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CHAPTER - I

INTRODUCTION, TITLE, APPLICATION, UPDATING PROCESS AND DEFINITIONS
1000
Introduction

This manual presents the standard Human Resource Policies and Procedures of AGRAJATTRA and shall apply to all employees of the organization. This manual provides service rules and regulations of AGRAJATTRA, which are fundamental to the personnel Human Resource policy of the AGRAJATTRA.

1100
Title and Application

1101 
This manual shall he called as the 'Human Resource Manual' of the AGRAJATTRA.
1102 
All the rules and regulations contained in this manual will be effective from the date of approval by the Executive Committee of AGRAJATTRA.
1103
These rules and regulations shall apply to all employees of the organization irrespective of grade, position and category of employment.
1300
Definitions

In this manual, unless anything contrary in the subject or content, the: 

1301 
AGRAJATTRA means the organization as Agrajattra which is also known as AGRAJATTRA. 

1302 
Organization means AGRAJATTRA.

1303
Executive Committee means the committee formed by the members of AGRAJATTRA through electoral process. Overall management and controls of the AGRAJATTRA are entrusted to the Executive Committee of the AGRAJATTRA, the highest decision making authority. 

1304
Appointing Authority means the President or Executive Director, as applicable of the AGRAJATTRA and/or any other person as may be authorized to make appointment to such post or class of posts in the AGRAJATTRA. The President shall sign the appointment letter of Executive Director and other core personnel. 

1305
Competent Authority in relation to exercise of any power under these rules, means the President and any officer authorized by him to exercise any power under these rules. 

1306
President means the president of the AGRAJATTRA elected by the members. 

1307
Executive Director means the Chief Executive Officer of AGRAJATTRA as appointed by the Executive Committee. 

1308
Member means member of the AGRAJATTRA. 

1309 
Treasurer means an office bearer of the Executive Committee who is responsible for financial management of the AGRAJATTRA. 

1310 
Finance Manager means the head of Finance Department.

1311
Employee means an employee of the organization including officer and staff, whether probationary or permanent.

1312
Staff Member means an employee of the organization, whether temporary or permanent.

1213
Probationer means a person employed on probation and has not completed the period of probation for specific period or extended period. 

1314
Contractual Staff means a person whose employment is of contractual mature, usually not more than one month.

1315
Post means a post or position sanctioned under the organization as per the organogram. 

1316
Consultant means a person or a firm/company appointed by AGRAJATTRA on specific terms and condition for rendering consulting services for a limited period of time or for specific assignment. 

1317
Adviser means a person employed on specific terms and conditions for rendering services of advisory nature for a limited period of time. 

1318
Duty means services of an employee, whether permanent, probationer, temporary or causal. 

1319
Service includes the period during which an employee is on duty or on leave authorized by competent authority but does not include any period during which an employee is absent from duty without permission or overstays his/her leave, unless such period of absence of overstay is regularized by an order in writing by the competent authority. 

1320 
Basic Pay means the base pay as per the AGRAJATTRA pay scale, excluding benefits and allowances which have been sanctioned for a post held by an employee. 

1321 
Salary means the amount, inclusive of the benefits and allowances drawn monthly by an employee as the pay and allowance that has been sanctioned for a post held by an employee. 

1322
Allowances mean additional payments made to employee in addition to their Basic Salary. 

1323
Bonus means a payment declared as bonus and payable in addition to monthly pay. 

1324
Special allowance means any payment, which is especially granted to an employee as remuneration for a special/additional work, or amount paid on the ground of any special expenditure to be incurred by the employee holding the post as such.  

1325
Honorarium means a recurring or non-recurring payment granted to a person as remuneration for special work of occasional nature. 

1326
Government means government of the People's Republic of Bangladesh.

1327
PIN means Personal Identification number of the employees. 

CHAPTER- II

DUTIES, OBLIGATIONS AND CONDUCT OF EMPLOYEES

2000
Employees Duties and Obligation

2001 
An obligation rests with all employees of the organization to render honest, efficient and courteous performance of duties. Employees will be responsible for adhering to all policies, rules, directives and procedures as issued and directed by AGRAJATTRA. 

2002
Every employee shall carry out his assignment as entrusted to him by AGRAJATTRA with full devotion and integrity.  

2003
Every employee shall perform his work timely and efficiently in a manner desired by the AGRAJATTRA management. 

2100
Conduct of staff Member
2101
Every employee has a duty to report, verbally or in writing, promptly and confidentially and evidence of any improper practice by any employee of which they are aware. As used here the term improper practice means any illegal fraudulent dishonest, negligent or otherwise unethical action arising in connection with AGRAJATTRA operations or activities. 

2102
Report of such improper practice should be reported through their administrative and or functional supervisor. 
2103
Every Employee shall: 


a) Conform to and abide by the rules and regulations of the organization;


b)
Observe, comply with and obey all lawful orders and directions which may, from time to time, be given by the person/officer under whose jurisdiction, supervision or control the employee may, for the time being, be placed. 


c)
Serve the organization honestly and faithfully; and


d)
Maintain strict secrecy regarding the affairs of the organization.

