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' Ref : HO:HR:IR:SM:21 | Date: 07.12.2023

CIRCULAR TO ALL BRANCHES / OFFICES

Reimbursement of Cleaning Material
expenses incurred by Employees

Please refer to our Head Office Branch Circular No. 116/316 dated 27.03.2023,
advising the limits for reimbursement of cleaning material expenses incurred by
employees, on declaration basis.

2. We are now pleased to advise that the Board during the meeting held on
16.11.2023 has approved revision in the ceiling limits for reimbursement of cleaning
material expenses with effect from 01.12.2023, on declaration basis. The revised ceiling
limits as approved in the said meeting are as under:-

Scale Present Ceiling Limits Proposed Ceiling Proposed
(per Month) Limits (per Month) Change
Scale Vil Rs.2,500/- Rs.2,500/-
Scale VI Rs.2500/- Rs.2500/-
Scale VI Rs.2,000/- Rs.2,000/-
Scale V Rs.1,500/- Rs.1,500/-
Scale IV Rs.1,500/- Rs.1,500/-
Scale |l Rs.1,000/- Rs.1,000/- No Change
Scale il Rs.900/- Rs.900/-
Scale | Rs.800/- Rs.800/-
Increase of
Clerks Rs.550/- Rs.650/- Rs.100/-
Increase of
Sub-Staff Rs.400/- Rs.450/- Rs.50/-
3. GUIDELINES

Salient features shall be as under:

3.1 Employees shall be eligible for reimbursement of purchase of cleaning materials
on declaration basis in HRMS once in a quarter (for every month in the respective quarter).

3.2 Upon promotion to higher grade having higher entitiement, employees shall be
eligible to claim their revised entitiement from the month in which they are promoted
(irrespective of the date of promotion in the month).

4. Please bring the contents of this Circular to the notice of all employees working
under your Branch / Office.

1V & Shanipa Biswas)
» ‘ General Manager - HR




