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l. Vision and Mission of Nashik Municipal Smart City Development Ltd.

l.l The Vision of NMSCDCL is:

Outstanding performance through lean and professional orsarizaion driven by 'puy

for performance policies.

a. Idcntifu the key positions and key result areas (I(RAs) of each position

b. Provide objective criteria for remuneration and link it to achievemerits of I{RAs

c. Recruitment through transpareflt and equal opportunity criteria within the

framework laid dorvn for recruitment for public sector undertakings

1,.2 The Mission of NMSCDCL is:

f'o facilitate urban development and smart cities mission by acting as a goverl]ing body,

thc SPV will support state governmeflt and existing agencies in formulation of policies,

institutional capactq building and project implementation, and will assist in the funding and

implementation of projects as laid dorvn in the objectives of the Company.

The SPV shall be guided by the follorving key operating principles in its vision and mission.

1. Cittzcn & stakcholdcr Focus: Provide service to citizens & stakcholdets and respond

to their nccds and interests in a respectful, reliable and professional maflner.

2. L,nvironmental Responsibility: Plan and manage thc operations as responsible stewatds

of our natural fesources and thc cnvironment.

3. Safety Ar,vareness: Perform rvork with a high level of safety awareness for ourselves,

our fellow employees and the public.

4. Employee Inclusiveness: Respect and value the contributions of employees because

everyone is important to the success of the operations.

I
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Recruitment & Selection Policy & Process

All cmployces in the company shall be appointed in any of the follorving methods

^. 
HOD's - on contract for the period of 3 years (If required) subject to yeady
revierv and subject to annual inctement based on performance.

b. Positions belorv FIOD - on Contract C)ri contract for thc pedod of 11 months
extendable on the need for continuation of the position.

c. On deputation for 3 years from Government of India / Government of
Maharashtra / Public Sector Undertakings of Government of India or
Government of Maharashtra which may be extended by due approval of the
Board of Directors.

d. By '"vay of re-employmeflt of the eminent retired government employees in the
selected professional areas on contract for 3 ycats for HOD and 1.1. months for
bclow FIOD position.

2.1 Manpower Requisition Form (MRF)
r\ NIRF should be taiscd by the depatment requiring staff either against existing

vacancies or ncw hires. The MRIi should be approved by the Flead of Department and sent

to HR Department for commencement of recruitment. The MRF should contain details of (i)
thc position(s) to be filled, nature of requirement (replacemcnt / additional), number of
positions, the suggested JDs, minimum qualification and experience required fot the post/s,
dcsignation, grade and other relevant details. It should also state the earliest date by r,vhich the

person is required to join. -I'he MRF should also be approved by the Flead HR Department

before the commericemefit of the recruitment process.

2,2 Constitution of Selection Panels for Recruitment

'I'he Company will constitute Selection Panels from the Government/ ULB/Private
Sector/Professional Bodies/Internal Departments to interyiew and assess candidates.

2.3 Sourcing of Candidates

Sourcing of candidates for filling ari approved position may take place either through
external or internal sources as may be decidcd by the Head of HR Department in consultation

with the CIIO. lJased on such consultation, the Flr:acl FIR will decide ofl the solrrce s, channels

and ptocess. The channels of recruitment comprise the following:

ffiffia"
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Source Channel

External Sources - a. Utilizing the services of Placemcnt Agencies

any one or all may be b. Sourcing CVs fromJob Portals

parallelly sourced by .. Direct Press Advertisements

HR Department

Iflternal Sources a. Data Bank of CVs maintained by HR Department
b. lntcrnalJobPostings

c. Deputation/Secondment from ULB/Government Departments

d. Promotions

2.3( ) Placement Consultants
fior recruitment to senior positions requiring considerable experience and expertise and

critical specialization, the Company will engage the services of a ptofessional place ment serwice

provider/s. The decision to use a professional agency or not rests with the CEO. "I'he process

that will be followed to engage a Professional Agency is:

11.

111.

V.

vii.

iv.

The HR Department shall select a Placement Agency based on their curreflt clientele,
size of database, past performance records and fecdback from peer groups. The
Placement Consultants, so selected, will form a Panel to be duly approved by the CEO.

From the Panel so constituted, the FIR Departmeflt rvill select one r\gency, ncgotiate
their terms and conditions and scope of work and will obtain the approval from the
CtrO to errgage the Agency. The decision of the CEO r.vill be final in all such

engagements.

'fhe requirement as per MI{I] and the Job Description shall be discussed with the
Agency by the FIR Departmcnt, and the Agency will source candidates/CVs from their
own sources and carry the initial screening of the CY /Candidate for the position to be

filled in.
The CVs of the candidates so shordisted will be sent to the Head of the HIt
Department of the Company for further screening and conducting necessary

Interviews with the Company's Selection Panel.

T'he Agency will assist the Company in conducting the intervier,vs of the shortlisted
candidates and carrying the background checks as may be required by the Company.
The decision of the Company shall be final in selecting or rejecting the candidates.

Or Lhe date of the caldidalc's joirrirrU, Lhc HR clepartrtretrl shall couttlunicate to thc
Placement Agency about thc CTC offered to the candidate, based on rvhich the
Placement r\gency should raise the invoice as per terms agreed rvith the Company.

r-
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2.3(B) Job Portals and Direct Sourcing

i\s and when dccmcd necessary thc Company r,vill subscribe to theJob Portals, through which

sourcing may also takc place. T'he process of sourcing candidates through job portals will be

as follor,vs:

ii.

iii.

Job pottals may be used for posting of jobs and for searching resume database

for the position to be filled.

The FIR Department, based on the N4RF, rvill identify the CVs, verify the same,

have preliminary dialogue with the candidate to be considered for the pc.rsition.

Based on the candidate 's willingness, the HR Depattment will call for additional

details, screen the candidates and prepare a shott List for detailed interviervs with
the Selection Panel.

Short-listed candidates are called for selection interview.1v.

2.3 (C) Newspaper Advertisements /Walk-I n-I nterviews

Where necessary, the Company may advertise the positions through press

advertisements in the newspapers with large circulation either locally or ofl all India basis.'I'he

HR Department will prepare the text of the advcrtisement based on the MRF and obtain the

approval of Flcad of FIR prior to telease. The advertisement should normally contain details

like (i) tide, level, grade and number of positions, (ii) Department/function (iii) prescribed

minimum qualification and experience of the position, (iv) special skills tequired if any (v) brief
job descdption (vi) r.vhom and when to apply (vii) particulars required from the candidates and

(viii) any other relevant details. The date and ner,vspapers where the advertisement should

appear will be decided by the Head FIlt Department.

2.3(D) Internal Job Posting

The process of filling vacancies or new requirement m y also be met from internal

sources to ensure (i) adequate gror.vth opportunities are made available to the employees and

(ii) optimize the Company's manpower. The process of filling vacancies from 'uvithin the

organizatton is as follows:

i. The HR Depattment will advetise the post/s internally either through Company's

electronic mail/bulletin boards/notice boards. The advettisement r.vill contain details,

such as, number oi positions, level, grade, department/function, minimum academic

qualification and experience required, special skills and expected expertise fot the

position and any other requirement. trmployee candidates found eligible in tetms of
the advertisement r.vill be called ior interuiew and selection made. If lications are

received in response to the advertisement made in the

position will be advertised in the group.

ys, the

?

l,



ii. All eligible employccs in tetms of the advertisement should apply to the Head FIR

Department through his/her departmental head in the format prescribed and attached

to the advertisement.

iii. Thc HR Department will screen the applications received and rvill prepare a shott list

of candidates to be called for intcrvier,v with the Selection Panel.

iv. f'he intervierv r.vill be conductcd by the Selection Panel in the normal coursc and those

found suitable r,vill be shortlisted for final round of discussion/interview r.vith the CEO

and Flcad FIR or CL,O and Chairman of thc Company as the casc may be. The selection

panel will make the final recommcndation/s as to the selection of candidates in the

order oI mcrit.

v. Once an employee is selected for an advertised position within the Company, he/she

will bc rcleased at the earliest but riot later than 10 days to ioin the ner.v assignment.

2.3(E) Deputation of Employees belonging to other otganizations

The Compa.ny rn y also scck staff from Government/UlBs/Other Organizations on

Deputation for a limitcd pcriod at the end of rvhich the employees will have to return to theit

pareflt departmentsforganrzations. Those on deputation rvill bc governed by the

administrative rules of the Company except for Compensation and Bcncfits which r.vill be paid

in accordance with their respective pay-scale s in their respcctive parent

departmcntsf r>rgznizations. The T'erms of Refcrence for appointmcflt on deputation sl'rall be

drar,vn in consultation with the parent department of the employee. The following proccss in
general rvill be followed for deputations:

i. Based on the MI{F, the HR l)epartment to identi$, potential candidates

/departments from which potential candidates can be sourced and release an

advertisement/circular cither through electronic mailing systcms/bullctin
boatds/internal government mails etc. The advertisement/circular should contain

the details such zS, number of positions, level, grade, department/function,
minimum academic qualification and expedence required, special skills and expected

expertise for the position and any other requitement of the Company.

ii. L,ligible employecs should apply through proper channcl and with intimation to their
rc sp cc tirrc' dep artmen ts f organizations.

iii^ "t'he HR Deparfmr:nt r,vill scrr:cn thr: epplications received and rvill prcpare a short

list of candidates to be called for inten ierv rvith the Selection Pancl.

iv. The intervierv will be conducted by the Selection Pancl in the normal course and

tlrose found suitablc w"ill be shotlistcd for final round r>f dtffii with
y be'
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v.

vi.