2104
No Employee shall :

a)
Associate with any political demonstration or activity or with such other demonstrations and activities which are detrimental to the interest of AGRAJATTRA or of the state. But an employee may exercise the right to vote as a matter of their democratic right;


b)
Take privilege or immunity, which may accrue to them, as staff members of AGRAJATTRA shall be regarded as providing them an excuse for avoiding private obligation or for violating any or regulation;


c)
Communicate to any person any information known to him/her by reason of their employment with AGRAJATTRA, except if authorized to do so in the course of their duties;


d)
Be absent from duty or leave station without obtaining prior permission from the immediate supervisor, or without giving prior intimation to the organization;


e)
Engage in any outside employment, whether remunerative or honorary, without prior approval of the competent authority;


f)
Bring or attempt to bring political or other outside influence to bear on any officer in support of any claim made by him in connection with his/her employment, promotion, increment, transfer or for any other personal gain; and 


g)
Make any communication regarding the affairs of AGRAJATTRA to press or make any public utterance or broadcast in the radio or make any statement of facts or figures or opinion by making appearance to television except with the prior permission of the organization. 


h)
Engage in any activity which is incompatible with the proper discharge of their duties with AGRAJATTRA or which may adversely reflect on their status on the integrity, independence or impartially, which are required of them. 

2200
Conflict of Interest


2201
Employees are not permitted to solicit, obtain, accept or retain any personal benefit from any supplier, vendor or any individual or organization doing or seeking business with AGRAJATTRA.


2202
No employee of AGRAJATTRA shall maintain an outside business or financial interest or engage in any outside business or financial activity, which conflicts with the interests of AGRAJATTRA or which interferes with the employee's ability to perform job responsibilities fully. 


2203
No employee shall benefit directly or indirectly from a third party that furnishes products, materials or services to AGRAJATTRA. 

2300
Attendance


2301
Consistent regular attendance and punctuality are vital and they are integral parts of each employee's performance evaluation. Irregular attendance disrupts the operation of the organization, lowers overall productivity and continuity of work and is burdensome to other employees of the organization. 


2302
Employees are required to report to their designated work-center in due time. Tardiness, un-authorized absence or failure to report as required will result in disciplinary action. 

2303 In the event when an employee cannot report to work as scheduled, the employee should notify his/her supervisor. Employees who are late due to delays caused by official transport are expected to make up the delayed time on the same day. 

2304 Late attendance shall be adjusted with casual leave and 01-day casual leave shall be deducted for three days late attendance. 

2400
Outside Activities 


2401
By accepting appointment with AGRAJATTRA an employee undertakes a number of obligations, which may have a bearing on certain activities outside their official duties. As a result, difficulties may arise in carrying out continuous or recurring outside activities of substantial nature with the principles of service rule. 


2402
Following basic principles shall be followed by every employee in respect of engaging himself/herself in any outside activities. 

          2402.1
Employees shall not be actively associated 
with the management of or hold a financial interest in any business or organization, if it is possible for them to benefit from such association or financial interest by reason of their position in AGRAJATTRA. The mere holding of shares in a company does not constitute a financial interest unless such holding constitutes a substantial control. 


2402.2 No staff member is allowed to engage himself/herself in any work of whatsoever nature with any compeering organizations. 



2402.3
 Except in the normal course of their official duties, employees shall not engage in any of the following activities if these relate to the objectives, activities or interests of the organization system, unless prior approval has been obtained from the President:



a.
Issue statements to the press, radio, television or other information media;



b.
Accept speaking engagements and other outside activities




c.
Take part in film, theatre, radio or television.  

2500
Cases of Arrest or Detention


2501
An employee, who is arrested charged with an offence other than a minor traffic violation or summoned before a court as defendant in a criminal proceeding or convicted, fined or imprisoned for any offence other than a minor traffic violation must report the fact to the Executive Director and or Administration Manager immediately. 


2502
The Executive Director shall forward copies of all documentation relating to the above, with or without directives to the Administration Manager for information and necessary action. 

2600
Financial Loss to AGRAJATTRA by Employees


2601
Any staff member who involves AGRAJATTRA in unnecessary liability by means malice or culpable negligence or by failure to observe any regulation, rule of administrative procedure of the organization shall be responsible for making good such loss (es).


2602
A staff member may be required to reimburse AGRAJATTRA, either partially or in full for any financial loss suffered by it as a result of his negligence or violation of any regulation rule of administrative instructions. 
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Chapter-VIII

LEAVE


11000
Leave


11001
AGRAJATTRA Employees leave shall be governed by the regulations of this chapter. Employees of AGRAJATTRA are entitled to the following categories of leave: 




a.
Casual leave




b.
Earned leave 




c.
Sick leave



d.
Maternity leave




e.
Leave without pay




f.
Special leave



11002
Employees under contractual employment are also entitled to leave as eligible to the permanent employees. However, leave for casual or shout-term contractual employees may be allowed at a rate pro-rated to his/her length of service. 


11100
Casual Leave




11101
All employees shall be entitled to casual leave with full pay for 10(ten) days in a year.



11102
This leave will not be grated for more than 3 (three) consecutive days at a time. 



11103
 Admissible casual leave shall not be carried forward to succeeding year.



11104
A temporary/contractual employee is also entitled to casual leave at a rate pro-rated to his/her length of service. 


11200
Earned Leave


11201
After competition of one year job employees are entitled for EL/AL; Every 18 day’s presence of employees the previous year will entitled for 01 day EL/AL.  



