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1. GENERAL CLAUSE s

a) Interpretation

i) Wherever the rules framed in this Manual are sitent or not clear, rules applicable in
such situations in Government of India shall be made applicable. Any direction
issued by the Govt. shall be final and complied forthwith by the GC / Chairman /

-

Directlor.

ii) Wherever interpretation of any of the rufes of the manual is involved. Director of the
institute will initially interpret the subject in accordance with various guidelines.
However, all such cases where Director has exercised the interpretation clause shall

be put up in the subsequent GC Meeting.

b) Definitions

in these rules, unless the context otherwise requires: -

1. “Appointing Authority,” means the authority to which powers of appointment of a
particular category of employees are vested or delegated by the Governing
Council.

2. “Appointment on Probation” means temporary appointment made on probation.

During this period, if the work and/or conduct of the employee concerned are not
found satisfactory, his services may be terminated.

3. “Byelaws” means the byelaws of Nalional Cenire For Antarctic & Ocean
Research, Goa registered under the Goa Sociefies Registration Act 1860 and the
rules framed there under and include ils registered amendrments.

4. “Cadre” means the strength of service or a part of service sanctioned as a
separate unit.

5. “Chairman” means the Chairman of the GC of NCAOR, Goa .

6. “Committee” means any committee appointed by the Governing Council/Director

of National Centre For Antarctic & Ocean Research under its Bye-Laws and
includes any sub-commiltee or sub-commitiees or special committees thereof to
which it may delegate any or all of its powers for the enforcement of these rules.

7. “Consolidated Salary” means the monthly fixed remuneration which does not fall
on any time scale of pay.
8. “Da_;a"'"bﬁ,ét- apﬁdinfmgnt of employee” means that the date of his assumption of
d les{‘f‘.:if%e ﬁrsf’bésl‘ In.the Sociely’s service before noon. |If the employee
N
N
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10.

11.

12.

13.

assumes duties in the afternoon, the date of his first appointment shall be the
next day

“Deemed Deputation”. The persons who were employed in the erstwhile
Antarctica Study Centre prior to formation of NCAOR and are now working in
NCAOR are on deemed deputation.

“Director” means the Director of the Nalional Centre For Antarctic & Ocean
Research,

“Emoluments” means: -
a) Pay or salary as defined in these regulations.

b) fixed addition to monthly pay by way of dearness allowance,
special pay or any other allowance which is considered as a part
of authorized remuneration of the post such as cash allowance,
house rent allowance, cily compensatory allowance but does not
include traveling allowance, conveyance allowance, washing
allowance etc.

c) Subsistence allowance sanclioned to an employee who is under
suspension.

For gratuity scheme - ‘Emoluments’ will mean basic pay (including
stagnation increments) plus dearness allowance drawn immediately
before retirement or on the date of death of the employee. If there is
reduction in emoluments in the last 10 months of service for reasons
other than penally, then gratuity will be based upon average emoluments
during the last ten months (for Graluity Scheme)

“Employees” means a person in the employment of the Society other than
Consuitant/Contract employee, the casual, work charged or staff paid from
contingencies or workmen as defined in the Industrial Employment (Standing
Orders Act, 1946, but includes a person on deemed deputation to the Sociely.

“Family” means employees’ wife or husband as the case may be, and parents,
legitimate children/stepchildren, unmarried sisters/minor brothers wholly
dependent upon the employee. Such parents shall be regarded as wholly
dependent upon an employee who normally reside with the employee and whose
total monthly income from all sources does not exceed Rs. 3500/- per month.

“Members of the family” in relation to an employee include: -

a) The wife or husband as the case may be, of the employee,
whether residing with employee or not but does not include a wife
or husband, as the case may be, separated from the employee by
a decree or order of a competent Court.

b) Sons or daughters or step-sons or Sstep-daughters of the
employee and wholly dependent on him, but does not include a
child or step-child who is no longer in any way dependent on the
employee or of whose custody the employee has been deprived
of by or under any law.

L}




c) Any other person related, whether by blood or marriage to the
employee or to such employee's wife or husband and wholly
dependent on such employee.

13(b) Family means employee's (for medical purpose)

i) Husband/Wife including more than one wife and also judicially separated wife
i)y Parents and stepmother

In the case of adoption, only the adoptive and not the real parents.

A female employee has a choice fo include either her parents or parents-in-law;
option exercised can be changed only Ince during service.

ifiy Children including flegally adopted children, stepchildren and children taken as
wards subject to the following conditions.-

Son Till he starts earning, irrespective of age fimit.
Daughter Till she starts earning or gets married, whichever is
Earlier, irrespective of age-fimit.

Son suffering from No age-limit
Permanent disability
Of any kind (physical or

Mental)

iv} Widowed daughters and dependent divorced/separated daughlers.
v) Sisters including widowed sisters.
vi) Minor brothers and dependent brothers.

Dependency — Members of the family (other than one spouse) whose income is less
than Rs 1,500 p.m. are freated as dependents. Parents residing with the rest of the
family members in a station other than the employee’s headquarters are also eligible for
reimbursement. In the case of pensioners the original pension (before communication),
pension equivalent of DCRG benefit and exclusive of the relief on pension sanctioned
after December, 1995, should be taken into account.

‘Fee” means any remuneration, for work or service rendered, received by an employee
from a source other than the funds of the Society. However, incomes from property,
dividend, interest, elc. do not come under the purview of the term. 2

4. “Hardship Allowance” means the monetary compensation paid to an employee
who is deputed by the sociely to work in extremely adverse and hard conditions
such as expeditions to Antarctica, subject to extent Govi. instructions on the
subject.

15, “Holiday” means a holiday declared by the Society.

16. ‘Leave Salary” means the monthly emoluments paid to an employee during
leave. In the case of earned/medical leave, it will be equal to the pay drawn by
the employee-concerned immediately proceeding on such leave.

17 ==flonthsmeans a calendar month,

/};&ﬁ“ ‘NCAOR" Mmearis.the National Centre For Antarclic & Ocean Research.
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19. “Department” means Department of Ocean Development.

20, “Society” means the National Centre for Antarctic & Ocean Research.

21.  “Officiating appointment” means an appoinlment which confers on the person
benefit of pay etc only for the period during which he rendered duties on the
higher post.

22. “Pay” means remuneralion that is paid to an employee per month on time scale

basis including personal pay, officiating pay, special pay elc., but does not
include dearness allowance or any other allowance.

23, “Personal Pay” means additional pay granted fo an employee to save him from a
loss of substantive pay in respect of post on which he has been confirmed.

24. “Sanctioning Authority” means the authority to which such powers have been
delegated from time to time.

25.  “Special Pay" means an additional monthly emoluments on posts so identified
after approval of the GC.

26. “Subsistence alfowance” means a monthly grant paid to an employee who is
under suspension and is neither in receipt of pay nor of any leave salary.

27. “Substantive or confirmed appointment” means an appointment which gives a
person a claim or title 1o the post which is called lien.

28. “Substantive or basic pay” means the pay other than special pay, personal pay or
emoluments classified as pay to which an employee is entitled on account of a
post to which he has been appointed substantively or by reason of his
substantive posifion in a cadre

29. “Transfer” means movement of an employee from the station, where he is posted
{o another station, either: -

a) to take up the duties of a new posit, or;
b) in consequence of a change of his Headquarlers..
30. “Time scale of pay” means that the pay start at the minimum of the scale

increases by certain uniform amount called ‘increments’ at certain fixed period
of time and reaches at maximum of the scale.

31. “Year” shall mean financial year of the Government of India unless  otherwise
specified.

32. *Appointing Authority” for the post of Direclor will be the Governing Council after
sefection by the Government.

33. “Ex-Cadre Posts” means a post, which does not form part of normal channel of »
promotion in a cadre and is open to any employee who fulfills the job
specifications laid down for the post.

. sleeiron»Commtttee means a commiftee constituted by the appointing
/ t{ﬁm{y for. thé*purpose of appointment/selection to fill up various posts against
/j ec qyota o
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35. “Appellate Authority” means the authority specified as such in the schedule
aftached lo these rules for different categories of posts in these rules {conduct,
discipline & appeal rules).

36. “Competent Authority” in relation to the exercise of any powers means the
authority to which the said power is delegated by the Governing Council.

37. “Disciplinary Authority” in relation to the imposition of any penally on an
employee means the authority specified in the schedule, compelent to impose
upon him that penally under these rules (conduct, discipline & appeal rules).

38 “Governing Council” means the Governing Council of the Society afid includes in
refation to the exercise of the powers, any committee of the Governing
Council/Management or any officer of the Society to whom the Governing
Council delegate any of its powers. Any Committee/Sub-Committee of GC
shall be constituted only with the prior approval of GC. ’

39, “Public Servant” shall mean and include a person as mentioned in section 21 of
the indian Penal Code as amended from time fo time.

40. “‘Reviewing Authority” means the authorily specified as such in the schedule
altached to these rules (conduct, discipline & appeal rules).

41. “Controlling Officer” — The Direclor of the Society and such other officers to
whom such powers have been delegated by the Director will act as Controlling
Officer for the purpose of these rules. The Director will be his own Controlfing
Officer (Travelling and daily allowance rules).

42. “‘Day” means a calendar year beginning and ending at midnight.

“Day” means a day of 24 hours beginning from the time of the start of Journey.
For all journeys, the period of absence shall be reckoned from the time, the
employee actually leaves Headquarters/Residence to the time he actually returns
to the Headquarters/Residence (Travelling and daily allowance rules).

43, ‘Headquarters” means the normal place of duty of an employee as may be fixed
by the Society from time to time.

44.  “Shortest route” for the purpose of these rules means the route, which is normally
used by passengers between stations at a particular time.

45. “Travelling Allowance” means an allowance, the employee draws fo meet
expenses incurred in connection with Society's work. It is granted to reimburse
the expenditure incurred on account of travel from one place fo another in the
country and is admissible on occasions such as tour on official duty, transfer to
another station, (emporary transfer, deputation for training, seminars,
conferences, retirement etc. It is also available for the family members of a
retiring/deceased employee.

46.  “Authorised Medical Officer” means a Medical Officer of NCAOR or such other
Physicians/Strgeons elc, as may be notified by NCAOR in this behalf from time
fo time.

o T

ed L af:\'r"éﬂ. leans leave earned in respect of period of services with
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48.

49.

50.

51.

52.

53.

“Extra-Ordinary Leave™ means leave without pay sanctioned under special
circumstances.

“Leave Salary” means the monthly emoluments paid to an employee during
leave.

“Regular Employee” means a person employed against a sanctioned post and
also includes a person employed on probation.

“Any other place” means a place in India other than the ‘Home Town' of the
employee concerned.

“Home Town" means the permanent home town or village in India as entered in
the service book or other appropriate official record of the employee concerned,
or such other place as has been declared by him duly supported by reasons such
as ownership of immovable property, permanent residence of near relatives or
parents, brother, efc provided that such declaration is accepted by the Controlfling
Officer.

Family means (for the purpose of LTC Rules) —
prescribed as under —

i) The Government servant's wife or husband and two surviving unmarried
children of stepchildren wholly dependent on the government servant,
irrespective of whether they are residing with the government servant or
not;

i} married daughters divorced, abandoned or separated from their
husbands and widowed daughters and are residing with the
government servant and wholly dependent on the government .
servant;

iif) parents and/or stepmother residing with and wholly dependent on
the government servant;

iv) unmarried minor brothers as well as unmarried, divorced,
abandoned, separated from their husbands or widowed sisters
residing with and wholly dependent on the government servani,
provided their parents are either not alive or are themselves
wholly dependent on the government servant.

EXPLANATIONS

ik, The restriction of the concession to only two surviving
children or stepchildren shall not be applicable in respect
of (i) those employees who already have more than two
children prior to 20-10-1998; (ij) where the number of
children exceeds two as a result of second child birth
resulting in multiple births.

2. Only one wife is included in the term “Family” for LTC
Rules. However, if a government servant has two legally
wedded wives and the second marriage is with the
specific permission of the government, the second wife
shall also be included in the definition of “Family”.

AT T \‘5\\ It is not necessary for the spouse and children to reside
\ with the government servant so as to be eligible for the

8




53(a)

54.

55.

56.
57.

58
59.

60.

61.

concession.  The concession in their cases shall,
however, be restricted to the aclual distance traveted or
the Home town/place of visit, whichever is less.

4, children of divorced, abandoned, Separated from their
husbands or widowed sisters are not included in the term
“Family’.

5. A member of the family whose income from alf sources,

including stipend, or pension, lemporary increase in
pension but excluding Dearness Relief doés not exceed
Rs.1,500 p.m. is deemed to be wholly dependent on the
government servant — Rule 4(d} and Explanations.

6. Husband and wife is one unit for purpose of LTC and
hence the condition of dependency is not applicable —
Deptt. Of Pers. & Trg. Ref. Dated 15-09-1999 (o MTNL,
ND,

Dependant Parent’ means such Parent as are wholly or mainly dependent on an
employee and normally reside with the employee concerned. The total monthly
income of parent should not exceed Rs. 3,500/-,

Hospitalization’ means treatment laken by an employee in a hospital as an
indoor patient for at least one day.

‘Treatment’ means the use of alf meical and surgical facilities essential for the
recovery or for prevention of deterioration in the condition of the patient.

“Accepling Authority,” means the Director of NCAOR.

“Custodian of Appraisal Forms” means an Officer authorized by the Director to
keep the custody of the appraisal forms.

“‘Form” means Performance Appraisal form annexed (o these Rules.

“Officer” means an employee of the Sociely who is not a workman within the
meaning of either Industrial Disputes Act, 1947 or Industrial Employment
(Standing Orders) Act, 1946 and shall include such employees holding
managerial or confidential position under the Factories Act, 1948 and Rules
made hereunder,

“Employee other than Officer” Means an employee who is not covered at S, 60
above,

“Management” for the purpose of these rules means the Director of NCAOR or
any other Officer authorized by him to act as such on his behalf

62. . ‘Jﬁgpoging Officer” means the immediate superior officer under whose controf or

SHpe. ‘Té?a';_.‘the concerned employse works (for the purpose of Performance
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“Reviewing Officer” means the immediale Ssuperior officer under whose controf or

S supervision the concerned Reporting Officer works.
é4. Joining Time' means the time granted to an employee to enable him to join a

post either at the same station or at a new station to which he is posted while on
duly.

65. ‘Same Station’ means the area within the same Municipality or Society, and its
contiguous suburban Municipalities, notified areas or conlainments.

66. Continuous service' means uninterrupted service under the Society and includes
service, which is inferrupted by authorized leave and cessation of work not due to
the fault of the employee.

67. ‘Qualifying Service’ means continuous service rendered in the Society and does
not include the period of service rendered as an apprentice or trainee or on
deputation. However, the service on deemed deputation of the existing
employees of Antarclic Study Centre will be treated as qualifying service, if they
decide to absorb in the NCAOR.

68. “Sanctioning Authority” means Director of NCAOR or any such officer
authorized by him. In the case of Director, the sanctioning authority means the
Governing Council.

69. ‘Superannuation’ means retirement from the service of the Society on reaching
the age of 60 years.

70. Advance’ means advance for acquisition of a plot of land, for purchasing a ready
build house, for construction of a new house, for acquiring a flat/ or house and for
extension/enlargement of an existing house.

71. Repaying Capacity’ means the capacily of the employee to repay the loan. It is
{o be calculated at 40% of the pay of the employee concerned.

72 “Local Tours" means tours undertaken within the Society/Municipal Limits by the
employees of the Society in the course of conducting official business.

73. “Drivers” means the Drivers employed by the Society on regular basis.

74, “Duty or Official Journey” means a Jjourney undertaken for official work and in the
interest of the Sociely.

75. “Non Duty Journey” means a private journey.

76. “Staff Car” means the cars or vehicles owned by the Society.

Note: Any specific subject or matter not defined above will be defined suitably under orders

of GC and shall be incorporated.




¢) Relaxation

Not withstanding anything contained in these rules, the Director may at his discretion refax
any of the provisions of these rules. All cases where the Director, in interpreting these rules

grants relaxation, the same shall be put up to the Chairman/ GC with detailed reasons /

Jjustification

d)} Additions / Alterations/Review

These rules are liable to modifications / changes depending upon the future needs of the
society, with the approval of the Governing Council. These rules are also subject to
review to incorporate any major changes in provisions Jjuxtaposing to SR/FR of

Government of India rules.

e) Reservation Policy Of The Government

Reservation policy of the Gowt. of India and various instructions / orders issued on the

subject from time to time will be followed by the society.

f)  Short Title And Commencement
i) These rules shall be called the NCAOR “Society Rules”.

i) They shall come into Jorce with effect from 18- ”‘_20 03 .
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN .
RESEARCH

GOVERNING COUNCIL/GENERAL BODY MEMBER’S
ALLOWANCES RULES.

1. EXTENT OF APPLICATION:

These rules shall apply to all elected, nominated, ex-officio or co-opted members
of the Governing Council/General Body of NCAOR.

2. FEE & ALLOWANCES:

The Members shall be entitled to following fee and allowances:

i) TRAVELLING ALLOWANCE:
BY AIR/RAIL
The Members may travel by Air (economy class) or by Rail (any class).
The expenditure incurred on fare will be reimbursed by the shortest route
on production of air ticket in case of journey by air and ticket number in
case of journey performed by rail.

BY ROAD

Rs. 8/- per k.m for journey by own car/taxi

i)  DAILY ALLOWANCE (DA):

a. DA will be admissible only to non-official outside members .
They shall be entitled to a daily allowance @ Rs. 1000/- per day
for meeting days.

b. If only lodging is provided then 50% D.A. would be admissible.

cC. If boarding and lodging is provided by the Society, % DA will be
admissible. "

d. The Govt. nominees would be entitled to TA / DA as per their own
service rules.

3 LOCAL CONVEYANCE:

_Members shall be entitied to local conveyance expenses for attending meetings
“of~the E \and for journeys undertaken in their own cars or taxis from

) AR 12




residence lo airport/raitway stalion and from airport/railway station to the place of
stay and vice-versa on aclual basis.

L4 ACCOMMODATION:

'I Suitable accommodation for the members of the GC shall b

| the Director of the Society. e arranged by
| 5)  PASSING OF BILLS:

The Director will pass bills for TA/DA of member i
Council/General Body Meeting. ers of the Govemning

6) These rules supersede all earlier orders on the subject.
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

STAFF REGULATIONS
CHAPTER -1

L 1. EXTENT OF APPLICATION

| a. These rules shall apply to all existing employees of NCAOR working in
Head Office/ Sub office in Goa or any of its Offices, Sub-Offices,
Research Units oulside Goa as well as to those appointed in the
service of NCAOR in future. ,

‘ b. Technical hands appointed on contract/ project mode shall aiso be
subject to these regulations except to the extent to which they are
! modified by the terms and conditions of appointment order governing
: their appointments.

c. The Govt. employees on deemed deputation to NCAOR will continue
to be governed by the Government Rules.

CHAPTER - li
CREATIONS / CLASSIFICATION OF POSTS

2, NUMBER AND NATURE OF POSTS
The number and nature of posts and the service conditions pertaining to such
post shall be fixed by Governing Council as per guidelines issued from time to

time by the Government. Creation of posts shall be done in consultation with
the GC and the government.

3. GROUPING OF POSTS

All posts in the Society are classified into following groups: -

/GROUP -A A post carrying a pay or a scale of pay, with a maximum  of
not less than Rs. 13 500/. | o
GROUP-B A post carrying a pay or a scale of pay with a maximum of not
less than Rs. 9,000/- but less than Rs. 13,500/-
GROUP-C A post carrying a pay or a scale of pay with a maximum of over
Rs. 4,000/- but less than Rs. 9,000/-

GROUP-D A.post carrying a pay or scale of pay the maximum of which is

~.Rs.:4,000/- or less.

\
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4.

CHAPTER lll

TENURE

PROBATION

i}

ii)

ii)

iv)

Every employee selected by direct recruitment from outside shall be
appointed on probation for a period of ane year.

The appointing authority may, if it thinks fit, in the case of an employee
extend the period of probation, the total probation period belng not more

than two years.
During the period of probation, an employee shall be liable to be

discharged from the service of the Society without notice or' without
assigning any reason at the sole discretion of the Appointing Authority.

Increments will not be released during the period of probation.

RESIGNATION

An employee may resign from the service of lhe Society by giving notice .
prescribed as under: -

vi)

Thirty days notice in wriling during the period of probation:

Three month's notice in writing or a sum equivalent to three month's
salary in lieu of such notice if the employee has been confirmed.

Resignation will be deemed to be operative only after the Appointing
Authority has accepted it and the employee concerned has been relieved
of his duties.

The Appointing Authority may, however, at its discretion not accept the
resignation of an employee if it has decided to initiate disciplinary
proceedings against him or if such proceedings are already pending.

Any resignalion will be deemed to be accepted by the competent authority
on expiry of a period of three months from the date of submission, subject
to clearance from vigilance angle and final adjustment of all the
departmental dues.

Withdrawal of resignation in the following circumstances:

i. Before acceptance — The resignation will be deemed to have been
automalically withdrawn and there is no question of accepling the
resignation.

it. After acceplance, but before relief — Withdrawal should normally
be accepted. If rejected, grounds for such rejection should be
~+gcorded and intimated to the employee.




iii. After relief (i.e. after it became effective).- The Director may permit
wilhdrawal in the case of permanent employees subject to the
following conditions:-

a)  Availability of the vacated post or other comparable post,

b) The resignation was tendered by the employee for some
compelling reasons which did not involve any reflection on
his integrity, efficiency or conduct. :

c) The request for withdrawal has been made as a result of °
material change in the circumstances, which originally
compelied him to tender the resignation.

d) The resignation was not lendered with a view to (ake up an
appointment in a private commercial company or under a
corporation, company, body, controlled or financed by the
Government.

e} The period of absence from duty between relief on
resignation and resumption of duty, is not more than 90 days.

In other cases, the withdrawal of resignation, which has become effective can be

accepted only with the sanction of the Governing Council.

7.

TERMINATION OF SERVICE

i) The service of an empioyee, who is on probation can be terminated with
one month notice or one month's pay plus DA in lieu thereof.

i) Giving him/her three months notice or three months basic pay plus
dearness allowance in licu thercof can ternminate an employee who has
been confirmed in the service of the Socicty.

RETIREMENT

An employee shall retire from the service of the Society: -

a) On the afternoon of the last day of the month in which he/she attains the
age of 60 years. However, if it is in the interest of the Society to retain
him/her after the age of 60 years he/she may be granted extension of
employment for a period of not exceeding two years at a time til] he/she
attains the age of 64 years under exceptional circumstances as specified
by the GC

An employee whose birth date is the first of the month shall retire on the
afternoon of the last day of the preceding month.

b) Nolwithstanding any thing contained in these rules, the Appointing
Autherity shall, if hefshe is of the opinion that it is in the interest of the
Society to do so, have absolute right to retire any employee from the
Society by giving him/her a notice of not less than three months in writing
or three moths pay and allowances in lieu of such notice provided that the
-employee concerned has completed 15 years of service or has attained
the.age of 50 year, whichever happens earlier.

e,
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10.

1.

12,

13.
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RECORD OF AGE

i) The Society shall maintain the record of age of all employees. The
following documents shall be deemed to be satisfactory proof of age of an
employee: -
a) Matriculation or Higher Secondary Certificate

b) School Leaving Certificate,

c) Certificate by the hospital where he was born or of local
municipalily or panchayat.

-+

v) If an employee is unable to produce a documentary evidence as stated
above of his age, he shall be got examined by a medical Board to be
appointed by the Society and the findings of the Medical Board in regard
to the employee's age shall be binding on all concerned. ‘

vi) The age of an employee once recorded in the service record at the time of
his appointment shall not be changed or altered unless it js prima-facie a
case of clerical error.

ANTECEDENTS.

i) No employee who has been dismissed for proved misconduct by a

if) If such an employee is appointed and the Society comes to know about
his/her dismissal / conviction at a subsequent date, his/her services will be
terminated after proper verification.

MEDICAL EXAMINATION.

i) A person will be appointed in the Society, only after the person has been
examined by the Medical Board constituted by the society and declared
fit to be appointed.

TRANSFER.

The Society shall have the right to transfer an employee anywhere in
India/abroad.

IDENTITY CARDS

a. Every employee shall be issued a non-transferable identity card, which

shall bear his/her name; designation, date of birth, date of joining,
identification mark, photograph, blood group, or such other information as

D= dg tity cards will be valid only in respect of employee in whose favour it
hasQB‘een issued. He/she should himself/herself surrender the expired

card'to,the.issuing authority for renewal

1
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14.

15.

16.

17.

d.

HOLIDAYS

If an employee loses histher idenlity card, he shall report the loss
immedialely to the issuing authority to avoid its misuse.

' The initial issue of the identity cards will be free of charge. If the
employee loses the same, a duplicate on shall be jssued to him/her on
payment of Rs 100/-. For subsequent loss, disciplinary action may be
taken against the concerned employee. If, however, the card becomes
indecipherable due to normal wear and tear, the same shall be replaced
free of charge.

-

A list of holidays to be observed by the Society shall be notified well in
advance in consultation with local CGEWCC. A copy of the notification issued
in this regard shall also be displayed at the Notice Board. (Negotiable
Instruments Act) '

ATTENDANCE AND LATE COMING.

Employees shall register their attendance at the specified time in the manner
prescribed for the purpose by the Society. The Director can promulgate
detailed instruction in this regard from time to time.

CHANGE OF ADDRESS

All employees shall, on their appointment, notify to the Personnel Department
their local and permanent address. The concerned employee shall also promptly
notify any change in the address to the Personnel Department.

FORWARDING OF APPLICATIONS FOR OUTSIDE EMPLOYMENT

vi)

vii)

Application of an employee working in the Society may be forwarded after
he/she has completed at least five years of the continuous service in the
Society.

In all cases applications for a higher post only will be forwarded subject to
what has been stated in (i} above.

On completion of five years of continuous service (excluding leave) in the
Society, not more than two applications (including foreign assignments) in a
year will ordinarily be forwarded for employment oulside the society.

While forwarding the applications to the Statle/Central Government/Public
Sector Undertakings/Autonomous Bodies, the society will ensure that the
employee meets the specifications of the post, which he/she has applied.

Applications to private concerns may be made directly by the individuals;
provided prior permission is obtained form the Society and failure to do so
may entail disciplinary action.

Applications of employees who have been promoted and have not
completed two years service in the post on which promoted would not be
forwarded for outside employment and also they would not be issued a 'No
Objection Certificate’ to apply for a job in any outside organization.

An employee may be allowed lo retain fien in the society in the event of
his/hergelection in any outside organization for a maximum period of five
yeans,:c;%g‘hislher entire service period in the society.

[
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iii) Notwithstanding any thing contained in rules above, the Director may at his
4 discretion, withhold forwarding of application of an employee for outside
employment in the inlerest of the Society.

CHAPTER - IV
PAY
PAY SCALES.
i) The Governing Council shall determine the scales of pay of \-/arious posts

in the Society from time to time, keeping in view various instructions
issued by the Government from time to time,

ii) The pay of every employee on deemed deputation with the Sociéty shall
be determined in consultation with his parent department.

INITIAL PAY.

An employee on his initial appointment to a post on a time scale of pay, shall
draw pay at the lowest of the time scale unless the appointing authority decides
that he shall draw pay at higher stage. The decision of the appointing
authority shall be based on specific recommendations of the Selection
Committee in this regard and also appropriate guide lines issued by GC.

FIXATION OF PAY ON PROMOTION.

DRAWAL OF PAY

i) An employee shall be entitled to draw pay of the post to which he has
been appointed from the date on which he assumes charge of that post.
In case, an employee assumes charge in the afternoon, he shall be
entitled to draw pay from the following date.

i) Pay in respect of any month shall become due on the last working day of
that month.
SPECIAL PAY

Special Pay lo any employee of the society will be considered on case fo case
basis by the GC after taking into account all aspects.

e
o

NGREMENTS
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i Annual increments of pay will be sanctioned to employees from the 1* of

) the month in which it falls due, except when it is withheld as a
statutory punishment. If a government servant is on leave or is
availing joining time on the 1* of the month in which it falls due, the
increased pay will be drawn only from the date on which he resumes
duty and not from the first of that month,

i Annual increments of the employees who are appointed on contract basis
shall be granted in accordance with their terms of contracl.

STAGNATION INCREMENT.

i) An employee may be granted stagnation increment after two years from

ii) If an employee immediately before his promotion or appointment to a

CHAPTER -V
ALLOWANCES
The employees of the Society shall be paid allowances as admissible in the

Central Government from time to time. For any modification, approval of the
Governing Council shall be obtained.

CHAPTER - vt
LEAVE

The employees of the Society shall be entitled to leave benefits as provided in
the Leave rules.

CHAPTER - v
MEDICAL FACILITY

he:employees and their familics shall be entitled to such medical facilities as
Q;J_-,mayzbe-proy ded,in the medical rules of the Society.
L %
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CHAPTER - Vil

SENIORITY

The general principles which shall govern the seniority of employees in the
26 Society are laid down hereunder:

The inter-se seniority of the employees in a particular grade shall be

e determined on the basis of date of joining the Society/post.

b) An employee who joined a particular post under the same category
earlier will be deemed to be senior to those who join on a subsequent

date.

c) If two or more employees have joined or appointed on a post in a
particular grade on the same date, the person drawing higher pay will be
treated as senior,

d) If, however, two or more persons who joined/appointed on the same date
are also drawing the same pay, the elder in age will be deemed to be
senior.

e) The society shall publish gradation list of each cadre of employees
by 15" of January of each calendar year, which shall be circulated
amongst all concerned.

29. RELATIVE SENIORITY OF DIRECT RECRUITS VIS-A-VIS
DEPARTMENTAL PROMOTEES.

i) When a post is to be filled up considering staff of different cadres, the total
length of continuous service in the same or equivalent grade held by the
employees shall be the determining factor for assignment of inter-se
seniority. This is subject to the proviso that only non-fortuitous setvice
shall be taken inlo account for this purpose. In order to decide the
equivalence of the grades, if necessary, a committee will be constituted

; and its decision shall be final.

ii) When the dates of appointment/promotion to the grade are the same, the
date of entry inlo the grade next below it shall determine the seniority. If
these dates also coincide, then the dates of entry into each of the lower
grades in order down to the lowest grade in the channel of promotion shall
determine the seniority. If these dates are also identical, then the relative
date of birth shall determine lhe seniority, the elder person being the
senior.

30.  PAY VIS-A-VIS SENIORITY:
Irrespective of the fact that an employee whose pay in a grade is higher to
another employee in the same grade, he will not be deemed senior to the other
employees by virtue of his drawing higher pay only.

31, These rules supersede all earlier orders on the subject.

JA‘-‘ v
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NATIONAL CENTRE FOR ANTARCTIC AND OCEAN

RESEARCH

RECRUITMENT AND PROMOTION RULES

APPLICATION:

These rules shall apply to all existing employees of NCAOR working in
Head Office in Goa or any of its Offices, Sub-Offices, Research Units
outside Goa as well as to those appointed in the service of NCAOR in

future.

a)

b) The employees of the erstwhile Antarctica Study Centre (ASC) now on
deemed deputation to NCAOR will continue to be governed by the
Government Rules in service matters. However, on their absorption in
the service of NCAOR, these rules shall apply to them as well.

These rules shall not apply to:

a)  Appointments made on casual or ad-hoc or contract basis for specific
jobs and periods.

b) In cases of promolion also, a period of one year shall be prescribed as
probation, which can be extended by one more year. In case, the work
and conduct of the employee concerned who is promoted is not found
salisfactory during the period of probation, he will be reverted to the post
from which he was promoted.

SOURCES OF RECRUITMENT;

The posts under the Society shall be filled in by resorting to one or more of the
following sources: -

a. Direct recruitment by advertisement.

Employment Exchange as per the provisions of the Employment
Exchange (Compulsory Notification of Vacancies) Act, 1959.

Zila Sainik Governing Council/ Director General of Resettlements.
Management Trainees.

On contract for a specified period.

Apprentices recruited under the Apprentices Act, 1961.

By selection andfor promotion from amongst existing employees of the
Society,

By regularization of casual employees.

By absorption of employees on deemed deputation,

T w@-eoao

SCALES OF PAY

All recruitment/ appointments in the Society will be made in the approved

_’,4,-»~'-“"stales-.q£~9ay as may be in force from time lo time, after such posts have

been credted in accordance with government instructions on the

J
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The existing scales of pay are given in Annexure-l. The job
age limit, method of recruitment and feeder grades for promotion
| be decided by the Governing Council on case to case basis

subject.
specifications,
to next posts wil
as per requirement.

" ADDITIONAL INCREMENT/PROFESSIONAL UPDATE ALLOWANCE

a)  Special pay of Rs. 2000/- pm {without DA) to Scientist Gr-IV in the pay
scale of 18400-500-22400.

b Two additional increments (without DA) to all Regular Scientists in

/)/ the pay scales of Rs. 10000 - 15200; 12000 — 16500; 14300 — 18300
and 16400 — 20000 pm (Scientists C, D, E & F)

c) Professional up-date allowance of Rs. 5000/~ per annum to all

Regular Scientists including Director.

a) & b) above to be concurred by GC on case by case basis.

(5) APPOINTING AUTHORITY

The appointing authority in the Case of Director shall be the Governing Council.
For all other posts, the Director will be the appointing authority.

6. IDENTIFICATION OF VACANCIES:

Vacancies in the Society will be filled up by Direct Recruitment as well as by
promotion. Therefore, the society shall first idenlify the vacancies to be filled up
from different quotas i.e. direct or promotion. For this purpose, a suitable record
of vacancies will be maintained by the Personnel Department.

7. METHOD AND PROCEDURE FOR RECRUITMENT:

When a post is to be filled up by Direct Recruitment, the governing principles

shall be to secure the services of most meritorious candidates. To achieve this

objective, the method of recruitment shall be as follows: -

i Te invite applications by open advertisement giving full information
regarding the nature and duties to the post, qualifications, experience and
age limit, prospects of promotion and other relevant information.

i ii Where the direct recruitment is resorted to, existing employees of the
/ Society may also apply for the posts advertised in the press provided they
fulfill the prescribed requirement. Relaxation in age can be given by the
appointing authority in respect of internal candidates uplo five years of
maximum prescribed, for which reasons in writing would have to be
recorded.

i Wherever necessary, a written competitive examination/ test and/or
interview may be prescribed by the Appointing Authority.

8. SCREENING OF APPLICATIONS
Personnel Depariment will do the preliminary screening/scrutiny of applications

~="TECeiVed-against advertisement in terms of the specifications laid down therein.
f While:screening the application the Personnel Department will see whether: -
/
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10.

11.

=

Qualifications and experience of the candidate generally conforms to the
! prescribed specifications;

Age is with in the prescribed limit

ii)

ii) Application, wherever necessary, has been submitted through proper
channel

iv) The candidate has signed the application.

v) The application has been received within the last date prescribed in the
advertisement. :

While scrutinizing the applications, the Personnel Department shall ensure that
the applications received have been entered in a scrutiny sheet indicating
whether the candidate fuifilis the job specifications advertised or not. In case a
candidate does not fulfill the prescribed job specifications, the reasons for
rejection should be indicaled in the column provided. After the preliminary
scrutiny, the scrutiny sheets along with original applications will be sent to the
concerned Departmental Head for his recommendations. On receipt of
recommendations, the Personnel Department will take the approval of the
Competent Authority for finalization of the list of candidates to be called for

interview.
CALL LETTER

The candidates finally approved to be called for interview/test shall be issued
interviewftest letter. The candidates called for interview should be required to
produce on the date of interview, the documents in support of the following
particulars mentioned in the applications: -

Age

Qualifications

Experience

Pay particulars

No objection certificate ( if employed in Government/Public

Sector Undertaking/Autonomous bodies elc) if the application has
not been received through proper channel.

f. SC/ST Certificate wherever applicable.

