleanoverdraftprior to hissuspensionintermsof

Loans & Advances CircularNo.89 dated 4.10.2004,consequentuponsuspensionofsuchanofficer

/employee,thefollowinginstructions contained in theaforesaidcircularinPara(ix)(e)intheAnnexuretothe

Circularshouldbekeptinview
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"Inrespectofemployees who are placed under suspension this facility willnotbeextended.Ifalready

extended,such employee willnotbe allowed to withdraw from the cleanoverdraftaccountduring the

period ofsuspension,tillthesuspensionisrevoked.Subsistenceallowancewillbecredited to SavingsBank

Account ofthe employee and notintheCleanODAccount.TheinterestchargedtoODA/Chasto be

rescheduled and suchamountshould be recovered in 12 monthly installments commencing from one

monthaftertherevocationofsuspension."

15. Pay,AllowancesAndTreatmentOfServiceOnTerminationOfSuspension.

(1)Wherethecompetentauthorityholdsthattheofficeremployee has been fully exoneratedorthatthe

suspensionwasunjustifiable,the officer employee concerned shallbegrantedthefullpaytowhichhe

would havebeen entitled,hadhenotbeensuspended,togetherwith anyallowance ofwhich he was in

receipt immediately prior to hissuspension,ormayhave been sanctioned subsequently and made

applicabletoallofficeremployees.

(2)Inallcases otherthan those referred to in sub-regulation (1),the officeremployee shallbe granted

suchproportionofpayandallowancesasthecompetentauthority maydirect;

Providedthatthepaymentofallowancesunderthissub-regulationshallbesubjecttoallother

conditionstowhichsuchallowancesareadmissible;

Providedfurtherthatthepayandallowances granted underthis sub-regulation shallnotbelessthan

thesubsistenceandotherallowancesadmissibleunderregulation14.

(3)(a)Inacasefallingundersub-regulation(1),theperiodofabsencefromdutyshall,forall
purposes,betreatedasaperiodspentonduty;

(b)Inacasefallingundersub-regulation(2),theperiodofabsencefrom dutyshallnotbetreatedasa

periodspentondutyunless thecompetentauthorityspecificallydirects,forreasonstoberecordedin

writing,thatitshallbesotreated foranyspecificpurpose.

16. EmployeesOnDeputationsFrom The CentralGovernment,State GovernmentEtc.

(1) Whereanorderofsuspension ismadeordisciplinaryproceeding istaken against anofficeremployee,

whoisondeputationtothebankfrom theCentralGovernmentorStateGovernmentofReserveBankof

IndiaoranyotherPublicSectorBankorbankingcompanyorapublic financialinstitutionoraninstitution

wholly orsubstantially ownedbytheReserveBank ofIndia ora public financialinstitution orpublic

undertaking or alocalauthority,theauthoritylendinghisservices(hereinafterreferredtoasthe 'Lending

Authority')shallforthwithbeinformed ofthecircumstancesleading totheorderofhissuspension,orthe

commencementofthedisciplinaryproceedings,asthecasemaybe.

(2) Inthelightofthefindingsinthedisciplinaryproceedingstaken againsttheofficeremployee-

(a) IftheDisciplinaryAuthorityisoftheopinionthatanyoftheminorpenaltiesshouldbeimposedon

him,itmaypasssuchordersonthecaseasitdeemsnecessaryafterconsultationwiththeLending

Authority.

Provided thatin the eventofa difference ofopinion between the DisciplinaryAuthorityand the

LendingAuthority,theservicesoftheemployeeshallbeplacedatthedisposaloftheLendingAuthority.
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(b) IftheDisciplinaryAuthorityisoftheopinionthatanyofthemajor penaltiesshouldbeimposedon

him,itshould replace hisservices atthe disposalofthe Lending Authorityandtransmittoitthe

proceedingsoftheenquiryforsuchactionasitdeemsnecessary.

3 Iftheofficeremployeesubmitsanappealagainstanorderimposingaminorpenaltyonhim underclause

(a)ofsub-regulation(2)itwillbedisposedofafterconsultationwiththeLendingAuthority;

ProvidedthatifthereisadifferenceofopinionbetweentheAppellateAuthorityandtheLendingAuthority,the

services ofthe officeremployee shallbe placed atthe disposaloftheLendingAuthority,andthe

proceedingsofthecaseshallbetransmittedtothatauthorityforsuchactionasitdeemsnecessary.

17. Appeal:

1.AnofficeremployeemaypreferanappealtotheAppellateAuthoritywithinfortyfivedaysfrom

thedateofreceiptoftheorderimposinguponhimanyofthepenaltiesspecifiedinregulation4

oragainsttheorderofsuspensionreferredtoinregulation12:ProvidedthattheAppellate

Authoritymayentertaintheappealaftertheexpiryofthesaidperiod,ifitissatisfiedthatthe

appellanthadsufficientcausefornotpreferringtheappealintime.

(2) Theappealshallbepresentedto theAppellateAuthoritywitha copybeingforwardedbytheappellantto

theauthoritywhichmadetheorderappealedagainst.Itshallcontainallmaterialstatementsandarguments

on which the appellantrelies butshall notcontain anydisrespectfulorimproperlanguage,andshallbe

completeinitself.

(3) Theauthoritywhichmadetheorderappealed againstshall,on receiptofa copyoftheappealfrom the

appellant,forward thesamewithitscommentsthereon togetherwiththerelevantrecordstotheAppellate

Authoritywithinaperiodnotexceedingfortyfivedaysfromthedateofthereceiptoftheappeal.

(4) TheAppellate Authorityshallon receiptofthe comments and records ofthe case from theauthority

whoseorderisappealedagainst,considerwhethertheorderofsuspension/findingsarejustifiedorwhether

thepenaltyisexcessiveorinadequate andpassappropriateorders.TheAppellateAuthority may pass

an orderconfirming,enhancing,reducingorsettingasidethepenalty/suspensionorremittingthecaseto the

authoritywhichimposedthepenaltyortoanyotherauthoritywithsuchdirectionsasitmaydeemfitinthe

circumstancesofthecase.

Providedthat-

(i) IftheenhancedpenaltywhichtheAppellateAuthorityproposedto imposeisa majorpenaltyspecifiedin

clauses(f),(g),(h),(i)andJ)ofregulation4 andanenquiryasprovidedinregulation6 hasnotalready

been held in the case, the AppellateAuthority shalldirectthatsuch an enquiry be held in

accordancewith theprovisionsofregulation6and thereafterconsidertherecord oftheinquiryand

passsuchordersasitmaydeemproper.

(ii) IftheAppellateAuthoritydecidestoenhance thepunismentbutanenquiry hasalreadybeenheldas

providedinregulation6,theAppellateAuthorityshallgive ashow-causenotice to the officer employee

as to whythe enhanced penalty should notbeimposeduponhim andshallpassfinalorderafter

takingintoaccounttherepresentation,ifany,submittedbytheofficeremployee.
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(5) TheAppellateAuthorityshalldisposeoftheappealwithinaperiodofninetydaysfromthedate

ofitsreceiptfromtheappellant:

Providedthatthetimelimitspecifiedin thisregulationshallnot apply to cases having a vigilance angle

and where major/minor penalty proceedings against the officeremployeehave commenced on

recommendations ofthe Police orCentralBureau ofInvestigation orCentralVigilance Commission;as the

case may be, investigating thematter.

(6) .ThecaseslyingpendingoverninetydaysshallbereviewedperiodicallybytheAppellateAuthority
andreasonsfornon-disposalofthecasesshallberecordedinwriting.

18. Review

Notwithstandinganythingcontainedinthese regulations,the reviewing authority may atanytimewithinsix

monthsfrom thedateofthefinalorder,eitheronhisownmotionorotherwisereviewthesaidorder,whenany

newmaterialorevidencewhich couldnotbeproducedorwasnotavailableatthetimeofpassingtheorder

underreview andwhichhastheeffectofchangingthenatureofthecase,hascomeorhasbeenbrought

tohisnoticeandpasssuchordersthereonasitmaydeemfit.

Providedthat-

(i) ifanyenhancedpenalty,whichthereviewingauthorityproposestoimpose,isamajorpenalty

specifiedinclauses(f),(g),(h),(i)orJ)ofregulation4andanenquiryas

providedunderRegulation6hasnotalreadybeenheldinthecase,thereviewingauthorityshall

directthatsuchanenquirybeheldinaccordancewiththeprovisionsofRegulation.6and

thereafterconsidertherecordoftheenquiryandpasssuchordersasitmaydeemproper.

(ii) ifthereviewingauthoritydecidesto enhance thepunishmentbutan enquiry hasalreadybeenheldin

accordancewiththeprovisionsofRegulation6,thereviewingauthorityshallgiveshowcausenoticetothe

officeremployeeas to whythe enhanced penaltyshould notbeimposed uponhim andshallpassan

orderaftertaking intoaccounttherepresentation,ifany,submittedbytheofficeremployee.

19. ConsultationWithCentralVigilanceCommission

ThebankshallconsulttheCentralVigilanceCommissionwherevernecessary,inrespectofall

disciplinarycaseshavingavigilanceangle.

20. ServiceOfOrdersNoticesEtc.

Everyorder,noticeandotherprocessmadeorissued under these regulationsshallbeservedinpersonon

theofficeremployeeconcernedorcommunicatedtohim byregisteredpostathislastknownaddress.

21. PowerToRelaxTime-LimitAndToCondoneDelay

Sameasotherwiseexpresslyprovidedintheseregulations,theauthoritycompetentundertheseRegulationsto

makeanyorder may,forgood and sufficientreasons orifsufficientcauseisshown,extendthetime

specifiedintheseRegulationsforanythingrequiredtobedoneundertheseregulationsorcondoneanydelay.

22. RepealAndSaving

(1)Everyrule,regulation,bye-laworeveryprovisionin-any agreementora resolutioncorrespondingto anyofthe

Regulationsherein contained and in force immediatelybeforethecommencementoftheseRegulationsand

applicabletotheofficeremployeeisherebyrepealed.
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(3) Notwithstandingsuchrepeal

(a) anyordermadeoractiontakenundertheprovisionssorepealedshallbedeemedtohavebeenmade

ortakenunderthecorrespondingprovisionsoftheseRegulations;

(b) Nothingin these regulationsshallbeconstruedasdeprivinganyperson to whom theseregulations

apply,ofanyrightofappealwhichhadaccruedtohim underanyoftheprovisionssorepealed;

(c) Anappealpendingatthecommencementofthese regulations against an order made beforethe

commencementofthese regulations shall be considered and ordersthereonshallbemadein

accordancewiththeseregulations;

(d) Anyproceedingswhichhavealreadybeeninitiatedbutnotyetbeencompletedatthecommencementof

theseregulationsshallbecontinuedanddisposedasfar asmaybe,inaccordancewiththeprovisions

oftheseregulations,asifsuchproceedingswereundertheseregulations.
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AMMENDED SCHEDULE TO PNB OFFICER EMPLOYEES' (D & A)
REGULATIONS,1977

PADCir.No.146DT30.03.2013
SI.
No

Name/categoryof

thePost

Disciplinary
Authority

Appellate
Authority

Reviewing
Authority

1 OfficersuptoMMG Scale

IIIpostedinCircles

Dy.GeneralManager

inFGM'sOffice

GeneralManager Executive Director /

Chairman & Managing

Director.
2.OfficersuptoMMG Scale

IIIpostedinHODivisions

Dy.General
Manager-PAD,HO

GeneralManager ExecutiveDirector/Chairman

&ManagingDirector.

3 OfficersinSMGScaleIV

&ScaleVpostedin

Circles

General

ManagerField
ExecutiveDirectororinhis

absenceCMD
CMDorinhisabsence/in
caseheisfunctioningas
AppellateAuthority,the
Committeeofthe

Board

4 OfficersinSMGScaleIV

&ScaleVpostedinHO

Divisions

GeneralManager-

PAD,HO

ExecutiveDirector

orinhisabsence

CMD

CMDorinhisabsence/in
caseheisfunctioningas
AppellateAuthority,the
Committeeofthe

Board

5.OfficersinTEGScaleVI ExecutiveDirectororin

his absence

Chairman &

ManagingDirector.

CMD orinhisabsence

/incaseheisfunctioningas
Disciplinary Authority,
Committee of the

Board.

Board

6.
OfficersinTEG

GradeScaleVII

CMDorin

hisabsenceED.

Committeeofthe

Board.

Board

Since new setup atFGMOs and subsequentorganizationalrestructuring by introduction ofZonalOffice
System w.e.f.01.04.2016,DisciplinaryAuthorityforofofficers inScale ItoVIhasbeenchangedasunder:

(Ref.OperationDivn.Cir.No.02/2016dt.31.03.2016)

AllFreshDisciplinaryActionCases

w.e.f.01.04.2013

AllFreshDisciplinaryActionCases

w.e.f.01.04.2016

Officersin

Scale

DisciplinaryAuthority OfficersinScale DisciplinaryAuthority

Scale

posted

circles

IV & V

in

RespectiveFGM Scale IV & V

irrespective of the

placeofposting

GM (HRMD)HO.

Upto

posted

circles

Scale III

in

Respective

FGMO.

DGM inUpto Scale III posted

incircles

ZonalManager

However,allappealsofofficershallbereferredto HO asperexistingguidelines.Similarlyallthereferences

received from Vigilance Department, HO forexamining Vigilance overtone willbedisposedoffinaforesaid

manner.
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2. DO'S&DONT'SFOROFFICERSDO's

1. Maintainabsoluteintegrityatalltimes.
2. Maintainabsolutedevotiontodutyatalltimes

3. Thoseholdingresponsiblepostsshallmaintainindependenceandimpartialityinthedischargeofhisduties.

4. Maintainaresponsibleanddecentstandardofconductinprivatelife.
5. Renderpromptandcourteousservicetothepublic.

6. Observeproperdecorum duringlunchbreak.Avoidmoving outofBANK premisesduringlunchbreak.

Anyaccidenttoemployeesoutside BANK premisesduring lunchbreakisattheirownrisk.

7. ReporttosuperiorsthefactofyourarrestorconvictioninaCriminalCourtandthecircumstancesconnected

therewith,assoonasitispossibletodoso.

8. Keep away from demonstrations organized by political parties in the vicinity /

neighbourhoodofyouroffices.

9. Maintainpoliticalneutrality.
10.Manageprivateaffairsinsuchawayastoavoidhabitualindebtednessorinsolvency.

11.Ifanylegalproceedingsareinstitutedfortherecoveryofanydebtduefrom youorforadjudgingyouasan

insolvent,reportthefullfactsofsuchproceedingstotheCompetentAuthority.

12.Act in accordance with BANK policies, orders, rules, regulations, guidelines etc.

applicablefromtimetotime.

13.Inperformanceofdutiesingoodfaith,communicateinformationtoapersoninaccordancewiththe

'RighttoInformationAct,2005'andtherulesmadethereunder.

14.Report to the Personnel department about change in status w.r.t. marriage,

conversiontootherreligions,nameandaddition/deletionoffamilymembers.

15.Reportdetailsinvariousdeclarationforms(Hometownetc.)withaccuracy.

16.Ensurethatallmedicalclaimsaresubmittedforreimbursementwithin3monthsofcompletionoftreatment.

17.Fileyourincometaxreturnsintime.
18.Applyforleaveofanytypewellinadvanceasperapplicablerules.

19.ReporttothePersonneldepartmentifyourspouse isemployedinCentral/StateGovt./PSU/

AutonomousBodies/anyothergovernmentservice.

20.Fileallyournominationswithaccuracy(P.F.,Gratuity,E.L.,EDLIetc.)

21.When seeking employment in other Government organizations, forward your

applicationsthru'properchannel.

22.Apply/Renew forpassportsthru'properchannelafterobtaining'NoObjectionCertificate'fromCIPET.
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DONT's

1. Donotmakejointrepresentationsinmattersofcommoninterest.

2. Donotbediscourteous,dishonestandpartial.

3. Donotpractiseuntouchability.

4. Donotassociateyourselfwithanybannedorganizations.

5. Donotjoinanyassociationordemonstrationwhoseobjectsoractivities areprejudicialtotheinterest

ofthesovereigntyandintegrityofIndia,publicorderormorality.

6. DonotgiveexpressiontoviewsonIndianorforeign affairs,whilevisiting foreigncountries.

7. Donotgetinvolvedinunauthorizedcommunicationofanyofficialdocumentorany

partthereoforclassifiedinformationtoanypersons towhom youarenotauthorizedto

communicatesuchdocumentorclassifiedinformation.
8. Donotjoinorsupportanyillegalstrike.

9. Donotenterintoanyprivate correspondencewithforeign embassiesorMissions /High

Commissions.

10.Do notacceptlavish orfrequenthospitality from any individual, industrial orcommercialfirms,

organizationseitherforeign orIndian having officialdealingswithyou.

11.Donotgiveortakeorabetgivingortakingdowryordemandanydowrydirectlyorindirectlyfromthe

parentorguardianofabrideorbridegroom.

12.Donotlendmoneytoorborrow moneyfrom ordepositmoneyasa memberagent,withanyperson,

firm orprivate companywithwhom youare likelyto have officialdealings.Do not otherwise place

yourselfunderpecuniary obligation with suchperson,firmorprivatecompany.

13.Donotapproachyoursubordinatesforstandingsurety forloanstaken from privatesourceseitherbyyou

/yourrelations/friends.

14.Donotundertakeprivateconsultancywork.

15.Donotspeculateinanystock,shareorotherinvestment.

16.Donotbringanypoliticalinfluenceinmatterspertainingtoyourservice.

17.Donotconsumeanyintoxicatingdrinksordrugswhileonduty.

18.Donotindulgeinanyactofsexualharassmentofanywomanatherworkplace.

19.Donotemploychildrenbelow14yearsofage.

20.Donotindulgeinhabitualabsencewithoutpermissionandoverstayingleave.

21.Donotspeakortakeactiveorprominentpartinorganizingorconductingmeetingsofanypoliticalparty.

22.DonotindulgeinactswhichviolatetheprovisionsofthePersonalMarriagelawsapplicabletothe

employee.

23.Donotunauthorizedlyindulgeinsublettingofquarters,erects any unauthorizedstructureinanypartof

theresidenceallottedtoyou.

24.Donotclaimleaveasamatterofright.

25.Donotsubmitandclaimfalsemedicalbills.

26.DonotuseStaffcarsfornon-dutyjourneys.

27.DonotmisuseLTCfacilities.
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28.Donotcommunicatewiththepress,TV,Radiooranyform ofmediauntilauthorizedtodoso.
Activitiesrequiringpermission/sanction

1. TojoineducationalinstitutionorcourseofstudiesforUniversitydegreeetc.

2. TojoinCivilDefenceService/TerritorialArmy

3. TojoinHomeGuardsOrganization

4. Togiveevidenceinconnectionwithanyjudicial/departmentalenquiryconductedbyanyperson,

committeeorauthority.

5. Toacceptgiftsfromnearrelativesandpersonalfriends,whenthevalueexceeds

prescribedlimits.
6. Toacceptinternationalawards

7. Toengagedirectlyorindirectlyinanytradeorbusiness,orhold an elective office orcanvassfora

candidateforanelectiveofficeinanybodyorcanvassin supportofanybusinessofinsurance agency,

commissionagencyetc.,ownedormanagedbyanymemberofhisfamily.

8. Acceptanceofapart-timelectureshipinaneducationalinstitutionwhichisinthe

natureofaregularremunerativeoccupation.
9. ToenrollhimselfasanAdvocatewiththeBarAssociation.

10. Tograntletterofappreciationtotheemployees.

3 ■LISTOFOFFICERSOFDOUBTFULINTEGRITY
PAD:MR:MISCFebruary12,2011

As per the existingguidelines the Officers whose names appear in the 'List ofOfficersofDoubtful

Integrity(LODI)arenottobepostedinthesensitivepositionswhichincludethe post of Incumbent Incharge

of a Branch. LODI, inter alia, contains thenames of those Officers who have been awarded

major penalty perceivingvigilanceOvertone.TheLODIlisthasvalidityofthreeyears.

Also 'Agreed List of Suspected Officers' is made available to the Circle Headswhichcontains the

names of those Officers against whom there are complaints,doubtsor suspicions as to their

integrity and honesty and they are also notexpectedtobepostedasIncumbents.

Itincludesthenameofthose officerswhoafterenquiry orduring thecourse ofenquiry,foundtobelackingin

integrityand/orfallinginoneofthefollowingcategories:

OConvictedinacourtoflawonachargeoflackofintegrityorforanoffenceinvolving

moralturpitudebutonwhom,inviewofexceptionalcircumstances,apenaltyotherthandismissal,removal

orcompulsoryretirementisimposed.
OAwardeddepartmentallyamajorpenalty:

a. Onchargesoflackofintegrity.

b. On charges of gross dereliction of duty in protecting the interestsof

Government/Bankalthoughcorruptmotivemaynotbecapableofproof.

OAgainstwhomproceedingsforamajorpenaltyoracourttrialareinprogressfortheallegedlackof

integrityormoralturpitude.



❖Whowereprosecutedbutacquittedontechnicalgrounds,andinwhosecaseonthebasisof

evidenceduringthetrialthereremainedareasonablesuspicionagainsttheirintegrity.

Purpose

The officers whose names are appearing in the list are to be shifted to non-

sensitivepositionsimmediately.Thefollowingareidentifiedas"sensitive"posts:

1. Officialspostedin Branches (only the incumbents Incharge and/orthe officialsworking in Credit

Department/exercising responsibility at the ForeignExchange Department, officials assigned

with DBA ID/assignment asSystemAdministratoratthebranches)

2. IncumbentsofCircles.

3. FunctionalManagers/OfficersinCreditDepartment.

4. FunctionalManagers'/OfficersinGADdealingwithpurchases.

5. OfficialsworkinginInvestment/TreasuryDepartment.

6. DealersinForeignExchanges.

7. Anyotherpositionyouperceiveas"Sensitive".

Besides,thefollowinghastobeensured inrespectofthe Officers whose names areincludedinthe

enclosedlist:

a) with-holdingofcertificateintegrity.

b) non-promotion, after consideration of his case to service grade of post to

whichheiseligibleforpromotion

c) compulsory retirement in the public interest (otherwise than aspenalty)inaccordance

withtheordersissued by the Govt.This is nowpermissibleoncompletionoftheageof55with

certainexception.

d) refusalofextensionofservice orre-employmenteitherunderGovt,orin apublicsector

undertaking.

e) non-sponsoringofnamesforforeignassignment/deputation.

f) refusalofpermissionforcommercialre-employmentafterretirement.

Deletionofnamefrom thelist
Namewillnotberemovedfrom thelistforthreeyearsfrom thedateofpunishmentindisciplinaryproceedingsor

from thedateofconvictionin a courttrial.On conclusionofthisperiod,thecaseswouldbereviewed and if

duringtheinterveningperiodtherehasbeenno furthercomplaintorinformationagainst theofficer touching

onhisintegrity,thename mayberemovedfromthelist.

1. SUSPENSION

a. WHATISSUSPENSION?

Suspensionisatemporarydeprivationtooffice.Itisanexecutiveactionwherebyanofficeris keptoutof

duty temporarily pending final action against him for criminal offence oracts ofindiscipline,

delinquency,misdemeanor etc. An order of suspension does notputan end to the service of an

officer.The employer has to pay remuneration tokeep the relationship of employer and employee

so that employee may notrefuse toobey.

303
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(Relevant cases VP Girdoniya Vs. State of MP AIR 1970 SC 1494 and R PKapurVs Union

Of India AIR 1964 SC 787 and Rati Lai Patei Vs State ofMaharashtraAIR1968,SC8010)

b.EFFECTSOFSUSPENSIONONANOFFICER

4Heisdeprivedofhisposition/postandpower/privileges.

4 He suffers due to loss of salary and gets only subsistence allowance at a
reducedrate.

4Hisconfirmation/promotionisaffected/postponed.

4 Duringthe suspension period,he continues to be a subject of samedisciplineandpenalties

andConductRegulationsandcan not supplement hissubsistenceallowancebyengaginginanyother

employment,business,professionorvocation.

4 Suspension causesa lasting damage to the officer's reputation and its stigmais noteasily

washed away,even ifhe is formally exonerated orawarded onlyaminorpenaltyandreinstated.

4Hisintegrityisquestionedinandoutside.

C.SUSPENSIONNOTAPENALTY

The purposeof suspension is to remove the employee from the scene of actionand while

placing official under suspension, the competent authorityshould consider whether the

purpose cannotbe served by transferring the official from his post to a post where he may

not repeat the misconduct orinfluencetheInvestigationsifany,inprogress.Iftheauthorityfindsthatthe

purposecan notbe served by transferring the official from his post to anotherpostthenheshould

recordreasonsthereforebeforeplacingtheofficialundersuspension.

Suspension pending departmental proceedings is not a punishment. It also doesnotputanend
to the contractofemployment.Employee continues to retain a lienon the permanentpostheld by
him substantially atthe time of suspension.Employeeisentitled to be consideredforpromotion/transfer

etc. since it is not apunishment,noopportunityisrequiredtobegivenbeforesuspending the
employee.

The Supreme Courthas affirmed that suspension pending DAC or as contemplatedundertherelevant

rulesisnotapenaltyanddoesnotamounttoreductioninrank.

d. WHENRESORTEDTO

The following circumstances may be considered appropriate to place an officialundersuspension:

1. Wherethe continuance In office ofthe officialwill prejudice Investigation, trialoranyInquiry(e.g.

apprehendedtamperingwithwitnessesordocuments);

2. WherethecontinuanceInofficeoftheofficialIslikelytoseriously subvertdiscipline IntheofficeIn

whichheisworking;

3. WherethecontinuanceinofficeoftheofficialwillbeagainstwiderpublicInterest,

e. g.ifthere is a public scandal and itis considered necessary to place theofficialunder

suspensiontodemonstratethepolicyoftheBanktodealstrictly withofficersinvolvedinsuchscandals,

particularlycorruption;
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4.Wherepreliminaryenquiryintoallegationsmadehasrevealedaprima faciecasejustifying criminalor

departmental proceedings which are likely to lead hisconvictionand/ordismissal,removalor

compulsoryretirementfromservice;and

5.Wheretheofficialissuspectedtohaveengagedhimselfinactivitiesprejudicialtotheinterestofthe

securityofthestate.

B)Evenintheabovecircumstances,anofficialmaybeplacedundersuspensiononlyinrespectof

misdemeanorofthefollowingtype:

i. Anoffenceorconductinvolvingmoralturpitude;

ii.corruption, embezzlement or misappropriation of bank money, possessing of

disproportionateassets,misuseofofficialpowersforpersonalgains;

iii.seriousnegligenceandderelictionofdutyresultinginconsiderablelosstobank;

iv.desertionofduty;and

v.refusalordeliberatefailuretocarryoutwrittenordersofsupervisoryofficers.Further,

anofficialmayalsobeplacedundersuspension,if,

InacasewhereatraphasbeenlaidtoapprehendaGovt,servantwhilecommittinganactof

corruption(usuallyreceivingillegalgratification)andtheGovt,servanthasbeensoapprehended;

immediatelyaftertheGovt,servanthasbeenapprehended.

ii) Inacasewhereonconductinga search itisfoundthataGovt,servantisinpossessionofassets

disproportionatetohis known sourceofIncomeanditappearsprimafaciethat

a charge under Section5(I)(e) of the Prevention of Corruption Actcouldbelaidagainst

him;immediatelyaftertheprimafadeconclusion,hasbeenreached.

iii) InacasewhereaChargeSheet accusingaGovt,servantofspecificactsofcorruption

ofanyotheroffenceinvolving moral turpitudehasbeenfiledinacriminalcourt

immediatelyafterthefilingoftheChargeSheet.

iv) InacasewhereafterinvestigationbytheCBIa prima fade case is made outandpursuantthereto

regular departmentalaction forimposition ofa major penalty hasbeeninstitutedagainsta Govt,

servantand a Charge Sheet has been served uponhim allegingspecificactsofcorruptionor'gross

misconduct'involvingmoralturpitudeimmediatelyaftertheChargeSheethasbeenservedupontheGovt,

servant.

e.DEEMEDSUSPENSION

AnOfficeremployeeshallbedeemed tohavebeen placed undersuspensionbytheorderofthe

competentauthority:

a) Witheffectfromthedateofhisdetentionifheisdetainedincustodyofacriminalchargeorotherwisefor

aperiodexceeding48hours.

b) Witheffectfrom thedateof conviction,ifinthe event ofconviction for his offence,heissentenced

toa term ofimprisonmentexceeding 48 hours and is notforthwith dismissalorremovalorcompulsory

retirementconsequenttosuchconviction.

