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PREAMBLE:_

The purpose of the Employment Policy is to ensure the availability of the right number, the right
kind of people, at the right place, at the right time, capable of effectively and efficiently completing their
tasks enabling the organization to achieve its over all strategic objectives in a dynamic environment.

OBIECTIVE: -

To attract, retain and motivate suitable & qualified employees, who are wiiling to contribute theijr
s kills to accomplish the company objectives. : -

POLICY:
It is the policy of the company to develop its own employees & promote therefrom whenever
possible fo cover the vacant positions. However, if the need arises, the company shall recruit svitable

hands from external sources, The: incumbent so_hired should have the necessary qualification and
ex perience in relevant discipline,

PROCEDURK;

1. APPROVED STRENGTH:

Approved strength of employees, department-wise, section-wise will be assessed after every
three years in consultation with Department_ai Heads to be finally approved by the concerned
Director,

2. IDENTIFICATION OF VACANCY:

To initiate the recruitment process, a vacancy must be identified. The responsibility for
identifying the vacancy rests with Departmental Head.

A vacancy may result from:

L. [Resignation

Newly created vacancy

i _

Death of an employce A

Once a vacancy has. been identified, the concerned General Manager/Departmental Head or
Supervisor shall initiate a review of the vacancy which is described below.

ii

REVIEW OF VACANCY:

The review shall be conducted by concerned Bepartmental Head under the guidance of the

concerned Manager (Asstt, Manager, Dy. Manager, Manager) in consultation with Human

Resource Department. This review can be for both 3 newly created position as wei] as for an old

position.

g o ey
The vacancy shall be reviewed to determine: TONTROLLED COPY
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a, The new requirements for the positions to be filled, |
b. The relevant selection criteria based on the Job Description and Job Specification,

In. case of a newly. created position, Human Resource Department will assist the
Manager/Departmental Head to carry out a Job Analysis. The outcome of the job analysis would
be, Job Description & Job Specification which are important tools in the recruitment and
selection process, enabling an effective matching of potential candidates to the specific
requirements of the position. '

l. Employees to be hired in the capacity of Engineers must have a four year Bachelor’s
degree from Universities/Institutes recognized by Higher Education Commission (HEC).

2, Non-engineering cadre employees  to be hired must have a Degrec from
- Universities/Institutes recognized by Higher Education Commission (HEC).

3. Employees to be hired for first ling supervision at the factory should have 3 year

Diploma in Associate Ehgineering/B.Tech. from any approved and registered institution
with the Board of Technical Education, -

APPROVAL FOR HIRING AN EMPLOYEE:

Controlled Copy, Do Not Duplicate or Remove - -

Whenever a vacancy is cieated, the Employee Requisition Form HRO4 shall be filled out. To fill
a newly created position, formal approval from the relevant Director js mandatory,

For this purpose the Departmental Head. shall initiate the Employee Requisition Form. The
Departmental Head will not be less than an Engineer/Officer. -

The following approval channel shall be observed to fill a newly created vacancy for factory:

Departmental Concerned Manager Concerncd Gen,
Head P (AM, DA, M) . Manager

Concerned ) HR j
Director h Departinent

The following approval channel shall be observed to fill a newly created vacancy for Head
Office and Regional Offices: :

Departmental Conccrned Manager Concerned Gen,
Head (AM, DM, ) J > Manager
HR . Concerned
Department Director
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The following approval route shall be observed to fill a vacancy for an existing post, which is
already on the approved strength:

Departmental Concerned Manager Concerned Gen, HR
{(AD, DAL M) b . P .
Head ’ Managei Department

hd

Employee Requisitions should be forwarded to the Human Resource Department for further
processing.

SOURCES OF HUMAN RESOURCE:

The possible methods for soliciting applications from potential candidates will be as follows:

1. | Internal transferring 12, Job posting (internal advertising)
3. | Advertising {Company website/Newspaper) 4, Campus recruiting
5. | Walk-ins :

In case of internal transfer or candidates resulting from Job posting,. Employee Transfer
Requisition Form HR 14 will also be used to fill the vacancy. .

