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                      STAFF SERVICE RULES, 1975

OF

THE HARYANA STATE FEDERATION OF CONSUMER’S COOPERATIVE WHOLESALE STORES LIMITED, CHANDIGARH.

CHAPTER-I

	Rule No.
	Preliminary



	1.
	Short title, commencement and application :



	1.1
	These rules shall be called the Staff Service Rules of The  Haryana State Federation of Consumer’s Cooperative Wholesale Stores Ltd. and shall hereinafter be referred as Staff Service Rules.



	1.2
	These Staff Service Rules shall come into force with immediate effect and will be in suppression of all the previous rules, if any. 



	1.3
	These rules shall apply to all employees of the State Federation only.  Provided that in case of employees whose services are lent to the Federation by the Govt./Registrar or any other Institution, these rules shall apply only to such extent as are specified in the terms and conditions of deputation agreed upon by the competent authority.

(Amended by RCS, Haryana vide letter No. 13/2/83-CS-I dated 23.2.90)



	1.3 (A)
	Notwithstanding any thing contained in any resolution or Bye-laws of the State Federation, the State Federation shall not make any appointment beyond the sanctioned strength.

(Amended by RCS vide letter No. 13/2/83-CS-I dated 22.2.90)



	1.4
	These service rules shall be read with and subject to Haryana Cooperative Societies Act, 1984 and the rules framed there under.  



	2.
	Definition :
In these rules, unless the context otherwise requires :-

	      a)
	The “State Federation” means The Haryana State Federation of Consumer’s Cooperative Wholesale Stores Ltd.



	      b)
	Deleted by RCS vide letter No. 13/2/83-CS-I dated 22.2.90.



	      c)
	“Service” means the service of The Haryana State Federation of Consumer’s Cooperative Wholesale stores Ltd.



	     d)
	“Bye Laws” means the registered Bye-laws of The Haryana State Federation of Consumer’s Cooperative Wholesale Stores Ltd.



	      e)
	The “Board” means the Board of Directors of The Haryana State Federation of Consumer’s Cooperative Wholesale Stores Ltd.



	      f)
	The “Staff Committee” means the committee constituted under Rule 3.1 of these rules.



	      g)
	The “Managing Director” means the Managing Director appointed by the State Federation.



	      h)
	The “President” means the President of The Haryana State Federation of Consumer’s Cooperative Wholesale Stores Ltd.



	      i)
	Deleted by RCS vide letter No. 13/2/83-CS-I dated 22.2.90.



	      j)
	The “Government” means the Government of Haryana State.



	      k)
	The “Registrar” means the Registrar, Cooperative Societies, Haryana.



	      l)
	“Direct Recruitment” means the appointment made by other than promotion from within the service or by transfer on deputation.



	      m)
	“Salary” means the basic monthly pay, which shall also include other emoluments treated as pay by the State Government.



	      n)
	“Family” means an employee’s spouse sons, unmarried daughters and parents actually residing and wholly dependent upon him/her.



	      o)
	“Equivalent Posts” means any two or more posts on the service carrying identical time scales.



	      p)
	“Employees” include all salaried persons appointed either temporarily or permanently in the service of the State Federation.



	      q)
	“Substantive Pay” means pay to which an employee is entitled on account of a post to which he has been appointed substantively or by reasons of his substantive position in a cadre.



	      r)
	“Year” means financial year from 1st April to 31st March.



	      s)
	“Penalty” means censure, with-holding of increments, demotion, reduction to the lower post of time scale, removal or dismissal of any employee.



	      t)
	“Act” means the Haryana Cooperative Societies Act, 1984.



	      u)
	“Appointing Authority” means the authority in which the power of appointment of the personnel of particular category vests.



	      v)
	“Competent Authority” means the authority in which the powers of appointing authority have been delegated for accomplishment of certain purposes.


3.
Authority to implement these Rules :

	3.1
	These rules shall be administered by the “Staff Committee” constituted by the Board subject to the over all control of the Board.



	3.2
	The Staff Committee shall consist of :-



	      i)
	President of the state Federation                               President



	     ii)
	The Registrar, Cooperative Societies, Haryana         Member



	    iii)
	One Director of the State Federation                         Member

(To be nominated/selected by Board provided 

that    he  shall  be  representative  of  member

 institutions).



	     iv)
	Managing Director                                                     Member Secretary



	3.3
	In case the Board is removed under Section-2 of the Act, the Staff Committee shall also cease to hold office and all its functions shall be discharged by the Administrators as appointed by the Registrar or his nominee and the Managing Director.



	3.4
	Any vacancy occurring in the Staff Committee during its tenure shall be filled in by the Board.



	3.5
	Three members shall form the quorum of every meeting of the committee and at least seven days clear notice shall be given for a meeting of the Committee, specifying the date, venue, time and agenda.  All decisions shall be taken by majority of votes.  In case of equality of votes, the President shall have a casting vote.

Provided that in case the Registrar, or his nominee gives a note of dissent, the matter shall be referred to the Government for decision and the decision of the Government shall be final.



	3.6
	The Staff Committee shall be competent to delegate any of its powers to the President of Managing Director of the Federation, if considered, necessary in the interest of work.



	3.7
	Powers to amend and interpret these rules



	          (i)
	The Board of Directors on the recommendations of the Staff Committee or at its own initiative or at the recommendations of the Managing Director subject to the prior approval of the Registrar, shall be competent to enact, amend, rescind and make additions to these rules from time to time.  However, no new regulations or alternations in the existing service rules shall operate to reduce the scale of the pay of an employee on which he is entitled to draw pay in the substantive capacity on the day or date of the new rules or alteration comes into force.



	      (ii)
	Should any doubt arise in the interpretation of these rules, the powers to interpret these rules shall vest in the Registrar and the advice of Registrar shall be binding.



	4.     a)
	“Permanent” employee means an employee who has been confirmed on vacant permanent post.  The staff of the Federation shall be classified into the following :-



	            1.
	Class -I           Managing Director



	            2.
	Class-II          Business Manager, Accounts Officer, General Manager,                                                                           

                        Establishment Officer, Asstt. Manager and 

                        Superintendent.



	            3.
	Class-III         Accountants, Assistants, Accountant’B’, Storekeepers,

                       Cashiers, Clerks, Stenographers/Steno-typist and 

                       Salesmen.



	            4.
	Class-IV        Drivers, Peons, Daftri, Chowkidars and Sweepers.



	       b)
	“Probationer” means an employee who is provisionally employed to fill a permanent vacancy or post and has not been made permanent or confirmed in service.  The probation period will be 12 months for all the posts of Class-I, II, III which may further be extended by such time as deemed fit, but in no case it will exceed 24 months, in all.  The probation period for Class-IV shall be 6 months which may further be extended by such time as may be deemed fit but in no case total period of probation shall exceed 12 months.



	       c)
	“Temporary” employee means an employee who has been appointed for a limited period of work, which is of an essentially temporary nature.



	       d)
	An “Apprentice” means a Learner who is given a nominal stipend during the period, which will ordinarily be of 6 months before he is taken up as a temporary employee.



	      e)
	Every employee shall be given a written order regarding his appointment, confirmation, promotion, transfer and ending of service as the case may be.



	5.
	Creation of Staff Strength :



	
	The Board may add or delete any category of posts or add or delete posts in any category with the prior approval of the Registrar, Cooperative Societies, Haryana. 

(Amended by RCS vide letter No. 13/2/83/CS-I dated 8.1.92)



	6.
	Qualifications, rate of pay and allowances:

	6.1
	The qualification of various categories of employees covered by these rules shall be as specified in Annexire-1.  The Board may revise the qualification with the prior approval of the Registrar from time to time without prejudice to the provision of any rule/Bye-laws of Cooperative Society, the Registrar may on recommendation of Board and for special reasons to be recorded in writing/relax the qualification of any person to such extent as he may consider proper.

(Amended by RCS vide letter No.13/2/83/CS-I dated 22.2.90 & letter No. 13/2/83/CS-I dated 18.6.90)



	6.2
	The scale of pay of the employees shall be as given in Annexure-II.  The Board may revise the existing scales of pay given in Annexure-II from time to time subject to the prior approval of the Registrar.



	6.3      (i)
	The rates of dearness allowance and other allowances would be equal to he allowance admissible under the Govt. rules from time to time.



	         (ii)
	The Staff Committee, subject to the prior approval of the Registrar may allow advance increments subject to a maximum of four the pay scales for the particular grades at any time to any of the employee on the recommendations of the Managing Director for extra ordinary work.



	6.4
	The Managing Director may where the exigencies of administration so demand, call upon any employee to furnish cash or tangible security of such amount in addition to the security as per Annexure-III.

(Amended by RCS vide letter No. 13/2/83/CS-I dated 16.10.91).

	7.
	Holidays :

	7.1
	The Federation shall remain closed on all Sundays or alternatively any other day if so decided by the Registrar, or on such other days as the Government may be notification declare to be holidays.



	8.
	Attendance :

	          a)
	All employee shall be at work at their respective places of work at the time fixed and notified to them by the General or special orders issued by the Managing Director/General Manager.



	          b)
	Any employee who is found absent from his/her proper place of work during the working hours without the permission or without sufficient reason shall be treated absent for the whole day.


CHAPTER-II
Appointment and training of staff 

9.
Appointment of employees, General/conditions of their service and training of staff.

9.1                  Appointing Authority :

a) Managing Director, Confed shall be competent authority to make appointments of the staff in Confed of Class-III and Class-IV categories subject to the condition that the post is already sanctioned by the Registrar, Cooperative Societies, Haryana.  Appointment to the posts of Class-II categories shall be made by the Board of Directors, Staff Committee subject to the condition that the post is already sanctioned by the Registrar, Cooperative Societies, Haryana.

