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Dale: 19-03-2020 

CIRCULAR TO ALL BRANCHES/OFFICES IN INDIA 

ISSUED BY HRM Dept. 
HEAD OFFICE, BARODA 

Sub/File: PERS l 0 
---· ··----····' 

Re; Reversal / Waiver ol Holiday Home penalty charges for the period 01.03.2020 to 30.04.2020. 

As per extant guidelines for booking of Holidov Homes, penally charges are levied at -03- 
times the rent if the l)ooking / reservafion is cancelled fess than 15 days prior to the dote of 
his / her conlirrnecl booking / reservations and -06- limes fhe rent if the employee does not 
cancel !he booking which ore confirmed and do not visit the Holiday Home. 

tn view of the oulbreak of COVIO - 19 pandemic and various travel advisories issued by 
Government, it is natural thol many employees/ ex-employees who had booked lhe Holiday 
Homes earlier ore now cancelling their bookings. Since these cancellations ore on account 
of tile oulbreaf:, ii has been decided nol Jo charge any penalty on any cancellation of the 
Holiday Horne bookings for the period 01.03.02020 lo 30.04.2020. Penally already collected 
from employees/ ex-employees for cancellation of Holiday Home booking for the obove- 
11,enlioned period shall also be reversed soon to the respective accounts of the employees/ ex-employees. 

Ki1:dly bring the contents or lhe circular to lhe notice of all employees ancJ ex­ 
employees and display a copy of the circular on the notice board. 
Yours failhfuliy, 

~ 
JOYDEEP DUTTA ROY 
HEAD (STRATEGtC HR s HR INTEGRATION) 
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