NRB Bearings Limited
Cellular Phone Policy
NRB believes that Cell Phones have become a necessity in business transactions of most of the Professionals. In order to facilitate quick and easy contact with colleagues, customers, suppliers and fellow professionals cell phone are provided to employees depending on needs of the business. 
This policy is established to provide guidance to employees who, through the nature of their work, are required to be contactable by Cell Phone regardless of the time of day, day of the week or geographical location
Eligibility:

Employees, who need to frequently contact colleagues / business associates or who are traveling frequently for business purposes and / or need to be in constant touch with our clients, will be given preference in providing the Cell Phone by the Company. 
Accordingly, all Executives in E – 0 Level (Dy. General Manager) and above and also the Branch In-charge (irrespective of Level / Grade) and Plant Heads are eligible for this facility by default. Further, Executives at levels below E-0 who need to travel and interact with customers, suppliers, or for interplant /warehouse activities will also be provided a Cell Phone purely on need basis. The need will be established and recommended by the respective Functional Heads / Segment Heads and approved by the respective VPs and the VP - HRD.
Procedure for procuring Cell Phone Handsets:
In order to get a Company Cell Phone, Capital Goods Purchase Requisition (CGPR - format attached) must be raised. The CGPR must come from concerned Functional Head / Plant Head, who will justify the requirement properly and forward the CGPR to the respective VP / Senior VP (in case the Deptt. / Function does not report to any VP or Sr. VP, Vice President –HR will do the needful), who will approve the same and send it to VP – HR for verification / scrutiny of eligibility etc.  

Vice President –HR will, thereafter, send the approved CGPR to the Strategic Sourcing Deptt. to source the Cell Phone from the most economical source. The Cell Phone instrument will be handed over to the user after obtaining the signature in token of having received the handset on the receipt (Format attached)
Records of all Company Cell Phone instruments handed over to the employees / users will be maintained by the Strategic Sourcing Department  
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Handset Entitlements:
The Company will purchase handsets for official use by eligible employees and the cost of hand set will not exceed Rs.8, 000/- 
Any eligible employee, who wishes to procure a handset costing more than the prescribed limit, may do so, but s/he will have to bear the extra expenses of the said cell phone instrument / handset. The instrument, however, will remain in the name of the Company irrespective of the extra amount put in by the employee for purchasing a higher value handset.  
Once the need is established and if it felt necessary by the respective functional heads/Plant Head to provide the facility of Cellular Phone to the employee, while raising a CGPR , the eligible employees may be given a choice to use   their Personal Cell Phone Handsets for official purposes . In all such cases only the SIM Card will be provided to the user employee by the Company. Similarly, in the event of an eligible employee wanting to use his / her personal SIM card too (for not wanting to change the number etc) for official purposes, will also be allowed to do so, but the reimbursement of expenses will be strictly be restricted to official calls as per the prescribed limits and will be made directly by the employee to the service provider and reimbursement sought from the Company, thereafter.

The handsets thus provided by the Co. are replaceable once in four years. In such an event, the old Hand set will be evaluated for its functionality by the respective functional head/Plant Head , and only after it is felt that the Hand set  needs to be replaced, considering the wear and tear and also the obsolescence, a new CGPR will be moved by the user. The procedure will be the same as obtaining a new machine, as mentioned above.  No eligible employee can claim a new Hand set as a matter of right after Four years. ( This is in line with Lap Top Policy )
The new handset to be provided will be up to the same value  and will be procured and handed over to the eligible employee only on return of the old handset.to the Strategic Sourcing Department.  

At the end of the four year period, the employees have the option to buy off the handset at a price of Rs. 1,500 /- from the Company.
Usage Entitlements:

All applicable limits (per month) will be as under:

I. All Departments / Plants ( Other than II, below):

	Grade


	Amount (Rs.)
	Recommending Authority
	Approving Authority

	E5 & E6
	500
	Deptt. / Functional Head
	VP and above

	    E4
	600
	Deptt. / Functional Head
	VP and above

	E2 & E3
	800
	Deptt. / Functional Head
	VP and above

	E0 & E1
	1500
	By Policy
	By Policy

	    UC
	2000
	By Policy
	By Policy


II. Sales / Marketing
	Grade 
	Amount (Rs.)
	Approval ( within limits)
	Approval ( Beyond Limits) 

	E5 & E6
	575
	Deptt. / Functional Head
	VP and above

	   E4
	750
	Deptt. / Functional Head
	VP and above

	E2 & E3
	1000
	Deptt. / Functional Head
	VP and above

	E1 & E0
	1750
	By Policy
	By Policy

	   UC
	2500
	By Policy
	By Policy


Please note that:
a. Company provided Cell Phone is intended to be used for company business

b. It is recognized, that it is impractical to limit the use of company Cell Phone only to business use.  Therefore, personal use is not prohibited, but the Company expects user employee to exercise prudent judgment in keeping personal calls /SMSes to a minimum.
c. In addition, employees should use a company provided cell phone only when a less costly alternative does not exist. Employees must fully reimburse the company for personal use of a company provided cell phone. 

