"3 OIL AND NATURAL GAS CORPORATION LIMITED
ONGC SAHAYOG TRUST
TEL BHAVAN, DEHRADUN

- " Dated: 21 December, 2017
From : Chief Manager (HR) - Sahayog Trust, ONGC, Tel Bhavan, Dehradun.

A
/To . Shri N. Mahalingam, Chief Manager (HR) & CAPIO, Wing-B1, Green Hills,
. Dehradun.

Sub: Information sought by Shri Saurabh Kiritkumar Chhaya on ONGC Sahayog
Trust.

This has reference to Action History of RTI first appeal No.ONGCL/A/2017/60174
where under CPIO — Dehradun has been directed to provide the existing documents
' gontaining details of ONGC Sahayog Trust to the appellant.

5 In this context, your attention in invited to para-2 of this office letter of even number
dated 06.09.2017 whereby certain information sought by the appellant have already been
provided. Further, following documents are enclosed for forwarding to the appellant:-

)] A copy of Office Order dated 02.08.2005 containing ONGC Sahayog Scheme.

i) A copy of Office Order dated 16.10.2015 regarding SOPs to be followed while
processing the request under ONGC Sahayog Scheme.

Encl: As above

A\(M\W\%&‘Q.M/WJ\L
(L.K. Mirc andanﬂ‘ _
Chief Manager (HR)
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- :“Board" means the Board of Trus*ees consumted under the 'I‘rust

"‘Death on Duty” and “Disability in the course of duty” means death or

. disability which oceurs while rendering any service to, .or ‘for ths
... benefit of the ONQC and its affiliates and ingludes deathor disability

. ONGC, persons on deputation with ONGC or its affiliats

o “D:sability” means any disablhty

trﬁ’i ee:

s -depeﬁdents and nlIevmuon or any Othcr hardshxp or: digt éss,
. applicable. - S

attributable to accident or resultmg from acts of violence by "the
terrorists or cnmmals or anti-social elemcnts or others whxle on.

duty.”

_"Dutf’ means rendenng any service to-or ror the bencﬁtbfﬂNGG and
“its alfiliates (including surveys or other services - with - regard to
. possible future installations and work pertaining to or for settingup - -

‘an mstallation) and travel during or in relation to- such. service or to

and from_ the plnu. of service and to und hum an) ll]*il.i‘l”&ltwli ns

. aforesaxd for rcndermg any such service.

) .‘Empioyecs” for the limited purpose of the Trust means. the ;aguiar- '
‘past, present .and future employees of ONGC and fts’ afﬁliates, the'. '

present and future Directors and Chairman & Managing : Dir

. present and future casual, contingent, daily rated; part.time, adho
© - contra t appoiritees andc(tcnure based ‘employees; )
Jemployed by ONGC ‘and its . affi HatesZontr

té of ONGC and fts aml:atcs and their emplo}ee

“Executwc Ofﬂccr” means the oﬂ'ccr as appemted by the Board to

dedl with all matters. pertaining to administration, management and

accountmg of thc T mds as referred to under the schem

“F‘emale dcpendant’ mcans a next of kin who is a l‘emaie.

“B und" fheans ‘ONGC Saha\ 0g TFund’ ésLablxshed under th¢ 'I‘rust and

calns: the 1mmcdmte famxly oi‘ an; emp' ‘yge nd'_‘ h:s )

tmcnt recuperaiion;. tchnbnm.mhn whu"mnn, marrmg,
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OIL AND NATURAL GAS CORPORATION LIMITED
' $AHAYOG TRUST
TEL BHAVAN, DEHRADUN

No. DDN/ONGC Sahayog TRUSTSOPI2015

OFFICE ORDER

Subject: Standard Operating Procedures and Consolidated Instructions: Grant
of financial assistance under ONGC Sahayog Scheme.

With a view fo standardize: the process of grant of financial assistance for

specific purpeses under ONGC Sahayog Scheme across work ceritres and to ensure
transparency in dealing with the requests, the fellowing have. peen compiled under
Standard Operating Procedure(SOP) and Consolidated Instructions.-

i, Flow Chart

ii. Standard Qperating Procedure
iii. Consolidated instructions

iv. Documentary requirement.

y. Formats

2, Standard Operating Pracedure and Consolidated Instructions duly approved by
the Board of Trustees of ONGC Sahayog Trust in its 215t meeting held on 14"
September, 2015 are-annexed.

