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WELCOME LETTER FROM CEO & HR MANAGER

It is a pleasure to welcome you to Emcure Pharmaceuticals Ltd.. As an employee of this company, you will want to know more about your job, your work rules, benefits etc. This handbook has been developed keeping you in mind and you will find answers to most of your queries. Whether you are with us for short time or for many years, we want you to know how much we appreciate the contribution you will be making to the continued success of our company.

We have always emphasized that outstanding people are the key to our success. We have established our leadership in market through the efforts of our employees, and we must continue to retain this place of pride.

In return for your loyalty and co-operation we believe it is our responsibility to keep you accurately informed of our company’s policies and procedures, this handbook will familiarize you with the various aspects of working with Emcure Pharmaceuticals Ltd.

COMPANY HISTORY

EVOLUTION OF WORLD CLASS PHARMA COMPANY

Emcure with the 6 manufacturing units, and all are ISO 9002 certified

EMCURE PHARMACEUTICALS LTD

ESTABLISHED IN1983

Manufacturing and Marketing of

Emcure products

NUCRON PHARMACEUTICALS LTD

ESTABLISHED IN 1988

LASOR LABORATORIES LTD

 ESTABLISHED IN 1987

OMNI PROTECH LTD

ESTABLISHED IN 1994

       LASOR REMEDIES LTD

ESTABLISHED IN 1995

Unit For Liquid Orals 

EMCURE LABORATORIES LTD

 ESTABLISHED IN1997

Unit For Ointment Facility

EMCURE HAS 4 MARKETING UNITS NAMELY

EMCURE PHARMA--- established in 1983

EMCURE SHWEIZ-----established in 1997

ENNOVA-----------------established in 1998

NUCRON-----------------established in 2000

These divisions consists of  800 detail man specializing in therapeutic segments.

Emcure has a network of more than 32 distribution centers

Emcure is having strategic alliance for Transdermal drug Delivery Systems with multinationals like

1. Lohamann Therapie-systems, Germany

2. Pacific Pharmaceuticals , Korea

3. S.K. Pharma. Co Ltd, Korea

Apart from commiting itself to In-house Intensive Research with emphasis on New Drug Delivery Systems, Emcure is also in search of products, which can be procured from its International affiliates

ORG RANKING IN PHARMA SECTOR
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GROWTH PROJECTED
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CAPACITY

	DOSAGES
	INSTALLED
	CAPACITY (MILLONS**)

UTILIZED
	AVAILABLE

	TABLETS (NOS)
	650
	220
	430

	CAPSULES (NOS)
	180
	80
	100

	LIQUIDS (BOTTLES)
	8
	3
	5

	OINTMENT (TUBES)
	8
	3
	5


** Monthly on two shifts basis

Installed capacity will be sufficient to meet requirements for next 3 years

EMCURE BELIEVES IN 

INNOVATION THROUGH TECHNOLOGY

It offers following technology

1. Tablet in Tablet technology for incompatible drugs

2. Controlled flocculation technology for uniform suspension

3. Lock and Key technology

4. Chiral technology

5. P.M.R technology

6. Biphasic Drug Release Technology

7. Chewable Iron

MEDICAL SERVICES & CLINICAL RESEARCH

Consists of young energetic & enthusiastic team of dedicated professionals working under the able guidance of Dr Naniwadekar (Ex Medical Director of Pfizer) engaged in 

· Medico Marketing

· Clinical Research

· Regulatory activities

· Emcure committed to International Federation of Pharmaceuticals Manufacturing Association (IFPMA) guidelines for marketing Promotion.

· Regular Training of field personnel.

· Scientific updates, Seminars and symposia for Medical fraternity

· Clinical Research adheres to ‘International Conference on Harmonization of good Clinical Practices’ (ICH GCP) guidelines for conducting Phase I to Phase II studies.

· Methodical approach in preparing registration dossiers.

MISSION STATEMENT

At Emcure we have always believed that every individual has the right to lead a healthy life.

Our mission is to ensure “ Health For All  ” by manufacturing innovative high-tech products, which will satisfy the needs of our customers.

To this we are firmly committed.