(Amended by RCS vide letter No. 13/2/83/CS-I dated 20.1.93)

b) The appointing authority may delegate all or some of its powers to any other officer, Staff Committee or any other Subject:- Committee of its Board of Directors.

(Amended by RCS vide letter No. 13/2/83/CS-I dated 28.1.91)

9.2

General conditions relating to Appointment :

The following general conditions shall apply to the appointment in service :-

a) Only Indian Nationals, displaced persons from Pakistan who have permanently migrated to India or subjects to Nepal, Sikham or Bhutan shall be eligible for appointment to the service of the Federation.

No person shall be appointed by direct recruitment, if he is less than 18 years old or above 40 years in age on the date of selection by the authority competent to make appointments (in case of direct appointment of the Managing Director by the Board, the upper age limit shall be 45 years.  The upper age limit may be relaxed by the Board in genuine cases with the prior approval of the Registrar.

b) The upper age limit of candidates belonging to Scheduled Castes at the time of recruitment will be relaxed as per State Government instructions issued from time to time.

(Amended by RCS vide letter No. 13/2/83/CS-I dated 18.10.89)

c) No person shall be appointed unless he has been certified by an officer not below the rank of an Asstt. Medical Officer to be of sound constitution and medically fit to discharge his duties.

d) No person shall be appointed to the service if he has previously been dismissed from service of any Govt. Department or any other institution or has been convicted by Court of Law as a result of some acts of dishonesty o moral turpitude.

e) No person shall be appointed in the Federation, who is related to any of the Directors within the meaning of rule 2 (K) of the Punjab Cooperative Societies Rules, 1963.

Provided that none of the conditions at (b) and (c) above shall apply in case of appointment made by promotion from within the service or by transfer on deputation of any person from any department of Government of Haryana.

f) A police enquiry will be got conducted into character and antecedents of each newly appointed employee in Confed as per Government instructions.  No newly appointed employee will be allowed to join service unless and until such report into his antecedents has been received and there is nothing adverse against the newly appointed employee.

(Approved by RCS vide letter No. 13/2/83-CS-I dated 21.8.90)

9.3                 Nature of appointment :

A)
An appointment may be made of any of the following nature subject to the prescribed qualifications of the posts :-

(i) Purely temporary (may be terminated within a period of 6 months without notice).

(ii) Temporary (may be terminated or made substantive subsequently).

(iii) Substantive.

       B)

Mode of appointment :


     
Appointment to various posts of the service shall be :-

a) Managing Director

(i) By direct recruitment

(ii) By promotion


(iii) By transfer on deputation of a person from the Haryana Government.

b) Senior Accounts Executive/Accounts Officer

(i) By direct recruitment

(ii) By promotion


(iii) By transfer on deputation from Department of Haryana Govt.

c) General Manager/Assistant Manager/Assistant Accounts Officer/ Superintendent

(i) By direct recruitment

(ii) By promotion from amongst the officials of their respective categories.

(iii) By deputation from Department of Haryana Govt.

     d)          Probationary Officer

Probationary Officers would be recruited under special terms and conditions approved by the Board of Directors and Registrar, Cooperative Societies to fill up the posts of Accounts Officer/General Managers.

e) Accountant

(i) By direct recruitment

(ii) By promotion from amongst the Accounts Assistant

(iii) By deputation from Govt. Department of Haryana.

f) Assistants
(i) By direct recruitment

(ii) By promotion from amongst the Clerks.

g) PA/Stenographer/Clerks/Cashier

(i) By direct recruitment

(ii) By promotion from amongst the cadre of Peon,

If any of them fulfil the educational qualifications.

h) Peons, Drivers, Daftri, Record Keepers and Chowkidars

(i) By direct recruitment

i) Operator/Compositor/Machine-man 

(i) By direct recruitment

(ii) By promotion

(Amended by RCS vide letter No. 13/2/83/CS-I dated 22.2.90)

9.4
a)
Appointments to the various posts under different categories as 

indicated  under rule 9 (3) shall be in the ratio as given below :-

	S.No.
	Name of Post
	%age promotion
	Direct recruitment



	1.
	Managing Director
	Senior Officer from Haryana Govt.


	

	2.
	General Manager/Assistant Manager/Accounts Officer/ Supdt./Asstt .Accounts Officer


	66.2/3%
	33.1/3%

	3.
	Accountants/Assistants/Storekeepers, Salesmen


	50%
	50%

	4.
	Clerk/Accounts Clerk/Cashier
	10%
	90% (Amended on 8.1.92)



	5.
	Peon/Drivers/Daftri
	-
	100%


                The above ratio will not apply in case of deputationists.

9.4
b)
In  the  case of  vacancies  for  which  no  percentage  has  been fixed  for 

appointment by promotion or by direct recruitment, the appointing authority shall have the right to decide whether a particular vacancy should be filled by direct recruitment or by promotion or by transfer on deputation.

9.5

Appointment by direct recruitment :


a)
Except in the case of adhoc appointments, where the period shall not exceed six months in the first instance and where the number of such appointments shall not exceed 50% of the vacant sanctioned posts in that category, all direct appointments shall be made after proper advertisement in at least one leading daily News Paper mentioning the qualification required and grade of pay and other allowances of the post and or notifying to the Employment Exchange.  Provided that no such advertisements or notifying to the Employment Exchange would be necessary in the case of appointments of a dependent of an employee who dies while in service.


(Amended by RCS Haryana vide letter No. 21/9/88/CS-I dated 27th September, 1988)

b) The appointing authority may prepare a waiting list upto 25% of the sanctioned strength, which will be valid upto six months from the date of selection.

c) Reservation for the members of Scheduled Caste/Scheduled Tribes, Backward Class and Ex-serviceman will be according to Govt. instructions issued from time to time.

d) Nil.

9.5  e)
Notwithstanding anything contained in these rules, the appointing authority may appoint on regular basis, such adhoc employees as have completed a minimum service of 240 days on 30.6.84 and fulfil the following conditions :-

(a) Only such adhoc employees as have completed 240 days service on 30.6.84 should be made regular.  However, break(s) in service rendered on adhoc basis upto a period of one month may be condoned.

(b) Only those employees would be considered for regularization who possessed the prescribed qualification for the post at the time of their appointment on adhoc basis.

(c) The work and conduct of the adhoc employees proposed to be regularized should be satisfactory.  The seniority of the adhoc employees so regularized may vis-à-vis the employees appointed on regular basis be determined with effect from 30.6.84.  The inter seniority of adhoc employee shall be determined in accordance with date of joining the post.  If the date of joining the post on adhoc basis by such employees was the same, then an older member would rank senior to an employee younger in age.

(Approved by RCS vide letter No. 13/8/84/CS-I/3528 dated 15.3.85).

9.6
Qualification for direct recruitment and promotion or by way of transfer on deputation :


The qualification for the various posts shall be as prescribed by the Registrar from time to time.  The qualifications shall be as prescribed in Annexure-I unless otherwise prescribed by the Registrar.

9.7 Appointment by promotion :
a) The appointment by promotion to posts under all categories shall be made from employees working in lower categories as specified in rule 9.3.

b) The appointing authority shall be guided by the service record, qualification and length of service of the employees in that category for promotion.

(Amended by the BOD in their meeting held on 20.11.79 and approved by the RCS vide his letter dated 1.1.80).

c) In all promotion cases, reservation for the member of Scheduled Castes/ Scheduled Tribes and Backward Classes belonging to Class-III and IV shall be as under :-

(i) There will be reservation in promotion according to Govt. instructions issued from time to time.  While filling posts reserved for Scheduled Castes/Scheduled Tribes and Backward Classes only officials belonging to these two categories should be considered separately for each category and promotion made from amongst them.  Officials other than those belonging to Scheduled Castes/Tribes or Backward Classes should be promoted similarly out of their own State. 

(ii) If in any year, the promotion against vacancies reserved for Scheduled Castes/Tribes and Backward Classes cannot be made because of lack of suitable candidates, then these vacancies should be carried forward for succeeding years.

(iii) While fulfilling the promotion posts by reservation, the minimum standards of qualifications and experience as provided in the service rules, should, however be adhered to in every case and no relaxation should be made in this regard.

(iv) In order to provide suitable stages for securing 20% reservation for Scheduled Castes, the vacancies at 4-8-14-18-24-28-34-38-42-50-54-58-64-68-74-78-84-88-92-100 should be filled out of the candidates belonging to Schedules Castes/Tribes.  For Backward Classes, the stages for securing 10% promotion in Class-III and IV only the vacancies at Nos. 10-16-22-32-46-56-70-76-86-96 should be filled.

9.8 All appointments by direct recruitment shall be made on the condition that the selected candidate executes a service bond giving an undertaking therein to serve the Federation for a period at least two years.

10.1

Probation period and confirmation :



The promotion period will be as prescribed in rule 4(b) of these rules.

10.2
The appointing authority shall be competent to extend the period of probation under rule 10 (i) on the following grounds :-

j) The work and conduct of the employee has not been considered satisfactory by the Staff Committee during the normal probation period.

ii)
For any other reason, as recorded by the Managing Director, if he is not considered fit for the post and has been recommended for further opportunity.

10.3 If any probationer is found unfit for the post of which he is appointed or whose work and conduct is not deemed satisfactory, his services may be terminated by the appointing authority after one month’s notice of termination or on payment of one month’s salary including all allowances except house rent in lieu of notice period or a part thereof.  In case of an employee promoted from a lower post, he may be reverted to the lower post by the appointing authority during the probation period after affording him due opportunity.

