3Tiafe gXAY %g/ Internal Telephone Exchange mﬁ%ﬁg“@iﬂgﬁ
YA GEAT1 | S & verfenia ok sy urs IR-fRigror el & fog wemss Susmor ey TECHNOLOGYHBEOIMBAY
Form No.1 HRTW9=A/Requisition Form for Mobile Instrument for Institute waE, Yerd/ Powai,

Functionaries & eligible Non-Teaching Employees TR, .,Q’IR‘;,‘/“ 1‘\’4"’;‘;}’,‘,’5‘{{;’ India

qm™/Name:

o9 / Department:

qeHTH/YT Ud ad &R /Designation, Group & Pay level:

FHHAR 31 € TH Y Ut o+ e /Employee ID/SAP Salary Code:
FRIUGUT ol ol (UeTfersrdt 3 €9 #)/Date of joining (as Functionary):
FHRIETE ohl FHTTGT/HT-E fifdr /End of tenure/Retirement date:
A WAEH i 3fehad HHT/Maximum Limit for mobile purchase:
T4 H WG T JieMse i [dfd/Date of purchase of the previous mobile if any:
¢ Y=T/hd 3R W1/ Indent no./ Purchase order No.:

AUSR UHRY T AT 3R g&1eR/Name & Signature of Inventory In Charge

HA utford examast ue {3 ¢ o 31Tes gy W Sfewied framt ofR 2rdf @ 9ewd g 1/1 have read the policy

documents and agree to the terms and conditions mentioned overleaf.

S ¥ TR 37 fRien) RervraTTeeg /Tl bt T, e IR geey/
Applicant Signature and Date Name, seal & Signature of HOD/In-Charge
T (GER) gRT Ruaforat/srnfora

Remarks/Certified by Manager (Telecommunication)

Foaa i Ruftrat; s s/ Rt TR R Rt/

Remarks of Registrar: Approved/Not Approved/Remarks above Signature and Date:

AT A % fHY WU I TEAR g ! A9 T S |/Please return the form to Telephone
Exchange for update.

3MACeh: A SgAIfed §, df Fuar uifedt 3 R 39 fafd W s sreran ufadfd 3 fog sv Foafe (o @
@) ol Wol T4 T faig swrrsial st §&9 &Y| Applicant: If approved, please attach with financial papers
sent to Dy Reg. (F&A), for arranging payment or reimbursement as per policy as on the date.




1) FHURE o STFHIG T HISTSS SUHIU i @G o [T S 91/ Upper limit for purchase of
mobile Instrument on approval of Registrar

fez1eR/ Director

%. 60000/- + FI/ tax

Deans, Assoc. Deans

I e, GeRreae, Sednit genrarenel/ Dy. Director,

%. 50000/- + Y/ tax

T T 37 ek Shg 3 U HTeaTIeh, TR Tefehdl
atfereel/ HOD, PIC of Academic Centre, CVO

Gr. A officer's

TS TR-YehTa TSR ¥Hg- U/ Eligible Non-Teaching

s gUg-sit sUari/ Eligible Group B employees

%. 20000/- + T/ tax

T 9qg-d Hari/Eligible Group C employees

371 T AfORT/ Other eligible categories

2) ST Yook Y FU W1 (esw/sAless/gete/de #re- afga)/ Upper Limit of Usage charges
(Includes mobile/broadband/internet/Landline)

fezTeR/ Director

@hTs AT A1/ No limit

33U fFezTeR, gepraeaey, Weant
e/ Dy. Director, Deans,
Assoc. Deans

TohTd TS o fo5q eI i &) Afadfa §H1/Applicable
reimbursement limit for a faculty member

SARTE QAT 3eeh Ut fEHIRE A= . 6000/- + Y/

feramT v o7 ek 3 6 T
AT, T Faendl Tfeerrl/ HOD,
PIC, CVO

% 6000 + tax, International Roaming charges per official
visit

Fadrea/ Registrar

%.10000/- + Y/ tax

T TR-YehTa TfUeRI ¥g- U/ Eligible
Non-Teaching Gr. A officer's

SRS QT ek Ut SIS AT 7. 6000/- + H

9T §Hg-sit wHER/ Eligible Group B
employees

. 8000/- + X YuaT, STAE!, HiEh, UK e 3 TE / 9IS
/ EE , 3T R , enfaen srefierer S ot AHT WaTQ