11202
The earned leave will be accounted for at a rate 1 EQ \F(1,2)  day per month.



11203
A probationer is not entitled to earned leave. However, after confirmation of service, his/her probationary period will be considered in calculating the entitlement of earned leave.



11204
Request for earned leave to be made at least two weeks before the leave prayed for.



11205
Earned leave shall not be sanctioned less 




 



than 5 (five) days at one time.



11206
Earned leave will not be sanctioned more 








than 3 (three) times in a year.



11207
An employee may carry forward half of his/her earned leave to the next year, total annual leave provided her/him shall not at any time exceed 18 (Eighteen) days. Accordingly annual leave due over 18 days shall automatically be ceased.


11208
The AGRAJATTRA management may deny a leave request due to urgency of work, provided the concerned supervisor has made the first denial. 




11209
Earned leave may be deducted/adjusted for genuine prolonged sick 





leave.



11210
Annual leave taken beyond the days of accrued earned leave shall not be allowed to adjust with Sick leave or Casual leave. 



11211
Any weekly holiday or public holiday falls between the approved EL, shall be considered as the earned leave. If an employee takes EL for the whole week (6 days), one weekly holiday (suffix or prefix) shall be considered as earned leave. 

1300 Sick Leave

11301
Sick leave is allowed when an employee is sick and physically unfit to attend the office and carry out official assignments.

11302
An employee may be allowed sick leave for a maximum of 14 (fourteen) days in a calendar year.

11303
Sick leave may be granted to both probationary and confirmed employees and contractual employees as well.

11304
Un-availed sick leave cannot be carried forward to succeeding year.

11305
Sickness continued beyond the entitlement shall be charged to earned leave.



11306
A medical certificate from a registered medical practitioner will have to be produced to AGRAJATTRA, when an employee is sick and absent from duty for more than three (3) consecutive working days. Sickness prolonged more than 3 (three) days shall be adjusted with the Earned leave. 
11307
Abuse of sick leave will result to disciplinary action. 


11400
Maternity Leave


11401
The organization supports the policy of promoting maternal health during pregnancy and after the childbirth with completion of minimum 01 (One) year continuous service with the organization.
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                An expectant mother will get all possible support from the organization throughout the pregnancy and after childbirth. 



11402
A female employee shall be entitled to 16(Sixteen) weeks or four months paid maternity leave before and after childbirth, i.e, 13 (Eight) weeks maternity leave before delivery and 13 (Eight) weeks after the delivery.  



11403
Female employees are entitled to 16(Sixteen) weeks or four months paid maternity leave provided she has been employed by AGRAJATTRA for at least 1 (one) year preceding the expected delivery date.



11404
A female employee is entitled to maximum of 2 (two) times paid maternity leave during her service/tenure with AGRAJATTRA. 



11405
A pregnant employee must apply for maternity leave at least 6 (six) weeks before the expected delivery date. 


11500 Leave without pay


11501
Leave without pay may be granted for genuine reasons, if an employee requests for such leave on genuine ground and no credit of his/her leave is available. 



11502
Such leave cannot be availed without prior approval from the Executive Director. 



11503
Unauthorized absence from duty shall be treated as leave without pay for both confirmed and unconfirmed employees. However, AGRAJATTRA may consider deduction of salary or adjustment of annual leave for such unauthorized absence considering the gravity of such absence. 



11504
An absence may be treated as leave without pay when his/her supervisor or management is not satisfied with the explanation given for such absence

 
11600 Special Leave:


11601: If any staff works for two consecutive weekends, He/she will automatically be entitled to enjoy one-day leave on the next week.


12000 Leave Record 


12001
The organization shall maintain leave record for all employees as per form shown in Annex- 7.


12002
Administration Department of AGRAJATTRA shall maintain the leave records. 


12100
Leave Application


12101
Every employee requires leave shall submit leave application as per (Annex- 8) to his/her supervisor for necessary approval. 



12102
Leave can only be enjoyed by an employee when it is properly approved.


12200
Absence


12201
No employee shall remain absent from duty without obtaining prior permission. 



12202
An employee who is absent for 7 (seven) consecutive days or more from work without official leave shall be considered absent. 



12203
AGRAJATTRA shall regard the job as abandoned and the employee's services will be automatically terminated, unless adequate justification is provided to the satisfaction of the management for absence more than a period of 7 (seven) days. 



12204
An employee who is absent without notice for less than seven consecutive days, who subsequently reports to work, must provide detailed written reasons for such absence and regardless of stated reasons may be subject to disciplinary action including termination of employment. 

	AGRAJATTRA 
Human Resource Manual


	Chapter-IX

Disciplinary Action 


Chapter-IX
DISCIPLINARY ACTION


13000
Employees Duties, Responsibilities, Conduct and Discipline


13001
 Every employee shall confirm to abide by the rules and regulations of the AGRAJATTRA and shall follow the code of conduct as mentioned in Chapter- II of this manual. 



13002
An obligation rests with all employees of the organization to render honest, efficient and courteous performance of duties. Employees will be responsible for adhering to all policies, rules, directives and procedures as issued and directed by AGRAJATTRA. 



13003
Every employee shall carry out his assignment as entrusted to him by AGRAJATTRA with full devotion, integrity and sincerity. 