Theperiodof48hours referredtoinclause (b)above shallbe computed from the commencementofthe

imprisonmentaftertheconvictionandforthispurpose Intermittentperiodsofimprisonment,ifanyshallbetaken

intoaccount.
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Incaseswhere anofficialisdeemedtohavebeen placed undersuspension due to hisdetentioninpolice

custody,assoonastheofficialisreleasedfrom thepolicecustodywithoutanyprosecution having been

launched,the competentauthority should review suchcasesasearlyaspossiblebutwithinamaximum

periodof30daysfrom the datethefactabouthisreleasewasbroughtto the notice ofthe bank,to

considerrevocationofsuspensionandreinstatementoftheofficialin thebank'sservice.Ifafter thereview,the

CompetentAuthoritydoesnotfindjustificationtorevokethesuspension,itshouldimmediatelymakea reportto the

nexthigherauthoritygiving detailedjustificationforcontinuingtheofficialundersuspension.

f. COMPETENTAUTHORITY

ThecompetentAuthorityforplacingofficials/employeesundersuspensionare:

(PADCircular204dt.01.04.2014)

SI.No. Name/cateaorvofDost Com oetentAuthoritv

1. AwardStaff IncumbentIncharge(*)

2. OfficersinJMGScaleI ChiefManager(underwhose

jurisdiction,theofficerispresently

working)
3. OfficersinMMGScaleII&III AGM/DGM (incontrollingoffice)

4. OfficersinSMGScaleIV&V GeneralManager

5. OfficersinTEGScaleVI&VII ED/CMD

(*)Subjecttoconfirmationfrom theCompetentauthority.

g. ORDEROFSUSPENSION

Anofficeremployeecanbeplaced undersuspensiononlybyspecificordermadeinwritingbythecompetent

authorityand he should notbe placed undersuspension by an oralorder.Before passing an order of

suspension,theauthorityproposingtomake anordershouldverifywhetheritiscompetenttodoso.

Incaseofdeemed suspension,suspension takes effect automatically even if a formalorderis not

passedbutitisdesirable forthepurposeofadministrative record tomakeformalorder.

h. DATEOFEFFECTOFSUSPENSION

Exceptincasesinwhichtheofficer employeeisdeemed to havebeen placed undersuspension,suspension

cannormallytakeeffectonlyfromthedateofwhichitismadeorsubsequentlyandnotretrospectively.
Whereanorderisissued and issentoutto theconcerned officer employee,itmustnormallybe held to

havebeen communicated to him.Wherethe officer employeeperform theprescribedhours ofdutyon

aparticularday,suspensioncanbe effectivefromthesubsequentday.

Inthecasewheretheofficeremployeeisonleave,itshouldnormallybegiveneffectto onlyfrom thedayof

his return from leave.The competent authority should take thecircumstances of each case into

consideration and may directthatthe orderofsuspensionwilltakeeffectfromthedateofitscommunicationto

theofficeremployee.

i. DIFFERENCEOFOPINIONBETWEENCBIANDCOMPETENTAUTHORITY

IftheCBIrecommendssuspensionofapublicservantand theCompetentAuthoritydoesnotproposeto accept

theCBI'srecommendationsinthatregard,itwouldbetreatedasa case ofdifferenceofopinionbetweenthe

CBIandtheadministrativeauthorityandthematteris
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requiredtobereferredtotheCVCforadvicethroughtheCVO.Further,ifanofficialhad beensuspendedon the

recommendationsoftheCBI,theCBIshould beconsulted iftheadministrativeauthorityproposestorevokethe

suspensionorder.Suchcases shouldalsoberoutedthroughtheCVO.

j. SERVINGOFCHARGESHEET

Inordertokeeptheperiodofsuspension to the barestminimum,the CompetentAuthorityshouldtakeall

possible steps to file a Charge Sheet in a court of law wherean officialhasbeen placed under

suspension on account of.,court case orserve the ChargeSheetiftheactionisto be taken underthe

'Discipline & AppealRegulations'within threemonthsfrom thedate ofsuspension and in case itIs not

possibletodoso,the.mattershouldbereportedtohigherauthoritiesexplainingthereasonsfordelay.

k. REVIEW OFSUSPENSION

Itisin theinherentpowers ofthe DisciplinaryAuthorityand also necessaryto review periodicallythecaseof

officeremployeeundersuspensioninwhich charge sheethasbeenservedtoseewhatstepsshouldbetakento

expeditetheprogressofcourttrial/departmentalproceedingsandrevoke the order permitting the officer

employee:toresume dutyat1thesamestationoratadifferentstation.Unduly longsuspensionwhile putting

theofficeremployeeconcernedto undue hardshipalsoresult inpayment of subsistence allowancewithout

hisperformingusefulservicestothebank.

Thetimelimitaslaiddownshouldbescrupulouslyobservedand the cases ofsuspension bereviewedtosee

whethercontinuedsuspensionineachcaseisreallynecessary.Allcasesofsuspensionshouldpreferablybereviewed

regularlyatintervalsofthreemonthsparticularlythosecaseswhereofficersareundersuspensionformorethan

6 months and copies ofthereviewsheetshould be sentto HRD Division,HO.New Delhi. Whereverthe

competentauthorityfindsthattheofficialcanbeallowedtoresumedutiesbytransferringhim from hispostto

anotherpost,ordersshouldbe issued forrevoking suspension and allowing officerto resumeduty.However,

wherevernecessaryCBI/CID/Police should also be consulted before revokingthe suspension ofthe officer,

Review shouldnotbedoneinahastymannerandifthecharge(s)againstofficersaregraveenoughso asto

callforhisremoval/dismissal,effortsshouldbemadetogetthedepartmentalenquiry/courtproceedingsconcluded

expeditiously

Onlythecasesofofficerswho havebeen placedunder suspensionwiththeconcurrence/attheinstanceof

ChiefVigilanceOfficermaybereferredtohim forrevocationofsuspensiononmerits.

l. HEADQUARTERDURINGSUSPENSION

Theplaceatwhich anofficerisposted atthe time ofsuspension would remain the HeadQuarterduring

suspensionforallpurposes.However,itcan bechanged athisrequestprovidedthechangedoesnotinvolve

anyexpendituretothebankortherearenoothercomplications.

m. PAY&ALLOWANCEDURINGSUSPENSION

Regulation 13 ofPunjab NationalBank OfficerEmployees'rPiscipline & Appeal! Regulations1977

Anofficeremployeewhoisplacedundersuspensionshall,duringtheperiodofsuch
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suspensionisentitledtoreceivepaymentfrom thebankbywayofsubsistenceallowanceonthefollowing

scale,namely:-

(a) BasicPay

(i) Forthefirstthreemonthsofsuspension1/3ofthebasicpay,receivingonthedatepriortothedateof

suspensionirrespectiveofthenatureofenquiry.

(ii) Forthesubsequentperiodafter3monthsfromthedateofsuspension,

(1) Wheretheenquiryishelddepartmentallybythebank,1/2ofthebasicpay,
drawingonthedatepriortothedateofsuspensionand

(2) Wheretheenquiryisheldbyanoutsideagency,1/3ofthebasicpay,drawing onthedatepriortothe

dateofsuspensionforthenextthree monthsand1/2 ofthe basicpay,drawingonthedatepriorto the

dateofsuspensionfortheremainingperiodofsuspension.

(b) Allowances:

Fortheentireperiodofsuspension

• DearnessAllowance,

• Other allowances (including Mid-academic transfer allowance, Deputation aloowance {if

deputation is notterminated})excepting conveyance allowance,entertainmentallowanceandspecialallowance;

calculatedonthereducedpayasspecifiedaboveandattheprevailingrates oratratesapplicabletosimilar

categoryofofficers.

©Others

• Entitledtocontinuationofleased accommodation,Bank's accomodation& furnituresubjecttorecoveryof

rentonreducedrate.

(2) Notentitledtooccupationofrentfreehouseorfreeuseofthebank'scar.

(3) Hewillhavetofurnishacertificatethatheisnotengagedinanyotheremployment,business,professionor

vocation.

(4) Nosubsistenceallowancetohim from thedateofhisretirement,ifretiresonattainingtheageof

superannuation.

DEDUCTIONDURINGSUSPENSIONFROM THESUBSITENCEALLOWANCE

• StatutoryDeductions

i) IncomeTax.

ii) HouseRentandalliedchargedlikewater,electricity,furnitureetc.

iii) Repaymentofinterestfreeloantakenfrom theBank(Insomecases,deduction of installments of loans

such as P.F.loan,housing loan,scooterloan/Carloan, festival loan,flood loan etc.from the subsistence

allowance causes hardship to the officers. It has,therefore been decided thatin cases where itis felt
that deduction of loan installmentscauseshardshiptotheofficer,thesemaynotbemadefrom thesubsistence
allowance).

iv) ContributiontowardsGroupInsuranceetc.

v) DeductionsundertheordersofstatutorybodieslikeCourts.
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• OptionalDeductions.

a) Theloans/advancestakenfromtheBank,whichbearinterest.

b) Lifeinsurancepremium

c) CooperativeCreditSociety

c)PFloan

• No

deduction

PFContribution.

nREVOCATIONOFSUSPENSION

Theorderofsuspensionmadeordeemedtohavebeenmadeatanytimemayberevokedbythecompetent

authority.

(A) Departmentalproceedings

i.Ifitisdecidedthatnoformalproceedingsneedbedrawnupwithaviewtoimposeapenalty

ofdismissal,removalorcompulsoryretirementorchangeinrank

ii. Whenthefinalorderspassedareotherthandismissal,removalorcompulsory

retirement.

iii. Whentheofficeremployeeisexoneratedofthechargesagainsthim.

iv.Iftheorderofdismissal,removalorcompulsoryretirementismodifiedinappealandnofurther

enquiryisorderedtobeheld.

(B) CriminalOffence

i. Inarrestanddetentioncase,itisdecidednottoproceedfurtheragainstthe
officeremployeebyfilingthechargesheetinthecourt.

ii. Ifappealagainstacquittalinhighercourtfalls.

iii. Ifacquittalintrialcourtorifanappealinhighercourtagainstthe

conviction succeeds and it is not proposed to continue under suspension

eventhoughthedepartmentalproceedingsmaybeinitiatedagainsthim.

O. TREATMENTOFSUSPENSION,IFOFFICEREMPLOYEE.:

1. Dies-thesuspensionorderabatesandtheperiodistreatedasduty.Pay

andallowancesandotherbenefitsarepayableas

admissibleundertherules.

2. Attainstheageofsuperannuation-

theprovisionsofRegulation 20.3 (1)ofPNB Officers'Service Regulations,1979 areinvoked.

3. Seeksvoluntaryretirement/submitsresignation-

theCompetentAuthorityshould examine merits ofthecaseandalso to consultCBII/CVC

wherevernecessary.

p. APPEALAGAINSTSUSPENSION

Thoughsuspension in itself Is not punishment,relief is available to the officeremployeebywayof

appealunderRegulation 17.The officeremployee placed undersuspensionshould generally know the

reasons leading to suspension so thathe may beabletoappealagainst,ifhesodesires.TheAppellate

Authorityshould
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considerwhether in the light of provisions of Regulation 12 of D&A Regulations,1977andhaving

regard tothecircumstancesofthecase,theorder ofsuspensionisjustifiedornotandconfirm orrevokethe

orderaccordingly.
q. SUSPENSIONINMORETHANONECASE

When an Officer /Employee is under suspension in a particular case and if any othercasesinitiated

against him and the Competent Authority decides suspension specificallyfortheother casealso,he

should pass fresh orders forspecific reference to the secondcasealso.The same procedure willapply

where more than two cases are there and in respectofallthecases,the CompetentAuthorityconsiders it

necessarytosuspendtheofficer/employeesothatintheeventofre-instatementinonecase,theofficer/

employeecouldbecontinuedtobekeptundersuspensioninrespectofother case(s) andforthepurpose

ofregulatingtheperiodofsuspensionwhenallthecasesareconcluded.

r. GENERAL

+Theemployeeundersuspensioncannotbecompelledtoattendtheoffice andmarkattendancedaily.

41Theaccessintotheoffice ofthe suspended employee should be restricted ,moreparticularlywherehe

mayhaveaccesstotherecordsandthereisanapprehensionoftamperingwiththeevidence/records.

+ dean Overdraft:J\\\is facility will not be extended. If already extended, no

withdrawalfrom theOD account,tillthesuspensionisrevoked.Subsistence allowancewillbecredited

toSavingsBankAccount.TheinterestchargedtoOD A/C toberecoveredin12monthlyinstallments

commencingfrom onemonthaftertherevocationofsuspension."

+Onattainmentofsuperannuation,hewillretireprovisionallyandwillnotbeentitledforterminalbenefitsexcept

hisownCPF.Theleaveencashment,commutationofPension,Gratuitywillalsonotbepaidtohim tillfinal

decision.

+Whentheemployeeispromotedwhileundersuspension,hisresultwillbeundersealedcoverandunlesshe

isexonerated,hewillnotbeentitledtothebenefitofpromotion.

+ Officerunder suspensioniseligibleto function asDefenceRepresentative,ashedoesnotceasetobe

employeeoftheBankduringthesuspension.

4-The employee under suspension is entitled for TA/DA as per his entitlement forattendingthe

departmentalenquiryandalsoforinspectionofdocumentsinconnectionwiththeenquiry.

4ThesuspendedemployeecannotavailLFCasnoleavecanbegrantedduringperiodofsuspension.However,as

hecontinuestobeinservice,duringtheperiodofsuspension,dependantmembersofisfamilyareentitledto

availLTC.

4IBAhasallowedgrantingofHBLonconcessionalratesprovidedadditionalguaranteeis
givenbytheemployee.

4 Ifthereisanyrevisionofscaleofpay while under suspension,the suspendedemployeeisentitledto

thisbenefitforpaymentofsubsistenceallowancesorarrearsthereof.

4Suspensionwithretrospectiveeffectisbadinlawmoreparticularlyso,whenthe
employeeasperformeddutyandearnedwagesduringtheperiod.
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5DEFENCEASSISTANT

WHOCANBEDEFENCEASSISTANT

In termsofRegulations6(7)ofPNB Officer Employees'(DisciplineAnd Appeal)Regulations1977,an officer

employeeagainstwhom enquiryhasbeen initiated,maytake assistanceof anyotherofficer employeebut

maynotengage alegalpractitionerforthispurpose unlessthePresentingOfficer,appointedbytheDisciplinary

Authority,is legal practitionerorthe disciplinaryauthorityhavingregard tothecircumstances ofthe case so

permits.ThesaidRegulationfurtherstates thattheofficer employeeshallnottakeassistanceofanyother

officeremployeewhohastwopendingdisciplinarycasesonhandinwhich hehastogiveassistance.

WHOCANNOTBEDEFENCEASSISTANT

Furthertaking assistance of InternalAssistantAuditors /InternalAuditors/internal Sr.Auditors/InternalChief

Auditors,asdefence assistanceisnotpermissibleastheyhave tomoveto differentplacesthroughoutthe

countryforconducting inspection ofbranchesand itmaynotbepossibletoknowtheplaceoftheirassignment

beforehand.

DEFENCEASSISTANTWITHINSAMESTATE

Intermsofbankguidelines,anofficeremployee assisting anotherofficeremployee duringtheenquirywillbe

treatedonSpecialLeave(onfullpayandallowances)andpaidTA/DA asperrulesfortheperiodheappears

before the Enquiry Officerand the journey period subjecttotheconditionthatifhecomesfrom anoutstation

branchitshouldbefrom withinthesameState.

DEFENCEASSISTANTFROM OUTSIDETHESTATE

Anexception,howevermaybemadetotheeffect thatdefencerepresentativeoutside theStatemaybepaid

TA/DA providedthebankissatisfiedthatitisnotreasonablypossibleforthecharge sheeted officialtoget

an experienced defence representative from within the sameState and priorpermission from Disciplinary

Authorityis obtained.Itis clarified thatforthepurposeofaboveguidelines,the.State is to be considered in

which thechargesheetedofficerispresentlypostedorwheretheenquiryisbeingconducted.

1.ANONYMOUS/PSEUDONYMOUSCOMPLAINTS

Interms ofdirectives ofCentralVigilance Commission vide orderNo.3(5)/99/2 dated 29.6.99,noaction

should betaken onanonymous/pseudonymouscomplaints.ThedirectivesofCentralVigilanceCommissionwere

broughttoyournoticeformeticulouscompliancevideDOletter dated 10.8.99 and Circular letter No.

DAC/CVC/3/2000 dated 14.06.2000 TheCentral Vigilance Commission has observed that some

organizations, particularly, Banksarenotcomplying with theirinstructions and have been taking cognizance/

action onanonymouspseudonymouscomplaints.Veryoften,thecontentofthecomplaint,describedasverifiableis

usedasajustificationforsuchaction.TheCommissionhasreiterated thatundernocircumstancesshouldany

investigationbecommencedoractioninitiatedonanonymous/pseudonymous complaint and the same should

invariably be filed. The Commission hasalsoadvisedthatanyviolationofthesaidinstructionswillbeviewed

seriously.

7. SCHEMEFOREXTENDINGLEGALANDFINANCIALSUPPORT TO OFFICERS OF THEBANKAGAINST

WHOM MOTIVATEDFALSECOMPLAINTSHAVEBEENMADE BYPEOPLE/AGENCIESOUTSIDETHE

BANK

HRDDivisionCircularNo. 357dt.13.11.2006HRDDivisionCircularNo.584dt.05.01.2009

Motivatedfalsecomplaintsbypeople/agenciesoutsidethebank,havinggrudgeorotherwiseagainsttheOfficers

ofthebank,damagestheimageoftheOfficerconcernedandcauses
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traumatotheOfficertherebypreventinghim fromperformingtohispotential.Withaview tomitigatethissituationit

hasbeendecided tointroduceascheme forextendinglegalandfinancialsupporttotheOfficers ofthebank

againstwhom motivatedfalse complaintshavebeenmadebypeople/agenciesoutsidethebank.

TheschemeprovidesforextendinglegalandfinancialsupporttoOfficersofbanks whoarepermittedtoinitiatelegal

action against people /agencieswho with malafideintention,havelodgedamotivatedfalsecomplaint/made

baseless allegation /passed derogatoryremarks againstthebank'sOfficeron matters arising outofbonafide

executionand dischargeofofficialduties.Adetailedschemeinthisregard isenclosed.Thisscheme hasbeen

approved by theBoardofDirectorsinthemeetingheldon30.10.2006.Thisscheme shallcome into force with

immediateeffect

8. EXAMINATIONOFEXISTENCEOFVIGILANCEOVERTONEINSTAFFSIDECASESBYINTERNAL

ADVISORYCOMMITTEE.

IADCircularLetterNo:14/2013dt.17.05.2013

Asperextantguidelines,selfcontainednotes (IAC Note) pertaining toaccountability casesaresubmittedby

theCirclestoourDivisionforplacingthesamebeforetheInternalAdvisory Committee(IAC)forexamination of

VigilanceOvertone.TheIAC noteisrequiredto besubmittedbythecircle where thecause ofaction has

arisen/irregularities have happened,onlyin respectofactionable lapses identified againstthe officialin the

InvestigationReport/SpecialReport/InspectionReport/NPAAccountetc.

DuringtherecentlyheldIACmeetingtodiscussthestaffsidecasessubmittedbythevariousCircles,thecommittee

hasobservednumber ofdeficienciesin thecases includingthecaseswhichcouldhavebeendisposedoffat

theCircle levelitselfwithoutinvolvingIAC forexaminingvigilanceovertone.Forexample:-

Account(s)classifiedasNPAbutsubsequentlyupgradedtostandardcategory

(i) ForNPAA/caboveRs.50lakh

IftheAccounthasbeenupgradedduringthecooling perioditself,CircleOfficeshouldexaminethematter

foradministrativeaction as perBank's accountabilityPolicy. However,iftheupgradationofA/chas

happenedafterthecooling period,StaffAccountabilityhastobeexaminedforonlythoselapses which

haveattributedtoaccountturningtoNPA,todecidetheactionablelapsesagainsttheEO.

(ii) ForNPAA/cbelowRs.50lakh

Sincenocooling periodisstipulatedforNPAA/csbelow Rs.50 lakh, the Circle Officeshouldexamine

the identified lapses keeping in view the lateststatus ofup gradation ofaccount.IACnoteshould

containonlyactionablelapses(other thanthose whichhavebeendroppedbytheCLSAC/CircleHead

oradministrativeactiondecidedattheCircleLevel).

2. AsperStaffaccountabilitypolicy,inrespectofNPAandothermatters,ifthelapses

havebeenidentifiedafteralapseoftwosuccessiveInspectionReportsOR4yearswhichever

islater,StaffAccountabilityagainsttheidentifiedEOneednotbeexaminedexceptcasesof

(i)fraudii)othercriminaloffencesoriii)caseswheremalafidesareinferable.
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3. Circleoffice specific views onthereply ofEO vis-a-vislapses isnotgiven inColumnNo.11oftheIAC

noteinsteadofitvagueviewisgiventoquote:-

i) Replyisnottenable

ii) Replyismoreorlesssatisfactory

iii) Replyisunsatisfactory/notsatisfactory

iv) ContentionofEOisnotsatisfactory

v) Whilefindingsof10aredifferentwhicharedisputedbytheEObutCircleHead

arenotgivingspecificconfirmationastowhichiscorrect.

4. Actionablelapsesshould beidentifiedaftercross examiningthereply submittedbytheEO.Forexample:-

(i) ThelapsessuchasCIBILreportnotgeneratedwhereEO repliedthatCIBILreportcouldnotbegenerated

duetolackofinfrastructureandifcredithistoryintheCIBILreportsubsequentlygeneratedatthebranch,does

notcontain anyadverse feature,Itshould notbetreatedasactionablelapse.

(ii)TheLapsesuchasallowing Adhoc/TOD beyond vested power, where the reply ofEO isthathehas

submittedtheconfirmationproposaltotheCircle Office. Circle Office should ascertainthesubmissionofEO

andcommentaccordingly.

5. The lapsesrelated to trivialmatters where irregularities are already rectified/needfuldonewithoutany

pecuniarylosstotheBankshould beexaminedbefore reportingtheactionablelapsestotheIAC.

6. Lapsesofoperationalnature such as generation of CIBIL report,obtaining JointRegistrationCertificate

(JRC),expiry oflimitation,obtainingtheAudited Balance Sheet(ABS)andmutationintherevenuerecords,

etc.which could berectifiedafterwardsbygeneratingCIBIL report,obtaining JRC,revivalof limitation,

obtaining ABS from the partyand getting confirmation ofmutation in the revenue records,should be

properlyexaminedatCircleOfficetotakecorrectivestepskeepinginmindthesafetyofBank'sinterest.

7. Latestposition ofthe Accounts involved in the referred case and progress regardingrecoveryisnot

mentionedintheIACNoteincolumnNo.5.

8. Periodofstayatthebranchisnotgiven/notcorrectlygiveninColumnNo.12oftheIAC note.CircleOffice

shouldascertainthefactaboutperiod ofstay and commentaccordingly.

9. Staffsidecaseofretiringemployeesshouldbesubmittedatleast6monthsbeforetheirduedate

ofsuperannuation.

TheobservationsoftheCommitteebekeptin mind and theconcerned staffatcircle officeshouldbesuitably

counseled/sensitized to bring qualityimprovementwhile submitting the IACnote,completeinallrespectto our

Division.Needlesstomention,incompleteIAC Noteinconsistentwiththeabovesaidobservationswillbeliabletobe

returnedbyourDivision.

7.GUIDELINESFORCHECKINGDELAYINCOMPLETIONOFDEPARTMENTALPROCEEDINGS

PAD GraJarbetter11/2012dt1708.2012

Time norms ofCVC fordisposalofDisciplinaryAction Cases (Officers) was circulated videHRDCircular

LetterNo.20/2008dated23,09.2008.RecentlytheVigilanceDepartment,HO:
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NewDelhihas forwarded us a copy ofletterNo.F13/2/2012/Vig dated 15.06.2012 ofGovernmentofIndia,

MinistryofFinance,DepartmentofFinancialServicesonthe abovesubjectinteraliainformingthatthefollowing

timeframeshouldbeputinplaceforalldisciplinaryactioncases(vigilanceandnonvigilance)withimmediateeffect:

1. IncasetheDAdecides to institute an enquiry,itshould be done e within 15daysofreceiving

statementofdefenceofthechargedofficer.TheEO/PO shouldbeappointedsimultaneously.

2. TheEnquiryReportshouldbepreparedandfinalisedwithinthreemonths.

Thereafter,ifanextensionisrequired,itshallbegivenwiththeapprovaloftheDAand

atmostthreeextensionscanbegivenofonemontheach.

3. Anyextensionaftersixmonthsshallbegivenwiththepriorapprovalofthefollowing:

f. CircleHead: WhereDAisunderthecontrolofCircleHead.

ii. GM(PAD). HO: WhereDAisunderthecontrolofGM(PAD,HO)

iii. ED: WhereDAisGM(PAD,HO).

iv. CMD: WhereDAisED.

4. Allcasesbeyondsixmonths,CMDwillreviewthemoncasetocasebasiswithreasonsofthe

delay,onquarterlybasis,.

5. InVigilanceCasesbeyond6months,astatementistobesenttoCVOunderintimationtoPAD

Department,HO.

7.PREVENTIVEVIGILANCE:ScheduletotheDiscipline&AppealRegulations1977-Designation

ofDisciplinaryAuthorityandAppellateAuthority

VIG:CircularNO.5/2013dt.April1,2013

In this reference, all Disciplinary Authorities /Enquiry Officers / Presenting Officersand other

connected officials to ensure that henceforth,IAC matters involving examination of existence of

vigilance overtone, fixing staff accountability inborrowal

/nonborrowalaccounts/frauds,complaints,etc. should be referred to respectivecompetent authority

and / ornow designated Disciplinary Authority forthe new cases

onorafter1.4.2013.

As approved by the Chairman & Managing Director and as narrated in CircularNo.146/13, all

existing references including IAC/other misc. matters/ fraudreferences/1ststage /2ndstage,etc.

pending ason31.3.2013willcontinue tobehandledby existing Disciplinary Authority / setup tilllogical

conclusion of all thecasesoftheCircle/PAD.

•PUNISHMENTONDISCIPLINARYACTION
HRDDivisionCircularLetterNo.27/2008dt.December24,2008The

SpecialChapter on Vigilance Management in Public Sector Banks, interaliaclarifies/advises that the

Disciplinary Authority should ensure that the punishment

imposed/proposed tobe imposedon the erring officialiscommensurate with the gravityof

themisconductprovedagainsttheofficial.Itisalsoto beensured thatthepunishmentso imposedorproposed

tobeimposedisnotacademicorineffectivei.e.punishmentshouldbeimplementable.

Thematterwithregardtogivingpunishmentsvisavistheirregularitiescommittedhasbeenexamined.Whileitisan

establishedfactthatthe prerogative ofdeciding the punishmentisthatofthe DisciplinaryAuthority,it

hasbeenseenthatin somecasesthepunishmentdecidedbythedifferentDisciplinaryAuthoritiesforsimilar

lapsesvarysubstantiallyinitsmagnitude.Thismaycauseheartburnsandresentmentamongthe
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employees.ThejobofDAis"quasi judicial"in nature. Itis therefore essentialthatthe DisciplinaryAuthorities

whiletaking a considered view on the lapses committed bythe chargedOfficershouldtakeabalancedand

transparentdecision.Further,ithasbeenfeltthatfinalizationofdisciplinaryactioncasesshouldbestreamlinedso

asto havesome/broad parityin punishmentimposedbythevarious DisciplinaryAuthorities.Someindicative

action whichcanbetakenwhilefinalizingthedisciplinaryactioncases,aresuggestedhereunder(AsperAnnexure

"A").