(Dﬂ_ﬂc'_m

CONSTITUTION OF SELECTION COMMITTEE

i) The seleclion Committee to be constituted by the Appointing Authority
shall include at least three members out of which one will be drawn from
the discipline to which the recruitment is to be made. In addition, one
officer of the Personnel Department will invariably be associated with the
Selection Committee as Member-Secretary. As far as possible, an outside
expert should also be included in such Committees.

i) After considering the qualifications, experience, performance in the
interview/written lest, the Selection Committee will recommend the names
of candidates in order of merit who, in their opinion, are most suitable for
the post in terms of the prescribed specifications. The Appointing

i =Authority may make appointments to the posts on the basis of panel

recommended by the Selection Committee but the decision of the

24
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|NTERV|EWS
fier the interview letlers are issued, the Personnel Department will take the
After

following steps: -
Letter to concerned department of the candidates called for interview for
) elting their confidential reportsivigilance reports for being placed before
31e Selection Commitiee at the time of interview, This action need not be
taken in respect of candidates coming from the private sector,

i) Preparation of the selection sheet indicating the name, age (date of birth),
qualifications, experience, pay details, joining time required elc; in respect
of candidates called for interview to pe given to each member of the
Selection Committee at the time of interview.

iif) List of candidate called for interview indicating their addresses to be
supplied to the Accounts Department for the Purpose of payment of
travelling allowance to the candidates,

At the time of interview and/for test, the following steps will be taken by the
Personnel Department; -

i) Altested copies of degrees, Diploma furnished and/or details of

originals and it should be certified on the copies or against the details that
such check has been carried out. The signatures of the candidates
should be obtained on the attested copies of degrees/diplomas.

ii) Date of birth/age shall be checked from the original Matriculation/School
Leaving Cerliﬁcate!Municipal Birth Certificates efc.

iii) Where an application was required to be sent through proper channel but
has not b > ? A

production of NOC with in a week. In such cases, if any traveling
eXxpenses are payable to the candidate, it should be withheld till he
produces NOC.

iv) In case a candidate claiming to belong to SC/ST community, necessary
verification shall be carried out from the original document issued by the
Government Authorities and an attested copy thereof be refained.

v) The Personnel Department after conducting the above formalities shall
apprise the Selection Committee of the verification and any discrepancy
noticed.

Before the interview commences, each member of the Selection Committee shaff
be apprised of the guidelines attached in Annexure — .

After the interview is over, the Chairman in Consultation with the other members
of the Selection Committee present, shall record the Proceedings of the Selection
! ~Qdicating clearly name(s) of the PErsons so selected, in orger of
e basjc pay offered.
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lection sheet should invariably contain the signature of all mempers
;gieiet’ in the Selection Committee.

i original selection sheet, the Personnel Department shall
pogihe ?ha: ';;,?Ltéieor u?e Selection Committee proceedings, which will be duly
p.,-epareb the Chairman and members present on the date of interview. Such
ianed v{ould be prepared in triplicate, One copy will be given to the Chairman,
mlnulB:cond copy will be kept in the recruitment file. The third copy will be
,Lrt'zinfad in the master file to be maintained by the Personner Department for

keeping such minutes in chronological order.

No officer will sit on a Selection Committee if a relation of his happens to be a
candidate for interview before that Selection Committee.

APPOINTMENTS

a. The approval of the Appointing Authority shall be obtained by the
Personnel Department for placement of selected candidates against the
requisition/demand received from the concerned department.

b. In case of candidates belonging to Government/State Government/Public
Sectlor Undertaking/Autonomous Bodies, confidential/vigilance report shall
be obtained and checked to ensure that these are satisfactory before
issue of the appointment letter, A Specimen appointment letter is
enclosed at Annexure-V. Proper verification of antecedents of the
candidates selected for appointment would also be carried out by
the Society.

C. The following documents are required 1o be attached along with offer of
appointment to be sent {o the candidate and shall be collected duly filled
in at the time of joining:

History sheet form (Annexure V)

Gratuity Nomination form*

Altestation Form**

Statement of Moveable/Immoveable properties**
Medical fitness Form (Annexure V1)

Provident fund declaration and nomination*
Home-town declaration form (Annexure Vi)

A

* Forms prescribed in the respective statutes to be used.
** Form used in Government to be adopted.

20
.. / VALIDITY OF PANEL

All paneis drawn by the Selection Committee and approved by the Director will be
.

| valid for a period of gneyear,
| | - —

2. No Person shall be employed in the Society unless hefshe is of 18 years.

@ TRAVELLING ALLOWANCE To OUTSTATION (Within India)
Z~="CANDIDATES CALLED FOR INTERVIEW.
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i lowance from the nearest Railway Statior_l of the place
Trave:'elgginatlhc; interview letter to the nearest Railway Station of the place
Ir;diﬁae rview will be paid to the oulstation candidates by the shortest royte
0

and back at the following rates: -

First class return rail fare to candidates called for Posts equivalent to
Executive and above.

Second ciass returns rail fare to others.

The payment of TA will be subject to the Production of money receipt
issued by the Railway Authorities or ticket numbers, in ‘case money
receipt has not been issued by the Railway Authorities,

The Departmental candidates, if appearing for interview along with
outsiders, from an outstation will also be paid TA at the same rale as

admissibie to outsiders.

TRAVELLING/DAILY ALLOWANCE TO OUTSIDE EXPERTS
CO-OPTED AS MEMBERS OF THE SELECTION COMMITTEE,

iif)

Qutside experts Co-opted, as members of the various Selection Committees will
be entitied for payment up to Rs. 500/- Per day as sitting fee. If they are coming
from outstations, they will also be entitled to TA/DA at the following rates: -

Traveling Allowance Subject to authorization
as per actual
Daily Allowance Rs. 500/- per day.

The Society will provide suitable accommodation to such Outside experts.

i) When a candidate report for duty, the Personnel Department shalj verify

- RIEr concerned department including the Accounts Department.
| f?“é\\
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PPOINTMENT ON COMPASSIONATE GROUNDS
AP

hile making appointment on compassionalg .
:{,Ve DOPT, Go@%rngﬁg?f India, shail'be kept in view,
R, Gove —

_ ies while in service of the Sociely, one of his dependant family
If an ;’:‘sp';y:; g;e:ppojn[ed provided there is no other earning member in his
membe

family. The appointment shall be made

i alifications of the person _ sh,
Bdﬁ'gﬂ?f 'ag:insl direct quota vacancieg and if necessary Upper age limit can
ma

Iso be relaxed. Once the appointment under this rule jg made, no request for a
als V

in post, on compassionate gr '
@'ﬂfﬂgetreaéd like his colieagues for Career advancement in the normal course,

on a post, depending upon the
concerned. Such appointments shall e

ounds shall be entertained. The appointee

grounds, the guidelines issued by

PROMOTION

of career promotion Opportunities that exist in the Organization and the basis
on which, Promotions wiil pe effected.

28, Promotion means movement of an employee from g lower post to a post in the
igher grade along the Promotion channel. Jumping of scales is not allowed.

29, ELIGIBILITY FOR PROMOTION

i)

i)

The qualifications ang Experience required for each post would be as per
the details in Annexure-lj.

The Society will identify the number of vacancies in promotion quota and

Will prepare 5 list of eligible Candidates for Consideration of the
Departmentaj Promotion Committee.

Ly
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ii)

fif})

iv)

ONSTITUTION OF DEPARTMENTAL PROMOTION
.gommlTTEE (DPC)

The GC will constitute a DPC, to cpnsider promotion to lwi}hin Groulp ‘A
post, comprising of a minimum of five members, out of ‘WhICh.tWO will be
dra“;-n-'from outside the Society. For other categories Director will
constitute DPCs, subject to such guidelines as prescribed by the GC.

The Departmental Promotion Committee will meet, any time twice a year
between 1* January and 30" June and again between 1 July and 31%

December.

The DPC will consider the cases of promotion of those employees who
will complete minimum efigibility period of three years as on 30" June in
the meeting to be held between 1* January and 30" June. Similarly those
employees who complete eligibility period of three years ‘on 31st
December will be considered by the DPC in the meeting to be held
between 1° July and 31% December.

Normally DPC will consider maximum five names against one vacancy
and will recommend names in the panet in the ratio of 1:2: i.e. two names
for one vacancy.

31.  PROCEDURE FOR PROCESSING CASES OF PROMOTION,

i)

i)

iv)

v)

Service records and confidential repoits of all employees shall be properly
maintained by the Personnel Department in accordance with the
prescribed rules.

The Departmental Promotion Committee will be free to devise its own
procedure for assessment of candidates. The Committee shall, however,

Although the Appointing Authority  will pay due regard to the
recommendations of the Departmental Promotion Committee, it must be
distinctly understood that the Committees are purely advisory bodies. The

Each member of the Committee will assess the candidate under
consideration independently according to a procedure to be mutually
agreed upon by the Members and order of preference will then be
prepared on the basis of average assessment made by all members.

The Chairman of the DPC will prepare the minutes, which will be signed
by all members present in the meeting including the representative of the
Personnel Department.

rders of promotion will be issued by the Personnel Department with

17, Copiegte,Accounts and other Departments concerned.
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33.

34.

35.

36.

i)

i}

iii)

D ATE OF EFFECT OF PROMOTION

otion ordered on the basis of recommendations of the meeting of the
DPC held between 1% January and 30" June will be effective from the
following 1% July. Simitarly the promotion orderefi on the
recommendations of the borPC heldtbetween 1% July and 31* December
will be effective from the following 1% January.

Prom

In case a candidate is not considered suitable for promotion by the DPC,
his case will be put up for second consideration in the next to next DPC.

In case, on promotion, an employee is transferred and’ posted at a
different station, his promotion will be effective from 1% January or 1% July,
as the case may be only after his joining at the station of transfer. Such
an employee will be given one month's lime to join at the new place of
posting and incase he fails to join with in the prescribed time without valid
reasons to be delermined by the competent authority, the promotion order
will be deemed to be cancelled.

iv) If an employee refuses promotion on any ground, his name will not be
considered for promotion for next two years.
PROBATION

In cases of promotion also, a period of one year shall be prescribed as probation,
which can be extended by one more _year. In case, the work and conduct of the

employee concerned, who is promoled, is not found satisfactory during the period
of probation, he/she will be reverted to the post from which he/she was promoted

VALIDITY OF PANEL.

Validity of panel drawn by the DPC will be as follows: -

i}

i)

Up to 31* December of the year in which the DPC for the period from 1%
January lo 30" June meets.

Up to 30™ June of the following year in which the DPC for the period from
1% July to 31% December meets.

RESERVATION OF POSTS FOR SC/ST CANDIDATES

Guidelines and orders issued in this regard by the Government of india wifl be |

followed in respect of direct recruitment as well as in promotion cases.

These rules supersede all previous orders on the subject.

31
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ANNEXURE - |
—

3..'1 I

THE EXISTING SCALES OF PAY OF THE EMPLOYEES
OF NATIONAL CENTRE FOR
ANTARCTIC AND OCEAN RESEARCH ARE AS UNDER

NAME OF POST _ SCALE OF PAY B
Direclor 18400-500-22400
Scientist F Epu | 16400-450-20000
[ScientistD " 12000-375-16500
Scientist C 10000-325-15200
Administrative Officer _ | 8000-275-13500
\7 Executive Finance 6500-200-10500 -
8. Exscutive Procurement 6500-200-10500
1o, Executive Assistant (Technical) _ 5500-175-9000
10. Executive Assistant (Finance) 5500-175-9000
11 Executive Assistant (Procurement) ) 5500-175-9000
12 Executive Assistant {Administration) 5500-175-9000
13 | Junior Executive Assistant (Stores) 4500-125-7000
14 Senior Office Assistant (Steno) 4000-100-6000
15 Senior Office Assistant Administration) 4000-100-6000
16 | Senior Office Assistant (Public Relations) | 4000-100-6000
17 Junior Office Assistant {Administration) 3050-75-3950-80-4590
18 Driver cum Helper 3050-75-3950-80-4590
19 Chowkidar 2550-55-2660-60-3200
20 Safaiwala 2550-55-2660-60-3200
121 |Peon | 2550-55-2660-60-3200 _
22 | Gardener 2550-55-2660-60-3200
(23 | Helper 2550-55-2660-60-3200




ANNEXURE-IN

B e P p————

g SELECTION COMMITTEES CONSTITUTED BY
D ‘L!;'gg,'é%'? FOR RECRUITMENT TO VARIOUS POSTS.
THE

INTRODUCTION

: ituting a Selection Committee for conducting gn interview of
main Purposeocgft ﬁ??:e: Socgaty is to select the most suitable candidates and form a
naidates’ for ?,,?cerned post, in the order of their suitability. The interviews have,
anel for th?:,ecwell planned in advance and are required to be conducted carefully. The
therefore, t‘? this note is not to provide any exhauslive information on the subject of
ntention otechniques “ but it is only meant to draw the attention of the members of the

""K;; Committee to a few salient points which are of great importance and some _ '
3" cunes which are to be specifically kept in view in the interest of the Society. As such I{
|-' é‘*-‘:ote is required lo be circulated _sufﬁc_iengly in ad\{ance to every member of _the |
Selection Committee constituted for interviewing candidates for recruitment against .

various posts in the Sociely.

'GUIDELINES

. The candidates should be extended due courtesy by the Selection Committee
and the attempt should be to put them at ease, so as o enable them to be in their
best form, uninhibited by nervousness and tension usually generated by an
occasion like interview. For this purpose, proper seating arrangement, relaxed

»

2. The interview should be conducted with a view to drawing out the best from the
candidate regarding his ‘potentiality’ and the attempt should be to avoid any
impression of ‘cross-examination’, The technique should rather be such as to
give the interview a character of a free and informal discussion.

3. In assessing the Suitability of the candidate, maximum weight-age should be
allowed for his ability to grasp the essence of the subject matter of the question
asked and his capacity to tackle them in a construclive way, rather than the
emphasis on mere narration of minor details. in fact, the Selection Committee
should aiso restrain itself regarding minor details in respect of questions asked
and if necessary, even the candidates should be discouraged from going into too

§ 4. In appraising the personality of the candidate, which must be given due weight-
. age..the _attempt should also be made to find out in general whether the
i gﬁd}igﬁte cbﬁbaqjed. has an overall balanced approach. There should be a
définite  effort . avoid being influenced by smartness of the dress and style,
i polished urbape hayjor, sophistication, expression and communication etc. In
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e discounted and not allowed to come in the way of
act, ment of innate and potential ability of lhe candidales particularly
nroper 255655 ral areas and weaker sections as against affluent and urban
coming {ror m30ciety. The Selection Committee members should particularly
sactions of the “spect which forms part of the cooperative culture i.e. avoidance
it ke note of this asp t candidates on grounds of sex, religion, effects of

; - crimination agains . . .
of alngagﬁ';ggg:j or on account of belonging to weaker seclion of Society.
rura

f this factor should b

i ligibility of candidates in respect of their qualification and
All do."'bts ri%a;g;:g i‘r31 siew 3l/he relaxalions available to candidates belonging lo
Bxpene,rgf'servicemen, other reserved calegories or departmental candidates,
'S-C’Slz be settled well before the commencement of interview with the help of the
L entative of the Personnel Department, who is invariably a member of the
re;:rismn Committee. Similarly, any relaxation, which the Selection Committee
Seae consider desirable {0 recommend, in view of the performance of any
marii(cular candidate, should be discussed after the interview for the particular
gost is over and after the consensus is arrived at in regard to normally eligible
candidate. The questions like special demands by candidates for higher start, etc,
should also be discussed and consensus arrived at this stage only i.e. after the
interview for the particular post is over. In regard to the latter point, i.e. special
recommendations regarding pay scale eic, the representative of the Persannel
Department should fully explain the posilion to other members of the Selection
Committee regarding Sociely's policy, repercussions which the suggesled
commendation may have etc. so that the final recommendations are realistic and
avoid any embarrassment in decision making by the appointing authority.

The candidates should be helped in getting proper and full understanding the
nature of job in question as also details of emoluments and other perks

admissible.

7 Since the posts in question are to be filled up with least delay, some weight-age
may be allowed to candidales who are willing and able to join immediately or with
least delay. This should be brought out in the recommendations clearly so that
the weight age given is known to the appointing authority.

8. It is for each Selection Committee to decide in advance whether every member
would assess the candidates separately during the course of interview and final
recommendalions made on the basis of consensus arrived at on the basis of
such individual assessments or whether marks or grades, should be allocated
separately for different factors viz., professional excellence, various personal
traits, general intelligence, etc. However, before commencing the interview, the
member of the Selection Commitlee must come to an agreement in regard to
these matters so that there is no confusion at the time of making final assessment
and drawing up of the pane! of suitable candidates. Of course, in the case of
applicants from Government Departments, Undertakings, Cooperalive
Organizations, weight age will have to be given to confidential reports, which the
representative of the Personnel Department should invariably produce before the
Selection Committee.
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ANNEXURE - jv

REGISTERED AD
NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH
Ref. No. Date:
Shrf -—--
Sub: Appointment to the post of
Dear Sir/Madam,
With reference to your application dated .. and subsequent interview held at -
on———-, we have pleasure in offering you employment in our organization as --------- on a
starting basic salary of Rs.-—- in the scale of pay of Rs. -—-eeme-e- Plus such other

allowances as may be admissible and sanctioned by the management from time to time
on the following terms and conditions:

1. You will be on probation for a period of one year from the date of your reporting
for duty, extendable at the discretion of the Management.

2. You will be confirmed in service on satisfactory completion of probation and your
increment will not be released pending confirmation.

3. Until you receive a letter of confirmation after the satisfactory compietion of the
usual or subsequently extended probationary period(s), it will be presumed that
the probation period has been extended.

5. After confirmation, this appointment is subject to termination by either party by
three months notice or by payment of three months basic pay and dearness
in I

4 gOU_ “t;i/" be eligible to benefits of leave, LTC, Medical etc as per rules of the
OcCiety,

You Will not holg any office of profit outside the Society without express
Permission i writing of the Competent Authority. This also includes an agency of
' te:Company or any financial institution.
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You will not disclose any confidential information relating to the Sociely to any

& unauthorized person, firm or Company whatsoever, either during the currency of
your employment with this Sociely, or after ils termination.
9 Your initial posting will be at ------ but you may be required lo serve in any part of

india/abroad and in any Unit/Branch/Office of the Society.

10 You are also liable to be transferred from One Branch/Unit/Office of the
" organization to another Branch/UnitOffice and on such transfer you will be
governed by working hours and other service terms and conditions as applicable
to thal Branch/Unit/Office.

-

You will be required lo work under the supervision of such officers and
supervisors as may be directed from time to time.

You will diligently and faithfully carry out instructions given to you by your
supervisor in connection with your work to the best of your skill and ability.

You will submit a certificate of medical fitness in prescribed proforma
(Enclosed)

Your continuance in employment under this offer of appointment is subject to
your remaining medically fit to discharge your duties. At any time while in the
Society's employment, you may be required to appear for medical examination
before a Medical Officer designated for the purpose and if you are found
medically unfit, your services may be terminated.

We are enclosing herewith six copies of ‘Attestation forms™ and you are
requested to complete and return the same as early as possible.

The following enclosed forms are required to be submitted at the time of your
joining, failing which you will not be allowed to join.

a) Allested copies of certificates and testimonials in support of your age,
qualificalion, experience etc., for record. Original certificates should also
be submitted which will be returned to you after verification.

b} Return of immovable/movable properly and liquid assets owned by you. *

c}) Gratuity Nomination Form*

d) Home Town Declaration Form.,

e) Nomination form for other dues.

f) Scheduled Caste/Scheduled Tribe Certificate, if any.

* The forms prescribed in Central Government or relevant statues to be followed.

If any declaration and/or information given or furnished by you is found to be false

or if you are found to have willfully suppressed any material information, you will

be liable to removal from the service of the Society and such other action as the
Y'may.geem necessary al its discretion.




18, You will be governed by the NCAOR Conduclt, Discipline and Appeal Rules of the
Society and by all other rules and regulations, which are in force and may be
added, amended or introduced from time to time.

The Management_ may, at its discretion, not accept your resignation if the
Competent authority has decided to initiate disciplinary proceedings against you
or if such proceedings are already pending.

19.

Also please note that no traveling allowance of any kind for joining the post shall

0.
z be paid to you.

o

In case the above terms and conditions are acceptable to you, please return one
copy of this offer of appointment duly signed by you in token of the acceptance of
the offer latest by --———and report for duty to ------- as soon as possible but not
later than -—-- failing which the offer of appointment would stand automatically
cancelled without making any reference to you. -

21.

Yours faithfully,

ACCEPTANCE

| have read and understood and hereby accept the terms and conditions of my
employment with NCAOR as detailed on pages -—---- of this offer of appointment.
['will report on ------——-.

[

Signature of the candidale with date.
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ANNEXURE -V

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

PERSONAL DATA SHEET OF EMPLOYEES

:."‘l[j o-—-—-t

Name
~ (In block letters)
Designation
" Date of birth
Highest Qualification
" Date of joining

‘Existing Pay Scale
Existing Basic Pay
‘Nationality
‘Religion
Mother tongue

Whether member of SC/ST/OBC
‘State to which you belong

Place of birth
Father's/Mother's/Husband's Name

:Father’lMother’slHusband's address
{If not alive, his/her last residential address)

Telephone No of Sl. No. 15
Present Local address & Tel No.
Permanent Home address

Marital Status Dependents Male Female

In'the event of emergency, please notify to:
Addresg:

Telephone No:

S
3 ol
N e
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Educational/Professicnal/Technical attainments (High School & onwards}

23.
Board/ School/ Period Examination Div.Or % Subjects
University College {Mention passed

Only vears)
1 2 3 4 5 6

24 Experience before joining the Sociely.

Period Name & Address Designation  Nature of Reasons for
(Mention full)  of employer & Pay Scale duties Léaving
1 2 3 4 5

25.  Experience in the Society

Unit/ Designation  Scale & Date of appointment Nature of
Branch Initial Pay in present scale Duties
1 2 3 4 5

26.  Assignments/Deputations including foreign visits

Year Period Particulars Altainments Remarks

1 2 3 4 3

i r—

27.  Training received during employment in the Society.

Period Training received Remarks

'.r

2 3

28.  Provident Fund/Family Pension/Gratuity Nominees

Alc No., Name & Address Relationship Age  Amount’
of Nominee of Share
=\ g 2 3 5

Provident Fund

Family Pension

Gratuity

2% Refations s Society.
. i i i D
Name Designation Relationship Office/Branch

)

/cfﬁa; —C o N 2 —3 — 4

= .
&
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1 30.

31

pass port No

identification Mark

Date Place of issue

Physical Limitation

Signature of Employee
Designation .
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ANNEXURE-VI

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

FORM OF MEDICAL CERTIFICATE

This is (0 certify that | have examined Shri/Shrimalti/Kumari , 8 candidate for
appointment in National Centre for Antarctic & Ocean Research and cannot discover that
he/she has any disease communicable or otherwise, constitutional weakness or bodily
infirmity except ----—------—-. | do not consider this a disqualification for employment in
NCAOR. Shri 's age, according to his own statementis____ years

and by appearance about years.

Dated: Signature of Medical Practitioner

Signature of the candidate

[ do here by declare that | have not at any time been pronounced unfit for employment
by the Medical Governing Council or any other duly constituted Medical Autharity.
Signature of the candidate

ECI:BA I\c/;;naggar‘ .(Adrninislration)
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ANNEXURE - Vil

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
' RESEARCH

pDECLARATION OF HOME TOWN BY EMPLOYEES FOR THE PURPOSE OF LEAVE
TRAVEL CONCESSION.

1. | declare that my home townivillage is Post Office
in (Tehsil)
(District ) (State). g

Nearest Railway Station for my hometown is

That the following are members of my family:

[[S.No [ Name Relation [ Age
1

TIENTRIN

| further declare that:

The above mentioned place requires my physical presence for
discharging various domestic and social obligations;

| own residential property at that place/ i am a member of joint family
owning property there.

I had been living there for some years before joining the service
I am living for some years at this place.
My near relations are residing at that place

(Signature)

Name:

Designation:
Date




NATIONAL CENTRE FOR ANTARCTIC AND OCEAN
RESEARCH

CONDUCT, DISCIPLINE AND APPEAL RULES,

1. APPLICATION
! These Rules shaj) apply to all employees excepl: -
i) Those in casual employment or paid from contlingencies;
i) Workmen as defined in the Industrial Employment (Standmg Orders) Act
1946
2 GENERAL
i) Unless in any case, it s othgn/vise distinctiy prqvided, the whole time of an

i) Every employee of the Society shall at all times: -
a) Maintain absojyte integrity;
b) Maintain devotion to duty;
c) Sha_H Conform to ang abide by these and other Rules of the

d) Do nothing, which ig unbecoming of a public servant,

i) Every employee of the Sociely holding a Supervisory post shall take a
Possible steps 1o ensure the integrity and devotion to duty of all employee
for the time being under his control and authority,

iv) Every employee shall at )t times conduct himself soberly and temperately
while on the official premiseg or otherwise and show Proper respect and
Civilily to al concerned and shalj yge his utmost endeavors (o Promole the
interest of the Society and to maintain and Promote the good reputation

o]
No em loyee shall, in the performance of hjs official duties or in the
exercige of ph{vers conferred on him, acl otherwise thap in his best

3
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Judgiment: except when he s acling under the direction of his official
supenior and shail, where he s actmg under such direction, obtom the
direchion wiiting, wherever practicahle and whaore s nol pracireableo to
oblain the direction in wiiting, he shall obtain witien confuimalion of the
direclion as soon thereaftor 48 possiblo.

EXPLANATION

Nollnng m Rule 4(v) shall be construed as cimpowenng dan employee (o evade his
responsibiliies by seeking mstractions from, o dpproval of a superior officer or
authorily, when such instructions are nol necessary under the schoenw of
distithution of power and responsibihity,

MISCONDUCT

Without projudice lo the generally of the term ‘Misconduct”, the following acts of
omission and commission shall also be treated as misconduct: -

a Taking or giving bribes or any illegal grabfication:

b FPossession of pecunialy resources or moperly disproportionate o the
known sources of income by the empioyee or on his behall by any other
person which the employee cannot salisfactonly account for

. Furmshing fatse  information regarding names, age, falher's name,
qualfications or previous service or certificates relaling to caste as well as
age or any other malter germane o the employment at the tme of
employment or during the course of employment,

d. Acling in a manner prejudicial to the interest of the Society;

o Interference or lempenng with any salely devices installed in or around
the premises of the Society

f. Drunkenness or riotous or disorderly or mdecent behavior in the premises
of the Sociely or outside such premises where such behavior is relaed {o
or connected with the cimployment,

q. Gambling with in the premises of the Society.
h. Smoking within the premises of the Sociely where it is prohibited:
I Collection of any money with in the prenises of the Sociely without

permission of the competent authonly, excopl as sanclioned by any law of
the land for the ime being in force or rules of the Society,

I- Sleeping while on duly;

k. Absence from the employee’s appointed place of work wilhout permission
or sulficient couse:

I Unauthorized use or occupation of the Sucicty's quarlers, land or olher
broperty,

m °

Ass;euyling or ntimrclatg any employee of the Sociely,
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aa.

bb.

cc.

dd.

Striking work or inciling olhers to strike work in conltravention of the
provision of any law or rule having the force of law:

Breach of any law applicable to the workers or of the conduct rules and
any other rules or orders passed by the Sociely from time 1o time;

Wriling  of  anonymous letters  elc., addressing appeals and
represenlations or forwarding of advance copies of appeals and
representations to any authority other than appellate or the appropriate

authority;

Distribution or exhibition in the Sociely's premises or ils precincts, hand
bills, pamphlets, poslers or causing lo be displayed by means of signs or
wriling or other visible marks any malter without previous sanction of the

authority

Refusal to work on ho!fdays or on Sundays or extra hours when notified to
do so in exigencies of Sociely's work.

Surrounding or forcibly detaining any of the Saciely's employee:

Taking active part in a meeling or demonsiration organized by a political
parly;

Forwarding of application(s) for outside employment, award or fellowship
etc. without prior approval of the competent authority;

Commission of any act which amounts to a criminal offence involving
moral turpitude:;

Abatement of or allempt al abatement of any act which amounts to
misconduct:

Misuse of official machinery or post;
Taking part in strike or instigating olhers for strike:
Commit an act of insubordination or disobey the orders of the superior:

Wiliful insubordination or disobedience, whether in alliance with a co-
employee or not, of any lawfu! and reasonable order of superior;

Wilifully avoiding work or abelment or insligation thereof:

Thett, fraud, misappropriation or dishonesty, plagiarism in connection with
employer's business or property;

Habilual absence without leave, overslaying the sanctioned leave without
sufficient grounds or proper and satisfactory explanation or habitual late
attendance:

Commission of any act subversive of discipline or good behaviors in the
Btemises or establishment such as drunkenness, or riotous, disorderly or

NI.
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" qamage 10 work or goods in process or to any property or the
yillful daircs

V _iablishmeﬂt.

251 Ll neglect of work or gross or habitual negligence;

Jabilu

sing lo an unaulhorized person any informalion with regard to the

Disclo shmenl which may come inlo he possession of the employee in the

gstabli :
gourse of his work;

dulging 1N scurrilous attacks against the management. and other
LTJpL.le?iors of the employee in his official capacily;

Delivering speeches or raising slogans lending to incite workers to
violence.

Contempt of regulations and disrespect of authority and general affront to
the management, amounting to misconduct;

Impertinent, rude and disrespectful language, which is subversive {o
discipline.

Making or causing to be made faise claims on the Society with a view to
defrauding the Society and/or deriving undue pecuniary advantage to the

employees.

Any conduct which fails o safeguard the financial and commercial interest
of the Society and causing pecuniary loss to the Society.

Willful negligence and gross dereliction of assigned duties relating lo
performance of commercial and financial contracts entered into by the
Saciely.

EMPLOYMENT OF NEAR RELATIVES OF THE EMPLOYEE OF THE SOCIETY
INANY COMPANY OR FIRM ENJOYING PATRONAGE OF THE SOCIETY.

) No employee shall use his position or influence directly to secure
employment for any person related, whether by bload or marriage to the
employee or to the employee's wife or husband, whether such a person is
dependent on the employee or not;

i} No employee shall, except with the prior sanction of the competent
autharity, permit any member of his family to accept employment with any
company or firm with which he or she has official dealings, or with any
other firm having official dealings with the Society; provided that where the
acceplance of the employment cannot await the prior permission of the
competent authority, the employment may be accepted provisionally,
subject to the permission of the competent authority, to which the matter
shall be reported forthwith.

i) No employee shall in the discharge of his official duties deal with any
Matter or give or sanction any contract to any company or firm or any
other person, if any of his relatives is employed in that company or firm of
his relative is interested in such matter and the employee shall refer every

—-S4Ch maller or coniract to his official superior and the matter or such
contract-shall thereafter be disposed of according to the instructions of the
authority to-which the reference is made or after obtaining the permission

from the compé lent authority.
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TAKING PART IN POLITICS AND ELECTIONS:

The display by an employee on his person, vehicle or residence of any

2 election symbol shall amount to using his influence in canneclion with an
election.

b Except in so far as may otherwise be specifically authorized by any law,

' ployee shall be a member of, or be otherwise associated with any

i) TAKING PART IN DEMONSTRATIONS:

No employee of the Sociely shall engage himself or parlicipate in any
demonstration/rally, which Involves incitement g an offence,

il) JOINING OF ASSOCIATION BY EMPLOYEES:

7. CONNECTION WITH PRESS, RADIO OR TELEVISION:

1) No employee of the Sociely shali, except with the prior sanction of the
Competent authority, own wholly or in part, or conduct or participate in the
editing or management of any newspaper or other periodical publication.

i) No employee of the Society shall, except wilh the prior sanction of the

or write a letter either in his own name or anonymously, pseudonymous,
or in the name of any other person to a newspaper or periodical; provided
that no such sanction shall be required if such broadcast or such
contribution is of a purely literary, artistic or scientific character.

8. ESSENTIAL SERVICES:

Without being exhaustive, (he following services shail also be Bacd 22
ESsentig| Services: -

!_) Maintenance of Electric Power and Lighting services,
) Maintenance of Water services.
) Services, which must be carried on continuously.
VS Waien and Ward/Security services
Slephone/Telex and Wireless services and other services relating to
Sigifal/spest communications.




T

vi) Critical Laboratories

Essential services will be maintained by lhe respective employees working in the
respeclive deparlments in spile of and during slrikes, lockouls etc.

CRITICISM OF GOVERNMENT AND THE SOCIETY:

No employee shall, in any Radio, TV Broadcast or in any document published
under his name or under any pen-name or pseudonym or in any communication
to the press or in any public utterances make any statement:

a. Which has the effect of adverse criticism of any policy or action; of the
Central/Stale Government or of the Sociely; or

Which is capable of embarrassing the relations between the Society and
the public or between the Society and the Government.

Provided that nothing in this rule shall apply lo any stalement made or
views expressed by an employee, of a purely factual nature which are not
considered to be of a confidential nalure, in his official capacily or in due
performance of the dulies assigned 1o hin;

Provided further that nothing contained in this rule shall apply to bonafide
expressions of views by him as an office bearer of a recognized trade
union for the purpose of safeguarding the conditions of services of such
employees or for securing an improvement thereof.

10. EVIDENCE BEFORE COMMITTEE OR ANY OTHER AUTHORITY:

Save as provided in sub-rule (iii), no employee of the Society shall, except
with the prior sanction of the competent authority, give evidence in

connection with any enquiry conducled by any person, commillee or
authority;

Where any sanclion has been accorded under sub-rule (i}, no employee

giving such evidence shall criticize the policy or any action of the
Government or of the Society.

Nothing in this rule shall apply to:

a) Evidence given at any enquiry before an authority appointed by
the Government, Parliament or a State Legislature or the Society;

Evidence given in any judicial enquiry; or

Evidence given al any departmental enquiry, ordered by
authorities sub-ordinate lo the Government/ Society;

Evidence given at any deparlmental enquiry ordered by any Public
Seclor Underlaking.
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UNAUTHORISED COMMUNICATION OF INFORMATION:

No employee shall, excepl in accordance wilh any general or speciai order of lhe
Society or in the performance in good faith of the duties assigned to him
communicate, direclly or indirectly any official document or any part thereof or
information to any other person lo whom he is nol authorized o communicale
such document or information.

GIFT:

i) Save as otherwise provided in these rules, no employee of the Society
shall accept or permit any member of his family or any person acling on
his behall, to accept any gift.

EXPLANATION:

The expression "Gift" shall include free transport, Boarding, lodging or other
services or any other pecuniary advantage when provided by any person other
than a near relative or a personal friend having no official dealings with the
employee.

NOTE

a. A casual meal, lifl or other social hospitality shall not be deemed to be a
gift.

An employee shall avoid acceplance of lavish or frequent hospitality from
any individual or firm having official dealing with him.