13004
Every employee shall perform his work timely and efficiently in a manner desired by the AGRAJATTRA management. 


14000
Disciplinary Action


An employee fails to abide by the rules & regulations, directives and code of conduct of the AGRAJATTRA shall cause disciplinary action and penalty. Grounds for disciplinary action and penalty involved are described in the following paragraphs. 


14100
Grounds for Disciplinary Action 


Without prejudice to the other provisions contained in this manual, disciplinary action shall be taken against an employee, who: 



14100.1 commits a breach of this rules/discipline; or



14100.2. Is found to be negligent, inefficient or corrupt; or



14100.3.
Knowingly does anything prejudicial to the interest of the organization; or



14100.4
. Contravenes instructions issued to him/her in connection of an official work; or



14100.5. 
Is guilty of any other act of 
misconduct or insubordination; or



14100.6.
Is convicted of a criminal offence by the court; or



14100.7. 
Is engaged or is reasonably suspected of being associated with others engaged in subversive activities and whose retention in service is therefore, considered prejudicial to national security; or 



14100.8. 
Habitual absent without leave or intimation for more than 7 (seven) consecutive days; 



14100.
Habitual late attendances



14100.10.
Sexual Harassment. 


14200
Punishment/Penalties


There shall be two kinds of penalties, which may be imposed under these regulations, namely, minor penalties and major penalties. 


14201
Minor Penalties



The following are the minor penalties;



a)
Censure;



b)
Suspension;



c)
Withholding of increment or promotion including stoppage of efficiency bar for a specified period. 



d)
Recovery from pay of the whole or part of any loss caused to the organization by negligence or breach of orders. 


14202
Major penalties


The 
following are the major penalties; 




a)
Reduction to a lower post or grade;



b)
Compulsory retirement;



c)
Termination from service; 



d)
Dismissal from service; 


14203
For misconduct or breach of discipline any penalty, as mentioned under paragraph 14202, may be imposed. 


14300
Procedure for punishment



When an employee is to be prosecuted against for any of the reasons provided under clause Grounds for Penalties 14100, the authority shall: 



14300.1.
On receipt of complain and preliminary inquiry, the supervisor shall administer a warning to the employee to rectify himself/herself and a copy shall be recorded in the personnel file. 



14300.2.
Frame a charge sheet and specify therein the penalty proposed together with allegations against the accused in writing and call upon the employee to explain his/her conduct within a period of 7 (seven) working days from the date of receipt of charges/allegations. 



14300.3.
Consider the explanation of the employee submitted. 



14300.4
.On consideration of the explanation of the employee the authority may issue a warning if deems so fit. 



14300.5.
If the management is not satisfied with the explanation provided by the employee concerned, the management may constitute an inquiry committee to investigate the matter. 


14400
Inquiry.


14401
Where AGRAJATTRA management is not satisfied with the explanation provided by the employee the management may, if deemed fit, constitute an inquiry committee to inquire into the allegations. 



14402
When an employee is to be prosecuted against for any subversion, the appointing authority. 




a)

May, by an order in writing, require the concerned officer to proceed on such leave as may admissible to him and from such date as may be specified in the order;




b)

Shall, by order in writing, inform him of the action proposed to be taken in regard to him and grounds of that action;



c)

Shall give a reasonable opportunity of showing cause against that action before an inquiry committee to inquire into the charge. 


14500
Inquiry Committee 


14501
The appointing authority shall constitute it with two or three officers;



14502
The committee shall inquire into the charges and submit its findings to the appointing authority;



14503
The appointing authority shall take such action on the findings as it may think fit based on the inquiry report. 


14600 Suspensions and Subsistence Allowance


a)
An employee, against whom some actions are proposed to be taken, may be placed under suspension, if in the opining of the authority suspension is necessary. 



b)
The period of suspension shall not exceed 60 days, unless the matter is pending in any court. 



c)
During the period of suspension, an employee shall be entitled to a subsistence allowance equivalent to half of his/her average monthly salary. 


14700 Reviews and Appeal


An employee on whom penalty has been imposed shall have the right of making an application for review of the order of punishment or prefer an appeal as provided below: 



14701
a petition for review or appeal shall be filed before the authority passing the punishment order within 15 day of its receipt. 



14702
the authority shall, within 30 days of receipt of review or appeal petition, inquire into the matter and communicate the decision in writing to the employee. 



14703
Where an employee making an appeal or application for review he shall be heard in person by the committee or the authority competent to hear the appeal or review, as the case may be. 



14704
An appeal application or review petition shall:




a)
Contain all material statements and grounds relied upon and shall be complete in it, but shall not contain any disrespectful or improper language; 




b)
State the date, on which the order imposing the penalty was received,




c)
Specify the relief desired,




d)
Be submitted through the supervisor of the concerned employee or, if he is not in service, through the supervisor under whom he served last, and




e)
Be addressed to the President or Executive Committee.



14705
An appeal or application for review may be withheld by the competent authority, if: 





a.
it does not comply the requirements of paragraph 14704





b.
it deals with a matter which does not concern the employee personally




    c.
it repeals an appeal or application for review already rejected by the authority to whom appeal application for review is addressed and does not disclose any point or circumstances affording grounds for reconsideration.  



14706
In every case, where an appeal or application of review is withheld the authority concerned shall inform the appellant of the fact of withholding of his appeal or application for review and reasons for withholding it. 