Thelapsesattributedto employeescanbeclassifiedunder "vigilance"and"nonvigilance"category.Intermsof

HRD Circular Letter No.02/2004dated 24.05.2004,thereviseddefinitionofvigilanceanglehasbeenadvised,

whichinter-aliaprovidesthatincase,lapsesonthepartofanofficerareofgross negligenceandsystem and

procedureofthebankhavebeenflouted,oritisevidentfrom theactthattheintegrityoftheofficerisindoubt,

thenthecasemaybeconsideredasvigilancecaseandistoberegisteredwiththe Vigilance Deptt/CVC.

Inavigilancecase,aftercompletingtheprocedureinterms ofPNBOfficerEmployees'(D&A)Regulations,1977,the

penaltyistobeimposedonanofficerafterobtaining2ndstageadvicefromVigilanceDepartment.Hence,thereis

amechanismavailabletoensureparity,asfaraspossible,inrespectofvigilancecases.

Inrespectofnonvigilancecases,thedecisionregardingpenaltyistaken bytheconcernedDisciplinaryAuthority.While

decidingthequantum ofpunishment,theDisciplinaryAuthorityshouldconsideranumberofparameters,suchas

whetherthe negligencewasgross,whethertherehavebeen largenumberoflapsesinaaccount,whetherthe

employee was givenpunishmentearlierandinspite ofthathehasnotmended hisways,whetherthere are any

mitigating orextenuating circumstances,whetherinstructions/directions ofthe Bank hadapparentlybeennot

followed leading to lossesto theBank,theextentofanticipated lossesto theBanketc.Hence,itwould be

seenthatno readymadeformula canbeprescribedfordecidingpunishmentinanycase.From ourexperienceof

dealing insuchcases,thelapsesgenerallyrecurvisavispunishmentwhichmightbeimposedhavebeenlisted

outasperAnnexure.Thelist/kind oflapsesmentionedthereinisonlyillustrativeand notexhaustive.The

disciplinaryproceedingsinthesecases maybeinitiated andpenaltymaybeimposedkeepinginviewthegravity

oflapsesonthepartoftheofficer,amountinvolvedandhispasttrackrecord.

Wereiteratethattheaboveobservationsareonlygiven tointroduceanelementofsomeparityamongvarious

Circles while deciding the punishmentfordisciplinary action cases.Needlesstosay,theDAshouldtakea

decisiondispassionatelyandinatrulytransparentmannerbefore imposing the punishment,aftertaking

intoconsiderationtheimportantfactorssuchaslosssuffered/likelyto besufferedbytheBank,onaccount

ofthenegligentactsofomission/commissionofthe charged employee,the previousbackgroundofthe

employee,the mitigating and extenuating circumstances, ifany etc. TheDAshouldalways pass"Speaking

Order"andclearlyspelloutthereasonsastowhythepunishmenthasbeendecidedinthatparticularcase,so

thatanybodyexaminingthecasefilecanfindthejustificationonthepapers.

12.STAFFACCOUNTABILITY-IDENTIFICATIONOFERRINGOFFICIALS

ItisstipulatedthattheInspectingofficials/Concurrentauditorsshould notpassvaluejudgementsandthereport

shouldbeconfinedtothefindings.Thereportshould beexplicitcoveringlapsesatthestages ofpre-sanction

appraisalaswellaspost-sanctionfollow upalongwiththenamesofpersonsresponsibleforthoselapses.
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ItisobservedthattheInspectingofficialswhilesubmittingSpecialReports do notspecify thename(s)ofthe

official(s)responsible fora specificlapse & instead generalise the lapsesagainstagoodnumberofofficials.

Thisresultsininitiationofstaffsideactionagainstsuchofficialsalso,whoarenotresponsibleforthelapse.

Itis,therefore,reiteratedthattheinspectingofficials,while submitting SpecialReports mustapportionthelapses

identifiedatalllevelsandadvisethenamesoftheerringofficialsagainsteachlapseinsteadofgeneralising.

13TIMELIMITFORFIXINGSTAFFACCOUNTABILITY

Itisinter-aliaspecifiedintheVigilanceManualasunder:

"EveryBankhasevolveda system ofCredit audit/inspectionfornon-borrowal/borrowalaccountsunderwhich

they are subjected to close scrutiny. This audit/inspection wouldscrutinise pre-sanction appraisal,

documentation and disbursement of loans/advances andpostsanction followup.Ifanyirregularityismissed

outbyauditors/inspectorsinthefirstaudit/inspection,itisreasonabletoexpectthatthe remaining undetected

irregularitieswillbedetectedin the secondaudit/inspection and necessary disciplinary proceedings initiated

againsttheconcernedofficialsinthefollow upaction.Normallythesecondaudit/inspectionwouldbecompleted

within 3-4years.The Commission has accordinglyproposed thatnodisciplinaryproceedings willordinarilylie

againstanyofficialforanylapse notdetected withintwosuccessiveinternalregularaudits/inspection ofthe

same accountor four years from thedateofevent,whicheverislater.Incase any irregularity is detected

subsequenttothesecondaudit/inspection,theauditors/inspectorsconcernedwillbeheldaccountableand

be liable fordisciplinaryproceedings.Thetime limitwillnotapply to cases of(i)frauds (ii)othercriminal

offencesor(iii)caseswheremalafidesareinferable".

Keepinginviewtheabovesaidguidelines,theInspectingofficialshavebeenadvisednottoattribute

accountabilityagainstanyofficialforanylapsenotdetectedwithintwosuccessiveAnnual/Regular
inspectionORfouryearsfromthedateofeventwhicheverislater.

However,theseprovisionsdonotapplytocasesof(i)frauds(ii)othercriminaloffencesor(iii)cases

wheremalafidesareinferable.
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CHAPTER19̂

VIGILANCESETUP



[CHAPTÊ9j

VIGILANCESETUP

RoleofVigilanceinBanks

Risktakingisanintegralpartofthebusinessofbanking.ThepurposeofvigilanceactivityinPublicSectorBanks

(PSBs)isnottostifle suchabilityorobstruct the achievementoforganizationalgoals and objectives butto

enhance the managerialeffectiveness,both atmicroaswellasatthemacrolevels.Consideringthespecialneeds

ofBankingandinordertoaddresstheproblemsfacedintheday-to-dayfunctioning,thespecialchapteronvigilance

managementforPublicSectorBanks has been prepared and rules clearly defined by theCentralVigilance

Commission.

CentralVigilanceCommission-RoleandFunctions

Themonitoringofthevigilanceactivities,implementation ofthe anti-corruption measures inthePublicSector,

maintenanceof purity,integrity and probity in the Public Sector viz,Public SectorUndertakings,Central

GovernmentDepartments,MinistriesandPublic SectorBanks isdonebytheGovernmentthroughCentralVigilance

Commission.Itactsastheapexbodyforexercising generalsuperintendence andcontrol over the vigilance

matters inadministration.TheCommissionexercises a generalcheck and supervision over vigilancecases

andanticorruptionworkintheorganizationswithinitsjurisdiction

Jurisdiction&cutofflevel

TheCommission'sjurisdictionisco-terminuswiththeexecutivepowersoftheUnion.Itcanundertakeanyinquiryinto

anytransactioninwhichapublicservantissuspectedorallegedtohaveactedforanimproperorcorruptpurpose;

orcause such an inquiry orinvestigation to bemadeintoany complaintofcorruption,gross negligence,

misconduct,recklessness,lack ofintegrityorotherkindsofmal-practicesormisdemeanorsonthepartofapublic

servant.TheCommissiontendersappropriateadvice totheconcernedDisciplinaryAuthorityinallsuchmatters.

Forpracticalconsiderations,theCommissionhas restricted its jurisdiction to theofficersoftherankof
scaleVandaboveinthepublicsectorbanks.However,incompositecasesinvolving officials who fallin the

Commissionersjurisdictionalong withotherswhodonot,thecaseasawholehastobereferredtotheCommission
foritsadvice.Such

compositereferencesenabletheCommissiontotake an overallview of the individualaccountabilitiesinthe

transaction.

Theofficialsworking/recruiteddirectlyintheBanks'subsidiariesarealso covered under theVigilancesetupofthe

parentBank.

Consultationmechanism

Casesofofficialsofthe rank ofscale Vand above,aswellasofothers who do notfallwithintheCVC's

jurisdictionbutbyvirtue ofbeing involvedinacompositecaseasmentionedinpara1.3above arerequired

tobereferredtothecommission.AllreferencestoCentralVigilanceCommissionbytheBankshallbethroughthe

CVO/VigilanceDepartment.

2. VIGILANCEANGLE

2.1 CentralVigilance Commission (CVC)hasmodified thedefinition ofthevigilance angle intheroleofthe

officialsofthe Bank keeping in view the paradigm shiftin theirfunctions.As perthis revised

definition,vigilanceangle isobviousinthefollowingacts:



i. Demandingand/oracceptinggratification,otherthanlegalremuneration,inrespectof

anofficialactorforusinghisinfluencewithanyotherofficial.

ii. Obtaining valuable thing, without consideration, or with inadequate consideration,from a

person with whom he has orlikelyto have officialdealings orhissubordinates,haveofficial

dealingorwherehecanexertinfluence.

iii. Obtainingforhimself,orforanyotherperson,anyvaluablethingorpecuniaryadvantagebycorruptor

illegalmeansorbyabusinghispositionasapublic servant.

iv. Possessionofassets,disproportionatetohisknownsource(es)ofincome.

v. Casesofmis-appropriation,forgeryorcheatingorothersimilarcriminaloffences.

Thereare,however,otherirregularitieswherecircumstanceswillhavetobeweighedcarefullyto

takeaviewwhethertheofficer'sintegrityisindoubt.Grossorwillful

negligence;recklessnessindecisionmaking;blatantviolationsofsystemsandprocedures;exercise

ofdiscretioninexcesswherenoostensible/publicinterestisevident;failuretokeepthecontrolling

authority/superiorsinformedintime,allthese

aresomeoftheirregularitieswheretheDisciplinaryAuthoritywiththehelpoftheChiefVigilance

Officer(CVO)shouldcarefullystudythecaseandweighthecircumstancestocometoa

conclusionwhetherthereisreasonablegroundtodoubttheintegrityoftheOfficerconcerned.

2.1(a)Anyundue/unjustifieddelayinthedisposalofacase,perceivedafterconsideringallrelevantfactors,would

reinforceaconclusionastothepresenceofvigilance anglein acase.

Thebackground/ideabehindvigilanceactivity isnottoreduce buttoenhance thelevelofmanagerial

efficiency and effectiveness in the organization.Commercial risktaking forms partof business.

Therefore,everylosscausedtotheorganization,eitherinpecuniaryornon-pecuniaryterms,neednot

necessarily becomethesubjectmatterofa vigilanceenquiry.Thus,whethera person ofcommon

prudence,workingwithintheambitoftheprescribedrules,regulationsandinstructions,wouldhavetaken

thedecision in the prevailing circumstances in the Commercial / operational interests ofthe

organizationisonepossiblecriterionfordeterminingthebonafidesofthecase.Apositiveresponsetothis

questionmayindicatetheexistenceofbonafides.A negativereply,ontheotherhand,mightindicatetheir

absence.

Absenceofvigilanceangleinvariousactsofomissionand commission does notmeanthatthe

concernedofficialisnotliabletofaceconsequencesofhisactions.Allsuchlapsesnotattracting

vigilanceanglewould,indeed,haveto bedealtwithappropriatelyasperthedisciplinaryprocedureunder

theservicerules.

3MECHANISM FORDETERMININGVIGILANCEANGLE

TheguidelinesoftheCVCenvisagethateachbankwillsetupan “InternalAdvisoryCommittee"(IAC)of3

members (preferably atthe level ofGMs butnotbelow therankofDy.GeneralManagers)to

scrutinize the complaintsreceived in the bankandalsothecasesarising outofinspections,audits

etc.fordeterminationofexistenceofthevigilanceangleorotherwisein specifictransactions.In our

bank,theInspection&AuditDivision,HOisthenodaldivisionforplacingthecasesbeforetheIAC.



Theprocessfordeterminationofvigilanceovertone in the role of any officialcorrespondingtoany

actionablelapsecomprisesofthefollowingstages:

■ TheCircleOffice/Divisionwherecauseofactionhaveoccurredreferthematterofalltheerring

officialstoInternalAdvisoryCommittee(IAC)toexamineexistenceofvigilanceovertone.

■ TheIACindependentlyexaminestheroleoftheofficialsfordeterminingastowhether

vigilanceovertoneexiststhereornot,onthebasisoftheinformationprovidedbytheCircle

Office/Divisionwherecauseofactionhaveoccurred.

■ TheviewsoftheIAC ontheexistenceofvigilanceovertoneorotherwiseintheroleofanyofficial

arethensenttotheChiefVigilanceOfficer,whoexaminesthesameafreshandconveyshisviews

totheDisciplinaryAuthority.

■ Afterreceiving the views ofCVO,the DisciplinaryAuthorityexamine the matter andform his

independentviewsonexistenceofvigilanceovertoneandsend hisviewstoCVO.

In case there is a differenceofopinion between the CVO and the DisciplinaryAuthorityregarding

determinationofexistenceofvigilanceovertone,theissueshould beinitiallyreferredtotheCMDof

theBankthroughCVOforresolutionofthedifferenceinrespectoftheofficialsnotfallingwithinthe

purview oftheCommission.Ifthedifferencestillpersists the same may be referred to the

Commissionforafinalview.However,suchissuesbereferredto theCommissioninrespectofthe

officialscomingunderthejurisdictionoftheCommission(ScaleV&above).

Incasethevigilanceovertoneisperceived bytheDA in agreementwith theCVO (whetherinitiallyor

after reconsideration),a vigilance case is registered at theVigilanceDepartmentandwherevigilance

overtoneis notperceived by the DA inagreementwiththeCVO,furtheractionisinitiatedagainstthe

officialsinamannerdeemedappropriatebytheDA/theAdministrativeAuthorityunder nonvigilance

category.ThefollowingpointsarealsorequiredtobekeptinviewbytheDA:

■ Since the vigilance overtone is examined in the role of the officials correspondingtothe

actionablelapses,noreferenceisrequiredtobemadetotheIAC ortotheVigilanceDepartment,

incaseswhereitisbeyonddoubt,thattheconcernedofficialisfoundtohaveplayednoroleinthe

givenactionablelapseorthereisnoactionablelapseinhisrole.

■ Theactionable lapses ofextreme vigilance nature like forgery, misappropriation,etc.andof

extremenon vigilancenature likeunauthorizedabsence,riotous behaviour,etc.arenotrequired

to bereferred to IAC but thesecases are tobereferredtotheVigilanceDepartment,HO

directly.

■ Thecasesofofficialsdueforretirementshouldbesentwellintimeto I& A Divn.,HOforplacing

before InternalAdvisoryCommitteetoensure timely disposalofthesecases.



■ W hilereferringthecasestoIAC fordeterm inationofvigilanceovertoneaselfcontained

notecontainingallaspectsofthecase, specific roles played by therespectiveofficials,deviations

resortedbythem,amountinvolved,amount ofthesecurityavailable,apprehendedloss,etc.aretobe

furnishedbytheDisciplinaryAuthority.

4. JURISDICTION

JURISDICTIONOFCVC

TheCommissionhasdecidedthatonlysuchvigilancecasesinwhichanOfficerofthelevelof

Scale-V&aboveisinvolved,arerequiredtobereferredtothe

CommissionforadvicethroughChiefVigilanceOfficer.However,incaseifthereisinvolvement

ofofficialofthelevelofScale-IVorbelowinthesamematterinwhichanofficerofscaleVor

aboveisinvolved,theCommission'sadvicewouldbe

necessaryforalltheofficials.Thesecasesarecategorizedas“CVCCases".

JURISDICTIONOFCVO

AllthecasesofofficialsuptothelevelofScale-IV orwhichdonotfallwithin thedirectjurisdictionof

theCommissionarerequiredtobereferredtotheCVOforconcurrence before anyaction is taken

againstthem.Thecasesunderthiscategoryareknownas“NonCVCcases".

(ItmayalsobementionthatfailuretoreferthecasestoCVOcaninviteDisciplinaryActionagainst

theDA)

5. CONSULTATIVEMECHANISM

AllvigilancecasesarerequiredtobereferredtotheCVO /CVC for1st& 2ndstageadvicebytheDA.

The1ststagereferenceshallbemadebytheDA totheVigilanceDepartment,HOforseekingadvice

ofCVO /CVC forthe nature ofthe penaltyproceedings proposed tobeinitiated.Thesecond

stage reference is made by the DA seeking advice oftheCVO/CVCin finalising the concerned

vigilancedisciplinaryaction caseeitherbywayofimpositionofmajorpenalty/minorpenaltyorotherwise.

6. 1stSTAGEREFERENCE

ThetentativerecommendationsoftheDA,being the first stage reference whetherCVC/non-CVC

caseistobeforwardedtoVigilanceDepartment.HO.IncasematterisunderthejurisdictionofCVC,the

casewiththeviewsofCVO shallthenbeforwardedtotheCVCfortheir1ststageadvice.Inthematter

undernon-CVCcase,the1st stagereferenceisexaminedbyVigilanceDepartment,HOandplacedbeforethe

CVOforhisconsideration.Accordingly,1ststageadviceisgiventoDA withrequesttosendacopyof

chargesheetservedupontheerringofficialsforreferenceandnecessaryaction.

1STSTAGEREFERENCE-DOCUMENTSREQUIRED

Thefollowingdocuments/recordsarerequiredto be forwarded to the VigilanceDepartment,HOwhile

referringthecasefor1ststageadviceofCVO/CVC.



a) Thepreliminaryinvestigationreportalongwith relevantdocuments and recordsconnected with the

case,onthebasis ofwhich theallegationsareproposedtobeestablished/dropped.

b) Acopyofnote placed before DA clearly indicating the facts and DA's owntentative

recommendation on the proposed penalty proceedings.In cases investigatedbythe Central

Bureau ofInvestigation(CBI),thecomments oftheDAontherecommendationoftheCBIshould

alsobementioned.

c) Thetabularstatementneatlytypedasprescribedhereunder:

Sr.
No.

Name&

Designation

oferring

official

Allegations

inbrief

Findings of the

Investigation

Comments of

the

ErringOfficial

Comments /

recommendations of

theDA

d) Thelistofofficials connected,alongwith presentstatus in respectofstaffaccountabilityintheir

cases,orspecificconfirmationthatnootherofficialisinvolved.

e) Acopyofdraftcharge sheetagainsttheerring officialalongwith the listofdocumentsand

witnessesthroughwhichitisintendedtoprovethecharges.

f) Amountinvolvedinthecase.

g) Thebio-dataoftheofficialconcerned(Annexure-A).

NOTE

DAshouldensurethat:

Piecemealreferences to Vigilance Department, HO are avoided and complete reference ofallthe

officialsinvolvedinthegivencaseissentsimultaneously.

Relevantdocumentsarereadyandthechargesheetcanbeissuedwithinaperiodof15daysfromthe

dateofreceiptof1ststageadvice.

Papers/documentsarerequiredtobelegiblytypedandsubmitted.Incasethematterrequiresreferenceto

CentralVigilanceCommission,allthepapersshouldbesubmitted induplicate.

IMPLEMENTATIONOF1STSTAGEADVICE

OncetheDisciplinaryAuthorityacceptsthe1ststageadviceofCVO/CVC,itistheresponsibilityof

theDAtotakenecessarystepsforimplementationoftheadviceexpeditiouslyandproceedings

aretobeinitiatedaccordingly.

Incaseofmajorpenaltyproceedings(forofficers)/proceedingsforgrossmisconduct(for

workmen),1ststageadviceofCVC/CVOwouldbedeemed tohavebeenimplementedwhenthe

departmentalenquiryisinstituted.Incaseofminorpenaltyproceedings(forofficers)/forminor

misconduct(forworkmen),the1ststageadviceofCVC/CVOwouldbedeemedasimplemented,

whenfinalordersarepassed.



7. 2ndSTAGEREFERENCE

The2ndstage advice isrequiredtobesoughtfrom theVigilanceDepartmentHeadOfficeinvariably

inallregisteredvigilancecases.

2NDSTAGEREFERENCE-DOCUMENTSREQUIRED

For2ndstageadvice ofCVO /CVC,thefollowingdocumentsarerequiredtobesubmittedtoVigilance

Department,HO.

a) ThereportoftheEnquiryOfficerandtheconnectedrecords.

b) Representation/submissionoftheChargedOfficialontheenquiryreport.

c) Acopyofnoteplaced before theDA containingtentativefindingsandconclusionsdrawnbytheDA

alongwiththeproposed penaltybya speaking order.In case DA differswiththefindingsofEnquiry

Officer,memorandum ofdissentofDA withjustificationfordifferingwiththefindingsofEO.

d) Thetabularstatementneatlytypesasprescribedhereunder:

Sr.
No.

Name &

Designation

of erring

official

Allegationsin

brief

Findings of

the Enquiry

on each

allegation

Submissionofthe

ErringOfficialonthe

findingsof

enquiry.

Comments /

Recommendations

ofDA

e) Amountofloss,ifany,attributabletoeachandevery ChargedOfficialagainstthechargesestablished

againsthim.

f) PasttrackrecordoftheChargedOfficialwithlatestbio-data.

g) Financialimplicationofproposedpunishment.

h) Statusoftheconnectedofficials/case.

i) Speakingdraftorder,proposingapenaltycommensuratewiththegravityofprovencharges.

Whileproposingpenalty,DAshouldconsciouslyplaytheroleoftheDAandensurethat:

PenaltyproposedtobeimposedupontheChargedOfficialiscommensuratewiththegravity

ofthemisconductprovedagainsttheChargedOfficial.

Extenuatingcircumstances,ifany,astheyemerge from theinquiry andthetrackrecordof

thechargedofficershouldalsobetakenintoconsideration.

Thepenaltyproposedtobeimposedisnotacademicorineffective;forexample,ifanofficer

isattheceilingofhispayscale,impositionofthepenaltyofwithholdingincrementwillbe

renderedinfructuous.Similarly foran officerwho is not duefor

promotion,imposition of penalty of withholding ofpromotionfora

specifiedperiodwillhavenomeaning.

Incasetheconcernedofficialisundersuspensiononaccountofthecaseunderreference,theorder

should,interalia,containdecisionwithregardto payment orotherwiseofsalary/wagesforthe

periodofsuspension.



IMPLEMENTATIONOF2NDSTAGEADVICE

Afterobtainingthe2ndstageadviceofCVO orCVC,finalordershould bepassed attheearliestto

enableclosingofthe case.However,in case ofworkmen such finalordersaretobe passed after

complying with the provisions ofBipartite Settlement.Acopyofsuchfinalorder,sopassed,shouldbe

senttotheVigilanceDepartment,HeadOffice.

8. TIMEFRAME

CVChasprescribedthetimeframeforvariousaction points which isasperHRD Circularletter8/2009.

ThetimelimitsogivenbytheCommissionrepresentstheouterlimitforthegivenaction point.Undue

delays mayresultindepartmentalactionagainsttheconcernedofficials.

Incaseofanydelayinreferringthecasesfor1stor2ndstage advice to VigilanceDepartment,HO,theDA

willhavetospecificallycommentonthedelay.

9. DIFFERENCEOFOPINIONBETWEENCVO&DA(INRESPECTOF1CT/2ND

STAGEADVICE

NONCVCCASES

IncaseofdifferenceofopinionbetweenCVO & DA,theCVO shallreportthemattertotheCMDfor

resolutionofdifferenceofopinion.

CVCCASES

IftheDisciplinaryAuthority,inacase,does notintend toaccepttheCommission'sadvice,thecasemay

bereferredbackto the Commission forreconsideration within a periodof2months withthe prior

approvaloftheCMD.Commission'sadvice isnecessaryregardlessofwhethertheDAproposestotake

more severe orlighteraction than thatrecommended by the Commission.Decisions taken in a

manner, otherthanas mentioned above,would be treated as cases of non-acceptance of the

Commission's advice and commented in the Commission's annual report. As a rule, the

Commissionentertainsonlyonerequestforreconsideration.

10. VIGILANCE-"F"CASES

FraudsofRs.1.00crore&aboveperpetratedwithacriminalintentionbyanybankofficial,either

aloneorincollusionwithinsiders/outsidersincludingthefollowingaretobeclassifiedas

vigilance-"F".Followingistheillustrativelist:

■ Mis-appropriationandcriminalbreachoftrust.

■ Fraudulentencashmentthroughforgedinstruments,manipulationofbooksofaccounts

ofthroughfictitiousaccountsandconversionofproperty.

■ Unauthorisedcreditfacilitiesextendedforrewardorforillegalgratification.

■ Negligenceandcashshortages.

■ Cheatingandforgery.

■ IrregularitiesinForeignExchangetransactions.

Care:Thesecaseshavetobedecidedwithin4months.

TIMELIMIT(Overall)

TimelimitforconductingInvestigationsandDepartmentalInquiriesinrespect

Vigilance-FcasesisgiveninAnnexureB.ThecasesunderCategory~F"aretobedecidedpositively

within4monthsofservingofchargesheets.



11. VIGILANCEOFFICERS(INCIRCLEOFFICES)

AVigilanceOfficer(VO)isappointedineachCircleandhe/sheextendsassistancetotheCVO

andtheVigilanceDeptt.ininvestigating/followingupofvigilanceissues.

Offices/Circlemay,ifnecessary,refertohimissuesregardingvigilancematter.Hisfunctions

arebroadlyasunder:

- Toconduct/superviseinvestigationsentrustedbytheVigilanceDepartment,HO andtosubmitthe

reportasperthetimescheduleprescribedbytheCommission;

- Toensurethatthevigilanceangleinvariouscasesisperceivedinaccordancewiththe

guidelinesoftheCVC;

- Toensurethatstaffsidecasesarereferredto IAC aspertheguidelines.Likewiseheisalsoto

ensurethatthedirectionsoftheCommissionpertainingtotheConsultativeMechanismintheCircle

isadhered;

- ToensurethatthestatementofAssetsandLiabilitiesaretimelysubmittedbythe

officialsandthatscrutinythereofisbeingundertakenattheCircleOfficeintermsofthe

guidelines;

- He/shewillberesponsibleforanyothertaskthatmaybeentrustedtohim/herby

theCVO/VigilanceDepartment,H.O.

12. REFERENCETO CBI/POLICE/STATE CID / STATE OFFENCES WING OFTHESTATE

CONCERNED

AlthoughtheCBIhaspowerstotakeupanyfraud caseforinvestigationirrespective oftheamount

ofloss involved,in orderto maximize the effectiveness ofinvestigations,presentlythefollowing

guidelinesaretobefollowed:-

CBIBRANCHES/POLICEHAVING

JURISDICTIONOVERCASES

AMOUNTINVOLVED

BankingSecurities&FraudCell(BS&FC),CBIatDelhi,Mumbai,

BangaloreandKolkatatohandlecases. Rs.7.50croresandabove

BranchofCBIhaving territorialjurisdictionovertheareato

handlecasesasunder:

Wherestaffinvolvementisprimafacie

evident-CBI(AntiCorruptionBranch)

Wherestaffinvolvementisprimafacienot

evident-CBI(Economic
OffencesWing)

Between Rs.1.00 crore and upto Rs.7.50

crores.

State CID / Economic Offences Wing of the

Stateconcerned.

ThecasesoffinancialfraudofthevalueofRs.1.00lakh

butbelowRs.1.00crore
LocalPolicetohandlecases* LessthanRs.1.00lakh**

Theabovelimitsshouldbefollowedmeticulously.

*Thecomplaint/FIRwithpolicecanbelodgedonlywiththepriorconcurrence/approvalof

CircleHead(Circle).

**(AIIfraudcasesofvaluebelow Rs.10,000/-,involvingbankofficialsshallbescrutinizedbyCircleHead

withaview astowhetheritshould bereportedtolocalpolicestationsforlegalaction.)



Inaddition to the above mandatory references,CVO in consultation with CMD may referacase

involvinglessthanRs.1.00croreoracasewhichcannotbe classified on monetarylimits,totheCBI,ifin

theopinion of the CVO,the case isofserious nature and/orhasaninter-stateorinternational

ramification.

Ifthematter/casewarrantsreportingtoCBI,theCircle Head should submit theproposaltoFPIS.HO

alongwithfullfactsofthecasefortheirprocessingandplacingthecasetoCMDthroughCVOforhis

decisioninthematter.