On occasions such as weddings, anniversaries, funerals, or religious
functions, when the making of a gift is in conformity with the prevailing
religious or social practice, an employee of the Society, may accept gift
from his near relatives but he shall make a report to the compelent
authority, if the value of the gift exceeds Rs. 5000/-

On such occasions as are specified in sub-rules (i), an employee of the
Society may accept gifts from his personal friends having no official
dealings with him, but he shall make a report to the competent authority, if
the value of any such gift exceeds Rs. 2500/-

In any other case, any employee of the Sociely shall not accept any gifts
without the sanction of lhe competent authority, if the value thereof
éxceeds Rs. 2500/-provided that when more than one gift has been
received from the same person/firm with in a period of 12 months, the
matter shall be reporled to the competent authorily if the aggregate value
of the gifts exceeds Rs. 2500/-

GIVING OR TAKING DOWRY:
NO mployee of the Society shall: -

* Give o take, abet giving or taking of dowry; ar
émand, directly or indirectly from the parents or guardians of a bride or
bri egmom.‘ag. lhe case may be, any dowry.
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NOTE3

the purpose of this rule, “Dowry" has the same meaning as defined in the Dowry
P?;hibition Acl, 1961 (28 of 1961) which reads as foliows:

In this Act, "Dowry” means any property or valuable security given or agreed to
be given either directly or indirectly;

a) by one party to a marriage lo the other party to the marriage; or

b) by the parents of either party to a marriage or by any alher person, to
either parly o the marriage or lo any other persons, al any time or afler
the marriage as consideration for the marriage of the said parties, but
does not include dower or mahr in the case of persons to whom the
Muslim Personal Law (Shariat) applies:

c) no empioyee shall, excepl with the previous sanction of the competent
authorily, receive any complimentary or valedictory address or accept any
testimonial or attend any meeting or entertainment held in his honour or in
honour of any Society employee, provided that nothing in this rule shall
apply to a farewell, entertainment of @ substantially private or informal
character in honaur of the employee or any other employee on the
occasion of his retirement or transfer or any person who has recenliy quit
service of the Saciety or the acceptance of the simple and inexpensive
entertainment arranged by public bodies or institutions.

Explanation -1

Explanation - i

Th? €xpression “Valuable Security" has the same meaning as in the Seclion 30 of the
Indian Penaj Code.

14, RETURN OF SOCIETY’S PROPERTY:

i) Every employee shall before leaving the service, return any of property or
equipment or lools belonging to the Society issued or lent to him in the
Sociely.

it} The cost of such property, equipment or tools not so returned, shall be

deducted from his pay or the amount if any, due to him.

No.employee of the Society shall, except with the prior sanction of the
el-Prr T competent authority, engage directly or indirectly in any trade or business
or u erta’lgg any other employment; provided that an employee may,

7,, d
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wilhoul such sanction, undertake honorary work of a social or charitable
nalure or occasional work of g literary, artistic or scientific character and
accepl payment of honorarium with in prescribed limits, subject to the
condition thal his official dulies do not thereby suffer. If it does, he shall
discontinue such work if so direciled by the compelent authorily.

i) Every employee of the Sociely shall report 1o the compelent authority if
any member of his family is engaged in trade or business or owns or
manages an insurance agency or commission agency.

Provided that an employee of the Society may take partin the registration,
promotion or management of a Credil/Consumer/House Building
Cooperative Society, substantiaily for the benefit of employees of the
Sociely registered under the Cooperalive Societies Act 1912 (2 of 1912)
or any other law for the time being in force, or of a literary, scientific or
charitable sociely registered under the Societies Regisiration Act, 1860
(21 of 1860) or any corresponding law in force.

iv) No employee of the Society may accepl any fee or any remuneration or
any pecuniary advantage for any work done by him for any public body or
any privale person without the sanction of the competent authority,

16.  INVESTMENT, LENDING AND BORROWING:

No employee shall, save in the ordinary course of business with a bank, the Life
Insurance Sociely or a firm of standing, borrow money from or lend money lo or
otherwise place himself under pecuniary obligation to any person with whom he
has or is likely to have official dealings or permit any such borrowing, lending or
Pecuniary obligation in his name or for his benefit or for the benefit of any
member of his family.

17. INSOLVENCY AND HABITUAL INDEBTEDNESS:

f) An employee of the Sociely shall avoid habitual indebledness unless he
Proves that such indebtedness or insolvency is the result of circumstances
beyond his control and does not proceed from extravagance or dissipation.

i) An employee of the Society who applies to be, or it adjudged or declared
Nsoivent shall forthwith report the fact to the competent authority.

L Jﬁ-j VMOVABLE, IMMOVABLE AND VALUABLE PROPERTY;

1) No employee of the Sociely shall, except with the previous knowledge of
. Ihevcumpetent authority, acquire or dispose of any immovable property by
‘lease; ortgage, purchase, sale gift or otherwise, either in his own name
or.in e nature of any member of his family.
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i)

i)

or movable property with a Person or a firm having official dealings with
the employee or his subordinate.

Group ‘A’ and Group ‘B’ officers of the Society shall submit an
annual return as on 31 December every year giving full particufars
of immovable Property inheritedlownedlacquired!held by them on
lease or mortgage either in thejr Own name, or in any of their family
member’'s name, or in any other person's name. if there is no
change, in any year, it is enough if an entry “No change” or “same
as last year” is made in the return in a proforma to be prescribed by

the Society.

Explanation:

For the purpose of (his sub-rule, the expression “movable property” includes inter-
alia the following: -

Jewellery, insurance policies, the annual premia exceeding Rs. 25000/ or
e sixth of the total apnyual emoluments received from the Society
whichever is less, shares, securities and debenlures;

Loans advanced by such employees whether secured or not;
Motor cars, motor cycles, horses or any other means of conveyance; and

Air-conditioners, refrigerators, radios, radiograms, VCR/NVCP, Washing
Machines, Microwave ovens, television sets, compulers elc,

iv) Every employee shall, on first appointment in the Society submit a return or
assets and liabilities in the prescribed form giving the particulars regarding: -

a. The immovable property inberited by him or owned or acquired by him
or held by him on |ease or morlgage, either in his own name or in the
name of any member of his family or in the name of any other person;

b. Shares, debentures and cash including bank deposils inherited by him
or similarly owned acquired or held by him:

C. Other movable properly inherited by him if similarly owned, acquired
or held by him, if the value of such properly exceeds Rs, 50000;-

d. Debts and liabilities incurred by him directly or indirectly;

€. Every employee shall submit a return of immovable property inherited,
owned acquired at such intervals as may be prescribed by the




T

f.  The compelent authority may, al any lime, by general of special order
require an employee to submil with in a period specified in the order. a
full and complele slatement of such movable or immovable property
held or acquired by him or on his behalf or by any member of his
family, as may be specified in the order. Such stalement shall, if so
required by the competent authority, include details of the resource
from which such property was acquired or has been acquired.

CANVASSING BY NON-OFFICIALS OR OTHER INFLUENCES:

No employee shall bring or allempt to bring any outside influence to further his
interesls in respect of malters pertaining o his service in the Sociely.
BIGAMOUS MARRIAGES:

No employee shall enter into, or contract, a marriage with a person having
a spouse living; and

i) No employee, having a spouse living, shall enter into or contract a
marriage with any person:

Provided that the compelent authorily may permit an employee lo enter
inlo or contract any such marriage as is referred to in clause (i) or clause
(i), if it is satisfied that such marriage is permissible under the personal
law applicabie to such employee and the other party to the marriage; and

iit) An employee, who has married or marries person other than an Indian
national, shall forthwith intimate the fact to the Competent Authority.

CONSUMPTION OF INTOXICATING DRINKS AND DRUGS:

An employee of the Society shall

i) Strictly abide by any law relaling to Inloxicating drinks or drugs in force in any
area in which he may happen to be for the time being;

it} Not be under the influence of any inloxicating drink or drug during the course
of his duty and shall also take due care that the performance of his duties at
any time is not affected in any way by the influence of such drink or drug;

i} Refrain from consuming any intoxicating drink or drug in a public place;

iv) Not appear in a public place in a state of intoxication;

SUSPENS|ON

i) The appointing authority or any authority to which it is subordinate or the
disciplinary authority or any other authorily empowered in that behalf by
the Governing Council or Director by general or special order may place
an empioyee under suspension: -

woghem.. Where a disciplinary proceeding against him is contemplated or is
pending; or

4}.\\5\
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i)

b. Where a case agamnsl him in respecl of any Cognizable criminal
offence is under Investigation or triaf

c. Where an employee has been arrested for a criminaj offence and

is in police or Judicial Custody for more than 48 hours,

SUBSISTENCE ALLOWANCE:

f)

i)

An employee under suspension shall pe enlitled to draw subsistence
allowance equal to 50 % of the basic pay provided the disciplinary
authority is salisfied that the employee is not €ngaged in any other
employment or business or profession or vocation. To ensure that the
employee concerned was not engaged in any other employment elc, the
disciplinary authorily shall obtain g non-employment cerlificate also.

Where the pertod of suspension exceeds (hree months, the authority
which made or is deemed to have made the order of suspension, shall be
Compelent to vary the amount of subsistence allowance for any period
Subsequent to the period of the first three months ag follows: -

a) The amount of subsistence ailowance may be increased by a

allowance admissible during the period of first three months,
if in the opinion of the sajd authority, the Period of suspension
has been prolonged for reasons o be recorded in writing not
directly altributable to the employee under suspension;
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d)

TREATMENT OF THE PERIOD OF SUSPENSION

f)

When {
authorit

he employee under suspension is reinslated, the competent
y shall decide about the Pay and allowances payable to the

employees as under:

a)

If the employee is exonerated and not awarded any of the

penalties mentioned in Rule 27, the full Pay and allowances which

he wouid have been

|
b)

entitled to, if the had not been suspended,
ess the subsistence allowance already paid to him; and

f otherwise, such proportion of Pay and allowances as the

competent authority may prescribe,

PENALTIES:.

The following Penallies may be imposed on an employee: -

MINOR PENALTIES:
. Censure:
b Withhorgi

Withholdi

ng the increments of pay with or without cumulative effact
ng of promolion:

Recovery from Pay or such other amount as may be due to him of the

whole or
or breach

part of any Pecuniary loss caused to the Saciety by negligence
of orders and regulation




. Reduclion o a lower grade or postrank or lo a lower stage in a lime
: scale;

b Terminalion from service;

Dismissal
be so considered.

EXPLANATION:
The following shail not amount to be 3 penaity with in the meaning of this Ruje:

i) Withholding of increment of an employee for his faijure o pass a
prescribed test of examination:

if) Sloppage of an employee at the efficiency bar in the time scale on the
ground of his unfitness to cross the bar;

10)] Non promotion, whether officiating Capacity or otherwise of an employee
to a higher post for which he may be eligible for consideration but for
which he is found unsuitable after consideralion of his case:

iv) Reversion to a lower grade or post, of an employee officialing in a higher
grade or post, on the ground that he is considered, afler trial, to be

unsuitable for such higher grade or Post, or on administrative grounds
unconnecled with his conduct;

v) Reversion to his previous grade or post/rank of an employee appointed on
probation to another grade or post, during or at the end of the period of
probation in accordance with the terms of his appointment;

vi) Termination of service: -

i. ofan employee appointed on Probation, during or at the end of the

period of probation, in accordance with the terms of his
appointment:

of an
under a contract or agreement, on the expiry of the period for
which he was appointed, or earlier in accordance with the terms of

fil. of an employee appointed under a contract of agreement, in
accordance with the terms of such contract or agreement; and

V. of any employee on reduction of establishment or closure of the
eslablishment

.IMPO_SITION OF PENALTIES:




The Disciplinary Authority may impose any ol the penalties specified in Rule 25
on any empioyee. Any authorily lower than aclual appoinling authority shall
impose No major penally.

PROCEDURE FOR IMPOSING MAJOR PENALTIES:

i} No order imposing any of the major penailies specified in Clause {e) {f)
and (g) of Rules 25 shall be made exceplt afler an inquiry is held in
accordance wilh this ryle.

27.

iii) Where it l'_s Proposed to hold an enquiry, the Disciplinary Authority shall

EXPLANATION: 1t will not be necessary to show the documents listed with
charge sheet or any other document o the employee at this stage.

iv) On receipt of the written a statement of the employee, or if no such
Slatement is received within the time specified, an enquiry maybe heid
by the Disciplinary Authority itself or by any other employee/person
appointed as an Enquiring Authority under sub/clause (ii) after taking
such evidence as jt may deemed fit; provided that it may not be
necessary o hold an inquiry in respect of the charges admitted by the
employee in his writien statement, The Disciplfnary Authority shall,
however, record its findings on each such charge after taking such
evidence as it may think fit.

v) Where the Disciplinary Authorily itself inquires or appoints an Inquiring
Authority for holding an inquiry, it may by, an order appoint an
emplayee to be known as the “Presenting Officer” to present on its

behalf the case in Support of the articles of charge;

vi) The employee may take the assistance of any other employee to
Present the case on hig behalf but will not &ngage a legal practitioner
for the purpose.

NOTE: The employee shall not take the assistance of any other
employee who has two pending disciplinary cases on hand in which he
has to give assistance.
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vii)

viir)

X)

Xi)

On the date fixed by the Inquiring Authority, the employee shall appear
before the Inquiring Authority at the time, date and place specified in
the notice. If the empioyee pleads guilty to any of the articles of
charge, the Inquiring Aulhority shall record the plea, sign the record
and oblain the signature of the employee concerned thereon. The
tnquiring Authority shall record a finding of guilt in respect of those
articles of charge to which the employee concerned pleads guilty.

If the employee does not plead guilly, the Inquiring Authority shall
adjourn the case lo a later date nol exceeding thirty days, after
recording an order that the employee may, for the purpose of preparing

his defense: -

a) Inspect the documents listed with charge sheet
b) Submit a list of additional documents and witnesses, that

he wants to examine: and

c) Be supplied with the copies of the statements of wilnesses,
if any, listed in the charge sheet.

NOTE: Relevancy of the additional documents and the wilnesses
referred to in sub-clause viii (b) above will have to be given by the
employee concerned and the documents and the wilnesses may be
summoned if the Inquiring Authority is satisfied about their relevance

to the charges under inquiry.

Inquiring Authority shall ask the authority in whose cuslody or
possession the documents are kepl, for the production of the
documents on such date as may be specified.

The Authority in whose cuslody or possession the requisitioned
documents are, shall arrange to produce the same before the Inquiring
Authority on the date, place and time specified in the requisition note
provided that the authority having the custody or possession of the
requisitioned documents may claim privilege if the production of such
documents will be against the public interest or interest of the Society.
In that event, it shall inform the Inquiring Authority accordingly. The
Inquiring  Authority shall, on being informed, communicale the

informalion to the employee concerned.

On the date fixed for the inquiry, the oral and documentary evidence by
which the articles of charge that are proposed to be proved shali be
produced by or on behalf of the Disciplinary Authority. The wilnesses
shall be examined by or on behalf of the Presenting Officer and may be
Cross-examined by or on behalf of the employee. The presenting
Officer shall be entitled to re-examine the witnesses on any points on
which they have been cross-examined, but not on a new matter without
the permission of the Inquiring Authority. The Inquiring Authority may
also put such question to the withesses as it things fit.

it




Xii)

Xiii)

xiv)

xv)

Xvi)

xvii)

Xviii)

(xix)

Before the close of the Managemenl case, the Inquiring Authority may
in its discrelion, allows the Presenting Officer to produce evidence nol
included in the charge sheel or may ilself call for new evidence or
recall or re-examine any witness. In such case the employee shall be
given an opporlunily lo inspect the documenlary evidence before it is
laken on record; or to cross-examine a witness, who has been so

summoned.

When the case for the management is closed, the employee may be
required to state his defence, orally or in writing, as he may prefer. If
the defence is made orally, it shall be recorded and the employee shall
be required lo sign; the record. In either case a copy of the statement
of defence shall be given to the Presenting Officer if nay, appointed.

The evidence on behaif of the employee shall then be produced. The
employee may examine himself in his own behalf if he so prefers. The
witness produced by the employee shall then be examined by the
Inquiring  Authority according to the provision applicable to the
wilnesses for the Disciplinary Authority

The Inquiring Authority may, after the employee closes his case, and
shall, if the employee has not examined himself, generally question
him on the circumstances appearing against him in the evidence for
the purpose of enabling the employee to explain any circumstances
appearing in the evidence against him.

Aller the completion of the production of the evidence, the employee
and the Presenting Officer may file written briefs of the respeclive
cases within 15 days of the date of completion of the production of

evidence.

If the employee does nol submit the written slatement of defence
referred lo in Sub rule (iii) on or before the date specified for the
purpose or does not appear in person, or through the assisting officer
or otherwise fails or refuses lo comply with any of the provisions of
these rules, the Inquiring Authority may hold the enquiry ex-party.

Whenever any Inquiring Authority, after having heard and recorded the
whole or any part of the evidence in an inquiry case to exercise
jurisdiction therein and is succeeded by another Inquiring Authority
which has, and which exercises such jurisdiction, the Inquiring
Authority so succeeding may act on the evidence so recorded by its

predecessor, or parlly recorded by itself:

Provided that if the succeeding Inquiring Authority is of the opinion
that further examination of any of the witnesses whose evidence has
already been recorded is necessary in the interest of justice, it may
recall, examine, cross examine and re-examine any such witnesses

as herein before provided.
(1) After the conciusion of the Inquiry, report shall be prepared and it
shall contain: -

af._ a gisl of the articles of charge and the statement of the
“_jimputations of misconduct or mishehavior:

i




e) a gist of lhe defence of the employee in respecy
article of charge; of each

fy an assessment of the evidence in respect of each ey
.
charge! licle of

g) the findings on each arlicle of charge and the
therefore reasons

EXPLANATION: If in the opinion of the Inquiring Authomy the
proceedings of lhe inquiry establish any article of charge differem'r,. om
the original articles of the charge, it may record its findings on such
article of charge;

Provided that the findings on such arlicle of charge sha) not be
recorded unless the employee has either admitted the facts on which
such article of charge is based or has had a reasonable OPportunity of
defending himself against such article of charge. yo

(2) The Inquiring Authority, where it is not itself the Disciplinary Authorit
shall forward to the Disciplinary Authorily the records of inquiry Whic);;
shall include: -

a. The report of the inquiry prepared by it under sub clause (1) above;

b.  The wrillen slatement of defence, if any, submilled by the employee
refereed lo in sub-ruie (xiii). y

c. The oral and documentary evidence produced in the course of the inquiry-
d. Wrilten brief's referred lo in sub rule (xvi} if any, and

e. The order, if any, made by the Disciplinary Authority and the Inquirin
Authority in regard lo the inquiry. g

ACTION ON THE ENQUIRY REPORT

i) The disciplinary authority shall forward a copy of the inquiry report
to the accused employee and direct him to submit his Written
representation with in 15 days.

ii) If the disciplinary authority disagrees with the findings of the inqu
report with respect to any charge, it shall record reasons for sucr!{
disagreement and record its own findings on such charge, if the
evidence on record is sufficient for the purpose. A COPY of sych
reasons shall also be forwarded to the accused employee,

i) The Disciplinary Authority, if it is not itself the Inquiring Authority, mq [
the reasons to be recorded by it in wriling remit the case to the sgm!; g;
another Inquiring Authority for fresh or further inquiry and report, ang the

... Infuiring Authority thereupon proceed to hold the further inquiry accordin
t the*prg:nsnons of rule (27) as far as may be. g
b ¥
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, Il the Disciplinary Authority having regard (o its findings on all or any of the
v) arlicles of charge is of the opinion that any of the penaities specified in
rule (25) should be imposed on the employee, it shali notwithstanding
anything contained in rule {27), shall make an order imposing such

penally.

If the Disciplinary Authority having regard (o its findings on all or any
of the articles of charge is of the opinion that no Penally is called for, it
may pass an order exoneraling the employee concerned.

PROCEDURE FOR IMPOSING MINOR PENALTIES;

i) Where it is proposed o Impase any of the minor penallties specified in
clauses (a) to (d) of Rule (25), the employee concerned shall be informed

in writing of the imputations of Mmisconduct or misbehavior against him and

if) The record of the Proceedings shail include: -
a A copy of the slalement if imputations of misconduct or
misbehavior delivered 1o the employee:
b. His defence statement, if any; and
C. The orders of Disciplinary Authorily together with the reasons
therefore.,

COMMUNICATION OF ORDERS:

SPECIAL PROCEDURE IN CERTAIN CASES:

Notwithstanding anything contained in Rule 29, 30 or 31, the Disciplinary
utho_nty May impose any of the penalties specified in Rule 27 in any of the
foIlowmg circumstances: -

¥ \'{;Th‘g employee has been convicted on criminal charge, or on the

A u:f‘strg_ h of facls or conclusions arrived at by a judicjal trial; or




b. Where the Disciplinary Authority is salisfied for reasons lo be
recorded by it in writing that it is not reasonably practicable lo hojcl
an enquiry in the manner provided in these rules: or

c. Where the Governing Council/Chairman and Director is salisfied
that in the interest of the security of the Society, it is not expedient
to hold any inquiry in the manner provided in these rules,

24 PROVISION REGARDING EMPLOYEES LENT TO OTHER ORGANISATIONS:

i) Where the services of an employee are lent to the Government or any
authorily subordinate thereto or (o any other Public Undertaking,
Cooperative Sociely etc {hereinafter referred lo as “Borrowing Authority™),
the Borrowing Authority shall have the powers of the Appointing Authority
for the purpose of placing such an empioyee under suspension and of the
Disciplinary Authority for the Purpose of conducling disciplinary
proceedings against him:

a) In the light of the findings of the Inquiring Authority against the
employee: -

b) If the Borrowing Authority is of the opinion that any of the penallies
specified in clauses (a), (b), (c), or (d) of rule 27 (Minor Penalties)
should be imposed on the employee, it may, after consullation with
the Society make such orders in the case, as it deems necessary,

Provided that in the event of a difference of opinion between the
Borrowing Authority and the Lending Authority, the services of the
employee shall be replaced at the disposal of the Society;

c) if the Borrowing Authorily is of the opinion that any of the penalties
specified in clauses (e), (f), (g) of Rule 27 (Major Penallies) should
be imposed on the employee, it shall replace his service at the
disposal of the Sociely and transmit o it the proceedings of the
Inquiry for such action as deemed necessary.

EXPLANATION:

The Disciplinary Authority may make an order under this clause on the
record of inquiry transmilted to it by holding such further inquiries as it
may deem necessary, as far as may be, in accordance with rules 29, 30,
ar 31.

5. AppEaLs:

An employee may appeal against an- order Imposing upon him any of the
Penallies specified in Rule 25 or against the order of suspension referred to in
RUlE2 Tus appeai shall lie to the authority notified from time to time.

R
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An appeal shall be preferred within 45 days from the date of Communicalion of

the order, appealed dgainst. The appeal shall pe addressed to the Appellate

Authorily specified from time o time and submitted o the authority whose order is

appealed against. The authority who?ehorder is appealed against shay forward
; of | .

within three months of the dale of appeal,
The Appeilate Authority May pass order confirming, enhancing, reducing or
selling aside the penally or remitiing the case o the authorily which imposed the
penally or lo any other authority with sych directions as jf may deem fit in (he

the case, the Appellae Authority shall direct that such enquiry be hejq in
accordance with Rule 27 and thereafter consider the recorg of the enquiry and
pass such orders as jt Mmay deem Proper. if the Appellate Authority decides o

REVIEW:;

Notwfthstandfng anything Contained in thege rules, the Rew‘ewing Authority may
either on its own motion or on the application of the employee concerned call the
record of the case within six months of the date of the final order and afier
reviewing the Case pass sych order thereon as it may deem fit; Provided that if
the enhanceqd penally which the Rew’ewing Authority Proposes |o impose, is g
major Penalty specifieg in clause (e), () or (9) of Ruie 25 and enquiry as Provided

why the enhanceg Penalty shoulg net be imposed upon him. The Reviewr‘ng
uthority shall pass final order after taking into account the representation jf any,
Submitteq by the employee,
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b If it cannot be sg delivered or lendered, by affixing a Copy on the outer

o’
authority from which it was issued wilh a report endorsed thereon or
annexed therelo slating that he has alfixed the Copy and the name and

address of the Person (if any) in whose presence lhe Copy was so affixed:
or

VINDICATION OF ACTS AND CHARACTER
OF SOCIETY EMPLOYEES:

characler,
SAVINGS

1) Nothing in these rules shaii be construed as depriving any person lo

whom these rules apply or any right of appeal which had accrued to him
under the rules, which have been Superseded by these rules:

it ap appeal pending at the tommencement of these rules against an order

i) The proceedings pending at the commencement of the rules shall be

Provisions of these rules, as if such proceedings were Proceedings under
these rules.

iv) ANy misconduct efc. committed prior to the issue of these rules which was
misconduct under the; superseded rules shall be deemed to be g
misconduct under these rules,

REMOvaL OF DOUBTS:

— o,

bt arises as (o the interpretation of any of these ruies, the
B¢ referred 1o the Direclor whose decision shall be final.
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b) In case any point is not cavered in these rules or clarification is required in
respect of any of these rules, the Government of India's Rules and orders
on the subject wil be taken as a guide, along with any
amendmenis/madification made from time to lime.

AMENDMENTS:

The Governing Council may amend, modify, rescind or add to these rules, from
time to time and all such amendments, madifications or additions shall lake effect
from the date stated therein.

RESIDUAL POWERS:

Every case which is not covered by these rules or which requires relaxation of all
or any of the provisions of these regulations shall be referred to the Director for
decision.

REPEAL:

Any rules corresponding lo these rules in force immediately before the
commencement of these rules and applicable to the employees of the Society to
whom these rules apply, are repealed;

Provided that any order made or aclion taken under the rules so replaced shall
be deemed lo have been made or taken under the corresponding provisions of
these rules;

Provided further that such repeal shall not affect the previous operation of the
rules so repealed and a contravention of any of the said rules shall be punishable
as if it was a contravention of these rules.




b) In case any point is nol covered in these rules or clarification is required in
respect of any of lhese rules, the Government of India's Rules and orders
on the subject will be taken as a guide, along with any
amendmenls/modification made from time to time.

AMENDMENTS:

The Governing Council may amend, madify, rescind or add to these rules, from
time lo time and all such amendments, modificalions or additions shall lake effect
from the date stated therein.

RESIDUAL POWERS:

Every case which is not covered by these rules or which requires relaxation of all
or any of the provisions of these regulations shall be referred to the Director for
decision.

REPEAL.:

Any rules corresponding lo these rules in force immediately before the
commencement of these rules and applicable to the employees of the Sociely lo
whom these rules apply, are repealed;

Provided thal any order made or action taken under the rules so replaced shall
be deemed lo have been made or laken under the corresponding provisions of
these rules;

Provided further thal such repeal shall not affect the previous operation of the
rules so repealed and a contravention of any of the said rules shalt be punishable
as if it was a contravention of these rules.
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ANNEXURE

APPOINTING, DISCIPLINARY &, APPELLATE AUTHORITIES UNDER THE
NCAOR CONDuUCT, DISCIPLINE AND APPEAL RULES, 2003,

| - ____r_.______l

l's No | CATEGORY OF | APPOINTING DISCIPLINARY APPELLATE REVIEWING

I3 | EMPLOYEES | AUTHORITY AUTHORITY AUTHORTITY | AUTHORITY [
| = —_—— —— —_— ‘_'——-———____l
T | r [
I For Director. | Governing Governing Secretary, | Hon'ble |
[k fI Council Council DOD } Minister, DOD |

- T {0ob ——=eh, VU0

I Forothers. | Director Director Chairman, | Governing [I
II | GC | Counci |
BIe. I | |




NATIONAL CENTRE FOR ANTARCTIC AND C
RESEARCH

TRAVELLING AND DAILY ALL OWANCE RULES

APPLICATION:

se Rules shall apply to all employees of the Societ
-h:"a,;udeputalion to the exlent not oth
putaﬁon and will cover all inland travels

y including those on
erwise specified in the contract or terms of
performed on Sociely’s duty.

CLASSIFICATION:

For the purpose of caiculating traveling allowance, the Society's employees are
divided into five grades as follows:

(i) Employees drawing monthly pay of Rs. 16400/- & above.

(if) Employees drawing manthiy Pay of Rs. 8000/-to Rs, 16399/-
(iii) Employees drawing monthly pay of Rs. 6500/- to Rs. 7999/-

(iv}) Employees drawing monthly pay of Rs. 4100/--6499..
{v) Below 4100;-

JOURNEY ON TOUR:
A)  BYAIR:

Officers drawing monthly pay of Rs. 16400/-

travel by air in the entitled class approv
However, Officers

below Rs. 16400/
involved is more th
overnight by direct
necessary, subject

and above are entitled (+]

ed by the government.
drawing monthly pay of Rs. 12300/- and above but

may trave! by air at their discretion, if the distance
an 300 k. m's and the journey cannol be performed
train. In other cases, approval of the  Director is
to expenditure being within their funds allotted

B) BY RAIL:

Entittement of the employees to travel by Rail shall be as per the Central
Government TA/DA Rules.

C)  BYROAD:

For traveling by Road, employees shall be en

at the following rates, provided they have n
facility from any source:

litled to traveling allowance
ot availed of free transport

Basic Pay + NPA + §1

Entitiements
1), Rs. 16,400 and above AC Taxi/Ordinary Taxi/Car / Auto-
T, rickshaw / Own Scooter / Moped /
e Any Bus including AC Bus.
_)f‘;:‘?%}gj 000-Rs. 16,399 Same as 1 above, except AC
Lo
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3)
4)

5)

Taxi

Rs. 6,500-Rs. 7,999 Same as 1 above, except AC
Bus/AC Taxi

Rs. 4,100-Rs. 6,499 Aulorickshaw/ScoolerIMopedIAny
Bus except AC Bus

Below Rs. 4,100 Autorickshaw/Scooter /Moped /
Ordinary Bus

JOURNEY BY OWN CAR /SCOOTER ETC

i)

iv).

v)

Where an employee on tour perform journey by his own Car or
Scooler/Molor Cycle with the approval of the Direclor, he will be patd for
the road journey by the shortest route at the following rates:

i) By own Car Rs. 8.00 per km.
if) By own Scooter/Molor cycle Rs. 4.00 per km.
iif) By own Moped Rs. 2.00 per km
GENERAL.:

The journey on lour by Road by own Car should be resorted 1o
only in exceptional circumstances and only in cases where it is not
possible to provide Sociely's transport. However, in cases where
it is not possible to provide Sociely's transport and the employee

performs journey in his own conveyance, it should be under prior
approval of lhe Director.

The drivers accompanying officers in official vehicles will not be
entitled to overtime allowance during the tour period as they shall
be entilled to traveling allowance as per these rules.

Reimbursement of taxi fare will be made only on production of
cash receipt. However, production of receipt will not be required
for journeys performed between residence/office to Railway
Slation/Airport/Bus Stand and vice versa at the same station. The

number of the laxi hired by the employee should be mentioned in
the TA bill,

Travelling allowance will normally be admissible by the shortest
route. The quickest route, even if it is longer, will be deemed to be
the shortest route for the purpose of these rules. Travel by longer
route in other cases will require sanction of the Director.

If the journey is performed by deluxe bus, tickets should invariably
be attached with TA bills.

LOCAL CONVEYANCE CHARGES WHILE ON TOUR

The officials while on tour will be allowed reimbursement of conveyance

charges subject to furnishing details of places visited up to an amount as
prescribed below:

OFFICERS STAFF

Rs 250/-perday  Rs 150/ per day
Rs 200/-perday Rs 100/- per day

i




The official concerned shall also have lo cerlify that the amount claimed
was actually incurred by him on hiring local conveyance for official
purpose.

DALY ALLOWANCE (DA): (DA rates of other similarly placed institutions to
be checked up)

i) The daily allowance is inlended o cover expenses incurred while
on tour on account of halling at places other than headquarlers.

a) Daily allowance is lo be calculated for the period of absence
from the headquarters. The scheduled arrival/departure (and
actual arrival, if there is 3 delay of more than 15 minutes from
the schedule) of the mode of transport used shall be reckoned
for the caiculation of DA. In respecl of journeys by road, the
actual time of arrival/departure as certified by the employee
concerned will be adopied.

b). While on tour, DA will be admissible at the following rates:

PayRange | Upper Limit for Lodging | Composite DA if - own |
| charges/ DA* | lodging arrangements are

IJ | made
: | |
A~ 1IAB - | Other | A-/A/B = | Other |
| !
I Places Places |
Y Su: oy I' Cities [Cities !

2 3 4 5 6

+Rs."16,40'0 and above | (A) Rs. 1500 Rs. 1000 | Rs. 500 Rs. 400 |
|(B)Rs. 500  Rs. 400 | |
T e e L s tel = | W)
[Rs. 8000 to Rs.|(A)Rs. 1000 Rs.750 | Rs. 400 Rs. 350 I
R et io ke aee | (BIRS.400 Rs 3sp | P!
| Rs.6,500to Rs. 7,999 | (A)Rs. 750 Rs. 500 | Rs. 300 Rs. 300 |
e ———o— | (B)Rs. 300 Rs 30051 RS & SR
Rs. 4,100 1o Rs. 6,499 | (A)Rs. 400 Rs. 300 | Rs. 200 Rs. 150 |

1{B)Rs.200  Rs. 150 |

—_— _— 1

Group A officers of the society shall be alternatively entitled for actual lodging
charges for stay up to three star Hotel plus % DA of ordinary rates.
(A) Means iodging charges
(B)  MeanspDa

ii) The rates shown in column (6) will apply for Journey period also,

i) Employees who stay in Hotels etc. shall produce receipt for
lodging and they shail be reimbursed such lodging charges,
subject to ceilings mentioned in Rule 6 {b).

iv) Empioyees who do not stay in Hotels ete. shall be entitled to
5 composite DA as mentioned in.column {5) or (6) as the case may

be In such cases, the empioyee concerned wil certify in his TA
gt ‘glaim that he made his own arrangements for stay.

P, 59
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vi).

Pewsh

Daily allowance wi
lollowing scales: -

a. For absence of less than 8 hours
b. For absence of 8 hours or more

vii. For prolonged hails: I continuous h

viii. When an employee on tour |

organization, the admissible daily al
following rates: -

When either Boarding or lodging is provided free -75% of DA.

a.
b. When both Boarding & lodging are provided free - 50% of DA

during the period of halls at the g
place of visit.

Xi, When an employee, who is on tour, returns o hisg headquarlers on
th

€ same day, his daily allowance will be calculated as follows:

1. Ifthe absence is less than 6 hours

- Nil
2. If absence exceeds 6 hours but ig less
than 12 hours - 50%
3. Ifthe absence is 12 hours or more - Full

TRAVELLING ALLOWANCE ON TRANSFER:
i) BY AIR.

An employee who g entitled to travel by air on tour can also undertake
journeys on transfer by air, in which case, he/she is entitleg to draw the air
i fare actually paid for self ang members of the family.
) BY RAIL

Employees angd members of their families shall be entitled {o travel by the
Same class of accommodation to which the employee is entitled, while on
tour,

__BYROAD.

Journeys by road between places connected by rail, actual expenses
o linfited 0 rail fa

re of the enlilled class, wili be reimbursed. For places not

T




connecled by rail, the employees may be reimbursed expenditure incurred
against reasonable evidence of expenditure, for mode of conveyance
appropriate o the calegory of employees.

iv) DA FOR JOURNEY PERIOD.
i

An empioyee may draw one DA for himself and each member of his family
for every compleled day occupied in the journey from residence to
residence reckoned from midnight to midnight. For the period of less than
24 hours on any day, the daily allowance is as follows:

Up to 6 hours Nil
Exceeding 6 hours but not exceeding 12 hours 70%
Exceeding 12 hours Full

Chiidren below 12 years, including those for whom Railway/Bus fare ig not
pairt, will be allowed DA at half of the rates for adults.