2.4

The

The selection panel will make the final recommendation/s as to the selection of
candidates in the otdet of merit.

Once an employee is selected, he/she will be infotmed of the selection with an advice to

his/het parent depattmentf organrzation fot necessary petmission and telease of the

selected candidatc. T'he release should be affected within a maximum period of 30 days.

The period of deputation shall not exceed a petiod 5 year, ot such other petiod mandated

by the parent departmentf organrzation of the employee.

Selection Process in General

Company will follow the following selection process for all rectuitments:

a. A1l applications/CVs received will be scrutinized/screened by the HR Department and a

shot list of candidates found suitable for the position advertised prepared. 'I'he shot list of
candidatcs will be discussecl with the Flead of Department requisitioning fot the manpower

for suitability and further p1'ocess.

b. 'fhe shortlisted candidatcs rvill be called for an Interview with the Selection Panel/s of the

Company.

c. The HR Depar'rment will facilitatc the conduct of interwiews by the Selection Panel/s at an

approptiate date, iime and r.enue.

d. Prior to the interwielr,', thc HR Departmcnt will complcte the pre-interview formalities such

as Ectting thc cmpioyment application forms filled in by thc candidates, vetification of thcir

documcnts tot proof of their acadernic qualification & expetience, current designation and

salary and othets.

e. T'he short-listed candidates will go through intcnriew with the Selection Panel constituted for

the purpose. The Panel will assess the candidate's skill sets and experience and suitability for

the job advertised and shall recommend for employment with the Company the suitable

candidate f s. A list of 1 candidate who is qualified for the post and 2 candidates in the waiting

list for each position ad'vertised shall be recommended by the Selection Panel in thc order of
merit. Flowerrer, the revision in the number of candidates in the waiting list will be done based

on the rcquiremcnt in consultation with CIIO.

f. The Head of HR in consultation with CE,O will then finalize the sclection and make

arraflgements for negotiation of compensation and issue of Letter of Offer/Employment

Contract to the selected candidates.

2.5 Negotiation of Compensation and Issue of Letter of Appointment

'I'he HR Depattment :;hould discuss r,r,,ith the selected candidate/s the C'fC to be offered and its
sttuctute based on the Compcnsation & Benefit Policy of the Cotnpany. On mutual agteement
on CTC and other terms and conditions, thc HR Department should issue a Lettet of
Appointment in duplicatc to thc -scicctccl candtdatefs undet the si.gnature of t f FIIT

l)cpartment. N'here cii:er-ncd nccessr-rr);, the (iompany firt1r 6i11'1u o.,, u

on candidatels backgtound prior to issuing a Lctter of Appointme
Appointment serves as an emplo)/tr]ent contract it should lle ensuted that
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to its issue. The candidate should sign and return the duplicate copy of the Letter of Appointment
for his/her having accepted the appointment with attendant terms and conditions. f'he Letter of
Appointment should state the date by which the candidate is expected to join the services of the
Company failing which the offet expites. Flowever, telaxation in the date of joining can be given
to the candidate as a special case prior to approval of CEO.

2.6 Joining Formalities

The HR Department will coordinate with the candidates with tespect to completion of
joining formalities which normally include the following:

^. Obtaining the duplicate copy of the Letter of Appointment duly signed by the

employee.

b. Filling of various employment related fotms such as Employee Petsonal Details

Forms, PF, Gratuity and Insurance Fotms and declarations etc. along with vedfication

of otiginal documents and making a note of the same.

c. Verification of otiginal documents and submission by candidate of copies of
documents towatds ptoof of age, addtess, qualification and experiencc, medica. :' '

fitness (whcte tequited), Form 16 from previous employer, etc.

d. Obtaining a joining rcport from the candidate.

e. Attangements to open a new bank account for the credit of salary and othet claims.

f. .\n undertaking lrorn the emplovee to abide by the Policies and Ptocedutes including

the Code of Concluct of the Company.

g. Forrnal lnduction of employee into the Company.

Upon cornpletion of all joining formalities, the I'llt Department will issue a general

comntunication about thc new joined/s for inforrnation of all othcr employccs of thc Company.

2.7 Contract Renewa.l Formalities
1,. Upon complction of the cofltractual tenute, the HR depattment will issue a general

communication about the expiry of the contract period of the employees to the concerned

department Head one moflth in advance. The concerfl depattment head will be

responsible for thc approval of thc contract renewal.

2. The reporting manager will conduct the performarice assessmeflt of the concerncd

employee and based on the petfotmance rating the contract tenewal of the said employee

will be consideted.

3. x All employees will be eligible fot a frxed increment as mentioned below:-

Level of Employee Incrcmcnt ratc pcf annum in pcrccntagc (o,/') of fixcd
femunefatron

Level 1 & 2 1,50/o

Level3 L0o/o

Level4 Bu/o

Levr:l5 60,/,

4. Once approved ftorn C.L,O, the order fbr renewal will
f)eparLnrelt.

i 
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3.

3.1,

Resignation or Termination *

Resignation by the Employee

a. Employees may tesign from their services r,vith the Company at any timc during their
employment by sending a lettet of re signation to the Flead of HR Department through
their respective Heads of Departments. The Company reserves the right to accept or
reicct rhe resignation.

b. Fot the letter of resignation to take effect, it should be formally accepted by the

Company.

f.

'fhe employee concerned will be required to serve a notice period of 90 days before
the date of his release from the services of the Company. Notice period shall not be
r,vaived undet any circumstances. If the employee leaves the company without serving
notice period, he has to pay up one-month salary in lieu of notice period or no
experience certificate, full & final setdement and relieving certificate r.vill be issued to
the resigned employee.

Resignation canflot be tendered rvhile ofl a1ly type of leave.

The Head of FIR in consultation with the Head of Department of the concerned
employce and CEO in case of resignation by senior management staff take the decision
on acceptance or rejection of rcsignation. Prior to accepting the resignation, the Flead

of HR and the Head of Department shall hold an exit interwiew with the concerned
employee to undetstand the reasons for resignation and if the employee can be

persuaded to withdrar,v the rcsignation. When a rcsignation is accepted, the Head of
HR Department shall issue a Resignation Acceptance Letter to the employee with
copies to Payroll and Finance & Accounts Department for their necessary action.

\Where the employee is serving his/her notice pedod of 90 days, the salary for the first
month shall be paid in the normal course with the Pay-roll. However, the salary fot the

second month & last month shall not be included in the Pay-roll and should be settled

sepatately along with final settlement dues.

-I'he FIR Depattment should process a -No Dues Certificatell for the employee

concetned in conjunction with other departments and send the same to the Finance &
Accounts Department for final setdement with a copy to the employee at least 7 days

before the expected telease of the employee ftom the services.

On thc date of telease of thc cmploycc and ptior to issuc of any rcLicving lcttcr, thc HR
Department should ensure that all handover formalities by the employee are

completed, the assets of thc compafly with the employee are returfled to the IT
dcpartmcnt, theIDf acccss cards rcturncd by thc cmploycc to thc thc mail

d.

e.

lbt
O)
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electronic official data has been transferred to the nerwotk drive and then the final

setdemcnt dues chequefs are handed over to the employee. T'he full and final

settlement dues shall preferably be settled on the last date of the employment and in

any case within 7 days ftom thc date the employee was relieved.

3.2 Termination by the Employet

^. T'he services of an employee may be terminated by the Employer for any of the

following reasons:

b.

i. Consistent breach of code of conduct and persistent failure to adhete to the

Company's Rules and Regulations.

ii. Persistent and r.villful negligence in petfotming the duties and failure to correct

upon necessary advice/r,varnings by the Company.

iii. Consistent poor performarice as evidenced by the apptaisal recotds and failure

of the employee to correct and improve.

iv. When an employee is charged with any offence involving fraud, dishonesty or
mis app ropriation o f C omp any's funds / resource s.

v. When an employee is found to be involved in any corrupt activities/practices

r.vhile on duty and such corruption is ptoven by an internal or exterllal enquiry

conductcd f organrzed to be conducted by the Company.

vi. Re provcn g"ilty of any cdminal offence.
\Where an employee's services are to be terminated, he/she should be served a notice

of termination of at least 30 days prior to the intended date of tetmination, to enable

the empkryee to make necessary representation before the CEO/competent authority.

The competent authodty shall hear the employee and then take the decision to eithet

terminate the scrvices ot give another oppottunity to the employee for correction.

As and when a decision is taken to terminate the services, the Head of HIt Depattment

shall issue a letter of termination which shall state the date of relief and formalities to

be followed for full and final setdement of dues.

i. The FIR Department should process a -No Dues Certificatell for the employee

concerned in conjunction with other departments and send the same to the

Irinance & Accounts Department for flnal setdement with a copy to the

employee at least 7 days before the expected telease of the employee ftom the

services.

ii. On the date of telease of the employee and prior to issue of any relieving letter,

the HIt Department should ensure that all handover fotmalities by the employee

c.

ate completed, the assets of the company with thc emp

I'l'department, the ll)/access catds teturncd by the any,

afe
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deactivated and then the final settlement dues chequef s arc handed ovet to the
employee.

3.3 Calculation of Full & Final Settlement Dues

'I'he payment of final sctdement dues r.vill be subject to the employee completing all
handover formalities, return of company assets, deactivation of all e mail ids/passwotds/id
cards and submission of a No Dues Certificate by the HR Department/Flmployee to the
Finance & Accounts Department afld Company issuing necessary letter relieving the

employee. The Full & Final Setdement dues shall not be included in the regular pay-toll
process and shall be processed separately by the Finance & Accounts Department.