Thecomplaints/FIRwithCBIcanbelodgedonlywiththepriorconcurrence/approvalof

CMD.iftheallegations:

i. are criminalin nature (e.g.bribery,corruption,forgery, fraud,criminalbreach oftrust,

possessionofassetsdisproportionatetoknown sources ofincome,cheating,etc;)or

ii. requireinquiriestobemadefromnon-officialpersons;or

iii. involveexaminationofprivaterecords;or

iv.needexpertpoliceinvestigationforarrivingataconclusion;orneed

investigationabroad.

(Fordetailedguidelines,circularsissuedbyFPIS:HO,inthisregard may bereferred.)

TheDepartmentprepares&maintainsthe"ListofOfficersofDoubtfulIntegrity"

(LODI).Besidesthis,alistofofficialsagainstwhom there are complaints,doubts orsuspicionasregards

theirhonestyorintegrity(AgreedList)isalsopreparedbytheDepartmentinconsultationwithCBI.Theselists

arepreparedinaccordancewithGovernmentguidelinesanditisensuredthatofficersappearinginthese

listsarenotpostedinsensitivepositions.

13. SANCTIONOFPROSECUTION

UnderSection19ofPreventionofCorruptionAct,itisnecessaryfortheprosecutingauthoritytohavethe

previoussanctionofthe appropriate administrative authority for launchingprosecutionagainst apublic

servant.Theofficialsofthebankare"publicservants",withintheprovisionsofthePreventionofCorruption

Act.

Therequirementofprevioussanction isintendedtoafford areasonableprotectiontopublicservantfrom

frivolous,maliciousorvexatiousprosecutionandtosavehim from unnecessaryharassmentorunduehardship.

Theadministrativeauthorityalone is in a positiontoassess and weigh the accusation against the

backgroundoftheir ownintimateknowledgeoftheworkandconduct oftheofficial.Thesanctioning

authority has an absolute discretion to grant or to withhold sanction after satisfyinghimself

whetherthematerialplacedbeforeit discloses a prima facie case againsttheofficialssoughttobe

prosecuted.The grantofsanction orrefusalofprosecution is given bythecompetentauthorityaftera

clear-cutapplicationofmindasthe same is anadministrative functionperformed in a quasi-judicial

manner.The competentauthorityshould,therefore,recordreasonsevenin caseswhere sanction for

prosecutionisnotaccorded.TheSanctioningAuthorityhasonlytoseewhetherthefactswouldprima-facie

constitutetheoffence.Thequestionofgivingopportunitytotheemployeeatthisstagedoesnotarise.

IntermsoftheSupremeCourtdirectives,the matter with regard to accordingpermissiontoprosecute

shouldbeexpeditiouslyprocessedandrequiredsanction



accordedwithinaperiodofthreemonths [outer limit]. In case, the DisciplinaryAuthoritytakesa view

differentfrom thatof the CBI/Police/State CIDs/EconomicoffencesWingofStatePolice,areferenceis

requiredto bemadeto theCVC throughCVOforadviceofCVCirrespectiveoftheleveloftheofficial

involved.Itmay be noted thatwhenthe Bank refuses permission forsanction ofprosecution as

requested forbyCBI,theissuemaycomeup forarbitration atCVC.The Bank would be required to

defenditsdecisionwithdocumentaryproof,ifcalledfor.Hence,DA should beextremelycarefulintakinga

decisioninthisregard.

Further,wheretheinvestigationhasbeen madebyStatePoliceauthoritiesinvolving a CentralGovernment

Employee (including Bank Officials)requestforsanction for prosecution ofthe CompetentAuthority

maybeconsidered,even though suchrequestwasnotroutedthroughCBI.

14. REFERENCETOCHIEFTECHNICALEXAMINER(CTE)

Thefollowingjobs/worksundertakenaretobereportedtoCTEsintheQuarterlyProgressReports

(QPRs)ontheprescribedproforma:

■ Civilworkswhereaccepted/tendervalueexceedsRs.lcrore.

■ Electrical/mechanicalworkswhereaccepted/tendervalueexceedsRs.30lacs

■ Medicalequipmentswhereaccepted/tendervalueexceedsRs.1.00crore

■ Horticultureworkswhereaccepted/tendervalueexceedsRs.2lacs.

■ Supply/purchasewhereaccepted/tendervalueexceedsRs.2crore.

■ Twolargestconsultancycontracts

■ Twolargestservicecontracts

■ Fourlargestcontractsforsupplyofmedicines.

Itshouldalsobecertifiedthatalltheworks/purchase/consultancyandothercontractsinprogressas

perthe above prescribed monetarylimits are included in the QPR and in casemonetaryvalueofsuch

workislessthanthelimitsprescribedabove,thereportoftwolargestworksinprogressineachdiscipline

shouldbereported.

15. TENDERS

TheCommissionhadissuedspecificdirectionsthattheuseofinformationtechnologybemaximisedsoas to

eliminatethepersonalinteractionofGovernmentofficialswithpublic,withaviewtoincrease theelement

oftransparencyinfunctioningandtoensureeliminationofthecorruptpracticesbythepublicservants.For

improving vigilanceadministrationby leveraging technology,the Commission issuedthe following broad

guidelines:

a) Allthetendersaretobefloated/placedonthewebsiteoftheBank.

b) ThesummaryofalltheprocurementswiththresholdlimitofRs.5.00lacandaboveasapprovedby

CMD,isrequiredtobeplacedonthewebsiteoftheBank.

c) Complete information with regard to laws,rulesand proceduresgoverning the issue oflicences,

permissions,clearances,etc.aretobeplacedonthewebsiteoftheorganization.Similarly,allapplication

forms/proformasshould be madeavailableon thewebsite in the downloadable form. Besides

this,alldocuments/ informationtobeprovidedbytheapplicantshouldbeclearly explainedonthe

website andshould also form partofthe application form. As faras possible, arrangement

shouldbeputinplace sothatimmediatelyonreceiptoftheapplication,theapplicantisinformed

aboutthedeficiencies,ifany,indocuments/information submitted.



Ithadalsobeenadded thatrepeated queries in a piecemealmanner should beviewed as a

misconducthaving vigilanceangle andthattheorganisationsshouldgiveadequatepublicityabout

thesefacilities in newspapers and such an advertisementsmustgivethewebsiteaddressofthe

organisationconcerned.

d) The status of the individual applications/ matters should be made available onthe

organisation'swebsiteandshouldbeupdatedfrom timetotimesothatthe applicantsremainduly

informedaboutthelateststatusoftheirapplication.

e) TheguidelinesoftheCommissionfortender areclear thatforengaginganywork/project

fortheorganization,transparency,competitiveness and fairpracticesshouldbeensured.

f) The CentralVigilance Commission has banned post tendernegotiations.Negotiations,ifatall

with LI,shallbe an exception onlyin the caseofproprietaryitemsorin the case ofitems

with limited source ofsupplywithpriorconcurrenceofthecompetentauthority.Counteroffers

tantamounttonegotiationsandshouldbetreatedatparwithnegotiations.

g) Negotiations with LI,canbe recommended in exceptional circumstances only afterdue

applicationofmindandrecordingvalid,logicalreasons justifyingnegotiations.Incaseofinability

toobtainthedesiredresults by way ofreductioninratesandnegotiationsarerenderedfutile,

satisfactoryexplanationsarerequiredtoberecordedbytheCommittee,whichrecommendedthe

negotiations.The Committeeshallbe responsibleforlack ofapplication ofmindincaseits

negotiationshaveonlyunnecessarilydelayed theawardofwork/contract.

h) IfthequantitytobeorderedismuchmorethanL-lalonecansupply theninsuchcases,the

quantityorderedmavbe distributed in such a manner thatfairness,transparencyandequitable

distributionisensured.

i) OnthequestionofconsideringtheL-2 offer,ifL-lwithdrawshis offerbefore theworkorderis

placed,orbeforethesupply orexecution ofworkorder takesplace,itisclarifiedthatsucha

situationmaybeavoidedif a two bid system isfollowed(techno/commercial)sothatproper

assessmentoftheoffers ismadebeforetheawardofworkorder.Therefore,ifL-lbacksout,there

shouldbere-tenderinainatransparentandfairmanner.Theauthoritymay,insuchasituation,

callforlimitedorshortnoticetenderifso justifiedintheinterestofworkandtakeadecision

onthebasisoflowesttender.

j) Theconsiderationofofferofsingletechnicallyacceptablebidderis notprohibitedprovidedtendering

processhasbeen followed inafair,justandtransparentmannerandtheratereceivedisconsidered

reasonable.

k) IncaseanydifficultyisfoundintheapplicationofanyoftheguidelinesoftheCommissioninthis

regard,specificcasewithaproposedgenericsolutionmay be referredfortheexaminationbythe

CVO /CVC.Theissues ofgeneralnaturehavingelementsofmanagerialdecisionmaking and

concerninga particularprocurementmaybe examined and decision be taken atthelevelof

CircleOffice.

l) TheCommission(CVC)hasemphasizedthatits guidelines are mandatoryin natureandallout

effortsarerequiredtobemadetoensurethattheyarenotonlvimplementedtimelybutalsoinletter

andspirit.



16. ASSETS&LIABILITIESSTATEMENTS

IntermsofClause 20(2)ofPNB Officer Employees'(Conduct)Regulations,1977,itisincumbentuponevery

officeremployee to submitthe complete returns ofhis / hermovable,immovable andvaluable property

including liquid assets,like shares,debentures(Assets& LiabilitiesStatement)as on 31stMarch everyyear.

These returnsaretobesubmittedbv30thJuneeveryyear.

Allthe officersworking in the bankshould file theirAssets & Liabilitiesas on 31stMarch in PNBPariwar

(HRMS)byusingthelink"Assets& Liabilities"availableunder “EmployeesSelfServic"andalsotoprintthesame

forsubmissionofthesametothecompetentauthorityinphysicalformafterappendingtheirsignatures.

ItistheresponsibilityoftheCircleHead/DivisionalHeadofHO Divisions toensurethatthereturnisnotonly

received in timefrom alltheofficialsunder their respectivejurisdictionsbutisalsoscrutinizedcarefullyasper

theGovernmentguidelines(20% ofthereturns)asapartofPreventiveVigilance.

CircleHeadsandDivisionalHeads arerequiredto sendconfirmationto theChief VigilanceOfficer,HO thatall

theOfficersuptoMMG Scale-IllworkingintheCircleOffice/DivisionhavefiledAssets&LiabilitiesReturnforthe

yearand20% oftheReturnshavebeenscrutinizedasperGovt,guidelines,latestby31stJuly.

Allofficersin Senior Management Grade and Top Executive Grade i.e. Scale-IV &aboveareto file the

returnswiththeChiefVigilanceOfficer,Vigilance Department,Head Office,NDelhi.

17. Forbroadguidelinesandclarifications relating toVigilance Administration intheBank,it is advised

to regularly visit website of Central Vigilance Commissionatwww.cvc.nic.ia



Annexure-A

PunjabNationalBankCircle

Office/HeadOffice:

BIO-DATA

1.
NameoftheOfficial(fullname)withDesignation

2. PFNumber
WhetherpensionopteeYES/NO

3. a. Presentplaceofposting:

b. Immediatepreviousplaceofposting

From.............................To....................................

c. Dateofjoiningthebankwithcadre

4. DateofBirth

5 DateofSuperannuation

6. i) Grade

ii) Scaleofpaysincewhen

iii) Presentbasicpay(Rs.)

iv) Dateofnextincrement

7. DateofSuspension(Ifany)andAuthority

8. Previouscomplaints,ifany,againsttheofficialandresultsof

enquiriesintothem
9. PAFforthelast3years.

10. Ifthereanyprevious disciplinary action decided (date ofcharge

sheet,penalty imposed whether minor /major/grossanddateof

orderofDA)

11
Remarksaboutintegrity

12.
Otherinformation,ifany.

Date SignatureofDA/AuthorisedOfficer



Annexure-B

TIMELIMITSFORCONDUCTINGINVESTIGATIONSANDDEPARTMENTAL

INQUIRIESINVIGILANCET'CASESAREASUNDER.

STATEOFINVESTIGATIONORENQUIRY TIMELIMIT

1. Issueofchargesheet 15 days from the date of the Commission's

adviceor one month from thedate ofreceiptof

theInvestigationReport.

2. Time of submission of Defence

Statement

Tendays

3. Considerationofdefencestatement OneWeek

4. Appointment of Enquiry

Officer/Presenting Officerin majorpenaltycases.

Immediately after receipt of consideration

ofdefencestatement.

5. Conduct of departmental enquiry and

submissionofreport.

Two months from the date of

appointment of Enquiry Officer/Presenting

Officer.
6 SendingofacopyoftheEO'sreporttotheCOfor

hisrepresentation.

I. Withinone week of receipt ofEO's

reportifanyarticle ofcharge has beenheldas

"Proved"

II.15daysfromthedateof

chargesisheldas"NotProved."[Reasons

fordisagreementofEnquiry

Officer'sfindingstobecommunicatedl

7. Consideration of CO's representationand

forwarding EO's Reportto the Commission for

forwardingsecondstage

advice

Fifteendaysfromthedateofreceiptofrepresentation.

8.
Issuanceofordersonenquiryreport. Within one month from the date of

receiptEO'sReport.



GUIDELINESTOBEFOLLOWEDBYTHEAPPELLATEAUTHORITY - THE 2ND STAGE ADVICEOFCENTRAL

VIGILANCECOMMISSIONINTHEMATTEROFDISCIPLINARYPROCEEDINGS.

IOADCircularletterNo.14/2012DT.07.09.2012

MinistryofFinance,DepartmentofFinancial Services Vigilance Section have reiterated theirguidelineson

consultationwith theCentralVigilanceCommission(CVC) fortheir 1stStageAdviceand2nd Stage Advice.

Thesameguidelinesareto befollowed forconsultationwithCVOasVigilanceDepartment,HOisanextended

armoftheCVC.

TheMinistryhasreiteratedthecontentsoftheCVC ManualwhichenvisagesconsultationwiththeCommission

attwostages.Thefirststage ofconsultationarises whenbankproposestoinitiatedisciplinaryproceedingswhile

the2ndconsultationistaken attheconclusion oftheproceedings.Thoughitisnotobligatoryfora Bankorthe

punishingauthoritytoaccepttheadviceofCVC/CVO,however,consultationwithCVC/CVO istoaidandadvise

the DA to come toan appropriatedecision.Further,revision ofthe penaltybythe AppellateAuthority(from

majortominor)asaresultofanappealfiledbythedelinquentofficeralsoamountstononconsultation/nonacceptance

ofadviceofCVC/CVO.

Therefore,inanycasewhereAppellateAuthorityisindisagreementandproposes toreducetheoriginalpenalty

imposed by the Disciplinary Authority in consultation with 2nd stage adviceoftheCommission/CVO,the

matterisrequiredto bereferredbackto theCommission/CVO beforepassingfinalorders,givinggrounds/new

facts for disagreement,justifyingreconsideration.Itis therefore desirable to give due consideration to the

recommendationsofCVC/CVO.

TheMinistryhastaken up thematter with theDepartmentofPersonnel& Training (DoPT)whohasadvised

thatindisciplinaryproceedings,theDA ortheAppellateAuthorityhastodecidethecaseafterproperapplication

ofitsownmind.Consultations,ifanyshouldprecedepassingoffinalordersoftheDA/AppellateAuthorityafter

proper applicationofownmind.Further,intermsofspecialChapteronBusinessManagementinPSBsasframed

byCVC,theCVC/CVOshouldbere-consultedbytheAppellateAuthoritybeforemodifyingthepenalty.

Itis,therefore,advisedthatwheneverAppellateAuthoritydecidestodisagreewiththepunishmentalreadyimposed

in consultation with the Commission/CVO,such matters maybe firstreferredtotheCommission/CVOfortheir

considerationbeforepassingthefinalorder.

MAKINGAVAILABLEACOPYOFCVC'SADVICETOTHECONCERNEDEMPLOYEE-
CONSULTATIONWITHCVC.

1. TheCentralVigilanceCommissionispresentlyConsultedattwostagesindisciplinarypro-

ceedings,i.e.firststageadvice is obtained on the investigation report before issue ofchargesheetand

secondstageadviceisobtained,eitheron receiptofreplyto the charge sheetoron receiptofenquiry

report.TheadvicetenderedbyCVC isofconfidentialnaturetoassisttheDisciplinaryAuthorityand fornot

showing to the concerned employee as providedinpara3.6(iii)ChapterXI&para 8.6,ChapterXIIof

VigilanceManualandreiteratedvideCommission'sletterno.6/3/73-Rdated20.8.73.

2. TheCVChasrevieweditsaforesaidinstructionsandhasinformedvideOMNo.99VGL66dated

28.9.2000thatpara3.6(iii),chapterXIandpara8.6,ChapterXIIofVigilance



Manual(Vol.J)andalsopara2ofCommission'sletterno.6/3/73-Rdated20.8.73maybetreatedasdeleted.

3. TheCommissionhasdecidedthatacopyoftheiradvicemaybemadeavailabletotheconcernedemployeeto

givehimanopportunitytomakerepresentation.

Firststageadvice:A copyofCommission'sfirststage advice maybe made available to the concerned

employeealongwitha copyofchargesheetforhisinformation.However,itisnotnecessarytocall

forthe representation ofthe concerned employeeas he,in anycase,getsanopportunitytorepresent

againsttheproposalforinitiationofdepartmentalproceedingagainsthim.

SecondStageadvice:When the CVC's second stage advice is obtained,a copy thereofmaybemade

availableto theconcernedemployeealongwithreportofEnquiryOfficerto givehim anopportunityto

makerepresentationagainstEnquiryOfficer'sfindingsandtheCVC'sadviceifhedesiresso.

4. AsenvisagedinSpecialChapteronVigilanceManagementtheInquiringAuthoritieswouldsubmittheirreports

totheDisciplinaryAuthoritywho would then examine the EnquiryOfficer'sreportsand forward the same

along with its own tentative views to theCommission forits second stage advice.The Commission

would thereaftercommunicate itsadvice
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STAFFACCOUNTABILITYPOLICY



[CHAPTEÎOj

STAFFACCOUNTABILITYPOLICY

(INSPECTION&AUDITDIVISIONCIRCULARNO.24/2013dt.29.10.2013)INDEX
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8.
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10.
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11.
TimeSchedule

12.
MonitoringofexaminationofStaffAccountability&MIS
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14. Annexure-II

15. Annexure-III

16.
Annexure-IV



STAFFACCOUNTABILITYPOLICY

1. OBJECTIVE:

i. TheobjectiveofStaffAccountabilityPolicyistoensureprotectionofbonafideactionsofthe

officialstakenaspertherules,guidelinesandpoliciesoftheBankandtodeterminetheaccountabilityofthestaff

whoindulge inmotivated/recklessdecisionmaking andorflagrantlyviolatetherulesandregulationsofthe

Bank.

ii. Lendingactivityisthemainsourceofrevenueforthebankand risktaking increditdecisionisanintegral

partofbanking business.The Bank has an elaborate system ofcapturing riskandtheloansarepriced

accordingly.However,few cases are likely to slip into Non-Performing Assets(NPA)due to situations

beyondthe controlof bank officials.Assumptionsmadeatthetimeofsanctionmaychange drastically

duetoexternalfactorswhichcanhardlybevisualized/controlled.Thepolicyofthebankisnottomakestaff

membersresponsibleforsuchaccountsturningintoNPA,lestdecisionmakerswillbeatdisadvantagevis-a-vis

thosewhodonottakedecisionsatall.

iii. Microscopic scrutinyofallcreditdecisions afteraccount slipping into NPA, with anobsessivepre-

occupationwithstaffaccountabilitywillbecounter-productiveforabusinessorganizationwherelending activity is

main source ofrevenue/profitability.Atthe sametime,abankcanillafford to be laxon officialswho

indulge in motivated & reckless decisionmakingand/orflagrantlyviolatetherules& policies ofthe Bank

therebycausingdamagetotheorganization.

iv.While taking decisions with regard to staffaccountability,the distinction has to be understoodbetween

administrativeactionanddisciplinaryaction.Itshould beensured thatbonafidedecisiontaken bytheofficials

in the discharge oftheir duties during normalcourseofbusiness which lateron turned outto be

incorrect,resultinginloss,areto bekeptinthecategoryofadministrativeactionswhichshouldbeviewed

inproperperspectiveandneednottobesubjectedtodisciplinaryproceedings.

v. Ithastobe,however,ensuredthatthose delinquentstaffmemberswho are found prima-facieresponsible

(directlyorindirectly)ofmisconductorworkingagainsttheinterestoftheBankormisusingtheirpositionof

authority,willbesternly dealtwith,inaccordancewiththeBank'srules&regulations.

Approach:

i. Inordertogiveeffecttotheobjectiveofthepolicy,theapproachwillinclude:

a) Whatexactlycausedloss/NPA slippagestothebank?Withoutisolatingspecificcausesfortheloss,itwill

be meaninglessto embarkupon fixing staff accountability.Thisisa vitalstepandneedstobe handled

withutmostcareasitforms thefoundationofentireexercise.

b) Itshouldbecriticallyexaminedwhetherthecauses forNPA/Lossaroseduetoanynegligence/commission/

omissiononthepartofthestaffwhohandledtheaccount/transactionorwerebeyondtheircontrol.

c) Itshouldalsobecriticallyexamined,hadthe specific commission/omission notoccurred whethertheNPA/

losscouldhavebeenavoided.Thisisa crucialstepinlinking thecommission/omissiontotheoccurrenceof

NPA/loss.Intheabsenceofthisstep,the



exercisewillenduponlyaslistofalldeviationswithoutindicatingtheiractualrelevancetotheNPA/

loss.

ii. Oncethespecificcommissions/omissionsofthestaffwhich have direct causativerelationshiptotheloss

sufferedbythebank,isidentified,thestage then comes forexaminingthemfromtheviewpointofbonafide

decisions,theactsofgrossnegligence/recklessness,fraudsormalafide.

iii.Theauthorityforexaminationofstaffaccountabilitywillensure thatthe examination processwilllookinto

thefollowingfactors:

Whetheraperson ofcommon prudence,working within theambit of prescribed rules,regulations and

instructions,would have taken the decision in the prevailing circumstancesincommercial/operational

interestofthebank,isonepossiblecriterionfordeterminingbonafidesofthecase.Apositiveresponsetothis

questionmayindicatetheexistenceofbonafides,anegativereplyontheotherhandmightindicateabsenceof

bonafides.□

iv. InourBank,there are comprehensive guidelineson duties to be performed atvariouslevelswhichhave

been circulatedthrough operativecirculars/BookofInstructions.MakerandCheckersystemisapplicableat

eachstagewhichisfurthermonitoredbyofficialsathigherlevel/controllingauthoritythroughvariousreturns.

Policyaims to ensure thatonlythoseofficialswhoareresponsible formaking,checking and monitoring

with respectto specificactivity,are held accountable fordeviations/irregularities committed and notall

officialswhohavedealtwiththeaccount.IncaseofCircle Offices,ChiefManager/AGM in chargeofcredit

andincaseofHeadOfficerespectiveDGMwhoisdealing withcredit(operation)willensurecomplianceoflaid

downguidelinesandprocedures.Similarly,formattersotherthancredit,theemployeeswhohavehandled

thematter/transactionandtheircheckingofficialsalongwithfunctionalheadsatcontrollingoffice,responsible

formonitoring,shallbeaccountableforanyactofomission/commission.

v. Thestaffaccountabilitypolicyrestsonthebasicpremisethatlossonaccount ofgenuinebusinessdecisions

willnotattractstaffaccountability.While thelosses caused duetomalafideintentionandflagrantviolation

ofsystems andprocedureswillcertainlyattractaccountabilityandthemembers ofstaff,found prima facie

responsibleforsuchacts,areliabletobesternlydealtwith.

vi. Asfarasnatureofactiontobeinitiated isconcerned,aholisticview istobetakenhavingregardtothepast

trackrecordofconcernedofficial/contributionmade/decisionstaken,circumstancesofthecaseandtheextent

ofrelationship ofthe commissions/ omissions to thecauseofloss/ expected loss.In such cases

tolerance levelhas to be calibrated in suchamannerthatmistakes arising outofgenuine decision

making anddeliberateornegligenceactareseenindistinctlydifferentmannerandproceedaccordingly.

2. SCOPE:
OperationalMattersOtherThanNonPerformingAssets(NPA).

Incaseoffraud /malfeasancearising outofoperationalmatters other than NPA,staff

accountability shall be examined immediately when such incident is reported/detectedatthe

branchorotherOffices.Staffaccountability/staffsideactioninthesecaseswillbedealtwith,bythe

competentauthorityatthelevelofCOSAC fortaking aview onstaffaccountability/staffsideaction.

However,incases where nodisciplinaryaction iswarranted,staffside action willbe decided by

COSAC by taking appropriate/administrativeactionincludingdroppingofallegedlapse(s),if required,

duly recordingjustification thereof. 2.1.2 Incases where delinquencies in the operational matters

otherthanNPAsarereportedbytheInspectingOfficialsthroughSpecialReportsintermsof



theextantguidelines,StaffAccountabilityshallbeexaminedonthebasisofthespecialreportintermsofpolicy

alreadyinplacevideIADHOInternalCircularNo.22/2010dated02.06.2010andupdatedfromtimetotime.

In othercases,StaffAccountability,where warranted/called for,shallbe examined as perextant

guidelinesforsuchdeviations/irregularitieswhichareobservedthroughinspectionreports/CARD reports/

MARD reports/RBIinspection reports/Complaints etc.

Rectification of irregularities reported through Inspection Reports (IR) shall be thefocus.No

accountabilityshallbeexaminedonceirregularityistimely rectified.Ifitissubsequently foundthat the

irregularitiespointedoutinthe IR were gotclosed/droppedwithsubmissionofincorrectconfirmation/

replies withoutactualrectification,suchcaseswillbetreatedseriouslyandwillwarrantstaffaccountability.

NonPerformingAssets

ThestaffaccountabilityshallbeexaminedinallborrowalaccountswhichslipintoNon-PerformingAssets.

InaccountswithaggregatesanctionedlimituptoRs.10.00 Lacs, and Governmentsponsoredschemes,

staffaccountability shall be examined on the basis ofAnnualI.Rs/QCAR/specialreports/RBI

reports/complaintsetc.Insuchcases,neitheranystatusnoteshallbesubmittedbythebranchesnor

shallinvestigation be considered/conducted.Howeverincasesofevidenceofmalafides,recklesslending,

impersonation,misutilizationofGovt,subsidy etc.,the matter may be gotinvestigated by the Circle

Headimmediatelywhenmattercameintonotice.

However,incase,thefreshslippage(NPA)ofsmallaccountsduringtheyearin a branchexceeds10%ofthe

creditoutstanding,theCircleHead willexamine theentire creditportfolioofthebranchand,thereafter,he

mayorderforaninvestigation,ifrequired.

Inaccountswithaggregatesanctionedlimitabove Rs.10 lacs (including Governmentsponsored schemes)

anduptoRs.80Lacs,staff accountabilityshallbeexaminedonthebasisofinformationprovidedby

thebranchesasperAnnexureI.IfCompetentAuthorityfeelsthatinformationprovidedinAnnexureIis

notsufficient,thecompetentauthoritymaycallfurtherrelevantinformation to form a view whether

staffaccountability exists ornot.Ifcompetentauthority stillfeels desirable, they may orderfor

investigationinsuchaccounts.TheCircle Office,throughaself-contained note (SCN),containingbrief

history ofthecase,identifiedlapses along-withviews ofconcernedofficialsaswellasviewsofCircle

Office,shallplaceacasebeforerespectivecompetentauthoritywhowilltakeaviewonstaffaccountability.

Inaccountswithaggregatesanctionedlimitabove Rs.80 Lacs,staffaccountabilityshallbeexaminedon

thebasisofstatusnotestobe submitted bybranchesin theprescribedformatasperAnnexureII.If

required,additionalinformationmaybeobtained.Incasetheinformationisnotsufficientforexamining

staffaccountability then competentauthorityshallorderinvestigation in identified accounts.Reasons

fororderinginvestigationwillbeclearlyspeltoutwithspeakingorder.Inotherwords,themandateto

investigatingofficerwillbespecific.

