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Relocation & Transfer Assistance H

The following benefits are for employees who have been transferred from one location to another,
and also for new persons joined into the Company |

« Packing & Moving of Household items '
Company will reimburse packing charges as per foliowmg llmlts grade—wxse against necessary

supporting documents (Transport, Insurance, Taxes inclusive). Before hiring an agency, an emp%cyee
- must submit quotations and have an approval from the HR Dept

M2
M3 ‘
M4 & below

* Relocation Allowance |
if you are transferred from ¢ you will be paid Rs. 5000/-
(Rupees Five Thousand only) as ‘

¢ Joining Leave ‘ it
‘You will be sanctioned Special Leave up to a maxu um‘ of 5 working days to settle at new location
and for packing & moving of household rtems Vour manager will approve this leave with necessary
intimation to HR Dept. for the purpose of ‘A’ttendance Control. This category of leave is to be
availed by the employee within three months qf h‘isl her 1olning the company
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« Reimbursement of Travel Expenses ‘ [ w SR ”‘w ‘
You will be reimbursed ‘one way travel expenses’ for yqutself and your famxly {(wife/husband, 2
children or parents) while shifting from one location to another. The mode of travel shall be as per
your applicable limits. In addition, you will be entitled to claim 1.5 times of your daily allowance to
cover your lodging and boarding expenses for you and your family up to a maximum of 7 days

subject to actuals. If lodging & boarding is taken care of by the company for these 7 days, you
cannot claim daily allowance