10.4 No appeal shall lie to any authority against the order of termination of service of a probationer or purely temporary employee.

10.5 If the work and conduct of an employee during the period of probation is found satisfactory, he will be confirmed from the date of completion of the probation period.

10.6 No employee will be deemed to have been confirmed in the Federation service unless specific orders in this regard are issued.  The appointing authority shall have to take a decision regarding the confirmation or reversion or removal of a probationer within the prescribed period of probation.

11.

Training and Examination :

Any member of the staff may be required to undergo general or special training or refresher course or training in any institution as desired by the Registrar or by the Managing Director.  An employee deputed for such training to any of the Cooperative Training Institution shall execute a bond/agreement undertaking to serve the Federation at least for a period of three years from the successful completion of the training failing which he shall be liable to pay expenses of training incurred by the institution on his training.  An employee who fails to successfully complete the training o to pass the examination prescribed shall do the training again or the examination again as per rules of the training institution at his own expenses.

12.

Record of service and lien :

12.1
The record of service of every employee inclusive of accounts of all type of leaves except casual leave, annual increment, promotion or officiating promotion and punishment if any, will be maintained or caused to be maintained by the Federation in the service book as are prescribed under CSR applicable in the State of Haryana or in the manner prescribed by the appointing authority for the purpose entries shall be confirmed by an officer so authorized by the Managing Director.  The employees shall have a right to see his/her service book at any time during working hours of the Federation.

12.2
a)
Annual character rolls and confidential reports shall  be  recorded  in  the 

prescribed proforma by the Managing Director.  This record will be confidential and shall remain in the custody of the Federation.  All reports shall be written and deposited with the Federation within three months of the close of the financial year.

b)
 (i) 
In case of  staff  below the rank of  Business  Manager,  Accounts 

Officer, Establishment Officer, General Manager, Asstt. Manager/Supdt., the first assessing authority shall be the respective officer of the category.  The second and final assessment shall be made by the Managing Director and second authority shall vest in the President.  For Managing Director the assessment will be made by the President and the second opinion would be that of the Registrar.

     
 (ii)
Deleted by RCS vide letter No. 13/2/83-CS-I dated 22.2.90.

  c)
In case adverse remarks are recorded in respect of any employee, these shall be communicated to the concerned employee within a period of six months following to the financial year to which the report relates.

12.3
The record of casual leave of each employee, due and enjoyed will also separately maintained in the office of the Federation.

12.2    d)
The appeals against adverse remarks or average ACR shall be considered and decided by the Board subject to the conditions that these are made within 30 days from the date of its communication.  The Board may, however, entertain an appeal within 60 days of the said date if the appellant has sufficient cause for filing the appeal in time.

12.4 Lien :

a)
An employee who is confirmed in the Federation and joins another constituent cooperative institution may retain his lien on his post so left.  The lien shall be for such period till he is confirmed by the new institution.

b)
No employee can claim lien as a matter of right if he has not opted for the retention of lien within six months from the date of his relieving.

(Amended by the BOD in their meeting held on 20.11.79 and approved by the RCS vide letter dated 11.3.80).

13.

Fixation of seniority

13.1
The seniority shall be determined separately in each categories/cadre of service.



13.2
The inter seniority of the employees shall be from the date of joining in the category of service subject to the provisions detailed in subsequent paragraphs.

13.3
In case, two or more employees join on the same date, their seniority shall be determinated as follows :-

a) If the appointment is made in pursuance of rule 9.5, then their seniority shall be determined according to the merit list.

b) If the date of joining of two or more employees in the category of service through direct recruitment or promotion is the same, the later shall be senior to the former.

c) If two or more employees are promoted in the same category/cadre on the same date, the seniority shall remain the same as in the lower category.

14.

Posting and transfers :

14.1
 a)
Deleted by RCS vide letter No. 13/2/83/CS-I dated 22.2.90)

 b)
The Staff Committee may depute an employee of the Federation with his consent on deputation to any other Coop. Institution or to any other agency on such term and conditions as agreed upon between the State Federation and the foreign institutions.

15.

Resignation :

Subject to any express conditions contained in the appointment letter/ bond with the employees :

(i)
No employee who has been in the service of the Federation for a period of three months on purely temporary basis and adhoc basis shall resign his post unless he has given seven days previous notice or salary in lieu thereof.

(ii)
No employee other than those mentioned in clause (i) above shall resign a post unless he has given/gives 30 days clear notice or salary in lieu thereof.

(iii)
If an employee leaves service without giving the due notice, he shall be liable to pay an amount equal to the salary including allowances for a period of notice o for such period by which the notice falls short and any other dues recoverable from him.  The Federation shall be competent to deduct those amounts from his unpaid dues including the salary, other allowances, bonus and gratuity etc.

16.

Retirement :

a)
Every employee appointed in the service shall retire on attainment of the age of 58 years.

b)
Notwithstanding anything contained in clause (a), an employee may be required by the Board of Directors or permitted at his own request to retire from the service on attaining age of 55 years.

c)
Nothing contained in clause (a) or (b) supra shall effect the right of the Board to require an employee to retire on his own being in capacitated for further continuance in service due to illness or otherwise.

Provided that before acting under this clause, the Board shall obtain opinion from the Medical Officer of the rank of Chief Medical Officer to this effect and give a reasonable opportunity to the employee to explain his case.

d) An employee can get retirement on medical grounds after the completion of at least 15 years of service.  For this purpose, the medical certificate should be issued by a Medical Officer not below the rank of C.M.O./S.M.O. of a Civil Hospital.

e) In the interest of work and if the employee is medically fit, the Board with the prior approval of the Registrar, may give extension beyond 58 years for one year at a time and not exceeding two years in aggregate.

CHAPTER-III

Pay Scales, Dearness and other allowances :

17.

Pay Scales :

17.1 Unless anything is otherwise contained in these rules, an employee appointed to any category should draw basic salary in the scale fixed for that category in Annexure-II.

17.2 If an employee is promoted from a post of lower category to a post of higher category, his initial salary in the higher post shall be fixed according to the provisions of the Civil Service Rules (applicable in the State of Haryana).

17.3 Annual increments on first appointment on direct recruitment or on promotion shall be allowed after the concerned employee has completed the conditions of his appointment or promotion to such post if any.

17.4 Subject to the provisions of clause 17.3, annual increment in the pay scale shall accrue normally to an employee after he has completed one year service in time pay scale unless it has been previously withheld for reasons of unsatisfactory work and conduct and communicated in writing to the employees concerned.

17.5 The following periods shall count for completing the period etc. of one year for the purpose of grant of annual increments :-

(i)
Period of duty in the post.

(ii)
All periods of leave with full salary.

(iii)
Period of officiating service in a higher post worked in service, provided an employee would have working on the lower post but for his officiating promotion to the higher post.

(iv)
Period of suspension, only if this period has been treated as duty period.

The appointing authority subject to prior approval of the Registrar may in special cases allow initial salary at a higher stage on the grade up to two advance increments than normally admissible to an employee on his first appointment, in relaxation of rule 17.1 supra, for reasons of higher qualifications or better experience which should be over and above the qualifications prescribed for the post.

17.6 The Board may grant cash awards or advance increments to an employee for improving academic qualifications or doing commendable work or for meritorious service subject to the provision of rule 6.3 (ii).

17.7 The sanction of increment at the time of crossing the efficiency bar shall be considered and allowed by the Managing Director on the basis of annual confidential reports, additional qualifications required and necessary specialized training taken as may be prescribed by the Federation.

18.

Travelling Allowances :

18.1  
If any employee travels on duty beyond eight kilometers from the head quarters, he may be allowed travelling allowance for such journey and halts as follows :-

(i) He may be allowed one daily allowance for halt at out station at the rate applicable to his grade vide Annexure-IV of these rules.  The date of halt in these rules means the day on which the employee has not performed any journey.

(ii) a)
For  any  day  on  which   he   performs  journey  between    stations connected  by  rail,  he  shall  be  entitled   to   single  rail   fare   of   the class of accommodation to which he is entitled provided he travels by such class of accommodation or a high class of accommodation or otherwise of the class of accommodation by which he actually travels.  In case he travels by road between such stations connected by rail, he shall be entitled to draw the actual fare paid by him subject to the maximum of the rail fare admissible to him.

    b)
In addition to the actual or bus fare admissible under clause (a) above, the employee shall be entitled to allowance for incidental expenses at the rate applicable to his grade and a half daily allowance for each day of departure or arrival including the departure or arrival at the head quarters.

(iii) a)
When a journey is performed between stations not  connected  by 

rail and the distance between the two stations exceeds 32 kilometers, he shall be entitled to road mileage at the rate applicable to his grade vide Annexure-IV of these rules.  If the distance does not exceed 32 kilometers, he shall not be entitled to any road mileage and may drawn one daily allowance only for such journey.

           b)
In  addition to the road mileage admissible under clause (a) above, he shall be entitled to a half daily allowance for each day of departure or arrival including the day of departure from or arrival head quarters.

       (iv)
If the stations between which an employee travels are partly connected by rail and partly by road, he shall be entitled to :-

      a)
Rail mileage as per clause (ii) (a) and (b) of this rule for the portion connection by rail.

     b)
Road mileage for the road portion subject to the condition that if the road journey does not exceed 32 kilometers.  Road mileage shall be restricted to the amount of one daily allowance admissible to his grade.

      c)
One half daily for each day of departure or arrival including the day of departure from or arrival at the headquarters.

