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	Brief
	We encourage loyalty and commitment to the company. This policy recognizes those employees who have given continuous service to the company.

	Purpose
	To provide guidelines for recognizing and rewarding employees based on the length of their service.

	Persons Affected
	All permanent full-time employees 

	Guidelines
	The recognition event will be held during the annual team building event once a year in June or December which will be the cut-off date for listing qualified employees.

1. 5 & 10 Years of Service:


· The following will be given to qualified employees:
· Certificate (signed by the Director-IBU & Managing Director)
· Plaque

2. 15 & 20 Years of Service:


· The following will be given to qualified employees:

· An opportunity to meet the Chairman, Managing Director (subject to their availability)
· Certificate (signed by the Chairman and & Managing Director)
· Plaque.


Notification: Awardees or their supervisors will receive an envelope/E-mail from HR containing their invitation Letter to attend and receive the award from the proposed venue.


HR Responsibility: 

1. Propose a suitable location to conduct the event.
2. Arrange transportation to awardees, wherever required.
3. Send invitation letter to awardees.
4. Arrange certificates and plaques in coordination with marketing.
5. Provide a qualified employees list to the finance department to arrange a Thank you amount, wherever applicable.


Presentation: 

The awards will be presented based on the length of service periods in the following manner:

· 5 and 10 years awards will be presented by Department Head & CGM
· 15 & 20 years award will be presented by Chairman /Managing Director (Subject to their availability)
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