Generally, the Full & Final Setdemcnt Dues will comprise of the following:

a. Outstanding Salary from the last pay date to the date the employee is relieved/deemed
to be relieved. Salary for this pulpose lvill mean Salary and Allowances as per the CTC
of the employee.

b. Encashment of Earned I-eave due as per records of the Company

c. Gratuiry, if any

d. Deductions orl account of Income Tax, reimbursements / recoveries from thc
employee, tf any.

The Full & Final Setdement payment shall be made by an Account Payee Cheque in favout of
the separating employee.

ffi: 15 / -C*m- \i,t nslit -*f lrl :lE\-"\ ?- J*J'd' \g+:'v/^'{'W
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4. Compcnsation and Bcncfits

4.1, Pay-Roll Cycle

The Pay-roll process of the company rvill direcdy be linked to the biometric attendance

management system. The clock in and clock out error in the biometric attendance should be

informed to the FIR department through repoting manager. T'he Pay-roll r,vill be processed

by the HR Department and will be disbursed by the liinance & Accounts Department of the

Company. -I'he Salary of all employees rvill be calculatcd for 30/31 davs in a month and

credited to their respective bank accounts as pcr the Company's database, within 10tl'r,vorking

day of thc month. T'he Pay-roll cycle shall be 1., of a month to last day of the month. Those

joining the services in the middle of the month will be paid accordingly to the number of 'uvotk

days attended. Refer the details of Pay-roll policy detailed elsewhete in this section for

additional payroll related guidelines.

4.2 Salary, Allowances and Benefits for regular employees

'I'he Company, although having significant control of by State Government and/or the

ULB, is under no obligatiori to follow the salary structures recommeflded by the Pay

Commission and as adopted by the Government for its employces. f'he Board can approve

an appropriate Compensation and Benefit Plan befitting the size and operations of the

Company and based on market practices. The Compensation and Benefit fot the Company

employees rvill be based on a Cost to Company (CTC) basis. C"I'C, for the purpose, is defined

to mean (i) Salary @ixed and Variable) and all monctary allorvances (ii) Retiremcnt bencfits

such as PF and Gratuity and (iii) Non-monetary bencfits such as an office cab service, medical

insurance paid for by the company, or free meals at the offlce, phone provided to the employee

and bills reimbursed by the company, housing provided by the company, group accident

insurance schemes, health insurance for employees and their dependents, etc. Salary fot this

purpose includes (i) Fixed Pay (ii) Variable Pay and (iii) Allowances. The Salary and Allowances

will have two plans (i) -Fixed Plan that cannot be altered for employees and

(ii)-trlexible Plan containing a few comporients from which an employee can choose to afford

rax planning on salary incomes.

4.3 l)eputation/Secondment
The Company r,rray recruit staff on deputation/secondment ftom other governmeflt

depatments/ULBs/PSUs for such period as may mutually be agreed. In all such cases the

compensation & benefits for such employees will be paid as per the employee's parerlt

department pay scales and benefit structures that apply to thc employee/s on deputation to

the Company. A deputation allorvance of 10o/o may be paid to those on deputation. Deductions

in lespect of I'rovident Iiund, Group Insutancc, Forcign Scrvicc othcts if
any rvill bc madc from thc cmploycc's salary and remittcd to the

ffi
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in consultation with Parett Organizatton r,vhich r,vill include the pay and allo'uvances payable

on deputation, r,vhetever necessary.

4.4 Compensation structure fot contract employees

'fhe Comp^ny m^y hire people on fixed term contract basis on such terms and

conditions as mutually agreed. In all such cases, the aforesaid compensation and benefit

structure shal1 not apply, and the contractual employees r,vill be paid salary and allor,vances as

fixed in their respective employment cofltracts. F)mployecs o11 contract rn y be hited on

market linked salary with following comporients:

ltixed lump-sum monthly pay - This could be dcfined by providing suitable increment on the

last drawn monthly pay of the employee @ased on pay slips provided). T'he employee,

howevet, to be pegged in the Company's pay structure for application of othcr HR
&Administrative policies.

Allor,vances & Bencfits - Other than salary as fixcd in the respective contracts, contractual

employees will not be paid any othet allowances except those mentioned in clause no. 6.

Flor,vcver, the employee on coritract shall be entided to TA, DA allowance if he / she is

required to travel outside the city for rvork / mceting related to Smart City Proicct as per thc

entitlement of the post. I]urther, the employee may be covered under Group Accident
Insurance Scheme and Health insurance as may be decided by the Company from time tc>

time.

Leave - All contractual employees will be eligible for availing leave as detailed in this Policy.

Tcrminal benefits - Employer and Employee Contribution to ll,PF urill be applicable as per

the ptovisions of the Empkryees' Provident l,-und and Misccllaneous Act,1952

ffirffi
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5. Performance Management System *

T'he Company shall implement a Pcrformance Management System (PMS) for all

employees r.vhich shall evaluatc and measure currerit petformance levels of personnel in a
mariner that encouragcs lmprovemeflt rn quahty and efticiency of employees and promote

organizats.onal Growth and development. The PMS cycle corresponds to the contractual

period of the employee. Horvever, for FIOD's performance assessment will be done annually

correspondiflg to their joining date and increment rvill subject to performance based on

overall rating in PMS.

5.1 Components of Performance Assessment

The employee's performance may be assessed and rated ofl the following parameters:

a. Performance against quantitative targets as set by Department Head as part of annual
performance planning process - This aspect should be accorded 70o/o r.veightage.

Depending on perform^flce a score out of 70 may be provided.

b. Assessment of personal attdbutes - 'I'his aspect should be accorde d 30Yo r,veightage

The following list serves as a guideline in assessing the personal attributes:

1. Theoreticalknowledge

2. Practicall(nowledge

3. I(nowledge of Rules/Codes/ Manuals/Procedures

4. Temperament

5. Behavior towards Consumers

6. Behavior towards Colleagues & Seniors

7. Decision making Ability

8. Sense of resporisibility

9. Superviqion & Quality of wotk

10. Intelligence & Understanding

11. Ability in adhering to schedules & Co-ordination with others

12. N{anagement of Staff

The Overall Rating for the individual will be as under:

x Modified Vide Resolution No. 2L1 dt.78/07 /201\ dr*
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a. Assessment of Performance (out of 70) Assessment of Personal Attributes (out of
30) Total Marks (out of 100)

Overall Ratins....._
The overall rating may be provided against following rating scale:

Total Marks
(Ranse)

Merit Points Rating

90- 100 4 Outstandins (A+)
80- 89 -) Verv Good (A)

70- 79 2 Good (B)

Total Marks
(Ranse)

Merit Points Rating

50-69 1 Fair (C+)
Bclow 50 0 Poor (C)
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6.

6.1

1.

EMPLOYEE ADMINST RATIVE POLICIES

Office Working Hours & Attendance

All employees of the company shall be r,vhole time employees and work according to the

calendar of Nashik Municipal Corporation, except where the CtrO has specifically

allowed flexi timings as follorvs

^. The company shall provide timing for work by the employees such that the total
r,vorking houts ofl afly particular day shall be not less than 8 hours

b. Every employee while entering (including multiple entrance) or on exiting the

premises shall register their attendance and exit by means of biometric attendance

system.

trvery employee has to adhere to biometric attendance system.

A six-day lvodring week extending from Monday to Saturday as per the official calendar

of thc Government of Maharashtra. Sundays would be considered as a weekly off.

Second and Fourth Saturday of every month will be considered off as per Govetnment

of Maharashtra. With normal r.vorking hours of 10.00 am to 5.45 pm. Howevet, number

of r,vorking days may bc revised as per governmeflt policies.

However, all employees shall be at the disposal of the Company 24X7 and in the event

of exigencies, they can be called fot rvorh on r.veekends and holidays. The dccision to

work on weekends and holidays r.vill be taken by the Departmental Fieads. No ovcrtimc

shall bc paid for such work except where required by the applicable Laws/Rules made

undet those Laws or any Government Ordets.

Late Working Policy

1,. Employees would be entided to additional benefits in case of late working hours

a. This policy would be applicable to

1) Employees leaving office after 7.00 PM because of official r.vork on weekdays

2) Employees required to be in office on second and fourth Saturday of a month

due to official work.

3) Employees required to be in office on a Sunday due to official work.

4) Employees required to bc in office on any

b. Empbyees r.vould be entitled to

-).

4.

6.2

fcstival offs duc to official rvodr.



1) Meals / refteshment facility provided by the HR Department based on actual or
maximum Rs. 100/- per day.

2) If employees will be called fot rvork on holidays the employees will be given
comperisatory off on any day within 14 days with prior approval of reporting
manager & Ctr,O. The samc to bc intimated to the HR department.

6.3 Holidays

The Company shall follor.v the list of State C]ovemment holidays as released by the

govefnment from time to time.

6.4 Attendance Management

All employees of the company shall be whole time employees and work according to the
calendar of Nashik Municipal Corporatiori, except where the CEO has specifically allorved

flexi timings as follorvs

a. 'fhe company shall provide timing for r.vork by the employees such that the total
working houts on any particular day shall be not less than 8 hours

b. ,\ttendance of all employees shall be kept using Bio-mctric Attendance System (BAS)

and all employees are required to record their attendance tr.vice a day, r.vhen reporting
for duty and when closing for the day (signing in and signing out). Employees found
indulging in any malpractices or irregularities will bc violating the code of conduct and

disciplinary action rvill be taken against such employecs.

c. Punctuality in attendance should be ensured by all Reporting Managers of their
employees and in normal cases late coming is not allowed. Horvever, in personal

exigencies of employee's late attendance by .rp to t hour may be permitted with the

prior approval of the respective Reporting Manager of the employee. The loss of
working hours to be compensated by the employee within the same r,veek by way of
wodring over-time or on declared holidays

d. An employee reporting late by 15 minutes or more, three times or more a month, and

without thc prior approval of the Reporting Manager, will stand to lose one day leave

for every such late reporting.

e. Employees on official tour/official work and not reporting to office as per the \Work

Hours stated above, should advise the FIR Department with prior approval from their
respective Reporting Managers for regularizatton of their absence. Based on such

dffiffi
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advice, the FIR Departmeflt shall carry out flecessary changes/correction to the

attendance record of thc employee/s while processing the pay-roll for the month.

