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Extracts of Minutes of FDs Meeting (25" 0of 2021) held on 24.07.2021.
r Vacation
thorized

of SOP for issuance of "“Quarte

1A. Proposal for approval
dues and monitoring in-au

Report” for payment of Gratuity
occupation of Company’s Quarter Land.
posed Standard

led deliberation FDs agreed with the pro
arter Vacation Report” for payment of

After detai
of Company’s Quarter/

operating Procedure (SOP) on “Qu
Gratuity dues and monitoring unauthorized occupation

Land.

However, it was advised by FDs that a provision should be incorporated
in the SOP containing a provision that the quarter so vacated which is in the
coal bearing area shall not be allotted further and shall be dismantled.

4. o
(BK. Paﬁ)\
Company Secretary

HOD(AdMN.) | 5 sl .
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SOP FOR IsS B
UANCF OF « \
GRATUITY/D \ QUARTER VACATION REP
UES i REPORT” FOR
AND MONI FORING OF UN-AUTHORIZED ocgﬁ;{ﬁgﬁ%‘;
COMPANY’S QUARTER/LAND.

Action Require me-line
equired Time-line - [ Responsibility

Retired/Separated employee will hand over

t}l‘:r qumtlm }n vacal.\t position to Security | (Within permissible period of
sonnel of concerned Unit/Area/HQ. He | retention ol quarter as per Annex-
/She shall write an application to the | B). ‘
concerned controlling officer for the same
(Annex-A).

On superannuation/separation. Concerned Ex-Ermployee.

|39

In case of no application for vacation cf Immediately after | Unit Personnel Executive/Area
qu.aﬁer by the Ex-emplgyee concerned, it | superannuation/separation and Manager(Pers.)/HoD(Admn).HQ,
will be the responsibility of the Unit within the expiry of permissible Respectively.

Personnel Executive/Area Manager | period of retention of quarter.

(Pers)/HoD - or  Dy.GM(Admn.)}-HQ \,

respectively to issue a letter to the Ex- ‘

employee concerned to vacate the \

company’s quarter ’/——J
\

possession of the vacated quarter from the submission of application for | Admn., HQ respectively.

present occupant and will clearly mention in | vacation of Quarter by the Ex- \
the No-Dues Certificate that- employee concerned.

“The Quarter has been handed over in vacant

condition by  the  occupant  On
dated.....coovveniienenenn »  mentioning the

details of the fittings (Electrical/water/Toilet

fittings etc.) in the said quarter. )

3. Authorized security personnel will take On the same day or next day of Controlling Officer/APM/HoD \\

4. In case of any hindrance in vacation of the Verification report to  be Concerned Committee
quarter, or finding an adverse report, No- | submitted by Committee within 7 | members/APM/  HoD (Admn.
Dues Certificate is further subjected for | days of such event. HQ).

verification by committee  consisting
Security/Civil & Personnel department.

—
5 No-Dues Certificate to be issued in | No-dues certificate to be issued Concerned Security Personnel.
' quadruplicate- One copy Wwith Security, one | on the same day or on the next
with Civil Department, 0ne to the Ex- | day of possession of quarter by

employee concerned and original will be the Security Dept.

i t to the

d over by security departmen !
han controlling authority
HQ as the case may be through

( Annex-C).

concerned
Unit/Area/HQ
sroper docketing

onnel will arrange for proper | On the same day or next day of | Concerned Security Personnel.
s

6. Security per will hand over the quarter to Vacation of Quarter.

locking arcll person/EXecmive of Civil

2 'Ze
Authorl . of concerne Area/HQ.
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7. | Civil Department will check the status of the | Within One week of handover of W C
quarte?l' on following parameters and will | the Quarler by security to Civil ‘
submit a report within time limit to the APM | department.

Area/Admn. HQ

e In Good Condition- No repair
needed (Only white washing/color
washing if required).

e Repair needed.

AreaManager

e Damaged/Non-repairable - (Pers.)/HoD(Admn.)- H(? for
Preferably to be demolished and in constitution of the Committee &
such case, a committee of Civil, for ensuring necessary action by
E&M and Personnel will be formed the Committee.
at Area/HQ level for checking the
inhabitability status of the quarter
for demolition of the quarter.

8. | E&M Department of Area/HQ will Within 2 days of such | Area Engineer (E&M)/
disconnect the electrical supply and water | communication to E&M | Sr. Manager(E&M) I/C Power
connection if any to the said quarter in case | Department from Personnel | Services, HQ.
of non-allotment and upon receipt of such | Department.
communication from Area PM/HOD
(Admn.)HQ (For non-habitable quarters).

9. | For quarters in good condition,allotment be Within ~ one  month of | Controlling authority/APM/HOD
preferred before vacation by retiring superannuation/separation. (Admn.) HQ.
employees. Concerned Controlling
authority/ APM/HOD (Admn.) HQ
respectively will ensure such allotment
through HAC upon getting a report on
condition of quarter by Civil Department*.

*(Regular update in e-aawas portal about
condition of quarter/Maintenance is the

} responsibility of Civil Department).

10. | APM Area/HoD (Admn.) HQ will ensure | Day-to-day basis & Monthly | Security I/C Area/HQ
proper security patrolling for habitable | report on unauthorized
quarters/colonies at regular interval for | occupation to be submitted by the APM/HOD(Admn.) HQ.
checking unauthorized occupation of | patrolling personnel.
quarters/land.

