NHDC EMPLOYEES’ SUGGESTION SCHEME

In order to achieve and sustain higher targets and managerial excellence, especially in the
light of emerging challenges both within and outside the organization, it is imperative that
all employees develop the habit of creative thinking and coming forward with suggestion.
As an instrument to promote participation by the employees and in an endeavor to provide
each and every employee of NHDC an opportunity to put forward his ideas, it is decided to
introduce NHDC Employees’ Suggestion Scheme, the salient features of which are given
below:-

1.0

OBJECTIVE OF THE SCHEME

Broad objective of the scheme is to inspire the employees to bring out ideas, suggestions
latent within them and facilitate and identification of talent.
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2.0

2.1
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3.0

The Suggestion Scheme is intended to direct the creative ideas of employees in a
constructive approach and provide them an opportunity for constructive thinking.
Appreciation/Recognition for individual ingenuity and creativity.

Providing opportunity to participate in the development and growth of the
organization and also tap employees’ talent for the benefit of the organization.
Award for worthy suggestions and also foster better employees relation to improve
overall working condition and efficiency.

COVERAGE/ELIGIBILITY OF THE EMPLOYEE AND SANCTIONING AUTHORITY
FOR AWARD

All permanent employees of the Corporation are eligible to put forth their suggestion
under this scheme. However, executives who remain involved in policy making
decisions (i.e. functional heads and regional incharges in the category of Ch.
Manager and above) will not be eligible for the award.

Managing Director will be the Sanctioning Authority for grant of any award as
specified in the scheme.

AREAS OF SUGGESTIONS
i Improvement in working environment/procedures
ii Improvement in work efficiency
iii Prevention or reduction of waste including defective work
iv Economy in use of stationary and consumables etc.
% Improvement in employees performance
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SUGGESTIONS OUTSIDE THE PURVIEW OF THE SCHEME

All matters which are related to wages, allowances, promotion, increment, hour of
work, leave, personal grievances complaints, request for additional benefits,
recreational programs, legal matter and other policy decisions of the management
will fall outside the purview of the Suggestion Scheme.

PROCEDURE OF DEALING WITH THE SUGGESTIONS

All the suggestions received will be entered in a register to be specifically maintained
for this purpose clearly indicating the name of the employee from whom it was
received, the area to which it is related and date of receipt.

All such suggestions received during the quarter shall be placed before the
Suggestion Committee in its quarterly meeting.

SUGGESTION COMMITTEE

There will be only single Suggestion Committee for the whole organization at Head
Office, Lucknow constituted with following members:

i) Head of the Commercial Department

ii) Head of the P&A Department- Coordinator

iii) Head of the F&A Department
Official of the Commercial and Finance & Accounts department will chair the
meeting on rotation basis.

FUNCTIONS & POWERS OF THE SUGGESTION COMMITTEE

The Suggestion Committee will:

i) Evaluate each suggestion and decide whether to admit or reject it.

ii) Recommend for authorizing trial of suitable ideas given by the
employee, if necessary.

iii) Determine & recommend acceptance of suggestion and grant of
Awards/Recognition Certificate etc. for the approval of MD.

iv) Follow-up and review the implementation of the suggestion.

V) Co-opt any other member(s) as and when necessary depending upon
the need in regard to examination of suggestion received.

Vi) Decision of the Suggestion Committee regarding the admissibility of
any item in the Suggestion Scheme shall be final.

vii)  Non-acceptance of a suggestion shall not constitute a grievance.
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COMMUNICATION OF DECISION

The decision with regard to acceptance or rejection of suggestion will be taken by
the Suggestion Committee and the same will be informed to the suggestor in the
prescribed form by the Coordinator of the committee.
The decision of the Suggestion Committee and Managing Director shall be final and
no appeal shall be entertained against such decision.

ROLE OF THE COORDINATOR

Coordinator shall provide the necessary details to the committee and
organize/arrange meetings. He will also communicate to the suggesters about
acceptance, award or rejection of the suggestion, issue acknowledgement to the
suggesters, supervise records relating to the suggestions and their implementation
and placed proposal before the competent authority for award on selected
suggestions.

FREQUENCY OF THE MEETINGS

The Suggestion Committee will meet once in a quarter starting from the financial
year. The meeting will be conducted in the 3" week of the last month of the quarter.