ON RECEIPT OF APPLICATIONS:

All épplications will be treated as confidential, Any speculaﬁve app!icatio-ns will be stored till
needed, ' '

SCREENING OF POTENTIAL CANDIDATES:

Screening of the potential candidates can be conducted by using any one or a combination of the
following methods: '

1. On the basis of criteria given in the Employee Requisition/Job Description/Job
Specification. :

2. Written tests

3. Interviews

Applications meeting the selection criteria will be forwarded to the requisitioning department,
The requisitioning department will further short list candidates to be called for an interview.
Graduates of universities approved by the Higher Education Commission and Colleges approved
by the Board of Technical Education will be given preference.

CALL FOR TEST & INTERVIEWS:

Candidates will be called for a test and/or an interview using the most appropriate method e.g.
telephone, letter, fax, email, etc, Interview cails will be issued by the Human Resource
Department. ‘ POONTRELLED COPrY
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COST OF TA/DA:

In order to avoid unnecessary cost of Travelling Allowance/Daily Allowance (TA/DA) and also
to avoid inconvenience to-the candidate preference will be given to local candidates. However, if
it is expedient, suitable candidates from outstations shall be requested to visit the company for an
interview.

EXPENSES:
Candidates called for an interview will not be entitled to any TA/DA.

EMPLOYMENT FORM:

(i , All candidates.will be required to fill-out the “Employment Form HR04”, This should be hposte'd
with the call letter and brought by the candidate at the time of interview. If, for some reason, this
is not possible then it should be filled out by the candidate on arrival at the time of interview.

INTERVIEWING STAGE:

The purpose of the interview is to assess the candidate’s ability and desired attributes to do the
Jjob. To conduct the interview,-an Interview Panel will be constituted comprising of persons in
the following table;

S, CATEGORY INTERVIEW PANEL FOR INTERVIEW PANEL FOR
NO. 1°T INTERVIEW 2" INTERVIEW
k. -Un-Skilted Workers Nominee HR Department and | Final interview not required.
Nominee of the concerned
_ department.
2. Peon/Watchiman, etc. Nominee HR PDepaitment Final interview not required;
3. Semi-Skilled Workers/Skilled | Incharge Requisitioning Final interview not required.
Worker/Pattern Maker/Fitter | Department & Incharge HR
& Welder, etc. Department .
# 4, Supervisors & Clerical: Staff, | Nominee HR Department, 2" interview not required.
EEP ete. Nominee(s} of the concerned
. | department
5. Junior Engineer or Nominee HR Section, Divisional Head/Manager/Dy.
Officer/Assistant Engineer or | nominee(s) of the concerned Manager of concerned
Officer/Dy. Engineer or department department & Assit. Manager/
Officer, ete. Dy. Manager or Manager from
' HR Department
6. Engineer/Officer, etc. Head HR or nominee and Divisienal Head and/or MD or
Head of the concerned DP & D (HR)
depamnelit )
7. Assistant Manager/Deputy Divisional Head, MD or DP or | Same as in the Preliminary
Manager, etc. ODs-& D (HR) Interview
8. Manager & General Manager | MD, D (HR), DP & ODs C,MD, D (HR) & DP

Panel members must individually rate the candidates during the interview by using the prescribed
Interview Rating Report Form HRO6 for supervisors and above; and Form HRO7 for workmen
cadre’ employees. On completion of interviews, Interview Rating Reports shall be compared to
identify the most competent applicant for the job.
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APPOINTMENT:

The Human Resource Department will issue a Letter of Appointment to the successful candidate
after selection, The candidate will be required to join the Company within the stipulated period,
failing which the second best candidate will be offered appointment for the said position. The
Appointment Letter shall state all the terms and conditions for appointment. On joining Emco,
the appointee will submit a “Joining Report on Form HR08”.

HEALTH STATUS:

In order to ‘ensure the general health status of the applicant, hefshe will- be required to get
“himself7herself medically examined from a Registered Medical Practitioner, recommended by the
Company. The applicant will also submit a Chest X-Ray Report along with the X-Ray Film,
g indicating thereby that he/she is not suffering from any infectious disease. The appointee is
- required to produce a medical report showing the results for testing of Hepatitis-B and Hepatitis-
C infections. The-appointee shall have to submit the report of the Medical Practitioner to the
Human Resource Department preferably before joining for duty,

- PROBATIONARY PERIOD:

-

After appointment all workmen employees will be on probation for a period of three months,
After completion of his/her first month, 1% months and 2% months, the immediate superior will
send the Report on Probationary Services - Forms: HRO9, HRI0, and HR11] through his
Departmental Head to the Human Resource Department,