6.5 Visiting Catds and Office Equipment

Only HOD rvill be issued visiting cards as per their requirement in the name and style

approved by the FIR Department. Employees should send their indent/s to HR Departmcnt

with apptoval from their Reporting Manager.

All employees will be given necessary officc equipment like laptop/desktop computer,

calculatorf s etc., rvhich should be maintained r.vith diligence and cate and returned to the HR

Department on the exit of the employees.

6.6 * Payment of Business Communication along with monthly fixed remuneration

1. Irollor.ving is the fixcd amouflt to the cmployees towards business communications :

Item Designation Amount of payment

Cell Phone

"l'anff payment

CE,Os and HOf)'s Rs. 1000/- pct month

lor other employees fs. 500/- per month

Data card CEOs and FIOD's NIL

rTervspapers lEOs and HOD's Rs. 500/- per month

6.6 (a) liollowing limits for reimbursement of the expenditure by the employee on business

communication shall apply:

Item Designation
Amount (Based on

Actual or Maximum
Limits)

Provision of Computers /Laptops EOs and HOD's
Up to Rs. 1,00,000/-
every
3 years (supplied by the
3ompany as pel
:equirement)

Jther employees subject tc
3EO approval

--^ ---::-
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6.7 Change of Employees PersonalData in the Company's HR Database

trmployees may change their personal data given to the Company at thc time of their
induction into the Company. Thc changc will be subiect to submission of necessary proof as

requited by the HR Department to validate the change and scrutiny and approval by FIR

Department.

a. l'he conccrned employee r.vill infotm the HR Department of any changes in the

personal information (like change in address, bank details etc.) through an internal

memo / e-mail or by filling out appropriate forms meant for the pulpose and submit

necessary documents as proof for carrying out the changes.

b. Changes to statutorJr benefits like PF, Gratuity etc. will have to be carried through

appropriate forms as prescribed by that Statutory Authority.

c. To carry out changes in the insurance rclatcd information, employces r.vill have to fill
in and submit such forms as prcscribcd by the Insurance Company.

6.8 Data Security and Communications

The Company's data netrvork shall be run in a secure manner, with reasonable controls

taken to protect electronic data assets and information owned andf or managed by the

Company and the transmission of data from or within the Company.

a. All devices such as selvefs, laptops, desktops, printers, mobiles, fax machines etc that

are coririected to the Company's netr.vork should have appropriate authortzaion from

IT Depatment/frunction of the Company. T'he IT Depattment/Function shall in

conjunction with HR departmerit eflsure that all equipment and the netwodr is properly

authorized and secured. 'I'he I'I' department will be responsible for monitodng thc

Company's Networks and IT assets and information stored therein.

b. The communication protocols shall be designed and approved by the IT department

in conjunction with FIR Dcpartment.

The IT Department is tesponsible for all data wiring, equipment connections and

assigning users to specific ports. Only IT' department is permitted to make neccssary

changes as may found to be appropriate.

The electronic communications system and any information stored on it is the property

of the Cornparry arrd is provided to facilitatc busirress of the Cotn rall rruL be

used for employee's personal business/activities. Further, i

d.
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f.

traflsmitting, retrieving, viewing, printing, or storing any communications of a

discriminatory or harassing nature, or which ate derogatory to any individual or group,

or r,vhich are obscene or X-rated communications, or are of a defamatory or threatening

flature, ot for -chain letters, or for any other purpose that is illegal, against the

Company's policy, or contrary to its interests. Any violation of the same wlll amount

to a misconduct on the part of the employee

The Company reselves the right to monitor, access, or revierv electronic

communications of all employees. The revierv of employee's computet files, voice mail,

e-mail, facsimile messages, and electronic communications system usage to the extent

necessary to obtain business-related information and to eflsure that the electronics

communications system is being used in compliance with the Company pol-icy and

applicable laws. All such information may be used and disclosed to others, in
accordance rvith business needs, at the Company's discletion.

Employees shall not breach computer or netr,votk security measures deployed by the

Company. In sourcing informaionf data from electronic networks/web sources,

employees should respect all copyrights attached to such datzf information and shall

not expose the Company for any liabilities.

Downloading of software and other utilities from r.veb sources can only be done with
specific approval of the IT department.

Any violation to the information security policy or misuse of any electronic

communication systems rvill be consideted as a misconduct on part of the employee

Employees shall not interact with Media andf or other external stakeholders. CEO is

the only authorized person for any interaction with external staheholders including

Mcdia. CEO may authonze any of the employee/s fot this purpose, in which case such

person/s will interact with external stakeholders as and r.vhen tequired.

i.

h.

6.9 Entertainment Policy
1. Objective of the policy is to allorv Senior Managemerit to incur entertaiflmeflt expeflses

for official pulpose. The policy applicabiliry rvould be as follorvs

a. All expenses on meals and snacks incurred while entertaining guests such as

VTI's / Special Guests / Gor.ctnmcnt Officials, ctc. rvorrld bc tcimbutscd on
actuals on a monthly basis.

h. The entitlement limit for employees would he Rs. 15,000 per moflth with
prior approval of CEO.

c. Approval from the CEO would be
expenses above the limit.

J:
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7. TRAVEL & CONVEYANCE

Objective of the policy is to facilitate travel of employees for thc purpose of business

operations. Thc policy applicability r.vould be as follows:

7.1 Local Travel
Employees of the Company rvill be reimbursed conveyance expeflses incurred for

business purposes of the Company in accordance with the llelow points. Reimbursements will
be done fortnightly based on employee claims, authorized by their Reporting Manager. Actual

receipts r,vherever applicable shall be attached to the claims.

i. T'he approve modes of local conveyancc is a mid-size car/Sedan and the approval
limit for re-imbursement would be as per NMSCDCL's approved rate

ii. Maximum i,imit is restricted to 3000 kms. Per month. Usage over and above these

Iimits will need to be presented and approved by the CF,O

iii. Reimbursement claims up to Rs. 500/- are exempt from submission of bills, on
apptoval from the CEO

7.2 Outstation Domestic Travel

7.2.1 Ttavel Planning

'l'tavel on official r.vork outside the headquarters of work, shall be planned well in
advance for its efficiency and reduciflg the duration of travel to the minimum. Ttavel of all

employees should be approved by the Flead of the Department and in case of Departmental

Heads, by the CEO. In casc of travel on cmcrgencies, a vetbal approval of the approving

authority may be taken at the time of travel which should be rcguladzed rn the payroll cycle in
which such ttavel is undertaken.

7.2.2 Travel Booking

All travel bookings such as Air/a'rain/Bus Tickets, hotels and taxis should be done

through the Travel Desk attached to the FIR Department to fully leverage the corpotate rates

and arrangements. A copy of the Ttavel approval should be sent to the Travel Desk for
facilitating the travel booking. For the purpose the Company may have corporate

arraflgements ditecdy with the Transporters or the Travel Agents as the case may be.

7.2.3 ltasgL*!:ance

ffing for official business purposes may avoJl
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conveyance and meals and incide ntal expenses for the travel being undcrtaken. If the employee

desires to avail travel advance, he/she should submit the Travel Advance request duly

approved by the Reporting Manager to HR Department. Travel advance will be credited to

the Itmployee's account to avoid cash disbursements.

7.2.4 Transport and Travel Eligibility

"I'he transport and travel eligrbility for the chairman and the board of directors will be

reimbursed at 
^ctual. 

The eligibility and limits for mode of travel, hotels, cor]veyance and other

expenditure for vatious levels is as follows:

# level defined in the orgarizaaon chart

Daily allowance shall be for full day and/or part thereof. The following approach shall

be followed for computing the day

#Level Mode of Travel Local
3onveyanct

Lodging
charges
pcr day
witl-rout

taxes

Darly
allowance

Per Diem
Allowance

Untertalnmen
& Other
Expenses

An Trai.n Others Approvrng
Authoriry

L6
Class

1st
AC

Innova f
Honda ciw

Self-
Approval

At r\ctuals sooo/- 11,00/- 2soo/ - Allowed as

per Clause (r.9

L5
Class

AC
2nd
tier

Swift
/Sedan/Mid-

sized car

Ctr,O At Actuals 4000/- eso/ - 20oo/ - Allowed as

per Clause 6.9

L4 Lconomlc
Class

AC
2nd
tier

Indica /mid-
sized car

CEO in case

of Train
and

Concerned
HOD in

case of
others

At Actuals 3s00/ - \so/ - 2000/ - Not allowed

L3 Nil AC
seating

Indica /mid-
sized car

Conce rn

HOD

At Actuals 2ooo/ - 7oo/ - looo/- Not allowed

L2 Nil tndica /mid-
;rzed car

Concern
HOD

3oo/- 2000/- 600/- 1oo0/- Not allowed

L1, Nil tndica /mid-
;ized cat

Concern
HOD

3oo/ - 2ooo/ - 5oo/ - looo/- Not allowed

Period of iourney/Stay including travel tirne lquivalent Dav

Up to 4 hours Nil

Bc[ween 4 and l0 hotirs One Half Day

Bctween 12 to 24 hours oneFull"^tffi 3
c)

\
se,
'a\'

ii)
I

/a/i\
9)

\o\cl
*_-l
o/jll

,P
,(E

o-l
'61
.?
\:

(!,
;(

il*tatD-,r's'$

?
Nrr.sttlX
;;i-.;?