Whereveraview istakenforconductinginvestigationby the competentauthority,detailsofsuchcases

willbeforwardedto ZAO foraccountssanctionedup to Rs.80.00lacsandaccountswheresanctioned

limitisaboveRs.80.00lacstoIADHO fordeputinginvestingofficialforconductinginvestigation.Incasewhere

decisionistaken fornotconductinginvestigation,detailsofsuchcaseswillbeforwardedtoZAOforaccounts



withsanctionedlimituptoRs.80.00lacsandtoIAD HO,incaseswheresanctionedlimitisabove

Rs.80.00lacsforMISpurpose.

BasedoninformationreceivedasperAnnexure-IIand/ orinvestigation report,theCircleOffice,through

a self-contained note (SCN),incorporating theirviews/recommendationsonstaffaccountability forthe

lapses/ irregularitiesalongwiththeofviews/clarifications of Concerned/ responsible officials,sought

along with copiesthereof,withfactualassessmentthereofshallsubmit a case(excludingthecases

ofLCB)torespectivecompetentauthority who willtake a view on staffaccountability.Incase,loan

accounts relate toLCB,theselfcontainednotewillbe prepared by the concerned LCBalong with the

views/ clarificationsofConcerned/ responsible officialssoughtwiththecopies ofsupportingdocuments

and willsubmit the same to FGMO.FGMOafterincorporatingtheirviews/ recommendations on staff

accountabilityon thelapses/irregularitiesshallsubmita caseto respective competent authority who

willtakeaviewonstaffaccountability

Investigationswillbeinvariably got conducted in Quick Mortality accounts withaggregatesanctioned

limitofRs.25 lacandabove andtheprocedure for examining/ determiningstaffaccountabilityinquick

mortalityaccounts,remainsthesameasinNPAaccounts.

Itwillbetheresponsibilityofthe concerned Circle Office to identifyand keep proper recordofQuick

Mortalitycases and report to the higher authorities as per instructionsfrom timetotime.Non-

identificationand non-reporting of Quick Mortality cases willbeviewedseriouslyandwillwarrantstaff

accountability.

3. COMPETENTAUTHORITYFORTAKINGVIEWONCONDUCTINGINVESTIGATION

/EXAMINATIONOFSTAFFACCOUNTABILITY:

Fortakingaviewonconductinginvestigation/staffaccountabilitythefollowingcommitteesshallbethe
competentauthority:-

S.No AggregateSanctioned

Limit

Competent Authority for taking view on

investigationand/orstaffaccountability.
a. UptoRs.80.00Lacs COSAC-Committeeof3seniorofficialsintherankofCH/AGM/CM.

(Convener functional manager of

Inspection&AuditsectionatCircleOffice).

b. AboveRs.80.00 Lacsandup

to Rs.4.00crores

FGMSAC - Committee of 3 senior officials AGM-CO

nominated by FGM, AGM-ZAO, AGM-FGMO. (Convener,

CMFGMO).
c.(i) AboveRs.4.00Crores Committeeof3GMsatHO(IAD,Recovery8iIRMD)for

taking a view on conducting/ not conducting

investigation,(coordinator-RecoveryDivisionHO)
c.(ii) AboveRs.4.00 Crores8i

up to Rs. 10.00

Crores

HOSACI-Committeeof3DGMsatHO (IAD,Recovery,8iMARD

Divisions)forexaminingaccountability

(CoordinatorAGM -IAD).

c.(iii) Above Rs. 10.00

crores

HOSACII-Committeeof3GMsatHO(IAD,Recovery,

Credit Review 8i Monitoring Divisions) for examining

accountability(CoordinatorDGM-IAD)

Formation/changesinthecomposition/constitutionoftheCommitteesshallbeapprovedbyFGMincase

ofCOSAC8iFGMSACandbyED/CMDincaseofHOSACI8iII.



Thedeterminationofstaffaccountabilityshallrestwith an authorityatleastonescalehigherthanthelevelof

official(s)whoseactions arebeing subjected to scrutiny.In case, multiplenumbersofpersons areidentifiedas

erring officials(EOs),compositecaseshallbeplaced beforetheauthorityapplicableinrespectofhighestlevelof

EOs.

4. BROADAREASOFRESPONSIBILITY

Essentially,lapsesfallintothreebroadcategories:

a. Procedurallapsesorcasualnegligenceintheordinarydischargeofone'sduties,andnot

involvingfinancial/legalliabilities/implicationsfortheBank.

b. Grossnegligence,detectionofrecklesslending.

c. Lapseswithmalafideintentions.

OperationalMatters

Incaseofmalfeasancearisingoutofoperationalmatters i.e.Credit management,Non-creditoperation,

Administrative functions etc. cases for examination of staffaccountabilityshallarisewhensuch

incidentisdetectedatthe branch orother offices throughvarious sources.Anillustrativelistofbroad

sourcesofreporting/areas ofirregularitiesisgivenbelow;

a) SpecialReports

b) Audit/Inspectionreports/MARDreports/RBIreportsetc.

c) Crucialreturns,branchvisitbyseniorofficials

d) Frauds

e) Complaints(excludinganonymous/pseudonymous)

f) Misbehavior

Areasofaccountabilityinnon-credittransactionscouldbeasunder:

InrespectofNPAaccounts(NonBorrowal)dueto Cheque related frauds, passed/debited eitherfor

cashpaymentorbytransfer/clearingbyanofficialatbasebranchorintersoletransactionsatother

sole which lateron,turned to be forged/in-genuine,in such cases,officials who have entered/

verified/passed thecheque/instruments,areaccountable,ifrequiredsafeguards/proceduresincluding

verificationofcheques underUVLampetc.arenottaken/followed.

Ifthechequecontainedapparenterrors/ mistakesand proceeds of cheque of largeamounts

(disproportionatetothevalue/ risk assessmentofthe account) has beencreditedtotheaccounts,in

suchcases,concernedofficialswillbeheldaccountableifaccountisnotKYCcompliant.

Inrespectofnewlyopened accounts,dummy accounts andlow value accounts,wheresuchcredits

wereafforded,officialsinvolvedinpassing /creditingtheamountwillbeaccountable.

Itisincumbentupontheconcernedofficialtoestablish thathe/she did proper duediligence before

affordingthecreditand taken allprescribed precautions,whilecreditingtheamount.These guidelines

arealsoapplicable,where debitsorcreditsoflargevalueareallowed.

Incaseofperceivedfraudinchequepaymentorcloning ofcheque,Bank seeks an outsideexpert

opinion as to the possibilityofdetection ofdefect in the instrument.Thedeficienciesobserved by

expert maynotbe possible to be detected throughnakedeye.Thisaspectshouldbekeptinview

whileidentifyingthelapseandholdingpersonresponsibleforthatlapse.



Incase,UVlampisnotprovidedin the branch orifprovided butthe same was notfound in order,

wherechequerelatedfraudhastakenplace,theIncumbentInchargeoftheBranch/BackOfficeupto

VLB categoryand Manager/Senior Manager/ChiefManager(Inchargeoperation)incaseofLCB/MCB/

ELBshallbeaccountable.

In respectofoutward clearing chequesand collection ofoutstation cheque,theofficials/staffwho

verifiedandpassedthechequeforcredittotheaccount,shallbeaccountable,ifaboveguidelinesarenot

adheredtoin terms ofrole andresponsibilitiesofcollectingbanker.

Non-compliance of =Know your customer'and Anti-Money Laundering (AML) related policyand

proceduralguidelinesofBank/RBI,inopeningandservicingaccounts,thusexposingthebanktolegaland

financialrisks,theconcernedofficialsshallbeheldaccountableforsuchnon-compliance.

4.1.3Misuse/Sharingofpasswords:

Inrespectofmisuseofpasswordsandsharingofpasswords,theemployee/officer whosepasswordismisused/

shared,willbeaccountableforthelapses alongwiththeofficial/staffwhocommitsfraudsorpassesdebits/

credits,usingthepasswordsofothers.However,inexigencieswhensharingofpasswordforlimitedpurposeand

foraspecifictimeperiod isnecessary,theguidelinescontainedinIAD Circular38/2009dated 07.07.2009and

modifiedfromtimetotime,beadheredtobytheconcernedofficial(s).

BorrowalAccounts:

Thebroadareaofresponsibilitiesforexaminingtheroleofofficialsshallbeasunder:

APPRAISAL

Appraisaliscarriedoutatthe grassroots level i.e.atbranches oratCircle Office.Attimes,techno-

economicviability(TEV)isalso carried outbyTechnicalOfficer.ItisthedutyofTechnicalOfficerto

ensure properassessmentofthe techno-economic viabilityoftheunitandhewillberesponsibleforthis

aspect.Properscrutiny astotheacceptabilityoftheproposalwithintheframeworkofpolicy/ guidelinesof

thebank&adheringtothenormsprescribedinthatregard/verificationoffinancialstatements,projections,

status and credentials ofthe promoters/guarantors obtained from themarketorothersources,the

correctness ofdata and otherbasic aspects ofthe proposalasstipulatedfrom timetotimeshallbe

ensuredbytheofficials conducting pre-sanction appraisal.Incaseoftakeoverofaccounts,besides due

diligenceofpromoters,strictcomplianceoftermsandconditionsapplicablefortakeoverofaccounts,as

inallothercaseswillalsobeensured.

The processing officials shallbe responsible forcorrectness ofthe information furnished inthe

ConfidentialReports.

Incasetheappraisalisdone/gotdonebyother Banks/ FIsoranexternalagencyapprovedbyBanketc.,

and/orifitisajointappraisalasincaseofconsortium,dueweightageshallbegiventothisaspectbyIO

when reportis being compiled and also atthetimeofexaminingstaffaccountabilitybytheaccountability

committee.

RECOMMENDATION

Theofficial/authorityrecommending a proposal/ credit facility(ies) willbe responsibleforassessing

importantaspects of the proposal stated above, specifically giving viewsonacceptabilityofthe

promotersandtheproposalbeingwithintheframeworkofpolicy/



guidelinesofthe bank and adhering to the norms prescribed in thatregard.He willensurethat

deviationsfrom prescribednorms/ proceduresareclearly broughtoutwithjustifications andproposalis

placed to the Sanctioning Authority/Credit ApprovalCommittee(CAC)asperthe laid down guidelines

containedinBookofInstructions/Circulars/CreditPolicyoftheBank,issuedandupdatedfromtimetotime.

Insuchcircumstanceswhendeficiencieshavebeenbroughtoutin the proposaland theproposalhasbeen

recommended by the recommending authority with justifications/suggestivemitigants,theaccountability

shallfallontheconcernedofficialsasunder:-

a)Deficiencieshavebeenpointedoutandtheproposalhasbeenrecommendedbytherecommending

authority with justifications,no accountability shall fall on the concerned officials whohad

appraised/processed/prepared/recommended theproposal.

b)Deficiencieshavenot been pointed out and the proposal has been recommended bythe

recommending authority,accountability shall fallon the concerned officials whohadappraised/

processed/prepared/recommendedtheproposal.

SANCTION

TheOfficials/Authoritysanctioningthe proposal/credit facility(ies) willberesponsibleforadheringto

thenorms prescribed under delegation ofpowers,Credit Policy oftheBank,macro-levelperception

about acceptability of the promoters and the creditproposalandthenormsprescribedbyRBI,

Governmentand other regulatorybodies.Wherevertherearedeviationsfrom the prescribed norms,the

sanctioningauthoritywillrecordtheirspecificcomments/views/stipulationsonacceptabilityofthesame

with properjustification.

Wheneverthedecisionofthesanctioningauthoritywasintunewiththeprocedures/lendingpolicyofthe

Bank/RBI,systemsinvogue,noaccountabilitywilllieagainsttheSanctioningAuthority.

Incasedeficiencies/deviationsarebroughtoutintheproposaland credit facility issanctioned/disbursed

withoutgivingjustificationorexceeded his authority withoutreportingtohigherauthoritywithallrelevant

details forratification/approval/review,in suchcases,thesanctioningauthorityshallbeheldresponsible/

accountable.

DOCUMENTATION

Loan/Securitydocuments,obtained&executed willbe on proper/ prescribed formatComplete,valid,

enforceable,having allcovenants duly incorporated and duly vetted intheeligible cases. Forthe

deficiencies,ifdetected subsequently,the officials assignedthedutyofexecutionofloandocumentsor

inwhosepresencedocumentsareexecutedshallberesponsible.However,incases where documents

havebeen gotvetted fromtheapprovedadvocate/firm ofsolicitorsandlegalauditisbeingdone,the

officialswillnotbeliableforanysubsequentdefectobserved,exceptincases where qualifyingremarks

ofadvocate/auditorwhoconductedlegalaudit/vettedthedocumentshavenotbeenattendedto.

ThebankisassigningtheworkrelatingtoNEC,Valuation reports,IT returnsverification,duediligence

ofcustomers,stock/assets verifications etc.,to outsideagenciessuchasAdvocates,Architects/Valuers,

CharteredAccountants,Lenders'



Engineers,CustomerPointVerificationAgency (CPVA)etc,whoareontheapprovedpanelofbank.The

reportstenderedbytheseagencies are accepted and/ orstipulations/conditions,ifany,arecomplied

with,noaccountability oftheofficials shalllieinsuchcases ifanydefectsarenoticed/detectedlater

on,pertaining to issuescoveredintheirreports.However,theconcernedofficialsto ensure thatallthe

aboveactivitieswerecarried outstrictly aspertheBank's guidelines/instructions/circularsissuedfrom

timetotime.

PostSanctionFollowUp

i. Systemofsupervisionandmonitoringofcreditaslaiddown bytheBankwillbemeticulouslyfollowedby

concerned officials. The official responsible for disbursementwillensurethatthesamehasbeen

permittedaspertermsofsanction.

ii. Itisalsothedutyoftheofficialsin creditdepartmentatbranchesto ensure thecomplianceofterms&

conditionsofthesanctionandalsocomplianceofsystemsandprocedures,maintenanceofrecords,followup,

stockinspectionandsubmissionofstockverificationreportetc.Atcontrollingoffices,officials shallensure

follow up forcomplianceofterms&conditionsstipulatedinthesanctions.

iii. Monitoringoftheloansandadvancesshallbethedutyoftheofficials(loanofficer/creditmanager)inthecredit

departmentwhoshallmonitor and/or bring to thenotice ofhigherofficialsandincaseofbranchesto

theIncumbentIncharge inwriting aboutdiversionoffundsbywayofcashwithdrawal,transfer to

sister/allied concerns,paymentstowardsnon-businesspurposesetc.Disbursementsshallbeauthorizedbythe

Incumbents/CreditIncharge/Manageranditis theirduty to ensure thatpostsanctionfollowsupand

inspectionisconductedincludingmaintenanceofsuchrecord.

iv. Further,theresponsibilityto ensure timely recovery measures,monitoring the conductoftheaccount

whichincludeunitinspection/securityinspection,keepinginsurance/ECGC/CGTMSEcoverinforce,keepingthe

debt in forcebytaking periodicbalanceconfirmation letters,filing ofsuitwithin limitation/initiation of

SARFAESIproceedings,takingrecoverystepspromptlyinaccountsmarked forrecovery,promptexecutionof

recoverycertificates/ExecutionPetitionsetc. and all such measures toprotecttheinterestoftheBank

shallliewiththeofficialsassignedwiththistask.

v. Attimes,anofficermaypermitadhoc/excessbeyondhisdiscretionarypowersintheinterestofbusiness,it

shallbethedutyoftheofficialwho hadpermittedsuchoverdrawingto ensurethattheproposalfor

ratification ofhis action is sentimmediately as perbank guidelines/procedures to the competent

authority. In circumstances wherever thereis genuine error in interpretation of guidelines, the

ratification/confirmationproposalwillbemoved to competent authority immediately after cominginto

theknowledgeofsuchanevent. The bank has prescribed time frame in which decision is to be

conveyed on confirmation proposalotherwise the action is deemed to beratified.Whenever,the

AppropriateAuthorityforthispurpose,takesa decision notto confirm anyaction,specificdirectionsmust

alsobegivenforfurthercourseofactiontodealwiththeaccountandthatappropriateauthorityshall

proposesomeactionagainsttheofficialsforsuchlapses.

Renewal/ReviewofCreditlimits:

i. Wherethelimitisrenewed/reviewedwithout enhancement,accountability may not beattributedtothe

recommendingofficial/sanctioningauthorityonlyforhaving renewed/reviewedthefacility,providedthesame

hasbeendonewithproperjustification.



ii. Ifthe limitis renewed with enhancementin an accountwhich was standard atthe timeofrenewal,

subsequentdeviations/irregularitiesifnotedintheaccount,shallnotbeattributedtotheofficialswhohad

originallyappraised/sanctioned thelimit.10shouldtakepropercarewhile identifyingthelapses ofthe

officialswhohavesanctionedthelimitpriortotheenhancementmadebysubsequentofficials.However

the clause shall notapplytothoseofficialswhohadsanctioned/recommendedinitially aswellas

renewed/enhancedthelimitsubsequently.

QuickMortality

a. Theloanaccountswhere_mortality'takesplacewithinoneyearofsanction/takeover/disbursementwhicheveris

later.

b. Incaseofterm loans,where repayment/moratorium periodhasbeen permitted orCommercialOperation

Date(COD)isfixed and/ormoratorium period /COD isextendedbytheAppropriateAuthority within

permissible guidelines, for this purpose,theperiodof1yearshall be reckoned from the date, first

installmentisdueforrepaymentafterthemoratorium/COD/extendedmoratoriumorCOD.

c. Intheaboveperspective,whilereportingofaccountsasQuick Mortalitycases,anadministrativeviewbetaken

ifjnortality'hastakenplacewithinoneyearofsanction/takeover/disbursement.An accountmay not be

classified as Quick Mortalitymerelyontheground thatinterest/installmentcould notbedeposited.

Controllingofficewillgetsatisfiedwithregard to =Mortality'oftheaccount,keepinginview thepositionof

availablesecurities,levelofactivityandprospectsofrecovery andregularizationofaccounts.

RestructuredAccounts:

Attimes,needmayarisewhererestructuringisrequiredtorevivetheunitsandingenuinecases,

officialsmayundertaketherestructuringexercise,insuchcasesfollowingguidelineswillapply:-

i. IfintheinterestoftheBank,restructuringoftheaccounthasbeen done as perBank's guidelines,without

increasingbank's exposureand/orwithout diluting the availablesecuritiesandsuchrestructuringfails,no

staffaccountabilityshallbefixed forthe same,providedtherearenomajorirregularities persisting atthe

timeofrestructuringisdone,whichcontinuedtilltheaccountslippedtoNPA.

ii. Similarly,ifoperationisallowedbytheappropriateauthority,aftertagginga partofthecredits/saleproceeds,

depositedforregularizationofirregularorNPA A/c,no staffaccountabilitywillbefixedifbank'sguidelinesin

thisregardareadheredto.

iii. Where the limits are renewed with enhancementas partofrestructuring- Even iftherearesome

deficienciesintheoperationoftheaccountandiftheenhancementoflimitwas intendedfortherevivalofthe

viable unit, nostaff accountabilitywillbefixed ontherecommendingofficial/sanctioningauthority,if

restructuringhasbeendoneasperextantguidelines.

iv. IncaseNPAaccountsaretaken upforrestructuringaspertheextantguidelines,staffaccountabilityup to the

dateofNPA maybeexaminedseparatelysothattherestructuringprocessisnotdelayed.

v. Theseguidelinesshallnotbeapplicableinrespectoffraud,wherestaffaccountabilitywillbe
examined.



ConsortiumAdvances:

In case of consortium advances,the pre-sanction appraisal/disbursementis being donejointlybyall

consortiummemberbanks,insuchcasesiftheaccountturnstoNPA,theCompetentAuthoritymaytakeaview

regardingstaffaccountabilityinlinewiththeconsortium members,iftheleader/majority ofthemembers

oftheconsortium isoftheviewthattheaccounthadgonebadforthereasonsbeyondthecontrolofthe

bankofficialsandnomalafidesaresuspectedonthepartofthebankofficials.

5SUBMISSIONOFSTATUSNOTE:

IncaseoffreshslippagesinallNPAaccounts,onecalendarquarterwillbeprovidedas

—coolingperiodforthepurposeofup-gradationofaccountandiftheaccountafterthecoolingperiodisnot

upgraded,thebranch Incumbentwillsubmitastatus noteon theprescribedproforma (Annexure-I)in case

aggregatesanctionedlimitisaboveRs.10lacsbutuptoRs.80LacsandAnnexure-II,incaseaggregate

sanctioned limitis above Rs.80Lacs,to the concerned Circle Office within 15 days ofcompletion of

coolingperiodi.e.iftheaccounthasslippedintoNPA betweenJanuary-Marchquarter,thestatusnote

forsuchaccountsaretobesubmittedby15thofJuly.

Coolingperiodwill,howevernotbeapplicableincasesofborrowalaccountsslippingfrom

StandardtoDoubtful/Losscategory/quickmortalitycases/orwherefraudhasbeen

committed.Insuchcases—StatusNoteonAnnexure1/II,shallbesubmittedbytheBranch

IncumbenttotheCircleOfficeimmediatelywhenincidencecametothenoticeandincaseof

LCBaccountstoFGMO.

Incasethe branch is underconcurrentaudit,such status notes willbe countersigned by the

concurrentauditor.WheretheBranchIncumbenthimselfisthesanctioningauthority,thestatusnote

shallbegotfilledupbytheCircleOffice.

ThecasesfallingunderthepurviewofCOSACwillbedisposedof,aspertheprocedureexplainedherein.

AllothercasestobedealtbyFGMSAC /HOSAC willbeforwardedbytheCircleHeadtothemwithin15

daysofreceiptofthesamealong withhisviewsandrecommendationon the lapsesand reasonsfor

accountbecomingNPA.ThecasesrelatingtoLCB,willbesubmittedtoFGMSAC/HOSAC

6. INVESTIGATIONS:

Wherecommitteehastaken a view forconducting investigation,in such cases the convenerof

COSACandFGMSAC willprovidethecopiesofstatusnotesandadditionalinformation,ifanyto ZAO

forconductinginvestigation.Similarly,theconvener ofCOGMatHOwillprovidethecopiesofstatus

notes andadditionalinformation,ifany,toInspection&AuditDivisionHO forconductinginvestigation.

ZAO/IAD HO shallgetthesecasesinvestigatedbydeputingInspectingofficials(IOs)asunder:-

s.
No.

Accountwithaggregatesanctionedlimit Levelofofficeras10

1.
UptoRs.4crores OfficerinScale-III

2.
AboveRs.4croreanduptoRs.10crores OfficerinScale-IV

3. AboveRs.10croreanduptoRs.20crores OfficerinScale-V

4. AboveRs.20crores OfficerinScale-VI



Theinvestigationreportwillbevettedbytheofficialsasunder:

LevelofInvestigatingOfficer VettingAuthority

OfficerinScale-III&IV AGM atZAO

OfficerinScale-V DGM atZAO

OfficerinScale-VI IAD,HO

Thevettingofreportof10shallbedonebyvetting officialsbroadly onthefollowingparametersandthey

shouldrecordtheirviewsinthevettingreport:-

■ Whetherreporthasbeenpreparedby10intermsofaccountabilitypolicy.

■ Thelapseshavebeenidentified by10 are supported bydocumentaryevidenceand/orareinlinewith

theBank'sprescribedguidelinesissuedfromtimetotimebyHODivisions/RBI/GOIetc.

■ Viewsofidentifiedofficialshavebeenobtainedandthesamehavebeenincorporatedagainstthelapses

identified.

■ Theerringofficialshavebeencorrectlyidentified.

■ Vettingofficialsshouldensurethat10hasdiscussedinhisreportthemainreasonsforfailureofbusiness

eitheronthepartofborrower,suchasnon-obtainingofvariousclearance/certificates/licenses from the

variousgovernment authorities or may beinternalorexternalsuch as change in Govt,policy,

economicslowdown,whichleadtotheaccountslippingtoNPA.

IfDGMisassignedaninvestigation,such designated Investigating Officialwillbeprovidedtheassistance

ofanauditingofficialinScaleIII/IV.

Incaseaccounthasalreadybeeninvestigatedorspecialinvestigationisunder process,repeatedinvestigation

willnotbeorderedunlesstherearecompellingreasonstodoso,whichwillbeclearlybroughtout.

TheInvestigatingOfficer(10)shouldhavesufficientknowledgeoftheinstructions,proceduresandguidelines

oftheBank.Inanycase,he/shewillacquainthimselffullywithalltheseproceduresbeforeproceedingwith

thetaskassignedtohim.

7. PROCESSOFINVESTIGATION

GuidelinesforcarryingoutInvestigation/ResponsibilitiesoftheIOs:

Theobjectiveandfocusoftheinvestigationwillbeaspermandateofinvestigationand

10toidentifythereasonsresponsibleforthe accountslipping to NPA.Itis to furtherfindout,whether

suchreasonsaredueto thecommission/omission on thepartofaparticularofficial.IOsto critically

examine the factors i.e.internalorexternalduetowhichqualityofassetsfinancedhasdeteriorated

Internal:whetherthecreditfacilitiesassessedwerewithintheframeworkofthelendingpolicyofBank/RBI,

properverification of credentials of promoters/borrowers/guarantors hasbeendoneintermsofBank's

guidelines.

External:Thequalityofassetshasdeterioratedduetoeconomicslowdown,change ingovernmentpolicyetc.,

fraudcommitted by borrowerorany otherrelevantfactors.IOs shouldalsocrystallizetheactionpoints

whicharerequiredtobetakenbythebankfor



up-gradationofaccounteitherthroughrecoveryorotherwiseandsubmitlatestdevelopmentintheaccount.

IOswillactasfactfindersandnotasfaultfinders.Whilecompilingtheirreporttheywillavoid making value

judgmentsandwordslikeshouldbe,oughttobe,needtobeetcaretobeavoided.

The10whilelisting thedeviations/irregularitieswillseek views oftheconcernedofficial(s)inwritingand

shallincludesuchviewsandhiscommentsinthereport.Theconcernedofficial(s)willbegiven15days'time

forsubmissionofhis/herviews.Suchcommunications willbe sentto the identified concerned officials

directly withacopyto thereportingauthorityunderwhom theofficialisworking.Ifhewantstovisitthe

branchforverificationofrecords,hemaybepermittedtovisitthebranchforonedaywiththeknowledgeofhis

reportingauthority.Thesaidofficialmaybegiven furthertimeof7days,ifrequired.Incasethereplyisstill

notreceivedfrom theofficial,thenthe10willsubmithisreportonthebasisoffactsavailableonrecord

andincorporatethatreplyhasnotbeenreceivedfromtheconcernedofficial.

The10willpreparethereportontheprescribedformat(AnnexureII)asperthemandateprovidedtohim

andgivethefactualposition,roleandresponsibilityoftheofficialinvolvedalongwithspecific instances

of non-compliance of guidelines/instructionsatdifferentstagesanditslinkageto theslippageofaccount

toNPA category.The10willalsosubmittheBioDataoftheemployeeonAnnexureIV.

The10 whilementioning the deviations/irregularitieswillcorrelatewith supportingdocumentsandprovide

copiesofsuchsupportingdocumentsintheform ofannexuretotheinvestigationreport.

The10willlookintotheperiodofstayofofficialidentifiedinhisreportwiththehelpofconcernedCircleOffice

/FGMOandwillensure thatthe concerned officials were actuallypostedatthebranch/officeasonthe

dateofoccurrenceofdeviations/irregularitiesandwereresponsibleforthesame.The10willalsomakea

specialmention,iftheconcernedofficial(s)isretiringwithinaperiodofoneyear.

The10willalsolookintotheaspectandreportwhethertherewasanyinstanceoffailureonthepartof

ConcurrentAuditor(s)in timelyreportingofanyseriousirregularitywhichhasledtheaccountslippinginto

NPAcategory.

8. EXAMINATIONOFSTAFFACCOUNTABILITY

Onthebasisofstatusnote,andadditionalinformationcalledfor,theCompetentAuthorityshalltakeaview

whetherstaffaccountabilityexistsintheaccountornot.

TheCompetentAuthority on perusalof status note/ additionalinformation may form a view that

irregularities/deviationsareofroutine/proceduralnature and do nothave anybearingonslippage ofthe

account into NPA. In such cases competentauthorityshallorderforanadministrativeactionrecording

reasonsforsuchdecision.Theadministrativeauthorityinthisregardwillbeatleastonestephigherthan

theofficialwhoseaccountabilityisbeingexamined.