(v)
If an official not below the rank of Class-II as classified in rule (4) (a) has been permitted by the Managing Director to perform journey by air, he shall be entitled to the standard air fare paid by him plus allowances for incidental expenses at the rate of one third of the fare subject to a maximum of Rs. 30/-.

Provided that if at either end of journey by air an employee has to perform a connected journey by rail or road, he may draw the mileage allowance admissible for such journeys subject to the conditions laid down in Sub-clause (iv) and (b) of this rule.

Provided further that no mileage allowance may be drawn in respect of surface transport which form part of the air, journey and is included in the fare paid for the air journey.

(vi)
If the journey has been performed by any mode of transport free of charges, he shall be entitled to :-

 a)
If the stations are connected by rail, allowance for incidental expenses by rail at the rate admissible to his grade.

 b)
If the stations are not connected by rail, one daily allowance.

c)
If the stations are partly connected by rail and partly connected by road, allowance for incidental expenses for the rail portion as per clause (ii) (b) of this rule and one daily allowance for road portion.  For the purpose of this rule, the distance from the place of duty to the railway station does not mean road journey.

vii)
Notwithstanding the provisions of clause (vi)above, if the journey is performed by a vehicle provided at the cost of the Federation, the traveling allowances of the officer normally entitled to use to vehicle independently shall be regulated as follows :-

(a)
If he returns to the headquarters on the same day, he shall draw :-

i) A half daily only if the absence from the place of duty exceeds six hours.

ii) Full daily allowance if the absence from the place of duty exceeds twelve hours provided that for a number of journeys performed within the radious of 16 kilometers from the headquarters the officer shall be entitled to only half daily allowance if the total absence from the place of duty exceeds six hours.

The traveling allowances of the Driver of vehicle shall also be regulated as above.

18.2
(i)
For the purpose of traveling allowances, a journey shall be deemed to 

have been performed by the shortest route.

(ii)
A journey begins when the employee leaves the headquarters and ends when reaches back his headquarters.


(iii)
A journey on tour is held to begin or end in any station at the duty point.

EXPLANATION

For the purpose of these rules duty point at the headquarter means the place or office where an employee remains on duty i.e. the place or office of employment at the headquarters.  As for outstations, the duty point shall be taken to the place/office visited by the employee on duty.  Where there are two or more such points at the out stations, the following shall be taken as the duty point.

a)
If the employee reached that station by rail or air, the point which is farthest from the railway station or the railway booking centers, as the case may be and,

b)
If he reaches that station by road, the point which is farthest from the point where the journey to the station commenced.

18.3 Travelling Allowance Transfer:

When an employee is transferred from one station to another, he shall be entitled to transfer traveling allowance as follows :-

a)
If the station of his place of duty and new place of duty are connected by rail, he may draw single rail fare of the class of accommodation to which he is entitled to travel for each member of his family including himself subject to the condition that :-

(i)
No fare shall be drawn in respect of a member of family who does not travel with him, or one month before or six months after the date of which he makes over charges at the old place of duty, or for whom no fare is actually paid and that 

(ii) The total amount claimed shall not exceed the amount actually paid by him for performing the journey alongwith his family from old station to the new station.

EXPLANATION

(i)
Under this rule, an employee may claim the fare in respect of any member of his family traveling to his new station of duty from any station other than his old station of duty to a station of duty or from his old station of duty to station other than his station of duty within the period prescribed in the above rule provided the amount of the fare does not exceed the amount which would have been paid, if such member had traveled from old station to new station of duty.

(ii) a)  In addition to the above, he shall be entitled to allowance for  incidental expenses at the rate of 4 time the rate prescribed for    journeys on tour.

      b)
If the journey is by road, he may draw two mileage at the rate to which his grade entitled him, a third if two members of his family accompany him and a forth if more than two members accompany him.

c)
For the transportation of personal effects subject to the maximum prescribed in Annexuxe-IV he may draw the actual cost of carriage by goods train, if both the old and new station of duty are connected by rail, if the stations are not connected by rail, he may draw mileage allowance at the rate fixed for the means or transport actually used on certificate from the employees that he used the cheapest form of transport available, provided that :

(i) If  between stations connected by rail, he carries his transport effects by road, he may draw actual expenses up to a limit of the amount which would have been admissible and he taken the same quantity by goods train, provided that in cases where the actual expenses claimed exceeds this limit, the d as the case may be, may allow such claim for valid reasons subject to the limit of amount which would have been admissible if the maximum prescribed weight admissible had been transported by goods train.

(ii) Subject to the prescribed maximum weight, an employee may draw the actual cost of transportation of personal effects to his new stations from a place other than his old station (e.g.) from a place where they are enroute, or have been left on the occasion of previous transfer or from old station to a place other than his new station, provided that the total amount drawn, including the cost of transporting those personal effects, shall not exceed that admissible limit and the maximum weight admissible been transported by goods train or if stations concerned are not connected by ail, by the cheapest means of transport available from the old to the new station direct.

(iii) If the weight of personal effects transported by an employee by road exceeds the maximum limit of weight prescribed for his grade, he may draw actual expenses subject to the limit of amount which would have been admissible if the maximum quantum of weight admissible has been transported by him.

19.
Provident Fund:

Except the employees on deputation from the Govt. or Institutions, all the employees who put in one years’ continuous service or 240 days working day (which ever is earlier) shall be entitled to get the benefit of provident fund as per Provident Fund Act, 1952.  Rules for regulation of provident fund are given at Annexure-V .  The employees contribution towards the provident fund and administrative charges in case of staff working in Central Coop. Cons’ Stores shall be financed by the Central Coop. Cons’ Stores concerned and in case of the staff working in the State Federation, it will be paid by the State Federation.  The employees will subscribed @ 8.33% of his/her salary after completing 240 days actual working days or one year’s service whichever is earlier.  The employer will also contribute @ 8.33% of the salary of the employees.

20.
Medical Reimbursement Rules:
Medical reimbursement rules shall be as prescribed by the Board from time to time, subject to the prior approval of the Registrar, Coop. Societies.

21.
Bonus:
(i) The employees of the Federation shall be entitled to bonus at the rate which the State Federation is required to pay under the provisions of the Bonus Act, 1965.

(Amended by RCS vide letter No. 13/2/83/CS-I dated 22.2.90)

(ii) Deleted by RCS vide letter No. 13/2/83/CS-I dated 22.2.90)

22.
House Rent Allowance:

The house rent allowance shall be allowed at the rate prescribed by the Board from time to time for different towns as per Govt. instructions subject to the prior approval of the Registrar.

23.
Conveyance Allowance:

The Board may allowance conveyance allowance to the employees at such rate as may be fixed by the Board of Directors subject to the prior approval of the Registrar.

24.
City Compensatory Allowance:

The employees shall be entitled to city compensatory allowance as per State/Govt. rates.

25.
Loan to Staff Members:

Loans for the purpose of purchase of conveyance or construction or purchase of house/plot may be granted by the Federation to the staff members as per rules applicable to Govt. employees.

26.
Acts of omissions constituting gross and minor misconduct, penalties for mis-conduct, imposition of punishment, suspension, appeal, complaints and deductions:

26.1
The expression “Gross misconduct” shall include any or all the following acts of omissions or commissions on the part of an employee:

a) Dishonesty, fraud, misappropriation, embezzlement or misappropriation of the funds of the Federation or any of its constituents or committing any offence under I.P.C. in relation to the Federation and its constituents.

b) Engaging in any trade or business outside the scope of his duties except with the permissions of the Federation.

c) Unauthorized disclosures of information regarding the affairs of the Federation to any of its customers or any other persons concerned with the business of the Federation which is confidential or the disclosure of which is likely to be prejudicial to the interest of the Federation.

d) Wilful damage or attempt to cause damage to the property of the Federation or any of its customers.

e) Drunkness or riotous or disorderly or indecent behaviours.

f) Wilful insubordination or disobedience of any lawful and reasonable orders of a superior or misbehaviour with any employee of the Federation.

g) Habitual doing of any act which amounts to ‘Minor misconduct’ as defined below :-

“Habitual means a course of action taken or persisted in notwithstanding that at least on three previous occasion’s censure or warning have been administered or an adverse remark has been entered against him.

h) Wilful slowing down in performance of work.

i) Gambling or batting in the premises of the Federation.

j) Doing any act prejudicial to the interest of the Federation or gross negligence or negligence involving or likely to involve the Federation in serious loss or losses exceeding Rs. 100/-.

k) Giving or taking a bribe or illegal gratification from a customer or any employee of the Federation.

l) Taking part or canvassing or otherwise interfering or using his influence in any election to the Board, any Committee or the Subject:- Committee or the Directors.

m) Punishment from a court of law for any offence involving moral turpitude.

n) Abatement or instigation of any of the acts or commissions above mentioned.

o) Absence without leave or overstaying sanctioned leave without sufficient grounds.

p) Neglect of work, negligence in performing duties or habitual negligence.

q) Breach of any rule of business of the Federation.

r) Holding or attending any meeting in the premises of the Federation without the permissions of the Managing Director/General Manager.

s) No employees shall take part in politics or in any political demonstration or stand for election to a legislature or local authority or be a member of political party.

(Approved by RCS vide letter No. 13/2/83/CS-I dated 18.10.89)

026.2 The “expression” minor misconduct shall include any of the following acts of omission on the part of any employee.

a) Unpunctual or irregular attendance.

b) Committing nuisance in the premises of the Federation

c) Entering or leaving the premises of the Federation except by the entrance provided for the purpose.

d) Collecting money within the premises of the Federation without previous permission of the Managing Director or except as allowed by any rule of law for the time being in force.

e) Canvassing for union membership or collection of Union dues or subscriptions within the premises of the Federation without the previous permission of the Managing Director or except in accordance with the provisions of any rule of law for the time being in force.