3rN*-t
9,V *'Pl



7.2.5 Non-Reimbursable Expenses

Employees r.vill not be eligible to claim thc following cxpenses on local travel:

^. L.)xpcnses incurred beyond thc permissible limits on Hotel, Conveyance, Meals &
Incidentals unless there is a specific approval from the CtrO.

b. Laundry or dry-cleaning expenses.

c. Expenses on magazites, health club, theatre and saloons unlcss other.wise specifically

approved by the CtrO.

d. Entertainment cxpenses of any kind. However, the CEO is entitled to be reimbursed

entertainment experises.

e. In case employees stay in the Company provided guest houses with food arrangements

in place/s of travel, then expenses on account of hotel room rent and meals and

incidentals will not be reimbursed. Where food is not provided in the guest house/s,

then expense s orl account of Meals & Incidentals rvill be teimbursed.

7.2.6 Self-Made Attangements in case of Ttavel

All employees are entided to make their or,vn boarding and lodging arrangements in the

place/s visited by them. In all such cases, they will be reimbursed a per diem allowance as per

the follorving limits in lieu of l'rotel room rent and meals and incidentals as per the tablc in
7.2.4.

7.2.7 Travel Expenses Statement and Settlement of Advances

All employces should submit their travel expense statement/s along with original

vouchers/bills/receipts in respect of all expenses claimed, to the HR Department within 7

days of completion of the travel and teturn to headquarters. Flowever, bills/receipts are not
required if expenditure on a single transaction is less than Rs. 500 / -. In case of travel by Ait,
boarding passes should be submitted along with travel claims to eflsure the expenditure for
air travel is properly setded to the 'I'tavel Desk/Travel Agent/Service Provider. In case of
travel by train a photocopy of the train ticket should be submitted along with the travel claim.
"I'he travel claims will be vetified by the HR Departmerit and the expenditure reimbursed to
employees within 15 days of the date of the claim. The claims after adjusting for advance if
any will be credited to the bank account of the employee /s.

-I'ravel Advances, rf any, should be setded within the same pay-roll cycle in r.vhich travel is
undettaken by following the above procedure. -I'ravel advances not setde_fu4kb{Llhe limit will
be adjusted against the salary of the employee in the pay- /69R;;ffi
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roll cycle follorving the expiry of such time limit set. No ftesh travel advance rvill be given

during the pedod the earliet travel advance/s remain unsetded.

7.3 Foreign Travel

\X/here employees are required to undertake foreign travel for official/business purposes, such

travel needs to be approved by the Charrman of the Board irrespective of the level of the

employee.

7.3.1 Entitlement

T'he grade r.vise entidement of daily expenses allowance which include hotel tariffs, food and

incidentals, and local conveyance is as belor.v:

7.3.2 Other Rules

1.. All employees, including CEO, rvould be provided economy class travel. 'I'he selection

of aidine and the route will be done by Travel Desk attached to HR Department and

tickets will be booked as per the lor.vest quote available.

Travel advance for the days of travel as per the entidement above, will be paid to the

employee by purchasing the US $ from the authorized dealets.

The Visa Charges r,vill be borne by the Company.

Airpott I'axes, as applicable r,vill be paid scparatcly on production of propct documcnts.

f'ravel Expenditure Statement should be submitted along with tour report within severi

days of return to the FII{ Department through the Head of Department of the

employee.

6. Unspent travel advance teceived should bc retutned to thc Company in foteign

currency only.

Ttavcl tt.r Ncpal aud Bhularr will rroL Lc Lrealcd as Foreigl Trav

Domcstic 'I'ravcl.

t

2.

3.

4.

5.

7.

Level
International Daily Allowance

Hotel Stay Stay with friends/telatives

L6 USD 150 (or equivalent) USD 100 (or equivalent)

L5 USD 125 (or equivalent) USD 80 (or equivalcnt)

Other employees USD 100 (or equivalent) USD 75 (or equivalent)

*
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LEAVE POLICY

All employees of the Company excluding those on deputation are eligrblc fot (i) Casual

Leavc (ii) Eiarned Leave (iii) Sick l,eave (iv) Leave \X/ithout Pay and women employees in

addition are also eligrble to avail Maternity J,eave as provided herein. For Deputation

employees' Ieaves r,vill be applicable as per their parent department. All leave is to be availed

subject to the exigencies of work. The Compafly reserves the right, in this regard, to reiect any

application. When applying for leave, all employees are tequired to submit a leave application

duly sanctioned by their reporting manager. T'he FiR Department is empoweted to

automatically adjust leave in case no leave application is re ceived within 10 days of the availing

of the leave. Prior sanction of Leave is to be taken from the reporting maflager. If the

Company requires an employee on leavc to attend office for any reason, he/she rvill require

the apprcval of the Department Head and HR Department will appropriately adiust such

attendance total leave record of the employee.

8.1 Casual Leave

All employees including those on probation, are entided to 10 days casual leave in a

calcndar year which is credited to his/hcr accoullt on 1st January.I"or an employee joining

employment during the year, casual leave is ctedited on pro-rata basis. Casual leave cannot be

carried forward to the follor,ving yeat and shall lapse if not availed of during the calendaryear.

1,. Casual l,eave canriot be granted for more than 2 days at a time.

2. National Flolidays or Paid Holidays, falling in between Casual Leave will not be

counted as Casual I-,eave.

3. Casual Leave caflnot be suffixed or prefixed with any other fype of leave.

4. Casual l,eave can be availed of for a minimum of half-a-day.

5. Casual Leave canflot be encashed.

6. Casual L,eave may not be pre-apptoved. Leave Application by the employee

duly approved by the Reporting Manager should be submitted to HR

Department on resumption of duty for up-dation of leavc tecotds by HR

Department.

8.2 Eatned Leave

1. # All employees of the Company are eligible fot 15 days earned leave in a calendat year

which will be credited to his/het account of 1st January.

# lVlodifred vide resolution no 07/Nov/2017 and ap

dec/ 2020.
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2. Employees joining during the year rvill be entitled for earned leave on pro-rata basis on
complction of their probation (if any); their earned leave in proportiori to their service
from the date of confirmation to the lstJanuary of the following year will gct credited
to their account on the date of their confirmation of services in the Company.

3. Earned leave can be granted for a minimum of 2 days at a time and it can be suffixed
or prefixed with any other type of leave, except casual leavc.

4. National holidays and paid holidays falling dudng earned leave would count as earned
leave.

5. Earned leave can be accumulated up to a maximum of 45 days beyond which it lapses.

6. Earned leave can be encashed once ayear up to 30 days and the balance of earned leave
at the time of retirement/resignationf termtnation of service can be fully encashed,
subject to a maximum of 150 days. Any tax implication of such encashment should be
borne by the employee.

7. In the event of death of an employee while in service, the leave salary admissible in
respect of Earned Leave standing to his credit would be paid to his/her nominee /
heirs.

8. An employee who desires to avail earned leave should make an application in the
prescribed Leave Form and submit it to HR Department thtough the Departmefl.t
Head. It should be sanctioned by the head of HR department. An employee cannot
proceed on Earned Leave unless the same is sanctioned and intimated to the employee.

9. Application for leave of absence for three days or less should ordinarily be made at
least 24 houts priot to the beginning of the period for rvhich leave is required and for
more than three days the application shall ordinarily be made at least 7 days befote the
date from which the leave is required.

10. trarned leave can be sanctioned for afly pufpose including to cover the period of
sickness duly supportecl by a medical certificate to the rnurru[.-.nt's satisfaction.

1 1. Employees resigning from the Company's service may, if they so desire, get theit notice
period adjusted against balance of earned leave due to them on the date of resignation.

12. An employee who desires to extend his leave shall make an application in writing to
the Company before expity of the leave already sanctioned. Such application shall be
disposed of suitably by the Flead of FiR Department priot to the expiry of the leave
taken.

8.3 Sick Leave

^. An employee is entitled for 10 days Sick Leave in a calend^r year. Sick Leave can be

needs to submit medical certitlcate issued by a Regrstered M
wigh his sick leave application.

availed of '"vithout medical certificate ltp to two days. Reyond tuvo
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An cmployee joining during the year, will be entided to sick leave on pro-rata basis

which can be availed only upon confirmation of his/het service.

Sick leave can be availed of for a minimum period of two days and sick leave falling in

berween National Flolidays or Paid Holidays rvill not be counted as Sick Leave.

Sick leave can be accumulated up to a maximum of 1.20 days beyond which it lapses. It
cannot be encashed.

8.4 Maternity Leave

A f-emale employee will be entitled to Maternity Leave with pay as per Maternitv Bencfit

Act 19(r1:

a. Payment to an employee rvhile on maternity leave will be calculated at her basic pay

plus other allor,vances. The payment will horvever be made after the employee resumes

her duties. Hor,vever, the employee is entitled to take an interest free salary advance of
509/o of her entitlement which shall be paid on or before she goes on materriity leave.