Ifaccountabilityisperceived,thereasons forperceivingaccountabilityshallberecordedwithreferenceto

thedeviations/irregularitiesobservedfrom thelaiddownguidelines / regulationsandits linkage with the

reasonsfortheaccountturninginto NPA.ThereaftertheCompetentAuthorityshallreferthematterto IAD,

HO in cases ofactionable lapses onlyforplacing thesamebefore theInternalAdvisoryCommitteeunder

copytotheDisciplinaryAuthoritywithfulldetails.



The10willsubmitinvestigationreporttoCircle Office and copy to ZAO/IAD HO.Upon receiptof

Investigation report, the processing/vetting officials atCO/ZAO/IAD HO willensure,thefollowing,before

placingthemattertothecompetentauthority:-

a) TheInvestigationreportidentifiesthecause(s)ofaccountbecomingNPA,

b) Whetherasperinvestigationreport,thecause(s)werefacilitatedbythedeviations/irregularitiesattributable

totheofficialsofthebank,

c) Whetherinvestigationreporthas identified the official(s)forthe deviations/irregularitiesmentionedin

the report,defined the role ofeach ofthe officialswith theirdesignation,theirperiodofstayinthe

branchanddateofretirement.

d) Whetherallthesupportingdocumentsasstatedinthereporthavebeenattached.

Iftherearediscrepanciesforwhich processing officials need clarification,they may seekclarificationsfrom

investigatingofficialsdirectly.TheCircle Office willprepareaself-containednote(SCN)andwillsendittothe

CompetentAuthority along-with reportof10.On the basis ofself-containednote,thecompetentauthoritywill

examinestaffaccountability.In case,loanaccountsrelatetoLCB,theselfcontainednotewillbepreparedby

LCB and they willsend SCN to FGMO.FGMO afterincorporating theirviews/recommendations on staff

accountability onthelapses/irregularities,shallsubmitacasetorespectivecompetentauthoritywhowilltake

aviewonstaffaccountability

Basedona self-containednote(SCN)submittedbyCircleOffice,theCompetentAuthoritywillexaminethe

accountabilityandshallarriveatoneofthefollowingconclusions:

a) Therearelapsesidentified by the 10 againstconcerned official(s)and lateron itwas found bythe

CompetentAuthority,onthebasisoffacts& supporting documentsthatlapses/irregularitiesidentified,actually

donotpertainornotattributable to him/her,competentauthoritymaydropsuchlapses.

b) Therearesomeprocedurallapses/irregularitiesandCompetentAuthorityfound thatthese arenotactionable

lapsesagainsttheconcernedofficials.Insuchcasesnoaccountabilityisperceivedandonlyadministrativeaction

againstconcernedofficialmaybewarranted.

c) Accountabilityisperceivedagainstconcernedofficialsanddisciplinaryactioniswarranted.

Incasesof(a)and(b)asmentionedabove,ifnostaffaccountabilityisfinallyperceivedbytheCompetent

Authority,thematterwillbe treated as closed. Such decisions ofCompetent Authority shall be

communicatedinwritingtotheconcernedofficialandthere isnoneedtosendsuchmatterstoIAC HO

forexaminingvigilanceovertone/vigilanceangle.

Incaseof(C)above,themattershallbereferredtoIAC HO forexaminingvigilanceovertone/vigilanceangle

foronwardsubmissiontoChiefVigilanceOfficerforhisfinalviews.

9. DETERMINATIONOFVIGILANCEANGLE/OVERTONE:

Intakingacreditdecision,credit riskforms an integralpartofbusinessand vigilanceactivityin financial

institutions is also an integralpart of the managerial function.Therefore everyloss caused to the

organization,eitherpecuniary ornon-pecuniaryterms,neednotnecessarilybecomethesubjectmatterof

a vigilance inquiry. Adistinctionhasbedrawnbetweenabusinesslosswhichhasarisenasa consequence

ofabonafidecommercialdecisionandextraordinarylosswhichhasoccurredduetomalafide,



motivatedorrecklessperformanceofduties.While the former has to be accepted as anormalpartof

businessandignoredfrom thevigilancepointofview,thelaterhasto beviewedanddealtwithappropriately

undertheextantdisciplinaryprocedures.

Oncethestaffaccountabilityaspectisexaminedbythe competent authority andactionablelapsesare

established,thecompetentauthoritythrough aIAC notewillforwardthecasesofactionablelapses only

ofconcerned official(s)to the Inspection &AuditDivision,HO forplacing the same before Internal

Advisory Committee fortakingviewonvigilanceovertone/angle.TheviewsofIAC willbe forwarded to

Chief Vigilance Officerfortaking a final view on vigilance overtone/ angle.The InternalAdvisory

Committee(IAC)shallbeconsistingof3GMsandformationofthiscommitteeshallbeapprovedbytheCMD.

Casesinvolvingadministrativeortechnicallapsesi,e,lateattendance,disobedience,insubordination,unauthorized

absencefrom duties,proceedingonleave without priorsanctionorcontinuationonunauthorizedabsence

from duties,misbehaviorofstaffmemberswithcustomersoramongthemselvesetc.neednotbereferredto

IACHOforexaminationofvigilanceovertone/angle.

ThedeterminationofVigilanceangle/overtoneshallbedoneintermsofprevalentCVCguidelines.

10. OTHERS/MISCLLANEOUS:

Noofficial,who happens to be the sanctioning/recommending authority in respectofa NPA/Quick

Mortalityaccount under examination, will be associated in the process oftakingview on

examination/determinationofstaffaccountabilityinthesaidaccount.Insucheventuality,iftheincumbent

ofZAOortheCircleOfficeisinvolvedasrecommending/sanctioningauthority,thematterwillbereferred

toIAD HO fortakingafinalview.

10.2(a)Noaccountabilitywillbe fixed foranylapse,which has notbeen pointed outin thetwosuccessive

inspectionreportsor4yearsfrom thedateoftheevent(i.e.occurrenceoflapse)whicheverislater.

10.2(b)Incaseirregularityhasbeenpointed outintheIR butobservationswerenotcommunicatedto concerned

officialfor his/herremarks/views within the abovementioned4years,theconcernedofficialshallnot

beheldaccountableforlapses aspointedoutinthatIR.HowevertheCircleHeadwillexaminethereasons

forsuchnon-communicationandifrequired,willtakeappropriate action againstthe officialsresponsible

forsuchnon-communication.

10.2(c)Based on IRs/specialreports/complaintsoncecommentsof concerned officialhas been called for

and replies/views were submitted by him,the competentauthority willtakeaview fordroppingor

otherwise,normallywithinaperiodofsixmonthsfrom thedate,whenviews/commentsofthatofficial

are received.If the competent authority doesnottakeanydecisionwithinthestipulatedperiod,the

concernedofficialwillnotbe subjectedtostaffsideaction, iflapses are further identified through an

investigationreport.However,insuchcases,theCircleHeadwillexaminethereasonsfordelayandifrequired,

willtakeappropriateactionagainsttheofficialswhoareresponsibleforsuchdelay.



10.2(d)Further,incaseofinvestigationconductedsubsequenttotwoRegularinspectionsaftersanction

/disbursementofcreditfacilities,nofresh—presanctionlapsesotherthanthosepointedout

throughRegularInspectionReportbeconsideredforfixingofaccountabilityunlessthereis

elementoffraud/malafideetc.,withinthefollowingstipulations-

(i) Ifthefraudhasbeenperpetratedbytheborroweronthebank,theclauseoftwosuccessive

inspectionreportor4years from thedateofevent (i.e.occurrenceoflapse)whicheverislater,

shallcontinue.

(ii) Incaseofmalafideactionorcollusionofstaffwiththeborrowerorfraud isperpetratedonbankby

thestaffmembers,thenthetimelineshallnotbeapplicable.

Incaseswherestaffsideactionagainsttheallegedresponsibleofficialsareconsideredanddroppedby

theCompetentAuthority,—decision shallbecommunicated inwritingtotheconcernedofficial.

Whilefixing person responsibleforlapses i.e.identification ofConcerned Officials,guidelinesissuedby

theBankfromtimetotimewillbekeptinview bytheInvestigatingOfficialsandcompetentauthority.

StaffAccountabilityistobefixedinafairandtransparentmannerandwillnotbebasedonvindictiveor

prejudicedviews.Adequateopportunityshouldbegivento theaffectedofficialstopresenttheircaseand

submittheirviews.

11. TIMESCHEDULEFORSUBMISSIONANDPROCESSINGOFSTATUSNOTES/

INVESTIGATIONREPORTS:

Thetotaltimeforcompletionofexaminationofstaffaccountability,willnotexceed120daysfromdateof

submissionofStatusNotesand/orInvestigationreport,asthecasemaybe.Theauthorities,responsible

formonitoringofstaffsidecases,aretoensurethefollowingtimelinesindisposalofcases.

S.No Particulars Period/Days
A Submissionofstatusnotebyconcernedbranch office toCircleOffice 15

B AdditionalInformationifrequired,onstatusnote 10
C Preparationofself-containednote(SCN)atCircleOffice

onthebasisofstatusnote/investigationreport

15

D Viewsofconcernedofficialssoughtby investigating officialon

identified lapses wherever required and submission

thereof.

15

E Investigationandsubmissionofreport+Vetting 25+10
F Assessmentofviewsand examination byCOSAC/FGMSAC/HOSAC on

the basis of self-containednotereceivedfrom CircleOfficealongwith

investigation

report.

25

G ReferencebyCOSAC/FGMSAC/HOSACtorespective

DA/IACandsendingittoCVOforfinalviewonvigilanceangle

whereverrequired.

15

H TOTAL(10dayshavebeenallottedtovettingofreport) 120+10



12.MONITORINGOFEXAMINATIONOFSTAFFACCOUNTABILITY&MIS:

FGMO/CircleOffices willmaintain data of examination/determination of StaffAccountabilityinallNPA

Accounts (Fresh Slippage)&.Quick Mortalitycases separately.Thedatashallbemaintainedonaccount

wise/yearwisebasiswithstatusofactiontaken/proposedin respectofeach oftheconcernedofficials.

This information will beupdatedonanongoingbasistillfinalconclusion/disposalofthecase. Where

concernedofficial(s)is/areduetoretireshortly,suchcasesshallbeconcludedexpeditiously.

Monthlypositionofexaminationofstaffaccountabilityandstatus ofstaffside casesshallbeplacedto

theCircleHead/FGM forhisperusalandfollowupwithallconcernedtillfinalizationofcases.Monthlyupdated

positionshallbesubmittedbyCircle Offices /FGMOstotheconcernedZAO,throughamonthlyprogress

reporton staffaccountability.StatusoftheexaminationofStaff Accountabilityin the individualNPA /

Quick MortalitycaseswithaggregatesanctionedlimitofoverRs.10Lacshallbe enclosed with monthly

progressreport.

OnthebasisofupdatedstatusofexaminationofStaff AccountabilitymaintainedandsubmittedbytheCircle

Offices throughMonthly ProgressReportinrespectofindividualNPA/QuickMortalitycases,monitoringfor

disposalshallbeundertakenasunder;

a)CircleHeadtomonitordisposalofindividualNPA/Quick Mortality accountwithaggregatesanctioned

limituptoRs.10Lacand submitsummary of thestatus/progresstoconcernedZAOthroughMonthly

ProgressReport.ForaccountswithaggregatesanctionedlimitofoverRs.10 Lac,status of individual

accountshallbeforwardedalongwiththesummarytotheconcernedZonalAuditOffice.

b)ZAOtomonitordisposalofallindividualNPA/QuickMortalityA/Cswith aggregatesanctionedlimitover

Rs.10LacanduptoRs.80lacsandsubmitstatementofthestatus/progressoftheseaccountstoInspection

&AuditDivision,HO through MonthlyProgressReport.Foraccounts with aggregate sanctioned limit

above Rs.80 lac,status ofindividualaccountshallbeforwardedtoInspection& Audit Division for

furthermonitoringattheirs.

c)Inspection 8iAudit Division,HO to monitor disposalofindividualNPA/Quick MortalityA/Cwith

aggregatesanctionedlimitoverRs.80lacs.

Theprogressreport in respect ofexamination ofstaff accountabilityin NPA/Quick Mortalityshallbe

compiledontheprescribedformatissuedandupdated/revisedfrom timetotime.

Inspection8iAuditDivisionshallplace asummary positionofexaminationofstaffaccountabilityonhalf

yearlybasis ason30thSeptember8i31stMarchin respectofNPAs/Quick Mortalitycases along with

individualdetails ofallsuch accounts withlimitsofoverRs.lcroretoED/CMD.

Further,incaseswheredisciplinaryaction is initiated afterdetermination ofstaffaccountability,thesame

shallbemonitoredonstage tostage basis byPAD,HeadOffice.ConcernedDisciplinaryAuthoritywill

ensure thatafterinitiationofdisciplinaryaction,stagetostageprogressisenteredintheHRMS.
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[CHAPTEÎ̂

OTHERIMPORTANTMATTERS

1. DATEOFCONFIRMATIONINSERVICE-UNIFORMPRACTICE
(HRDCircularLetterNo.01/2013DT.17.07.2013)On

perusalofdata extracted from HRMS with regardto date ofconfirmation ofnewrecruitsinofficers/clerical

cadre,ithasbeenobservedthatnouniform practiceisbeing

adoptedforenteringdateofconfirmationinHRMS.

Ithasbeen decidedthathenceforth following system be followed to work outthe dateofconfirmationin

servicesofthebankinrespect ofnew recruits in officers/clericalcadre,irrespectiveofthedateoforderof

competentauthority,confirminganemployee.

EVENTS DATETOBERECKONED

Wherethereisdelayinreceiptofpoliceverification

report/caste certificateverificationreportandthe

sameisreceived

afterduedateofconfirmation

Duedateofconfirmation.

In respectof MTs, where the confirmation testfor

MTs is held or result of theconfirmation test is

declared on the date beyond the period of

probation/extended

probationoftheMT

Thedaysucceedingthedateonwhichprobation ends

or the date ofdeclaration of

result of main/supplementary

confirmationtest,

whicheverislater.

Wheretheconcernedemployee has remainedonleave

leadingtoextensionofprobation,

Thedaysucceedingthedateon

whichextendedperiodofprobationends

Wherethenoteforconfirmationhasbeen

approvedbythecompetentauthorityonthedate

beyondtheduedateofconfirmation

Duedateofconfirmation.

ZGUIDELINESFORDETECTIONANDREPORTINGOFFRAUDCASES

General

Occurrenceoffraudsismainlyduetonon-enforcement/non-observanceofsystems andproceduresandbasic

safeguardsbuiltinthesystem.

FraudhasbeendefinedbvRBI,asunder:

Allinstanceswhereinbankshavebeen putto loss through misrepresentation ofbooks ofaccountsfraudulent

encashmentofinstrumentslikecheques,draftsand.billsofexchange,unauthorisedhandlingofsecuritieschargedto

thebank,misfeasance,embezzlement,theft,misappropriationoffunds,conversionofproperty,cheating,shortage,

irregularitiesetc."

Primarily,itistheresponsibilityofIncumbentInchargetodetectandreportifthereisanyfraudinaborrowalor

non-borrowalaccount.However,asapartofinspectiontaskitwillbenecessaryfortheInspectingofficialstogetthe

frauds reported,ifnotalreadydone by thebranches.Where fraud is suspected by the inspecting official,

detaileddiscussions mustbeheldwiththeIncumbentInchargetoseethatthereisnoindiscriminatesubmissionof

fraudproforma.

NatureandExtentofFraud

Broadly,fraudcasesareoftwotypes-BorrowalFraudsandNon-borrowalfrauds.

Thefollowingarevariousnatureoffraudcasesidentifiedundernon-borrowalfrauds
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(a) Misappropriation&criminalbreachoftrust.

(b) Fraudulentencashmentthroughforgedinstrumentsmanipulationofbooksofaccountsor

throughfictitiousaccounts&conversionofproperty.

©Negligenceandcashshortage

(d)Cheatingandforgeryetc.

ThefollowingBroadguidelinesaretobekeptinmindfordeterminingfraudelementinborrowalaccountsare

reiteratedhereunder:-

(a) whethererosionofsecurityhastakenplaceoveraperiodoftimeduetobusinessfailure?

(b) whetherproblemsofthebusiness/unithavearisenasaresultofset-backinbusiness/

difficulties/constraintsbeyondcontrolofborrowers?

(c) whethersecurityhasvanishedsuddenly/overnight?

(d) whetherproblems/difficultiesofthebusiness/unithaveresultedfromdeliberateactsofthe

borrowerstocheatthebank?

Thecasesfalling under categories(c)& (d)above should bescreenedfordeterminingelementoffraud.In

suchcases where fraud isestablished,itmustbe further ascertainedwhetherbank has suffered loss.The

followingfactors maybetaken intoaccountforassessingquantumofloss.

(a) realisablevalueofprincipalsecurity.

(b) extentofrealisabilitythroughenforcementofcollateralsecuritysuchasimmovableproperty,

shares,lifepolicies,GPnotesetc.chargedtothebank.

(c) thirdpartyguaranteeandrecoursetoassetsofguarantors.

(d) recoursetoStateRecoveryAct.

(e) extentofguaranteecoverfromDICGC/ECGC,ifany.

SubmissionofFraudProforma

Inaccountswhere fraud is suspected by the Inspecting Official ,the matter should be discussed with

IncumbentInchargeinvariably.After suchdiscussion,ifelementoffraud isfoundtoexistduetowhichbank

hassufferedloss,prescribedfraud proformaeincaseofnon-borrowalaccountsand borrowalaccounts mustbe

gotsubmittedbytheIncumbentInchargeduringthecourseofinspection.Iffraudreportscouldnotbesentfor

unavoidablereasons,suchcasesshouldbelistedseparatelyintheinspectionreports.

LodgementofcomplaintsinFraudCases

/'FPISInternalCircularNo.6dt.08.02.2010)

1. Allfraud casesofvaluebelow Rs.10,000/-,involving bankofficials,should be referred totheCircle

Headofthe bank,who would scrutinize each case and then directthe bankbranchconcernedon

whetheritshouldbereportedtothelocalpolicestationforfurtherlegalaction.

2. Casesoffinancialfraudsbelow Rs.1,00,000/-butabove Rs.10,000/-should bereportedtothelocal

policestationbythebankbranchconcerned.

3. CasesoffinancialfraudsofthevalueofRs.1,00,000/-& above butbelow Rs.1.00crore,whichinvolve

outsiders(privateparties)&bankstaff,shouldbereportedbythe
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CircleHeadofthebankconcernedtoaseniorofficeroftheState CID/EconomicOffencesWingof

theStateconcerned.

4) CasesofRs.1croreandaboveshould bereportedtoCBI,afterapprovalfrom CMD(throughFPIS,HO)as

percategorisationgivenbelow:

(a) CasesofRs.lCroreanduptoRs.5Crore

- Wherestaffinvolvementisprimafacieevident:CBI(AntiCorruptionBranch)

- Wherestaffinvolvementisprimafacienotevident: CBI(EOW)

(b) AllcasesofRs.5Croreandabove: BS&FCunitsofCBI

InadditiontotheabovemandatoryreferencestoCBI,CVO inconsultationwithCMD mayreferacaseinvolving

lessthanRs.lcroreoracasewhichcannotbeclassifiedonmonetarylimits,totheCBI,if,intheopinionofthe

CVO,thecaseisofseriousnatureand/orhasaninter-stateorInternationalramification.

5. CentralVigilanceCommissionhasclarifiedthat:-

(a) Itisthemonetarylimit,which isofconsiderationandnotbankofficialsorprivateofficialsorbothor

oneparty.

(b) Theissueofcasetoberegistered with State CID/ EOW is to be forwarded by Circle Headto

appropriateauthorityinState police andstate home departmentto be considered.Theargument/

thoughtofbankbeingapublicpersoncomplainingtostateCID/EOW isnotcorrect.ItisaGovt,ofIndia

institutionreferringthematterdue to substantialamountand complexities.Ifthe state CID/ EOW/

Home Departmentprocedurerequirestheissuetobefirstlodged withlocalpolice station and then

transferredtoEOW,thentheirprocedurecouldberequiredtobefollowed.

3. HOLDINGOFMRMs

Bank'sguidelinesinrespectofholding Zonal/ RegionalMRMshave been conveyed throughPDCircularletters

no.52/83dt.30.08.83and34/88dt.09.06.88.Theseguidelineshave been reiteratedthroughHRDDivisionletterdt.

11.10.95and15.03.2003.

1. CircleMRMsshouldbeheldatregularintervalsasperbankguidelines.

2. TheminutesoftheMRMsshouldbefinalisedwithin3-4days.

3. ThedecisionstakenintheMRMsshouldbeimplementedwithin30days.

Further,informationregardingholding ofCircle MRM willbe sentto Head Office on quarterly basisonthe

followinglines.

a. DateofholdingCircleMRM.

b. Dateoffinalisingtheminutes.

c. Detailsofdecisionstaken.

d. Datesofimplementingthedecisionstaken.

Theaboveinformationsshould invariablyreach Head Office in thefirst fortnightofthefollowingquarter.In

casenoMRM isheldduring aparticularquarter,thereasons thereofhavetobeprovided.
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MRM MeetingatFGM Level

(PAD Circular letter 5/2014 dt. 03.03.2014)Withthe

reintroductionof4tiersetupwithFGM office,ithasbeendecidedtorevivetheoldZonallevelMRMconceptat

FGM levelto discuss theissues which arenotsettled inCirclelevelMRM meetingsandonlypolicyissuesare

discussedatHOlevelMRMmeetings.

Itis,therefore,advised thatto begin with,FGMO MRM Meetingswillbe convened henceforthatFGM level

twiceinayear.ThenumberofparticipantsonbehalfoftheAssociationinsuchmeetingswillbeasunder:

- AGSpostedintheFGMOcommandarea.

- OnlythoseCircleSecretariesorCirclePresidentsfromtheCircleswhoseunresolvedissues

formpartoftheagendaitems.

- OneofficebeareroftheCentralExecutiveCommitteeoftheAssociation,dulyauthorizedbythe

GeneralSecretaryoftheAssociation.

TheissueswhichareinthepurviewoftheFGM andtheunresolved issues ofthe Circle MRM meetingsmaybe

discussedinFGMOlevelMRMmeetings.

TheminutesofthemeetingheldatFGM levelshallberecordedandsignedbytheparties.A dulysignedcopyof

minutesbesenttoHeadoffice.

4. ROTATIONOFDUTIESANDCOMPULSORYAVAILMENTOFLEAVE
HRDDivisionCircularNO.406dt.15.06.2007

Allmembersofthestaffwillhave to compulsorilyavailleave foratleasta week's time (six days)ineach

calendaryearagainstleavestandingtotheircreditandafterobtainingregularsanctionthereforfromthecompetent

authority.

Ordinarily,theclericalstaff,includinggodownkeepers/CTOs,shouldnotbeleftonthesamedutyformorethan

sixmonthsatatime.Similarly,thedutiesofcheckingstaffatthebranch,wheremorethanonecheckingofficials

areprovided,shouldbeinter-changed atintervals notexceeding one year.However,in case ofloans/foreign

exchangeduties,theaboveperiodof sixmonthsandoneyearmaybeextendedatthediscretionoftheincumbent

in-charge anddependingupontheexigencies.Ifduetosmallnessofanoffice,thechange ofdutiesisnotpossible,

theRegionalManager'sdirectionsbesought.

5. BIPARTITESETILEMENT-DISCIPLINARYACTION-AGAINSTTHEWORKMENSTAFFAND

PROCEDURETHEREFOR

intermsofClause19.14oftheBipartiteSettlementdated 19.10.66,asamended bythesettlementdated31.10.79,

ithasbeendecidedasunder:

TheincumbentInchargeofeachofficeisempoweredtoissueandservechargesheets on thedefaulting workmen.

The IncumbentIncharge ofeach office is also empowered to suspendthem,ifconsiderednecessary,after

obtainingpriorapprovalfrom DisciplinaryAuthority,inexceptionalcaseswheretheemployeeisinvolvedinafraud

ofserious nature orcommits an actofriotousbehaviorin the premises ofthe Bank and itis considered

expedient to suspend theemployee immediately and prior permission cannot be obtained,he may be

suspendedbytheIncumbentInchargeandsubsequentapprovalofthe Disciplinary Authority may beobtained

immediately by advising the circumstances necessitating immediate action.However,inrespectofthe

employeesoftheZonal/RegionalOfficesandexceptionally/very
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largebranchesand Division and Departments atHO,respective Managers are authorised to issueandserve

chargesheetandalsotosuspend,ifnecessary.

6. PROVISIONFORNOTICEBOARDSATEACHOFFICEFORUSEBYTHEMAJORITYWORKMEN
UNIONANDMAJORITYOFFICERSASSOCIATION.

Thepostersandhandbillsprintedbyworkmenandofficersunionshouldnotbepastedonthewallsanddoorsof

bankpremisestherebygiving ita shabbyappearance.A separatenoticeboard should be provided in each

officeforusebythemajorityofficers organisation aswellasmajorityworkmenunion.Thenoticeboardmay

beprovidedwheneverthereisademandfrom theeligibleunion/associationfordisplayoftheirmessages

andbulletins.ThesizeoftheBoardshouldnotexceed3feetby2.5feet

Posters/Handbillsetc.should bedisplayed/pasted atboard speciallymeant forthispurpose.Anyperson

violatingtheseinstructionsshouldbedealtwithstrictly.

Theunderlineobjectivebehindgrant ofthisfacility isthatnounion /associationcanbeallowedtodisfigure/

defaceanypropertyofthebank.

7. PERMISSIONFORPURSUINGHIGHERSTUDIES

OIfanemployeedesirestopursuehigherstudiesafterjoiningthebank,thepermissionmaybegrantedtothe

allemployeesincludingprobationerstopursue higher studies.Itmay,however,beensuredthattheworking

hoursoftheemployeesinthebankisnotinconflictwiththeworkinghoursoftheeducationalinstitutionsthat

theyjoinandtheygetsufficientmarginaltimetoreporttotheofficeintime.

OIfanemployeepursueshigherstudieswithoutpriorpermissionofthebank,he/shewillnotbeentitledfor

anybenefitinlieuofhavingpassedthesaidexamination.Besidesthis,theemployeewillalsobeliablefor

disciplinaryactionintermsofBankguidelines.

OAnemployeeseekingpermissionforpursuingfurtherstudiesshouldmakea requestto thebankandgivethe

necessaryundertakingasperAnnexure.

8. ADHOCANDTEMPORARYINCENTIVETOEMPLOYEESPOSTEDINNORTHEASTERN

REGION

(HRDDCircularNo.602dt24.02.2010dt24.02.20ISPAD237dt.15.10.2014)

Withaviewto facilitating the movements ofOfficers ofPublic Sector Banks posted from outsideNorth

Eastern Region(NER)toBranches/Offices located in States ofthatRegion, theGovt,ofIndia had provided

specialadhocandtemporaryincentivestotheOfficerswhichareasunder:-

■ Retentionofaccommodationatearlierplaceoftheirpostingorinanyplacesindicatedoftheirchoice

andprovisionoffreefurnishedsinglyaccommodationatNER

■ Paymentofmid-academic transferallowance forthe entire period oftheirstay in NER if,his/her

childrendonotjointatNER;

■ Ad hocand temporarymonetaryincentive@ 20% ofbasicpaysubjectto a maximum ofRs.3000/-

p.m&maximum Rs.7500/-p.m.forthedurationoftheiractivedutyinNER

■ Yearlyleavetravelconcessiontotheplacewherehis/herfamilyresides

■ Preferentialtransfertoanyplaceofhis/herchoice (outof3 places indicated)oncompletionoftenureof

twoyearsofstayinNER.
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IthasnowbeenclarifiedbytheGovt,ofIndia,Ministry ofFinance thatOfficers belonging toaStateinNorth

EasternRegionbutpostedinotherStatesofNorthEasternRegionshallalsobeeligible.