In case of non-workmen (i.e. Management Staff), the period of Probation will be 6 months, and
First Report on Probationary Services will be initiated after 2 months, Second Report afier 4
months and Third and Final Report will be initjated after 5¥2 months,

In case it js felt that the new entrant is not working properly, and hence not achieving the set
target, the immediate supérior wiil categorically ‘inform the new employee with regard to his
tnsatisfactory performance, and will ensure. that necessary guidance is given to him to improve
his performance in future. If, even then, the employee fails to improve, and does not meet with
the standard fixed by the Company, it will be the responsibility of his immediate superior to
initiate the 3 Report on Probationary Services after completion of 2 and half months, for
workmen and five and a -half months for not-workmen, intimating the Human Resource
Department that the performance of the employee remains unsatisfactory hence his services may
be terminated forthwith. ' '
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RESTRICTION ON BENEFEITS:

New employces of the company will not be entitled to any production bonuses or payment of medical
bills (where applicable) during the probationary period. Eligibility for the gratuity scheme will become
due after one year from the date of confirmation. Eligibility for the Provident Fund Scheme (where
applicable) will become due after confirmation into service,

CONFIRMATION INTO COMPANY’S SERVICE:

On receipt of the Performance Rating Report from the superior of the employee through his
Departmental Head, wherein the performance during thé Probationary Period of the incumbent
has been shown as satisfactory, a Letter of Confirmation will be issued in the name of the new
entrant, intimating .him thereby his confirmation into Company’s Service. The Letter of
Confirmation (see sample at the end of this policy) will be issued by the Human Resource

Departiment,

TERMINATION FROM SERVICE DURING PROBATION:

In consideration of the report of the immediate Supervisor, during the probationary period, with
regard to the unsatisfactory performance of the new employee, a Letter of Termination will be
issued by the Human Resource Department before the completion of 3 months/6 months period,
as the case may be, intimating thereby that in view of his unsatisfactory performance during the
Probationary Pericd, his sewmcs are not required any more by the Company, and hence being
termmated forthwith,

EXIT INTERVIEW:

For all employees resigning from the Company’s service, an Exit Interview will be conducted by
the Departmental Head. and if need be, later on, the Human Resource Department may also
conduct a Second Interview of the employee concerned, so that clear reasons of leaving the
employment of the Company, are brought on the record for reference and consideration for future
course of action.. For this, Form HR12 shall be used.

It will also be considered by the Human Resource Department that whether the outgoing
incumbent be re-engaged or not in case he makes an application for re-employment in future. The
employee may be considered for re-employment in exceptional cases after obtaining Director’s

approval.

SEPARATION CHECK LIST:

Form HR13 entitled “Separation Check List” will be circulated to all departments for pointing
out any dues that the outgoing employee may owe to Emco, This list will subsequently be
transmitted by the HR Department to the Accounts Department for final settlement of accounts

of the outgoing employee.

SERVICE CERTIFICATE:

Upon resignation from Employment of the Company of an employee, a Service Certificate will

be issued to the employee (s¢e sample at the end of this policy), vane,
: : : . , V CORTROLLED COPY
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All employees are required to follow rules and 1egu!at10ns of the company that are in force or

may be introduced from time to tlr‘ne

REFERENCES:
1 Employee Requisition, Form No.HR04.
2. Employment Form No. HR05. =
3. Interview Rating Report for Mané"gement Staff, Form No,HR06.
4. Interview Rating Report for Wor kmen Fo:m No.HRO07.
5. Joining Report, Form No.HR08. .
6. Report on Probationary Services, Form No.HR09, HR10, and HR11,
Q_/: 7. Format for Letter of Confirmation into Service.
8. Exit Interview, Form No.HR12.
9. Separation Checklist, Form No.HR13.
10. Format for Service Certificate for Workmen/Non-Workmen.
11, Employee Transfer Requisition Férm No.HR 14.