TRANSFER GRANT AND PACKING ALLOWANCE:

The employees will be entitied o lump sum transfer grant and packing
allowance as under:

Transfer T.A. entitlement — Transfer T.A. comprises of the following
elements:-

i) acomposite transfer grant equai to one month's basic pay;

ii) actual fares for self and family for journey by rail/steamer/air:

i) road mileage for journey by road between places not connecled by rail.

Packing allowance will be admissible just like transfer grant irrespective of
the quanlity of personal effects carried and No receipt is necessary for
drawing the packing allowance.

TRANSPORTATION OF PERSONAL EFFECTS:

a. Cosl of carriage of personal effects tg employees on transfer will be
admissible at the following rates:

Entitlement at a glance

:":I pt?y *NPA + | Composite ' Personal effects |
d}gen?;g? transfer Grant | By train/steamer | Rate per km for|
| | | transport by road
! | Maximum [*A-1", A and | Other |
_— | | 'B-1' cities | Places |
b6VS15.400 and (Equal  to one | Fuil four-wheel Rs. P | Rs. P, |
monlh's basic pay | wagon, or 6,000 kg 30.00 18.00
|+ NPA + 5j | by goods train, or one | ! |
o Eqa g RoUleContainer | ||
to |Equal to one i Full four-wheeler| 30,00/ 18.00 |
| month's basic pay | wagon, or 6.000 kg | | |
+NPA + 5] by goods train, or one
ol | Single Container N SRS N
LN o 3000k ] 15.00] " 9.00]




470010 6,499 | —do-- T 1,500 kg ' 760 480

RS- 350 10 4,099 ~do-- | 1.500 kg 7601 4601
- Rs. 3,350 | --dg-- i 1,000 kg _ 6.00 | 4.00
b) The term “personal effects” is not subject to any definition. The

Controlling Officer shall salisfy himself that the claim towards
transportation of personal effects is reasonable.

c) If the personal effects are Iransporled by road belween places
connecled by rail, the employee shall draw the aciual expenditure or
the amount admissible on transportation of the maximum admissible
quanlity by goods train pius an additional amount of 25% thereof,
whichever is less.

d) i the personal effects are transported by road between places not
connected by rail, an employee can draw lower of the following
amounts:

i) Actual expendilure on transportation by road, or

fi) the amount admissible on transportation by railtway and an
additional amount of not more than 25% of the maximum
admissible quantity to which the employee is entitled to carry
by goods train on transfer.

ADMISSIBILITY OF TA FOR OTHER JOURNEYS:

These rules will be applicable for all official journeys undertaken with the consent of
the Controlling Officer: -

a) To give evidence in a Court of Law in which NCAOR is a party. TA will also
be admissible to give evidence in Court of Law where NCAOR is not
actually a parly but is interested in the case. If any employee has lo attend a
Court lo depose the facts coming to his knowledge during the discharge of
his officiai duties, the NCAOR will be deemed to be interested in the case.

b) To altend a training programme, seminar or conference.

c) To appear in departmental examination.

d) Ta recali an employee from leave to duty before expiry of leave.
e) By an employee under suspension.

f) To atlend departmental enquiry.

7. T.A. ON RETIREMENT/DEATH.

a) The employee in the event of retirement or members of his family in the
event of the death of the employee shall, besides, the fares, will also be
eligible to transfer grant, packing allowance and cost of carriage of personal
effects as admissibie on transfer. The journey must be completed within one
year of the date of retirement or death as the case may be.

b} The employees shall also be allowed reimbursement of the actual cost of
transportation of his conveyance lo selected place of residence limited to
that admissible up to home town as on transfer.

~ADVANCE OF TA/DA ON TOURITRANSFER
N
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An employee proceeding on official journeys may be granted an advance of
not more than 80% of the estimated expenditure to meet travel and other
expenses provided no past bills are pending.

An employee is required to submit his TA bill on completion of journey, The
advance granted shall be recovered from his salary, il the bill is not
submitted by him (i) within one month of drawl, in respect of tours and (ii)
within three months from the date of laking charge at new station in respect
of transfer.




NATIONAL CENTRE FOR ANTARCTIC & OCEAN
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LEAVE RULES

LEAVE ENTITLEMENT:

refused, curtailed, revoked
according to the exigencies o

ii) In case the Compelent Authority recalls

treated as on duty from the date on which he
stay for the slation 1o

which he is ordered to report.

KINDS OF LEAVE:

{
oned in ruie 2 (i)
ave rules, the following

kinds of leave shall pe
admissible to employees including officers:

i) Casual leave:

i) Compensatory leave:
i) Earned leave:

iv) Medical leave;

V) Maternity Leave

vi) Paternily Leave

vii) Special Disability Leave; and
viii) Extraordinary Leave

ix) Study Leave

X) Sabbatical,

SUNDAY OR HOLIDAY TO COUNT ASs PART

OF LEAVE EXCEPT IN CASE OF CASUAL LEAVE:
A Sunday or holiday falling between the first and the last d
part of leave except in case of casual lea

an employee to duty before the
expiry of his leave in the exigencies of work, the employee shall be
starts from the place of his

and (ii) above, and other

andfor

cations
therein.
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ii)

his address while on leave and keep the Society informed of subsequent
changes in such address.

The Personnel Department of the Society shall maintain a ieave account
of every employee and on request he/she may be intimated of the amount
of leave due to him/her,

CASUAL LEAVE

i)
i)

i)

v)

vi)

vii)

viii)

Each employee will be eligible lo avail 8 casual leave in a calendar year.

Casual leave is inlended for shorl periods and it should not normally be
granted for more than 5 days at any one lime except under special
circumstances.

Casual leave is not a recognized form of leave. An employee on casual
leave shall not be trealed as absent from duty and his pay is not
intermitted.

Casual leave cannot be combined with any other kind of leave or joining
time.

Casual leave can be taken while on tour, but no daily allowance will be
admissible for the period.

Casual leave may be sanctioned for half-day also. Lunch break shall be
the dividing line.

Casual leave cannol be accumulaled or carried forward to the following
year. [t shall be deemed to have lapsed if not availed during the year.

Persons appointed and joining duly during the middle of a year may avail
of Casual Leave proportionalely or to the full exient at the discretion of the
competent authority.

Leave travel concession can be availed during casual leave.

if an employee remains absent for one or more days due to unavoidable
circumstances beyond his control, he should intimate his intention of
remaining absent by phone/post-card or oral message and should submit
application for sanction of casual leave already availed immediately after
he resumes duty.

COMPENSATORY LEAVE

i)

7 i

£}

An employee who is required to perform duty on Sunday or closed
holiday(s) shall be eligible for compensatory leave for a corresponding
number of days. The compensalory leave shall be availed before the end
of the month following the month in which it accrues. In case of refusal, it
may be carried forward to the next month.

"E:-_'Ffige_rs shall not be eligible for compensatory leave.
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EARNED LEAVE

i) An employec will be eligible for 30 days earned leave in a year. Every
year, earned leave account of an employee will be credited in advance by
15 days each on 1% January and 1*' July respectively. No deduction on
account of leave availed will be made while crediting the leave account al
the commencement of next half year.

i) If an employee has been appointed somelime in the middle of half year,
the credil for thal half year will be given to him @ 1/11 days of duly for the
remaining period during that half year. At the end of that half-year, the
leave account will be rounded off lo the nearest whole figure. For
example, if the balance comes to 3-6/11, it shall be rounded off to 4 days.
In case it comes to 3-5/11, it shail be rounded off to 3 days. Thereafler,
normal credit of 15 days will be allowed for the next half year,

i) Accumulation of earned leave by an employee shall not exceed 300 days.

iv}) If the services of the employee are terminated after giving him nolice as
prescribed in these Rules, he shall be paid salary for the earned leave
due to him

v) If an employee resigns his post after giving notice period as prescribed he
shall: -

a. be paid salary for the period of earned leave due lo him;

b. In case, the nolice falls short of prescribed period, amount of
earned leave equivalent lo the days notice falls short shall be
adjusted towards the notice period and salary for the balance
period of earned leave due shall be paid to him.

vi) Salary during the period of earned leave shall be governed by rule No. 2
{vii) of these rules.

vii) Unavailed joining time (subject to maximum of 15 days) reduced by the
actual number of days availed, shall be crediled to the earned leave
account on the following conditions:

a) The employee is ordered to join the new post without availing full
admissible joining time or he proceeds alone to the new place
and joins the post without availing full joining time and takes his
family later within the permissible time for claiming traveling
allowance for the family.

b) The credit of earned leave plus the unavailed joining time
crediled should not exceed 300 days.

¢) One day joining lime admissible for transfer within the same
1 station, if not availed, shall not be credited to the EL account.

lications

ENCASHMENT OF EARNED LEAVE: 1 therein.
ger: -

o
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MEDICAL LEAVE

An employee shall be eligible for medical leave on half pay for 40 days or 20

on produclion of a certificale of sickness from a Medical Practitioner duly
registered with Medical Council of India. |t will not be granted for a period of less
than three days. However, if no other leave is due lo the employee concerned,
medical leave for less than three days may also be granied.

MATERNITY LEAVE

Maternity leave for a period not exceeding 135 days shall be admissible
on full pay to such female employees of lhe Society who have less than
two surviving children.

Malernily leave will also be sanclioned for mis-carriage/ abortion for g
period not exceeding 45 days in the entire service excluding any such
leave taken prior to enforcement of these rules. |t will be admissible
irrespective of number of surviving children. A certificate from a
registered medical practitioner should support the application.

The maternity leave shall not be debited to the leave account of the
employee concerned.

It can be combined with leave of any other kind except casual leave.
It shouid be availed in one spell and not in installments.

it shall count as service for the purpose of increments.

PATERNITY LEAVE

Palernity leave is admissible to male employees {including casual and
temporary employees) with less than two surviving children during the
confinement of his wife i.e. up to 15 days before and up to six months
from the date of delivery of the child. If the leave is not availed of within
this period it shali be treated as lapsed.

It can be combined with any other kind of leave.

It will not normally be refused.

The leave shall not be debited to leave account.

Leave salary for palernity leave is equal lo the last pay drawn before
proceeding on leave.

SPECIAL DISABILITY LEAVE

1)

Leave up to a maximum of 24 months may be granted to an employee
who is disabled by Injury while performing official duties of the Society.

It may be granted in combination of any other kind of teave except CL.
“The leave should be granted only on production of Medical Certificate

from he.Civil Surgeon/District Medical Officer/Government Doctor or an
MB Doi':l%r of a reputed hospital.




iv) This leave may be sanctioned with full leave salary for the first 120

days
and on half leave salary for the rest of the period.

EXTRA -ORDINARY LEAVE

Extra ordinary leave will be granted to an employee in Special circumstances
mentioned below: -

i) When no olher kind of leave is admissible.

i) When other leave is admissible, but the employee of the Society applies
in writing for grant of extra ordinary leave.

iif} An employee cannot be sanctioned Extra-ordina
period exceeding 180 days

Iy Leave for a continuous
iv) Extra ordinary leave is sanctioned without pay. It shall be at the discretion

of the sanclioning authorily (o fix the amounl of extra ordinary leave to be
sanctioned in each case.

v) Extra ordinary leave may be granled to regularize the period of absence
without leave retrospectively.

vi) Two spelis of exlraordinary leave, intervened by any other kind of leave,

shall be treated as one continuous spell for the purpose of applying the
maximum limil.

STUDY LEAVE AND SABBATICAL

Sludy Leave and sabbalical will be admissible to the employees of the Society as
per the rules applicable to the employees of the Central government.

GENERAL CONDITIONS:

) Ordinarily, leave will begin on the date on which an employee is relieved
from duty and wili end on the day on which he resumes duty.

i) Except in emergencies, applicalion for leave for a period upto 3 days shall
be made one day in advance and for leave more than 3 days shail be

made at least 7 days in advance of the date from which the leave is
required.

i)

An employee shall not proceed on leave until and unless he obtains the

Sanclion order of the leave applied for by him. Those not doing so, will be
guilty of ‘misconduct’




v)

vi).

vii)

viil)

address is available, and if such reply is likely to reach him before the
expiry of leave originally granted to him.

if the applicalion for extension of leave is on medical grounds and the
employee is away from Headquarters, he shall submil his application
along with a Medical Certificate from a Government Medical Officer in
charge of a Civil Hospital or a registered Medical Practitioner. The
Medical Certificale must clearly specify the days for which the extension is
required and also the reason and the nature of disease etc. The Society
reserves the right to direcl the employee to appear before a Medical
Officer(s) to be nominaled by the Company, for Medical Examination.
The decision of such a Medical Officer(s) shall be final and binding on the
employee.

No employee, while on leave, shall take up any employment or any
vocation for profit or gain. If he does so, his services will be liable o be
dispensed wilh, without nolice and he will forfeit all privileges accrued lo
him during his service.

Leave will nol be granted to a person under suspension.

An employee shall not absent himself withoul ieave beyond the period of
leave originally granted or subsequently extended; otherwise he will be
liable to disciplinary action for ‘misconduct’,

If an employee remains absent without prior permission, he will be marked
absent in the allendance register and it will render him liable to
disciplinary action for ‘misconduct’. Absence without permission for more
than 15 days may be lreated as volunlary abandonment of his
employment and his name may be struck off the rolls without any nolice.

These rules supersede all earlier orders on the subject.
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

LEAVE TRAVEL CONCESSION RULES

EXTENT OF APPLICATION:

i) The concession is admissible (o employees of all grades whether
permanent, lemporary or on probalion after completion of one year
continuous service in the Society.

i) It shail not be admissible to such employees who are not in the whole time
employment of the Society and /or are paid from the contingencies or are
employed on casual basis either on daily wages or consolidated salary.

SCOPE:

The object of the scheme detailed in these rules is to provide, as a measure of
welfare, travel assistance to the employees of the Society and their families from
the Headquarters to hometown or any other place in India and back subject to the
conditions hereinafter provided.

EXPLANATIONS:

The declaration of Home Town (in the prescribed form at Annexure — VIl to
Recruitment & Promotion Rules) once made shall ordinarily be treated as final. In
exceplional circumstances the Controlling Officer, or if the empioyee himself is
the Controlling Officer, The Director may, at his discretion, permit an employee to
make a change in his declaration of Home Town as indicated in his official record,
provided that such a change shall not be made more than once in the entire
service of the employee concerned. For determining the place of an empioyee as
Home Town, the foilowing criteria will be applied:

Whether the place declared by the employee is one, which requires his physical
Presence at frequent intervals for discharging various domestic and social
Obligations or where his near relations are permanently residing or where the
employee has got immovable property.

FREQUENCY OF AVAILING L.T.C.:
i) JOURNEY TO HOME TOWN:

The concession will be admissible to employees once in a period
of two calendar years. The term ‘once in a period of two calendar
years' will mean once in each block of two calendar years starting
with the year 2003-2004. Therefore, the concession, under these

3 s ~,_fules, will on the first occasion be admissible during the block of
“f~.“Wyo consecutive years 2003-2004 and thereafter in 2004-2005 and
B
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i)

JOURNEY TO ANY PLACE OTHER THAN HOME TOWN:

a. The concession will be admissible to all employees once in
a block of four calendar years. The term 'once in a block of
four calendar years' will mean once in a block of 4 calendar
years slarting with the year 2002. The concession on the
first occasion will be admissible during the block of 4
consecutive years 2002-2005 and thereaiter 2006-2009
and so on.

b. This concession is admissible in lieu of one of the two
journeys to Home Town in a block of four years. In olher
words, an empioyee can undertake only two journeys with
in a block of four calendar years. He can either undertake
Journey twice to his hometown or once to his hometown
and once to any place other than his homelown.

C. An employee, who has a family living away from his place
of work may instead of having the concession for his family
as well as for himself once in a block of two years, avail of
the concession for himself alone once every year, during
each block for visiting his home town. Such employees
shall not be entitled to LTC to anywhere in India.

The employee and his family, who are unable to avail lhemselves
of the concession for hometown in a block of two years, may be
permitted to avail it before the end of the first year of the next
block. Otherwise, the concession for the block shall be Ireated lo
have lapsed.

The employee and his family who are unable to avail themselves
of the concession for visiting anyplace in India in a block of 4 years
may be permitled to avail it before the end of the first year of the
next block of 4 years provided they are entitled to avail the carried
forward LTC for visiting home town during the block of next two
years. In other words, LTC for unavailed block of two years should
be due to their credit, if they wish to avail carried forward LTC for
visiting anyplace in India. It is further clarified that in the case of
such employees, as have carried forward the LTC to the home
town perlaining to the block 2002-2003 to 2004-2005, only one out
of the three journeys (including the above carried forward) that
they are enlitied 1o in the block years 2002-2005 can be utilized for
performing the journey Lo a place other than the Home town.

4. ENTITLEMENT:

i) The employees and their family members will be entitied to travel by the
class of accommodation, to which they are entilled lo travel under TA
rules of the Sociely.

i) While availing LTC, an employee should travel to his Homelown only by

the shortest route.

| -éﬁr‘lmlq}rees are required to apply for LTC in the prescribed form at
nnexure k|,

| |




THE EMPLOYEE AND FAMILY
INDEPENDENT UNITS

The employee and his family may travel either independently or logelher as may
be convenient to them and claim reimbursement, but the return journey by the
family must be completed within six months from the dale of commencement of
the onward journey.

JOURNEYS BETWEEN PLACES
CONNECTED BY RAIL:

) itis permissible to an employee or his family to travel in a class higher or
lower than thal to which he is entitled. In the former case, the Society's
liability is restricled to the fare by the class enlitted and in the latter case,
the fare by the class in which he or his family actually traveled.

ii) Where an employee andfor his family travel by air or by road or by
steamer, between two places connected by rail, the extent of the Society's
assistance shall be limited to what would have been admissible had he
traveled by rail in the entitied class or the actual expenses, whichever is
less.

JOURNEYS BETWEEN PLACES NOT CONNECTED BY RAIL:

i) For the journey, which is covered by a recognized public transport system,
the Society's assistance would be the full fares actually charged by such a
system for enlitled class of accommodation.

i) For the portion of journey, which is not connected by a recognized public
transport syslem, Society's assistance would be full road mileage at the
appropriate rale as prescribed in the TA Rules of the Society.

i) In respect of places, which are not connected by rail, the employees may
travel by the entitle class by steamer/air where an alternative means of
travel is either not available or is more expensive.

NO INCIDENTALS ADMISSIBLE:

No incidental expenses or DA shall be admissible for journey performed under
these rules,

NATURE OF LEAVE:

The concession is admissible for journeys performed by an employee during
regular leave or casual leave, as the case may be, irrespective of duration of
leave. It shali, however, nol be admissible to an employee who proceeds on
regular or casual leave and resigns his post without returning to duty.

10.  cLamFoRr REIMBURSEMENT:

All claims for reimbursement of LTC (in the form prescribed for claiming traveling
___.-El.llﬂwaqgg on lour) wili be made within one month on compiletion of the return
laurney. Therefore, the employee concerned should submit the claim to the

2" Accounts Depaftrgent with in the above-prescribed time limit. A list of hometown
of "l em Idyees v Ii« be provided by the Personnel Department to the Accounts

iations
Therein.



peparlment to process the claim. To facilitate the determination of the
genuinEness of LTC claim, journeys should be verified as under: -

i) All receipls submitted along with the LTC claim should bear signature
of the employee on the back of the receipl.

i) Full delails such as serial number, the authority that issued, and the
date of issue of cash receipt or the ticket number and the amount for
which the receipt was issued should be indicated on the body of the
claim.

i} Where journey is performed by bus or laxi, the employee shouid
indicate the registration number of the busi/taxi in which he travelled, in
addition to cash receipt. In case journey is undertaken by chartered
bus, the employee should also furnish a certificate from the lravel
agent/owner of the bus to the effect that the employee and/for
members of his/her farnily had actually travelled by the vehicle bearing
that number.

iv) in the absence of satisfaclory evidence to the effect that the employee
and his family actually performed the journey to his hometown or lo
anyplace in India, the LTC claim will be not be entertained.

RECORD OF LTC.

A record of LTC availed by the employees shall be maintained by the Accounts
Depariment in the Accounts Books and also by the Personnel Depariment in the
Service Book.

ADVANCES:

i) Advance up to 90% of the eslimated cost of journey may be granted to
employees desirous of availing of LTC facility under these ruies. The
advance shall have to be refunded if the outward Jjourney is not
Commenced within 30 days of the grant of advance.

i) Advance may be granted in case the employee and the family travel al
different time, separalely for both onward and return journey.

Hi) The account of advance drawn for LTC will be rendered in the same
manner as for the advance of official tour.

13. SANCTIONING AUTHORITY:
The Director or such olher officers to whom powers have been delegated by the

D!'feclor will act as Conlrolling Officer for the purpose of these rules. The Direclor
will be his own controlling officer.

These rules Supersede all earlier orders on the subject.
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ANNEXURE - |

NATIONAL CENTRE FOR ANTARTCTIC & OCEAN
RESEARCH

Name & Designation of Applicant
(in Block Letters)

Basic Pay
Nature & period of leave sanclioned
Particulars of family members:

S.No. Name

Relationship Age
1
2
il
4
5
js. Name of places to be visited:
a) Nearest Railway Station {in block letters)
(Itis a mustin case LTC js for hometown)
b)

Distance from place of posting

Probable date of commencement of journey
. Certified that;

i} The family members in respect of whom LTC is being claimed are entirely
dependent on me and are also residing with me.

That my husband/wife is nol an employee of the Society

That my husband/wife js employedin__ andthe concession has not
been availed by him/her separately for himself or for any of the family
members for the concerned block.

Signature
Dale

Branch/Office




NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

MEDICAL BENEFIT RULES

EXTENT OF APPLICATION;:
i) These rules shall be applicable to all regular employees of the Saociety
excepl those employed on daily wages/ consoiidated salary or part time
basis.
i} These rules shall be applicable to the empioyees whether they are on '

duly or on leave of any kind or under suspension and to their famiiies
whether located at the place of duty or else where subject to olher
provisions of these rules.

i) These rules will be applicable to depulationisls unless the deputation .
lerms otherwise provide. i,

NON-HOSPITALISATION CASES:

i) Reimbursement of medical expenditure incurred by the staff member by
and his/her family consisting of dependent parents, wife/husband, z up
sons and daughters shall be made upto a maximum limit of Rs. ord
12,000/- per annum, irrespective of the scale of pay of employee. |

ii) An employee, who has completed one year of continuous service in the
Sociely in regular scale of pay shall be reimbursed 50% of the admissible \ _
amount at any time in the first half and the balance in the second half of les
the year on submission of a certificate to the effect that he has actually this

incurred the expenditure.

The ciaim should be preferred in the prescribed form at annexure | i 222
ii) Those employees who are in the regular scale of pay but have not '
compleled one year's continuous service will be reimbursed the amount | h
as under: fuge?(
y the
PERIOD OF CONTINUOUS SERVICE AMOUNT ,*:Ls tf;
Less than three months NIL
3 months or more but less than 6 months 2,000 '}and lor
6 months or more but less than 9 months 4,000
Nine months or more 6,000 [
o,
S Eations
fimtdre members of a family are working in the Society, only one of {herein.

thelmri will ?Ae '\t‘a'fljgible to claim reimbursement. -
4

2 5

bk
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To such employees, whose spouse is covered under the medical scheme
of Central Government, State Government, Public Undertaking,
Autonomous body or any other organization, the employee and the
spouse will be required to opt for the scheme of a single organization and
they would be required to furnish a Joint declaration lo the effect that the
spouse of NCAOR employee is not availing Medical/Hospitalization
benefit from any other medical scheme.

HOSPITALISATION:

i) In case of hospitalization of an employee or any member of his/ her
family in a private hospilal, medical expenses will be reimbursed to the
extent of rates prescribed by an hospital to be notified under the
orders of the Chairman FC/GC. The room enltitlement shall be as
follows: -

13,500 and above Deluxe Room

10,501 to 13,499 Single Room

7,501 to 10,500 Room with two beds
7,500 to 4,100 Room with four heds
Upto 4,100 General Ward

Poopowm

i) The actual ambulance charges, if any, paid by an employee as per the
rules of the concerned hospital, will be reimbursed to him/her.

ifi) In serious cases of ailments, where even after hospitalization, prolonged
treatment is required lo be taken, expenses thereof may be reimbursed
for a maximum period of three months. The Director may at his discretion
allow an employee, reimbursement for such ailments even after three
months, if he is salisfied that it is necessary to do so. Further, employees
may be allowed reimbursement of expenses for treatment of Tuberculosis
as OPD patient even without hospitalization.

iv) Charges on account of Dhobi, Aya, Attendant, Telephone elc. shall not be
reimbursed.

v) Expenditure incurred on inadmissible medicines, foods, tonics etc as
defined in the Government of India Medical Attendance Rules, 1944, as
amended from tlime o time will not be reimbursed.

vi) Al claims for medical reimbursement incases of hospitalization shall be
submitted in Annexure i

REIMBURSEMENT AS A SPECIAL CASE:

In case an employee sustains any injury during duty hours in office premises, or
on the way while attending to his/her duty, medical expenses will be reimbursed
On actual basis with the approval of Director.

WGBAHTOFADVANCE

- | M
In cadle of ho‘sq%ilizallon. an advance up to 90% of the estimated expenditure on

medifal trealment of an employee or his’her family member may be given on the

50




certiicate of the concerned hospital where the patient is or is being admilted,
The hospital will indicate expecled duration of the treatment and likely
expenditure. To the extenl possible, the paymenl of advance should be made
direclly to the hospital concerned.

DECLARATION OF DEPENDANTS

i) Every employee on appointment shall declare members of his/her family
dependant on him/her in the prescribed form at annexure - Ill. The
existing employees shall also do so with in a month of publication of these
rules.

i) The married female employees of the Society shall have the oplion to
include her parent or parent-in-laws as member of her family for the
purpose of availing facilities under these rules., They will, however, have
to submit a declaration in this regard as per annexure — IV.

75 MEDICAL INSURANCE SCHEME

. The staff of NCAOR shall be eligible to Mediclaim policies for them and
their_dependents and the premia paid by them shall be reimbursed by
NTAOR, provided such reimbursement on mediclaim premia and cost of
any other in-patient treatment at the recognized Haspitals and/or the out-
patient treatment with the authorized Medical attendants does not exceed
the overall ceiling of Rs. 12,000/~ per annum specified in para 2 above.
There shall be no ex-gratia payment towards mediclaim expenses.

8. These rules supersede all earlier orders on the subject.

Medical Assistance Rules of Central Government will be generally followed except
in cases where exemptions are specifically provided for.

W
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ANNEXURE-|

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

APPLICATION FOR REIMBURSEMENT OF MEDICAL EXPENSES

The Director,

NCAOR,

Goa

Sir,

This is to certify that | have incurred an expenditure of Rs. --— on the treatment of self
and my family members during the period from ---—--- 1o ——-nee . Itis requesled that an
amountof Rs. may kindly be reimbursed to me in terms of Medical Benefit

Rules of the Society.

1
P
| also certify that no member of my family including myself is covered under the CGHS d
Scheme of Government of India.
Bs
nis
Signature
Name on
Dale: ind

HA




ANNEXURE - I

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

SUMMARY OF HOSPITALISATION BILL

Name & designation of Claimant:

Name of Patient

2.
3, Relationship with claimant
4. Basic pay al the time of Hospitalization
5. Name of Hospital
5. Date of Admission Date of Discharge
'[S.No | Bill No. & Date | Parliculars [TBiI!Amount | Admissible amount
| 9-NO | : . | |'
| | | ! |
| |
| | | |
' |
' |
I | | | |
| | | | |
| | | | |
| | |
- | | |
Total
Less Advance.
Net Amount
Date: Signalure of Ciaimant
"
! .
#. hl_} |
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ANNEXURE-IN
NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH
DECLARATION OF DEPENDANTS
Name of Empioyee
Designation
3. Office/Branch
4. Department
DETAlLS OF FAMILY MEMBERS

1.

: |

S.No. Name Age Marital Status; Whether wholly Whether entitled o

Relationship dependant or not any other schemag I
With employee (If not, particulars of reimbursement oy
of employment) (If so, give details) 11-‘1!3
rd

.

“This is to_cErTiry_ that —

L The monthly income of both of my

pare
not exceed Rs. 3,500/-

nts, whose names are given above, does
from all sources

That all the members of

my family whose nam
with

€s are given above are residing
me and are wholly dependent on me,

Signature
Name & Designation
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I hereby declare that my Parents/Parents-in-raw a

il
wholly dependent upon me,

b
m all sources does not exceed )

up
'I"d

Rupees 3500/-

!
W
*Strike out whichever is not applicable, ples
this
'I ‘ation
Signature = and
Name:

Designation |
Date
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) Thé“Rersonnel Department shall first fil y

NATIONAL CENTRE FOR ANTARCT]

C & OCEAN
RESEARCH

PERFORMANCE APPRAISAL RULES

OBJECTIVE;

The objeclive of the Performance Appraisai Reporls is as under: -

a. to evaluate individual achievements:

b. o determine the ‘gaps’ in knowledge and skills and/or shortcomings/
failures noticed during evaluation of individual achievements;

to identify employees having special development potential; and

d. to suggest::

i) In cases in which individual achievements are assessed as
generally salisfactory; how beller performance can be
encouraged;

i) in cases in which assessment of individyal

achievements brings
oul faclors referred to at (b); how ‘gaps’ in knowledge and skijj

could be removed andfor shorlcomings!failures remedied,

including  specific suggestions for ‘in-hoyse’ and specialized
training/censure, elc; and

fii) in cases of the type referred to in Para ©: what further

trainingfencouragements is  considered desirable for fy
exploitation of the estimated potential,

APPRAISAL FORMS:
The forms as indicated below shali be used for wriling the Performance
Appraisal:
a) For Officers Form |
b) For employees other than Officers Form (I
PERIODICITY:
The reports in respect of all employees shall be written for a year covering a
Period of 12 months from 1+ April to 31* March.

RECORDING & COMPLETION OF APPRAISAL FORMS.

employeds in the appraisal forms in the fir
Next, St wi
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—

d)

e)

f)

g)

h)

a)

last week of March every year. The Reporling Officer after completing the
form shall submit the same lo the Reviewing Officer before 30" April. The
Reviewing Officer after making necessary entries in the form will submit it
to the-Accepting Authorily before 15th May. In case of non-submission
of self-appraisal by any officer within the stipulated period without
valid reasons, the reporting officer, can suo moto initiate action to
complete the reporting work and submit to Reviewing Officer.

An officer shall not fill up an appraisal form of an employee as Reporling
Officer/Reviewing Officer unless the employee has worked under his
control or supervision for a minimum period of three months during the
year under report.

When an employee is frequently transferred and does not complele even
3 months with any Reporting Officer, a certificate to the effect that the
Performance Appraisal of such employee has not been written as he did
not work with any Officer for at least 3 months will be inserted in his
Performance Appraisal dossier under the signatures of his present
Reporting Officer. Allernatively, a cerlificate may be recorded that the
employee’s appraisal for the previous year may be taken as his appraisal
for the current year also and ptaced in the Performance Appraisal Dossier
of the employee.

In respect of personal staff attached to Head Of Depariments/ Direclor,
the Reporting Officer and the Reviewing Officer shall be the same.

in case, due 1o some unavoidable reasons such as sudden death or
quitling the organization or remaining on long leave elc, the procedure laid
down in lhese rules cannot be followed, the Reviewing Officer just above
him will act as the Reporting Officer and the Officer above him will act as
Reviewing Officer.

The procedure laid down in rule 5 (e) shall also be followed in respect of
employees, who incidentally happen to be related to the Reporting Officer

The development of an employee is the direct responsibility of the Officer
under whom the individual is working. It is, therefore, his paramount duty
to counsel the assessee once a quarter, on various inadequacies and
ways to overcome them. He should also keep a tag on the progress
made by the assessee. The Reporting Officer, as an aid to performance
procedure, may keep the perscnal record of such counsels and
responses.

Once the forms are submitted to the concerned officer, the officer who
submitled the form cannot lake it back.

5, CUSTODIAN OF THE APPRAISAL FORMS:

The appraisal form except the appraisal form of the Cuslodian and such
other appraisal forms as may be specified, shall be kepl in lock & key
under the strict control of the Custodian lo be designated for the purpose
by the Director.

The Reviewing Officer shall ensure that the appraisal forms submitted by
the Regorting Officer is complete in all respect. Similarly, the Custodian
&ll:alsthmake it sure that the forms received by him from the Reporting
d'Refewmg Officers are complete.
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c) The forms received by the custodian shall be maintained in chronological
order in the CR Dossier in a double punched folded file covers in the

6.  GENERAL:

i) The performance report should be writlen with ulmost care, accuracy and

i} Appraisal should be an objective assessment of the capability,
performance, personalily, strength and weakness of the employee
reported upon. Vague and ambiguous remarks should be avoided.

iii) Tendency to over-rate or under-rale shouid be guarded against.

iv). An average report does not debar a person from promotion.

v) The assessment should be based on sufficient evidence reflected during
the period under review. It should be fajr and accurale. Personal bias
should not operate in assessing an employee,

vi) The assessment shouid not be based on a recent incident or two during

’ vii) Appraisals with low and below average or outstanding raling must be
Supported by positive reasons/work done leading lo the said raling,

viil}  In case of difference of opinion between the Reporting and Reviewing
Officer, the assessment of Accepling Officer will stand.

ix) Notwilhstanding any other instructions, all low, below average and
outstanding appraisals shal| be submitted to the Director for his perusal.

7. COMMUNICATION OF ADVERSE ENTRIES:
i) The substance of an adverse remark in the appraisal will pe
Communicated by the Personnel Department to the employee concerned

in writing in the proforma specimen enclosed at annexure —~ | with in 30
days from the date of acceplance of the appraisal. In exceptional cases, if

94




10.

S

HEZ,

o

i} A score of 3 marks or less against quanlifiable faclors will conslilute an
adverse remark and will be communicaled to the assessee. In regard lo
factors, which are not guantifiable, the Accepting Officer, whose decision
will be final, will decide what conslitules ‘adverse remark’. The Accepting
Officer will clearly spell out in the Appraisal itself the adverse remarks to
be communicaled.

iii) While mentioning any faults/defects, the reporting officer shouid aiso
given an indicalion of the efforts he has made, if any, by way of guidance,
admonition etc., to get the defects removed and the result of such efforls.
Copies of the written communication sent to the employee concerned by
the Reporting/Reviewing Officer should be enclosed wilh the Appraisal
Report.

REPRESENTATION AGAINST ADVERSE REMARKS:

The employee concerned, if he so desire, may make representation against

- adverse entries within fifteen days from the date of receipt of such remarks. The

Compelent Authority, may at its discretion, entertain a representation made
beyond lhe lime specified above, if there is salisfaclory explanation for the delay.
All representations should be couched in a proper language and should contain
the grounds of representation. Any undisciplined language used in the
representation will be taken serious notice of.

