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Owner/ Department: Human Resources



	Brief
	It is the Policy of the Company to provide employees in certain positions with effective communications allowances in order to maintain good communication for carrying out their work responsibilities and decision making.


	Purpose
	The purpose of this policy is to provide guidelines that would be followed by various divisions while requesting the allowance.


	Person Affected
	Covers all Managers and employees as approved eligibility list only.


	Guidelines
	1) Employees who need to be in constant touch with the business or have to be 
accessible at any time after the business hours and whose job requires extensive travel and are not available in office for consultation/decisions are entitled to monthly mobile allowance as following:

Mobile Allowance Entitlement:
 
As per approved eligibility list.

2) The allowance for each employee is to be charged under the divisions cost center. Each division should indicate approximate amount to be budgeted for their mobile allowance charges.
 
3) The eligible employees for the allowance, should utilize that amount for business purpose only and any failure to entertain or answer calls of both customers as well as Supervisor /Management will lead to disciplinary action 

4) The eligible beneficiary of mobile allowances is required to publish their mobile number aside from the extension number and email address in SMSA email signature


	General
	Any exception to this policy must be approved by the Managing Director.
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