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ANNEXURE-A

File No. CC-HR-18-26/0032/2022/0f0 HOSect (Policy) {Computer No. 559531 )

Note No. #1 Attachment:Scheme_for_providing_laptops_to_employees.pdf

Scheme for providing lapieps to employess %ﬁ% POWERGRID

LAPTOPS TO EMPLOYEES IN EXECUTIVE & SUPERVISORY CATEGORY

1.0 One laptop computer {including printers and other peripherals) shall be
provided to employees in Executive and Superviscry category, within the
moneatary ceiling limif prescribed as under;

level Amount {Rs.} (excluding faxes)
1Supervisor 55000.00
2E-2 to E-4 (ET/AET) 60000.00
E5 to E7 70000.00
E-8 80000.00
E-9 100000.00

2.0  Employees shall compulsorily purchase the Laptop computer using Credit/
Debit card or internet banking only through website of OEMs or e-retailers such
as Amazon, Flipkart, etc. Laptop Computer can also be purchased through
reputed electronic stores such as Croma etc. but the payment has to be
compulsority done through Credit/ Debit card or net-banking fransfers.

3.0 The iife span of the laptop computer (printer & other peripherals) shall be 5
years period from the date of its claim. At the end of 5 years, employees have
to compulsory buy-back the laptop computer at residual vaive of 2% and
thereafter shall be eligible for new laptop computer.

40 In case of seporation of employee on-account of resignation or
superannuation, the employee has to compulsory buy-back the laptop
computer as follows:

Time period rom date of claim of loptop Buy-bock veive
Within 01 year 50% of cost of laptop.
More than 01 year but less than 03 years 25% of cost of laptop.
More than 03 years 2% of cost of laptop.

50 In case of death of an employee, residuai value of laptop computer shall be
treated as NIL.

60 In case the employees have been previously provided laptop computer then
they shall be eligible for new one on completion of 05 years petiod from date
of purchase.

! Cir No.461/2019 dated 01.10.2019"
2 Cir No.462/2019 dated 01.10.2019
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File No. CC-HR-19-26/0032/2022/0/0 HOSect (Policy) {Computer No. 559531 )

Note No. #1 Attachment:Scheme_for_providing_laptops_to_employees.pdf

Scheme for providing laptops to employees

7.0 Prior to issue of this scheme on 01.10.2019, laptops were being purchased/
issued to employees as per below mentioned provisions:

s Laptops purchased/ issued as per Corporate HR Circulars No. 293 dated
13.12.2011, No. 295 dated 02.02.2012 & No. 380 dated 16.05.2017,

s Departmental laptops issued to employees on functional basis, and

« Lapfops provided to Executive Directors under the ‘Scheme for benefits fo
Key Officials/ Sr. Executives’,

l.r.o. such old laptops purchased/ issued fo employees prior to 01.10.2019, as
mentioned above, which have completed 05 years of life, shall be wiritten-off
without any recovery from the employees.

Further, the departmental laptops previously issued to employees shall
continue to be tagged with the same employee throughout the life-span of
the device {i.e. 05 vears), and shall not be fransfered to any other employee.

Note: ‘Employees in workmen category in regular pay scales have also been
provided one lapiop computer (including printers & other peripherals) on one-time
basis within the monetary cieling of Rs.50000/- [excluding taxes). Other terms &
conditions for procurement of laptops, including buy-back provision, as applicable to
execufives and supervisors shall also be applicable to employees in the workmen
category.

* Cir No. 4822020 dated 28.07.2020
3 Cir No. 46072019 dated 01.10.201%
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Flle No. CC-HR-19-26/0032/2022/0/0 HOSect (Pollcy) (Computer No. 559531 }

Note No. #1 Attachment:Scheme_for_providing_laptops_to_employees.pdf
Scheme for providing laptops fo employees g.'.? POMERGRID

STerms & Conditlons for procurement of laptop computer

1.0 Procurement procedure:

.1 One lapfop computer including penpherals such as prinfers, speakers etc.
can be procured by the employee as per the minimum specification nofified
by Corporate IT department [Annexure-l) with AMC, in-built software
packages. The biled amount qualifying for reimbursement will be inclusive of
‘these components and no separate claim for any of the components
including software will be admissible subsequently.

1.2 Employees shall compulsorly purchase the laptop computer using Credit/
Debit card or inftermet banking only through website of OEMs or e-retailers such
as Amazon, Flipkart etc. Laptop computer can also be purchased through
reputed electronic stores such as Croma etc, but the payment has fo be
compulsorily done through Credit/ Debit card or net banking transfers. it is to
be noted that reimbursement shall not be permissicle if any fransaction is
done through Cash/ Cheque mode.

1.3 Invoice shouwld contain “Employee Name"

2.0  Claim procedure:

2.1 Employee shall moke a claim for reimbursement through ESS within 606 menths
of purchase dlong with self-attested copy of bills. The declaration required to
be given by employee wil be as per Annexure-l. If an employee has
purchased different items i.e. laptop computer, printer, speaker etc. then
he/she shall make a claim on single date rather than on different dates. A
scanned copy of the bill and the proof of payment {credit card/ debif card)
shall be uploaded in ESS by the employee, The same shall then be forwarded
to F&A department for release of payments. Further, it shall e responsibility of
employee to retain the original bils for verification of Finance/ Audit/
Vigilance department efe fill 30h September of next Financial year. Any false
claims will be treated as misconduct and necessary action shall be taken
against the employee as per CDA Rules.