14707
No appeal could be made against the order of the President.
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CHAPTER- X

EMPLOYEES TRANSITION

15000
Employees Transition


15100
Dismissal





An employee may be dismissed without prior notice or pay in lieu thereof any compensation on completion of the procedure for punishment, under the following circumstances: 





i.
If he or she is convicted for an offence 
involving moral turpitude, 





ii.
If he is found guilty of misconduct, or





iii. Any of the following acts and omission : 






a.
Willful insubordination or disobedience, whether alone or as a part of group to any lawful or reasonable order of superior;






b.
Theft, fraud or dishonesty in connection with AGRAJATTRA business or property;






c. Taking or giving bribes or any illegal gratification in connection with his or any employee's employment under AGRAJATTRA;






d.
Habitual absence without leave or absence without leave for more than 7 (seven) days;






e.
Habitual late attendance;






f.
Habitual negligence or neglect of work;






g.
Resorting to illegal strike or 'go-shoe' or inciting others to resort to illegal strike or go-show; 






h.
Falsifying, tempering with damaging or causing loss of AGRAJATTRA official records. 


15200
Termination


AGRAJATTRA reserves the rights to terminate any of its employees for whatsoever reason, otherwise than in the manner provided elsewhere in this manual, provided: 



15201
60 days notice or pay in lieu of such notice in case of a permanent employee. In case of temporary or contractual employees 14 days notice or pay in lieu thereof shall be paid. 



15202
Salary or Pay accrued up to the last working day.



15203
Encashment for un-availed accrued Earned Leave. 



15204
Provident Fund contributions as per PF Rules of the organization.



15205
Compensation or Gratuity at the rate 30 days salary for every completed year of service or any part thereof for a regular employee. 



15206
All termination of employment must have 
approval of the President. 


15300
Resignation


15301
An employee wishing to terminate his/her employment should provide minimum 1 (one) month's advance written notice. Failure to give such notice will make an employee liable to pay AGRAJATTRA an amount equal to 1 (one) month's salary. 



15302
On the final settlement the resigning employee will receive: 




a.
Salary accrued up to the last working day





b.
Encashment of unused Earned Leave





c.
Provident fund contribution as per PF Rules of the organization





d.
Gratuity as per approved policy





e.
Any other benefit entitled as per rules and regulation of the organization. 


15400
Retrenchment


15401
AGRAJATTRA reserves the right to retrench one or more employees if she becomes surplus to the requirement of the AGRAJATTRA.



15402
The employee, who has been serving more than 1 (one) year, so retrenched shall be given 30 days notice in writing indicating the reasons for retrenchment of the employee or pay in lieu of such notice. 



15403
A temporary employee, who has been serving less than 1 (one) year, so retrenched shall be given compensation equivalent to 14 days' pay. 



15404
On the final settlement, the retrenched employee shall receive: 




a.
Salary accrued up to the last working day





b.
Encashment of unused Earned Leave





c.
Provident fund contribution as per PF Rules of the organization





d.
Gratuity as per approved policy





e.
Any other benefit entitled as per rules and regulation of the organization. 


15500
Discharge


15501
An employee may be discharged from the service for reasons of mental or physical incapability or continued ill health and not able to continue working. 



15502
In case of discharge of an employee, who has completed 1 (one) year of continuous service, she/he shall be paid compensation by AGRAJATTRA at a rate equivalent to 1 month's salary for every completed year of service or for any part thereof or Gratuity if any, whichever is higher. 



15503
In case of employee discharged for medical grounds etc, terminal entitlements will include: 




a.
Pay accrued up to the last working day





d.
Payment for un-availed earned leave





c.
Any other payment due to the employee as per law of the country





d.
Gratuity as per approved policy





e.
Provident Fund contribution as per PF Rules of the organization.


15600
Retirement 


15601
Retirement is mandatory upon attainment of 57 years of age or completion of 35 year's continuous service whichever comes first. 



15602
A letter of retirement should be issued to the retiring employee 3 month's in advance of his/her retirement date. In absence of such notice, 3 months basic salary should be paid to the retiring employee. 


15603
A retired employee is entitled to: 




a.
Salary accrued up to the last working day





b.
Encashment of unused Earned Leave





c.
Provident fund contribution as per PF Rules of the organization





d.
Gratuity as per approved policy





e.
Any other benefit entitled as per rules and regulation of the organization.
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CHAPTER – XI

Agrajattra’s Policy on Staff Grading and entitlements of travel, accommodation and per Diem as on grading: 

1.0. Grade of staff members and staffs:

	Grade
	Position

	
	

	
	

	I
	President

	II
	EC Committee members

	III
	Executive Director

	IV
	Director

	V
	All Project Head/ Project Manager/Project Coordinator/ Finance Manager

	VI
	Asst. Manager/ Asst. Project Manager/ Asst. Project Coordinator/ Consultant/ Specialist/ Area Coordinator

	VII
	All Officer ( Technical/ Monitoring/ Finance & Admin Officer, Training Officer, Project Officer, IT officer, etc)

	VIII
	Program Asst/Research Asst/Social Worker/ Office Asst/Admin Assistant/Finance Assistant/ Supervisor/ Instructors

	IX
	Driver/Messenger/Cook/ Operator


17201   Mode of Transport for Domestic Travel.

17201   Traveler should use Agrajattra transport, if available and entitled, for   

official travels within the country subject to approval from the 
concerned authority. However, convenience of the traveler and urgency 
of the travel shall be considered in selecting the mode of transport. 