-
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Human Resource Department
Lahore, Pakistan

EMCO Industries Limifed .'.. :

" EMPLOYEE REQUISITION

Location: Head Office: 0 Tile Division: [0 Insulator Division: O Regional Oftice: O
Department: Date:

Position(s) required to be filled:

No. required:

Proposed date of appointment;

Suggest Starting Salary:

Age Bracket: Sex:

Brief Job Description:

Minimum Educational Qualification
Primary School

Matric or equivalent
Intermediate or equivalent
Graduate or equivalent

Post Graduate

Explain why needed:

OO0 000

Professional Qualification

Detail:

Minimwm Experience:

If replacement, give name(s) & detaifs:

Could position(s) be filled by Promoting or by Transferring from existing étaff :

I YES: give names & present [ocation:

If NO: to be recruited fresh

Are any tests of skill to be given:

If YES, mention details:

Enitiated by
Date: '

YES/NOG

YES/NO

Recommended by

Date:

Approved by
Date:

FOR HUMAN RESOURCE DEPARTMENT USE ONLY'

FORM NO:HR04, ISSUE NO:02, ISUE DATE: 01-NQV -05

i
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EMCO Industries Limited » . f;;.
Human Resource Department -3
Lahore, Pakistan

SRR
P
R
4
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"

- EMPLOYMENT FORM

FORM TO BE COMPLETED BY 'Ti_-i'E CANDIDATE AND BROUGHT AT THE TIME OF INTERVIEW
{PLEASE ATTACH SEPARATE SHEET WHERE NECESSARY TO GIVE FULL PARTICULARS)

I

Father's Name:

Name: .
Date of Birth: Blood Group: Post Applied for;
NIC MNo: Maritai Status:
0 Married L0 Unmarried
: dd :
Present Address Number of Children:
Sex
Age
Permanent Address:
{
Telephone No. Mobile No. T Email:

EDUCATIONAL QUALIFICATIONS: Please provide information on previous education history. The

information provided will be verified. Falsefincoirect information may bhecome ground for

disqualification.

Name of Institution

Examination
Passed

Year in which
Passed

Subjects with
marks obtained &
Division/Grade

Whether
passed in
first attempt?

EXPERIENCE: Please provide information on previous employment history. The info

will be verified. False/incorrect information may become ground for disqualification,

1. Name of establishment

Post

rmation: provided

from

to

Starting salary

Reason for leaving service

Ending Salary

FORM NO:HROS, ISSUE NO:01, ISSUE DATE: OE-NOV-05
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¥ o
Contact Name Contact Phone
Name of establishment .
Post - from to
‘Starting salary Ending Salary
Reason for leaving service
Contact Name i Contact Phone
Name of establishment k
. Post - from ' to
Starting salary g Ending Salary
Reason for leaving service ?
‘ Contact Phone

Contact Name _

Name of establishmen_t

Post

from- to

Starting salary

Ending Sa[éry

Reason for leaving service

Contact Name

Contact Phone

Name of establishment

Post

from to

Starting salary

Ending Salary

Reason for ieaving service

Contact Phone

Contact Name

FORM NO:HROS, ISSUE NO:01, ISSUE DATE: OI-NOV-d_S
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State minimum acceptable sa!ary

If sefected, state when you can join ___
How did you find out about this job opportunity?
‘00 Emco Employee 7 Advertisement O Walk-in

. |
Have you ever been convicted for a felony?
Have you ever been tested positive for illegal drug use?

Are you willing to travel? .
Please state what proficiencies/skills you have and how can Emco benefit from these?

REFERENCES: Give names of two gentlemen with their postal address,‘who are not related to you:

1.

I hereby solemnly declare and confirm that the contents given by me herein above are true to the best
of my knowledge and any false or incorrect information will attract legal action against the undersigned.

SIGNATURE

FORM NO:HRO5, ISSUE NO:0I, ISSUE DATE: OI-N(I)_Y_‘OS ; i’:f{?NTi}ff.}Lffﬂiﬂ (j{j?‘? 1 Page 3 of 3
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EMCO Industries L:mlte(l'l : }
@ Lahore, Pakistan
| < INTERVIEW RATING REPORT FOR MANAGEMENT STAFF