2.2 The individual employees shaill be responsible for maintenance and security of
laptop computer. In case lapfop computer is lost/ damaged during the life
span of 05 years period, individual employee has to replace the same on his/
her own, for which no additional reimbursement shall be admissible. In case of
theft/loss of laptop computer, the concemed employee shall lodge FIR/
inform company and take care of related formalities. In such caose, individual

% Cir No, 463,2019 dated 10.10.2019
¢ Cir No. 475/2020 dated 01.06.2020
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File No. CC-HR-12-26/0032/2022/0/0 HOSect (Policy} (Computer No. 559531 )

Note No, #1 Attachment:Scheme_for_providing_laptops_to_employees.pdf

Scheme for providing laptops lo employees

employee has to replace on histher own for which no additional
reimbursement shall be admissible.

3.0 Generai;

3.1  The laptop computer so purchased is meant for official work and will be the
property of the Company until its buy-back by the employee.

3.2  No unauthorised/unlicensed software should be loaded on loptop computer,
Any liability arising out of non-licensed software loaded by an employee in the
laptop computer has to be bome by the employee himself/fherself. In case
user needs standard Microsoft office, the same shall be allowed within the
overdll ceiling limit.

3.3 The company reserves the right fo verify the laptop computer as and when
deemed fit.

3.4  Employees shall also furnish the prescribed cettificate for Company asset in
prescribed format every year on every 315 March to Materials Department for
Asset verification {Annexure-lll}.

3.5  Noinsurance/docking stations shall be provided by the company.

3.6 The laptop computer so purchased will remain with the employee in the event
of transfer also.

3.7 The purchased laptop computer should be verifiable branded laptop
computer and not any local assembiled laptop computer,

3.8  Since, the employee has been allowed to purchase Laptop computer from
open market! e-etailers, the sole responsibility and entfire onus shall be of
respective employees regarding the veracity/ authenticity of the transaction
and to the effect, an undertaking shall also be taken from the employees in
ESS. while lodging the claim which is attached at Annexure-ll.

3.9 Employees under suspension or employees who have tendered their
resignation and their resignation case is under process shall not be eligible for
lapfop computers.

3.10 The company reserves the right fo modify, cancel, add or amend any of these
rules.

Docurment 1D: HO3 003 Lest vodoted on; 28.07.2020
Page 4 of 7

Generated from eOffice by MAYANK SONI, MGR{HR-POLICY}, / CORPORATE CENTRE on 16/11/22 10:47 AM



File No. CG-HR-19-26/0032/2022/0/0 HOSect (Policy) (Computer No. 559531 ) i0

Note No. #1 Attachment:Scheme_for_providing_laptops_to_employees.pdf

Scheme for providing lapteps lo employees

Annexure-]

Minimum Technical Specifications for Laptop Computer

S.No Descripfion Minimum Technical Parameters
a. | Processor Intel Core 15 7t Generation / AMD Ryzen 3
processor/ Apple M1 Chip.
b. | RAM 8 GB
c. | Storage 500GB SATA / 128GB SSD
d. | Display Size 12"
e. | Networks Wi-Fi & Bluetooth
f. | Operating Windows-10 / Mac-0S§ / Linux
System
g. | Warranty THREE Years
Dozument 1D; HO3-003 Lost updated on: 28.07.2020
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Flle No. CG-HR-19-26/0032/2022/0f0 HOSect {Pelicy) {Computer No. 559531 )

Note No. #1 Attachment:Scheme_for_providing_laptops_to_employees.pdf
Scheme for providing laptops to employees == POWERGRD
Annexure-l|

DECLARATION TO BE GIVEN BY EMPLOYEE

| hereby certify my eligibility for the Laptop under the scheme.

hereby certify that no departmental laptop/ under the Scheme of facilities/
monetary ceiling of facilities provided to Key official and senior executives has
been provided to me and if the laptop has been issued to me, the peried of
05 years has lapsed.

s | hereby certify that no laptop has beén provided under pervious scheme/
the period of 05 vears has lapsed after the issue of previous laptop.

» | have repaid outstanding computer advance along with interest in full.

o |, also hereby give an undertaking that at the end of 05 years from the date
of purchase of laptop, | shall buy back the laptop at the residual value
decided by the POWERGRID.

s In the event of my separation from the services of the Company before 05
years from the date of claim of the laptop. | shall buy back the laptop at the
applicable buy-back value.

» A self-aftested scanned copy of the bill for the claimed amount bearing the
name and address of the employee is uploaded herewith,

¢ lunderiake that the laptop purchased by me meets the prescribed specifications
and warranty period, as mentioned in the Corporate HR Circular No. 463/2019
dated 10.10.2019.

s | may be reimbursed the cost of Lapfop.

s "The bill is ~ being claimed by me for
..................................................................... fitems). The bill [in original) shall
be kept/ retained by me for the entire life of the laptop computer i.e 05 years
from the date of claim and | shall produce the Original bill as well as Laptop
computer before the concemed authorities for verification, whenever | am asked
for it. If I-fail to produce the same, the entire amount claimed shall be recovered/
deducted from ensuing salary without any further notice. | understand that in
case and false/ forge claim is submitted by me, in addition to the recovery of the
entire amount, | shall also be liable for disciplinary action including termination as
per CDA Rules/ Service rules."”

7 10M dated 22.11.2019
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Flle No. CC-HR-19-26/0032/2022/0/0 HOSect (Policy) (Computer No. 559531 ) 12

Note No, #1 Attachment:Scheme_for_providing_laptops_to_employees.pdf
3 gerialg
Scheme for providing laplops to employees == POWERCRID
Annexure-ll

CERTIFICATE FOR COMPANY ASSET - LAPTOP COMPUTER TO BE SUBMITTED TO

MATERIAL DEPARTMENT AS ON 318 MARCH .........ceuveeen EVERY YEAR
Name: Employee No:
Level: Department;

Project/ Location:

This is to certify that laptop bearing SLNO .o, Issued to me for
official work is in working condition.

Date i Signature of employee: ....vciiciiciiiiiin,
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