026.3 Penalties for misconduct:

An employee fund guilty of gross misconduct may be awarded any one or more of the following punishments apart from the recovery of actual loss or damage caused by him to the Federation.

(i)
Depriving from payment of bonus.

(ii)
Withholding of annual increments.

(iii) Barring of promotion to the higher-grade post for a specific period.

(iv) Reversion to a lower grade post.

(v) Suspension (Deleted by RCS vide letter No. 21/9/88/CS-I dated 23.8.89).

(vi) Dismissal.

(vii) Fine not exceeding Rs. 250/-.

(viii) Termination of service.

026.4 An employee found guilty of minor misconduct may be awarded any one of the following punishments according to the gravity of his misconduct:

a)
Be warned or censure.

b)
Have his increments stopped for a period of not longer than six months.

c)
Be fined (where a fine is imposed, it shall not exceed 1/3 of the monthly wages of the employee).

026.5 The punishment, if any inflicted on any employee shall be recorded in his service book.

27.
No penalty shall be imposed on any temporary employee unless charge/charges on which it is proposed to take disciplinary action against him have been communicated to him in writing and he has been given a reasonable opportunity to defend himself.


(Approved by RCS vide letter No. 13/2/88/CS-I dated 18.10.89)

28.
The authorities specified in column 3 in Annexure-B shall in respect of all employees be competent to impose the penalties specified in Annexure ‘B’.

29.
Suspension:
029.1 The Managing Director may suspend an employee for the reason to be recorded in writing under special circumstances.

(Amended by RCS vide letter No. 13/2/83/CS-I dated 22.2.90)

029.2 Such order of suspension shall be in writing and shall be delivered to the employee or sent by registered post to his address given in the Federation.

Rule No. 29.3 to 29.5 (Amended by RCS vide No. 13/2/83-CS (I) dated 29.6.90.

029.3 Suspension period shall not exceed one year after which the Chairman may extend the suspension period by one more year.  However, if any employee is to be kept under suspension beyond the period of two years than approval of Board will be necessary.  During suspension concerned employee shall report to Enquiry officer as and when so required to be present.  The employee shall leave the head quarter ordinarily with prior information to the Managing Director/District Manager, as the case may be.

029.4 An employee placed under suspension shall during the period of suspension be paid a subsistence allowance at the following rates namely :-

A subsistence allowance at an amount equal to the leave salary which the employee would have drawn if he had been on leave on half pay and dearness allowance, if admissible on the basis of such leave salary.

Provided that where the period of suspension exceeds six months, the authority which made or is deemed to have made the order of suspension shall be competent to vary the amount of subsistence allowance for any period subsequent to the period of the first 6 months as follows :-

a) The amount of subsistence allowance may be increased by suitable amount not exceeding 50% of the subsistence allowance admissible during the period of first 6 months, if in the opinion of the said authority, the period of suspension has been prolonged for reasons to be recorded in writing, not directly attributable to the employee.

b) The amount of subsistence allowance may be reduced by a suitable amount, not exceeding 50% of the subsistence allowance admissible during the period of first 6 months, if in the opinion of the said authority, period of suspension has been prolonged due to reasons to be recorded in writing directly attributable to the employee.

No payment under sub Rule (I) shall be made unless the employee furnished a certificate and the authority which made or is deemed to have made the order of suspension is satisfied that he is not engaged in any other employment, business, profession or vacation.  When an employee who has been dismissed, removed, compulsorily retired, or suspended, is reinstated or would have been reinstated, but for his retirement on superannuation the authority competent to order the reinstatement shall consider and make a specified order :-

a)
Regarding the pay and allowances to be paid to the employee for the period of his absence from duty, occasioned by suspension and dismissal, removal, or compulsory retirement on superannuation as the case may be.

b)
Whether or not the said period shall be treated as period spent on duty.

c)
Where the authority mentioned in Sub Rule (I) is of opinion that the employee have been fully exonerated or, in the case of suspension, that it was wholly un-justified the employee shall be given the full pay and allowance to which he would have been entitled, had he not been dismissed, removed, compulsory retied, or suspended as the case may be.

d)
In other cases the employees shall be given such proportion of such pay and allowances as such competent authority may prescribed.

e)
In a case falling under para (c) above, the period of absence from duty shall be treated as a period spent on duty for all purposes.

f)
In case falling under para (b) above, the period of absence from duty shall not be treated as a period spent on duty unless such competent authority specifically directs that it shall be so treated for any specified purposes.

029.5 Deleted.

30.
   APPEALS

030.1 An appeal against the orders of the competent authority imposing a penalty under rule 28 shall lie with the authorities mentioned in column 3 of rule 28.

030.2 No appeal shall be entertained unless it is made within 30 days from the date of the communication of the order.  The appellate authority may, however, entertain any appeal within 60 days of the said date if the appellant has sufficient cause for not submitting the appeal in tie.

030.3 The appellate authority may after consideration of the case :-

(i)
Set aside, reduce, confirm or enhance the penalty, or

(ii)
Submit the case to the authority who imposed penalty with such directions as it may deem fit in the case.

30.4
All appeals shall ordinarily be decided within a period of 4 months from the date of receipt of the appeal.

31.1
Deduction:

The Federation shall have authority to make the following deductions from amounts payable to an employee :-

a) Fines.

b)
Deductions on account of unauthorized absence from duty.

c)
For damage to the loss of goods entrusted to the employee where such loss or damage is due to his wilful negligence.  Such deductions shall not be made till the employee is given reasonable opportunity of explanation.

d)
Shortage or loss of money which the employee is required to account for or any other money payable to the Federation by the employees

e)
Recovery of advances or over payments of bills and other charges.

f)
Amount due in lieu of notice.

g)

h)
Other dues under the Haryana Cooperative Societies Act and Rules.  Deductions shall be entered in the roll and separate receipts shall be issued.

i) Any other deduction for which he may have authorized the Federation in writing or which the Federation may be legally entitled to make.

j) MD is authorized to effect recovery from the pay/payable to the employees.  However, punishment to such employees be meted out as per existing provision of Staff Service Rules.

(Approved by RCS vide letter No. 13/2/88/CS-I dated 18.10.89)

32.
Termination of employment, Retrenchment or Reversion and Dismissal:

No employees shall be removed from services unless and until one month’s previous notice or pay in lieu thereof has been given to him.

Provided that :-

a) No employees shall be entitled to the notice o pay in lieu thereof if he is removed on account of mis-conduct established on record.

b) No employee shall be entitled to one month notice or notice pay unless and until he has been in the service of the Federation continuously for a period of three months.

33.
Retrenchment or Reversion:

In case of retrenchment or reversions due to abolition or reduction in number of posts, the employee who was the last person to be employed in that category shall be first to be retrenched or reverted, unless for sound reasons to be recorded in writing, the Federation may otherwise retrench or revert any other employee provided in case of employees appointed on adhoc basis, the first person to be employed in that category shall be the first to be retrenched or reverted.

34.
 Dismissal :

Any employee may be dismissed from service of the Federation by the appointing authority after conducting an inquiry, if he is found guilty of major misconduct as defined in these rules.

35.
Compensation on retrenchment of service :

a) Temporary employees engaged for an indefinite period shall be entitled to one month’s pay and allowances on termination of service.  The temporary persons engaged for specified period/work mentioned in their appointment letters, no compensation shall be payable.

b) Confirmed employees shall be entitled to one month’s pay and allowance for every completed year of service.

In addition to this, they will also entitled to such pay and allowance as may be due to them on account of accumulated earned leave upto the maximum of one month.

c)
Income tax and super tax, if any, on compensation provided above shall be paid by the employee.

36.
a)
No   employees   who   has   been   in   the   service   of   the    Federation 

continuously for a period of three months, shall terminated his employment unless he has given to his appointing authority seven days previous notice or pay in lieu thereof.

b)
Where an employee contravene the above provisions his appointing authority may forfeit his unpaid wages for a period not exceeding seven days.

The provisions of this rules shall not apply to an employee who has executed a bond/agreement at the commencement of service to serve for a fixed period during the period of bond agreement.

CHAPTER-V

LEAVE AND JOINING TIME

37.
General rules relating to leave:
037.1 Kinds of leave:

Subject to provisions of these rules, following kinds of leave may be granted to an employee :-

a) Casual leave

b) Earned leave

c) Sick leave

d) Extra ordinary leave

e) Maternity leave

f) Study leave

g) Half pay leave

037.2 Authorities empowered to grant leave:

The power to grant leave shall vest in Managing Director/General Manager in case of all the employees.  In case of the Managing Director/General Manager leaves will be sanctioned by the President.  Leave applications of all kind shall be addressed to the authority empowered to grant leave.

37.3  
Power to refuse leave or recall an employee from leave:

Leave can not be claimed as a matter of right.  When the exigencies of the services so require, discretion to refuse or revoke leave of any description is reserved to the authority empowered to grant it, and an employee already on leave may be recalled by the authority when it considers this necessary in the interest of work.

037.4 Lapse of leave on cessation of service:

Leave earned by an employee lapses on the date on which he ceases to be in services.  Provided an employee at the time of retirement at full age will be allowed full wages in lieu of earned leave at credit for a period not exceeding 6 months.

37.5
Commencement and termination of leave:

(i)
The first day of employee’s leave is the working day succeeding that upon which he makes over charge.

(ii)
The last day of an employee’s leave is the working day proceeding that upon which he report his return to duty.