3. All Key Executives, Head/ Incharge, HRIER and other concerned executives
are advised to follow the said SOPand consolidated instrictions while processing the
requests for financial grantu nder ONGC Sahayog Scherme. :

- G'_LO; "{‘d

(Prad_eép Sahariya)
Executive Director-Chief, ER

Through e'n'gcre'_ports;_-nﬁét_. Hard copies.are hot ¢irculated.




ANNEXURE

| FINANCIAL ASSISTANCE UNDER ONGC

| SAHAYOG SCHEME
'CONSOLIDATED INSTRUCTIONS & STANDARD
' OPERATING PROCEDURES

ONGC SAHAYOG TRUST

TEL BHAVAN, DEHRADUN
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Process Flow Chart: Grant of fi nancial assistance under ONGC
Sahayod Scheme

Submission of request by the appiivant _
\ _pfeSGTibe'd fotmat | |

A

E"Xam;hatiﬁn:N-er1f1cation* of facts by Incharge, | ¢> | tn medical case, reguest to be examined By
HR]ER ‘ L _ \ncharge. Medical Services S

" Request for finangial assistance for any ather
purpose (susterance, recuperation &
rehabilitation) to: peput uptothe Key Executive

Y

Consideration of request at the end of Key
Executive and forwarding to the EO-Sahdyod
Trust along with recommendations

" Examination/evaluation of tequest by EC-
Sahayog Trust and -subm‘i_s_s"ton to Board of
Trustees for consideration & decision

Entry of relevant data in SAP Macm ﬁpproval of grant by Board of Trustees
(ZTRSAHY_claim) by ‘incharge HR/ER or : ' '

authorized executive  and farwarding {}
necessary papers along with Sahayeg Nos
génerated through  the system, to the
associate finance for release of payrent in

1 SAP Syste'mf _.

' Request for’ financlal ‘assistance for medical

treatment, higher education & marfiage of

daughter to. be. forwarded to the nominated
sommitteeat this location

il

' Exa:minat’lonlevatuati‘on of request by ihe
| nominated ‘eommi.ttee and submission of
recc_'imm‘_endatiaﬂs fothe Key Executive

U

Approval of financial grant by the Key
Exacutive

Entry of rglevant data in SAP System
(ZTRSAHY_G\‘aim) by Sahayag Trust and
forwarding necessary papers. & Sahayog No.,
to the Sahayoy Trust Finance for reiease of
~ paymentin SAP System

( Release of payment by Sahayog Trust

Finance in SAP System. Forwarding of details
to EO-Sahayog Trust in SAP System for
release of NEFT Payment

' release of payment by associate flnance.
| Forwarding of-details t6 EQ-Sahayog Trust in
SAP System for release of NEFT Payfment

X Release of NEFT payment by EO-
| Sahayog Trustin SAP System

s

Transfer of funds by Sahayog Trust
Finance directly in bank account of the
beneficiary through NEFT/RTGS
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y.  Eligibility
A . Medicdl Treatment

i. Employees

ildren & parents of the employees inchiding dependent step children

""“l':"*”a;-'.T tninendant ¢h
T, Sl B

and-adopted children.
B.  Higher Education of Ward(s).

i:..Dépen_den't'lchiidre.n;'df'fthe e,mplo.ye‘eii‘naluding dependent step. children- and adopted children

who-are pursuing higher education.

il. The employees and their dependent children who are recelving children edygation penefits

from any other source(ineluding. cafeteria allowances in case of regular employees) shall not

be eligible for:said financial assistance.

. Marriage QfDé‘pend‘e"rit;D'aughter-

Employees whohave no-adequate means of support

Far the limited purpose of ONGC Sahayog Scheme, 'Employees’ means fhe regular past,
present and future employees of the Settior fi.e. ONGC), past and future Director and Chairman &
Managing Director-of the Sedtlor, persons on deputation with the Seftlor and past, present and future
casual, contingent, contractual workers, daily rated, part time, -adhoc and tenure based empleyees,
apprentices and trainees employed by the Setilor.