17202    If the official vehicle is not available, traveler is entitled to travel by 



air, 1st class train, steamer or air-conditioned bus according to his/her 

entitlement as per Grade/Position. Traveling official shall enjoy the 



following facilities if the office vehicle is not available for the travel. 

	Employee's Category
	Mode of Transport

	G-1 to G V
	Air route where available, AC/first-class travel by Train/Steamer/Coach/ Bus

	G-VI to G-VII
	1st-class travel in AC Train/Steamer Coach and Travel by air may be allowed in case emergency with approval from the management. Normal traveling cost as on actual basis for outside travel of Chittagong.

	G VIII to IX
	Economy class travel will be used in Train, Steamer and normal coach in road transport.


17203
The mode of transportation shall be discussed and agreed upon with the 
Administration Department before the traveler submits TR. Subject to 
approval from the President/Executive Director/Authorized Project 
Manager; rent-a-car may be used for domestic travel in case of any 
emergency. 

17204

If the traveler intends to use official transport, she/he must request the 

Administration Department through Travel Itinerary (TR) at least three 


days before the travel commences with copy of the TR. No used request 

will be entertained in case of using office transport. 

17205
Traveler has to certify the fuel bill, toll receipt, vehicle logbook while 


she/he is traveling by official transport. Administration Department will 

arrange and assign office transport, if approved by the President/ED. 

17206
The traveler must maintain a log for any private use of official transport, 

which will be subsequently reimbursed by the employee concerned at the 

rate fixed by the Agrajattra.

17207.

The staff members who are entitled to first class transportation 




facilities will be entitled to rent a car subject to approval of TR and car 



will be hired from the enlisted supplier.
17310 

Travel Cost

         17310

Accommodation 
i) Actual lodging expenses shall be reimbursed to the traveler subject to 
submission of the hotel/guest house bill/receipts with the travel expenses 
report. If the traveler stays with his/her relatives' house or fails to submit 

the hotel receipt, she/he will not be reimbursed for lodging expenses. 

ii) Travelers shall be paid lodging cost as per the policy of Agrajattra and 


shall in no case exceed the approved rate. The rate of accommodation 

Facility for the employees shall be as follows upon production of actual  


voucher: 
iii) Traveler who would like to stay in an expensive hotel may stay at his or her 

own discretion and the difference of amount, if any has to be borne by the 

traveler concerned. No additional amount shall be paid by Agrajattra beyond 

the above-approved rates. 
iv) If any traveler occupies double occupancy room, 50% of the actual 
lodging 

expenses shall be reimbursed, subject to maximum of his/her entitlement. 

However, if single occupancy is not available, traveler may avail double 


occupancy room and certify the accommodation bill stating the reasons. 


Under these circumstances Agrajattra may approve actual payment for 


Double occupancy room. 
v) 
Actual hotel bill must be submitted with TER for reimbursement of 


lodging cost as a part of travel expenses. 
17400  Per Diem



In addition to the transportation and lodging costs, the traveler will be paid Per Diem to cover Meals and incidental Expenses (M&IE). This Per Diem shall be calculated depending upon the time covered by the travel. 



17401
Per Diem shall be paid to the traveler at the following rates: 


Per Diem shall be paid to the traveler at the following rates: 

	Employee's Category
	Lodge facilities enjoys

	G-1 to G III
	Air conditional single  room maximum lodge rent Tk. 2000 for per staff

	G-IV to V
	Air conditional single room maximum lodge rent Tk. 1500 for per staff

	G-VI to G-VII
	Non AC room single room maximum lodge rent Tk. 800

	G VIII to IX
	Non AC normal room single room maximum lodge rent Tk. 500/-


17400
Per Diem



In addition to the transportation and lodging costs, the traveler will be paid Per Diem to cover Meals and incidental Expenses (M&IE). This Per Diem shall be calculated depending upon the time covered by the travel. 

17401   Per Diem shall be paid to the traveler at the following rates: 



Per Diem shall be paid to the traveler at the following rates:

	Grade
	Position
	Per diem Rate per Day

	
	
	Location
	Amount in Tk. 

	I
	President
	Allover Bangldesh
	BDT= 1000.00

	II
	EC Committee members
	Allover Bangladesh
	BDT=  900.00

	III
	Executive Director
	Allover Bangladesh
	BDT=  800.00

	IV
	Director
	Allover Bangladesh
	BDT=  700.00

	V
	All Project Head/ Project Manager/Project Coordinator/ Finance Manager
	All Over Bangladesh
	BDT=  700.00

	VI
	Asst. Manager/ Asst. Project Manager/ Asst. Project Coordinator/ Consultant/ Specialist/ Area Coordinator
	All Over Bangladesh
	BDT= 600.00

	VII
	All Officer ( Technical/ Monitoring/ Finance & Admin Officer, Training Officer, Project Officer, IT officer, etc)
	Allover Bangladesh
	BDT= 600.00

	VIII
	Program Asst/Research Asst/Social Worker/ Office Asst/Admin Assistant/Finance Assistant/ Supervisor/ Instructors
	Allover Bangladesh
	BDT= 500.00

	IX
	Driver/Messenger/Cook/ Operator
	Allover Bangladesh
	BDT= 300.00



17402

No supporting voucher/receipt is required for claiming reimbursement of 


Per Diem.  