37.6
Obligation to furnish leave address:

An employee shall before proceeding on leave, intimate to the competent authority his address while on leave and shall keep the said authority informed of any changed in the address previously furnished.

37.7
Station to which an employees should report on return:

An employee on leave shall, unless otherwise instructed to the contrary, return for duty to the place at which he was last stationed.

37.8
When medical certificate of fitness may be demanded:

A competent authority may require an employee who have availed himself of leave for reasons of health to produce a medical certificate of fitness before he resumes duty even through such leave was not actually on a medical certificate.

37.9  a)  An employee who is incharge of cash or who is incharge of a branch, sub-branch or other independent office should not absent himself from a station, overnight or leave his headquarters even during holidays without obtaining previous sanction from the competent authority.

b)
No other employee of the Federation should leave his station on holidays without obtaining the permission of his immediate officer.


37.10 If an employee after proceeding on leave desired an extension, he should make an application to the Managing Director/General Manager in writing for the purpose before the previous leave expires.

37.11 All holidays other than Sundays will not be allowed to be prefixed or suffixed to any leave without the sanction of the sanctioning authority.

37.12 Special leave not exceeding six working days, 14 days (working) shall be granted to male and female employees who under go sterilization operation and non-puerperal sterilization for salpingetiomy respectively.

N.B.
A non puerperal sterilization is one which is not done to women at the time of delivery but it is done at some other time.

38.
Earned Leave:

38.1 All applications for earned leave should normally be made at least a fortnight before the date of the leave is to commence except in emergent cases or under unforeseen circumstances to be determined by sanctioning authority.  The sanction of earned leave will be communicated to the concerned employee.

38.2 a)  The extent of earned leave shall be one eleventh part of duty.

        b)  In calculating earned leave by an employee, an account shall first be taken of  the complete periods of eleven months during which an employees has been on duty since the date of his last return from leave and the employee allowed credit in his leave account for one month for each period of eleven months of duty as shall be admissible to him under Sub regulations (a) ; thereafter an account shall be taken of any balance of the period of duty left over and the employee shall be credited with one day for every eleven days of duty rendered by him.  Fractions of a day of earned leave shall be taken as a full day, if amounting to half a day or more and shall be ignored if amounting to less than half a day.

   c)
The earned leave due to an employee is the period which he has earned diminished by the period of leave actually taken.

38.2 The period of earned leave which shall be allowed to be accumulated, shall not exceed one year.

39.
Casual Leave:

39.1 Casual leave may be granted to employees by the Managing Director/General Manager as per State Govt. instructions issued from time to time.

(Approved by DFS/RCS vide letter No. FG-7-99/17588 dated 19.7.99 and FG-7-99/19265 dated 17.8.99)

39.2 Notwithstanding anything contained in Sub-regulation.

     ( i)
The Managing Director/General Manager may :-

a) Authorize the appointment of a substitute for an employee on casual leave when no leave reserve has been allowed for the category of staff to which the employee belongs and a substitute is necessary to carry out the duties of the post during absence, however, short of the employees.

b) Permit the grant of casual leave without being subject to all or any of the limitations laid down in such regulation (a).

(i)
When the absence from duty is necessitated by orders not to attend office in consequences of infections disease in the family of the employee.

(ii)
When the absence is necessitated by reason of an employee having to attend as delegate to a meeting of an Association recognized by the Federation.

(iii)When the absence is necessitated by reason of an employee who is a member of the Auxiliary Force, India, Home-Guard, Other Civil Defence Organization of any other official organization or similar nature having to attend an annual camp or be on training.

(iv)  When there are other exceptional  circumstances  necessitating  the  grant  of 

        casual leave in excess of the prescribed limits.

Provided that the total period of casual leave granted to an employees in any one calendar year shall in no case exceed 30 days, and if the grant of casual leave under this sub-regulation shall result in the total period being extended beyond 30 days, any period of absence in excess of 30 days shall be treated as earned, special or extra-ordinary leave as the employee concerned ay request.

EXPLANATION

In computing casual leave, intervening public holidays shall not reckoned as days of casual leave.

39.3 Casual leave will not be treated in combination of any other leave.  Casual leave shall be non-accumulative.  Ordinarily the previous permission of the sanctioning authority shall be obtained before taking such leave.  When this is not possible, the sanctioning authority should be informed as soon as possible in writing of the absence from work and possible duration of such absence, Sunday and any holiday intervening the period of casual leave may not be counted.

40.
Sick Leave:

40.1 A confirmed employee may be granted sick leave by the Managing Director/General Manager upto maximum of 20 days for each completed year of service on full pay.  During the full period of his service, an employee may be granted sick leave on medical certificate from an Asstt. Surgeon, Govt. Medical Officer for a period not exceeding 18 months with full pay.  Board may grant additional sick leave, if considered advisable in Federation interest in special case.

40.2 Sick leave will be granted only on the production of medical certificate.

40.3 In case an employee is absent from duty on account of quarantine the Federation may, at the request of the employee, treat such absence upto a maximum of 3 months as earned or sick leave or special leave if any such leave is otherwise permissible.

40.4 Sick leave to all employees other than me/General Manager shall be granted by the Managing Director and to the Managing Director/General Manager by the President.

40.5 Provided that where an employee has served the Federation for at least a period of 5 years, he may, if he requests, be permitted to avail of sick leave on average pay upto a maximum period of six months during full period of service such leave on average pay being entered twice the amount of leave taken in his sick leave account.

41.
Extra-Ordinary Leave:

41.1 Extra-ordinary leave may be granted to an employee when no ordinary leave is due to him and when having regard to his length of service, sick or special leave is not considered to be justified by the competent authority.

41.2 A competent authority may grant extra-ordinary leave in combination with or in continuation of leave of any other kind admissible to be employees and may commute retrospectively period of absence without leave into extra-ordinary leave.  In no case, it shall exceed five years.

41.3 No pay and allowances are admissible during the period of extra-ordinary leave and the period spend on such leave shall not count for increments.

41.4 No employee will be allowed to avail sick leave if he is having any other kind of leave except extra-ordinary leave.

42.
Maternity Leave :

42.1 The Managing Director/General Manager may grant to a female employee of the Federation who holds a temporary or permanent post, maternity leave on full pay as per Govt. instructions issued from time to time.

(Approved by DFS/RCS vide letter No. FG-7-99/17588 dated 19.7.99 and FG-7-99/19265 dated 17.8.99)

42.2 In case of “abortion’ or ‘miscarriage’, maternity leave may also be granted to a female employee, but the extent of leave granted should be limited to a period recommended by the authorized medical authority subject to maximum or six weeks from the date of occurrence of the event.

42.3 Maternity leave so granted to a female employee shall not be debited against the leave account, but a separate account of the same shall be maintained.

42.4 Leave of any other kind may be ranted in combination of maternity leave, if the request for its grant be supported by the medical certificate.  Prefixing of any other kind of leave to maternity leave may be permitted without insisting on a medical certificate.

42.5 Maternity leave shall not be granted to a female who is having three or more children.

42.6 Application for the grant of maternity leave may be submitted at least 15 days before the date of its commencement.

43. a)
  Study Leave :

43.1 Study leave shall be admissible to the employees as per Govt. Rules as contained in Civil Service Rules.

43.2
The Board shall be competent to sanction study leave to an employee.

b) (i)
Half Pay Leave :

Half pay leave shall be admissible to an employee at the rate of 20 days in a year.

(ii)
Half pay leave can be commuted into the earned leave to confirmed employee 

on medical grounds only.

44.
Joining Time :

44.1 Joining time may be granted to an employee to enable him :

a) To join a new post to which he is appointed while on duty in his old post.

b) To join a new post on return from leave of not more than 4 months duration or although the duration of leave exceeds 4 months, the employee has not had sufficient notice of his appointment to the new post.

44.2 Joining time which may be allowed to an employee shall not exceed seven days exclusive of the number of days spent on traveling.

44.3 In calculating joining time admissible to an employee, the day on which he is relieved from his post shall be excluded, but public holidays following the day of his relief shall be included in the joining time.

44.4 An employee who does not join his post within the joining time allowed to him shall be deemed to have committed a breach of rule 27.

CHAPTER-VI

OTHE RULES APPLICABLE TO THE STAFF

45.
Each member of the staff shall be required to submit fresh passport size photograph of his own after every five years, which shall be on non-returnable basis.  The cost of the photos will be borne by the employee.

46.
The Federation shall take an agreement from the employees at the time of their fresh appointment, that such employee or employees shall serve the Federation for a period of 2 years after the completion of probation period successfully.  In case an employee leaves the service without the consent of the Board before the expiry of such prescribed period, a penalty equivalent to 2 months basic pay of the concerned employee or a specifically agreed in the agreement shall be recovered from him.

47.
No employee shall except when generally or specifically empowered or permitted in this behalf by the Managing Director/General Manager to communicate or disclose directly or indirectly any documents or information which has come into his possession in the course of his official duties to another person, institution or to the press.

48.
No employee shall engage in any commercial business or pursuit either of his own account or as agent for others without the prior approval of the appointing authority.

49.
Any employee who contravenes the provisions of this chapter shall be liable to such penalty as the appointing authority may decide.

50.
If any doubt arises at any time as in the interpretation of these rules or their application notwithstanding anything contained in these rules, the matter will be referred to the Registrar. Whose decision will be final.

51.
A copy of these rules shall always be in the custody of the Establishment Officer/General Manager and any employee governed by these rules shall have an access to it during working hours.