9. RETENTION OFLIEN ON JOBSIN BANKS-PERSONSSELECTEDFROM PUBLICSECTORBANKSTO

OTHERGOVERNMENTDEPARTMENTS/ORGANISATIONSANDVICEVERSA

Asperguidelinesissued byGovt,ofIndia,MinistryofFinance,Deptt. OfEconomic Affairsvideletterdated

23/27.1.1987,nolienshouldberetainedinthepublicsectorbankswhenapersonisselectedforjobinaGovt.

Department/otherOrganisations etc.and vice versa.Theselectedpersonshouldresignfrom his job in the

publicsectorbanksbeforetakingupthejobwithGovt.DepartmentorotherOrganisationsandviceversa

10. APPLYINGFORPASSPORT
(PADConsolidatedCircularNo.13DT.25.03.2014)

StaffmembersdesiringtoapplyforPassportforgoing abroad asatouristarerequiredtoapplytotheBankfor

issuance ofa'NoObjectionCertificate'asprescribed by the PassportAuthorities,Ministry ofExternalAffairs,

GovernmentofIndia.Theproforma forapplication bytheemployeeforissuanceof'NoObjectionCertificate'

asalsotheproforma forissuance of'NoObjectionCertificate'bytheBankhasbeencirculatedvideHRDDCircular

No.382dated17.03.2007.

Recently,therehasbeenachangeintheproformaof'NoObjection Certificate'issued bythe PassportAuthorities

andassuch,thestaffmembersdesirousofapplyingfor Passport are now requiredtosubmit'NoObjection

Certificate'aspertherevisedproformaprescribedbythePassportAuthorities.

Staffmemberswhowish to applyforPassportshould submittheirapplicationsforissuanceof'NoObjection

Certificate'intherevisedproformawhich isannexedasAnnexure-1.The'NoObjectionCertificate'willbeissuedby

theBankintherevisedproformawhichisannexedasAnnexure-2..

Thefollowingshouldalsobeensuredinthisregard:

□ The'NoObjectionCertificate'asperAnnexure-2 should be issued onlyafter theapplicationisreceived

from thestaffmember asperAnnexure-1.Thisshould becompliedwithinvariablyandnoexceptions

shouldbemade.

□ Theapplicationsubmittedbythestaffmembershould be kepton therecord oftheofficewherethe

staffmemberispostedandalsoattheofficeoftheauthorityissuingthe'NoObjectionCertificate'.

QCircleHeads/Chief ManagersatFGM OfficeswillbetheCompetentAuthoritytoconsider/approve

suchrequestsinrespectoftheemployeesworkingintheirCircle/FGMO.ChiefManagersatHODivisions

willbetheCompetentauthorityto consider/approvesuchrequestsinrespectofemployeesworkingin

theirDivision.
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Annexure-1

PROFORMAFORAPPLICATIONFORISSUANCEOF'NOOBJECTIONCERTIFICATE7

Date.

TheManager

BO:

Sir,

Pleaseissueme'NoObjectionCertificate'enablingmetoapply forPassportforgoing abroadasatourist.

IntheeventoftheBank'sagreeingtogivethesame,IundertakethatIshallnotgoabroadwithoutpriorapproval

ofthecompetentauthorityandabsence from duty willbedebited tomy

PrivilegeLeaveaccount,subjectto admissibility and the Bank shallhave no liabilitywhatsoevertowardsmy

passage,maintenance abroad,incidentalexpenses including repatriation.Further,Iwillnotseekextensionof

myleavebeyondwhatissanctionedatthetimeofmydeparture.Intheeventofmynotreturningtojoinduties

afterthesanctionedleave,Ishallbedeemed tohavevoluntarilyabandonedemploymentwiththeBankandthe

Bankshallbeatlibertytostrikeoffmynamefrom therollsofthe Bankwithoutanyfurther referencetome.Any

communicationaddressedtomebytheBankmaybe sentto me undercertificate ofposting atthe residential

address given byme and such sending ofletters shallbedeemedto be sufficientservice on me unlessI

furnishafreshaddressinwritingwhichisdulyacknowledgedbytheBank.Inthelaterevent,anycommunication

senttomeundercertificateofpostingattheaddresswouldbedeemedtobesufficientserviceonme.

IhavereadtheprovisionsofSection6(2)ofthePassportsAct,1967,ascontainedinPAD CircularNo.13dated

25.03.2014,andcertifythattheprovisions(a)to(i)ofSection6(2)are notattractedinmycase.

Icertifythatfollowingis/aremydependants:

S.No. Name Gender Relationshipwithself Age(in

years)

SIGNATURE

NAME

ADDRESS
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Annexure-2

PROFORMAFORISSUANCEOF'NOOBJECTIONCERTIFICATE'BYTHEBANK

[ALL CENTRAL GOVERNMENT EMPLOYEES,STATE GOVERNMENT EMPLOYEES,EMPLOYEES OF

STATUTORYBODIESANDPUBLICSECTORUNDERTAKINGS,THEIRSPOUSEANDCHILDREN UPTOTHE

AGEOF18YEARSAREREQUIREDTOPRODUCE AIDENTITYCERTIFICATE(STRIKEOUTPORTIONNOT

APPLICABLE)

(TobegiveninDuplicateonOriginalStationery)

CertifiedthatShri/Smt./Miss ,Son/Wife/DaughterofShri

whoisanIndiannational,isatemporary/permanentemployeeof

(officeaddress) from(date) andisatpresentholding

thepostof .Shri/Smt./Miss/Mst. whoisalsoan

Indiannational,is/areadependentfamilymember(s)ofShri/Smt. andhis/heridentity

iscertified.ThisMinistry/Department/Organizationhasnoobjectiontohis/heracquiringIndianPassport.I,the

undersigned,am dulyauthorizedtosign this identityCertificate.IhavereadtheprovisionsofSection6(2)of

thePassportsAct,1967andcertifythatthesearenotattractedincaseofthisapplicant.Irecommendissue

ofanIndianPassporttohim/her.ItiscertifiedthatthisorganizationisaCentral/StateGovernment/PublicSector

Undertaking/Statutory Body. The Identity Card Number of Shri/Smt./Miss

(employee) is .

Ref.No.&Date

Applicant's

phototobe

attested

Name,Designation,Address&TelephoneNo.
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Annexure-3

ProvisionsofSection6(1)ofPassportsAct.1967.

SubjecttotheotherprovisionsofthisAct,the passport authority shall refuse to issue a passportortravel

documentforvisiting anyforeign country under clause (c)ofsub-section̂)ofsection5onanyoneormore

ofthefollowinggrounds,andonnootherground,namely:-

(a) thattheapplicantisnotacitizenofIndia;

(b) thattheapplicantmay,oris likely to,engage outside India in activities prejudicialtothe

sovereigntyandintegrityofIndia;

(c) thatthedepartureoftheapplicantfrom Indiamay,orislikely to,bedetrimentaltothesecurity

ofIndia;

(d) thatthepresence ofthe applicantoutside India may,oris likely to,prejudicethefriendly

relationsofIndiawithanyforeigncountry;

(e) thattheapplicanthas,atanytimeduringtheperiodoffiveyearsimmediatelyprecedingthedateof

hisapplication,been convicted bya court in Indiaforanyoffenceinvolvingmoralturpitude

andsentencedinrespectthereoftoimprisonmentfornotlessthantwoyears;

(f) thatproceedingsin respectofan offenceallegedto havebeencommittedbytheapplicant

arependingbeforeacriminalcourtinIndia;

(g) thatawarrantorsummonsfortheappearance,orawarrantforthearrest,oftheapplicanthas

beenissuedbyacourtunderanylaw forthetimebeing in forceorthatanorderprohibiting

thedeparturefrom Indiaoftheapplicanthasbeenmadebyanysuchcourt;

(h) thattheapplicanthasbeen repatriated and has not reimbursed theexpenditureincurredin

connectionwithsuchrepatriation;

(i) thatintheopinionoftheCentralGovernmenttheissueofapassportortraveldocumenttothe

applicantwillnotbeinthepublicinterest.

ll.ISSUANCEOFIDENTITYCARDTOSTAFFMEMBERS/RETIREDEMPLOYEES

(HRDDCir.No.638dtd.16/07/2010,PADConsolidatedCir.No.16dtd.26/03/2014,HRDDCir.
No.711/15dated21/08/2015)

ThebankhasprovidedthefacilityofissuanceofIdentitycardstopermanentstaffmembersofthebank.The

I-cardfacilitatestheiridentificationwhileon tourorgoing to ruralareasonduty.Thesecardshavebeenmade

availabletoCircleofficesbyPrinting&stationaryDeptt.

Thecardsarerequiredtobeseriallynumberedatthetimeofissuanceandshouldbearadulyattestedpassportsize

photographoftheholderinthespace providedfor.The cost of the photographmaybereimbursedtothe

employeesandtheamountmaybedebitedto"Misc.

Exp.HOSanction".

AsperHRDDCircular503dt.08.12.2008,ithasbeendecidedbytheBanktoissuethelaminatedIdentityCardsto

theretiringemployeesatthe time oftheirretirementalongwith the paymentoftheirTerminalDues.The

BranchOfficewillobtainthephotographfrom theretiringemployeesand shallforward thephotographsand

other information as perAnnexureenclosedwiththeCircularto the CircleOffice. The CO shall preparethe

IdentityCardsandafterenteringthedetailsintheseparateregistertobemaintainedforthispurposeshallsend

theIdentityCardtotheBranchoffice.TheBranchManagershallissuetheIdentity
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CardtotheretiringemployeeafterensuringthattheemployeehassigntheidentityCardinhispresence.

Similarly,theIdentityCards to the employees retiring from CO/HO Divisions willbe issued bytherespective

Offices.TheIdentityCardshallcontinuetobeissuedtothealreadyretiredemployeesontheirspecificrequest.

SPECIMENOFIDENTITYCARDFORRETIREDEMPLOYEES

PUNJABNATIONALBANK

PHOTOGRAPH

Name&Designation

EmployeePFNo.

ResidentialAddress

DateofBirth:

DateofRetirementDate

ofIssue:

IssuingAuthority:

SIGNATUREOFINCUMEBENT

BACKSIDEOFIDENTITYCARD

BLOODGROUP:

EMERGENCYCONTACTNO:

INSTRUCTIONS

1. Intheeventofloss,theholderofthisCardmustinformtheIssuingAuthorityinwriting.

2. Intheeventofloss,anyonefinding theCardisrequestedto send itto theIssuing Authority.3.ThisCard

hasbeenissuedonlyforthepurposeofestablishingIdentityoftheholder.

NOTE:TheBankisneitherrepresentedbynorisresponsibleorliableinanymannerfortheacts,deedsor

consequencesthereof,oftheholderofthisIdentityCard.

12. BRINGINGPOLITICALPRESSUREOROTHEROUTSIDEINFLUENCEINSERVICE

MATTER-REPRESENTATIONOFBANKEMPLOYEESTOGOVT

(PADCir.No.254dt17.03.2015)

Regulation12ofPunjabNationalBank OfficerEmployees'(Conduct)Regulations,1977providesthatnoofficer

employeeshallbringorattempttobringanypoliticalorotheroutsideinfluencetobearuponanysuperiorauthorityto

furtherhisinterestsinrespectofmatterspertainingtohisserviceintheBank.
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Further,through various circulars issued bythe Bank in this respect,allstaff members (Officersaswellas

Awardstaff)havebeenadvisedtimeandagainagainstbringinginoutsidepressureontheManagementinrespect

ofvarious service matters related totransfers/postings/disciplinarymatters/appointmentsoranyotherfavour.

Therelatedprovisionsarereproducedbelowforreadyreference:

□No employee should make anyrepresentation to the Government of India regardinghisindividual

grievance(s)inrespectofservicematterswithoutfirsthavingexhaustedthepossibilitiesofredressalof

such grievance(s)by the appropriate authorities of theBank.The Deptt. Of FinancialServices,

(Ministry ofFinance,Government of India)doesnotenterintodirectcorrespondencewiththeBank

employeesin respectoftheir individualgrievanceson servicematters.(PAD Cir.No.287 dated

30/10/2015)

• Anyactofbringingoutsidepressureasabove willconstitutemisconductand theemployeeconcerned

shallbeliable to disciplinary action in accordance with the provisionsofthePunjabNationalBank

OfficerEmployees'(Discipline& Appeal)Regulations,1977/BipartiteSettlement.

• Intheeventofanyemployeebringinginpoliticaloranyotheroutsideinfluencetobear

uponanysuperiorauthoritytofurtherhisinterestsinrespectofmatterspertainingtohisserviceunder

theBank,anoteinthisrespectshallbemade in the servicerecord/historysheetoftheemployee

concernedandthesameshallbetaken intoaccountatthetimeofhispromotion.

• RepresentationsoftheemployeestotheHeadOfficeinany mattershould be routed throughproper

channel.Intheabsence ofreport ofthe FGMO/CO authorities,HRDD/PAD,HOwillnotattendtothe

matterforwantoffactualdetails.

Anyviolationmadebyanemployeeinrespectofaboveshallbeviewedseriously..

13. DIPLOMAEXAMINATIONBYINDIANINSTITUTEOFBANKERS

HRDDivisionCircularNo.419dt.03.09.2007

TheIndianInstituteofBankers in its endeavorto keep pace with the changes taking place in the banking

sector and to provide necessary educationalsupportto bank employees conducts thefollowingdiploma

examinations:

Aone-timereimbursementofcoursefee(amountsasmentionedinthetablebelow)forthecourses

mentionedinthefollowingtablebelowwillbemadebytheBankonsubmissionofpasscertificatebythe

candidateandsuchreimbursementoffeewillstandrevisedasandwhenthefeeisrevisedbyIIBF.

Further,aone-timecashincentive (amountasmentionedinthetablebelow)willbeofferedtothecandidate

forpassingeachofthefollowingcoursesmentionedinthetablebelow:

Course/Examination ReimbursementofFee

(inRs.)

Cash

Incentive

(inRs.)

1.
DiplomainTreasury,Investment&RiskMgmt
* 21,000 10,000

2.
DiplomainInternationalBanking&&Finance/

BankingTechnology
7,500 4,000

3. PostGraduateDiplomainFinancialAdvising 10,000 5,000

4. CertificateinTradeFinance 2,000 1,000
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Course/Exam ination ReimbursementofFee

(inRs.)

Cash

Incentive

(inRs.)

5. CertificateInformationSystem Banker(CelSB) 2,000 1,000

6. CertificateinAML&.KYC 1,000 1,000

7. BankOrientedPaperinHindi 100 300

includesamandatorye-learningpackageof150hrs

Q AllOfficers and Clericalstaffmembers who are members ofIIBF willbe eligible to receive theaforesaid

incentive(reimbursementofcoursefee&cashincentive)forallthe courses mentioned in thetable above.

However,employees in subordinate cadre who aremembersoftheInstitutewillbeeligibleto receive

incentive(course fee reimbursementandcashincentive)forpassingthecoursementionedatpointno.7 in

thetableabove-'BankOrientedPaperinHindi'.

□ Thecandidatewillbeallowedtoapplyforonecourseatatime.

□ Inrespectofcoursesmentionedatpointno.s1,2&3inthetableabove(Diplomain

Treasury,Investment&RiskManagement, Diplomain InternationalBanking&

Finance/Banking Technology,PG Diploma in Financial Advising), the qualifying

Officer/Clericalemployee willbecomeeligible toreceive theone-timecoursefee

reimbursementandcashincentiveasmentionedaboveonlywhenheexecutesabondagreeingtoservethe

Bankforaminimum periodof3yearsfrom thedateofreceivingthecashincentive.Intheeventthe

Officer/ClericalemployeeleavestheBank'sservicebeforesuchdate,hewillhavetorefundtotheBankthe

entireamountofrelevantcoursefeeandcashincentive.

□ Inrespectofcoursesmentionedatpointno.s1,2&3inthetableabove(Diplomain

Treasury,Investment& RiskManagement, Diplomain InternationalBanking&

Finance/BankingTechnology,PGDiplomainFinancialAdvising),theone-timecoursefeereimbursementandcash

incentivewillbegiven bytheBankonlywhen thecandidatepassesthesaidcourse(s)inmaximum 3

attemptsorwithinaperiodof5yearsfrom thedateofapplication,whicheverisearlier.

Q AnOfficer/Clericalstaffmemberwhohaspassed anyofthe course(s)mentioned vide pointno.s1-6inthe

table above,willbecome eligibletoreceive incentiveunderthescheme(coursefeereimbursement&cash

incentive)onlywhen hegives an undertakingstatingthathewillhaveno objectionin hisposting bythe

Bank(intheacquiredqualificationarea)atapointofneed.

□ TheGeneralManagers(Zone)/ZonalManagersmaykeepinmindtheabovementionedspecializedqualifications

acquiredbythestaffmemberswhile taking decisionsregardingposting/placements so thatthe knowledge

gained by the staff members in suchspecializedareasisputtooptimum usebytheBank.Suchstaff

membersmayalsobeconsideredforintensivetraininginthespecializedareasofCreditManagement,Foreign

Exchange,FinancialServices,Marketingetc.However,itisemphasizedthatwhilemakingsuchplacementsno

deviationfrom theexisting rules/guidelinesontransferandpostingsshouldbemade.

□ TheCompetentAuthorityforreimbursementofcourse fee andprovision ofcash incentiveforpassinganyof

thecoursesmentionedinthe table above willbe GeneralManager(Zone)/ZonalManagerinrespectofstaff

membersposted inZones.Forstaff membersposted inHO Divisions,theCompetentAuthorityforthe

purposewillbeGM-HRD,HO,NewDelhi.
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Theaboveguidelineswillhaveprospectiveeffect,i.e.the samewillbe applicableto allsuch staffmembers

whosuccessfullycompleteanyofthe aforementioned courses offered by the Instituteonorafterthedateof

issuanceofthisCircular.

14. INVESTMENTBYBANKEMPLOYEESINTHESHARESOUTOFTHEQUOTA

RESERVEDFORFRIENDSANDASSOCIATESOFTHEPROMOTERSOFTHECOMPANYOR
THEEMPLOYEESOFTHECOMPANY

Investmentbybankemployeesin the shares outofthe quota reserved forfriends andassociatesofthe

promotersofthecompanyortheemployeesofthecompanyisnotallowed,asthesearelikely toembarass

orinfluence the Bank employees in the discharge oftheirdutiesandmayalsoresultinactsprejudicialtothe

interestsofthe Bank. Accordingly,theemployees(officers&workmen)areprohibitedtomakeinvestmentsinthe

acquisitionofshares/debentures,etc.intheirnamesorinthenameofthespouseoroftheircloserelativesincluding

children/brothers/sisters/father/mother/ step mother/step children wholly dependentontheemployeeoutof

thequota reservedforfriends andassociatesoftheDirectorsofthecompany.

Ifanyemployeedesirestoacquireshares/securitiesoutof the promoters quota of a company undersome

exceptionalcircumstances(e.g.whenacloserelativeofthe applicantis a chiefpromoter/directoroftheissuer

company)he/sheshallseek priorpermissionofthebankforsuchacquisition.

Noofficer/employeeofthebankcanlegitimatelyapplyfororacceptallotmentofshares/securitiesoutofthe

employees'quotaofanycompany.AcceptanceofsuchallotmentsbytheemployeesoftheBankwillbedeemedtobe

anactofmisconductundertherelevantconductregulationsandtheemployeeshallbe liable to disciplinaryaction

forsuchacts.Theseinstructionswillapply,mutatismutandis,to acquisitionofshares/securities out of the

employees'quotasinthenamesofmembers offamilies ofthe Bank's employeesexceptincaseswherethe

familymemberisabonafideemployeeoftheissuingcompany.

Suchactsofinvestmentsinshares/debenturesetc.outofthequotareserved for friends andassociatesofthe

promoters as also outofthe employees'quota and quotas meant forrelatives,ifapplied and accepted

without permission,would bedeemedasviolativeofprovisionsofRegulation18ofthe Officer Employees'

(Conduct)Regulations applicable to Bankandclause19.5(j)oftheFirstBipartiteSettlement,asapplicableto

officers andworkmenemployees,respectively.Suchmisconductonthe part of Officer employees/workmen

employeeswouldbeviewedseriouslyandwouldentaildisciplinaryaction.

15. EMPLOYEESPARTICIPATINGINPOLITICS/SEEKINGELECTIONTOMUNICIPALLEGISLATIVE
ANDOTHERBODIES,ETC.

Membersofstaffofthebankare prohibited from participating in politicsin anyshapeorform andalsofrom

contestingelectionstoanylegislativeorlocalbodies.

Thefollowingactivitiesonthepartofbankemployeesarestrictlyprohibited;

1. Tobeanofficebearerofpoliticalpartyoranorganizationwhichtakespart inpolitics;

2. Totakepartinorassistinanymannerinanymovement/agitationordemonstrationofapolitical

nature;

3. Totakepartinanelectiontoanylegislatureorlocalauthority;and

4. Tocanvassinanyelectiontoanylegislativeorlocalauthority.
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5. Engaging in part-time employmentin any other institution, organization, etc. (not

applicableincaseofpart-timeemployees).

Members ofstaffshould not,therefore,contestelections,participate in politics in anyshape oranyform

contrarytotheaboverules. Any employee found violating the above instructionswouldbeliablefordisciplinary

actionintermsofbank'srules

16.REQUISITIONOFBANKSTAFFFORELECTIONDUTY

TheElectionCommissionofIndiahaslaiddownthefollowingguidelinesfordraftingbankemployeesforelection

work.

1. Bankemployeesmaybe drafted to the minimum extent possible only in contingencywheresufficient

numberofGovt,employeesarenotavailableand/orinemergentcircumstancessuchas,strikes,etc.,bythe

Govt,employees.

2. Careshouldbetakentoseethatnormalfunctioningofthebanks arenotinterrupted;and

3. Bankemployeesdraftedonelectiondutymay,wheneverpossible,bekeptonthereservedlistandonly

in unavoidablecircumstancesshouldbeputon duty.Ifpracticable,theirpostingto anypolling station

outsidetheirnormalplace ofdutymaybeavoided.

TheBankemployeesrequisitionedforelectiondutywillnotbeentitledtoanyovertimeorcompensatoryoffduring

theperiodtheyworkinconnectionwiththeelection.

17. POSTINGOFEMPLOYEES'RELATIVES

Thefollowingconventionsareintendedtobefollowedinthemattersofpostingofemployees.

a. Everyemployeeshall discloseifanyother employeeis related to him.Relationshipshallmean (i)

husband,wife,son,daughter,son-in-law,daughter-in-law,brother-in-lawoftheemployeeand(ii)brother,

sister,father,mother,uncle,aunt,firstcousin,nephewornieceoftheemployeeorhis/herspouse.

b. Noemployeeshallbeposteddirectlyunderanyofhisrelative.

c. Notworelativesshallbepostedinthesameofficeorincaseofabigbranchoroffice inthesame

section.

d. AnemployeerelatedtoaRegionalManageroraZonalManagershallnotbepostedintheregion/zone

underthem.

e. Noofficershalldealwiththecaseofanyofhisrelativesregardinghisemployment,promotion,confirmation,

transfer,rewardorpunishment.Heshalldisclose the natureofhisrelationshipandpassonthefileto

hisnextsuperiorofficerforhisorderorrecommendationasthecasemaybe.

f. ExceptionstotheabovemaybegrantedbytheGeneralManager.

Alldeclarationsofdisclosureofrelationship should be sentto the Regional Manager andHeadsofDeptt.

concernedwhowillreport allpresent postingscontrary to the aboveconventionsto theGeneral Manager-

HRD through theZonalManagerandHeadoftheDeptt.
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18. LEAVETAKENONFALSEGROUNDSFORPARTICIPATIONINDHARNA,

DEMONSTRATION,AGITATIONETC.

Whereanemployeehadappliedforleavegivingaparticularreasonandlateronitwasfoundthatleave

sosanctionedwasusedforparticipatinginDharna/Demonstration,agitationetc.theleavesanctionedin

suchcasesshouldbecancelledandnowagesbepaidfortheperiodofleaveonthegroundthatleave

wasobtainedonfalsepretext,withoutprejudicetothebank'srighttotakedisciplinaryaction.

19. OPTIONTOJOINTHEMAINSTREAM OFBANKING
(PADConsolidatedCir.No.20dated02/04/2014)

ATechnical/SpecialistOfficerisonewhoisrecruitedinacategory/disciplineotherthanthemainstream bankingline,

forutilizationofhisservicesinareas requiringcertain skills orspecializedexperience.AllSpecialist/Technical

Officers willbeeligibletojointhemainstreamofBankingoncompletionof5years ofservicereckonedfrom the

dateoftheirinitialappointmentasaspecialist/technicalofficers.Ontheirbecomingsoeligible,thespecialist

officersmayapplytothebankforjoiningthemainstream.Havingregardtotheneedsandexigencies,theBankmay

permitthese officerstojointhemainstream banking lineorretainthemintheirowndiscipline.

TheSpecialist/technicalOfficer,who have completed 4 years ofservice reckoned from thedate oftheir

initialappointmentmay forward their application for joining theMainstream toHRDDivision,HONewDelhi

throughproperchannel.TheTechnical/SpecialistOfficers,shallhowever,beeligibleto jointhemainstream of

banking only after completion of5yearsofservicefrom theirdateofappointmentasTechnical/Specialist

Officers.

20. HONORARIUM TOGUESTFACULTY

TheratesofhonorariumpayabletoPNBGuestFacultyandoutsideguestFacultyhavebeenrevisedrecently

andthesameareasunder:

(HRDCircularLetterNo.12/2003dt28.11.2003)

CATEGORY

PNBGuestfaculty

RATESOFHONORARIUM

Rs.300/-persession(max.4sessionsperprogramme)

withoutanyrestrictiononpermonthbasis.

HonorariummaybepaidtoallPNBGuestFaculty

irrespectiveofthescale.

OUTSIDEGUESTFACULTY
Rs.1000/-persessionplusconveyancecharges

Category-1

Senior governmentofficials/ RBI

officials/ Academicians/ reputed

consultants/

administratorsetc.

Category-II(otherthanmentionedin

Category-1)
Rs.500/-persessionplusconveyancecharges
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Theratesmentionedabovearetheupperlimitsanddependinguponthestatusofthevisitingfaculty,theamount

canbedecidedbythePrincipals/TrainingManagerswithin theoverallcap.

ThePrincipalsofCSC,ITCentreandRSCsareauthorizedtoapprovethelistofCategory-IGuestFacultiesand

theZTCsmaygetthesaidlistapprovedfrom ZM/DZM oftheconcernedzone.

21.REPORTOFARREST/DETENTIONTOSUPERIORSBYOFFICEREMPLOYEES

IntermsofRegulation-12ofPNBOfficerEmployees'(Discipline&Appeal)Regulations,1977,anofficer

employeeshallbedeemedtohavebeenplacedundersuspensionbyanorderofthecompetentauthority

w.e.f.fromthedateofhisdetention,ifheisdetainedincustodywhetheroncriminalchargeorotherwise

foraperiodexceeding48hoursandalsointheeventofconvictiontoatermofimprisonmentexceeding

48hours.InstancesaretherethatwheneverofficeremployeesarearrestedbyPolice,theyremainabsent

fromdutiesanduponrelease,theyrejoindutyandsubmitleaveapplicationwithoutdisclosingthefactof

theirarrest.

Ithasbeendecidedthatitshallbethe duty ofan officeremployee who may bearrested/detainedforany

reasons,tointimatethe factofhisarrest/detention and thecircumstancesconnectedtherewithtohisimmediate

superiorortheHeadofDeptt./Branchpromptlyeventhough hemight havebeen subsequentlyreleasedon

bail/or otherwise.Failureonthepartoftheofficeremployeetosoinform hissuperiorswillbe regarded as

suppressionsofmaterialinformationandmayrenderhim liableto disciplinaryactiononthisgroundalone,apart

from theactionthatmaybecalledforontheoutcomeofthepolicecase,ifany,againsthim.

22.CHANGEINNAME.

Forthepurposeofchanginghis/hername,theemployeeshouldpublishanoticeinthelocalgazetteandalsointhe

localnewspaperand giveintimationofsuchchange to theHomeDeptt.oftheconcernedStateGovt.Once

suchnoticehas been given and a period ofone monthhasexpired,therewouldappearto be no need of

receivinganypermissionfrom theStateGovt,oranyotherauthorityanditwouldbeinorderforthebanktoaccept

achangeinname.