17500 

Per Diem Computation



Local Per Diem shall be computed as follows: 


17501

When traveler moves away from the duty station and stays overnight in 


some other area for official business, Per Diem shall be paid as per the 


following rates: 

	



	Time of Departure/Arrival 
	Rate of per Diem

	For each over night stay
	Overnight stay
	100% of per diem per day

	For the departing day
	if travel starts before 18:00 hours
	100% of per diem per day

	
	if travel starts after 18:00 hours
	50% of per diem per day

	
	if travel starts after 21:00 hours to 24:00 hours
	Nil

	For the returning day
	if traveler arrives before 12:00 hours
	Nil

	
	if traveler arrives between 12:00 hours to 24:00 hours
	50% of per diem per day



17502 

Traveler traveling on official business where trip lasting less than 10 hours do not qualify for any per diem. But, if travel starts before 6:00 a.m. or ends after 8:00 p.m. the traveler may get 50% of the per diem despite the travel lasts for less than 10 hours. 

          17503
Traveler traveling on official business where trip lasting less than 24 hours but longer than 10 hours is entitled to 50% of the per diem. 


17504
Lodging and per diem shall be paid only for travel outside the Chittagong Metropolitan Area (CMP). However, if traveler requires staying overnight for official business at adjacent to Chittagong City area (Patia, Hathazari, Nazirhat, Sitakundo, Mir Sarai, Kaptai, Rangunia, Raowzan, Boahalkhali) she/he may be reimbursed actual food and accommodation costs on production of vouchers. 


17505
In case of travel by the consultants and or contractual staff for Agrajattra business, actual lodging expenses not exceeding Taka 1,500 per day and Per Diem at the rate Taka 500 per day shall be reimbursed (including the day of departure). Per Diem for the day of return shall be 50% of the approved rate.   


17506
Participants, outside Chittagong the CMP area, attending any workshop/conference are entitled to per diem (to cover food, lodging and other expenses) as mentioned in the above rate of per diem. 


17507

This per diem shall be paid in full on the day of arrival in Dhaka and at the rate of 50% on the day of return. 


17508
No supporting voucher or supporting is required to be submitted to claim such claim.



17600
Other Reimbursable Expenses


17601
In addition to reimbursement of travel expenses, accommodation at actual and per diem payment, the following expenses may also be reimbursed to a traveler subject to submission of satisfactory documentation. 





a)
Telephone Call: One personal telephone call for duration of 5 (five) minutes on arrival at the destination and thereafter one call for every 3 (three) consecutive days excluding the day of return. Supporting receipts must be produced to get the reimbursement of telephone calls. 





b)
Laundry: Cost of laundry service where lasting for more than four days, not counting day of departure/day of return. AGRAJATTRA will pay up to Tk. 200 for each 4 days travel period. Laundry receipt will have to be attached with the travel bill to get the reimbursement of such cost. 





c)
Local Transportation: Actual local transportation cost. Wherever possible traveler should enclose transportation bills. The traveler concerned must certify actual local transportation bills. 





d)
Photocopying: Charges for photocopying of documents in connection with official business. 





e)
Others: Reasonable and necessary expenses like airport taxes, embarkation fee and excess baggage charge due to carrying official documents/goods, etc. may be reimbursed subject to submission of itemized receipts. 



17602
The facility of personal telephone calls and laundry charges, as mentioned in 8401a and 8401b above, are only applicable for the AGRAJATTRA staff member. 


18000
International Travel


18001
Staff members’ /Advisor/ Consultant intending to travel overseas for official purposes must complete the 'Travel Request Form' and submit the same to their immediate supervisor for recommendation. The supervisor will provide his/her recommendation before forwarding the form to the President through Executive Director for final approval. Once it is approved the TR will be sent to the Administration Department and Finance Department for necessary arrangements. 



18002
International travel is not allowed unless the 'Travel Request Form' has been approved. 


18100
Mode of International Travel


18101
The Standard travel entitlement for a staff member on all overseas travel sponsored by AGRAJATTRA will be based on the least cost airfare available in economy class. 



18102
When travel is by an indirect route for the staff member's personal convenience, costs of such travel will be compensated on the basis of economy class air fair via the direct route.



18103
When special circumstances warrant, the president may exceptionally authorize a higher level of accommodation with no additional cost to traveler. 



18104
When air transport is not available the authorized mode is the most direct surface route by the fastest vehicle available.     



18105
The organization shall fix-up per diem for traveling officials to cover, fooding, accommodation, etc. considering the area of travel, grade or any other criterion as may be felt necessary under the circumstances. 



18106
The traveler may claim excess accompanied baggage for carrying official documents/goods, embarkation fee, travel tax and or any other charges levied by the airlines. 