SCORE: 1T INTERVIEW[ ] 2" INTERVIEW[ ] FINAL INTERVIEW[ ]
' DATED:
NAME: POSITION APPLIED FOR:
AGE: EDUCATIONAL QUALIFICATION:
ADDRESS: | .
EMPLOYED:[ | UNEMPLOYED:{ |  MARITAL STATUS: MARRIED{ ] UNMARRIED] ]
PRESENT SALARY Rs. SALARY EXPECTED Rs.
NO, OF DEPENDENTS: CAN JOIN ON:
EVALUATION POINTS
(See reverse for an explanation) GRADING
5 00 0 r 5
APPEARANCE Paar Lacking Acceptable Good Excellent
COMMUNICATION/. 1 2 3 4 5
INTERPERSONAL [] [] 1 - [}
SKILLS Poor Lacking Acceptable Good Excellent
EDUCATION, 1 , \ )
PROFESSIONAL 5
* SKILLS & WORK - ] N [] [
EXPERIENCE Poor Lacking Adequate Well Oulstanding
Rounded
1 2 3 4 5
SUPERVISORY [] ] L]
SKILLS Poor Lacking Acceptable Good  Outstanding
PROBLEM SOLVING & L 2 3 4 5
DECISION MAKING [ ] [] []
SKILLS Poor Lacking Acceptable -Good Sound
LEADERSHIP & L 2 s 4 5
TEAMWORK SKILLS [] L] L] L]
Poor Lacking Adequate Cohesive Outstanding
1 2 3 4 5
OVERALL R - [ ]
POTENTIAL Poor Lacking Acceptable Good Outstanding
RECOMMENDATIONS:

RECOMMEND FOR EMPLOYMENT: D
HOLD FOR COMPARISON WITH OTHER CANDIDATES FOR FINAL INTERVIEW:

NOT RECOMMENDED: L__]

GENERAL COMMENTS:

Wmm i q‘in.

[]

FORM NO:HRO6, ISSUE NO:01, ISSUE DATE: 01-NOV-2005
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EMCO Industries Lmu{ﬁ’g
. L"EIIOI‘E, Pakistan. :
I@ INTERVIEW RATING REPORT FOR WORKMEN J

.. DATED:
NAME: X __POSITION APPLIED FOR:
AGE: EDI.'I("ZATIONAL QUALIFICATION:
ADDRESS:
EMPLOYED:[ | UNEMPLO‘?E‘D:D MARITAL STATUS:  MARRIED{ ] UNMARRIED{ ]
PRESENT SALARYRs, . -~ . SALARY EXPECTED Re.
NO. OF DEPENDENTS: . EXPECTED DATE OF JOINING:
RELATIVES/ACQUAINTANCE IN EMCO (if Yes, then give name): Yes[ | Nof ]
NAME: DESIGNATION: __ RELATIONSHIP:~
HOW DID YOU FIND OUT THIS VACANCY: AdvertiseInent[j Referral[ ] Walk in[ ]
CHARACTERISTICS oo Ac'::‘;;“:}?e T REMARKS
Appearance/Personality
Experience )
Communication & Interpersonal
Skills _
Emotional Stability & intelligence
Job Knowledge/Skifls
Others
OVERALL ASSESSMENT OF THE' CANDIDATE:
RECOMMENDATIONS:
RECOMMEND FOR EMPLOYMENT:[ ] NOT RECOMMENDED: [ |
HOLD FOR COMPARISON WITH OTHER CANDIDATES FOR FINAL INTERVIEW: [ ]

SIGNATURE OF INTERVIEWER

B4 SAE TSP LA R e
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EMCO Industries Limited
Human Resource Department
Lahore, Pakistan

JOINING REPORT

To: Human Resource Depam-nent'.
Date:
NAME: . -FATHER’S NAME:
DESIGNATION: o DEPARTMENT/SECTION:
ADDRESS:
TEL. NO: iy NIC NO:
This is to inform you that I have joined iy duties today as
in ) Bepartment/Section. This is for your kind _
information and necessary action at your end.
Yours sincerely,
A B
g -4
S . ,;
Signature .

CTENTROLLATN COFY
DO NOT DUSLICATE o
FORM NO:HRO08, ISSUE NO:01, ISSUE DATE: 01-NOV-2605 N



"EMCO Industries Limited ”j:f' R
Human Resource Departmeh,ﬁ ¥
Lahore, Pakistan :

FIRST REP'RT ON PROBATIONARY SERVICES

£

: : : CONFIDENTIAL
NAME: - 0 SECTION/DEPARTMENT:
DESIGNATION/TICKET NO: FIRST PERIOD | From To
ATTENDANCE: [ Regular . ‘O Irregular
PUNCTUALITY: “L1In tilme O Trreguiar {1 Often late
CONDUCT: O Good , O Bad
APPLICATION: 0] Hard w01k1ng [ 1 Normal 0 Lazy
ACCURACY: 0 Accurate, O Normal I Negligent
APPEARANCE: .D Commanding U Normal {1 Poor
(\.\_, GENERAL REMARKS:
T
!
INITIATED BY - SECTION INCHARGE DIVISIONAL HEAD
Name: Na'll_.l_le.‘ Name: |
Desig: De"si.g: Desig:
'{iéafDqte Date: ' ‘Date:
REMARKS BY HUMAN RESOURCE DEPARTMENT
Az
g HR DEPARTMENT & DATE:

