Acts, Rules, Regulations, Instructions, Manuals and Records for discharging functions [RTI Act 2005_Section 4(1)(b)(v)]

oc: regory Electronic |Printed |Free of Ata Vernacular |Last date
S.no. Manual/handbook Custodian reasonable [English / Local of Annual |Location where available
Docume format format |cost .
cost Language updation

nts
https://igmkolkata.spmcil.com/e

1 |ateeoy |pyciL cpA Rules 2020 |HRand Lesal iy o Yes Yes NA Yes Hindi 2020 n/discover- . .

A Department spmcil / #rticomplaince / #rticompla
ince
https://igmkolkata.spmcil.com/e

2 Category | SPMCIL Recruitment Policy HR Department (Yes Yes Yes NA Yes Hindi 2012 n/discover- dls? Over . .

A 2012 spmcil/#rticomplaince/#rticompla
ince

I?Azhﬁacglir::;‘t_g;;?:z https://igmkolkata.spmcil.com/e

3 Category (ABMS) Policy — 2024 All Departments |Yes Yes Yes NA Yes No 2024 n/discover- dlSF over . .

A spmcil/#rticomplaince/#rticompla

Manual as per ISO ince
37001:2016 —
https://igmkolkata.spmcil.com/e

Category [SPMCIL Medical Policy- HR and Finance C . n/discover-

4 A 2012 Department Yes Yes Yes NA Yes Hindi 2012 spmcil /#rticomplaince/#rticompla
ince
https://igmkolkata.spmcil.com/e

5 Category SPMCIL Transfer Policy HR Department |Yes Yes Yes NA Yes Hindi 2014 n/discover- dls.c over'— . .

A spmcil /#rticomplaince /#rticompla
ince
https://igmkolkata.spmcil.com/e

¢ |Category |SPMCIL-Accommodation- g o Officer  |ves Yes Yes NA Yes Hindi 2019 n/discover- . .

A Rules-2019 spmcil /#rticomplaince /#rticompla
ince
https://igmkolkata.spmcil.com/e

Category |SPMCIL-Grievance- s n/discover-

7 A Redressal-Mechanism HR Department |Yes Yes Yes NA Yes Hindi 2012 spmcil /#rticomplaince /#rticompla
ince
https://igmkolkata.spmcil.com/e

Category |SPMCIL-Compassionate- o n/discover-

8 A Appointment-Policy-2012 HR Department |Yes Yes Yes NA Yes Hindi 2012 spmcil/#rticomplaince/#rticompla
ince

Catos SPMCIL-CODE-OF- Ettdisszco‘:efkolkata.s mcil.com/e

9 €°TY | BUSINESS-CONDUCT- All Departments |Yes Yes Yes NA Yes Hindi 2010 J—4 - . .

A spmcil/#rticomplaince/#rticompla

ETHICS-2010

ince
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of Electronic |Printed |Free of Ata Vernacular |Last date
S.no. Manual/handbook Custodian reasonable [English / Local of Annual |Location where available
Docume format format |cost .
ats cost Language updation
2016 and
: : the latest |https://igmkolkata.spmcil.com/en/dis
10 |Category |SPMCIL-Laptop-Policy- HR and Finance |y ¢ Yes Yes NA Yes Hindi amendment|cover-
A 2016 Department . —— . . . .
was n spmcil/#rticomplaince/#rticomplaince
2019
11 |C3%OTY |SpMCIL Leave Rules 2022 |HR Department |Yes Yes Yes NA Yes Hindi 2022 https://igmkolkata.spmcil.com/en/dis
A cover-spmcil/#hr/#thr

SPMCIL Policy on : . .

https: kolkata. . d
12 Category Prevention of Sexual All Departments |Yes Yes Yes NA Yes No 2026 ps //|gm‘ olkata.spmcil.com/en/dis
A cover-spmcil/#hr/#hr