18200
Other Reimbursable Expenses for International Travel


Staff members are also entitled to reimbursement of following expenses during an authorized overseas travel subject to proper justification and receipts of expenditures: 



18201
Local conveyance for going to bus terminal, railway station or steamer or duty station from hotel or vice versa.



18202
Work related telephone, telegraph, telex, fax, etc.



18203
Charges for photocopying materials relating to the trip.



18204
Any other expenses in connection with official business. 


18300
Daily Subsistence Allowances (DSA) for International Travel


18301
The organization shall fix up Daily Subsistence Allowance (DSA) rate for the traveling staff member to cover lodging, meals, gratuities, transport cost from place of lodging to the first place of official business and vice years and other payment made for personal services rendered. 



18302
Under certain conditions, travelers may at the discretion of competent authority be paid a supplementary DSA if for reasons independent of their will the actual costs of accommodation were significantly higher than the average hotel costs taken into account in establishing the DSA. 



18303
DSA will be paid for any day on which a staff member is required to perform official duties in connection with travel on home leave whenever such official business is performed. 


18400
Computation of DSA for International Travel


18401
When it is necessary for the purpose of computing the amount of travel subsistence allowance payable to specify the 'hour of departure' and the 'hour of arrival' these shall be considered as the time when the train, vessel or airplane used by the traveler actually leaves from or arrives at its regular terminal.   



18402
Consultants, participants and 'all others' authorized to travel on behalf of AGRAJATTRA are entitled to DSA as applicable to AGRAJATTRA staff members. In exceptional cases the President may approve DSA at a higher level. 



18403
AGRAJATTRA travelers who are in travel status for ten hours or more but not entailing an overnight stay are eligible for 40 percent of the established DSA rate applicable to the area. When the travel is for a period of less than ten hors, DSA is not payable. 


18500
Reduction of DSA for International Travel


The rates by which the DSA should be reduced when lodging and or meals are provided free of charge by either the government, a related institute or the organization is as follows: 




a.
Only lodging provided free 50%




b.
Only meals provided free 30%





(6% for breakfast, 12% for lunch and 12% for dinner) 




c.
Both lodging and meals provided free 80%


19000
Travel Expense Report (TER)



19001
Travel Expenses have to be claimed through Travel Expense Report (TER) on completion of an authorized project related trip. A sample TER is enclosed in Annex- 10.


19002
Travel Expenses Report should be submitted to the respective supervisor within 7 (seven) days on completion of the travel. The supervisor will forward the same to the Finance Department immediately along with his / her comment, if any. Finance Department will check the accuracy and entitlement and settle the claim. 



19003
The TER must be used to document all travel expenses incurred on each trip. All expenses regardless of amount must be itemized. Paid receipts, bills or similar evidence for each item must be attached to the TER to support the claim. 



19004
Finance Department will settle the claim and or adjust the advance, if any after approval of TER. 



19005
If a traveler, who was paid an advance, fails to submit TER within the time specified above, the advance so paid to him may be deducted from his her salary. 


19100
Submission of Travel Expense Report (TER)  


The traveling official shall submit all travel bills to the Finance Manager as per Travel Expense Report (TER). Following documents must be enclosed with the TER. 



19101
Utilized Air Ticket Jackets along with the purchase receipt, if any



19102
Unutilized Air Ticket Coupons



19103
All paid receipts, bills, and memos in support of claim of any expenditure



19104
Utilized bus, steamer, launch tickets in support of travel claim




19105
Cash or Cheque to the extent refundable against travel advance as per TER submitted by the employee. 


19200
Time for submission of TER


19201
The traveler shall settle the travel advance within 10 days from the date completion of the travel. In case of over spending the staff member shall be reimbursed as soon as the Executive Director or his designate shall approve the Travel Expense Report. 



19202
If any staff member fails to refund the unspent travel advance balance at the time of submission of the bill the finance department shall adjust it against his/ her current month's salary. 


19300
Approval of Travel Expense Report


19301
The Finance Department shall check the TER in pursuance to the travel policy and forward the same to the Executive Director of the Director (F&A) for approval. 



19302
After the approval of the TER, Finance Department shall ask the respective traveler to deposit the under spent advance amount (excess of advance over the approved TER), if any, immediately. In case of failure to deposit the balance money, the due amount shall be deducted from the current month's salary. 



19303
For any other expenses, i.e. official long distance calls, hospitality expenses, etc., an approval from the Executive Directive is required. 



20000
Travel Advance



20100
Local Travel Advance


20101
Staff/members authorized to travel locally may be granted an advance in local currency up to a maximum limit of 80% of the estimated per diem to cover travel expenses. 



20102
The Executive Committee members can also take advance for official travels. Their per diem and travel advance shall be governed by the EC resolutions in this regard. 


20200
International Travel Advance 


20201
EC members, staff member or consultants traveling abroad with an official travel authorization may request advance against his estimated reimbursable travel expenditure and Daily subsistence allowance (DSA). If there is any specific rules regarding the international travel of officer should be strictly followed. 



20202
An approval from the President of the organization must be obtained before processing any international travel. 



20203
A permission from NGO Affairs Bureau should be obtained, if required, before the travel takes place. 



20204
Prior to the travel place, AGRAJATTRA should inform the respective donor if the travel is to be financed by donor-funded project.  


20300
Adjustment of Travel Advance


20301
The traveler shall not be paid further travel advance, whether member or employee, until all previous travel advances are settled. 



20302
At the end of each trip the traveler shall submit the Travel Expense Report (TER) to the finance department within 7 (seven) days of reporting the office after the travel attaching all supporting bills/ receipts. 

-END-
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