The Board of Trustees/Key Exegutive who are the competent authority to sanction financial
assistance may decide at iffair solerdiscretion, 1o grant the benefits within the prescribed limits to the
gligible: employeesithelr next ‘6f kin depending on the circumstances -and the state of distress: or
hardship. The decision:of the Trustess/Key. Exesutive will not be-challenged and their decision will be
the finl and binding upon all

9. Scale of medical treatment & ceilings of financial assistance
A, Medical Treatment

_ The Finanial assistance for medical treatment in respect of employees and {heir dependent
family members can be-considered within the ceiling of Rs,5:0 lakh to avail the following —

I Jln._'p‘a’tient_t‘reatment‘;IH'ospItal.izaﬂen]'

i .Outpa_tie‘ntit‘re"atmentf’foﬂbw-uﬁp‘t'reatme'nt relating to Neufo Surgery, Cardiac Surgery (including
Coronary Angioplasty & implant),Cancer Surgery/ Chemotherapy [ Radictherapy, Kidney
transplantation, Hip/knee replacement Surgery and Accident GASES.

ifi. Day Surgery

iv. Quipatient treatment for gerieral diseases will however not be-considered.

W 2|Page



B. Higher Education of ward

i, Alump sum financial assistance within the following cailings. may be granted to the-beneficiaries
to acguireonly one-diploma/degres within‘in India. ’

CouwseName [ Approx. | Monty _ |Anwel | Annual Tofal|

Duration | Ceiling for celfing for | Ceifing
‘ Tuitionfee & | Books &

other Stationary
| admissible
. _ charges

[TiShort term certificate course | 1-3 years | Rs. 1000/ Re:1000% | Rs.13.000/-
{from  recagnized university!.
| institute | ‘ - .
Diploma  in Engr/B. Pharmal | 3-4years | Rs.2000- Rs.1000/- Rs.25,000/

B.SC{Nursing) / B.Sc / B.Com./
B.Aor equivalent o . __
Degree in Engr/ Medical & Master | :2:6 years | Rs.4000/- Rs:2000/- Rs: 50,000/-
in Sciencel ‘Commerce/ Art of’
-equivalent . ' - _ )
MBAIVDIMS orequivalent | 2years | Rs.8000/- Rs.4000/- Rs.1,00,000/-

ii.  Thequantum of financial grant within the above mentiorted ceilings will be decided keeping in view
the. tuition fee, hostel charge, book & stationary charges and other admissibie charges for which
University/Institute issues receipt(s). Security deposit/caution money is not.admissible.

ii.  Financial assistance for pursuing higher education shall be restricted to maximum two dependent
children.

i If such cases whera the beneficiaries do notsucceed in all subjfec‘t papers under the semester
system, release of financial grant will be continued up tomaximum-wo cumulative backlogs: During the
tenure, if the cumulative backlog exceeds beyond. two back papers at any fime, release of next
instalment of financial grant will be wittihield until he/she clears the back papers.

v. The financial assistance for pursuing integrated study programme may be granted within the
aninual ceiling applicable to the initial-course of the integrated study programme, for entire:duration, The.
existing fotal ceiling of financial grant for pursuing higher education ie. Rs:2.50 lakh shall however
remain tnchanged for entire duration of the integraled course.

C Marriage of dependent daughter

i, Alump sum financial assistance:of Rs.50, 000/-(Rupees fifty thousand only) may be granted to
the beneficiaries after solemnizing the marriage.

ii, Financial grant for marriage of dependent daughter shall be restricted to maximum two
dependent daughters. In case marriage of two dependent daughters is solemnized together on.the sdme
day, the financial grant shall be.considered for one datighter only.

Ws'lpage



3. Total Ceiling for all kinds of financial assistance
The total amountof all kinds of financial grant that iricludes medical, higher.education of ward(s),

marrtage pf dependent daughter(s)-and sther purpose ini a single case shall not exceed the ceilings
‘mentioned hereunder:

i A & W revel employee Rs. 5:0lakh
jii: Executlve up to E-4. level Rs. 80 lakh
v, Executive-of E-5 level & above Rs.10.0-lakh
Employees of secondary-work force will be treated at par with W level employees for the purpose:of
above ceilings
4,  Standard Operating Procedures
A, Medical Treatment
[} The applicant who intends to avail financial assistance for medical treatment will be tequired fo

give an infimation to concerned Head/ Inchagre, HR/ER well in advance prior to the hospitalization/
treatment, In case of empleyees of 'secondary work forcs, the irtimation should come through their
centractor after verification .of thair identity’ and other detalls.. This. is merely an infimation prior to
hospitalizationftreatment and not.a guarantee to financial grant. The-financial grant will be' made at the
diseretion of the Key Executive to facilitate the welfare of employee depending upon the circumstances
and the state of the financial hardship.

i The financial assistance for medical freatment would be extended in term of reimbursement after
the treafment-except life threatening medical emergency sltuation. The applicant will have to submit the
request for financial grant in presciibed format along with following documents & cash memos/receipts,
to the concerned Head/ Incharge, HRIER immediately after the treatmentidischarge from the hospital.
No-request:stiall be:enterlained after the lapse of six manths,

a. Latest proof of employment such as photocopy of Identity b‘ard_, pay slip, certificate from the

contractor or any other valid proof.
b Dependency dectaration/ certificate in case of parents/spouse.