Security Department shall be supplied with
updated list of occupants by the concerned
Controlling authority/APM/HOD (Admn.)

e g | oo of wmaboried | Vs, oy
(Admn.) HQ will join tlgy onitor "u():d ens. occupation of Quarter/Land to | (Estate) HQ/Controlling Officer/
the compliance in case of un‘authorizgj be sent by the concerned Area Manager (Personnel) HOD
occupation of Quarter/Land. Project Officer/GM/HoD | (Admn)HQ

(Admn.) of Unit/Area/HQ |,
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(:nngcrncd Project Officer/Area
( (va"ll()‘l)(:\dmw) HQ rvespectively will be
responsible for filing TIR with the local
| police in case of Unauthorized oceupation of
| the company Quarter/Land along with filing
cof Bviction suit under Public Premises
- Fviction Act 1971 before the Estate Officer
~of concerned Area/HQ.

| | SO ——

L A committee constituted at Arca/HQ level to

| Cexamine the issues related  with  land
management and illegal occupation of
houses (Annex-E) will also assess subletting
of quarters by allotees and stern action to be
| taken against erring employees/Executives
under the provisions of Certified Standing
order/CIL  Executives’ CDA  rules
respectively.

|

espectively — to
Fstate  Officer  in
prescribed proforma (Annex-
D) within three days of the
receipt of such report
unauthorised occupation along
with filing of FIR with the local

police  through — online/offline
mode.

(List of Estate Officer is
enclosed) o

Weekly/Monthly report by the
committee.

concerned
the

of

——

Security I/C, Area/HQ
Controlling Officer/Area GM/

HoD(Admn.),HQ

;. | Estate Department of Area/HQ will be
responsible for keeping and circulating the
details of lease hold Area to Security and
Administration department of Area/HQ
besides other concerned. Estate Department
will ensure speedy disposal of pending
Eviction cases.

Within one  month
circulation of this SOP.

of

Area Manager (Estate)/GM

(Estate)HQ.

Note:- 1. The Quarter so vacated which is in the coal bearing area shall not be allotted further and

shall be dismantled.
2.

Thrust shall be given in true spirit by all concerned departments for timely issuance of

No-Dues Certificate to the separated employees for clearance of their dues.

-t
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o ‘al (T ST @Tefl HT { e / Application for Quarter Vacation

éa'r ﬁ/ To ‘ j e

Y9 / From:

AT N BT wmmm e meeer o ememmmmm e metermmmmmmmem e e T
w7 #er/ P.No. e/ Designation: ----=--
qeeaTaAT ¥/ Place of Posting: ZeiIEpl)
Area/HQ:

FarfgfRy / Faet gew i ardi@ / Date of Retirement/Separation:

FoY Brew #7 w10/ Reason of separation:

qrarser =. /Mobile No.: St/ E-maili-———

qqr /Address™:

(*3ATaT @Il LA % AT qu o Tar / Contact address after vacation of quarter)

HgIed /Sir,

ﬁﬁ%gﬁ#@a%ﬁ%@ﬁﬁgwg,a‘rgﬁmmmﬂ RIEEEEE2IE)
e NGRS CTIED [t I« 1 sy T AT AT| T SATH & HY
EAREGIETD ﬁ@?ﬁwﬁmw%aﬁ?a—g%ﬁsﬁm%mmﬁwﬁél

mﬁwﬁmﬁéﬁ%mwmﬁmmwwwﬁmﬁﬁw
2

| have been residing in below mentioned company’s quarter which has been allotted
to me on dated Jor year as per enclosed allotment order (if
available), which has been vacated by me on dated and is free from any
encumbrance. Kindly arrange to issue No-dues certificate i.r.o said Quarter after
taking possession of the same.

araTe &7 faar / Details of Quarter:

1. 3mraT® gt / Quarter No. w19/ Location:
2 3ETd §edT / Quarter No. T/ Location:
3. 3raT] §edT / Quarter No. T/ Location:
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A, T a1 AR g=ar / Any other relevant Information -=-=====""""""" Z

...._..._.-_....—-..._-__.--_.-—.-—---.-—__._.-—_-_

mwﬁwﬁmﬁwg%m#mg@rﬁﬁﬁﬂquﬂ
mWﬁWw%maﬁﬁﬁmwwmm%lﬁmWW%
Wmmﬁ%awﬁﬁﬁﬁsﬁgﬁr/mmwﬂmaﬁévmﬁﬁmwéx
Further, | hereby declare that | have not been allotted or in possession of any other

company quarter than that of the above at any other Colony. No Iand/quarter/Hutment
has been occupied by me or my family members unauthorizedly.

%ﬁ%mﬁsﬁmﬂﬁw%wﬁ‘%wﬁﬁﬁwﬁﬁ%ﬁ%ﬁﬁmﬁﬁw
Eﬁ'ﬁmﬁﬁ?ﬁ%mﬁ’&éﬂﬂﬁﬁ?ﬁﬁﬁél

That nothing has been concealed by me. In event of finding any adverse statement,
company may take suitable action against me or can held up my payable dues.

"o/ Encl: SEaTE arae amesr / Allotment Order
s [Yours Sincerely,

e / Signature:
(@T® / Name : , )

Sqiw/Date____ —————
w14/ Place .
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