52.
Each member of the staff shall be required to submit moveable and immovable property return at the closing of each year as per Govt. instructions issued from time to time.


(Approved by RCS, Haryana on 28.1.91)

53. (i)
No employee shall construct his/her house or make addition without the prior permission of the Managing Director.

(ii)
The permission to construct the house shall be given according to Govt. instructions as issued from time to time.


(Approved by RCS, Haryana on 16.10.91)

54.  i)
No employee shall purchase his/her two wheeler/car without the prior permission of Managing Director.

     ii)
The permission to purchase two wheeler/car shall be given according to Govt. instructions as issued from time to time.


(Approved by RCS, Haryana on 16.10.91)

55.
The benefits of leave encashment shall be available to all the regular employees as per Govt. Rules/instructions issued from time to time.


(Approved by RCS, Haryana on 16.10.91)


Payment of Ex-Gratia:

56.
The ex-gratia payment to the employees who die while in service shall be available as per Haryana Govt. rules and instructions as issued from time to time.


Approved by RCS, Haryana on 16.10.91)


Payment of Gratuity:

57.
The payment of gratuity shall be admissible to the employees at the time of retirement (premature or superannuation) as per provision of the payment of the Gratuity Act, 1972 (as applicable to the State of Haryana) as amended from time to time.


(Approved by RCS, Haryana on 16.10.91)

58.
The next of kin of deceased employee shall be provided employment on compassionate grounds as per State Govt. instructions issued from time to time.

Annexure-I

	Sr.No.
	Name of the post
	
	
	Qualification

	1.
	Managing Director
	
	
	He will be an IAS Officer from State Govt.



	2.
	Sr. Accounts Executive
	A.
	Direct
	

	
	
	
	I.
	At least M.Com. second division with 8 years experience in Supervisory Capacity in some commercial organization of repute.

	
	
	
	
	OR

	
	
	
	II.
	C.A./ICWA with two years experience 

	
	
	
	III.
	B.Com with CA/ICWA (Intermediate) with five years experience.

	
	
	B.
	By Promotion
	

	
	
	
	I.
	At least M.Com.

	
	
	
	II.
	5 years experience in Supervisory Capacity in some Commercial Organization of repute.

	3.
	Accounts Officer
	A.
	Direct
	

	
	
	
	I.
	M.Com.

	
	
	
	II.
	Five years experience in Supervisory Capacity in some Commercial Organization of repute.

	
	
	
	III.
	On deputation from Haryana Govt.



	
	
	B.
	By Promotion
	

	
	
	
	I.
	M.Com. With five years experience as Asstt. Accounts Officer.

	
	
	
	
	OR

	
	
	
	II.
	B.Com. with 10 years experience as Asstt. Accounts Officer.

	
	
	C.
	On deputation
	

	
	
	
	I.
	An Officer from Haryana Govt. not below the rank of SAS cadre with at least 10 years experience.

	4.
	General Manager
	A.
	Direct


	

	
	
	
	I.
	2nd Class Post Graduate in Economics/Commerce from a recognized University.

	
	
	
	
	OR

	
	
	
	II.
	MBA with specialization in Marketing.

	
	
	
	III.
	Five years experience in some Commercial Organization of repute in Supervisory Capacity.



	
	
	B.
	By Promotion
	(Ratio 75 : 25)



	
	
	
	I.
	At least Graduate.

	
	
	
	II.
	Five years experience as Asstt. Manager/Superintendent.

	5.
	Asstt. Manager
	A.
	Direct


	

	
	
	
	I.
	2nd Class Post Graduate in Economics/Commerce from a recognized University.

	
	
	
	II.
	MBA with specialization in Marketing.

	
	
	
	III.
	Three years experience in some Commercial Organization of repute in Supervisory Capacity.



	
	
	B.
	By Promotion
	

	
	
	
	I.
	Graduate.

	
	
	
	II.
	10 years experience as Storekeeper.
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	6.
	Asstt.Accounts Officer
	A.
	Direct
	No direct recruitment against this post.



	
	
	B.
	By Promotion
	

	
	
	
	I.
	Five years experience as Accountant.



	7.
	Superintendent
	A.
	Direct


	

	
	
	
	I.
	Graduate with at least 50% marks or Post Graduate with Diploma in Personal Management from some recognized University/Institute.

	
	
	
	II.
	Five years experience in Supervisory Capacity in some Commercial Organization of repute.

	
	
	
	III.
	Law Graduate will be preferred.



	
	
	B.
	By Promotion


	

	
	
	
	I.
	Ten years experience as Asstt.

	8.
	Private Secretary
	A.
	Direct
	No direct recruitment against this post.



	
	
	B.
	
	On deputation from State Govt. Departments (Private Secretary will only be taken on deputation if the MD is in the Super time pay scale).



	9.
	Personal Assistant
	A.
	Direct


	

	
	
	
	I.
	Graduate.

	
	
	
	II.
	Speed in Shorthand 120 W.P.M.

	
	
	
	III.
	Speed in Typewriting 50 W.P.M.

	
	
	
	IV.
	Two years Diploma in Computer.

	
	
	
	V.
	Five years experience as Sr. Scale Stenographer.



	
	
	B.
	By Promotion


	

	
	
	
	I.
	7 years experience as Sr. Scale Stenographer.



	
	
	C.
	On Deputation


	

	
	
	
	I.
	Can be taken on deputation from Haryana Govt.



	10.
	Accountant Grade ‘A’
	A.
	Direct
	

	
	
	
	I.
	B. Com. With minimum 50% marks.

	
	
	
	II.
	Three years experience in reputed Commercial Organization.

	
	
	
	III.
	One year certificate course in Computer application.



	
	
	B.
	By Promotion
	

	
	
	
	I.
	Three years experience as Accountant Grade ‘B’.



	11.
	Sr. Scale Stenographer
	A.
	Direct
	

	
	
	
	I.
	Graduate.

	
	
	
	II.
	Speed in Shorthand 100 W.P.M.

	
	
	
	III.
	Speed in Typewriting 40 W.P.M.

	
	
	
	IV.
	Two years diploma in Computer.



	
	
	B.
	By Promotion


	

	
	
	
	I.
	Matriculate.

	
	
	
	II.
	Five years experience as Steno-typist.

	
	
	
	III.
	Diploma in Computer.

	12.
	Assistant
	A.
	Direct
	

	
	
	
	I.
	Graduate with minimum three years experience.



	
	
	B.
	By Promotion
	

	
	
	
	I.
	Matriculate with at least five years experience as Clerk.



	13.
	Accountant Grade ‘B;
	A.
	Direct
	

	
	
	
	I.
	B.Com.

	
	
	
	II.
	Two years experience in some Commercial Organization of repute.

	
	
	B.
	By Promotion
	

	
	
	
	I.
	Five years experience as Accounts Clerk.

	14.
	Storekeeper
	A.
	Direct


	

	
	
	
	I.
	B. Com.

	
	
	
	II.
	Thee years experience in some Commercial Organization of repute.



	
	
	B.
	By Promotion


	

	
	
	
	I.
	Matriculate with at least 5 years experience as Salesman.



	15.
	Steno-typist
	A.
	Direct


	

	
	
	
	I.
	Graduate.

	
	
	
	II.
	Speed in Shorthand 80 W.P.M.

	
	
	
	III.
	Speed in Typewriting 30 W.P.M.

	
	
	
	IV.
	One year’s course in Computer application or NCVT certificate.



	16.
	Driver
	A.
	Direct


	

	
	
	
	I.
	Matriculate.

	
	
	
	II.
	Two years experience in some Commercial Organization of repute and should possess valid licence for driving of light/heavy vehicles.



	17.
	Clerk
	A.
	Direct


	

	
	
	
	I.
	Graduate.

	
	
	
	II.
	Minimum speed in English & Hindi 30 & 25 W.P.M. respectively.

	
	
	
	III.
	One year certificate course in Computer Application.



	
	
	B.
	By Promotion
	

	
	
	
	I.
	Matriculate with five years service as Daftri or ten years service as Peon/Helper.



	18.
	Accounts Clerk
	A.
	Direct


	

	
	
	
	I.
	Graduate in Arts with Economics or B. Com.

	
	
	
	II.
	One year certificate course in Computer Application.



	19.
	Salesman
	A.
	Direct


	

	
	
	
	I.
	Matriculate Two years certificate in Salesman, Assistant (Marketing under Vocational Training or Graduate).



	20.
	Daftri
	A.
	Direct


	

	
	
	
	I.
	Matriculate



	
	
	B.
	By Promotion


	

	
	
	
	I.
	Matriculate.

	
	
	
	II.
	Three years experience as Peon.



	21.
	Peon/Helper
	A.
	Direct


	

	
	
	
	I.
	Middle Pass.



	22.
	Chowkidar
	A.
	Direct


	

	
	
	
	I.
	Middle Pass.

	
	
	
	II.
	Ex-serviceman will be preferred.



	23.
	Sweeper
	A.
	Direct


	

	
	