FORM NO:HRO09, ISSUE NO:02, ISSUE DATE: O_I-T‘\'O.V;OS
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EMCO Industries Limited f;.a‘ '.
Human Resource Department
Lahore, Pakistan

SECOND REPORT ON PROBATIONARY SERVICES

CONF IDFNTIAL
NAME: SECTION/DEPARTMENT: |
DESIGNATION/TICKET NO: SECONI PERIOD | Trom To
CHARACTER: LJ Frank-- - O Cheerful [ Reserved
MANNER: [J Pleasant - O Ordinary [ Lacking
PERSONALITY: O Self confident [ Shy [ Lacks self confidence
DISCIPLINE: 1 Obedient [F Argumentative O Insubordinate
PROGRESS: O Very good "~ O Good [J Normal [3 Slow
[_ GENERAL REMARKS: ' '
(o
INITIATED BY SECTION INCHARGE DIVISIONAL HEAD
Namnie: Name: _ Name:
Desig: Desig: Desig:
Date: Date:- ’ Date:

'« EMARKS BY HUMAN RESOURCE DEPARTMENT:

HR DEPARTMENT & DATE:

FORM NO:HRI0, ISSUE NO:02, ISSUE DATE; 01-NOVY-03
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D’H Nf‘f ;ﬂ. “.h,a—i"ﬁﬁ i

R S e I




EMCO industries Limited =+
Human Resource Department”’ |
Lahore, Pakistan :

THIRD REPORT ON PROBATIONARY SERVICES )

CONFIDENTIAL
NAME: - E SECTION/DEPARTMENT:
; TION, T NO;
DESIGNATIONTICKET THIRD PERIOD | Frony To
BEHAVIOUR: L1 Cooperative g Non-Cooperative
ABILITY: O Quick to Learn (0 Normal [ Slow to Learn
GENERAL REMARKS:
01 Appoiniment to be confirmed O Appointment to be terminated
INITIATED BY SECTION INCHARGE DIVISIONAL HEAD
Name: ' Name: ' Name:
Desig: _ Desig: 1. Desig:
Date: Date: Date:

REMARKS BY HUMAN RESOURCE DEPARTMENT:

HR DEPARTMENT & DATE:

. ey
FORM NO:HR11, ISSUE NO:02, ISSUE DATE: 01-NOV-05 i CONTROLLED C-OW -'
ORM NO:HR1I1, ISSUE NO:02, 1 01-NO i Do N(}_{, E}EFE#E{:AW
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EMCO Industries Limited
Human Resource Department
Lahore, Pakistan

EXIT INTERVIEW

Location: Head Office:l]  Insulator: [J Tile:[} Regional Office:[]
Employee Name | Resignation/Termination Date
Computer/Ticket # . ' | Designation

Voluntary Involuntary
[ ] Better job opportunity [ 1 Violation of Company Rules & Regulations
[ ] Personal Reasons [ 1 LayOff
[ ] Retirement ' [ 1 Reorganization
[ ] Other [ ] Other

INTERVIEWER COMMENTS (URDU/ENGLISH):

RECOMMENDATION:

In the event of re-application:

. Do not consider for re-employment: [
) May éonsider for re-employment: |
° Consider for re-employment; O

A, s v L @ L otkicdtie T 0 W ar Yy

L OOV RO LE R COPY
YNGR ATE

s A

FORM NO:HRI2, ISSUE NO:02, ISSUE DATE: 01-NOV-05




EMCO Industries Limited
Human Resource Department
~ Lahore, Pakistan

SEPARATION CHECKLIST

LOCATION:

Head Office/Regional Office(s): (1  insulator Division: []

S HUMAN'RESOURGE DEPARTMENT: 770071

Tile Division: [J

Name:; Father's Name:
Desi'gnatfon: Ticket No:
Department/Section: Basic Pay:
Rs. Per month

" Reasons for Separation:

Resigned: C1  Dismissed: [0 Termination: O

' Date of Separation:

Period of Service:
From To

HUMAN RESOURCE DEPARTMENT

No. of days pa'yabie:
From . To

Overtime payable (hrs.):

E/L to be encashed:

Days for the year
Days for the year

L/L to be encashed:

Days for the year

Days for the year

FORM NO:HR13, ISSUE NO:02, ISSUE DATE: 01-NOV-05

INCHARGE TIME OFFICE

T ENITOLL D COPY

: T AT I 1 EE
JON g: i_’_fiizf_g f_'_g.:'...i}}-- v Page 0of3




(A)

1. Gratuity ( _days) Rs.
2, Payable wages Rs.
3. Overtime Rs.
4, Unpaid dues Rs.
5, lLeave encashment Rs.
Total (1 to 5): Rs.