APPEAL.:

If the employee concerned is not satisfied with the decision of the
competent authority on the representation that he made against the
adverse entries, he may file an appeal with the Director of the Society within
thirty days from the date of communication of such decision to him. The
Director after consideration of all facts shali take a decision, which will be
communicated to the employee concerned with in 30 days. The decision of
the Director shall be final.

POWERS TO EXPUNGE ADVERSE REMARKS:

The power to expunge the adverse remarks will lie with the Director. If the
Competent Authority comes to the conclusion that the adverse remarks were
inspired by malice or was entirely incorrect or unfounded, and therefore,
deserved expunction, he shall score through the remark, paste it over or
obliterate it otherwise, and shall make an entry, with his signalure and date
staling that he had done so.

These rules supersede all earlier orders on the subjecl.
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FORM X
NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH
CONFIDENTIAL DOSSIERS
Name & Designation:
pepartment where posted
REGISTER
C.R for the year Documents Page Remarks Initials.
other than CR | numbers il.
2 3 4 5 6
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FORM Y

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

INDEX OF CR’S

5. No. | Name & | CRforthe year | Pageof | Documents I Reporting |
r designation = dossier 1 other than CR Officer |
R

i 4+ s [ 6

il
| B

Reviewmg| Initial | Dale of Issue & name | Date of receipt | Remarks
Officer | i towhom issued J with initials
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CONFIDENTIAL

Annexure - |
NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH
MEMORANDUM

subject: Communication of Adverse Remarks.

After careful consideration of the Performance Appraisal Report of

Shri/Shrimati/Kumari for the vyear the

following remarks have been approved for communication to her/her.

(Column in Performance Appraisal) {Extract)

He/She is advised to take note of the above remarks and to be more careful in future to

show improvement in histher work.

Signature
Name
Designation

Shri/Shrimati/Kumari

98
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FORM - I (CONFIDENTIAL)

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

PERFORMANCE APPRAISAL FOR OFFICERS

PERIOD FROM TO
1 Name
2. Designation
3. Since when in this post
4. Present Scale of Pay & Basic Pay
5. Academic & Professional Qualifications
6. Date of Joining NCAOR
7. Self Appraisal by the assess@Separate sheet be allached if space is insufficient)
a) What were the largels/tasks/duties
Assigned lo you lo be achieved?

b) Achievement against assigned largetsitasks/duties

¢) Reasons for shorlcomings and your
suggeslions for overcoming lhe same.,

d) do you really fee! that your time is fully utilized
and if not, how much more and what other work
of your interesl can be assigned to you?

e} Do you think thal you are in the right jeb? If not,
would you suggest an Office/Branch/Seclion to which
you should be assigned (o realize belter resulls?

. f} What are the fraining programmes that you have so

far atiended? Briefly indicate o what extent you have
benefited by lhese programmes?

g) Efforts made by you o train person(s) working with you.

h} What are, according to you the significant contributions
You have made lo the NCAOR's progress?

Signature of the Officer
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Comments of Iniliating Officer on Self Appraisal recorded in ilem 7

oo

Signature of the Officer
Name & Designation with date

g. Assessmen! of the Initialing Officer/Reviewing Ofiicer:
Note: 1. Before filling, see guidelines on the last page.
2. Assessment against factors 9 (i) to 9 (xi)) which carry 9 marks each, is o be

quantified. Each factor has been defined {see instructions to the Appraiser),

Mark each qualily out of 9 by awarding specific marks depending upon the
performance of lhe assessee, as follows:

Outstanding - 9; Very good - 8: good - 7 or 6; Average — 5 or 4; Adverse — 3 or
2. DO NOT USE FRACTIONS IN YOUR MARKING.

Initiating Officer Reviewing Officer

|1). _ Professional Ability
Lii). Administrative Ability
il Work Targets Responsibility
iv). Quality of Work
v). Decision Making
vi). Leadership
| vii). Moral Standards
viii). Communication Ability
ix). Inter-personal Relations
| Punctuality
Xi). Discipline (State, if any disciplinary action
has been taken or is pending)

' TOTAL

:H—.__ ey
0. Dependability/Loyalty : E _ : ‘
11 Integrity (Mention, if anything adverse come |

g '_'-‘-'—ﬂ--l—o._n_oﬁe‘

12, How often has Initiating Officer/

—_ Reviewing Officer met the assessee.

Mention areas where assessee can do

| battar

14. Would the Initiating Officer like to retain

: himmer  or suggest a change in the
Preseny geq)e

rTs-_“tar_c:_an_rgmolion?
* Specify adverse remarks, if any, to
28 communicated lo the assessee. |

e
©  Assesspi ht.gf the Accepling Officer:
b
The afisal‘% b'%-eﬂima!edlliberalljusliﬁEdfslriCUunder-estimaled .

iz g{j f 100
5




Comments of Initiating Officer on Self Appraisal recorded in item 7

Signature of the Officer

Name & Designation with date

Assessment of the Initiating Officer/Reviewing Officer:

Note: 1. Before filling, see guidelines on the lasl page.

Initiating Officer

2. Assessment against factors 9 (i) to 9 (xi})) which carry 9 marks each, is to be
quantified. Each factor has been defined (see instructions to the Appraiser).
Mark each quality out of 9 by awarding specific marks depending upon the
p'erformance of the assessee, as follows:

Quistanding - 9; Very good - 8; good - 7 or 6, Average - 5 or 4; Adverse -3 or
2. DO NOT USE FRACTIONS IN YOUR MARKING.

Reviewing Officer

Professional Ability

Administrative Ability
Work Targets Responsibility

Quality of Work

Decision Making g

Leadership

ii). Moral Slandards

[ viii). Communication Ability

Inter-personal Relations

x}.  Punctuality

xi). Discipline (State, if any disciplinaﬁ} action

| has been taken or is pending)

TOTAL

| 10.  Dependability/Loyalty

| to notice.

11 integrity (Mention, if anything adverse come

12. How often has Initiating Officer/
____Reviewing Officer met the assessee.

better

13.  Menlion areas where assessee can do

14. Would the Initiating Officer like to retain
him/her or suggest a change in
Present scale

—____Or on promotion?

the

15, Specify adverse remarks, if any, to

L____be communicated to the assessee.

Assessm hl-g_f\the Accepting Officer:

The appraisal E\bw{-eslimaledlliberaIljustiﬁedlstrict!under—estimaled.
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communicaled.

The adverse remarks recorded by the initiating Officer/Reviewing Officer should be

Date. Signalure
Name
Designalion
Adverse remarks have been communicated by me vide Memo Ng, -----—--——-- Dated-------
Date: Signalure
Name
Designation
RATING SCORE
Qutstanding 90-99
Very good 80-89
Good 60-79
Average 40-59
Adverse Below 40

1l

Jcations
flherein.—
i -

M
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INSTRUCTIONS TO THE APPRAISER

The Initiating officer may discuss the Seif Appraisal with the concerned Officer,
before recording the comments.

Before recording the assessmenl, the factor definition should be read carefully.

The factors in items 9 lo 11 are lo be assessed. Of these, assessment of the
factors in item (i) lo 9(xi) is to be quantified and the score for each factor be
indicaled by awarding specific marks depending upon the performance of the
assessee. For facility of assessment, ingredients of factors in item 9 (i-xi}, 10 and

11 are given in the Appendix — |. The Appraiser may keep these ingredients in
mind while assessing lhese faclors.

Performance/evaluation should be based on how well the employee has
achieved the results expected during the period under assessment. Each factor

should be assessed independently, uninfluenced by the rating of the other
faclor(s).

Tendency to over-rate or under-rate should be guarded against. This is unfair
both to the employee reported upon as well as to his colleagues.

The assessment should be based on sufficient evidence reflecled during the
period under review. Il should be fair and accurate. Personal bias should not
operale in assessing an employee.

The assessment of an employee should ot be based on a recent incident or two

during the assessment period but on his performance through out the period
under review. ;

If the evaluation of an employee on a parlicular factor is considered to be 9 or 3

or less, the evaluation should be justified by ciling specific supportive evidence in
the relevant column.

Where the Accepting Officer does not agree with the assessment of the Initiating

Officer or the Reviewing Officer, he should record his own assessment against
each factor.

Adverse remarks musl be clearly distinguished from suggestion. “ His relations
with subordinates need improvement” is a suggestion while * his relations with
subordinales are bad” or "he treats his subordinates badly or rudely” is an
adverse remark. Suggestions should be given at the time of discussions of self-

appraisal and recorded in item 8, while adverse remarks should be indicaled in
item 15.

12




9 (i).

9 (i)

9 (iii)

9 (iv)

9 {v).

APPENDIX — |
INGREDIENTS OF FACTORS
PROFESSIONAL ABILITY:
a) Does he have adequate professional knowledge and does he updates it?
i) Does he have adequate professional knowledge in related areas?
ii) Is he effective in applying professional knowledge?
iii) Do others see him as a resource man?
iv) Is quick to recognize opportunities, think originally and initiate new ideas?
ADMINISTRATIVE ABILITY:
a) Does he understand objectives and develop realistic and workable plan of
action in relation to tasks assigned?
b) Does he distribute and assign work properly?
c) Does he direct and co-ordinate efforts effectively?
d) Does he initiate corrective action, whenever necessary and develop new

procedures and systems to met requirements of oplimization?

WORK TARGET RESPONSIBILITY:

a) Is he willing to assume responsibility?
b) Does he display vigour in carrying through to completion?
c) Has he produced results commensurate with the manpower and other

resources keeping the constraints in view?
d) Has he completed assigned tasks in expected time?

QUALITY OF WORK:

a) Has his work shown accuracy and clarity?

b) Has his work been systematic?

c) Has his work shown constructive imagination, initiative and innovative
approach?

DECISION MAKING?

a) Is he able to grasp problems?

b) Does he think out and critically examine alternative course of action in the
light of relevant facts?

c) Does he take timely and sound decisions?

d) Does he take decisions willingly at his level or does he pass on the buck?

e) Does he display foresight?

. LEADERSHIP:
a) Is he sensilive to the needs and problems of others including their needs _
to develop?
b) Is he receptive to their ideas and suggestions?

L) Is he considerate and fair?

d) I§'he,accepted by the group? ‘
e) as.he, provided professional guidance willing and developed his
subordinates professionally?
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N Has he molivaled his subordinales o produce desired resulls?

g{vi) MORAL STANDARS:

a) Is he principled?
b) Does he keep the interest of the Organization above his own?
c) Does he have the courage of conviction?

g {viii) COMMUNICATION ABILITY:

a) Does he receive and give instructions accurately?
b) Does he present issues unambiguously and lucidly in writing?
c) Does he keep his juniors, seniors and associales weli informed about

work matters?

INTER-PERSONAL RELATIONS:

a) Does he adjust to new or changing situation and cooperate well with
eolleagues and seniors?

b} Is he accepled and does he make due contribution as a member of the
group?

c) Does he get along well with outside people and organization?

d) Doers he use problem-solving skills to sellle difference with others,

consistent with organizational objectives?

PUNCTUALITY:
a) Daes he reach his office/work place in lime?
b) Does he normally reach his office/work place before time?
c) Does he insist on his subordinales coming in time or does he allow laxity
d) Does he keep his appointments? Is he in time for meetings, conferences
etc?
DISCIPLINE
a) Is he disciplined himself i.e. unquestioned compliance with authority and
obedient?
b) Has he instilled a sense of discipline in his subordinales?
c) Is he involved in any inquiry or fray?
d) Has any disciplinary action been initiated or pending against him?
DEPENDABILITY/LOYALTY:
a) Does he speak well of the Organization?
b) Is he faithful to you?
c) Is he faithful to the man working under him?
d) Is he faithful to others working in the Organization?
INTEGRITY:
a) Is he exceplionally honest and above board?
b) Is he honest and dependable?
c) Is he generally honest and fair in his dealings?
d) Has he tendency to be occasionally dishonest - his behavior harms no

e A 'ﬂqnz:@ut himself?
e) I .',."di%honesl and has a bad influence on other?
Ak
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FORM - || (CONFIDENTIAL)

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

PERFORMANCE APPRAISAL EMPLOYEES

PERFORMANCE APPRAISAL FOR THE PERIOD FROM TO

NOTE:
a). Before filling up the form, please see the guidelines printed on this form.

b) Assessment against faclors 8(i) to 8 (vii}) which carry 9 marks each, is to be
quantified. Each factor has been defined (see instruclion to the Appraiser). Mark
each q_uélily out of 8 marks by awarding specific marks depending upon the
performance of the assessee, as follows: Oulslanding -9; Very good 8; good
7 or 6; Average 5 or 4; Adverse 3 or 2,

c). DO NOT USE FRACTIONS IN YOUR MARKING.

1 Name
2 Designation and since how long in this posts
3. Office/Branch where posied
4, Present scale of pay/Basic pay (from)
5 Academic and professional gualifications
6 Date of Joining NCAOR

TO BE FILLED INBY THE INITIATING OFFICER

If Describe briefly the nature of work, which the employee has been engaged on
during the period under review.

Signature
Name
Designation
8. Assessment of the Initiating /Reviewing Officers.
Initiating Officer ~ Reviewing Officer
') Job ability '

L), Work responsibility |

). Work — output :

V). Quality of work _ } _

+Y)._Inter-personal relations L i | Jra

) F'unctuallty |

Vii) Discipling (State, if any, disciplinary |

Ct'...l.}Jlas‘been tahen oris pending) |
""'k
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g Dependability/Loyally

10. Integnty (Mention if anything
adverse has come to notice)

11. Mention areas where assessee
can do better

12 Specify adverse remarks, if any,
to be communicated to the individual

Signalure Signature
Name Name
Designation Designation

e —

12. Assessment of the Accepling Officer.

The appraisal is over-estimated/liberalijustified/strict/under-estimated.

The adverse remarks recorded by the Initiating Officer/Reviewing Officer should be
communicated.

Signature
Name
Designation

Adverse remarks have been communicated by me vide Memo. No. Dated----—---

Signature

Name
Designation
(Initiating Officer)

|
[ the

RATING SCORE they
| & the

: rs of

Outstanding 54 - 63 fo be

Very good 48 - 53 ;

Good 38 - 47 Bnd/ar

Average 26-37

Adverse 12 - 25

w 7-11 4
Jications
therein.
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INSTRUCTIONS TO THE APPRAISER

Before recording the assessment, the factor definilions should be read carefully.

a)

b)

g)

h)

The factors in items 8 to 10 are lo be assessed. Of these, assessment of

the factors in items 8 (i} to 8 {vii) is to be quantified and the score for each
faclor be indicaled by awarding specific marks depending upon the
performance of the assessee. For facility of assessment, ingredients of
factors in items 8 ( i to vii }, 9 and 10 are given in Appendix.

Performance evaluation should be based on how well the émployee has
achieved the results expected during the period under assessment. Each
factor should be assessed independently, uninfluenced by the rating of
other factors (s).

Tendency to over-rate/under-rate should be guarded against. This is
unfair both to the employee reported upon as well as his colleagues.

The assessment should be based on sufficient evidence reflected during
the period under review. It should be fair and accurate. Personal bias
should not operate in assessing an employee.

The assessment of an employee should not be based on a recent incident
or two during the assessment period but on his performance thought-out
the period under review.

If the evaluation of an employee on a particular factor is considered to be
‘9 or '3 or less, the evaluation should be justified by citing specific
supportive evidence in the relevant column.

Where Accepting Officer does not agree with the assessment of the
Initiating Officer/Reviewing Officer, he should record his own assessment
against each factor.

Adverse remarks must be clearly distinguished from suggestion. "His
relations with subordinates need improvement” is a suggestion, while * his
relations with subordinates are bad" or “he treats his subordinates badly
or rudely”: is an adverse remark.
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g (i)

8 (i}

B (iii)'

8 (iv)

8 (v)

APPENDIX
INGREDIENTS OF FACTORS

JOB ABILITY:

a. Does he have the required knowledge and skill?

b. Does he make an effort to improve his knowledge & skill?

c. Is he effective in applying knowledge & skills to carryout his duties?

WORK RESPONSIBILTY:

a. Is he regular and punctual and uses his lime purposefully?

b. Is he disciplined? Does he follow rules of conduct and is he obedient lo
authority?

(o Does he cooperate with seniors and colleagues?

d. Does he take interest, work hard and carry out his duties willingly and
responsibly?

WORK-OUTPUT:

a. Has he completed his work on time?

b. Has he been consistently high in his output?

QUALITY OF WORK:

a. Has his work been accurate and neat?

b. Has his work been thorough and systematic?

C. Has he been consistent in turning out quality work?

INTER-PERSONAL RELATIONS:

a. Does he adjust to new or changing siluation and cooperate well with
colleagues and seniors?

b. Is he accepted and does he make due contribution as a member of the
group?

c? Does he use problem-solving skills to seltle differences wilh oathers,
consistent with organizational objectives?

d. Does he get along well with outside people and organization?

8 (vi). PUNCTUALITY

Does he reach his Office/Work place in time?

Does he normally teach his Office/Workplace before time?

Does he insist on his subordinates coming in time or does he allow laxity/
Does he keep his appointment? Is he in time for meetings, conferences

etfc.

coop

B (vil) DISCIPLINE:

a. Is he disciplined himself i.e. unquestioned compliance with authority and
—~~ohedient?
b. Has he instilled a sense of discipline in his subordinates?
C! 15 he invplved in any inquiry or fray?
d. as@an de_sciplinary action been initiated or pending against him?
3
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APPENDIX

INGREDIENTS OF FACTORS

8 (i). JOB ABILITY:

a. Does he have the required knowledge and skill?
b. Does he make an effort to improve his knowledge & skill?
c. Is he effective in applying knowledge & skills to carryout his duties?

8 (i) WORKRESPONSIBILTY:

a. Is he reguiar and punctual and uses his time purposefully?

b. Is he disciplined? Does he follow rules of conduct and is he obedient to
authority?

C. Does he cooperate with seniors and colleagues?

d. Does he take interest, work hard and carry out his duties willingly and

responsibly?
8 (i) WORK-OUTPUT:

a. Has he compleled his work on time?
b. Has he been consistently high in his output?

8 (iv} QUALITY OF WORK:

a. Has his work been accurate and neat?
b. Has his work been thorough and systematic?
c. Has he been consistent in turning out quality work?

8 (v) INTER-PERSONAL RELATIONS:

a. Does he adjust to new or changing situation and cooperate well with
colleagues and seniors?
b. Is he accepted and does he make due contribution as a member of the
group?
' C. Does he use problem-solving skills to settle differences with olhers,
| consistent with organizational objectives?
| d. Does he get along well with outside people and organization?

| B (vi). PUNCTUALITY

Does he reach his Office/Work place in time?

Does he normally teach his Office/Workplace before time?

Does he insist on his subordinates coming in time or does he allow laxity/
Does he keep his appointment? Is he in time for meetings, conferences
etc.

coop

8{vi) DISCIPLINE:

a. Is he disciplined himself i.e. unquestioned compliance with authority and
g - ghedient?
s € H;s he instilled a sense of discipline in his subordinates?
E C. he invplved in any inquiry or fray?
.;; d. /—135 ghy djsciplinary action been initiated or pending against him?
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10.

DEPENDABILITY/LOYALTY:

a Does he speak well of the organization?
o), Is he faithful lo you?

C. Is he faithful to the men working under him.?

d. Is he faithful to others working in the organization?

INTEGRITY:

a) Is he exceptionally honest and above board?

b} Is he honest and dependable?

¢) Is she generally honest and fair in his dealings?
d) Has he the tendency to be occasionally dishonest / his behavior harms no
one but himself?

e) Is he dishonest and a bad influence on others?

-

L bl

{4




S

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

JOINING TIME RULES

1. APPLICATION:
i) Except otherwise provided, these rules shall apply 1o all persons
appointed against regular posts under the Scciety, and full time
stipendiary lrainees.

it) The rules shall not apply to:

aj Casual daily wages employees and apprentices under the
Apprentices Acl, 1961.

b) Such employees on consolidaled salary who have nol compleled
one year of continuous service

c) Joining time shall not be admissible during temporary transfer but
only aclual transit time as on tour, will be admissible

2. AMOUNT OF JOINING TIME ADMISSIBLE:

s Joining time of one day shall be admissible on transfer to join a new post
wilh in the same slation, which does not involve change of residence.

2. If an employee is transferred to another slation, one day is admissible if
change of residence is not involved.

3. If change of residence is involved, the joining time shall be admissible with

reference to the distance between the old and the new slations by direct
roule and ordinary mode(s) of travel, as follows:

Dislance between old and new Headquarters | Joining time admissible |

1000 Km or less - | 10 days ‘
_ More than 1000 Km and up to 2000 Km L 12days ]
| More than 2000 km | 16 day |
In case of travel by air, the maximum joining time admissible shall be 12
days.

4, Distance shall be calculaled on actual basis and not on the weighted one

for which fare is charged by Railways in some seclions.

5. When holiday(s) follows(s) joining lime, the normal joining time shall be
deemed lo have been extended lo cover such holiday(s)
6. Calculation of joining time shall be only from the old Head quarters.
g
f,r"
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UNAVAILED JOINING TIME TO BE CREDITED TO EARNED LEAVE:

a. If an employee is ordered to join the new post at a new place of posting
without availing full joining time to which he is entiled or he proceeds
alone to the new place and Joins without availing full joining time and
takes his family later within the permissible period for claiming transfer TA.
the unavailed period (full Joining time limited to a maximum of 10 or 12 or
15 days, as the case may be, minus availed Joining time) shall be crediled
lo his earned leave account. If the addition resulls in the total EL at credit
exceeding 300 days, the excess will be ignored,

b. This concession shall, however, nol be admissible if the transfer is within
the same station.

c. The unavailed joining time shall be credited to the earned leave account
of employees in terms of leave Rule. Please see Rule (9) (vii) (a) to (c) of
the Leave Rules.

COMBINATION OF JOINING TIME WITH LEAVE:

Joining time may be combined with leave of any kind or duration except casual
leave.

JOINING TIME PAY:

Joining time shall be regarded as duty and pay equal to the pay drawn before
relinquishment of charge in the old post is admissible during joining time. In
addition, Dearness Allowance appropriate lo the pay, and House Rent Allowance
and compensatory City Allowance as applicable to the old headquarters, shall
also be admissible. Conveyance allowance, if any, admissible to the employee
shall, however, not be admissible during joining time,

JOINING TIME TO BE COUNTED FOR INCREMENT:

Joining time will count for the purpose of granting increment in the basic pay.
TRANSFER AT OWN REQUEST:

In cases of lransfer at employees own request, no Joining time is admissible.
Regular leave can be availed of lo cover the period from the date of relinquishing
charge of the old post to the date of assumption of charge of the new post. If
holidays intervene between the date of relief at the old station and joining at the
new station, the intervening holidays may be availed, as ‘holidays’ and the

employee need not take any leave for such pericd.

These rules supersede all earlier orders on the subject.

ations
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

LOCAL CONVEYANCE RULES

ELIGIBILITY:

These Rules shall apply to all employees of the Society including those under
Contract/Agreement 1o the extent not otherwise specified in the
Contraclagreement and will govern all local travels within the State Of Goa
performed on Society's duty.

Local conveyance will be allowed by the Director, depending upon the
exigency.
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ANNEXURE -1
NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH
LOCAL CONVEYANCE BILL
1. Name of Employee:
L Designation:
3. Basic Pay:
PARTICULARS OF LOCAL JOURNEY:
Date From To Mode of Conveyance Amount Remarks
|
PURPOSE OF JOURNEY:
5
Is
{Signature)
Recommended. It is certified that official vehicle was nol available. n
nd
(Signature) :
Section In charge ha
ey
Approved. he
of
be
(Si_gnature)
Sanctioning Authority Jor
4‘/'#) / ]
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

STAFF CAR RULES

1. CONTROL OF STAFF CARS:

i) Subject to overall conirg of the Direclor and orders passed by him from
time to time, the management of the slaff cars will the responsibility of an
Officer not below the rank of Administrative Officer, who will act as
Controlling Officer in respect of staff cars of the Society.

ii) The Controlling Officer shall be responsible for the proper use, care angd

maintenance of the staff cars and for regulating their journeys generally in
accordance with these rules.

2. RESPONSIBILITIES OF CONTROLLING OFFICER:

i) All entries will be made in the Logbook in ink. The Conlrolling Officer shali
e that the loghook is compleled on daily basis and Driver gets the
signatures of the Officers toencerned in the Log book as soon as the duty

is over;

ii) A record of repairs and replacements of spare parts indicating the cost
and the dates on which carried out;

i) A regisler showing cost of petrol etc. consumed and all other incidental
receipts and expenditure, The Controlling Officer shail record the
following certificate on the bills in support of the expenditure incurred on
account of consumplion of petrol etc “Certified that the quantity of pelrol

purchased has been entered in the Log Book of the respeclive Staff Car." f
=]
iv} An invenlory of the equipment,
v) He will check the inventory of equipment every month and arrange to g
fecover any loss arising out of negligence or fault from the persons
concerned. He will also have the vehicles lested every six months for
fitness for journeys and place a report on record. e
. 2y
vi) He will report every six months to his next Senior Officer the expenditure 1:
incurred on the maintenance of cars. i
L)
oe
vii) He shall send a monthly statement to the Accounts Branch indicating the
recoveries to be made from the employees concerned for use of staff cars
for private journeys, 'or
viil}  On transfer from his post, he will hand over the vehicies to his successor,
complete with al) Spare wheels, tyres, tools elc and mention the fact in his
charge report.
s ' ng
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3. MAINTENANCE OF LOG BOOK: ‘

i} Officers using Staff Cars shall nole in the Log Book in their own hand
writing, the kilomeler-age at the start and at the completion of their trips
after verifying the meter and give sulfficient particulars to indicate the
journeys ere on official business.

i) In the case of lhe Direclor, entries in the Logbook may be made and
signed by his personal Staff in consuitation with him.

i) The logbook in respect of each staff car shall be closed at the end of the
month and a summary recorded in the Log Book showing details of petrol
consumed and performance of the vehicle per litre etc.

iv) Log books will be preserved for a period of three years reckoned from Lhe
date of the last entry made therein or one year after ils examination in
internal audit. whichever is earlier. However, no Log Book becoming due
for deslruction after the stipulated period shall be deslroyed until the
settlement of all audit objections relating to any entry.

v) An officer of the Society who accompanies an official guest in the car
should sign entries in the logbook in respect of journeys performed by
dignitaries and guests.

vi) Logboaks shall be retained until disposal of the vehicle concerned.

f
J
d
4. USE OF STAFF CARS FOR OFFICIAL PURPOSES:
The journeys will be trealed as official, when they are performed:
es
i) To take officers to places where official meetings are held or where official his
work has o be carried out and to bring them back. |
ii) To take officers to official receptions etc where they are required to be ion
present in connection with their official duties; and!
iiil) Journeys performed by non-officials who are asked to attend an official
meeting in Society's interest and who, afler the meeling is over have to be the
dropped at their respective places of business/residence. hey |
§ thep =
iv) To pick up officers from their residence or to drop them on occasions 5 off
when they are required to attend a meeting heid in a building other than ) be'
their normal working hours and particularty on holidays;
V) To drop staff working beyond office hours for more than two hours, if they pdfor
are nol entitled to receive overtime allowance.
vi) To receive Members of Governing Council and guesl's invited by the
Societly and to leave them al their places of business, residence or the )
&iTway Statiqn or airport or for journeys with in the municipal limits of Goa. 2:_2?:

X
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vii) Journeys performed in cases of emergency when any member of the stalf i
is suddenly taken ill or on meeting with an accident, is removed from his
office eilher to hospital or his residence. The Conlrolling Officer shall sign
or countersign such entry in the logbook.

viii}  The use of vehicles for an oulside person, party or organizalion in the
interest of the Sociely's work or as a gesture of hospitality shall be
permissible and be deemed as Official for the purpose of these rules
provided prior permission of the Director has been obtained.

iX) Stafl cars may be used by members belonging to non-execulive cadres
also for bona-fide official purposes, wilh the prior approval of lhe
Controlling officer.

x) Staff cars shall not be used for official journeys outside headquarters for
which TA is admissible except on lhe writlen sanclion of the Competent
Authority.

i} Where the Competent Authority himself takes the slaff car oulside
headquarters for official journey; for which TA is admissible, a note signed
by him to this effect shall be placed on record

Xii) For all official journeys, stalf cars will be made available against a il.
requisition sent sufficienlly in advance 1o the Personnel Department. To
put the cars to the optimum use, the journeys of the Officers may be

combined as far as possible and cars will not be allowed to be delained by an

Officer for more than half an hours al a time, by
up
ord
6. SERVICE AND REPAIRS: 1
i) The staff cars should be got serviced as per requirement of the mode! of
the Car. The fact that the vehicle has been serviced should be noted in |
the logbook. ples
this
i} As soon as any defect in the engine of the car or otherwise is delected,
the Driver should immediately report the matter in wrting to the |
Controlling Officer. ation
: and
i) The car should be repaired through an approved garage and the fact
entered in the Register of "Repairs & Replacements” before passing the \ha
bill for repairs. gftheu
iv) The Drivers shall cerlify on the bill that the repairs have been carried out hy they
¢ satisfactorily and that he had checked the same. ars of
to bg
1. REPLACEMENT OF TYRES & TUBES:
While no rigid rules can be framed in the malter of replacement of tyres, tubes, ‘and/a
batteries elc. of vehicles, the following guidelines are prescribed in this regard:
al Jeep After 45000 kms
b. Light vehicles of 18 HP engine or less After 40000 kms. Ve
c Other-vehicles of more than 18 HP After 35000 kms. i:lca'ﬂof!s
Three wheater Scooter After 30000 kms. ;ﬁerem_

iy
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e, Two Wheeler Scooter Aller 25000 kms.

8. BATTERY:
The battery of a staff car may be replaced after 30 monlths,
9. DISPOSAL oF UNSERVICEABLE VEHICLES:

i) Vehicles, which have run more than the distance mentioned against each,

a. Jeep After 1,50,000 kms.
b. Ambassador/Maruti & other light After 1,00,000 kms
vehicles
C. Three wheelers After 75,000 kms.
d. Motor Cycles/Scoolers After 50,000 kms.
i) Whether a vehicle js unserviceabie or not shall be decided by a committee
to be constituted by the Competent Authority. This committee, which shall
have a technica expert, shall also fecommend the minimum price on
which the vehicle can be sold.
10. GENERAL:
}
a. Duly journeys shall have preference over non-duty journeys. 1;
b.  Drawl of petroi or engine oil should be with the approval of the Controlling rd
Officer.
. No employee shall drive any staff car,
d. In the event of an accident, a report by telephone should be immediately
made lo the Controlling Officer and an account of the accident sent later
in writing. les
Ihis
11, These rules Supersede all earlier arders on the subject. {
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH :

RULES FOR SUPPLY OF UNIFORM

1. ELIGIBILITY:

i) These rules shall apply to the following category of employees: .
a. Staff Car Drivers
b. Daftries
C. Peons
d. Chowkidars _ 7
e. Sweepers ' 2
i
ii) These rules shall not apply to persons employed on casual or contract
basis and to those who are appointed on daily wages/ consolidated
salary,
iii) The uniform shall not be supplied to an employee during the first six A5
months of joining the service. lis
2, QUANTITY/QUALITY:
an
The quantity and quality of the uniform to be supplied will be decided by the nd
Director keeping into account various instructions of the Govt. of India issued
from time to time. A
he
RAIN WARES el
thepse
: Waler proof coats/Umbrellas one in two years, bOF
Crash heimets to dispatch riders to be replaced after normal wear and tear. e
4 STITCHING CHARGES: o
The Society will arrange at its cost the stitching of uniform.
jons

"ain,
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WASHING ALLOWANCE:

The employees entitled to uniform shall be paid washing allowance @ Rs. 50/-
P-m. or such amount as may be decided by the Director from time (o time.

GENERAL.;

a.

Supply of uniform is subject lo the condition thal H cannol be claimed as of
right and do not become personal property of the employee.

The employees shall wear neal and clean uniform while on duty.
Non-wearing of uniform on duty will amount to misconduct.

Employees shall be responsible for keeping the uniform in order and to
save them from early wear and tear.

Employees should keep shoes properly polished and shined.

In case of theft or fire in the house of the employee, which is not due to
his own negligence, fresh uniform may be supplied.

Wk ok
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

DELEGATION OF POWERS TO THE DIRECTOR

The Director shall act as the Chief Executive Officer of Sociely and shall be
responsible for the generai conduct, supervision and management of day-to-day
work of the Society and exercise conltrol over its aclivities/administration subject
to over all superintendence, direction and control of the Governing
Council/Chairman.

He shall advise the Governing Council and other committees of the Council in
framing policies and programmes of the Society and implementing them after
their approval by the Council.

Shall exercise control and supervision on the administration of the Society and to
conduct its affairs in conformity wilh the aims and objecls as set forth in the
Memorandum of Associalion and the decisions of the Governing Council and
other Commitlees of the Sociely. He shall initiate and carry on activities of the
Society and take such steps as may be necessary for carrying out ils day-to-day
functioning.

Director shall convene meetings of the Governing Council as per direction
of the Chairman, GC. Further he shall convene meeting of committees/sub-
committees, as per directions from respective Chairman of Committee/Sub-
committee

Shall maintain separate and proper minute books for the proceedings of the
meetings of the Governing Council, and other committees or sub-commillees of
the Sociely. He shall also keep record of attendance of the participants in such
meetings.

Ensure proper maintenance of accounts of the Sociely.

Receive all moneys and securities on behalf of the Society and lo arrange for
safe custody of cash, records, properties and other securities of the Saciety.

Instilute, conduct, defend compound or abandon any legal proceedings by or
against the Society, Governing Council or its employees or otherwise concerning
the affairs of the Society and also to compound and allow time for payment of any
claim or demand by or against the Society.

To receive grants and contributions and have custody of the funds of the Society.

To prepare the budget of the society for each year and get it approved from the
Governing Council,

To incur-expenditdfe wilh in the approved budget estimates,
T,
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12.

13.

14.

15.

16.

17.

18.

19!

To incur contingent expenditure not exceeding Rs. 25,000/- at a time thal is nol
provided in the approved budget subject to over ail limit of Rs. 5,00,000/- per
annum.  Beyond this upto Rs.25,00,000/- with the prior approval of
Chairman, FC and upto Rs.,1.00 crore with the prior approval of Chairman,
GCI/FC.

Prescribe, sponsor and conduclt courses of study, training, seminar and research
in furtherance of ils objectives, on its own or thgfrough outside body.

Subject to such general or specific orders of the Governing Council and/or one of
its commitlees:

a) To takeover, acquire by purchase, gifls, exchange, lease or hire or
otherwise from Central Government, the State Governments and other
public or private bodies or individuals, institutions, libraries, iaboratories,
museums, immovable properties, endowments or other funds together
with any atlendant obligations and engagements nol inconsistent with the
objects of the Society provided thal for any such aclivily involving a
foreign and /or international agency or organization, prior approval of the
Central Government shall be obtained.

b) Enter into arrangements with Central Government and with the State
Governmenlts and other pubiic or privale organizalions or individuals,
within the country for securing and accepling grants-in-aid, endowments,
donations or gifis to the Society on mutually agreed terms & conditions
provided that such terms and conditions, if any, shall not be contrary lo or
inconsistent with or in conflict with the objects of the Society provided that
for any such arrangements with foreign and/or international agencies or
organizations, prior approval of the Central Government shall be obtained.

To sign all deposit receipls and operate on the accounts of Sociely with the
Banks.

