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“Branch Circular No. : 108//183 SUB : HUMAN RESOURCES / 2014-2015/:;[
| SUB-SUBJECT : GENERAL

| Ref : HO:HR:IR:SD:15

|Date: 08 Jo/[ 2015

CIRCULAR TO ALL OFFICES / BRANCHES

Reimbursement of expenses incurred by Award Staff
members (Clerks / Sub-Staff) for Health Check-up

We are pleased to advise you that the Board in its meeting held on
11.10.2014 has accorded approval for extending the facility of reimbursement of
health check-up expenses for Award Staff members who are 45 years of age and
above once in two calendar years. The details and administrative guidelines of the
said Scheme are given below for your ready reference :-

Eligibility :
All permanent Award Staff members (Clerks / Sub-Staff) who have
completed 45 years of age and above can avail the benefit under the

said Scheme once in two calendar years.

A)

B)

C)

Benefits :
Eligible staff members can claim reimbursement of expenses incurred
by them for Heailth Check-up carried at their respective place of

posting upto an actual amount of expenses incurred or I.3,000/-
(Metro Centres) and ¥.2,500/- (Other Centres), whichever is less.

Other Administrative quidelines :

(i)

(i)

(iii)

The staff member should submit a request in writing to the
Branch/Head of the Department, as the case may be. The staff is
required to submit the authorization letter issued by the
concerned Zonal Office / Head Office or Branch as the case may
be, to the hospital authority for undergoing health check-up.

In case of hospitals with which Bank is having tie-up
arrangement, the staff member is not required to pay charges
immediately for undergoing health check-up. The bills received
from the hospital will be settted by the Bank as per the
entitlement of the concemed staff member. In case the Bank is
not having tie-up arrangement with the hospital where the staff is
undergoing health check-up, he / she will have to pay the
charges upfront to the hospital / diagnostic centre and seek
reimbursement from the Bank as per his / her entitlement.

Staff member to submit the bills / receipts for the amount paid to
the hospital authorities / diagnostic centres for Health Check-up,
alongwith application (as per specimen attached) for claiming
reimbursement. Such application to be submitted to the Branch /
Zones / Offices, as the case may be, for sanction.

.2l



=

(iv)

(v)

(vi)

(vii)

12

Sanctioning authority for reimbursement of the expenses would
be —

(a) for staff working in Branches — Branch Managers;

(b) for staff working in Zonal Offices / other Administrative
Offices - Official of Chief Manager Grade / Scale IV and
above in charge of Administration;

(c) for staff working in Head Office Departments — Senior
Manager, Salary Section, Human Resources Department,
Head Office.

(d) Staff member (female employee) who has been sanctioned
Sabbatical Leave will not be eligible to claim the benefit of
the Scheme during the period of such leave.

Staff members who are unauthorisedly absent during the period
from their duties will not be eligible to claim the reimbursement
under the said Scheme, unless his/her absence is regularized by
the Competent Authority.

The Branch / Zones / Offices should ensure that the staff
member is not availing the benefit of the Scheme more than once
in two calendar years.

The amount claimed / settled under the scheme may be debited
to Branch P & L A/c — Medical Aid.

(viit) The Safai Karmacharis who are below 45 years of age will

(ix)

(x)

continue to be covered under the Scheme of Health Check — up
for Safai Karmacharis which was circulated vide Branch Circular
No 106/40 dated 23.05.2012, whereas those Safai Karmacharis
who are 45 years of age and above will be covered under the
new Scheme of Health Check-up for Award Staff. Hereinafter
they will not be entitled to claim the benefit under the Scheme of
Health Check-up for Safai Karmacharis.

The Award Staff members who opts for the above Health Check
— up under this scheme will not be entitled for any duty leave,
reimbursement of travelling expenses or any other incidental
expenses efc.

The scheme will be effective from 01.01.2015.

02. Please ensure that the Scheme is implemented smoothly and eligible staff
members can avail the benefit under the Scheme. We are in the process of making
Health Check-up reimbursement live through HRMS system and shall advise the
Zones / Branch accordingly. Till such time, you are advised to process the same

manually.

03. Please bring the contents of the said Circular to the notice of all Award Staff
members working in the Branches / Offices under your control.

(Charan Singh)
General Manager (HR)
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