23.ADMISSIONOFDATEOFBIRTHOFEMPLOYEESINBANKRECORD

Instructionsregardingadmissionofdateofbirthofanemployeeareasunder

i) Incaseofemployeeswhohavepassedmatriculationexamination,thedateofbirthasper

matriculationcertificateshallbetakenasconclusiveproofofage.

ii) Incaseofanemployeewhohasnotpassedmatriculationexamination,hisageshouldbeadmitted

onthebasisofcertificatefromthemunicipalrecordorPoliceStationoftheplacewheresuchan

employeewasbornorschoolleavingcertificateofarecognisedschool.

iii) In exceptionalcases ofsuch non-matriculate employees,who can notproduce anyof theaforesaid

proofs,thedateofbirth maybeadmittedonthebasis ofdeclarationoftheiragegivenbytheemployees

atthetimeoftheirappointmentand in casetheyareunabletostatetheirexactdateofbirth,butcan

statetheyearoryearandthemonthofbirth,1stJulyor16thofthemonthrespectivelymaybetreatedasthe

dateoftheirbirth.
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Theemployeesmayalsoberequiredtosubmitthecertificateofagefrom civilsurgeonoftheplaceor

areainwhichtheyreside.

iv) Incaseofsubordinatestaffwhoareex-police/ex-militarypersonnel,thedateofbirthasgivenin

theirdischargecertificateshallbeadmittedasthedateofbirthinthebank

record.

24. PERMISSIONTOBORROW /STANDASGUARANTORIN THELOANSUNDERPNBOFFICER

EMPLOYEES(CONDUCT)REGULATIONS,1977

HRDCircularLetter4/04

OWhereanofficerhasnotavailedcleanoverdraftfacilityfrom ourBank,no permissionisrequiredforavailing

Housing loan /anyotherloan from otherbanks.However,iftheloanamountorborrowedamountis

morethanRs.25000/-,heshould reportthetransactiontotheBank.

OInEducationLoanraisedbyofficersfortheirchildrenfrom PNB,thedocumentsareto beexecutedbyboththe

studentandtheofficerasco-obligant.So,priorpermission is notrequired.However,thesameistobe

reportedinAssets&Liabilitiesstatement.

O TostandasGuarantor,priorpermissionisrequired.The same is applicable tosuspendedofficersalso.

25. BANNINGOFSMOKINGINOFFICEPREMISES
(HRDDIVISIONCIRCULARN0.423dt.17.09.2007)

TheCentralGovernmenthasenactedaLaw namely theCigarettesandOtherTobaccoProducts(Prohibitionof

Advertisementand RegulationofTrade and Commerce,Production,SupplyandDistribution)Act,2003.Thesaid

Acthasbeen formulated,inter alia,witha purposeto prohibitthecigarettesand other tobacco products

which areinjurioustohealthandtoachievetheimprovementinpublichealthingeneralasenjoinedbyArticle47of

theConstitution.

IntermsofprovisionsoftheabovesaidActnopersonshallsmokeinanypublic place.Accordinglynopersoncan

smokeinanyoftheoffices/branchesoftheBank.IncumbentInchargesaretodisplayacopyofthiscircularon

the Notice Board and also to prominentlydisplay''NO SMOKING"in the premises forthe awareness and

knowledge of the allconcerned.Itis advised to ensurethatthe provisionsin the matterare meticulously

followedandnomemberofthestaffsmokesinanyoffice/branchoftheBank.

26. CLEARANCEFROM VIGILANCEDEPTT.HEADOFFICEONPROMOTION,

RETIREMENT&VOLUNTARYRETIREMENT
(PERSONNELADMINISTRATIONDIVISIONCIRCULARLETTERNO.3dt.23.02.2011)

TheinstructionsofChiefVigilanceOfficer,VigilanceDeptt.HOonthismatterareasunder:-

1. Priorclearanceof Vigilance Deptt. HO should invariably be obtained in allcases relating to

promotion,retirements/voluntary retirements and review forcontinuationinBank'sservice.

2. ReferencetotheVigilanceDeptt.incasesofretirement/reviewshouldbesentatleast3

monthspriortothedateofretirement/review.

3. Disciplinary Authorities / Administrative Authorities should ensure that the findinginthe

inspectionreport orthefindingsof investigating Officers in case of complaintswhich warrant

disciplinaryaction should beprocessedattheearliestpossiblesoastoavoidallowing anyperson

promotiontonexthighercadre ortoretirevoluntarilyoronsuperannuationwithoutappropriateaction.
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27. WINDOW DRESSING:DEPOSIT/ADVANCES

(RefIOADCircularNo.19/2013DT.25.06.2013)

SomeoftheinstanceswhichtantamounttoWindowdressingareappendedbelow:

CCreatingshortterm deposits by transferring funds to Deposit Accounts from loanaccounts of

borrowersandreversalofthese entries aftertheperiodicalfinancialclosing.

CPurchasingchequeatparandcreditingtheamounttosavingsfundorcurrentaccountofborroweror

issuingshorttermdepositreceipts.

CPurchasingofaccommodationchequeforlarge amounts from corporate bodies andsendingthese

cheques/instrumentsinclearing,subsequently.

CCreditingTerm LoanrepaymentinstallmentsinSaving/Currentaccountofthepartyinsteadofconcerned

loanaccounts.

CTransferoffundsfrom onebranch to another foropening Saving Fund /CurrentAccountbeforethe

periodicalfinancialclosing andre-transferthesameimmediatelyaftertheclosing.

CCreditingPensioninthepensionersaccount before duedate. Amount of post datedchequesof

consolidatedpension receivedfrom various agencies debited to SuspenseAccountandthencreditingto

thepensionersaccountbeforeduedate.

CDebitinginwardclearingoflastworking dayofhalfyear/yearto SuspenseAccountinsteadofindividual

accounts.

□Non-complyingofstandinginstructionsoftheclients regardingremittanceoffunds intime.

0DebitingofunavailedamountsinCC,KCC & OD accounts and crediting the same to Saving/Current

/Fixedaccountsatthenearendofperiodicalfinancialclosing.

ReserveBankofIndiahasbeen repeatedly emphasizing thatbanks should raise only stableDeposit/

Advances.Inflatingthebalancesheetfiguresattheyear-endnotonlydistortstheperformanceofindividualbank

butalsoaffectstheaggregatedepositsofentireBankingSystem.Intheeventofrecurrenceofsuchphenomenon,

RBIwould invoke penalactiononBanksasprovidedunderSection46 oftheBanking Regulation Act,1949

aswellastofixappropriateaccountabilityontheofficialsconcerned.

Ontheaboveissue,CentralStatutoryAuditorshavealsoexpressedserious concernintheirlastAuditReport

oftheBank.

Itis,therefore,reiteratedthatbranchesshould mobilizeonlystable Deposit/Advancesandshouldnotresortto

WindowDressinginanyshapeorform.

28. COMPENSATIONTOBANKEMPLOYEESWHOAREKILLEDINBANKROBBERIES,

TERRORISTINCIDENTSINCLUDINGLEFT-WINGEXTREMISM

PADCIRCULARNO.117dt.14.08.2012

Therevisedguidelinesinthisregardareasunder:

i) Incaseofdeathofanemployeeasaresultoforduringbankrobberyorattacksbyterrorists,

includingleft-wingextremismonbankemployees,thefamilyofdeceasedwillbegiven

compensationbythebankasfollows:

IncaseofdeathofOfficers: Rs.20lakhs

IncaseofdeathofClerical/SubStaff: Rs.10lakhs
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ii) Thebankwilllookaftereducationalexpensesofthechildrenofthedeceaseduptoandinclusive
ofgraduation.

iii) Thebankwillgiveimmediateemploymentto onememberofthefamilyofthedeceasedinaccordance

withtheguidelinesofcompassionateappointment.Incasenoneisabletoimmediatelytakeupemployment,the

entitlementwillbeheldinabeyancetilloneofthemembersofthefamily becomes eligibleforandisina

position totakeupsuchappointment.

Incasecompassionateemploymentisnottakenup,thepayandallowanceslastdrawnbythedeceased

maybeextendedtothefamilytilloneofthechildrenofthefamilyreaches21yearsofageortillthedate

on which the deceased would have retired in normalcourse,whicheverisearlier.Such paymentofpay

andallowancewillbeavailableonlyifthedependentisnotgainfullyemployedelsewhere.

iv) Theloansforhousingetc.whichmighthavebeenavailedofbytheemployeemaybetransferredtothefamily

memberifany compassionate appointment is given,irrespectiveofhis/hernormal eligibility.If

compassionateemploymentisnotsought bythefamily,theinterestpartmaybewaivedandonlyprincipal

berecoveredfromthecompensation/otherduespayable.

v) InrespectofthepersonsotherthantheBankemployeewhomaygetkilled asaconsequenceoforduring

robberiesand/orattack ofterrorists,the bank willpay a lumpsum compensationofRs.3lakhstothe

familyofthedeceased.

vi) Incase of Bank employees/customers/members of public who actively resists bankrobberiesand

terroristsattacksonbanks,thebankmayconsidera cashreward notexceedingRs.2lakhs.Inaddition,the

bankemployeesmaybegiven anoutofturn promotion,ifthey satisfy the minimum conditions of

eligibility prescribed fordirectrecruitstothepostbutwithoutreferencetothenumbersofyearsofservice

rendered.Employeesnotcoveredforcriterionforpromotionmaybeallowedthreeadvanceincrementsin

theirexistinggradeonapermanentbasis.

vii) Allexpensesfortreatmentofinjurycaused during oratthetimeofresistingbankrobbery/terroristattackon

banks,includinghospitalizationofthevictims(bankemployees/membersofpublic/customers)shallbeborneby

thebank.

viii) Thecashrewardmentionedinclause(vi)above,willbeinadditiontothecompensation,ifany,towhich

thepersonmaybeentitledtoundertheprovisionsofvariousActs/Rulesgoverninghim/her.

Inthedeservingcasesoftheemployees/customers/membersofpublic,intermsoftheaboveScheme,

proposalsmaybeforwardedtoourofficesoonaftertheincident.Itshouldbeensuredthatthe

information/documentsetc.asperthelistgiveninAnnexure-Iattachedherewithissentalongwiththe

recommendationsoftheCircleHead.

CHECKLISTOFDOCUMENTS/INFORMATIONFORSUBMISSIONOFPROPOSALS

1. ABriefgistofthewholeincidentalongwithdeathcertificate.

2. AcopyofFIRlodged(Englishversionmustbeenclosed).

3. AcopyofthereportoftheSecurityOfficer.

4. A confirmationthatbankhasborne theexpensesincurredontreatmentofinjuredemployees/membersof

public/customers.Theamountofexpensesmaybegiven.
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5. Amountofterminalbenefitspaidtothefamilyi.e.PF,Gratuity,Leaveencashment& FamilyPension.

6. Aconfirmationthatproposal/applicationforwaivementofHousing Loan,FinancialAid,ContributoryBenefit

Fund,SelfFinancedGroup Insurance Schemeetc.hasbeensubmittedtotherespectiveauthorities.

7. Thecompleteproposalforprovidingemploymentoncompassionate grounds tooneofthedependentis

sent,whereverapplicable.

8. IncasecompensationispayableontheanalogyofWorkmenCompensationAct,proposal/recommendationsin

termsofPDCircularNo.824dated 01.02.1985isalsosubmittedalongwith.

9. The recommendations ofCircle Head complete with respectto cash reward as wellas theother

benefits.

10. Anyotherdocumentasconsiderednecessary

29. PUNCTUALITY,DISCIPLINEANDATTENDANCE

(Ref.PADDivisionCircularNo.133dt.01.01.2013)

i) Allemployeesmustattend office atthe prescribed time and should notbe allowed to leaveoffice

before theclosing hours.Informationis to be putup everydaybythe Officer,wholooks afterthe

establishment,to the IncumbentIncharge /CircleHead/ChiefManager/ChiefsatHeadOffice,asthecase

maybe.

ii) Allbranches/officesshouldmaintainMovementRegisterandparallelleaverecordofIncumbentsInchargeof

branches.

iii) TheBranchManagershould callfortheattendanceregisterafter 5 minutes oftheprescribedtimeof

reportingofstaffmembersandcrossmarkshouldbeputagainsttheemployeeswhoarrivelate.Innocase

thestaffmembersshouldbepermittedtojoindutiesafterstartofthebusinesshours.

iv) Attendanceshouldbemarkedbothinthemorningandintheeveningtoregisterarrival

/departure.

v) Noemployeeshouldleaveofficebeforetheprescribedtime.

vi) Employeesmaybeallowedshortleaveonnotmorethan2occasionsinamonthatthediscretionofthe

BranchManager.Thisdiscretion should be used byhim verysparinglyandnotasamatterofroutine.

Properrecord ofshortleaveshould bemaintained.Itshouldbeensured bytheBranchManagerthat

shortleaveisallowed onlyaftercompletionoftheday'sjob.

vii) ShortleavemaynotbepermittedduringfirsthalfofthedayandnotatallonSaturdays.

viii) Shortleavemustnotexceed onehourand itshould beavailedonlyafterobtainingprior sanction

in writing from the Incumbent Incharge/Head of theDepartment/Division.

ix) Anemployeewhodesirestoobtainleaveofabsence,otherthanCasualLeave,shouldapplyinwritingto

thebranchmanageroranyotherofficerappointed forthepurpose.Suchapplicationsofleaveshallbe

madenotlessthan one month before the date from whichtheleaveistocommence,exceptinurgent

casesorunforeseencircumstancesincludingillness,whenitisnotpossibletodoso.
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x) Noemployeeshouldbeabsentfrom hisworkplaceorshouldbepermittedtoavailunauthorizedrecessbreak

orloiteroutside orcluster around the seats ofotheremployees.Incaseofdefault,theemployees

concernedshallbeliablefordeductionofwages,without prejudiceto anyother administrativeaction

thatmay be deemedproperandfit.

xi) IntermsoftheprovisionsoftheBipartiteSettlement,absence withoutleave oroverstayofsanctioned

leave withoutsufficientgroundsandunpunctualand irregularattendanceareminormisconductsandthe

employeesareliablefordisciplinaryaction.

Regulation13ofPNBOfficerEmployees (Conduct)Regulations 1977 provides thatnoofficeremployee

shallabsenthimself from dutyorbe latein attending theoffice orleavethestation without first

obtainingthepermissionofthecompetentauthority.Breachof this Regulation constitutes misconduct

punishable underthe OfficerEmployees(D&A)Regulations,1977.

xiii)Fullday'sworkshould beallottedtoallthe members ofthe staffand no trade union activityshouldbe

permittedduringofficehours.IntermsoftheprovisionsofBipartiteSettlement,holdingorattemptingtohold

orevenattendinganymeeting onthepremisesofthebankwillconstitutemisconductandemployees

committing breach ofthisprovisionwould beexposingthemselvesto appropriate disciplinary action.

Furtherholdingofelectionsto the union during office hours would notbe in accordance withthe

provisionsoftheBipartiteSettlementandalsotheRegulations,inthecase ofOfficers.

30. BRANCHCATEGORIZATIONNORMS
HRDDivisionCircularLetterNo.04/2015Dt.22.06.2015

Category Norms

(Averageaggregatebusiness&averageadvances,computed

onWEEKLYBASIS,duringlastoneyearforCircleOfficeandLCB'sandlasttwo

yearsforothercategoriesindividually)

Circleoffices DGMsasCircleHeadproposedforthe circleshaving averagebusinessofRs5000

crandabove.HoweverCircles situated atStateCapital/havingMCBsorELBswould

be headed by DGM,irrespectiveofbusiness.

AllothercircleswithlessthanRs5000Crofbusinesstobeheadedby

AGM.

Small BrancheshavingaverageaggregatebusinesslessthanRs.10crore
Medium BrancheshavingaverageaggregatebusinessofRs.10crore&above

butbelowRs.40crore
Large BrancheshavingaverageaggregatebusinessofRs.40crore&above

butbelowRs.125crore
VeryLarge Brancheshaving average aggregate advancesofRs. 25 crore &abovebutbelow

Rs.100 crore andaverageaggregatebusinessofRs.125crore&abovebutbelow

Rs.400crore
Exceptionally
Large

Brancheshaving averageaggregateadvancesofRs.100 crore &aboveandaverage

aggregatebusinessofRs.400crore& above.Further,ifthebranch ishaving asingle

TimeDepositand/orsingleTermLoanAccountofRs.100Cr&above,25%oftheamount

maybereckonedforthepurposeofdeterminingthecategoryofthebranch intermsof

therevisednorms
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Category Norms

(Averageaggregatebusiness&averageadvances,computed

onWEEKLYBASIS,duringlastoneyearforCircleOfficeandLCB'sandlasttwo

yearsforothercategoriesindividually)

LargeCorporate

Branches
DGMsasbranchheadproposed forthe LargeCorporate Branches,havingaverage

businessofRs5000crandabove.

AllotherLCBswithlessthanRs5000 CrofbusinessproposedtobeheadedbyAGM.

(LCBwillhandleloanproposalsaboveRs25cr.LCBsheadedbyDGM

mayalsohandleproposalsabove Rs10crtoRs20crwithin theirloaningpowers.)

MidCorporate

Branches

BranchHeadsforMCBsareproposedasperbusinessofbranchasproposedfor

GeneralBankingBranches.

(MCBshandleproposalsbetweenRs5crandRs25cratplaceswhere

LCBarealsolocated andproposalsofRs5crandabove atplaceswhereLCBsare

notlocated)

RetailAsset

Branches

HeadedbyChiefManagerirrespectiveofbusinesslevelofbranch.

AssetRecovery

Management

Branches(ARMBs)

SmallandMedium Branches:AsperCriteriaapplicabletoGeneralBankingBranches.

GLargeBranches:AveragebusinessofRs40Cr&abovebutlessthanRs

100Cr

GVeryLargeBranch:AveragebusinessofRs100Crandabovebutless

thanRs400Cr.

GExceptionallyLargebranch:AverageBusinessofRs400Cr

andabove.

Abovecategorizationnormswillnotbeapplicableforalltheservicebranches,BO:Bija(1275)underCOLudhiana

(FCIaccount),BO:Jhatikara(2247) under CO CentralDelhi(fertilizersubsidyaccount)andBO:UPPCFbuilding

(4740)underCOLucknow(UPPCFsingledeposit).

Theaforesaidproposedcategorizationnormswillbevalidfortwo financialyears i.e.2015-16and2016-17and

willexpire on 31.03.2017.However,categorisation ofbranches willbe reviewedfornextyearatthetimeof

preparationofManpowerPlan2016-17.

CoverageandScope:

Do's&Don'tsGuidelines-SocialMedia

(Ref.HRDCircularNo.700Date:14.07.2015)

1 Thepolicycovers allindividuals working atalllevels and grades in bank and covered underBPSand

OfficersService Regulationsincludingcasualand contractualworkers.(Collectivelyhereunderreferredtoas

Employee).

2 Allemployeesareexpectedtocomply withbank'ssocialmedia policy atalltimes toprotecttheprivacy,

confidentialityandinterestofthebankanditsservices,employees,partners,customersandcompetitors.

RulesforUseOfSocialMedia:

1 Bankpermitstheincidentaluseofsocialmedia websitesforpersonalusesubjecttoconditionsstatedherein.

However,thisisa privilegeand nota right.Itmustneitherbe abusednoroverusedandbankreservesthe

righttowithdrawpermissionatanytimeatitsdiscretion.
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Theuseofsocialmediashouldtakeplacesubstantiallyoutofnormalworkinghours.

AccesstotheSocialmedia(onlinemediaactivity)shouldnotinterferewiththeofficialand

customercommitments.

2 Ifanemployeecreatesaprofileinsocialmedia,theemployeemaydosoinhisorherpersonalcapacityand

shouldnotcreate anyfictitiousprofile.Anyexpression madeistobeonbehalfofself.Employeesshould

speak/post/tweet/blog in firstperson and noton behalfofbank.Employeeto stand bytheprivateor

personalviewsorexpressionsmadeandshouldavoidattributionto bankanditssubsidiaries,customers,

Management,associatesandotherstaffmembers.

3 Employeeshouldnotmakeanyfalse,misleadingordefamatorystatementswhich maydamagereputationof

bank,its subsidiaries,customers,Management,associates andotherstaffmembers.

4 Employees,who areon thesocialmediashould notcreategroups,alternateprofiles,blogsetc.bytagging

PNBorlogo ofbankaspartoftheprofile,group,blogetc.namesasitmaymisleadthegeneralpublic

abouttheofficialstatusofthesite,group,blogetc.Anyoftheexistingnamesincontraventionofabove

guidelinesaretobeeitherchanged/modifiedordeleted.

5 Employeewhilepostinginblogoranyothersocialmediaabouthisworkshouldmakeitclearthat

theviewsandopinionsarepersonalandnottheofficialviewsofbankandpublishfollowing

disclaimer"Theviewsandopinionsexpressedorimpliedhereinaremyownanddoesnotreflectthose

ofmyemployer,whoshallnotbeliableforanyactionthat

mayresultasaconsequencesofmyviews/opinions".

6 Employeeshouldrespecttheprivacyofotherfellow employees,customersandavoidusingun-parliamentary

language,insults,inflammatory,objectionable,obscenityinanycommunication.

7 EmployeeshouldprotectPNBcustomers,vendors,andallstake holders andshould notquotethemwithout

theirexplicitpermission.

8 Employeeshouldprotect confidentialityoftheinformationgathered,collectedor handledaboutthebank,its

customers,intheordinarycourseofbusinessanditisnottobepublishedinanyform ormanner.Incaseit

is referenced,the source is to be mentionedclearly.MaterialinbreachofcopyrightorIntellectualProperty

should notbe posted.PNB'sLogo,Trademark,anyIPare nottobe posted ininternetsoas the IPof

othersanditisnottobetransgressed.

ConsequencesofBreach

AnyviolationoftheseguidelinesmayresultinDisciplinaryactionaspertheexistingguidelines

ofBankand/orasperthelawofland.

RequestforReversionafterPromotion

(PADConsolidatedCircuiarNo.21dated04/04/2014)

Theextantbankguidelinesforseekingreversionareasunder:-

(i) Reversionisnotamatterofright.ItisatthediscretionoftheManagement.

(ii) Reversioncanbesoughtonlyonmedicalgroundsoronextremecompassionate

groundsnormallywithin3monthsfromthedateofpromotion.

(iii) Onacceptingthereversionoftheemployee,therewouldbenolienontheplaceof

postingearlierheldbyhim/her.ThepostingshallbeatthediscretionoftheManagement

dependingupontheavailabilityofvacancyandexigencyof
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business.Theemployeemay,however,givehispreferencefor2/3Circles,which

howevershallnotbebindingonthebank.

(iv) NoTA/DA/Joiningtimeshallbeallowedforreportingtonewofficeafter

reversion.

(v) Thedebarclauses,ifanyasperextantguidelinesshallbeapplicableonWorkmenand

officerstaff.Further,theclausesasprovidedinHRDD CirNo.344dt.20.09.2006shallalso

beapplicabletoofficerswhoseekreversion.

Alltherecommendingauthoritiesarerequestedtokeepinview theextantbankguidelinesaswellasadhereto

thefollowingpointsbefore recommendingtherepresentations oftheofficers,seekingreversion:

a) Whilerecommendingtherequestoftheofficer for reversion to lower grade, the concerned Circle

Head/DivisionalHeadshould suitablycounsel the officerand ensure thatofficer hassoughtthereversionon

genuine grounds and certifythatnecessarycounseling has been done andtheofficerhasbeenexplainedthe

rulesofreversiontoalower/previousgrade/cadre.

b) Theapplicationoftheofficer,seekingreversion,shouldnotbekeptpendinginanyoftheoffices.

c) Incasetheofficerrequestsforthewithdrawalofthereversionbeforethedecisionofthesanctioningauthorityis

conveyedtohim,thesameshouldbetakenupimmediatelywithourDivisionforitsstatusonthatparticulardate,to

avoidanycomplication.

d) Itshouldalsobeconveyedclearly to theconcernedofficer thatoncetherequestforreversionfrom higher

grade/cadreto lower grade isacceptedbytheauthorities,itisirrevocableandentailsthedebar clauses as

applicableforworkman andofficer staff.Thentheauthoritiesshouldnotentertainanyfurtherrepresentation

from the officerforitswithdrawalatlaterstage.

ANNUALPERFORMANCEAPPRAISAL(APAR)FORMATSFOROFFICERS

Theextantguidelineswithregardtothesystem ofAnnualPerformanceAppraisalforofficersarecontainedin

PAD ConsolidatedCircularNo.23dated 17.04.2014readwithPAD CircularNo.239dated28.10.2014andPAD

CircularNo.241dated20.11.2014.

ThePerformance AppraisalSystem forofficers ofthe Bank is framed within the provisions ofthe PNB

(Officers')ServiceRegulations,1979 andtheGovernmentguidelinesreceivedfrom timetotime.(Annexuresand

guidelinesforAPAR forofficersareenclosedin thementionedcircular.SubmissionofAPARfortheFY 2014-15

hasbeencircularizedvidePAD cir.No.258dated01.04.15.

IMPLEMENTATIONOFTHESEXUALHARASSMENTOFWOMENATWORKPLACE

(Prevention,ProhibitionandRedressal)ACT,2013

(RefPADCircutarNo.207dated09/04/2014.)

Thebasictenetsforthepreventionofsexualharassmentatworkplace;provide detailedprocedureformakinga

complaintofsexual harassment;procedures forinquiry ofcomplaintandpunishmentsforfalseormalicious

complaintor false evidence. Further,certain duties,as regardstheprotectionofwomen against sexual

harassmentatworkplace,arealsomadeincumbentupontheemployerintermsoftheprovisionsoftheActandthe

Rulesthereof.
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Complaintsrelatingtosexualharassmentatworkplace

(Ref.HRDDCir.No.733dated29.12.2015)

Ithasbeendecidedtohaveanotherchannelforwomen employees to report anycomplaintrelatingto sexual

harassmentatworkplace.Suchemployeescandirectlycorrespondthroughemailwithadesignatedsenior lady

executive in Top Executive Grade. Complaints thus receivedwillbedealtwithconfidentiallyand willbe read

personallybytheSeniorOfficer.Whereverrequiredthecomplaintwillbedirectedtotheappropriateauthority.

(Ref.PADCir.Letterno.4dated24/02/2015&HRDDCir.No.729dated07/12/2015)

EXITTHROUGHVOLUNTARYRETIREMENT

TheBoardhasdesiredthatincaseofVoluntaryRetirement,"Exitinterview"oftheconcernedofficialsbeheldand

reasonsbebroughtonrecord.

Accordingly,allconcernedareadvisedthatwheneveranyemployeetendershisrequestforVoluntaryRetirement,his

'ExitInterview'must beheldbefore recommending hisVRS requesttotheCompetentauthorityforconsideration

and the reasons forseeking VRS be broughton recordandenteredinHRMS.CompetentAuthorityforthe'Exit

Interview'isgivenbelow:

Scale/Grade Competent Authority to accept

VRS

Competent Authority for Exit

Interview
AwardStaff CM of Controlling Office/HO

DivisionlookingafterHR

CM of Circle/Controlling

Office/HO Division looking

afterHR

JMGandMMG Head of Controlling Office(in

the rank of AGM and

above)/AGM-HR

AGM/CM in Circle/Controlling

Office/HO Division looking

afterHR
SMG GM-HR CH/ Divisional Head in HO

Division

TEG CMD

ScaleVI-FGM/concernedGM

atHO
ScaleVII-ConcernedED

(Ref.HRDDCircularNo.725/2015dated01/12/2015)

BankhasintroducedEmployeeSuggestionBox"ESB"through PNB Parivar (HRMS). "ESB" willfacilitate the

employeestoexpressfresh andthoughtfulideas & suggestions covering theentiregamutofHumanResource

Management.

FilingofReturnsofAssets&LiabiltiesStatementason31stMarchofeveryyear
{PADCir.No.262dated.28/04/20)5

IntermsofClause20(2)ofPunjab NationalBankOfficer Employees'(Conduct)Regulations,1977,(here-in-after

referred to as Regulations)every officer employee shall,every yearsubmita return ofhis movable and

immovableandvaluablepropertyincludingliquid assetslikeshares,debenturesason31stMarchofthatyearto

theBankbefore30thdayofJuneofthatyear.
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