Harassment at Workplace

SPMCIL Corporate Social ) . .
https://igmkolkata.spmcil.com/en/dis

13 j(iategory Responsibility & HR Department |Yes Yes Yes NA Yes No 2026 ps://ig 1/kh #hp I fen/di
. . . -sp /#thr/
Sustainability Policy-2026 Lover-spmd AL
SPMCIL Scheme for https://igmkolkata.spmcil.com/en/dis
Cat Payment of Lumpsum cover-spmcil/#hr/#hr AND
14 Aa egory Compensation in lieu of HR Department [Yes Yes Yes NA Yes No 2009 https://igmkolkata.spmcil.com/en/dis

Compassionate cover-

Appointment spmcil/#rticomplaince/#rticomplaince
https://igmkolkata.spmcil.com/e
n/discover-spmcil /#hr/#hr AND

Category |SPMCIL Legal Framework https://igmkolkata.spmcil.com/e
15 A 2011 Legal Departmen{Yes Yes Yes NA Yes No 2011 o /discover-
spmcil/#rticomplaince/#rticompla
ince
https://igmkolkata.spmcil.com/e
n/discover-spmcil/#hr/#hr AND
Category |SPMCIL Telephone Policy HR and Finance https://igmkolkata.spmcil.com/e
1 Y Y Y NA Y N
6 A 2023 Department s s s s ° 2023 n/discover-
spmcil/#rticomplaince/#rticompla
ince
https://igmkolkata.spmcil.com/e

SPMCIL Guidelines on n/discover-spmcil/#hr/#hr AND

Category |Request Transfer and https:/ /igmkolkata.spmcil.com/e
17 A Mutual Transfer of Non- HR Department |Yes Yes Yes NA Yes No 2026 n/discover-

Executives

spmcil/#rticomplaince/#rticompla
ince
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Docume
nts
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Electronic
format

Printed
format

Free of
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At a
reasonable
cost

English
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Language

Last date
of Annual
updation

Location where available

18

Category
A

Right to Information Act
2005

All Departments

Yes

Yes

Yes

NA

No

2005

https://igmkolkata.spmcil.com/e
n/discover-spmcil/#hr/#hr AND
https://igmkolkata.spmcil.com/e
n/discover-
spmcil/#rticomplaince/#rticompla
ince

19

Category
A

SPMCIL EMPLOYEES
SUGGESTION SCHEME-
2012

All Departments

Yes

Yes

Yes

NA

2012

https://igmkolkata.spmcil.com/e
n/discover-spmcil/#hr/#hr AND
https://igmkolkata.spmcil.com/e
n/discover-

spmcil / #rticomplaince / #rticompla
ince

20

Category
A

RECORD RETENTION
SCHEDULE 2012

All Departments

Yes

Yes

Yes

NA

2012

https://igmkolkata.spmcil.com/e
n/discover-spmcil/#hr/#hr AND
https://igmkolkata.spmcil.com/e
n/discover-

spmcil / #rticomplaince / #rticompla
ince

21

Category
A

RECORD RETENTION
GUIDELINES 2026

All Departments

Yes

Yes

Yes

NA

2026

https://igmkolkata.spmcil.com/e
n/discover-spmcil/#hr/#hr AND
https://igmkolkata.spmcil.com/e
n/discover-
spmcil/#rticomplaince/#rticompla
ince

22

Category
A

SPMCIL-Travelling-Daily-
Allowance-Rules-2024

All Departments

Yes

Yes

Yes

NA

2024

https://igmkolkata.spmcil.com/e
n/discover-spmcil /#hr/#hr AND
https://igmkolkata.spmcil.com/e
n/discover-

spmcil /#rticomplaince /#rticompla
ince

Note:

1.The year of policy formation is mentioned, however, the amendments related to the policy are received from SPMCIL CHO as and when required.

2. The policies are available under the head: Acts, rules, regulations, instructions, manuals and records for discharging functions in RTI