The advance will be adjusted fully at the time of settling her matcrnity benefit ciaim.

b. N{aterflity lcave cannot bc ptefixed or suffixed by trarned Leave. However, in

exceptional cases and for mcdical cxigencies, thc CIIO can sanction Earned Leave to

the employce after the maternity leave is fully utilized.

c. T'o avail matcrnity, lcave the employee should fill in requisite leavc form and subrnit it

to the FIR Departmerit through her Departmental Head. The leave l-ras to be sanctioned

by head of HIt Department.

Leave Without Pay
An employee who has exhausted all his/her leave may be granted leave without pay for

such number of days, either at a stretch ot intermittently, as the Company deems fit.

The employee r,vill be required to obtain prior approval of the approving authotity

before proceeding on leave. The dccision of the CE,O r,vill be final in all such cases.

National Flolidays, Paid Fiolidays, Saturdays and Sundays falling between Leave

Without Pay will be treated as Leave \X/ithout Pay.

An employee on Leave without Pay (L\X/P), will not be entided to any compensation,

includ.ing salary, allowances, retirals, leave accumulation and other benefits /
entitlements. It shall also not be considered in reckoning the period of service for

promotions or confirmation after ptobation.

If the employee is requircd to be on leave and he has no leave in his credit, he may be

granted Leave without Pay.

ffi ;Ji]#,lH:;'J r;;*-''lo 
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9 EMPLOYEE CODE OF CONDUCT

9.1, Applicability

The employee code of conduct is applicable to all employees including those on

contract or deputatiorr that rvork under NMSCDCL

9.2 Interest of the city and its communities

Every officer or employee shall serve the organrzatton - honesdy and faithfully, use

his/her utmost endeavors to promote the interests of the organizatton and shall show courtesy
and attention in all transactions and dealings betweefl the organizatton and any other body or
authority.

9.3 Equal opportunity employer

We provide equal opportunities to all our employees and to all eligible applicants for
employment in our compafly. We do not unfairly discriminate ori any ground, including tace,

caste, religion, colour, ancestr], marital status, gender, sexual orientation, z1e , nationaliry,
ethnic origin, disability or any other category protected by applicable law

9.4 S7orkplace free of discrimination or harassment

To respect the dignity of all individuals and strive to foster a r.vork environment, free

of discrimination, intimidation and insult. The company is committed to provide a work
cnvironment which is non-hostile, safe & ftee of sexual harassment.

The company prohibits any employee from indulging in any acts that can be termed as Sexual

Flarassment at the wodplace which term is defined as under.

The workplace includes

a. All offices or premises from where the Company's business is conductcd

b. AII work sites whete company related activities/work/functions are performed

The Company believes in a positive work environment centered on its values and

tequires the effort of all to create a culture r.vhere employees can wotk together without feat

of sexual hatassment. The Company is committed to providing a safe environmeflt for all its
employees free ftom discriminatiofl o11 any ground and from harassment at work including
sexual harassment. The policy aims at ensuring that all employees maintain appropriate
standards of business and personal conduct with colleagues, clients and with the public at

large. It is the intention of the Company to take all necessary actions tequired to prevent,
correct and if necessa{/, discipline behavior r.vhich violates this policy. These policy guidelines

r.vill bc subordinate to the Sexual Flarassment of Women at Workplace (Prevention,

dffisso'

ffis
Prohibition and Redressal) Act 2013 ar,d the Rules passed thereundet.
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9.4.1. Definition of Sexual Harassment

Sexual harassment can involve onc or more incidents and actions and it may bc

physical, verbal and non-verbal. Examples of conduct ot behavior r.vhich can constitute sexu2l

harassment include:

(t) Unwarranted/Unr.vanted Physical contact including patting, pinching, stroking,

kissing, hugging, fondling, or inappropriate touching;

(ir) demand for sexual favors or to engaple in sexual activity as a condition of
cmployment;

(iii) Work environment that is hostile, intimidating ot humiliating fot the employee;

(*) Physical violence including physical assault;

(") Sexual comments, stories and jokcs, Sexual advances;

("D Insults based on the sex of the worker; and

("ii) Display of sexually explicit or suggestivc material and/or Sexually-suggestivc

gestufes.

\Where any <>f these acts is committed in circumstances whete-under the victim of such

conduct has a reasc>nable apprehension that in relation to the victim's employment or work

whether she is drawing salary, or honotarium or volunta{, whether in government, public or

privatc cnterprisc such conduct can be humiliating and may constitute a health and safety

problem. It is discriminatory fot instance rvhen the r.voman has reasonablc grounds to believe

that her objection would disadvantage her in connection with het employment or work

including rectuiting or promoti()n or rvhen it creates a hostile work environment. Adverse

coflsequences might be visited if the victim does not consent to the conduct in question or

raises any objection thereto.

9.4.2 Complaint and Redressal Procedure

The Company will constitute a Complaint Redressal Committee (CRC) as required

under the Sexual Harassment of Women at\Workplace (Prevention, Prohibition and Redressal)

Act 2013 and as further laid down by the Flon'ble Supreme Court of India. in its vadous

judgements.

Aggrieved employees can file a complaint on sexual harassment to any of the members

of the CRC. 'Ihe complairit can be filed through email or in writing. Sufficient precaution rvill

be taken by the Company to ensure that complcte confidentiality is maintained, and no form

of discrimination is faced by the employee who has escalated the complaint. Sexually harassed

$/omefl at r.vorkplace cafl also file an FIR direcdy at the police station, undet section 509 of
Indian Penal Code as a criminal offence - -Outraging the modesty of women physically /
verba11y/.gestutes/exhibits||andinsuchcasestheprocessasrequireauz'R
will lrave to be followed. Kz#f; Affi#".ffi(o*Piffi"w
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The CRC will investigate all complaints thoroughly and prompdy, in a frce and fair
marlner. The investigation may include private interviervs rvith the persoll filing the complaint,
the person alleged to have committed the offence and rvitnesses, if any. 'I'he persor] filing the

complaint will be informed of the outcome of the investigation. As fat as possible, all efforts
will be made to complete the invcstigation r.vithin 90 days from the date of the complaint. 'I'he

CR(l rvill maintain a complaint register keeping track of complaints teceived and the process

follor,ved. If the investigation reveals that sexual harassmcnt has been committed, the CRC will
send an appropriate note to the Board of Ditectors rvho shall decide orr the level of
action/punishment required to be enforced. "l'he CRC will also make a report to the concerned

governmeflt department ori the complaints and action taken by them.

S exual haras sment r.vill involve the following s anctions /pcnaltie s :

(r) verbal or r.vritten warning

(ir) adverseperformanceevaluation

(iit) teduction in r.vages

(i") transfer, demotion, suspension, dismissal from sewice.

Thc nature of the sanctions rvill depend on thc gravity and extent of the hatassment as

detcrmined by the CRC. 'I'he CRC will dctcrminc suitablc and deterrent sanctioris to ensure

that incidents of sexual harassment are not treated as trivial. Certain sedous cases, including
physical violence, will tcsult in the immediate dismissal of the harassct.

9.5 Conflicts of interest
1. Our employees and executivc dircctors shall always act ifl the interest of our company

and ensure that any business or personal association including close personal

relationships r,vhich they may have, does flot create a conflict of interest with their roles

and duties in our company or the opetations of our company. Further, our employees

and executive ditectors shall not engage in any business, relationship ot activity, which
might conflict with the interest of our company.

2. Should afly actu l or potential conflicts of interest arise, the concerned persofl must

immediately report such conflicts and seek approvals as rcquited by applicable law and

company policy. T'he competent authority shall revert to the employee within a

reasonable time as defined in our company's policy, so as to enable the concerned

employee to take necessary action as advised to resolve or avoid the conflict in an

expeditious manner

3. In the case of all employees other than executive directors, the Chief Executive Officer
shall be the competent authority, who in turn shall report such cases to the Boatd of
Directors on a quartedy basis. In the absence of the Chief trxecutive Officer, the Board

t-l

of Directors of our company shall be the competent authority
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4.Notwithstanding such or any other instance of conflict of interest that exists due tr>

historical reasons, adequate and full disclosure by intetested employees shall be made

to our company's marlagement. At the timc of appointment ifl our company, our

employees and executive directors shall make full disclosure to the competent

authodty, of an), inrerest k:ading to an actual or potential conflict that such persons or

their immediate family (including parents, siblings, spouse, partner, children)or persons

rvith rvhom they enjoy close personal relationships, may have in a family business or a

compariy or fitm that is a competitor, supplier, customer or distributot of, or has other

business dealings with our company.

9.6 Concurrent employment and directorships

No officer or employee shall accept, solicit, ot seek any outside employment ot office

either part-time or full time whether stipendiary ot honorary, without the previous sanction of

the Competent Authority

9.7 Compliance with laws and regulations

Employees must comply, both in lctter and spirit, rvith all applicable laws, regulations,

rules and regulatory orders in the city and state in rvhich the compafly operates. Violation of
lar,vs, regulations, rules and orders may subject the violating employee to individual criminal

orf andcivil liability, in addition to discipline by the Company, up to and including tcrmination.

9.8 Employment of relatives in companies or firms

No employee shall use his/her position or influence directly or indirectly to secure

employment for any membcr of his/her family rvith any private undertaldng ot

non-NMSCDCI . organTzailon.

No employee shall, except with the previous sanction of the Authority, petmit (a

member of his/her famity) to accept employment with any private undertaking or

NGO having official dealings with NMSCDCL

Provided that where the acceptance of such employment canflot await the sanction

of the Authority or is otherwise considered urgent, the matter shall be reported to

NMSCDCL, and the employment may be acceptcd provisionally subject to the

sanction NMSCDCL
An employee shall, as soon as he/she becomes aware of the fact of acceptance by

a member of his/her family of an employment with any private undertaking or

NGO report to NMSCDCL the fact of such acceptance and also whethet he has

or has had any official dealings with that private undertaking or NGO

Ptovidcd that no such report shall be necessary if the msrn[st of tlUi'Sql-vice has

1,.