€ Copy of ration.card showing parents/spotise’s name.

d.  Proof of medical treatment i.¢. Discharge summary or Proof of Hospitalization or Doctor's
prescription.

€. Original medical bills.

f. In case of wards, copy of school leaving certificatefration cardivoter:ID-ett indicating the name
ofthe wards, |

Q. Source of funding in such cases where thevamount of reimbursement exceeds Rs.50,000/

h. A photocopy. of first page of Bank Passbiook coritaining applicant's saving account details or a

cancelled cheque.

fi.. The-concemed Head! Incharge, HR/ER will examine all mmentioned facts of the cases and wil
gnsure the avallability of all the supporting documents listed above, for further submission to the
nominated committee consisting of incharge, (a) HR/ER, (b) Medical Services and (c) Finance &
Acoounts.

Wﬁtl Page



v,  In case-of non-availability of any commiittee:member, the executive of the next below level will
act as-nominated member of the committee.

v.  The neminated-commitiee will evaluate the requests and will submit _i‘l‘s:recbmmend'atio_ns-tQ:thé

respective Key Executive, While recommending financial grant for medical treatment, the committee will

oSt keenRO-IN v

iew the lowest rates.of

the same tréatmpnﬂpro;cedwe- in ONGC empanelled hospitals at the location. In the event of non-
availability of ONGC empanelied hospital at the location where the beneficiary or hisfher dependents
{akes freatment, thé medical claims shall be restricted to the KEM rates

4i,  TheKey Executivewillconsider the recommendationis-of the nominated committee and approve
thie appropriate financial grant.

vii. Subsequent to approval, Head! Incharge, HR/ER or authorized executive will make all required
entries In the SAP module ZTRSAHY:claims for release:of approved grant and will sent.an infimation to
this-effect to iricharge; F&A along with Sahayog Ne: generated through the system. Incharge, F&A or
alithorized finance executive will release fhe grant. After release; the financial grant would be
fransferfed dirsctly fo the saving bank aceount of the beneficiary through NEFT/RTGS.

vili. Head/ Incharge, HR/ER whor is the FPR for enitire process wil ensure that all the requests

recelved for financlal assistanoe for medical treatment must be settled and payment refeased within 15
daysof the receipt of the claim:duly:completed:in all vespect.

i Incase of life- threatening medical emergency situation, the applicant may apply for an-advance
finantial grant based on the estimate of expenditure given by the Hospital. Incharge, Medical Services,
will examine/ verify the emergency situation of the patient, appropriateness of the proposed treatment
and reasonability of estimated cost. The financial grani approved by the Key Executive would be
transfered directly to thé concerned hospital.

B. Higher Edication of Ward(s)
i, Theapplicant il require to:submitthe request for inancial grant n prescribed format aiong wit
following docurents, to the concerned Head! Incharge, HR/ER immediately after getting the admission
of the ward:-. |

a. Latest proof of employment such as photocopy of Identity card, pay slip certificate from the

contractor of any other valid proof.
Copy of scheol leaving certificate/ration card-indicating the name of ward(s)..

c. Fee structure &-copy of Identity Card of the institution/bonafide studént’s certificate from the
Institution

a. Original fee receipt(s)

e Source of funding

f. A photocopy of first page of Bank Passbook containing applicant's saving account details or a
cancelled cheque.

g. Photocopy of mark shest of previous examination in case of release.of subseguent instalment
of approved financial gfant. :



i, The concerned Head! Incharge, HR/ER will confirm the. identity-of thie applicant as.an emp\_qyee
ori the basis of document(s) mentioned:at {a) above and will scrutinize all above mentioned documents,

for further subimission to the nominated commitiee-consisting of Incharge, (@) HR/ER, {b) Finance and

(¢) Representative f5 be nominated by Key Execitive.

il The Tequestwi-be-considered-oriy-#-appl

v well-if fite doring the: pursuit of the

course. Cases of the:preweﬁs' academic year(é-)‘i'n.resbé:c't\ of courses already completed shall not be
entertained.