	
	I.
	Primary Pass.


Approved by DFS, Haryana vide letter dated

Annexure-II

	Sr. No.
	    Name of the Post
	Pay Scale

	1.
	Sr. Accounts Executive
	8000-275-10200-EB-275-13500

	2.
	General Manager
	6500-200-8500-EB-200-10500

	3.
	Asstt. Manager
	5500-175-8300-EB-175-9000

	4.
	Asstt. Accounts Executive
	5500-175-8300-EB-175-9000

	5.
	Superintendent
	5500-175-8300-EB-175-9000

	6.
	Personal Asstt. to Managing Director
	5000-150-7100-EB-150-7850

	7.
	Accountant
	5000-150-7100-EB-150-7850

	8.
	Sr. Scale Stenographer
	5000-150-7100-EB-150-7850

	9.
	Assistant
	5000-150-7100-EB-150-7850

	10.
	Accountant ‘B’
	5000-150-7100-EB-150-7850

	11.
	Storekeeper
	5000-150-7100-EB-150-7850

	12.
	Pharmacist
	5000-150-7100-EB-150-7850

	13.
	Steno-typist
	3050-75-3950-EB-80-4590

	14.
	Driver
	4000-100-4800-EB-100-6000

	15.
	Clerk/Accounts Clerk/Cashier
	3050-75-3950-EB-80-4590

	16.
	Salesman
	3050-75-3950-EB-80-4590

	17.
	Daftri
	2650-65-3300-EB-70-4000

	18.
	Class IV
	2550-55-2660-EB-60-3200


Annexure-III

Statement of securities to be furnished by the employees of the Federation

	Sr. No.
	Designation
	Securities
	Remarks



	
	
	Cash
	Tangible
	

	1.
	Managing Director
	-
	-
	No security, as he will be from the State Govt.



	2.
	Sr. Accounts Executive
	2,000/-
	10,000/-


	

	3.
	Accounts Officer/ General Manager


	2,000/-
	10,000/-
	

	4.
	Asstt. Manager/Asstt. Accounts Officer/ Superintendent


	1,000/-
	5,000/-
	

	5.
	Accountant


	1,000/-
	5,000/-
	

	6.
	Assistant/PA to MD/ Sr. Scale Stenographer
	1,000/-
	5,000/-
	No security will be taken from the employees who will be on deputation from Govt.



	7.
	Storekeeper
	3,000/-
	25,000/-


	

	8.
	Salesman
	2,000/-
	25,000/-
	

	9.
	Clerk/Steno-typist
	1,000/-
	2,000/-
	

	10.
	Pharmacist
	3,000/-
	25,000/-
	

	11.
	Accountant ‘B’
	1,000/-
	5,000/-
	

	12.
	Driver
	1,000/-
	5,000/-
	

	13.
	Daftri/Class-IV
	  500/-
	5,000/-
	


Annexure-V 

Rules for regulation of Provident Fund of the employees of The Haryana State Federation of Consumer’s Cooperative Wholesale Stores Ltd. Chandigarh.

1.
Every employee shall be required to subscribe to the provident fund at the rate of 8.33% of his salary after completing 240 actual working days or one year or the date of completion of probation period successfully whichever is earlier.  In making calculation, fractions of a rupee of salary shall be omitted.  The Federation as the case may be shall make a monthly contribution to the provident fund for each employee of an amount equal to the employees own contribution.

2.
An account shall be opened in the name of each member of the service contributing to the provident fund and the amount of both, deductions and contributions, shall be credited to such account every month.  The Federation allow interest at the rate of 7 ½ % per annum.  The fund shall be controller and administered by the Managing Director.

3.
A temporary advance may be granted to a subscriber from the amount standing to his credit in the fund at the discretion of the Managing Director subject to the following conditions :-

A)
No advance shall be granted unless the Managing Director is satisfied that the pecuniary circumstances of the subscriber justify and that it will be expended on one or more of the following subjects and not otherwise.

i)
To pay expenses incurred in connection with the prolonged illness of the subscriber or any person actually dependent on him.

ii)
To pay for the overseas passages only for reasons of health or education of the subscriber or any person actually dependent on him.  Advances from provident fund may also be granted to a subscriber, subject to the usual conditions to meet the cost of education of himself or any person actually dependent on him in the following types of cases :-

a) For education outside India whether for an academic, technical, professional or vocational course.

b) For medical, engineering and other technical or specialized course in India beyond the Higher Secondary stages.  Provided that the course of study is not less than three years duration.

iii)
To pay obligatory expenses on a scale appropriated in the subscriber status which by customary usage, the subscriber, has to incur in connection with the marriage, funerals o other ceremonies.

iv)
To pay the premium of Life Insurance Policy subscriber.

v)
To meet the expenses of repair of construction of house.


NOTE :-
a) In case falling under item (A) above, advance may be granted by the Managing Director to pay debts incurred provided an application is made within a reasonable time after the event to which it relates.  What is a reasonable time shall be determined by the Managing Director on the merit of each case.

b) The Managing Director shall record in writing its reasons for granting the advance.

c) Except for special reason to be recorded in writing by the Managing Director, an advance shall not :-

(i) Not exceed three months pay or half the amount at the credit of the subscriber in the fund whichever is less except in case of a daughter’s marriage or construction or repair of house of the subscriber, the advance shall not exceed 6 months pay or

(ii) be granted unless the amount already advanced does not exceed two third of the amount admissible under sub clause c (i).

4.
In fixing the amount of an advance, the sanctioning authority shall pay due regard to the amount at the credit of the subscriber in the fund.

5.
The rate of interest which will be charged on such advance out of the provident fund shall be 1% higher than the rate allowed on the provident fund by the Apex Institution.

6.
An advance shall be recovered from the subscribe in such number of equal monthly installments as the sanctioning authority may direct, but such a number shall not be less than twelve unless the subscriber so elects, or in any case more than twenty four.  A subscriber  may at his own option reply more than one installment in a month.  Each installment shall be a number of whole rupee, the amount of the advance being raised or reduced, if necessary to admit the fixation of such installments, provided that advance made for marriage of daughter or for repair or construction of house shall be recovered in such of installment as may be fixed by the Managing Director but such number shall not be less than 20 or more than 60.

7.
If more than one advance has been made to a subscriber, each advance shall be treated separately for the purpose of the recovery.

8.
Every member of the service shall appoint a nominee to who all money due on account of provident fund be paid in the event of subscriber death.  If more than one nominee is appointed, the subscriber shall state clearly what proportion of the valuable balance shall be paid to each of them.

9.
Provided that provident fund shall be payable :

a) On death of the subscriber to his duly appointed nominee or in case no nominee had been appointed, to his legal heir on the production of proof of title.

b) To the subscriber :-

(i) On his loosing the appointment through reduction of staff or

(ii) On resigning if he has completed ten or more years of continuous service with the Federation.

(iii) On resignation of the resignation is due solely to permanent incapacity through illness or otherwise.

10.
If the subscriber, with sanction of the MD accept employment in any other Cooperative Institution if Haryana, his contribution and that of the institutions plus the interest on the account shall be transferred to his new employer for credit in the account of the subscriber.

11.
If the subscriber resigns from the service after completing five years but less than 10 years of continuous service with the Federation, he shall receive his own contribution plus 50% of the Federation contribution plus proportionate interest due thereon.

12.
On resigning the service before completing 5 years continuous service with the Federation, the subscriber shall receive his own contribution plus proportionate interest due thereon.

13.
The balance outstanding in provident fund shall be kept invested outside the Federation business in such Govt. securities which are approved by the Provident Fund Commissioner.

Annexure – B

	Class
	
	        Punishments
	Punishing Authority
	Appellate Authority



	
	1.
	Major Punishment
	
	

	III & IV
	1.
	Forfeiture of bonus
	Managing Director
	RCS



	II (above the rank of Acctts.)


	
	              -do-
	  Board 
	RCS

	III & IV
	2.
	Reduction to a lower stage in the time scale of pay for a specified period with further directions as to whether or not the employee will earn increments of pay during the period of such reductions and whether on the expiry of such period, the reduction will or will not have the effect of postponing the future increments of his pay.


	Managing Director
	RCS

	II (above the rank of Acctts.)


	
	-do-
	  Board
	RCS

	III & IV
	3.
	Reduction to a lower scale of pay, grade, post or service which shall ordinarily be a bar to the promotion or the employee to the time scale of pay, grade, post or service from which he has reduced with or without further directions regarding condition of restoration to the grade or post or service from which the Confed employee was reduced and his seniority and pay on such restoration to that grade, post or service.
	 Managing Director
	RCS

	II (above the rank of Acctts.)
	
	-do-
	 Board
	RCS

	III & IV
	4.
	Compulsory retirement
	 Managing Director
	RCS



	II (above the rank of Acctts.)


	   
	-do-
	 Board
	RCS

	III & IV
	5.
	Removal from service which shall not be a disqualification for future employment under the Confed.


	 Managing Director
	RCS

	II (above the rank of Acctts)


	
	-do-
	 Board
	RCS

	III & IV
	6.
	Dismissal from service, which shall be a  disqualification  for future   employed   under   the Govt./Govt. Undertakings.


	 Managing Director
	RCS

	II (above the rank of Acctts.)


	
	-do-
	 Board
	RCS

	
	2.
	Minor Punishment


	
	

	III & IV
	7.
	Issue of warning with a copy in the personal file (Character Roll)


	 Managing Director
	RCS

	II (above the rank of Acctts.)


	
	-do-
	 Board
	RCS

	III & IV
	8.
	Censure
	 Managing Director
	RCS



	II (above the rank of Acctts.)


	
	    -do-
	 Board
	RCS

	III & IV
	9.
	With-holding of increment of pay
	 Managing Director
	RCS



	II (above the rank of Acctts.)


	
	-do-
	 Board
	RCS

	III & IV
	10.
	Recovery from pay of the whole or part of any pecuniary loss caused by negligence or breach of orders of Confed.  Further the commensurate with the default.


	 Managing Director
	RCS

	II (above the rank of Acctts.)


	
	-do-
	 Board
	RCS

	III & IV
	11.
	With-holding of promotion


	 Managing Director
	RCS



	II (above the rank of Acctts.)
	
	-do-
	 Board
	RCS