9T -4t wHEr/Eligible Group C
employees

TS TGS HHERT 3R TuEa, fFezen/at g/
et Yehaneay/ Fodad o 9y / feg |, e

319 9T AfORTT/ Other eligible
categories

[ USH A a1 HUSl, JTAS], WY, [TIER Hg &
SRR Ak 3R g/ 3
8000 + tax P.A. for AE/JE/TS of Estate, EMD, CC, Tel
Exch., Horticulturist, Hospitality Superintendent
providing common services, ASO, PA/PS of Dy.
Directors/ All Deans/ Associate Deans/ Registrar, Jr.
Mechanic of Estate, EMD, CC, Tel Exch. & Drivers on
field duty providing common services.

AR AFAT Feeh vl snferepTiies A= %. 6000/- + F R

6000 + tax, International Roaming charges per official
trip

HISTSS SUHIT 1 W=/

Replacement of mobile instrument

REie ol a9 3 99 o o118/ After 3 Years from the date of

the purchase

* Registered Mobile number will be displayed in online Telephone Directory. USiieha HISTS® T SGTST

AR R § uefRia ferar S |




1. U SUENTRATeT & U, HieTes Tie 1R/a1 SUFNT i IeT & Y verdeh (TEER) & 7req 9 Fodd §
fofea & qatgaes & stfard ¢ | ford forRiy foramT Y Tar et aTe HHERT 31 JR W 39 gferan o fog urs
T &, BT 3U Fezreh (Th $ 7) T eI 1 Sifeed o1 gaTet 34 gU 3R Gafea fyamiya ffer gry symam
foRaT ST WehdT @ | For new users, it is mandatory to take prior approval in writing from Registrar
through Manager (Telecom) for mobile purchase and/or usage facility. For the staff serving a
particular department is generally not eligible for this facility, however approval may be taken from
DD (FEA) citing the justification and paid by respective department fund.

2. e tfafar 1 o @ &0 g df Aiase dede o Tlie: Faffa seemial & qee |, afe sfeaftar v od @
F WL, U WS it SR AL & S| STt e 3 oy e Yanetl wl tH IR H U A
fou eli-ioa foram SITaT @ SR Ikt AT 11T oft SIRY T ol GureT €, forImT v @ wifo g | dede
Tie i SrgAfd € S dehdt @ | STl FHERI Heg 7o % T W e & 3id H Hiarse SUshor i
3194 9T T Hehd ¢ | Mobile handset purchase in case superannuation is less than 1 year: Handset
purchase shall not be permitted in the case of regular employees if the superannuation is less than
one year away. For temporary employees whose services are renewed for a year, handset purchases
may be permitted on certification from the HOD that the employee is likely to continue.
Temporary employees may retain the handset at the end of service on payment of depreciated
value.

3. Y % ATEH ¥ U MR, T U/ 3R 3= U e g1 @i T HieTse ST, SHe gRT
ST/ o HlT HIIhTS hl HaTl-a I/ IR0/ I B o 16/ a3 T4 o a1g, fFafafiaa
TR % WA o TG 3Tk YT TAT ST Hehal § | HISTSS IUSHIT hl SHTT 3 Fraffea ufzrd 3 e
TAT SR o ohl T TR GRT WG hl TG T A hi T A faeh M=l 9 ekl S| The mobile
instrument purchased through the Institute by a functionary, Group A/B/C, and other eligible staff
can be retained by him/her at the time of resignation/ end of service tenure of functionaries/
transfer on payment of the following percentage of the cost of the mobile instrument and the base
value will be calculated on the actual amount paid by the Institute on date of purchase of mobile
instrument:

%) WIS ohl IRIG 9 Uk a9 @ah/Up-to one year from date of purchase 25 %
) Uk a9 § 31feeh 1R ol o9 dek/Above one year and Up to three years 10 %
) <9 a9 | JW /Above three years 5 %

e/ TIHIAOT % ATHS |, STel Il | IRea gial g 3R Sifaq fiarse 3 910 & Wik @er Siar e, a
T HIEES IYHT WIS TSt Tg A T T o1 g bl ST Febal ¢ | BT 1Teh SUANT hl U 39 Ug
JER M| In case of promotion/transfer, where the eligibility changes and last mobile is
purchased within three years then the next mobile instrument purchase can be made after three
years from last purchase. However, usage entitlement will be as per the post he/she is holding.

g Frated ® Rive et % 33T q Ndee BF SUGS FHAT S ¢, at SR & ©ha AT % 18R
gt A7 fRRE TRET § W g % A8 & FRGT GRT AISSe Ul T Sh fFaT ST dehar € | If the
mobile phone is provided to the office for shift duty purposes, then the mobile instrument may be
scrapped by the office only after it becomes faulty or beyond economical repair as per institute's
scrap policy.