V. Ttie nominated committee Wil evaluate the requests. and recommend an annual fump ‘sum
financial grant within the preseribed ceffing.

. The Key Executive will consider the recommendations of the nominated commitiee and will
approve the appropriate financial grant for the entire course. Once the financial assistance is approved
forentire course, the.grant for 'subsequent years for the same course will continue to be released fo the

beneficiary by Head! Incharge; HR/ER on submission of fee receipt(s) and mark sheet of fast year
examination passed.

. The approved grant'shall be released:in-maximum two iristaiments in an academic year on
subission of fee fother receipts. In tase feeand othier payable duesarepaldto thie concerned institute
ihtough online bank payment transfer (NEFT/RTGS), the apglicant will have te-subnit a cerfificate from
the inafitute acknowledging the receiptof fes under reference.

vii. Head! Incharge, HRIER or his authorized execiitive will make all required entries in e SAP
moduie ZTRSAHY-claims and will sert an intimatien to this effect to Incharge, F&A along with
Sahayog No. generated  through the-system, Incharge, F&A or authorized finarice executive wil
reléase the grant. After relgase, the financial grant would be transferred directly to the saving bank
accountof the beneficiary through NEFT/RTGS. '

viil,  Insuch previous cases, whiere financial'grant for higher education has been approved for one
year by the.Sahayog Trust at Headquarter, the grant for subsequent years for the same-course will

continue to. be released to the bengficiaries at Hars. after receiving the original receipl(s) and mark
sheet of last year exaniinatior passed through Incharge, HR/ER of the work centre.

C.  Marriage of Dependent Daughter

i Financial assistance for mariage of dependeit daughiter(s] will be sanctioned and released upon
the submssion-of application'in prescribed formal-along with the documents mentioned hereunder, only
after solemnizing the marriage:-

a, Latest proof of erployment such as photocopy af Identity card, pay slip, certificate fron the
contractor or any othervalid proof.

b Proof of déperidency such as copy of school leaving certificate/ration card/ voter Dete

indicating the name-of daughter or any othier valid procf.
c. Marriage invitation ¢ard
d. Photograph-of marriage




& Marriage Registration Certificate from local or any other Govt. authorities (I case Marriage
Registration Certificate is.issued in regional lang uage; duly netarized ranslated copy either in
Hindi or Englishy

i, Head/ Incharge, HR/ER will:serutinize all above mentioned documents, for further submission

o the nominated committes for the recommendations. The nominated committee will ‘examing the

requests and recomment g funip-sur-firétea -mrantwithinthe-pres ibed ceiling..-- .

i The Key Exegutive will consider the recommendations of the nominated committee and will
approve the grant.

'3 On apyproval, all necessary-entries will be made:in the SAP module ZTRSAHY-claims by
Head/ Incharge, HR/ER or his authorized executive and an infimation will be sentto Incharge, F&A
along with Sahayog No. generated through the system. Incharge, F&A-or authorized finance executive

will release the grant. After release, the financial grant would be transferred directly to the saving bank.
account of thé beneficiary through NEFTRTGS.

5. Financial assistance for other purposes

Financial assistance is extended for other purpases like: sustenance, requp_erat’i_on, rehabilitation,
alleviation of any other hardship or distress. The said financlal grant will be decided by the Board of Trustees
depending-on the sircummistances and the state of distress-or hardship.

Standard Operating Procedure

i, The requestfor financial grant stiould come from the.'in:c'{]viduallnext;of kin along with-full detalls
substantiating the request, in thig prescribed format. 1t should be subinitted fo the concemned Head/
Incharge, HR/ER. He /She will examine and verify all mentioned facts of the case for further submission
to the Key Executive. The Key Executive will consider the case and wil forward the same to the
Executive Officer-Sahayog Trust along with the specific- recommendations.

ii. While examining the.request, Head/Incharge, HR/ER will take into consideration the following
facts:~ '
Age of the employee at the time of death
Total service/association with ONGC
Current annual income of the-applicant
Age of widow/spouse
. Details of the dependents with their present age

EPF Pension available to the widow and degendent.children, if any

o as T

. Executive Officer will putup an agenda note incorporating brief of each request fo the Board of
Trustes for consideration and:approval. If the financial grant is-agreed to in such cases, Executive
Officer will arrange the: release: of approved grant directly. 0 the beneficiary’s saving bank account
through NEFT/RTGS under rifimatior to the concerned Head/ Inchiagre HR/ER.

ook sk ke ke ok ok
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