To be the officer of the Society, to sue or to be sued on behalf of the Society and
to sign/execute bonds, agreements/ other documents for and on behalf of the
Society.

To determine duties and responsibilities of the employees of the Society for
ensuring proper conduct of its day-to-day business.

Subject to the provisions of the Memorandum of Association, decisions of the
Governing Council and such other rules framed from time to lime, the Direclor
shail create posts, appoint, suspend and take appropriate punitive action against
the employees of the Sociely and to grant them leave, normal increments and
other perquisites.

He may delegale all or any of the powers, aulhorities and discrelions vested in
him, to an employee or employees of the Sociely subject to ultimale control,
responsibility and authority being retained by him.
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

GRATUITY SCHEME

EXTENT OF APPLICATION

Gratuily shall be granted for good, efficient and faithful service to the whole lime
employees of the Society excluding the following categories of employees:

i)

Casual, daily-rated, contract employees, re-employed persons,
Apprentices and trainees.

CONDITIONS FOR GRANT OF GRATUITY

i) Subjecl lo the conditions mentioned in Rule 2, gratuity shall be paid lo the
employees of the Society for good, efficient and faithful service and shall

be admissible in the following circumstances:

Discharge on abolition of the post;

b} Permanent incapacity due to bodily or mental infirmity;

c) Superannuation;

d) On the death of an employee while in service of the Society

e) On resignation from service;

f) Except in the case of death, Gratuity will be admissible only after

five years of qualifying service.

Gratuity shall be wholly forfeiled in case of termination of service of an
employee (a) for riotous or disorderly conduct or any other act of violence
on his parl or (b) for any act which conslituters an offence involving moral
turpitude provided such offence is committed by him in the course of his
employment.

iii) In case of termination of service for any act, willful omission or negligence
by the employee causing any damage or loss {o or destruction of property
belonging lo the Society, gratuity shall be forfeited to the extent of the
damage or loss so caused.

3. RATE OF GRATUITY PAYABLE EXCEPT IN CASE OF DEATH:

Graluity will be paid at the rate of 15 days emoluments for each completed year
of qualifying service subject {o maximum of Rs. 3.5 lakhs. Gratuity will be
calculated by taking a month of 26 days.

4. RATE OF GRATUITY PAYABLE IN CASE OF DEATH:

In case of death, the amount of gratuity will be calculated under rule 6 or as
mentioned below, whichever is more:

a) Death during the first year of 2 months emoluments
“Zquatifying secyice
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b) Death after one year but before 6 months emoluments
5 years of qualifying service

c) Death after 5 years but before 12 months emoluments
20 years of qualifying service

d) Death after 20 years of qualifying 15 days emoluments for
service every completed year of
service subject 10 35 months
emoluments

5. NOMINATION:

All employees shall make a nomination in Form A, which shall confer on one or
more persons of his family, the right to receive gratuity in the event of his death.
In case of an employee having no family, the nominalion maybe made in favour
of a person(s) or body of persons corporate or incorporale.

If, afler having made a nomination in favour of a person who is not a member of
the employee’s family, the employee acquires a family, the nominalion so made
earlier, will automatically lapse. The employee concerned shall have 1o make a
fresh nomination.

An employee may, at any time, revoke or change the nomination made by him
and make a fresh nomination, which shall be effective from the date it is filed with
the Company.

&. APPLICATION FOR PAYMENT:

An applicalion for the payment of gratuity shall be submitted in Form B within 30
days from the date graluily becomes payable lo an employee. Such applications 1
shall be submitted to the Personnel Department. However, if the date of

superannualion of an employee is known, the employee may submit the

application three months before such date.

A nominee of an employee who is eligible for payment of gratuity shall apply for it
within 30 days from the date lhe gratuity becomes payable. Such application on
plain paper with relevant details/particulars may be accepted.

T These rules supersede all previous orders on the subjecl. nd
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FORM - A

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

NOMINATION

To,

Sir,

I, employed as hereby nominate the person(s) mentioned
below 1o receive the gratuily payable after my death. The amount of gratuity shall be paid in
proportion indicate against the name (s) of the nominee.

2. | hereby cerlify lhal the person(s) menlioned isiare member (s) of my family within the
meaning of rule 4(vi) of the scheme.,

3. | hereby declare that | have no family within the meaning of Rule 4{vi).
4. Nomination made herein invalidates my previous nomination
NOMINEE {S)
S. No. Name in full with complele Relalionship with Age Proportion by which
Address of nominee (s) the employee gratuity will be shared
1
2.
3}
4 and so on

Nole: The employee should draw lines across the blank space below his entry (o prevent
insertion of any names aller he has signed.

Delete whatever is not applicable.

Place Signalure of employee
Date

Witness:

8. No, Name Address Signalures

1k

2.
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FORM -B

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

APPLICATION FOR PAYMENT OF GRATUITY

To

Sir,

| hereby apply for payment of gratuity to which | am entitled under the Graluity Scheme of the
Sociely. Necessary parliculars are jurnished below:

1 Name in Full
2 Address in Full
3" Department where lasl employed
4. Post held
5 Date of appoiniment
5. Date & reason for quilling service
6. Tolal period ol service
Tih Basic Pay, personal pay, special pay last drawn
8. Armount claimed
Yours faithfully
Place Signature & name of
Date Applicant.

Note: Slrike out the worlds or paragraphs not applicable.




NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

FESTIVAL ADVANCE RULES

EXTENT OF APPLICATION:

These rules are applicable lo all regular employees of the Sociely. The following
categories of employees shall not be entitled to the Festival Advance:;

a) Persons on daily wages
b) Persons paid from contingencies
c) Temporary staff that is not likely to continue in service at least for

one year beyond the month of drawing lhe advance.
d) Employees under suspension.

e) Employees on Half Pay Leave or Exlra-Ordinary Leave at the time of
payment of advance

f) Officers in the scale of pay of Rs. 6500-10500 and above

SANCTIONING AUTHORITY:

The Director or any other Officer authorized by him in this regard shall be the
competent authority to sanction the Festival Advance.

ENTITLEMENT:

i) An employee of the Sociely may be given an advance not exceeding Rs.
2500/- once in a financial year.

i) Only such employees whose basic pay is Rs. 9000/- p.m. or below are

entitled lo draw this advance. Mowever, Officers will not be entitled to
draw the feslival advance even if their basic pay is Rs. 9000/-or below.

CONDITIONS:

i) The festival advance is admissible only once in a financial year even if the
festival falls twice in the same year.

i) A second advance shall not be sectioned until the earlier advance
sanctioned for the purpose has been recovered in full,

iii) The advancg shall be interest free.

is sanclioned. An application for advance should be
even days before the feslival,




PURPOSE OF ADVANCE:

The advance may be sanclioned lo the eligible empioyees for any one of the
following feslivals:

)] Diwali

i) Dussehra

i) Independence Day

) Republic Day

v) Chrislmas

i) Idfulfftr

vii) Durga Pooja

vii)  Guru Nanak Birthday

ix) Raksha Bandhan

X) Janmashtmi

Xi) Id-ul-Zuha

xii) Holi

xiii)  Pongal

xiv)  Ganesh Chaturthi

xv) Mahavir Jayanti

xvi)  Any other feslival decided by the Director.
RECOVERY:

i} The advance shall be recovered in nol more than 10 (Ten) monthly

i)

if)

instaliments.

The recovery should commence with the release of pay for the month
following that in which advance is drawn.

The account of festival advance should be properly maintained and
recovery watched.

These rules supersede all earlier orders on the subject.

[ Wgpen |
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

CONVEYANCE/COMPUTER ADVANCE RULES

EXTENT OF APPLICATION:

i) These rules are applicable lo all regular employees of the Society. The
following calegories of employees shall nol be entitied lo the Conveyance
Advance:

b. Persons on daily wages.
Bk Persons paid from contingencies
d. Employees who are due to attain the age of superannuation within

two years from the date of applicalion.

NOTE:

i) A regular employee is an employee who has been appointed on regular
basis and who has successfully completed the probationary
period/exiended probalionary period, if any.

ii) Employees on deemed deputation will be eligible for the advance only

after their absorplion in the sociely.
SANCTIONING AUTHORITY:

The Director or any other Officer authorized by him in this regard shall be the
competent authority lo sanction the Festival Advance.

ENTITLEMENT:

The Amount of advance, the employee's entillement to draw loan and the period
of recovery shall be as under:

S. No. Category Entitlement Amount of Period of

of Vehicle (Basic Pay) advance recovery

1. Molor Car/ Employees drawing Rs. 2,00,000/- or actual 200 equal
Rs. 10,500/- or more cost whichever 1s iess instalments
"

2 Motor cycle/ Employees drawing Rs. 50,000/- or actual 75 equal

Scooter Rs. 4,600/- or more cost whichever is less instalmenls
but less than
Rs. 10,500/-

3 Moped Employees drawing Rs. 15,000/- or actual 50 egual
Rs. 3,050/- or more cost whichever 1s less nstalments
but less than
Rs. 4,600/-

4, Bicycle Enyfloyees drawing Rs. 1,500/- or actual 30 equal
legk lhan Rs. 3,050/-  cosl whichever Is less instalments

ong
ein.
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When an advance is granted to an employee who is about o retire shortly, the number of
instalments shall be so adjusted to ensure full repayment of advance and interest before
retirement,

4.

PROCEDURE FOR SANCTION OF ADVANCE:

a) Application for advance shall be made on the prescribed form (Annexure 1)
and the sanctioning authority will sanction the advance afler ascerlaining the
eligibility of the employee and the availabiity of funds.

c) A copy of the sanction order will be sent by the sanctioning authority lo the
Accounts Department and the applicant advising him fo execute an
agreement in the prescribed form {Annexure ).

c) The purchase of vehicle should be completed within thirly days from the date
on which the applicant actually draws the advance, failing which full amount
of advance drawn with interest thereon wiil have to be refunded to the
Society immediately. The sanctioning authority may, however, exlend the
above time limit for a period not exceeding another one month on the merils
of the case.

d) As soon as lhe vehicle is purchased and in any case within 30 days from the
date of purchase, the applicant will submit tog’ the sanclioning authority a
mortgage deed in the prescribed form Annexure Il mortgaging the vehicle to
the Society. After scruliny, the sanctioning authority will forward the
mortgage deed, duly accepted, to the Accounts Department for safe custody.

e) Sanction that are not utilised within a period of four months from the date of
sanction will automatically lapse.

f) The documents shall be returned to the employee after the advance and
interest thereon have been completely recovered.

g) The advance for purchase of a conveyance shall not be granted to an
employee of the Society who has already purchased the conveyance and

paid for it

The formality of submitting agreement/mortgage deed will not be applicable for
advances relating to bicycle.

AMOUNT OF INSTALMENTS

Each instalmenl shall be in whole rupees. However, the last instalment may be
raised or reduced, as may be necessary, for recovery of the balance including any
fraction of a rupee.

MODE OF RECOVERY

The repayment instaiments shall be recovered from the pay, leave salary or
subsistence allowance, commencing with first such issue after the advance is

drawn.
INTEREST

?L[JFE?:[‘ on ;.:d_vaﬁp Lshall be charged al the rate applicable to Central Government
n‘ﬁbyee's-?bn such atvance. It will be calculaled on the balance oulstanding on the




10.

1.

jast day of each month and shall be recovered in inslalments from the month
following which the payment of principal has been compleled. The interest shail be
recovered in the minimum number of monthly instalments. The amount of each
instalment shall not be more than the amount of the instalment for recovery of
advance.

SECOND ADVANCE

The second advance can be granled to an employee only after lhe first one has
been repaid in full with interest.

INSURANCE

a) The vehicle purchased with the advance given by the Sociely should be
comprehensively insured within one month from the date of purchase or as
soon as it is on the road whichever is earlier and the insurance policy be
furnished to the Personnel Department along with the mortgage deed for
verification. The amount for which the vehicle is insured should al no time be
less than the oulstanding balance of the advance plus inlerest. The
insurance should be renewed from time to time till the full amount of advance
including interest is liquidated.

b} The applicant should also furnish to Society a leller to the Insurance
Company informing the insurance company that the Sociely has interest in
the vehicle. The Administrative Officer of the Society shall countersign and
forward the original to the Insurance Company and obtain the latter's
acknowledgement.

c) The employee should produce renewal policies to the Society for verification
until the advance is fuily liquidaled.

d) No insurance is necessary for bicycles.
MORTGAGE BOND
The Morlgage Bond will be executed in the form at annexure Ili.

SALE OF CONVEYANCE BEFORE COMPLETE
REPAYMENT OF ADVANCE:

If an employee desires to sell the vehicle before the advance received from the
Society with interest thereon has been fully repaid, he will do so only after obtaining
permission from the sanctioning authority. In such case, he will surrender the
balance of the advance outstanding to his credil immediately after carrying out the
transactions.

These rules supersede all earlier orders on the subject.

| computer advance eligibility etc. would be same as in
advance. However, the limit of amount of advance would be
e first occasion and Rs.75,000/- on second or subsequent

Note: For perso
case of motor ¢

- "moccasia_r? ort nticipated price of the computer whichever is less. A second

or subseéﬂw L adyance cannot be granted before the expiry of three years
from the dat "__éhgfawal of the earlier advance. Repayment to be in not more
F oy '\
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than 150 monthly instalments. Total recoveries on account of all advances
including computer advance shall not exceed 50 per cent of the total
emoluments.
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ANNEXURE -1

NATIONAL CENTRE FOR ANTARCTIC & OCEAN

RESEARCH
APPLICATION FOR ADVANCE FOR PURCHASE OF A VEHICLE
1. Name of Applicant
2. Designalion & Pay Scale:
3. Basic Pay
4. Department where posied
4, Type of vehicle for which the advance is required
5. Anticipated cost of vehicle
6. Amount of advance required
7 Dale of appointment/Superannuation
8. No. of instalment in which advance is desired lo be repaid
9. Whether advance for purchase of any conveyance obtained previously:
If 50, indicate the date of drawl of advance and the amount:
Cerlified that the information given above is complete and lrue.

Dale: Signalure of lhe Applicant

FOR USE IN OFFICE

Eligibility of the employee for advance and availability of the funds may kindly be indicated

Date: Administrative QOfficer

Verified. The applicant is/is not eligible for advance ofRs.  for purchase of :
Necessary funds are/are not available

Cate: Execulive Finance

Sanclion issued vide no dated

Administrative Officer
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ANNEXURE - I

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

FORM OF AGREEMENT TO BE EXECUTED BEFORE DRAWING
ADVANCE FOR PURCHASE OF A VEHICLE

(To be execuled on a Non-Judicial Stamp Paper of a suitable value}

An agreement made on day of Two Thousand and BETWEEN ___ S/0
" {(Hereafler called ‘the Borrower' which expression shall include his heirs,
administrators, executors, legal represenialives and assignees), of the one part and the Naliona
Centre for Antarclic & Ocean Research hereinafler called the Society, which expression shall
include and assignees) of the other part:

Whereas the Borrower has under the provisions of the rules framed for lhe purpose (hereinaller
called lhe ‘Rules’ and which expression shall include any amendmenis thereof andfor any
instructions issued in this behalf for the lime being in force), applied, 1o the Society for a loan of
Rs. _ forthe purchase of @ and the Sociely has agreed lo lend the said
amount to the Borrower on the lerms and conditions hereinaller contained.

NOW IT IS HEREBY AGREEED belween the parlies herelo that in consideration of the sum of
Rs. __ paid by the Society lo the Borrower, (the receipt of which the Borrower hereby
acknowledges), the Borrower herby agrees with the Society (1) to pay the Sociely the said amount
with interest calculated according he said Rules by monthly deductions from his salary provided
in the said Rules and hereby authorizes the Society to make such deductions and {ii} wilhin one
month from the date of payment to the said amount lo expend the full amount of the said lean in
the purchase of a __ or if the actual price paid is less than the loan to repay the
difference to the Society as security for the amount lent to the borrower as aforesaid and interest
in the form provided by the said rules AND IT IS HEREBY LASTLY AGREED AND DELCLARED
THAT if the Vehicle has not been purchased and hypothecaled as aforesaid within one month
from the date of payment of the said sum or if the Borrower wilhin thal period becomes insolvent
or quils the service of he Society, the whole amount of the loan and interesl accrued there shall

immediately become due and payable

IN WITNESS WHEREOF the Borrower has hereunto set his hands and Shri_ in the
Saciety and on behalf of the Society has hereunto set his hands on the date and year before

written.

Signatures & Designation Signalures & Designalion

of the Borrower For & On behalf of the Sociely
Wilness Wilness:

Signatures Signatures

Name Name

Address Address




ANNEXURE - i

NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

L
FORM OF MORTGAGE BOND FOR VEHILE ADVANCE

{To be executed on a Non-Judicial Stamp Paper ol a suilable value)

THIS INDENTURE made ___ day of Two Thousand and _ BETWEEN_ -
Songof e (hereinafler called lhe ‘Borrower which expression shall include his
heirsfadministralors and legal representalives) of the one Parl and the National Centre [or Anlarctic
& Ocean Research on lhe olher parl:

WHEREAS the Borrower has applied for and has been granted an advance of Rs. {the
receipt of which sum the morigagor hereby acknowledges) lo purchase a _ __(vehicle}) on the
terms of the rules framed by the Saciety (hereinalter referred to as the Rules which expression shall
include any amendments thereof or additions therelo for he time being in force). And WHEREAS
one of the conditions upon which the said advance has been/was granled to the Borrower is/was thal
the Borrower willlwould hypothecate the said vehicle to the Society within 30 days of grant of
advance, as security for the amount lent to the Borrower: And WHEREAS the Borrower has
purchased wilh or partly wilh the amount so advanced as aforesaid the Vehilce particulars whereof
are sel out in the schedule hereunder written.

NOW THIS INDENTURE WITHNESSETH that in pursuance of the said agreement and for the
consideration aforesaid the Borrower doth hereby covenant to pay lo the Sociely the sum of Rupees
~_ aloresaid or the balance thereol remaining unpaid at the date of these presents by equal
paymenis of Rs. ____each on the first day of every month and will pay interesl on the sum for the
time being remaining due and owing calculated according the said rules and the Borrower doth agree
that such payment may be recovered by monthly deductions from his salary in the manner provided
in the said rules, or where, in the event of his proceeding on deputation out of India for a period
exceeding 12 months or on his being transferred lo a post outside India, the competent autherily has
allowed repayment of lhe amount of advance remaining unpaid and/or interest as aforesaid on the
happening of such an evenl, in Rupees In India, lhe Borrower doth hereby agree lo pay to the
Saciety such dues by remiltance through bank draft drawn by the 15" of every month in favour of the
Society in whose books lhe accounts of the aforesaid advance are kepl and in furlher pursuance of
the said agreemenl the Borrower doth hereby assign and transfer lo the Sociely, the Vehicle, the
parliculars whereof are set out in the schedule hereunto writlen by way of security- for the said
advance and 1o inleresl thereon as required by the said rules.

And the Borrower doth hereby agree and declare thal he has paid in full the purchase price of the
said vehicle and that the same is his absolute properly and that he has not pledged and so long as
any money remains payable to the Sociely in respect of the said advance will not sell, pledge or part
with the properly in or possession of the said vehicle.

PROVIDED ALWAYS and it is hereby agreed and declared that if any of the said instalments of the
principal or interest shall not be paid or recovered in the manner aforesaid within ten days afler the
same are due or if the borrower shall die or at any time cease lo be in the Sociely's service of il the
borrower shall sell or pledge or part with the property in or possession of the said vehicle or becomes
insolvent or make any composition of agreement wilh his creditors or if any person shall take
proceedings in execution of any decree or judgment against the barrower the whole of the said
principal sum which shall then be remaining due and unpaid together with interest thereon calculated
as aforesaid shall forthwilh become payable.

REED and declared that lhe Society may on the happening of any evenls
4 seize and take possession of the said vehicle and eilher remain in
yemoving the same or else may remove and sell the said vehicle either by
ortract and may oul of the sale moneys retain the balance of the said

pdid and any interest due thereon calculaled as aforesaid changes,
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expenses and payments properly incurred or made in maintaining, defending or realising his rights
hereunder and shall pay over lhe surplus, if any, lo the borrower, his execulors, adminisirators or
legal representatives, PROVIDED FURTHER that lhe aforesaid power of 1aking possession or selling
of lhe said vehicle shall nol prejudice the right of the Sociely lo sue the borrower his personal
representalive for the said balance remaining due and inleresl or in the case of the vehicle being
sold, the amount by which the nel sale proceeds fall shorl of the amount owing AND the borrower
hereby furlher agrees that so long as any moneys are remaining due and owning 1o the Sociely , he
the borrower, will insure and keep insured the said vehicle agains! loss and damage by fire, theft or
accident or strike risk and any dislurbance of public peace with an Insurance Company to be
approved by lhe Society and will produce evidence o the satisfaclion ol lhe Sociely lhal the
insurance company with whom lhe said vehicle is insured have received nolice that lhe Society is
interested in the Policy and the Borrower hereby further agrees that he will not permit or suffer the
said vehicle to be destroyed or injured or to deteriorale in a grealer degree than it would deteriorate
by reasonable wear and tear thereof AND further that in the event of any damage or accident
happening to the said vehicle, the barrower will forthwith have the same repaired and made good.

THE SCHEDULE

Description of Vehicle

Maker's Name
Description

No. of Cylinders
Engine Number
Chassis Number
Cost Price

In witness whereof the Borrawer has hereunto set his hand and Shri ___in the Society for and
on behaif of the Sociely has hereunto set his hand:

Signalures & Designation Signalures & Designation

of the Borrower For & On behalf of the Society
Daled Dated

Witness Witness

Signalures Signalures

Name Name

Address Address
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NATIONAL CENTRE FOR ANTARCTIC & OCEAN
RESEARCH

HOUSE BUILDING ADVANCE RULES

OBJECT

The object of the scheme delailed in these rules is to provide, as a measure of
welfare, assislance lo the employees of the Society to own houses, al the place
of duty or intended place of residence after retirement.

EXTENT OF APPLICATION:

These rules are applicable to all regular employees of the Society with three
years of continuous service. In case both husband and wife are employed in the
Society, only one of them will be eligible for grant of advance.

The following categories of employees shall not be entitied to the House Building
advance,

a) Persons on daily wages.
b) Persons paid from contingencies
c) Employees who are due to altain the age of superannuation within three

years from the date of application.
NOTE:

i) A regular employee is an employee who has been appointed on regular
basis and who has successfully completed the probationary
period/extended probationary period, if any.

ii) Employees on deemed deputation will be eligible for the advance only
after their absorption in the society.

iii) The grant of advance for House building to an employee will be at the sole

discretion of the Sanctioning Authority and the decision taken by him in
this regard in any particular case will be final and binding.

COVERAGE OF THE SCHEME

The advance will be admissible for:

a) Purchase of land for the construction of house; and /or construclion of a
house; or exlension /enlargement of an existing house.

g;j’ '-‘——'Pﬂ'_r"“ﬁtpq‘i of ready built flathouse from a Public Housing Agency, A
ﬁT\"{/e Society or private reputed builders, but not from private
als.

idi
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4.

c) Exlension/enlargement of an existing house for which house building
advance has nol been taken earlier.

CONDITIONS FOR ELIGIBILITY/ADMISSIBILITY:

i) The house lo be purchased/conslrucled should be either at the place of
duly or at the place where the employee proposes lo settle afler
retirement.

i) Employeel/spouse/minor child should not own a house al the place where

hauseffiat is proposed to be construcled /acquired.

i) The tile of land should be clear in the name of the
employee/spouse/jointly.

iv) In case of purchase of ready-built house/flat from private parlies, lhe
house/flat should be new and unlived in.

v) The housefflat should be used for residential purpose only.

vi) The advance shall be granted in respect of only one housefflat in the
entire service. It may, however, be drawn at different stages, say, for
purchase of plol, constructlion of house, enlargement elc.

vii) Employee should not have taken any loan from any other source.
viii)  Advance e for ready-built house will be only for outright purchase.

iX) House building advance together with Provident Fund withdrawal, if any,
taken for house building should not exceed lhe prescribed cost ceiling.

X) The advance should be ulilized only for the purpose it is sanctioned.
Mis-ulilisation of advance shall enlail disciplinary action. Any unutilised
amount shall be refunded to the Sociely.

AMOUNT OF ADVANCE

For construction of new house (including the cost of plot) or the purchase of ready
built house or ownership flat, the advance will not exceed 50 months pay of the
applicant or Rs. 7.50 lakhs or the employee's repaying capacity or the cost of the
housefflat {including the cost of the plot), whichever is least. Once the advance is
sanclioned, it cannot be enhanced as a result of subsequent upward revision of

repaying capacity.

For extension/enlargement of house, the advance will not exceed 25 months pay of
the applicant subject to maximum of Rs. 2.50 lakhs.

The actual amount of advance to be sanctioned will be determined by the Society on
the basis of the plans, detailed specifications and eslimates to be furnished by the
applicant within thg ceiling limit of advance prescribed above, and paying capacity of
the en_lp__lgxg_g, wiiich may be taken at 40% of his pay.

.
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SECURITY

An employee desirous of taking loan from the Society shall have lo executive the
following:

a) An agreement is to be executed in the before the first installment is
disbursed to the applicant.

b) Surely: the applicant shall get executed the surely bond in prescribed from
an employee of the Sociely. An employee of the Sociely shall be eligible to
sland as a surety, if:

i) He has satisfactory completed the period of probalion.

i) His pay is not less than two third of that of the applicant

iii} He is not likely to be superannuale within 3 years of the date of executing
the surety bond.

iv) He has not stood surety in more than two cases of House Building
Advance.

V) An employee applying for House Building Advance has nol already stood
as a surety for him when he applied for such advance.

c) Mortgage Deed in prescribed form.
d) Reconveyance Deed: after the advance together with inlerest due thereon

has been fully recovered, the Sanclioning Authority will reconvey the
property morlgaged as security for the advance to the employee by means of

a deed.
7. MODE OF DISBURSEMENT OF ADVANCE
i) The entire amount may be paid in lump sum in the case of purchase of a
ready built house/flat.
i) In all other cases the amount will be paid in instalments only as follows:
Type of Cases For Instalment for purchase
| e | PlotPurchase, of plot/construction
_For construction { - | 40% 40% | 20%
For extension ! - 40% 40% 20%
| or enlargement of
thehouse | | (O - |
For purchase of plot 20% or 30% | 25% | 25% |
and construction Actual cost !

_lofplot ik |

The entire amount or the first instalment shall be paid only after the execution of the
prescribed agreement. The 2" and 3™ instalments will be disbursed after the
construction has reached the plinth {evel and roof level respeclively,

INTEREST

i} The rate of interest will be the Central Government rate of interest in force on




iit)

If the balance of advance is cleared either by regular recovery from pay or by
ilump sum payment during the course of the month, no interest is payable for
that month, as lhe inlerest bearing balance for that month will be nil.

In the process of recovery, the portion of the loan carrying the higher rate of
interest will be trealed as having been refunded first.

If part of advance is adjuslable from he gratuity, the adjustment should be
deemed lo have been made on the retirement and no interest shall be
charged beyond that date.

If an employee takes a house-building loan from a bank or any other reputed
organisation like HDFC elc, the Society will subsidise the addilional interest
paid by the employee to the concerned bank/organisation. However, to avail
this facility, the employee should obtain prior permission of the Director
NCAOCR before availing loan from financial institutions.

PROCEDURE FOR DRAWL OF ADVANCE:

a)

b)

B b

Application should be submitted in the prescribed form through proper
channel. The following documents should accompany the application:

i) An alfidavit in regard to house property, if any, owned by the
applicant or the applicant's wifefhusband or minor children at the time
of application.

i) If the advance is required for enlarging an existing house, the original
sale deed, if any, as well as other documents such as non-
encumbrance cerificale from the Sub-Registrar establishing that the
applicant possesses indispulable tille to the property in question. A
site plan should also be furnished.

iii) The original sale deed or other proof of the applicant having clear litle
to land on which the house is proposed to be built along with a site
plan, except in lhe case of purchase of land and outright purchase of
house in which case proof of negotiations, etc, will have to be
furnished.

iv) Where a ready built houseffiat is intended to be purchased, the
Sociely before authorizing payment of advance shall require the
employee to produce proof of negotiation for the purchase of house
together with a copy of the building plan and the site plan and a
certificate that he has salisfied himself that the transactions will
enable him to acquire indisputable clear title of the house/flat.

v) Applicant who intends to construct a new house or to enlarge the
existing house will furnish a copy of each of the building plan and the
site plan as well as the specifications, detailed estimale and abstract
estimate in the prescribed form. The applicant will gel the site plan
and the building plan duly approved by the municipality or other local
body concerned before submitling them to the Sociely.

The Sapactioning Authority will get the applications scrutinized and satisfy
itself ¢ the correctness of the facls stated therein. For the purpose of
scrutihy of the applications, he will obtain lhe necessary clearance from the
Finghce Department regarding availability of the budget provisions and also
“@e' «the litle deeds and other documenls examined from a legal advisor to
make Bure thal the applicant does, in fact, possess a clear marketable title
fgrm-andumbrance and attachments to the property in question.
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After scruliny of the application, sanclion lo grant of advance will be
accorded by Sanclioning Authority where after the borrower shall arrange to
complete the prescribed formalilies in the prescribed forms such as
agreement, morlgage deed, surety bond, indemnity bond and after the
aforesaid deeds have been vetted by lhe Legal Advisor, the loan will be
disbursed of the appropriate amounts out of the sanclioned advance in
suilable instalmenls as prescribed under these rules.

In the case of purchase of land, housefflat, the amount of advance will be
sanctlioned by the Sociely to the applicant, but the amount/cheque demand
draft will be actually given to the seller by the Sociely’'s representative after
oblaining the requisite documents from lhe employee and completing the
necessary formalities

The sanctioning authority will ensure that:

i) The prescribed mortgage deed is executed immediately on purchase
of the flathousefland and the documenis kept in the safe cuslody
after registralion, if required under the law.

i} The flat/house is insured immediately on its purchase/complelion and
that the premium receipts are regularly produced for inspection by
accounts department.

iii) Any amount in excess of the said expenditure incurred is refunded by
lhe employee concerned to the Society forth with together with Lhe
interest, if any, due thereon.

iv) The property mortgaged lo the Society is released immedialely on
lhe repayment of the advance and the interest thereon in full.

v) The employee concerned shall deposit all the legal documents such
as title deed, mortgage deed, agreement, surety bond etc in original
with the Sanctioning Authority.

vi) The unpaid balance along with interest, if any, shall be recovered
from the graluity due to the employee and undertaking to this effect
shall be obtained from at the lime of sanctioning the advance.

~10.  TiME LIMITS FOR UTILISATION OF ADVANCE

i)

In the case of purchase of plot, the land musl be purchased and the sale
deed produced within two months. Failing this, the advance should be
refunded in lump sum.

In the case of purchase of house, acquisition and mortgage lo Society
shouid be compleled within three months. Sanctioning Authority may grant
extension of time limit, if required.

In the case of ready built fiat, the applicant should utilize the amount of
delvance within one month, unless extension of time limit is granted.

Sa'éti\q'm if not utilized within a period of four months from the date of
[ néﬁ?ﬁf@will automatically lapse.
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C. After scrutiny of the application, sanction lo grant of advance will be
accorded by Sanctioning Authority where after the borrower shall arrange to
complete the prescribed formalities in the prescribed forms such as
agreement, mortgage deed, surety bond, indemnity bond and after the
aforesaid deeds have been velted by the Legal Advisor, the loan will be
disbursed of the appropriate amounts oul of the sanctioned advance in
suitable instalmentls as prescribed under these rules.

d. In the case of purchase of land, housefflat, the amount of advance will be
sanctioned by the Society to the applicant, but the amount/cheque demand
draft will be actually given to the seller by the Society's representative afler
oblaining the requisite documents from lhe employee and completing the
necessary formalities

e. The sanctioning authority will ensure that:

i) The prescribed mortgage deed is execuled immediately on purchase
of the flathousefland and the documents kept in the safe custody
after registration, if required under the law.

i) The flat/house is insured immediately on its purchase/completion and
that the premium receipts are regularly produced for inspection by
accounts department.

iii) Any amount in excess of the said expenditure incurred is refunded by
the employee concerned lo the Society forth with together with the
interest, if any, due thereon.

iv) The properly morlgaged to the Society is released immediately on
the repayment of the advance and the interest thereon in full.

v) The employee concerned shall deposit ail ihe legal documents such ,
as title deed, mortgage deed, agreement, surely bond etc in original .
with the Sanctioning Authority.

vi) The unpaid balance along with interest, if any, shall be recovered
from the gratuity due to the employee and undertaking to this effect )
shall be obtained from at the time of sanctioning the advance. |

TIME LIMITS FOR UTILISATION OF ADVANCE

i) In the case of purchase of plot, the land must be purchased and the sale
deed produced within two months. Failing this, the advance should be
refunded in lump sum.

b 11
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i) In the case of purchase of house, acquisition and mortgage to Society
should be completed within three months. Sanctioning Authority may grant
extension of time limit, if required.

w————py

. i} In the case of ready built flat, the applicant should utilize the amount of
; Hdvance within one month. unless extension of time limit is granted.

.,

uliG.}Tiﬂ if not utilized within a period of four months from lhe date of
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If the advance is not utilized within the extensions granted, it should be
refunded in lump sum with interest failing which it shall be open to the
Sociely to recover the advance with interest from the salary and any other
dues and/or by taking recourse to proceedings as deemed fit.

11.  CONSTRUCTIONS AND MAINTENANCE:

a)

b)

d)

The conslruclion of new house or additions lo the exisling house (as the
case may be) shail be:

i) Carried oul exaclly in accordance with the approved plan and
specifications on the basis of which the amount of advance has been
computed and sanclioned. The plan and specificalion must not be
departed from wilhout the prior approval of the Sociely. The
employee shall certify when applying for instalments of advance
admissible at the plinth/roof level that construction is being carried
out strictly in accordance with the plan and estimates furnished by
him to the Society and that the construction has actually reached
plaint/roof level and that the amount drawn has actually be used on
the construction of the House. The Sociely, may if necessary,
arrange 1o have inspection carried oul by the official nominated by
the Saciety to verify the correctness of the certificates.

i) Completed within 118 months of the date on which the first instalment
of advance is paid to the employee concerned. Failure to do so will
render the employee liable lo refund the entire amount advanced to
him together with interest thereon in one lump sum. An extension of
the time limit may be allowed up to one year by the Society in the
cases where lhe work is delayed due to the circumslances beyond
employee’s control. The date of completion must be reported to the
Society without delay.

The house must be maintained in good condition and repairs carried out by
the employee concerned at his own cosl. He shall also keep it free from all
encumbrances and shall continue to pay all the municipal and other local
taxes regularly, until the advance along with interest has been repaid lo the
Society in full. The employee shall furnish an annual certificate to this effect
to the Sociely.

Afler completion of construction of the house, annual inspection may be
carried out by an authorised officiat of the Society under instructions from the
Society lo ensure that it is maintained in good condition until the advance
along with interest has been repaid in full. The employee concerned shall
afford full facilities for all inspections herein provided for.

Furnishing of false cerlificate will render the employee concerned liable 1o
suitable disciplinary action, apart from his being called upon to refund to the
Sociely forthwith the entire advance drawn by him together with accrued
interest.

The employee who has been granted advance has to adhere to the terms
and condilions of the sanction order and has to complete construction of his

--l1ousg exactly as per the drawing and estimates submitted by him based on

whichdbe loan was sanclioned.