2.

3.

4.

alreadyobtainedsanctionof,orSentarepoftto,NMSCDffio
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7.

No employee shall in the discharge of his/her official duties, deal with any matter

relating to, or arvard afly contract in favor of a private undertaking NGO or afly

other person, if any members of his/her family's employed in that private

undertaking or NGO under that person or if he or any member of his/her family

is interested in such private undertaking or NGO or other person in any other

mannef.

In any case rcferred to in above clause, employee shall refer the mattet to his/her
official superior and the case shall thereafter be disposed of according to the

instnrctions of the official superior.

Gifts and donations

The Company r.vill not make any contribution of funds, property ot services to a

political parry or religious organtzatson, or to a candidate for or holder of any

Government office.

Employees of the Companv shall not accept or permit any member of his/hcr family

or any other person acting on his behalf, to accept grft of any kind direcdy ot indirecdy
from people/institutions/companies that deal with them in their official capacity and

for the business of the Company. -Giftll for this puryose means and includcs any cash

or rion-cash bencfit accruing to the employee of a value exceeding Rs. 1000. It shall

include free-ttansport, boarding and lodging expenses or other services received or arry

other pecuniary advantage accrued to the employce by virtue of his/her employment.

Itmpbyees of the Company shall not accept offers to be entertained by an individual
ot otgznizations with whom the Company transacts business or cofltracts to transact

business in future.

d Itmployees will not offer any gifts, favors or cntertainment to others that are not
consistent with customary business practice or could bc construed as a bribe or pay-

off in violation of applicable laws or ethical standards.

9.10 Anti-corruption and prohibition of bribery

Out employees and those tepresenting us, including agents and intermediaries, shall

not, direcdy or inditectly, offet or receive any illegal ot imptoper paymeflts or comparable

benefits that are intended or perceived to obtain undue favors for the conduct of our business

9.1'l., Accounting and financial reporting
1. Itmployees involved in ptepadng financial or accounting records or reports, including

financial statements and schedules, must be diligent in assuring that those records and

6.

9.9

reports ate complete, accurate and timely. Anyone representing
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acc;.)racy of such records and reports should make an inquiry or revierv adequate to

establish a good faith belief in their accura.cy

2. Intentional mrsconduct: Employees may not intentionally misrepresent the Company's

financial performance or othenvise intcntionally compromise the integrity of the

Company's repofts, records, policies and procedures. Further, employees may not

a. Report or entef information in the Company's books, recotds of repofts that

ftaudulently or intentionally hides, misrepresents or disguises the true nature of any

financial or non-financial transaction or result;

b. Establish any undisclosed or rccotded fund, account, asset or liability for any

improper purpose;

c. Enter into any transaction or agreemeflt that accelerates, postpones or othenvisc

manipulates the accurate and timely recording of revenues or expertses

d. Intentionally misclassify trarisactions as to accounts, business units or accounting

periods; or
e. I(nor.vingly assist others in any of the above

9.12 Dealing with auditors
a. Employees are expected to cooperate with internal and external auditors in good

faith and in accordance with larv. In addition, employees must flot ftaudulently

induce or influence, coerce, manipulate or mislead our independent ot internal

auditors regarding financial fecords, processes, controls, or procedures of other

matters relevant to their engagement.

b. trmployees may not engage, direcdy or indirecdy, any outside auditors to perform

any audit, audit related tax or other services, including consulting, without written

approval from the Chief Financial Officer and the Audit Committee

9.13 Protection of company's assets

Ptotecting the company's assets is a key responsibility of every directot, officer,

employee and third-patty 
^gent. 

Care should be taken to ensure that asscts are efficiently used

and are not misappropriated, loaned to others, ot sold or donated, without proper

authorizaion. Employees are responsible for the proper use of company assets and must

safeguard the such assets against loss, damage, misusc or theft. Company equipment and assets

are to be used for Company business purposes only.

9.L4 S7aivers and teporting

A waiver of any provision of the HR lrolicy and Code of Conduct must be approved

in the manner ptovided below

a. Ijor a director or exccutive officer: A waiver must

Corupatry's 1)oatd and prt,urpt1y.,Jrscloscd.

by the
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b. For other employees or third-party agents: A waiver must be approved in writing
by the CtrO and the CFO.

9.15 Disciplinaryactions

If after investigating a report of an alleged prohibited action by an executive officer or
director or other employees or third-party ageflts of the compafly, the investigating committee

determines that a violation of the code has occurred, the investigating committee will report

such determination to the Iloard.

Upon receipt of determination that there has been a violauon of this code, the company

will take appropriate action against ariy person whose actions are found to violate their policies

or any other policies of the company. Disciplinary actions may include immediate termination
of employment at the company's sole discretion. \X/here the company has suffeted a loss, it
may pursue legal actions against the individuals or entities responsible.

Flor,vever, in the case of employees on deputation,

1. Where disciplinaty proceedings are initiated against an officer or employee, r.vho is

on deputation to the organizatton., and if the disciplinary authority of foreign

organizaion is of the opinion that his/her serwiccs are not required in the light of
thc charges leveled against him it should place his/her services at the disposal of
the lending authority and transmit the list of charges with evidences for carrying

out the procedures.

2. If there is a difference of opinion between the disciplinary authority (Foreign

Organizaion) and the lending authodty, the sewices of the officer or employee

shall be placed at the disposal of the lending authority and the record of the

proceedings of the case shall be transmitted to that authority for such action as it
may deem necessaly.

9.16 Forms of Punishment

An employee found guilty of misconduct will be liable to any of the following forms

of punishment:

t) A censute or warning.

ii) Suspension without pay for such period as deemed fit by the CEO
iit) \X/ithholding of grade increment, teduction of pay ot demotion as may be decided by

the CEO.

t") Discharge/Dismissal/'fermination as may be decided by the Competent Authority.

Thc aulhority Lo decide on issucs telatirrg to ernployee discipline is the CEO c,f the Cotnparry

except rn'hen such indisciplinc lcads to tcrmination/dismissal, r.vhcrc thc C
refer the case to a Competent Authority as may be constituted by t

t

such cases.
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9.17 Suspension of Employees

The Comp any may place an employce undet suspension when:

a disciplinary proceeding against him is contemplated or is pending; or
a case against him in respect of arry criminal offence is under investigation or trial.

An employec'uvho is detained in custody, whethet on cdminal charge or otherwise, for
a period exceeding 48 hours shall be deemed to have been suspended with effect from the

date of detention by an order of the appointing authoriry and shall remain under suspension

until further orders.

VThere a penalty of dismissal or removal from service imposed upon an employee under

suspension is set aside on appeal or ofl review undet these nrles and the case is remitted for
further enquiry or action or rvith any other directions, the order of his suspension shall be

deemed to have continued in force on and from the date of the original order of dismissal or
removal and shall remain in force until further orders.

\X/here a penalry of dismissal or removal from scwice imposed upon an employee is set

aside or declared ot rendered void in consequence of or by a decision of a court of law and

the disciplinary authority, on consideration of the circumstaflces of the case, decides to hold a

further inquiry against him on the allegations on rvhich the penalty of dismissal ot removal

rvas originally imposed, the empk>yee shall be deemed to have been placed under suspension

by the appointing authority from the date of the original order of dismissal or removal and

shall continue to remain under suspension until further ordets.

An order of suspension made or dcemed to have been made under this Rule fi:i.y at

any time be revoked by the authority which made or is deemed to have made the order or by

any authority to which that authority is subordinate.

An employee undct suspension shall be entided to draw subsistence allowance equal

to 50o/o of his monthly pay provided the disciplinary authority is satisfied that the employee is

not engaged in any other employment or business or profession or vocation. Where the pedod

of suspension exceeds six months, the authodty which made ot is deemed to have made the

otder of suspension shall be competeflt to vary the amount of subsistence allowance for any

period subsequent to the period of the first six months as follows :

The amount of subsistence allowaflce may be incteased to 75 %o of monthly pay if, in
the opinion of the said authority, the period of suspension has been prolonged for reasons to

be recorded in r.vtiting not direcdy attributable to the elrlployee undet suspension.

The amount of subsistence allowarice may be reduced to 25o/o of monthly pay if in the

opinion of the said authority, the period of suspension has been prolonged due to the reasons

to be recorded in writinp5, directly atttibutable to the employee under suspension.

If an employee is arrested by the Police on a criminal charge and bail is rtoI grau[ed, no

subsistence allor.vance is payable. On grant of bail, if the competent authority decides to
continue the suspension, the employee shall be entitled to subsistence all

4l='6 \o

\e)

he is granted bail



9.18 Issue of Charge Sheet and Receipt of Explanation

If misconduct is reported against an employee, the FIR Departmeflt befote taking any
disciplinary action against him, will issue a chatge sheet under the signature of the Head of
HR Department. The charge sheet / letter of explanation should be served on the employee
r,vithin Trvodring days from the date on which the alleged misconduct has come to light. An
employee r,vho refuses to accept a charge shect or fails to rcply to it r.vithin the prcscribed time
limit, should not be allorved to report for dury until he/she accepts ot replies to the charge
sheet. The employee is expccted to reply to the charge sheet r.vithin such time as may be
pre scribed. If the explanation is satisfactory to the Company, the employee may be exonerated
from the charges and informed accordingly.