d. ISD and International roaming facilities will be provided to employees in grades U-C (Vice – President) and above. In exceptional cases the same may be provided to employees in other grades subject to approval by the respective VPs, with necessary justification/s and for short duration of a maximum period of 3 months only. All such approvals of ISD facilities by the VPs should be intimated to the Finance Deptt., by the respective VPs. 
e. It is suggested that when traveling overseas, International roaming facility should be used sparingly. It is recommended that local telephone facilities be used or wherever possible pre paid calling card should be carried and used. Strategic Sourcing Department will provide necessary help in such cases.
Process for claim

Functional Heads / Department Heads will submit the list of employees entitled to claim reimbursement to Finance Deptt. For employees in E0 and above, the entitlement would be automatic but for others, the reasons for allowing reimbursement should be stated. Respective authorities will be responsible for advising subsequent additions/ deletions to the list. Such additions/deletions may be considered on employee joining, change of assignment, deputation etc. For a new employee joining the organization, the decision to provide the benefit will be taken by the concerned approving authority. The approving authority will submit the approval request (CGPR) to the respective VP / Senior VP (in case the Deptt./ Function does not report to any VP / Sr. VP, VP – HR will do the needful), who will approve the same and send it to VP – HR for verification / scrutiny of eligibility, etc.
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The benefit will cease to be applicable on termination of service with the Company. The benefit may continue to be provided to employees who proceed on short term assignments to places other than their permanent place of posting.
Designated ‘Cellular Phone Use’ Areas

Though a business necessity, indiscriminate use of cell phones could be very disturbing to others in the Office. All employees are therefore encouraged to use the land – line telephone facility while in the office and use cell phones in manner that does not disturb co –workers. 
While in conference, meetings or attending a training programme, employees are advised to turn Cell Phone ringer off or set their Cell Phone to “Silent” mode immediately upon entering the venue. Only in case of extreme emergency should the cell phones be used to ensure Customer Satisfaction the user should take / make the call after stepping outside the Conference Room / Training Hall and ensure that the proceedings are not disrupted in any manner. 
Company Provided Sim Card /Cellular Phone users are instructed not to load / use film songs and any religious chants on the cell phones as they are being used for official purposes and it does not convey a good / professional impression about the company to the caller.
Theft / Loss of Cellular Hand-Set:
It is expected that all employees provided with the Company cell phone hand sets, take utmost care of the instrument/s. However, in the eventuality of such handset/s getting stolen, the following steps may be taken immediately:
1. Inform the service provider of the theft and request them to cancel usage of the SIM card immediately.
2. Go to the nearest Police Station and lodge an FIR against the theft.

3. Obtain a copy of the FIR and submit the same to the Strategic Resource Deptt.

Company would replace and provide a new hand-set to the employee, within the above prescribed limits. However, company would bear the cost of replacement in such cases of theft, only once. In any subsequent case/s of theft, the entire cost of the handset as well as the SIM card etc. will be borne by the employee.  
The Cell Phone user will have the direct responsibility and custody of their assigned instrument. S/he will be held financially liable for the loss and or damage to it due to any negligent use or carelessness. 
Termination of Service:

In the event of an employee leaving the services of NRB, the HR Department will ensure that the user employee hands over the company’s Cell Phone, with all its accessories to the HR / Plant Personnel Deptt. / Plant –in charge as the case may be and receipt thereof may be obtained by the outgoing user employee. This should be clearly endorsed by the recipient of the Cell Phone in concerned employees full and final clearance form. In case the employee wants to purchase the 
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handset, he may be allowed to do so, by paying the pro-- rated amount towards the cost of the handset as laid down under the heading “Handset Entitlements’, above. However, allowing of such purchase of hand set will be of sole discretion of the Management. 
Safety Guidelines:

Use of a Hand held/Hand free cell phone while driving may present a hazard to the driver, co passengers and the general public. As per the Central Transport Law it is prohibited while driving a Vehicle and is punishable if violated. But if you must make / take a call during your drive, please adhere to the instructions as under: 

a. Incoming Calls: Make sure your phone has caller ID and/or voice mail. If the phone rings, don’t answer it unless and until you pull over in a safe spot. If it is urgent, you may accept or return the call, provided that you remain parked off the roadway. You may not resume driving until your conversation ends. 
b. Outgoing Calls: You may not make outgoing calls while driving. If you want to place a call, pull over in a safe spot first. 

c. The Electromagnetic energy generated by cell phone  can penetrate your body .It is therefore advisable to reduce your risks by limiting the length of your Cell Phone calls. Male users are therefore advice not to keep the Cell Phone in left –hand pocket. 
