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THE STATE TRADING CORPORATION OF INDIA LTD: NEW DELHI

(PERSONNEL DIVISION)

March 7" 2017

Circular No: |IR/10/2017
Reference: Circular No: IR/23/2016 dated 02.08.2016

Subject: Reimbursement of monthly Mobile Phone / Telephone Expenses in the
eventuality of long term absence by employee

Further to Circular No. IR/23/2016 dated 02.08.2016, it has been decided to
regulate reimbursement of monthly telephone/mobile phone expenses to employees, in
the eventuality of long term absence as under:

- If an employee is on leave for more than 30 days for any reasons whatsoever,
the reimbursement towards monthly telephone/mobile phone expenses shall
not be made for the period of absence exceeding 30 days. However, if the
Reporting Officer/Divisional Head certifies that the concerned employee has
used his/her mobile phone/telephane for official work during the period of
absence exceeding 30 days, the reimbursement of mobile/telephone
expenses for the period of absence exceeding 30 days shall be made as per
prescribed ceiling or actual amount, whichever is less.

2. A format for obtaining recommendation of Reporting Officer/Divisional Head,
certifying use of telephone/mobile phone for official work by the emplayee during the
period of absence exceeding 30 days is placed at Annexure-l. An employee on long
absence may obtain recommendation of Divisional Head, certifying use of
telephone/mobile phone by him/her during the period of absence exceeding 30 days,
on the prescribed format at Annexure-! and submit it along with the claim form for
reimbursement of telephone/mobile phone éxpenses to Telephone Section (GAD) for
reimbursement.

This issues with the approval of the Competent Authority. , :ﬂf%dh
%(’". \”&?“)’? 2017,

(Kapil Rohatgi)

DGM(Pers)

-Exe. Secy. to CMD

-Exe. Secy. to Director/CVO
-All CGMs

-All Divisional Heads/All BMs
-DGM(F)(A&E)

-Notice Board/Website




ANNEXURE-I

FORMAT FOR REGULARIZING REIMBURSEMENT OF MONTHLY TELEPHONE/MOBILE
PHONE EXPENSES IN THE EVENTUALITY OF LONG ABSENCE EXCEEDING 30 DAYS

| NAME o
EMPLOYEE NUMBER B . |
PERIOD OF LEAVE el - —

NO OF DAYS ON LEAVE EXCEEDING 30 DAYS |
WHETHER TELEPHONE/MOBILE WAS USED FOR |
OFFICIAL WORK DURING LEAVE PERIOD EXCEEDING |

30 DAYS? (YES/NO) \ \

Signature of the Employee
Date iusisssasnssnsrnsssassonsesarom

RECOMMENDATION OF REPORTING OFFICER/DIVISIONAL HEAD

During the ¢ aforesaid perlod of absence exceeding 30"
days, the employee had used his/her
| telephone/mobile phone for official work. (YES/NO) |

Signature of Reporting Officer/Divisional Head

Employee NUMDBEr: .o
Dateium i irrrcerie s sinreraer s

L
—f
Q