.
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f) In the event of any change, suilable amendment in the original drawings
should be gol re-approved by the same authorily i.e. municipal authority local
body etc who has earlier approved the onginal drawings. The reapproved
drawings along with revised estimales must be got approved form the
sanctioning authority after thal only the necessary amendment in the
construction should be allowed.

g) In case the employee is able to fulfilifcomply with the aforesaid conditions
then the further instalment in favour of him can be released by the Sociely
after following olher requisile conditions including the rectification of the legal
documenls submilted by the employee

h) In case aloresaid conditions are not met with then no further instalments can
be released.
INSURANCE

Immediately on completion of construction or purchase of the house/flat as the case
may be, the employee concerned shall insure the house at his own cost for a sum
not less than the amount of the advance and shall keep it so insured against
damage by fire, flood, lightning, earthquake, tili the advance along with interest is
fully repaid to the society. The policy obtained shall be deposited with the Society.
A letter should also be writien to the insurer by the employee that the Society is
interested in the insurance policy. The premia must be paid regularly and premium
receipts produced for inspection by the authority so authored by the sanctioning
authority. In the event of failure on the part of the employee to effect insurance
against fire, flood lightning, earthquake, it shall be lawful but not obligatory for the
Society to insure the said house at the cosl of the employee concerned and recover
the amount from the employee including interest thereon @ 12%. The employee
will, in addilion be liable to disciplinary action.

REPAYMENT OF ADVANCE:

i} The advance grant lo an employee under lhese rules, togelher with the
interest thereon shall be repaid in full before superannuation of the employee
by monthly instalments within a period not exceeding 25 years, repayment of
principal in 18 years (216 instalmenis) and interest in 7 years (84
instalments)

i) Recovery of advance granted for constructing a new house or enlarging the
existing house shall commence from the month following the completion of
the house or the 18" month alfter the date on which the first instalment of the
advance is paid to the employee, which ever is earlier.

iif) In the case of advance laken for purchasing a ready built housefflat,
recovery shall commence from the pay of the month foliowing that in which
the advance is drawn.

iv) In case the advance was taken partly for purchase of land and partly for
conslruclion, recovery will commence from the pay of the month following
the completion of the house or the pay of 24" month after the date on which
the first instalment for purchase of land was drawn, whichever is earlier.

g, 0pen for the employee o repay the amount in a shorler peried, if he
:sirels, However, the entire advance must be repaid in full (with inlerest
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thereon) before the dale on which the employee is due to retire from
service),

vi) In case the employee does not repay lhe balance of the advance due to the
Society on or before the dalte of his retirement, t shall be open to the Society
to enforce the security of the mortgage al any time thereafter and recover the
balance of the advance due logether wilh interest and cost of recovery, by
sale of the morlgaged property and/or in such other manner as may be
permissible under the law.

vii) Recovery of lhe advance shall be eflected through the month payl/leave
salary bills of the employee concerned by the Society.

viii}  If an employee ceases to be in service for any reason other than normal
retirement/superannuation or if he/she dies before repayment of the advance
in full, the entire outstanding amount of the advance shail become payable to
the Society forthwith. The Society may, however, in deserving cases permit
the employees concerned or his successors in inleresl, as the case may be
to repay lhe outstanding amount together with interest thereon in suitable
instalments after safeguarding Society's interesl. Failure on the part of the
employee concerned or histhe successor, as the case may be, lo repay the
advance for any reason whatsoever, will entitle the Sociely to enforce the
mortgage and take such olher actlion to effect recovery of the outstanding
amount as may be permissible. In such cases of default, if the amount
realized by the sale of the property is not sufficient to cover the amount
outstanding as balance due to the Society, the Society will be entitled to
proceed against the surety for the recovery of the amount, which falls short
to make good the difference. g

~14.  ANNUAL INSPECTION:

The receipts of payment of all the Municipal and other rates, taxes should be
produced for inspection. The Sanctioning Authority may have the house inspected
by any officer authorized by him to ensure that it is maintained in good condition
until the advance has been repaid in full to the Society. The employee concerned
shall afford necessary facility for the inspection to the officer(s) designed for the
purpose.

15 SAFEGUARDS

- i) Before disbursement of the first instalment of the advance, the applicant
should mortgage the land with the house lo be erected thereon to the
Sociely. The original documents of the tille to land should be deposited
wilh the Sanctioning Authority before drawing the second instalment of the
advance.

i) In the case of ready built housefflat and in case where the title to land
passes on lo the buyer after the house is built thereon or after a
prescribed pericd, an understating should be obtained from the employee
concerned that he will execule the morigage deed as soon as he acquires
the litle.

’ iif) Syrdy bonds in the prescribed form should be obtained from the

f plicanls who apply for advance for purchasing a ready built house/flat.

g
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16 STAMP DUTY
Stamp duty chargeable on documents, registration fee and other expenses to be
incurred for the completion of legal and other formalities shall be borne by the
employee

17 SANCTIONING AUTHORITY:
The Director or such other officers lo whom powers have been delegaled by the

Director wiil be the sanctioning authorily for the purpose of these rules.

These rules supersede all earlier orders on the subject.




SPECIMEN FORMS AND DRAFTS OF APPLICATION,
AGREEMENT, MORTGAGE DEED, SURETY BOND, INDEMNITY
BOND AND OTHER DOCUMENTS.

Form No. Subject Rule No.

1. Form of agreement lo be execuled at the lime of 8(a)
drawing advance for purchase of plol or land
and building a house, enlargement of exisling house
and purchase of a ready built house.

2 Surety Bond 8(b)

3. Form or Morlgage deed when property is free hold 8(c)

4. Form of Mortgage deed when properly is leasehold, B(c)

5. For of Reconveyance for House Building Advance 8(d)

6. Application form 11(a)
7. Affidavit T1(a)i)
8. Non-encumbrance certificate. 11{a)ii)
9. Office Order for sanction of advance 11 {c)
10 Indemnity Bond. 11( c)
11. Letler of authority for collecting dues from Gratuity 11(vi)

And other dues,

12.  Annual certificate regarding maintenance of house 13(b)
and payment of Municipal taxes elc.

13.  Report to the prescribed authority after completion 13@ (i)
of building/enlargement of house.

14. Form of letter intimaling the insurance company 14
In regard to Sociely's interest in insurance policy
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FORM NO 1
Plzase see Rule 8(a)

FORM OF AGREEMENT TO BE EXECUTED AT THE TIME OF DRAWING AN
ADVANCE FOR PURCHASE OF PLOT OF LAND AND BUILDING A HOUSE
ENLARGEMENT OF EXISTING HOUSE AND PURCHASE OF
A READY BUILT HOUSE

(To be execuled on Non-Judicial Stamp Paper of requisite Value)

AN AGREEMENT MADE THIS day of month
(Year) BETWEEN son of _ _at present serving as
Employee (hereinafler called " the Borrower" which
expression shall unless excluded by or repugnant to the subject or context include his
heirs, execulors. Administrators and legal representatives) of the one part and the National
Centre For Antarctic And Ocean Research., A Society regislered under the Societies
Registration Act 1860, having registered office at Headland Sada, Vasco-Da-Gama, Goa
(hereinafter io be referred to as “ Sociely”) which expression shall include his successors
in office and assigns of the other part WHEREAS the borrower desires lo purchase land
and construct a house thereon/” enlarge living accommadalion in his / her house at -
_____ * purchase a ready built house at described in the
u schedule hereto annexed and WHEREAS the borrower has under the provision of the
rules framed by the Sociely to regulate the grant of advances to Society employees for
building. Etc. of houses (hereinafter referred to as the "said Rules”, which expression shall
where the context so admits, include any amendment thereof or addition for the time being
in forced applied to the Society for an advance of Rupees lo *
purchase the said land and construct a house thereon/* enlarge living accommodation in
his/fher house/* purchase a ready built house as aforesaid and the Society has sanclioned
an advance of Rs. to the borrower. Vide letter No. dated
a copy of which is annexed to these presents for the | purpose aforesaid
on the terms and condilions set therein. NOW IT IS LHEREBY AGREED by and between
lhe parties hereto as follows:

1% Inconsideration of the sum of Rupees (insert amount of the
first instalment) to be paid by the Society after the execulion of this
agreemenlt for the purchase of land and the sum of Rupees
{(insert balance amounl to be paid) to be paid by the Society to the Borrower
as provided in the said rules. The Borrower hereby agrees with the Sociely:

a) to repay to the Sociely the said amount of Rs.
(Rupees only} {insert full amount sanctioned) with
interest calculaled in accordance with the said rules for the time being
in force by (number to be filled in) monthly
installments of Rupees ___ from his pay commencing
from the month of {year) and or

from the month following the completion of the house whichever is
earlier and the Borrower hereby authorities the Sociely to make such
deductions from his monthly pay, leave salary and subsistence
allowance bills.

b) iy Within two months from the date of receipt of the amount of

Rupees {insert the amount of installment to be paid)
t of the said sanctioned advance or within such further lime as the
A Somely may allow in this behalf to expend the aforesaid amount in
Ihaﬂ"urchase of land and lo produce for inspection of the Society the
sajedeed in respect thereof failing which the borrower shall refund to
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FORM NO 1
Please see Rule 8(a)

FORM OF AGREEMENT TO BE EXECUTED AT THE TIME OF DRAWING AN
ADVANCE FOR PURCHASE OF PLOT OF LAND AND BUILDING A HOUSE
ENLARGEMENT OF EXISTING HOUSE AND PURCHASE OF
A READY BUILT HOUSE

(To be execuled on Non-Judicial Stamp Paper of requisite Value)

AN AGREEMENT MADE THIS day of month
{Year) BETWEEN son «of at present serving as
Employese {hereinafler called * the Borrower” which

expression shall unless excluded by or repugnant to the subject or context include his
heirs, executors. Administrators and legal representalives) of the one part and the National
Cenlre For Antarctic And Ocean Research., A Society registered under the Societies
Registration Act 1860, having registered office at Headland Sada, Vasco-Da-Gama, Goa
{hereinafter to be referred {o as " Society”) which expression shall include his successors
in office and assigns of the other part WHEREAS the borrower desires to purchase land
and construct a house thereon/* enlarge living accommodation in his / her house at -

* purchase a ready built house at described in the
schedule herelo annexed and WHEREAS the borrower has under the provision of the
rules framed by the Sociely to regulate the grant of advances to Society employees for
building. Elc. of houses (hereinafter referred to as the "said Rules”, which expression shall
where the context so admits, include any amendment thereof or addition for the time being
in forced applied to the Society for an advance of Rupees to *
purchase the said iand and construct a house thereon/* enlarge living accommodation in
his/her house/* purchase a ready built house as aforesaid and the Society has sanctioned
an advance of Rs. ______lo the borrower. Vide lelter No. ~ dated
a copy of which is annexed to these presents for the purpose aforesaid
on the terms and conditions sel therein. NOW IT IS LHEREBY AGREED by and belween
the parlies herelo as follows:

1. Inconsideralion of lhe sum of Rupees {insert amount of the
first instalment) to be paid by the Sociely after the execution of this
agreement for the purchase of land and the sum of Rupees
(insert balance amount to be paid) to be paid by the Society to the Borrower
as provided in the said rules. The Borrower hereby agrees with the Sociely:

a) to repay to the Society the said amount of Rs.
(Rupees only) {insert full amount sanctioned) with
interest calculated in accordance with the said rules for the time being
in force by (number to be filled in) monthly
installments of Rupees from his pay commencing
from the month of {year) and or

from the month following the complelion of the house whichever is
earlier and the Borrower hereby authorities the Society lo make such
deductions from his monthly pay, leave salary and subsistence
allowance bills.

b) *i) Within two months from the date of receipt of the amount of
Rupees (insert the amount of installment to be paid)

il of the said sanctioned advance or within such further time as the
wfSociely” may allow in this behalf to expend the aforesaid amount in
Iﬁeﬁgurchase of land and lo produce for inspection of the Society the
sale 'i,.*ieed in respect thereof failing which the borrower shall refund to
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2.

the Society the entire amount of the advance received by him together
with interest thereon.

*ii) Within one month from the date of receipt of the aforesaid advance of
Rupees (Rupees only) to expend
the aforesaid amount in the purchase of the said ready built house
and mortgage it to the Society failing which the borrower shall refund
forthwith to the Society the entire amount of advance received by him
together with interest lhereon uniess an extension of lime is granted
by the Society.

Strike off whichever is not applicable.

"i)  To complete construction / enlargement of the said house
within eighteen months of _____strictly in accordance with the
plan and specifications to be approved by the Society and on the
basis of which the amount of advance is to be computed and
sanctioned finally or within such extended period as may be laid down
by the Society.

If the actual amount paid by the borrower for the purchase of land and building a
house thereon/ *enlarging the house! * the purchase of the ready built house is
less than the amount received under these presenls by the Borrower. The
barrower will repay the difference to the Society forthwith,

To execute a document morlgaging the said house/land along with the house to
be built thereon to the Society as security for lhe amount advanced lo the
borrower under these presenls as also for the interest
payable for the said amount in the form provided by the said ruies.

* If the land is not purchased and the sale deed therean not produced for
inspection of the Society within two months of the date of draw! of the parl of the
-advance for that purpose or within such further time as the Saciety may allow in
this behalf / if the house is not purchased and mortgaged within one month of the
drawl of the advance or within further time as the Society may allow in this behalf
* if the borrower fails to complete the construction / enlargement of the said
house within eighteen months as herein before agreed or if the borrower
becomes insolvent or quits the service of the Society or dies the entire amount
advanced together with interest during thereon shall immediately become due
and payable to the Society.

The Society shall be entitied 1o recover the balance of the said advance with
interest remaining unpaid at the time of his relirement or death preceding
retirement from the whole or any specified part of the gratuity that may by
sanctioned to him.

Without prejudice to any other right of the Society in that behalf, if any amount
becomes refundable or payable by the borrower to the Sociely, the Society will be
enlitied to recover the same as arrears of land revenue,

The stamg duty payabie on these presents shall be home and paid by the

SCHEPUD ABOVE REFERRED TO *
\
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. IN WITNESS WHEREOF THE BORROWER has hereunto set his hand and Shri
on behalf of the SOCIETY Lid. Has hereunto set his hand.

Signed by the Said Borrower (Signature of the Borrower)
In the presence of Shri

1* Wilness 2" Witness

Address Address

Occupation Occupation

Signed by Shri for and on behalf of the Society

in the presence of

1* Witness 2™ Witness
Address Address
Occupation Occupation

* Strike off whichever is not applicable
** Ta be filled in by the barrower.

as




FORM NO. 2
Please see Rule 8 (b)

SURETY BOND

(To be execuled on Non-Judicial Stamp paper of requisite value)

KNOW ALL MEN BY THESE PRESENTS that | son of
a residenl of in {he District of
at present employed as a permanent _ in the (hereinafler called " the

surety”) am held and finally bound unto the National Centre For Anlarclic And Ocean
Research., a Sociely registered under the Socielies Registration Acl 1861, having
registered office at Sadaland Vasco-Da-Gama, Goa (hereinafter to be referred lo as "
Society") which expression shall unless excluded by or repugnant to the subject or
context include his successors in office and assigns) in the sum of Rs.
(Rupees “only) to be paid to the Sociely FOR WHICH PAYMENT TO be

~ well and truly made | hereby bind myself, my heirs, executors, administrators, and

representatives firmly by these presents. As witness whereof | put my hands this

day of {month) (year)
WHEREAS son of resident of in the
District of at present employed as a lemporary permanent
in the (hereinafler called "the Borrower’)+ (but is due to retire on
) applied to the Sociely for an advance of Rs. (Rupees

only) for the purpose of** purchasing land and / or constructing a new
house or enlarging living accommodation in an exisling house/purchasing a ready built
house.

AND WHEREAS the Society sanclioned the payment of Rs. (Rupees
only) under the Rules framed by lhe Society o regulate the grant of
advances to employees for building etc., of house issued by the Society vide Office
Order No. dated (hereinafter referred to as the "said

Rutes").

AND WHEREAS the Borrower has undertaken to repay the said amount in —n
monthly installments AND WHEREAS the Borrower has further undertaken to Morlgage
the house built/purchased with the help of the said amount and lo observe the provisions
of the said Rules: AND WHEREAS in consideration of the Sociely having agreed to grant
of aforesaid advance to the Borrower the surety has agreed lo execute the above bond

.with such conditions as hereunder is writien.

NOW THE CONDITION OF THE OBLIGATION is such that if the said Borrower shall
while employed in the Society duly and regularly pay or cause to be paid to the Society,
the amount of the aforesaid advance owing to the Society by installments until the said
sum of Rs. (Rupees only) shall be duly paid or mortgage to
the Society the house built/purchased referred to above whichever event happens earlier
then this bond shall be void, otherwise the same shall be and remain in full force and
virlue. BUT SO NEVERTHELESS that if the Borrower shall die or become insolvent or at
anytime cases lo be in the service of the Sociely the whole or so much of the said
principalsumofRs. . (Rupees _____only) together with the interest
as shall then remain unpaid immediately become due and payable to the Society and
recoverable from the syirely in one installment by virtue of this Bond.

e
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The obligation undertaken by the Surety shall not be discharged or in any way affected
by an extension of lime or any other indulgence granted by the Society o the said
Borrower.

The stamp duly payable in respecl of these presents shall be borne and paid by the
Borrower,

* To be filled in the Borrower

— Strike out whichever is not applicable.

Signed by the Said Borrower (Signature of the Borrower)
In the presence of

1% Witness 2™ Witness

Address Address

Occupation Occupation

Signed by Shri for and on behalf of the Society in the presence of
1% Witness 2™ Witness

Address Address

Occupalion Occupation




FROM NO. 3
Please see Rule 8 (c)

FORM OF MORTGAGE DEED TO BE EXECUGTED WHEN THE PROPERTY
IS FREEHOLD

(To be executed on Non-Judicial Stamp paper of requisite value)

This indenture made this day of (MM)
year and between son of
of al present employed as
in the Sociely (hereinafter calied “THE

MORTGAGOR" which expression shall unless exciuded Dy or repugnant to the subject
or context include his/her heirs, executors, administrators and assigns) of the ONE
PART and the National Cenltre For Antarctic And Ocean Research, a Sociely registered

under the Societies Registration Act, 1860 having ils registered office at Sadaland,

and assigns) of the OTHER PART,

WHEREAS the MORTGAGOR is the absolute and sole beneficial owner and is seized

and possessed or otherwise well and sufficiently entitled to the land and / or house and

clearness delineated on the plan annexed herelo and thereon shown with the boundaries
thereof coloured and expressed lo be hereby conveyed, transferred
and assured (hereinafter referred to as “the said Mortgage property”).

AND WHEREAS the MORTGAGOR applied to the MORTGAGEE for an advance of Rs
{Rupees only) for the purpose of enabling the

MORTGAGOR

*(1)  to purchase land and to construct a house thereon or *(to enlarge living
accommodation in the exisling house on the said hereditaments.

(2) o construct a house on the said hereditaments.
or *(to enlarge living accommodation in the house on the saig hereditamenls)
*(3})  to purchase a ready built aforesaid house.

AND WHEREAS THE Mortgagee agree 1o advance to the Mortgagor the said sum of Rs,
on certain terms & conditions.

AND WHEREAS the Borrower has undertaken to repay the said amount in
monthly installments AND WHEREAS the Borrower has further undertaken 1o Mortgage

the MORTGAGOR an advance of Rs. ST e (Rupees
payable by such installments and In the manner as hereinafter

a\ '} 15}




‘(Has paid to the MORTGAGOR an advance of Rs. (Rupees

only) on ) and in the manner provided in the said
rules upon having lhe repayment of the loan with inlerest and the observance of ali the
terms and condilions conlained in the said rules as hereinafter mentioned secured in the
manner hereinafter appearing.

AND WHEREAS THE MORTGAGOR is lo receive from the Mortgagee the aforesaid
advance in the following instalmenls:

Rs. already received on. * Rs. on the execution

of this indenture by the Mortgagor in favour of the Morlgagee. ** (Rs.

when lhe conslruction of the house reaches plinth level). ** (Rs.

____when the construction of the house reached roof level, provided the

Mortgagee is satisfied that the development of the area in which the house is built is

complete in respecl of amenities such as water supply, street lighting, roads, drainage
and sewerage).

NOW THIS INDENTURE WITNESSETH as follows:

{(iXa) In pursuance of the said Rules and in consideration of the said advance
sanctioned/paid by the MORTGAGEE to the MORTGAGOR pursuant o the
provisions contained in the said Rules the MORTGAGOR DOTH hereby
Covenant with the MORTGAGEE that the Mortgagor shall always duly
observe and perform all the terms and conditions the said rules and shall
repay lo the MORTGAGEE thal the said advance of Rs.

(Rupees only) by ™ monthly
installmenis of Rs, (Rupees Only)
from the pay of the Mortgagor commencing from lhe month of

Nineteen hundred and or from the

maonth foilowing the completion of the house, whichever is earlier, and the
Morlgagor hereby authorizes the Morigagee to make deductions from his
monthly pay/leave salary/subsistence allowance of the amount of such
installment and the Mortgagor shall after paying the full amount of the
advance also pay interest due therein in **** manthly
inslaliments in the manner and on the terms specified in the said Rules,
provided lhat the Morlgagor shall repay the entire advance with interest in full
before the date on which hefshe is due to retire from service, failing which the
Mortgagee shall be entilled to enforce this securily of the Morigage at any
time thereafler and recover the balance of the advance when due together
with interest and costs of recovery by sale of the mortgaged property or in
such other manner as may be permissible under the law, It will, however, be
open lo the Mortgagor to repay the amount in a shorter period.

(1)(b) In pursuance of the said Rules and in consideration of said advance
sanctioned/paid by the MORTGAGEE to the MORTGAGOR  pursuant * to
the provisions contained in the said Rules the MORTGAGOR DOTH hereby
covenant with the MORTGAGEE that the Morlgagor shail always duly
observe and perform all the terms and conditions of the said rules and shall

to /lhe MORTGAGEE the said advance of Rs.

__(Rupees only) by
£ _ monthly instalments of Rs. from the
Mortgagor commencing from the month of 19

CerFlitf oL % or from the month following the completion of the house
- 'ngigh ; f@?!u barlier, till the date of his superannuation and the balance then
remaifiing tanding on his superannuation together with the interest on the
ot ﬁdvapc?d from the date of the advance to the dale of repayment from




—_-—-_

his gratuity / death-cum-retirement gratuity and the Mortgagor hereby B
authorizes the Mortgagee o make deductions from his monthly pay [ leave
salary of the amount of installments and from his gratuity/ death-cum-
retirement gratuity of such of the balances remaining unpaid at the date of his
dealhlretiremenh’superannuallon as herein before mentioned failing which the
Mortgagee shall be entitled to enforce this security of the Mortgage at any
time therealter and recover the balance of the advance then due together with
interest and cosls of recovery by sale of the mortgaged property or m such
other manner as may by permissible under the law. 1t will however, be open
to the Mortgagor lo repay the amount in a shorter period. i

te - Delete Clause (i){a) or {i) or (1) (b) whichever is inapplicable , 1

Mention whatever 1S applicable l,
The language will be modified if the mode of payment of advance is different from |
whal is prescribed in Rules. |

|

) if the MORTGAGOR shall utilise the advance for a purpose other than that for
which the advance 1s sanctioned or if the MORTGAGOR shall become
insolvent or shall case o be in service for any reason other than normal

retirement, superannuation or if he / she dies before payment of the advance
in full, or if the MORTGAGOR shall fail to observe of perform any to he the
terms, conditions and stipulations specified in the said Rules and on hisfher
part to be observed and performed (hen and in any such cases the whole of
the principal amount of the advance or S0 much thereof as shall then remain ]
due and unpaid shall become payable forth with to the MORTGAGOR with
interest thereon at 3 percent per annum calculated from
the date of the payment by the MORTGAGEE of the first instaliment of the
said advance. Notwithstanding anything contained herein, if the Mortgagor
utilizes the advance for a purpose other than that for which the advance 1S
sanctioned, it shall be open lo the Mortgagee o {ake such disciplinary action
against the Mortgagor as may be appropriate under the Rules of service
applicable 10 be Mortgagor.

e ——

(il in furlher pursuance of the said Rules and for the consideration aforesaid and
to secure repayment of the aforesaid advance and interest as shall at any
time or times hereinafter be due to the MORTGAGEE under the terms of

these presents the MORTGAGOR dolh hereby grant, CONVEY, transler,

et T R S LA

assign, and assure unto the MORTGAGEE ALL AND SINGULAR the said i
Mortgaged property fully described in the Schedule hereunder written :
together with buildings erected or to be erected by Mortgagor oOn the said | i
Mortgaged property or any of them belonging TO HOLD the said Mortgaged I

property with their appurtenances including all erections and building erected
and built or to be erected and built hereafter on the said Morlgaged property
or malerials for the time being thereon unto and to the use of the Morlgagee
absolutely forever free from all encumbrances. SUBJECT NEVERTHELESS
lo the provision fof redemplion hereinafter contained PROVIDED ALWAYS
AND it is hereby agreed and declared by and between the parties hereto that
if the MORTGAGOR shall duly pay to the MORTGAGEE the said principal
sum and interest hereby secured in the manner herein provided and alsa the ]
other moneys {if any) determined to be payable by the MORTGAGOR to the
MORTGAGEE under the terms and conditions of the said Rules, then the
MORTGAGEE will at any time thereafter upon the request and at the cost of
the MORTGAGOR reconvey. transfer. and reassure the said mortgaged
: 1o and to the use of the Mortgagor or as he may direct.




{v)
(a)

(b)

(c)

AND IT IS HEREBY EXPRESSLY AGREED AND DECLARED thal if there
shall be any breach by the MORTGAGOR of the covenants on his/her part
herein contained or if the MORTGAGOR shall become insolvenl or shall
cease lo be in service for any reason olher than normal retirement /
superannuation or if he / she dies before all the dues payable to the
Mortgagee under these presents together with interest thereon shall have
been fully paid of or if the said advance or any part thereof becomes payable
forthwith under these presenis or otherwise then and in any of such cases it
shall be lawiul for the MORTGAGEE without intervention of the Court, to sell
the said mortgaged property or any part thereof either together or in parcels
and either by public auclion or by privale contract with power to buy in or
rescind any contract for sale or to resell without being responsible for any loss
which may be occasioned thereby and to do and execule ali such acls and
assurances for effectualing any such sale as the MORTGAGEE shall think fit
AND IT IS HEREBY declared that the receipis of the MORTGAGEE for the
purchase money of the premises sold or any part thereof shall effectually
discharge the purchaser or purchasers lhere from AND IT IS HEREBY
declared that the MCRTGAGEE shall hold the moneys to arise from any saie
in pursuance of the aforesaid power upon TRUST in the first place there out
{o pay all the expenses incurred on such sale and then lo pay moneys in or
towards the satisfaction of the maoneys for the lime being owing on the
security of these presents and the balance if any to be paid to the Mortgagor.

The MORTGAGOR hereby covenants with the MORTGAGEE as follows :-

That the MORTGAGOR now hath in himselffherself good right and lawful
authority to granl, convey, transfer, assign and assure and MORTGAGED
property unto and to the use of MORTGAGEE in manner aforesaid.

Thal the Mortgagor shall carry out the construction of the house/addilions to
living accommodation in the aforesaid house exactly in accordance with the
approved plan and specifications on the basis of which the above advance
has been computed and sanctioned uniess a departure there from is
permitted by the Mortgagee. The Mortgagor shall certify, when applying for
installments of advance admissible at the plinth/roof level, that the
construction is being carried out in accordance with the plan and estimates
furnished by him to the Marigagee, that the construction has reached
plinth/roof level and that the amount already drawn oul of the sanclioned
advance has aclually been used on the construction of the house. He/She will
allow the Morlgagee to carry out either by himself or through his
representative an inspection lo verify lhe correctness of lhe aforesaid
cerlificates. If a false certificate is furnished by the Mortgagor, he/she will be
liable to pay to the Mortgagee forthwith the entire advance received by
her/him together with interest thereon at _ * percent per
annum and further will also be liable to appropriate disciplinary aclion under
the rules of service applicable to the Morlgagor.

That the Mortgagor shall complele the construction of the house/addilion to
living accommodation in the aforesaid housel within eighteen months of **
- unless an extension of time is allowed in writing by the
Mortgagee. In case of default the Mortgagor shall be liable 1o repay forthwith
the entire angounlt advanced to him together with interest calculated under the
said rules, An one lump sum. The Morigagor shall report the Mortgagee the
letion of the house and furnish a cerlificate lo the Mortgagee that
afnotmt of the advance has been utilized for the purpose for which it

“lidped,
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. GRAM : MAHASAGAR 4:

Nole: -
Clause (b) and (c) are not applicable when the advance is for the purchase of
ready buill houses or for repayment of loans laken by an applicant for the
conslruclion or purchase of a house

{d) That the Mortgagor shall immediately insure the house at his own cost, with
any of the nalionalized Insurance Society, for a sum not less than the amount
of the aforesaid advance and shall keep it so insured against loss or damage
by fire, flood and lightning as provided in the said Rules till the advance is
fully repaid to the Mortgagee and deposit the policy of insurance with the
Morlgagee. The Morigagor shall pay regularly the premium in respecl of the
said insurance from time to time and will when required produce to the
MORTGAGEE the premium receipts for inspection. In the event of failure on
the part of the MORTGAGOR to effect the insure the said house at the cost of
the MORTGAGOR shall thereupon the liable to pay interest thereon as if the
amount of premium had been advanced to him as part of the aforesaid
advance at _ il the amount is repaid to the MORTGAGEE
or is recovered as if it were an amount covered by the security of these
presents. The Mortgagor, shali give a letter 1o the Mortgagee as oflen as
required, addressed to the insurer, with which the house is insured with a
view lo enable the Morlgagee to notify to the Insurer the fact that the
Morlgagee is interested in the insurance policy secured.

{e) That the Mortgagor shall maintain the above said house in good repair at his
own cosl and shall pay all the Municipal and other local rates, taxes and all
other outgoings in respect of the Mortgaged property regularly until the
advance has been repaid in full. The Mortgagor shall also furnish to the
Mortgagee an annual certificate to the above effect.

{f) The Morlgagor shall afford full facility to the Morlgagee for carrying out
inspections after completion of lhe house lo ensure thal it is maintained in
good repair until the advance has been repaid in full.

(9) The Morlgagor shall refund to the Morlgagee any amount together with
interest, if any, due lhereon drawn on account of the advance in excess of the
expenditure incurred, for which the advance was sanctioned.

{h) That the Mortgagor shall not during the continuance of these presents charge,
encumber, alienate or otherwise dispose off the Mortgaged Property.

(i) Notwithstanding anything contained herein, the Mortgagee shall be entitled to
recover the balance of the advance with interest remaining unpaid at the time
of his retirement or death preceding retirement from the whole or any
specified part of the gratuity that may be sanctioned to the mortgagor. us

- Normal rate of interest lo be charged under the Rules. e
hid Here mention the date on which the first installment of the advance is paid

to the Mortgagor.

i
IN WITNESS WHEREOF THE MORTGAGOR has hereunto set his hand and |
Shri e _ for and on behalf of the SOCIETY Ltd. has hereunto —?' |

‘s‘gkﬂ'ﬁ;ﬁam‘ff e T
T ':\:i 3
y/ Sjuned by e’ said {Iortgagor)
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Signed in lhe presence of

1" Witness 2" Wilness

Address Address

Occupation Occupation

Signed by Shri for and on behalf of the Society in the presence of
1" Witness 2" Witness

Address Address

Occupation QOccupation

* To be filled in by Mortgagor

FROM NO. 4

Please see Rule 8 (c)

FROM OF MORTGAGE DEED TO BE EXECUGTED WHEN THE PROPERTY
IS LEASE - HOLD
{To be executed on Non-Judicial Stamp paper of requisite value)

This indenture made this _ day of (MM)
_ year and __ between son of
of 4 at present employed as

B T in the Society (hereinafter called “THE
MORTGAGOR” which expression shall unless excluded by or repugnant to the subject
or contexl include his/her heirs, execulors, administrators and assigns) of the ONE
PART and the National Centre For Antarctic And Ocean Research, a Society regislered
under the Societies Registration Act 1860 having its registered office at Headland Sada,
Vasco-Da-Gama, Goa (hereinafter called "THE MORTGAGEE" which expression shall
unless excluded by or repugnant to the subject or context include his successors in office
and assigns) of the OTHER PART.

WHERE AS the borrower has agreed to purchase land al ___ described in the
schedule hereto annexed from (insert name of the Vendor) and has paid
price oul of his own funds and obtained possession of the said land. AND WHEREAS
the borrower desires lo construct a house on the said land and whereas conveyance of
the said land will be executed in favour of the borrower bythesaid  (insert
name of the Vendor) only when the house is constructed AND WHEREAS the borrower
has under the provision of the rules framed by the Society to regulate the grant of
advances to Society employees for building. Etc of houses {hereinafter referred to as the
“said Rules” which expression shall, where the context so admits, include any
amendment thereof or addition thereto for the time being in force) applied to the Society

for an adyance.of Rupees ~_and the Society has sanctioned an advance of
Rsea rr l:l_L"1 full amount sanctioned) to the borrower side the Sociely / Project

A &
r
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/ Office letter No. dated a capy of which is annexed o these
presents for the purpose aforesaid on the terms & conditions sel forth thereon.

AND WHEREAS on the at the time of the drawl of the said loan an
agreement was executed by and belween the mortgagor and the Morlgagee whereby
the morlgagor inter alia undertook lo execule a document morigaging the said fial lo the
Mortgagee as security for the amount advanced 1o morlgagor as also for the interest
payable for the said amount in the from provided by the said rules.

AND WHEREAS by a deed of conveyance, date the

day of executed by and between the Authaority of the
one part and the mortgagor of the other parl for consideration in the said indenture
mentioned the Delhi Development Authority sold, transferred and assigned the
properties more particularly mentioned in the schedule to the said documents as also the
schedule hereunder lo the morlgagor on terms and conditions in the said indenture
menlioned.

AND WHEREAS the consideration for said transfer was paid by the mortgagor out of the

Society's loan of Rs. advanced to him.
NOW THIS INDENTURE WITNESSETH as foliows:
(iXa) In pursuance of the said Rules and in consideration of the said advance

sanctioned/paid by the MORTGAGEE to the MORTGAGOR pursuant to the
provisions contained in the said Rules the MORTGAGOR DOTH hereby
Covenant with the MORTGAGEE that the Mortgagor shall always duly
observe and perform all the terms and conditions the said rules and shall
repay to the MORTGAGEE that the said advance of Rs.

(Rupees only) by ** monthly
inslallments of Rs. {(Rupees Only)
from the pay of the Mortgagor commencing from the month of

Nineteen hundred and or from the

month following the completion of the house, whichever is earlier, and lhe
Mortgagor hereby authorizes the Morlgagee 1o make deductions from his
monthly pay/leave salary/subsistence allowance of the amount of such
installment and the Morlgagor shall after paying the full amount of the
advance also pay interest due therein in **** monthly
installments in the manner and on the terms specified in the said Rules,
provided thal the Morigagor shall repay the enlire advance with interest in full
before the date on which he/she is due to retire from service, failing which the
Mortgagee shall be entilled lo enforce this security of the Mortgage at any
time thereafter and recover the balance of the advance when due logether
with interest and cosls of recovery by sale of the mortgaged property or in
such other manner as may be permissible under the law, It will, however, be
open to the Mortgagor lo repay the amountin a shorter period.