REWARD FOR THE BEST SUGGESTION

As a recognition of the suggestion received a token of reward of Rs. 2000/- and
1500/- to the best 2 suggestion per quarter will be given. The employee concerned
will also be given certificate of recognition by the MD.

PRESENTATION OF AWARD

Award will be presented to successful suggesters in special function on Foundation
Day in presence of other employees.

PUBLICITY OF THE SCHEME

With a view to give a sense of participation to the employees and to make the
suggestion scheme attractive and effective, the scheme shall be circulated among
employees through Regional / Zonal Incharges. The scheme shall be also displayed
on the website of the corporation.

All first time Suggester (whether suggestion has been short listed on not) shall be
given a surprise gift.
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HUMAN RELATIONS

Suggestion Scheme is not a means of effecting reduction in career prospects or
retrenchment of any employee.

Suggestions from employees shall not constitute any reflection on the ability or
reputation of the executives.

Suggestions in the guise of unfounded criticism or casting aspersion on any
individual employee, undermining function or integrity and tarnishing the reputation
of the corporation shall be rejected outright and may invite disciplinary action.

GENERAL

An employee can forward maximum 01 suggestion in a quarter.

The suggestion should be forwarded in the format as given at Annex-A in strict
confidential manner in sealed cover duly superscribed as “Suggestion” to the
Heard of P&A department at Head Office, Lucknow.

In case of any ambiguity in the matter of interpretation of the proviso of the scheme,
the matter shall be referred to the Head of the Personnel & Admin department.

The provision/s of the Suggestion Scheme may be reviewed/ amended in
consultation with Managing Director.



Annexure-A

NATIONAL HANDLOOM DEVELOPMENT CORPORATION LIMITED

Employees Suggestion Scheme

Name of the employee e
Designation e

Place of posting P
Department e

Dear Sir,

| wish to give following suggestion/s for consideration of Suggestion Committee:-

Area involved:

(Full details of suggestion including estimates of savings, if any, are enclosed)

| honestly believe my idea will — reduce waste/reduce cost/increase output/ any other
(specify). Please Tick Mark () which is the applicable.

Dater........ccooeniite Signature................o...
Name of the suggester .............................

FOR OFFUCE USE ONLY

Date of receipt..................... Suggestion NO...................
Name & Signature of the authorized person ...,

Appendix-I|



NATIONAL HANDLOOM DEVELOPMENT CORPORATION LIMITED

Employees Suggestion Scheme

Name of the employee e
Designation e
Place of posting P
Department e

Dear Sir,

We acknowledge with thanks the receipt of your suggestion dated............... regarding
......................................... and wish to inform that it is under examination. We shall
inform you the result of Suggestion Committee in due course.

Your suggestion has been numbered as ........................ in our records and you are

advised to quote above mentioned number in all future correspondence on the subject.

Yours faithfully,

( )

Coordinator — Suggestion Committee



Appendix-ll

NATIONAL HANDLOOM DEVELOPMENT CORPORATION LIMITED

Employees Suggestion Scheme

Dear Sir,
Please refer to your above numbered suggestion.

It gives me immense pleasure to inform you that the Suggestion Committee has considered
your suggestion being suitable for implementation.

In recognition of this, the Suggestion Committee has decided to give you award of

Rs............ Your suggestion is proposed to be implemented by

The Committee is thankful to you for taking interest in the scheme and earnestly hopes that
you will continue to contribute your valuable suggestions in future.

Thanking you,

Yours faithfully,

( )

Coordinator- Suggestion Committee



Appendix-lll

NATIONAL HANDLOOM DEVELOPMENT CORPORATION LIMITED

Employees Suggestion Scheme

Dear Sir,

Please refer to your above numbered suggestion.

Your suggestion has been thoroughly examined by the Suggestion Committee and after
detailed deliberations; the Committee has concluded that it would not be possible to accept

your suggestion for implementation.

The Committee appreciates your efforts/initiatives and is thankful to you for taking interest
in the scheme.

We earnestly hope that you will continue to send your ideas/suggestion for consideration in
future for the benefit of the corporation.

Thanking you,

Yours faithfully,

( )

Coordinator Suggestion Committee
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