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CIRCULAR TOALL BRANCHES | OFFICES

Bank of India Farewell Scheme for the Retiring Employees
- Review with modification

A structured Farewell Scheme for the retiring employees is in operation since
2003 in our Bank. In accordance with the Scheme, all staff employees of the Bank,
irespective of their cadre as well as the Whole-Time Directors and CVO, on their
superannuation/ voluntary retirement, are felicitated by organising a function at
Branch/ Office/ Department level. The said Scheme was reviewed by the Board in the
year 2006 and further reviewed in its meeting held on 28.01.2022 with certain
modifications/ enhancements. The revised Scheme was circulated vide Branch
Circular No.115/289 dated 22.02.2022.

2. We are pleased to convey that recently the scheme has been reviewed by the
Board, in its meeting held on 30.05.2023, with the following modifications as a part of
green initiative under ESG Policy of the Bank:-

i) An amount upto Rs.1000/- may be permitted to be spent for arranging air
purifying plant(s)/ oxygen plant(s) etc. during the farewell function in the
Office/ Department/Branch from where the staff is retiring.

i) Cost of arranging air purifying plant(s)/ oxygen plant(s) / Refreshments
should be borne by the Bank by debiting Bank’s Profit & Loss Account.

3. The salient features of the Farewell Scheme incorporating the above
modifications is enclosed as Annexure — A to this Branch Circular. The said Scheme
with modifications shall be applicable from the date of Board approval i.e.30.05.2023.

4. Please bring contents of this Circular to the notice of ali staff members working
in the Branches / Offices under your jurisdiction.

(Shampa Biswas)
General Manager — HR
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Annexure - |

Bank of India Farewell Scheme for the Retiring Employees

1. OBJECTIVE

Employees retiring on superannuation or voluntary retirement deserve special
recognition for their dedication and devotion to the Bank. Cuch: special
recognition would go a long way in building ‘Brand Ambassadors’ in our more
than 40,000 retiree workforce.

Recognition in the form of Memento serves as an ongoing reminder to the
retiring employee of the Bank’s appreciation towards their hard work and
dedication.

2. ELIGIBILITY

2.1 All Whole Time Directors (WTDs) and Chief Vigilance Officer (CVO)
upon their repatriation/ elevation to higher post/ superannuation.

2.2  All permanent employees of the Bank, irrespective of Scale / Cadre,
retiring on superannuation or voluntary retirement and not by way of
penalty/ punishment/ resignation;

2.3 There would not be any criteria for minimum number of years of service;

2.4  Officers joining the Bank’s service at senior level are also eligible for the
Memento on their superannuation, provided their retirement is not by
way of penalty or punishment;

2.5 Award Staff joining the Bank’s service on compassionate grounds are
also eligible for the Memento on their superannuation, provided their
retirement is not by way of penalty or punishment;

2.6  An employee who has resigned from the Bank’s service would not be
eligible for the Memento.

2.7 Contractual staff shall not be covered under this scheme.
3. SCHEME

3.1  To felicitate the retiring employee, a small function should be organized
by the concerned Office / Department / Branch on the day the retiree is
being relieved from the Bank’s service, after business hours.

3.2 If the employee so desires, his / her spouse / family members should
also be invited for the said function.

3.3  Head of the Office / Department / Branch should grace the occasion.

3.4  An amount upto Rs. 100/- per staff member may be allowed to be spent
for arranging tea/ coffee/ snacks during the farewell function in the
Office/ Department/ Branch from where the staff is retiring.

An amount upto Rs. 1000/- may be permitted to be spent for arranging
air purifying plant(s)/ oxygen plant(s) etc. during the farewell function in
the Office/ Department/ Branch from where the staff is retiring.
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3.6

3.6

3.7

3.8

3.9

Cost of arranging air purifying plant(s)/ oxygen plant(s) / Refreshments
etc. should be borne by the Bank by debiting Bank’s Profit & Loss
Account.

Memento in the form of Silver Plaque / Plate, customized with Bank’s
name and logo embossed on it, is to be presented to the retiring
employee, in recognition of his / her dedicated and loyal years of service
to the Bank.

The weight of the Memento should not be more than 200 grams
irrespective of the cost of the Silver Plaque / Plate and name of the
retiring staff should preferably be engraved on the Plaque/ Plate.

‘Service Certificate' duly signed by the head of the Office / Department /
Branch and laminated at Bank’s cost, commemorating the service of the
employee to the Bank should be presented on the occasion, to the
retiring employee. The said Certificate should be in accordance with the
format as enclosed with this scheme (Annexure - A).

After the function, the concerned Office / Department / Branch should
make appropriate arrangements to drop the retiring staff member and
his / her family members at his / her residence, preferably accompanied
by a colleague of the Office / Department / Branch.

4, GENERAL GUIDELINES

4.1

4.2

4.3.

4.4
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In order to maintain uniformity and get economies of scale / metal purity,
the gift articles would be centrally procured, as hitherto, through Head
Office, Publicity Department.

Every year, by 15" February, Head Office, HR Department should
provide the Zone-wise list of employees retiring during the ensuing
financial year, to the Publicity Department, Head Office. Based on this
data, Publicity Department would place orders and procure Mementos
and the same would be forwarded to the concerned Zonal Offices well
in time.

HR Departments of Zonal Offices should store the Mementos in safe
custody. As and when requirement for Memento is received by ZOs
from the Branches, the same should be forwarded by the concerned
Zonal Office to the Branches under their jurisdiction. At Head Office
level, as and when requirement for Memento is placed by the
Departments situated at HO, the same should be forwarded by the
Publicity Department, HO to the concerned Department.

The Memento should be presented to the retiring employee on the last
day of his / her service during the farewell function.

The Farewell Scheme for Retiring Employees, shall be reviewed as and
when required.
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Annexure A
(Format of Service Certificate)
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