(B)
1. LLoan from the Company Rs.
2, Fine Rs.
3. House Rerit Rs,
{ : 4, Electricity charges Rs.
| 5. Advances Rs.
6. Fair Price Shop Rs.
7. Motorcycle Advance Rs.
8. Bicycle Advance Rs.
9. Provident Fund Loan Rs.
10. Telephone charges Rs.
1. Others . Rs.
Total (1 to 11): Rs.

Passed for Payment
Prepared by Checked by

ACCOUNTS DEPARTMENT -

FORM NO:HR13, ISSUE NO;02, ISSUE DATE: OE-NOV}QS

Co

HUMAN RESOURCE DEPARTMENT

Page 2 of 3
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[ {GLEARANCGECERTIFICATE i i

DEPARTMENT

COLLECTIONS

- SIGNATURE OF
SUPERIOR & HEAD OF
DEPTT.

Human Resource

Identity Card (Collected)

EOBI Card (Handover)

Quarter Rent

Da?nages

Electricity charges

Uniforms

Telephone charges

Fair Price Shop

Security.checks (Seéurity Supervisor)

Gate Office Supervisor

Section/Department Incharge

Charges taken over and cleared for
payment of dues

Outstanding items as per details
mentioned below/Nothing is

outstanding:
Stores Section

1. Advance
Accounts Section 2. Fine

3. Others

Mt Cnmad b RN v

{ TONTROLURD COPY

[

DO NOT DUPLITATE 4

R 1

FORM NO:HR13, ISSUE NO:02, ISSUE DATE: 01-NOV-05

Page 3 of 3



Human Resource Department
Lahore, Pakistan T
TRANSFER REQUISITION

= lease transfer the following Personnel from

EMCO Industries Limited

¥ epartment to Department
frreom for the folfowing reason(s):

NAME - DESIGNATION

2
3.
4

]

(Preasev which ever is applicabla) R

1. Tofilla vacancy (from Common Pool)
2. Parial physically unfit due to industrial injury

Partial physically unfit due to an accident

w

4.  Old Age/weak health (in view of existing job requirement)

5. T ofilavacancy as the transferee meets the re'quiréd qualification/experience
6. Irterdepartmental change (Mutugl (éhange)

7. Swuiplus in the existing department

8.7 AnyY other reason(s) "

(Please nofe that for 5,6,7 and 8 complete reasons are fo be given)

effect

TICKET

NO.

»

S o

Reasons
Section Incharge Departmental Head Divisional Head
Date Date Date

[ ___For Human Resource Départment use

4

T e A% DR ' ALK,
DO N e,

FORM NO:HR14, ISSUE NO:01, ISSUF DATE: 01-NOV-05
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EMCO Industries Limited 4
Human Resource Department B ¥

Lahore, Pakistan ‘ ‘
'S,ERVICE CERTIFICATE

._‘_._{3 :

: Date:
Name — :
Father’s Name :
Date of Birth . '

Designation

. Date of Appointment

Date of Resignation/Termination/Retirement

Reason for Resignation/Termination/Retirement

for EMCO Industries Limited

DAISOMnsufatoriHR\Forms\HR Forms\Service Certificateidoc

Py T
i e ZM-MM f

TR LR COTY
' }}m N(‘l‘ ¢§i V'Lgf,-{\:g{‘ i

B i

A

etk e

Lo

-
LI

-




TR
. '.‘ n{ .

"! ‘.-‘

EMCO INDUST RIES LIMITED

Date: .

. OFFICE ORDER

The Management is pleased to confirni the services of M.

S/o as

with éffect from

HR Manager
<Signatures)

Mr.
<Desienation>
CC:
. . Divisional Head
El 2. Accounts
3, Time Office
4, Personal File

- ok R b
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