9.19 Enquiry and Suspension

If the explanation given by the employee to the charge sheet is not satisfactory, the
Company shall hold ar officral enquiry by an officer(s) appointed for the purpose. The
employee charged with misconduct will be given a reasonable opportunity for explanation and
defending his actions. -I'he enquiry office may also examine the'uvitnesses as named or as found
in the course of the enquiry. The process of enquiry shall be determined by the Officer in
conjunction with thc Flead of the HR Department. Where it is proposed to hold an inquiry,
the Officcr appointed for thc purpose in conjunction with the Head of HR Department shall
frame definite charges on the basis of the allegations against the employee. The charges,
together with a statement of the allegations on which they are based, a list of documcnts by
r.vhich and a list of witnesses by'uvhom, the article of charge are proposed to be sustained shall
be communicated in wdting to the employee, who shall be required to submit within such
time as may be a lvritten statement whether he/she admits or denies any of or all the articles
of charge. On receipt of the written statemeflt of the employee, or if no such statement is
received within the time specificd, an enquiry may be held by the disciplinary authority or by
the inquiring authoriry appointed. Flowever, an enquiry may riot be necessary if the concerned
employee admits to the charges.

The Company rnay suspend the employee if it deems flecessary during the course of
enquity. The order of suspension will be in writing and shall take effect immediately on
communication thereof to thc employee. The suspended employee shall not cnter thc
Company's premises during the pcriod of suspension unless otherwise permitted by the
Company,

9.20 Award of Punishment

Upon conclusion of the enquiry by such mcthods and mcans as thc enquiry officcr in
conjunction with the Flead of HR Department may decide, the company shall tahe the
follorving actions:

a. Exonetate thc employee rf the charges are flot proved.
b. Ar.vard punishment if the charges are proved or the employee admits to the charges.

T'he scale of prrnishment will depend trpon the flatllre of the charges (minor or majof .

A lettet explaining the charges, the enquiqr conducted and awardingpSryi ill be sent
to the employee under the signature of the CEO of the Company. I fuses

fixcd
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ofl the notice board of the department and signed copies are seflt to his local and home

addresses by rcgistered post with acknor.vledgemcnt due.

9.21, Punishment:

Thc punishmcnt to bc arvardcd dcpcnd upon thc tlpc of charges, minor or maior and

r.vill generally follor.v the follor,ving guidelines. 'Ihe enquiry officet in consultation r.vith the

Head HR Department will determine the gravity of the charges and r.vill recommend

appropriate acrion to CtrO. "I'he CEO shall decide on the cxtent of punishment and his/her
decision shall be final.

a. Caution: If the misconduct is of a minor flature, the employee may be cautioned

vetbally or in r,vriting.
b. Warning in Writing: An employee found guilty of misconduct of a minor nature but

committed more than once may be warned in writing and copy of the r.varning letter

be kept in his service record.
c. Suspension: Ilor maior charges of misconduct, an employee may be suspended

r.vithout pay as a disciplinary measure for such period as the CEO may decide.

d. Withholding of Increment: Depending on the gravity of the charges, the gtade

increment of an employee may be rvithheld at the discretion of the CEO if the

employec is found guilty of misconduct,
e. Demotion or Reduction of Pay: An employee r.vho is guilty of a misconduct flot grave

enough to u/arrant discharge may be demoted to a lorver post or to a lower salary in
the same post

f. Discharge: An employee who is found guilty of a serious misconduct may be

discharged from the serwiccs of the company subject to thc recommefldation from the

Competent Authority.

9.22 Taking part in politics and elections

1. No officer or employee shall take active part in politics or in any political
demonstration, or stand for election as member of a Municipal council, district
Board ot arry othcr Local or Legislative

2. Demonstrations and strikes

a. No employee shall engage himself/herself for participate in any demonstration
which is prejudicial to the interests of the soveteignty and integtity of India,

security of the State, friendly relations r,vith foreign States, public order, decency

or morality or which involves cofltempt of the court, defamation or incitement

to an offence.

b. No employee shall participatc in any strike or similar activities or incitement
thereto.

3. No employee shall neglect duty u.ith the object of compelling any srrpeilor officer
to take or omit to take any official action. No employee shall participate in any

demonstration, fast, like 'hunger strike' rvith the object mention

Io2
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9.23 Criticism of government

No employcc shall, in any tadio broadcast, telecast through any electronic media or in
any documcnt published in his/her owrr riame or anonymously, pseudonymously or in thc
name of any other person or in any communication to the press or in any public utterance,
make any statement of fact or opinion -

a. which has the effect of an adverse criticism of any current or recent policy or action
of the Central Governmeflt or the State (]overnment

b. which is capable of embarrassing the relations betr.veen the Central Government
and the (]overnment of any State ; or

c. which is capable of embarrassing the relations betrveen the Central Government /
State Goverflment and the Government of any foreign State;

9.24 Consumption of intoxicating drinks and drugs

1.. Every employee shall maintain thefu physical and mental health in the best possible
manflcr. Business shall be conducted in a smoke free environment. The cmployees shall
endeavot to avoid consumption of substances that rvill endanger their health.

2. Nonvithstanding anything contained in the provisions <>f any lar.v relating to
intoxicating drinhs or drugs for the time bcing in force in any area, no employee shall.

^. While on duty, be possessing or be under the influcnce of such ddnks or drugs
of;

b. Appear in a public place in a state of intoxication or Consume drinks.

9.25 Mandatory disclosure of assets

1. Every employee r.vhether on contract or ofl deputation or on re-employmcnt shall
declare his/her movablc properties held in his/her name or in the name of any member
of his/hcr family of value higher than Rs. 1,00,000/-and all his/het immovable
propetie s held in his/her name or in the name of any member of his/her family at the
time of first appointment and every year in the following manner

^. The declaration shall be made in a sealed cover in the prescdbed format
b. T'he declaration shall be made by 31st May of every year
c. The declatation proforma shall be submitted to the Company Secretaty who

shall be the custodian of both the copies of declaration

The employee's family in this context shall mean the spouse (except where the spouse
is legally separated), the son or daughter or step-son or step-daughter of the employec
11,holly dcpcndcnt on him/her.

9,26 Procurement Practices

The Company shall make all procuremcnt oi goods and services , quality,
service, pdce and terms and conditions. f'he Company's policy is to
or enter into significarit supplier agreements throur{h a competitj

liets
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6ryp,iIi'1.t

required Smart Cities Mission Guidelines andf or Company's
ts shall be selected based on metit, price, quality andown

performa
attempt to
or othenvise ab

should any Company empkryee, agent or contractor
way. Employees arc also forbidden to influence, manipulate

and selection of suppliers.
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Aflnexure II - Recruitment Process

Ivfnnpower Plan & Budgct for thc Ycr



-o Nashik Municipal Smart City Developrnent Corporation Ltd.

Annexure III

Date:

Salary Range:

Manpower Requisition Form

Department:

Job tide:

Qualification:

Reporting to:

Mandatory Qualities:

Desirable Qualiries:

Number of vacancies;

Total yeats of Experience: Iridustry type:

Gendel Prefelence (if any, Pls specify):
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q. erffiqrq:

R. qqri{rq:

a. riqrron:

Y. qt'urkdq'

q. k{i-+.7q;p6ffi;
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Annexure IV- Leave Format
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Annexure IV- Leave Format
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Annexure V: Reimbursement form

Nashik Municipal Smart City Development

To,
Administrative O fficer,
NMSCDCL, Nashik.

a-a

Corporation Ltd.

Date:-

Reimbursement of cell phone, data card and newspaper expenditure.
Sr. no. 6.6 of Human Resource Policy of the company approved by the board.

Sir,
I undersigned working as Office Assistant of NMSCDCL and while carrying my roles

and responsibilities, I have incurred expenditure on cell phone the same are attached herervith

for Reimbursement.

I{indly approved the reimbursement.

Name------
D e signation - -- ----------- - - -

Employee

Apptovcd / Not z\pproved
Name------
Designation----
Reporting Officer

Sub:
Ref :-

Sr. No. Item Dctails Amount
(Rs.)

Remadr

1 Cell Phone rp to Rs. 1000/- for CEO & HOD's
Rs. 500/- for belorv FIOD's per
]]onth

2 Data Card rp to Rs. 500/- for CtrO & HOD's
rer month

) Newspaper rp to Rs. 500/- for CEO & HOD's
rer month

Total

ffi-s
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Annexure VI- Travel Format
Nashik Municipal Smart City Development Corporation Ltd.

Date:

Travel Plan Pre-approval

ndent No: NMSCDCL /'I'RA001/2019 (To be filled by Admin I)epartment)

\ame of Employee

Dcsignation of Employee

Duration
\Io. of Days

Purposc of Visit: (Supported by
invitafion lctter, documents)

Al Flight/ Ttain Arrangement:
Date fom Iime Io fime trlight No/'Irain No

B] Vehicle Artangement:
Date From Iime Io Iime Vendor

Cl Hotel Booking:
Place lheck Inn date heck Out date Name of the hotel

ubmitted for your approval please

ignature of the Applicant
Approval of the department Flead

lhief Execuuve Officer ),$)
for further co-ordination

Z,.vDYdN
6%qaR1;k-)

iummitted to the administrauon & I IR department

\dministrative Officcr

<\ {li( ry)E$MNsN*'Y



Aunexure VII- I\Ieeting Alrangerlent Forrnat

Nashik Municipal Smart City Development Corporation Ltd

IVIeeting z\rrangement

of Event

Estimate Cost
(Io be filled by admin dept)

ame of Indenting Officet:

a#
<b
at