Note : Delete Clause (i){a) or (i)(b) whichever is inapplicable

(i) If the MORTGAGOR shall utilise the advance for a purpose other than that for
which the advance is sanctioned or if the MORTGAGOR shall become
insolvent or shall case lo be in service for any reason other than normal
retirement, superannuation or if he / she dies before payment of the advance
in full. or if the MORTGAGOR shall fail to observe or perform any to he the

itions and stipulalions specified in the said Rules and on hisfher

served and performed then and in any such cases the whole of
mount of the advance or so much thereof as shall then remain

I )shall become payable forth with to the MORTGAGOR with
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interest thereon at * percent per annum calculated from
the dale of the payment by the MORTGAGEE of the first instaliment of the
said advance. Notwithstanding anything contained herein, if the Mortgagor
utilizes the advance for a purpose other than that for which the advance is
sanclioned, il shall be open to the Mortgagee to take such disciplinary action
against the Mortgagor as may be appropriale under the Rules of service
applicable to be Morigagor.

(i} In further pursuance of the said Rules and for the consideralion aforesaid and
lo secure repayment of the aforesaid advance and interest as shall at any
time or times hereinafter be due lo the MORTGAGEE under the lerms of
these presenis he MORTGAGOR dolh hereby grant, convey, transfer,
assign, and assure unto the MORTGAGEE ALL AND SINGULAR the said
Mortgaged property fully described in the Schedule hereunder written
together with buildings erecled or to be erected by Mortgagor on the said
Mortgaged property or any of them belonging TO HOLD the said Mortgaged
property with their appurtenances including all erections and building erected
and built or to be erecled and built hereafter on the said Mortgaged property
or materials for the time being thereon unto and to the use of the Mortgagee
absolutely forever free from all encumbrances. SUBJECT NEVERTHELESS
to the provision for redemplion hereinafter contained PROVIDED ALWAYS
AND it is hereby agreed and declared by and between the parties herelo that
if the MORTGAGOR shall duly pay lo the MORTGAGEE the said principal
sum and interest hereby secured in the manner herein provided and also the
other moneys {if any) determined to be payable by the MORTGAGOR to the
MORTGAGEE under the terms and conditions of the said Rules, then the
MORTGAGEE will at any time thereafter upon the request and at the cost of
the MORTGAGOR recovery, transfer, and reassure the said morlgaged
property unto and to ihe use of the Morlgagor or as he may direct.

(iv} AND IT IS HEREBY EXPRESSLY AGREED AND DECLARED that if there
shall be any breach by lhe MORTGAGOR of the covenants on his/her part
herein contained or if the MORTGAGOR shall become insolvent or shall
cease lo be in service for any reason olher than normal retirement /
superannuation or if he / she dies before all the dues payable to the
Mortgagee under these presents together with inlerest thereon shall have
been fully paid of or if the said advance or any part thereof becomes payable
forthwilth under these presents or otherwise then and in any of such cases it
shall be lawful for the MORTGAGEE without intervention of the Court, to sell
the said mortgaged property or any part thereof either together or in parcels
and either by public auction or by private contract with power to buy in or
rescind any contract for sale or to resell without being responsible for any loss
: which may be occasioned thereby and to do and execute all such acls and
assurances for effectuating any such sale as the MORTGAGEE shall think fit
AND IT IS HEREBY declared that the receipts of the MORTGAGEE for the
purchase money of the premises soid or any part thereof shall effectually
discharge the purchaser ar purchasers lhere from AND IT IS HEREBY
declared that the MORTGAGEE shall hold the moneys to arise from any sale
in pursuance of the aforesaid power upon TRUST in the first place there out
to pay all the expenses incurred on such sale and then o pay moneys in or
towards the satisfaction of the moneys for the time being owing on the
security,of these presents and the balance if any to be paid to the Mortgagor.




(a) Thal the MORTGAGOR now hath in himself/herself good right and lawful
authority to grant, convey, transfer, assign and assure and MORTGAGED
property unto and to the use of MORTGAGEE in manner aforesaid.

**{b) That the Morigagor shall carry out the construction of the house/additions o
living accommodation in the aforesaid house exactly in accordance with the
approved plan and specifications on the basis of which the above advance
has been computed and sanctioned unless a departure there from is
permitted by the Morlgagee. The Mortgagor shail certify, when applying for
installments of advance admissible al the plinth/roof level, that the
conslruclion is being carried oul in accordance wilth the plan and estimates
furnished by him to the Morigagee, thal the construction has reached
plinth/roof level and that the amount already drawn out of the sanctioned
advance has aclually been used on the construction of the house. He/She will
allow the Mortgagee to carry out either by himself or through his
representative an inspection lo verify the correctness of the aforesaid
certificates. If a false certificate is furnished by the Mortgagor, he/she will be
liable to pay to the Morlgagee forthwith the enlire advance received by
her/him together with interest thereon at ___ * percent per
annum and further will also be liable to appropriate disciplinary action under
the rules of service applicable to the Mortgagor.

(***c)That the Mortgagor shall complete the construction of the house/addition to living
accommodation in the aforesaid house within eighleen months of **
____unless an extension of time is allowed in wriling by lhe
Mortgagee. In case of default the Mortgagor shall be liable to repay forthwith
the entire amount advanced to him together with interest calculated under the
said rules, in one lump sum. The Mortgagor shall report the Mortgagee the
date of completion of the house and furnish a certificale to the Mortgagee that
the full amount of the advance has been utilized for the purpose for which it
was sanctioned.

{d) That the Mortgagor shall immediately insure the house at his own cost, with
any of the nationalized Insurance Society, for a sum not less than the amount
of the aforesaid advance and shall keep it so insured against loss or damage
by fire, flood and lightning as provided in the said Rules till the advance is
fully repaid to the Mortgagee and deposit the policy of insurance with the
Mortgagee. The Morlgagor shall pay regularly the premium in respect of the
said insurance from lime to time and will when required produce to the
MORTGAGEE the premium receipts for inspection. In the event of failure on
the part of the MORTGAGOR Io effect the insure the said house at the cost of
the MORTGAGOR shall thereupon the liable to pay interest thereon as if the
amount of premium had been advanced to him as part of the aforesaid
advanceat ___tillthe amount is repaid to the MORTGAGEE
or is recovered as if it were an amount covered by the security of these
presents. The Mortgagor, shall give a lelter to the Mortgagee as often as
required, addressed to the insurer, with which the house is insured with a
view to enable the Mortgagee (o notify to the Insurer the fact that the
Mortgagee is interested in the insurance policy secured.

(e) That the Morlgagor shall maintain the above said house in good repair at his

own cost and shall pay all the Municipal and other local rates, taxes and all
joings in respect of the Mortgaged property regularly until the advance
g:f\id in full. The Mortgagor shall also furnish to the Mortgagee an
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(f) The Mortgagor shall afford full facility to the Mortgagee for carrying out
inspeclions after completion of the house 10 ensure thal it is maintained in good
condition until the advance has been repaid in full.

{g) The Morigagor shall refund to the Morlgagee any amount together with interest,
if any, due thereon drawn on account of the advance in excess of the
expenditure incurred, for which the advance was sanctioned.

(h) That the said Conveyance Deed dated ~___is now vald and
subsisting lease of the said Morigaged property and are in no wise void or
voidable and the rents and lhe covenanls and conditions in and by the
indenture of lease reserved have been paid, performed and observed up to the
datle of these presents and thal the same is assignable in the manner

hereinbefore stated.

(i That the Mortgagor will so long as any money shall remain owing no security |
of the said Mortgaged property, hereinbefore expressed to be hereby |
assigned and in any case for the period of the said arrangement, duly i
observe all the covenants by the Lease and conditions contained in the said |
indenture of Lease referred against all aclions, suits proceedings, costs, |
charges, claims and demands which will be incurred or sustained by reasons i
of the non-payment of lhe said rent or the breach, non-performance or non-
observance of the said covenants and conditions of them.

{ii That the Mortgagor shall not during the continuance of these presents,
charge, encumber, alienate or otherwise dispose off the Mortgaged Property.

{(k} Notwithstanding anything contained herein, the Mortgagee shall be enlitled to
recover the balance of the advance with interest remaining unpaid at the time
of his retirement or death preceding relirement from the whole or any
specified part of the gratuity that may be sanctioned to the mortgagor.

IN WITNESS WHEREOF THE MORTGAGOR has hereunto set his hand and
Shri_ in the Society for and on behalf of the SOCIETY

Ltd. has hereuntd set his hand.

T e o e T S

Signed by the said (Mortgagor) |

Signed in the presence of:

1 Witness 2" Witness '
Address Address

[l
Occupation Occupation {
Signed by Shri In and on behalf of the Society in the presence of f ‘
1 Witness 2™ Wilness .
Address Address |

|
Occupation _ _ Occupation _H
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FORM No. 5
Please see Rule 8 (d)

FORM OF RECONVEYANCE FOR HOUSE BUILDING ADVANCE
(To be execuled on Non-Judicial stamp paper of requisite value)

The DEED OF RECONVEYANCE IS MADE THIS _ day of

{month) (year) Between the National Centre For Antarctic and Ocean
Research, a Society registered under the Societies Registration Act, 1860 having its
registered office at Sadaland, Vasco-Da-Gama, Goa (hereinafler called “THE
MORTGAGEE" which expression shall unless excluded by or repugnant to the subject or
context include his successors In office and assigns) of the ONE PART and

of (hereinafter called the Mortgagor which expression shal unless
excluded by or repugnant to the subject or context include his/her heirs, executors,
_administrators and assigns) on the OTHER PART.

WHEREAS by an indenture  of Morigage, dated  the ___day

{month) (year) made BETWEEN the Mortgagor of the one pat and the
Mortgagee of the other part and registered at ~_in Book ____ Volume
____Pages to ___No. for (hereinafter called the Principal Indenture). The
Mortgagor by the said Principal Indenture mortgaged the property al and more
particularly described in lhe Schedule hereunder written to the Mortgagee lo secure an,
advance of Rs. ___made by the Mortgagee to the mortgagor.

AND WHEREAS all money due and owing to the security of the PRINCIPAL
INDENTURE have been fully paid and satisfied and the Morigagee has accordingly at
the request of the Morlgagor agreed lo execute Reconveyance of the Mortgaged
premises as is hereinafter contained. Now this Indenture witnesseth that in pursuance of
the said agreement and consideration of the premises the Mortgagee doth hereby grant,
assign and reconvey unto the Mortgagor. All that the piece of land situaled at
e o LS comprised in the said Principal Indenture and more particularly
described in the schedule hereunder written with their rights, casements and
appurtenances as In the Principal Indenture expressed and all the estates, rights, title
interest, property, claim and demand whatsoever of the Mortgagee into out of or upon
the said premises by virtue of the Principal Indenture to have and to hold the premises
here before expressed 1o be hereby granted, assigned and reconveyed unto and to the
use of the Morlgagor for ever freed and discharged from al moneys intended to be
secured by the said Principal Indenture and from all actions, suits, accounts, claims and
demands for, or in respect of the said moneys or any part thereof, for or in respect of,
the Principal Indenture or of anything relating to the premises and the Mortgagee hereby
covenants with the Mortgagor that the Mortgagee has not done or knowingly suffered or
been party or privy o anything whereby the said premises or any part thereof, arefis or
can be impeached, encumbered or effected in lille estate or olherwise however. IN
Witness whereof the Mortgagee has caused ____onhis behalf to set his hand the day
and year first above writien.

] 16l




SCHEDULE ABOVE REFERRED TO H

Signed by Shri for and/or behalf of the Morlgagee

Signature .
For and on behalf of the Society f

In the presence of:

1% Wilness 2™ Witness

Address Address

Occupation Qccupalion
FORM No. 6

To be fillzd by the applicant -Pleasc sce Rule 11 (a}

GRANT OF ADVANCE PURCHASE OF LAND OR PART/FULL
CONSTRUCTION/ENLARGEMENT ETC. OF AHOUSE
APPLICATION FORM

1. Name (in block letlers)

2. (i} Post held Division/department. |

(ii) Length of service an the date of applicalion

33 Present Pay / scale of pay __

4. Date of Joining NCAOR _

5. Date of retirement/Superannuation

6. Amount of Contributory Provident Fund/any other advance/final withdrawal taken
for purchase of land/construction (An allesled copy of the sanction to be
enclosed)

PARTICULARS RELATING TO ADVANCE ;n

|

7. If advance is needed for purchase of a piot and/for construction of a new house, ?
please give the following information: - _&
!

f—
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A. PLOT
Locatio | Rural/ |Is it clearly | Approximate | {a) Cost If not | Unexpired
n with | Urban | demarcated & | area (in sq. | {b) Amount purchased | portion of
address developed meter) aclually when lease if not
paid proposed to | free-hold
be acquired
1. 2 3 4. 5 6. 7.
(a)
(b)
B. CONSTRUCTIONS

| Floor wise areato | Estimated Amount of advance | Number of instalments |

Be constructed Cost Required (for for repayment
i M | Land/construction/both |

g 8. 9. 10. 1 11 |
8. If advance is required for enlarging the existing house, please slate:

"Location | Pinlh Plinth area T Cost of [ Cost of | Total | Totalcost | Amountof | Number ol
With | Area in sq | Proposed lor | construction/a | proposed | plinth (4+5) Advance instatments of
address | milr enlargement {in | cquisition of @ enlargem | area Required repayment

— e | 5. mir} i existing house | _ent [ (2+3) - = i —

(1 |2 4 5 |6 |7 |8 9

i

4

Nole: If the enlargement is proposed on any floor other than ground fioor, a certificate
from an approved Engineer to the effect the foundations of the existing struclure can safely
take the load of proposed enlargement, should be enclosed.

[ Location walh | Plinth area
address

|
[73
i.

S
1. 12

TWhen | Price settled
constructed

|

The agency | Amount  {(a} | Amounl  of | Number of |
from whom | already paid advance nstaiments for
to be | (b}to be pad required repayment i
_purchased + m— -

5 1 & 7 -]

{a)
{b)

J63




MISCELLANEQUS

9. If you or any dependent member of your family already own a house, please
stale:
| Location with | Plinth Area | Present  fair market | Reasons for acquiring |
Address (Floor-wise) ' value another house of
. enlarging the exisling
_ | | house !
11 |2 |3 | 4. |
| |
| !
L e . [ 2 = i
10. Have you enclosed (a) the relevant construction pian approved by the Municipal
authority concerned and (b) detailed construction estimates based on
Centrai/State P.W.D. Schedule prevailing in the are corrected as per relevant
cost of Index duly signed by qualified engineer.
DECLARATION
he I Solemnly declare that the information furnished by me in reply to the various
items indicated above is true and correct to the best of my knowledge and belief,
2. | have read the rules regulating the grant of advance of NCAOR employees for
purchase of land and purchase/construction of building etc. and agree to abide by
the terms and conditions stipulated therein.
3 | certify that *:

(i)

(ir)

(iii)

My wife/husband is not a Corporation servant/my wife/husband/who is a
Corporation servant, has not applied/for and/or obtained an advance
under these rules,

Neither my wife/husband/minor child nor | has applied for and/obtained
any loan or advance for requisition of a house in the past from any
source-Corporaltion/Government.

The construction of the house for which the advance has been applied for
has commenced on (date} and has reached
stage/has not been commanded.

Station: Signalure of the applicant
Designation
Depl/Section in which employed

Nt




{To be completed by lhe Sanctioning Authority)

| have scrutinized the application of Shri / Shrimati / Kumar
(Designation) and have saltisfied myself of the correctness of the fact,

etc. stated therein. |

My recommendalions are as follows:

i (i) Amount of be approved.
(i) Number of instalments.
(iti) Interest.
{iv) Amount of Gratuity due on the date of his superannuation.

| have satisfied myself that the application has/will get a clear unencumbered title lo the
property.

Date Signature
Name & Designation

» Strike out the alternative (s) not applicable
» Certified thal the amount of monthly deduction suggested at above falls within the
paying capacity of the applicant.

FORMNO 7

Please see rule 11(ajl}

AFFIDAVIT

I son of resident of and ' }
employed as with NCAOR do hereby solemnly affirm and declare as |
under:

1. That | hold a clear and marketable title in respect of

(Give necessary details of plot/house).

2) That there is absolulely no encumbrance, charge or mortgage on the property
described hereinabove, and the said property is not subject to any pending
litigation or attachment from Courts or Income Tax and other Government |

Depariment.

Deponent

Verification

I . the above named deponent do hereby verify that the
declarations made above are true and correct o my knowledge and no parl of it is
false gﬂﬂ_ﬂothlng has been concealed there from.

Deponent

165
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FORM NO 8

Piease see rule 11{a){il)

NON-ENCUMBRANCE CERTIFICATE

Itis certilied that after invesligation from the records of the Office of the Registrar/ Sub-

Registrar and on the basis of information gathered from the
Sworn declaration made by Shri/Shrimati sio W/o
Resident of that the property

Described hereunder:;

Plot/House bounded as

North

South

East

Waest

Vide conveyance deed number dated measuring
_____ square melers situated at within the limits of Municipal
Committee is the absolute property of Shri/Shrimati__ S/o W/o
_ Residentof ______ andis not a Joint Family Property. The said property is free

from all encumbrances and attachment for the last 123 years and the said Shri/Shrimati

____has a clear and markelabie title lo the said property.

Registrar / Sub-Registrar

Place

Date

sy
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No.

FORM NO. 9
(Please See Rule 11.c)

NATIONAL CENTRE FOR ANTARCTIC AND OCEAN RESEARCH

Date:

OFFICE ORDER NO.

suUB: Grant of House Building Advance

Sanction of the Competent Authority is hereby conveyed under the Society's Rules for
Grant of an advance of Rs. {Rupees only) lo Shri

o ~ Designation Department for

the following pur?o@: -

(@)

(b)

()

28

(a)

(c)

of

*

cases
Single sloried
House

Construction
Purchase | 20% of aclual cost
land and | of the plot which
construction

Construction of a new house including acquisition of tand) on Plot No. __Block
No. Ci District __provided floor area of the

not less than 22 sq. meters; of

house to be constructed IS
Purchase of a ready built housefownership flat from a Public Housing Agency etc.
provided (1) the purchase is an outright one and not on hire purchase basis and
(i) the employee gels a clear title and the right to morlgage the housefflat; or

Enlarging the exisling house owned by the employee. House No ____ lane
city and District

The advance is sanctioned on the following terms and conditions:

For plot purchases

for purchase

‘ of a plot.
15 1l

2

ever he less

Strike out whichever is not applicable.

2(a) The amount of the advance together with interest thereon shall be recovered in full

before the superannuation of Shri _____and will be recovered in
N ___(indicale the total number of instalments) month instaiment of Rs
~_towards the principal s monthly instaiments of Rs

_______lowards interest. The rate of interest shall be at the Central
Government rate of interest for house puilding advance in-force on the date of the
sanction for this advance. The competent authority will allow 2 rebate of 1 ¥2% per
annum if the conditigns altached to the sanction including those relating lo the
recovery of the amo nt are fulfilled completely to its satisfaction. The portion of the
higher rate of interest shall be treated as being recovered first

e recover of the advance shall commence from the pay of the

installments for Constructions, after allotting a portion, it any,

s



2 (b) Shri shall incorporate a suilable clause in the prescribed
Mortgage Deed form o the effect thal he will construct the house within the

prescribed time limit by (mention name of the agency such as DDA
etc., if involved) of 18 months from the drawal of first instalment, whichever is
earlier.

3. Thegrant of the advance is subject to the following further conditions: -

(a) He shall establish his cleat and marketabie litle to the 1and to the satisfaction of

the Society and shall keep the said land free from all encumbrances, charges,

lien and atlachment till the principal amount and interest due thereon is paid 0
the Sociely. Any deviation or violation of this condition or any other laid down
herein or in other deeds and documents executed by Shri ~__ shall render
the amount of advance and interest due payable immediately besides any other
action that may be deemed necessary and laken by the Society.

{b) He shall mortgage in favour of the Society (1) the jand purchased by him along

with the house 10 be built thereon where such mortgage is permitted by the

ierms of the sale of land. In case where the terms of sale do not vest the litle in
the purchaser tili the house is erecled on the land he shall execute an
agreement with the Society agreeing to mortgage the land, together with the
house to be built thereon as soon as the house has been built and the tite lo the
properly is complete; or {i) the ready built housefflat immediately after its
purchase.

(c) The construction of the house of which advance has been drawn shall

commence wilhin 30 days from the dale of actual drawi of advance. The

sanclioning authority may, however, extend this time limit for a period not
exceeding one month on the merits of each case.

(d) The construction of the house shall be carried oul exactly in accordance wilh

the approved plan and specifications on the basis of which the above advance

has been computed and sanctioned unless a departure there from is permilted
by the compelent authority. Shri _____shall certify, when applying for the
instalments of advance admissible at** plinth levelfroof level of the ** ground
floor/ thal the construction is being carried out strictly in accordance with the
plant and estimates furnished by him to the Society that the construction has
reached the plinth level/** roof level of the ** roof level of the** ground floor/™*
and that the amount already drawn out of the sanction advanced has actually
been used on the construction of the house.

{(e) The construction of the house shall be completed within 18 months of the dale

on which the first instalment of the advance is drawn by Shri

________or within a time limit prescribed by (menlioned
name of the agency such as DDA elc. if involved) whichever is earlier uniess an
extension of time is allowed by the Society in wriling.

S e

Failure to do so will render him liable o refund the entire amount advanced 10
him together with interest calculated under the said rules, in one lump sum. The
Morlgagor she report to the morigage the dare of completion of the house and
furnish a cerjfficate to the mortgage the date of completion of the house and
rtificate to the mortgage that the full amount of the advance, has
| for the purpose for which it was sanctioned.

‘B 10%




(f)

Immediately on completion of the house Shri shall insure the
house, at his own cost, with any of the Nationalized Insurance Companies for a
sum not less than the amount of the advance of Rs ______against damage
by fire, flood and lighting and shall keep it is insured, and deposit the policy with
the Society till the advance is fully repaid to the Society along with interest. Shri

should also furnish to the Sociely a letter {as prescribed in
Form No. 13) to the Insurer with whom the house is insured, {o nolily lo the
latter the facl, that the Society is interested in lhe Insurance Policy secured. In
the case of insurance effected on annual basis, this process should be
repealed every year unlil lhe advance along with interest has been fully repaid
to the Society. The house must be maintained in good repair by Shri
at his own cosl. He shall keep it free from all encumbrances,
and shall continue to pay all the Municipal and other local rates and taxes
regularly at least till the advance has been repaid lo the Society in full together,
with interest.

(g) After completion of the house, annual inspection shall be carried out by an

authorized officer of the Society and Shri : should provide
necessary facility for these inspection to the officer designated for the purpose.

(h) In case Shri does nol repay the balance of the advance and

(®

(k)

interest due to the Society on or before the date of retirement/death, it shall be
open to Society to enforce the security of lhe mortgage at any time, thereafler
and lo recover the balance of the advance due together with the interest and
cost of recovery, by sale of the house or in such the manner as may be
permissible under the law. It shall also be open to the Society to recover the
balance of advance and interest thereon from the Gratuity and other dues
payable in respect of Shri

The ulilization of the advance for lhe purpose other than that, for which it is
sanctioned, shall render Shri liable to disciplinary aclion under
Conduct. Discipline and Appea! Rules of the Society apart from his being called
upon lo refund to the Society forthwith, the entire advance drawn by him
together with penal interest at bank rate lhereon, in one lump sum.

*Shri shall submit a letter of Assurance from (fill in
the name of Public Housing Organisation) and it shall granl permission to
ShrifShrimati for mortgaging the building/flat/piot as the case may

bhe, after completion.

Shri shall have to submit an undertaking (in the proforma at
From 7-A) along with other papers/documents before disbursement of first
instalment of the advance, indicating therein that he has read an under stood
House Building Advance Rules or the House Building Advance Rules have
been read over 1o him and he understands the same and the terms and
conditions laid down in the Sanction Order and shall abide by these provisions.

SANCTIONING AUTHORITY

it

_—

e

By

L

el




{f} immedialely on completion of the house Shri shall insure the
house, at his own cost, with any of the Nationalized insurance Companies for a
sum nol less than the amount of the advance of Rs against damage

by fire, flood and lighting and shall keep it is insured, and deposit the policy with
the Society lill the advance IS fully repaid to the Society along with interest. Shri
should also furnish to the Society a letter {as prescribed in
Form No. 13) to the Insurer with whom the house s insured, lo notify to the
lalter the fact, that the Sociely is interested in the Insurance Policy secured. In
the case of insurance effected on annual basis, this process should be
repealed every year unlil the advance afong with interest has been fully repaid
o the Sociely. The house must be maintained in good repair by Shri
al his own cost. He shall keep it free from all encumbrances,
and shall continue to pay all the Municipal and other local rales and taxes
regularly at least till the advance has been repaid to the Sociely in full together,
with interest.

(g) After completion of the house, annual inspection shall be carried oul by an
authorized officer of the Society and Shri _ should provide

necessary facility for these inspection to the officer designaled for the purpose.

(h)hinicase Shri-— ~_ does notrepay the balance of the advance and

interest due to the Society on or before the date of retirement/death, it shall be
open to Society to enforce the security of the mortgage at any time, thereafter
and lo recover the balance of the advance due together with the interest and
cost of recovery, by sale of the house or in such the manner as may be
permissible under the law. It shall also be open lo the Society to recover the
balance of advance and interest thereon from the Gratuity and other dues
payable in respect of Shri .

(i) The utilization of the advance for the purpose other than that, for which it is

sanclioned, shall render Shri liable to disciplinary action under
Conduct. Discipline and Appeal Rules of the Society apart from his being called
upon to refund 1O the Society forthwith, the entire advance drawn by him
together with penal interest at bank rate thereon, in one lump Sum.

() B Shrizmsen ~_shall submit a letter of Assurance from {fillin
the name of Public Housing Organisation) and it shall grant permission o
Shri/Shrimati ___ for mortgaging the building/flat/plot as the case may

be, after completion.

(k) Shri shall have lo submit an undertaking (in the proforma at

From 7-A) along with other papers/documents before disbursement of first
instaiment of the advance, indicating therein that he has read an under stood
House Building Advance Rules or the House Building Advance Rules have
been read over to him and he understands the same and the terms and
conditions laid down in the Sanction Order and shall abide by these provisions.

SANCTIONING AUTHORITY

16Y
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FORM NO. 9 A

(Please sce para (k) of Sanction Order)

UNDERTAKING TO BE FURNISHED BY THE EMPLOYER BEFORE
DISBURSEMNET OF FIRST INSTALMENT OF THE ADVANCE

1, Shri Son of certify that | have read

e e
and understood the House Building Advance Rules and the terms and conditions laid
down in the office order number dated regarding grant of House
Building Advance lome. | shall abide by the Rules and the terms and conditions of the

Office Order Number dated . Or

|, Shri______SOn of ~ cerlify that the House Building Advance Rules and the
terms and conditions laid down in the Office Order Number ____dated___
regarding grant of House building advance tome have peen read over to me and | have
understood the same. | shall abide by the rules ibid and the terms and conditions of

office order dated _

Signatures
Place Name & Designation:
FORM NO. 10
pPlease see Rule 11(c)
INDEMNITY BOND
(To be executed on a non-judicial stamp paper of a requisite value)

THIS INDEMNITY BOND executed on this ________day of _____Month
_______Year et _____by Shri _______S!o
resident of __ (hereinafter referred to and called “the

Obligor”, in favour of the National Centre For Antarclic & Ocean Research., a Society
registered under the Socielies Registration Act 1860, and having its registered office at
Headland Sada, \asco-Da-Gama, Goa hereinafter referred to and called "the Society")-
The two expressions “the Borrower’ And “the Society’, shall unless these be repugnant
to the subject or context hereof, include their respective SUCCessors in interest, official

liquidators, permitted assigns etc.

WHEREAS  the Society  vide sanction  order No == ___dated
has sanctioned the House Building Advanced to the obligor for the

.
purpose of getting his name registered underthe Self Financing Scheme
for the allotment of a residential fiat.

AND WHEREAS, the obligor has agreed to receive the said advance for the purposé as
mentioned hereinabove and has separalely executed an agreement therefor with the
Society, a copy of which is annexed hereto as an integral part to this Bond.

AND WHEREAS, the ogligor besides the other deeds and documents as mentioned in

the ?‘?ﬁ éﬁé"ﬂ—‘mﬁer hag agreed 10 furnish the Society as “indemnity Bond” as herein

=
( /
)
L, E
W,

%
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NOW, ttus deed of Indemnity wilnesseth that in consideration of the Society having
agreed to grant the advance as stipulated in sanction Order No. daled

: the obligor named above hereby covenants thal he shall use and utilise
the said advance only for the purpose as mentioned hereinabove and also comply with
all the terms and slipulations as conlained In the sanction order, deeds and documenls
execuled by him in this regard. The obligor also further covenanis that he shall at all
times, on demand and without demur indemnify and also keep harmless and said
Socicly against all losses, damages, claims and demands whatsoever which may
suffered by or brought or made against the Society as consequence of his failure o
abide by or violating the lerm and stipulation and/or on the happening of any evenls as
contained in the documents separately execuled by the borrower in consideration of said
advance.

BUT SO NEVERTHELESS, that il the obligor shall die or become insolvenl or al any
lime cease to be in the service of the Sociely, the whole or so much of the said advance
together with interest as shall then remain unpaid forthwith become due and payable o
the Society and recoverable in one instalment by virtue of this Bond.

The obligor shall not be discharged or released from his obligalions in any manner by
any indulgence shown or forbearance exlended lo him by the Sociely for any reason or
of any kind.

IN WITNESS WHEREOF lhe obligor has execuled these present on the
day ol one thousand nine bhundred and and
execuled by

Obligor herein in the presence of:
(Signature of Obligator)
Name & Designation

Wilness:

1. Signalure
Address
Occupalion

2. Signature
Address
Qccupation

ACCEPTED FOR AND ON BEHALF OF THE SOCIETY BY
In the presence of:

Name & Designalion

Signature
Wilness:
1.

2.

1.  Signalure
Name & Address

2, Signalure
£+, Name& Afidress

TVe P rop——r————




FORM NO 11

LETTER OF AUTHORITY FOR COLLECTING DUES FROM GRATUITY FUND
DUES AND OTHER DUES

Please see rule 11{e}{vi)

(Toe be executed on Non-Judicial Stamp Paper of requisite value)

The Director,
Nationa! Centre for Antarclic & Ocean Research,

Headland Sada
Vasco-Da-Gama, Goa

Sub: Advance of Rs. (Rupees only) from National Centre for
Antarctic and Ocean Research.

Sir,

Irrespective of any securities, guarantees and other rights provided o you by me and/or
available to you under the jaw for enforcement of my advance of Rs. ___

(Rupees only) with all agreed interests and costs charges and
Eexpenses which have already obtained from you for
bui1dinglconstruclinglbuyingiacquiring my housefland/flatitenement at _____andlor for

enforcement for the said securities and guarantees elc. against me. | do hereby
irespective of my any nominations, irrevocably authorize you to coliect, realize, receive
and accept from the Gratuity Fund of which | am a member and to which | will be entitled
to all of my dues or sums payable to me by them or you on my ceasing lo be an
employee of the Society or on my retirement discharge or otherwise and/or to hoid and
retain and appropriate or otherwise adjust the same and/or any bonus and salary of
wages payable to me with full power to set off such dues of sums or bonus and salary or
wages against or in satisfaction of my said loan amount of Rs. _____ (Rupees
only or any part or parts thereof, which will for the time being remain unpaid withal
agreed interest, costs, charges and expenses without any demur and/or without any
objection and without any recourse to me ar to my heirs, SUCCESSOrS and nominees,
legal representatives and assigns AND this arrangement will bind your successors and
assigns and my heirs, SUCCESSOI'S, NOMINEESs and legal representatives.

Yours faithfully,

WITNESS
Signature Signature
Name & Designalion Name & Designation

Address Address

T

f

|

e ——
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FORM NO 12

Please see rule 13{cjii)
ANNUAL CERTIFICATE REGARDING PROPER MAINTENANCE OF THE HOUSE

AND PAYMENT OF MUNICIPAL TAXES ETC REGULARLY
(To be submilted to the Sanctioning Authorily)

CERTIFIED THAT

(a} During the year , | have paid Municipal and other laxes as
are levied on the house constructed / flat purchased.

(c) The house/ilat haws been maintained in proper condition.

Signature
Name & Designation
Dale:

FORM NO 13

Please see rule 13241)

FORM OF REPORT TO THE PRESCRIBED AUTHORITY AFTER
COMPLETION OF THE BUILDING/ENLARGEMENT OF A HOUSE

To

Sir,

Vide my application-dated | had applied for sanction of advance for

and that sanction was accorded vide office order number
dated . The House has since been completed

and | enclose a valuation report duly certified by (Name of firm of

Civil Engineers or Civil Engineer of repute)

Yours faithfully

Signatures
Name & Designation

=27
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VALUATION REPORT

I/We hereby certify thal I/\We have valued house ‘ constructed by Shri/Shrimati
and We give below the value at which ¥We estimate the cost of the house

under the following headings:

HEADINGS COST (InRs.}
1. Bricks

2. Cement

3. Iron & Sleel

4. Timber

5. Sanilary filings

6. Electrical fitings

7. All other special fittings

8.  Labour charges

g All other charges

Total value of the house R

Date Signatures of the Valuation Authority
Name, Address and Stamp
+ Here enter details of the House.

FORM NO. 14

{Please see Rule 14}

FORM OF LETTER FOR INTIMATION TO (Fill in the
full particulars of the Nationalised Insurance Society with whom the house is to
be insurance) SOCIETY'S INTREST IN INSURANCE POLICIES OF HOUSE
CONSTRUCTESIPURCHASED WwITH HOUSE BUILDING ADVANCE
ADMISSIBLE UNDER THE RULES.

From

To

Dear Sir,

i,




| am to inform you that the National Centre for Antarclic & Ocean Research, Goa
(NCAOR) is interested in House Insurance Policy No. ; secured from your
company and to request thal you will kindly insert a clause lo the following effect in the

Policy.
FORM OF CLAUSES TO BE INSERTED IN THE INSURANCE POLICY

1. It is hereby declared and agreed that Shri {the
owner of Building hearing Municipal No. (hereinafter referred to as
the insured in the Schedule to this Policy) has mortgaged the house lo the
NCAOR (hereinafler called the SOCIETY) as security for an advance for the
construction of the house and itis further declared and agreed that the SOCIETY
is interested in any moneys which but for his endaorsement be payable to the said
Shri _ ___(the insured under this Policy) in respect of the loss or
damage to the said house {which loss or damage is not made good by repairs,
reinstatement or replacement) and such moneys shall be paid to the SOCIETY as
long as he is lhe Morigagee of the house and his receipt shall be full and final
discharge to the Insurance Society in respect of such loss or damage.

2. Save as by lhis endorsement expressly agreed, nothing herein shall modify or
affect the rights or liabililies of the insured or the Insurance Society respeclively,
under or in connection with this policy or any terms, provisions or conditions

thereof.
Yours faithfully
Date: (Signatures of Policy Holder)
Name & Address
Date:
Piace:

Forwarded. The receipt of the letter may kindly be acknowledged. It is also requesled
that the undersigned may kindly informed whenever any claim is paid under the policy
and also if the premium is not paid periodically for renewal.

(Designation of the
Controlling Officer/Head of the Department

Place:
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