4. IO % LY I 3 a9 & HaR a1 a1g H I 2T g3, HH Gl L @I, T ARG L, TR @Y W g
Frafofea feanfdan & srgar wefea forvm grr ag @1d # Seer e ferar S =nfgy) Issues with
Instrument within or after 3 years such as broken, not working, un-repairable, stolen should be
dealt & written off by the concerned department as per following guidelines:



A) 3USHIOT TET G / 1 gl o IQT / AT A1 FRIfcr: TreTereh (GREE), HER g, 3719 3T & Horg
BRI THTONRT o 5y sifersha Qe dhig & STHT ohl TTERAHAT BT | AMYUT SuaRoT (Afg fceenfua
foaT T ) T G hY TS 3 STTER WhY i o [T Geiferd foramT skt oo fekan S =nfgy |
Instrument broken/not working/un-repairable condition: Estimate from the authorized
service centre will be required for certification by Manager (Telecom), Telephone Exchange,
IIT Bombay. The faulty instrument (if replaced) must be returned to the concerned
department to scrap it as per Institute procedure.

B) IUSIOT T FRI: ITANTSRAT GIRT IRI @l U HISTSS ohl Teh UTATHERT / TAET ShidT, T (TXEEAR) gRI
yeTofieror % oy sterges iR Gafea farvmT gr agg gt afSret @ o @ #§ S & fou G
HTATA F STTAR Ueh ThY e IR ik T fohdl ST =g | Instrument stolen: An FIR/NC copy
of the stolen mobile must be produced by the user, required for certification by the Manager
(Telecom), and written off from the dead stock by the concerned department by preparing a
scrap note as per Institute procedure.

C) SURIeRT ST T UTe e o S1E, HHER AT HIATSe STHUT HT SR T Tohdl @ 3R 3T TG
% T U1 T HISATSS ST hl WG bl a-iE o [ S| After following the above procedure
as applicable, the staff can request a new mobile instrument & the eligibility for the next
purchase will be counted from the date of purchase of the new mobile instrument.

5. 3R S /AT Rredt off T WaTee HY SO T T T e 8, 39 T A e gt
FATY TE AT YT fIHTT SUSHOT 1 TRefeh F1 T 3R o Tt ufSrent @ a1 @1 H S ot e
o famgrI@ St St @1 If any staff/functionary don’t want to retain the mobile at any
point of time, then the concerned department maintaining the dead stock shall remain the
custodian of the equipment, and the subsequent procedure of write-off is to be taken up by the
concerned department only.

6. e FE T/ TR sret st ¥ o ARER & Ted Ger Sie 31 § (3R o/ wRiffE
afferehel ferehTaT BT, et Srufeafa i Srafe 3 SR Y gRT IS HIeTge SYANT ek ol YIam e
foraT ST | Gefera et 3 St/ did o AT | i T gRT HieTse ST i a%q gt Uttt 4
dg WA H ST bl UlehaT Farferd farwmm grT st St =gy | If any staff/ functionary leaves (e.g.
Lien/ deputation/ Authorized Leave etc.) the Institute before superannuation for a temporary
period, no mobile usage charges will be paid by the Institute during such absence. In case of
resignation/death of the concerned employee, the mobile instrument should be written off by the
concerned department.

7. Treifia srafer 3 offar Hiemse / Sedt ufomu= it wRwra o o oo Gafea formT gry g fohar Straem| The
concerned department will bear the charges for repairing mobile/battery replacement within the
stipulated period.

8. HIATS® ToR T AR goh HISTEIT (FTART) T AR T & TS AT ¢ | SIS THT0T U W i
% foT Garfa / @9 3T gU el TUT SRS & 3id § ehrd Haw i HIeTse ST &l a%] gl
qfSteRt | 9% WA § ST i UfRaT § B e i A W o1 1femd g It is mandatory to change
ownership of mobile no. from COCP (Corporate) & write off of mobile instrument with payment
receipt of scrap note for getting No Dues Certificate for staff at superannuation/resignation & for
functionaries at the end of tenure.