EXECUTIVE  DIRECTORS

Mr. SATISH MEHTA 

Mr. ARUN KUMAR KHANNA

Mr. MAHESH SHAH

NON-EXECUTIVE BOARD OF DIRECTORS

The Board of Emcure has its ranks professionals in its ranks that come from varied backgrounds and are experts in their fields

MR. B.K.KHARE

Mr. SHREEKANT BAPAT

Mr. BERJIS DESAI

Mr. HUMAYUN DHANRAJGIR

Mr. DILIP.G.SHAH

Mr. UMAKANT.C.SHAH

Mr. R.P.SOONAWALA

OUR VISION

· We are committed to spread our coverage to all therapeutic areas in time to come.

· Emcure is a pioneer in the field of New Drug Delivery and intends to remain a major player in this line.

· Our alliance with NCL (National chemical laboratories) will take us to new heights.

· The product developed thereafter will give a cutting edge to the company in its marketing operations.

· Our aim is to be in the exclusive club of top ten pharmaceutical companies in India in the next five years.

· Emcure success is the result of the superior products, high standards of quality and performance, distinctive competitive strategies and highest integrity and commitment of the people.

· Our belief is superior strategies are always better than superior resource.

OUR VALUES, BELIEFS & VALUES

· Our goals at EMCURE are simple – extraordinary customer service and our goals are accomplished by a commitment from every employee.

· Treat each employee with respect and given them an opportunity for input in how to continually improve our service goals.

· Treat each employee fairly and with mutual respect. The company does not tolerate discrimination of any kind and encourages all managers and supervisors to involve employees in problem solving and creativity process.

· Provide the most effective and efficient corrective action, to resolve customer service issues, to ensure our customer’s satisfaction and that the problem not to be repeated in future.

· Foster an open door policy, which encourages interaction discussions and ideas to improve the work environment, thus increase our productivity.

· Deliver competitive service to our customers and where required, take all necessary steps to improve the quality of our vendors.

· Make “Do it right the first time” our commitment as a team and our only way of doing business. This commitment as a team will assure continued growth and prosperity.
QUALITY POLICY

· The objective of EMCURE QUALITY POLICY is to satisfy the needs and expectations of the customers through involved dedicated efforts. This is achieved by building QUALITY at each and every level.

· Each and every member of Emcure group is committed to improve QUALITY whether it is in process or services. The end result is a quality product.

· Improvement in QUALITY is a continuous on going process where there is always something more to achieve.

· All over suppliers are our partners and they play an important role in building QUALITY.

· Emcure’s commitment to safety and environmental standards is total.

· Emcure doesn’t believe in cost control at the cost of QUALITY. Cost control can be achieved with improved efficiency and involvement of all concerned.

           Emcure is a quality care company.

                    PURPOSE OF HRD MANUAL  

    Advantage to Employer

· HRD Manual promotes management credibility 

· Saves time and cost

· New Employee orientation

· Recruiting tool

· Shows your commitment as law abiding organization

    Advantage to Supervisory level of management

· A reference manual

· Saves time

· Manual reinforces supervisor’s responsibility

· Provides confidence to a new supervisor

· Manual empowers supervisor to enforce discipline

Advantage to Employees

· Helps a prospective employee

· An induction tool for new employee 

· Manual brings employee closer to the employee

      NEW EMPLOYEES ORIENTATION

        INDUCTION AND PLACEMENT

       OBJECTIVE

· Make new employees aware of policies and practices of company.

· Make him aware of his role in the company.

· Get the person acquainted with senior’s and juniors around him /her.

· Make the person feel homely and make him/her more comfortable and effective within the organization.

· In case of field staff make them aware of the fieldwork and also introduce them to MCL doctors.

COVERAGE

· All the new entrants/employees.

PROCEDURE   

· It mainly begins with the selection of candidates 
· On joining he/she is welcomed and all the formalities regarding joining are to be fulfilled as
· Joining report
· Nomination form (Form-F) for Gratuity 
· Nomination and declaration form for unexempted and exempted establishment.
· Declaration form, Employee’s State Insurance Corporation. 
· Later he/she (field sales representatives) undergoes the training programme for the period of 15 days.

· Next step is to see that the new entrant is sent to respective HQ and undergoes  6 days on job training and then 6 months training, 6months probation and then confirmation.

      PROBATION AND CONFIRMATION

OBJECTIVE

Probation period is for mutual adjustment between new employees and organization, as new to the organization, we invest in him/her and move him/her towards the success of organization and also self.

COVERAGE

All the new entrants.

POLICY

· In house training at Pune and induction at HQ specified by management for period of 6 months.

· Probation period can be extended depending upon your performance.

· On successful completion of probation, your services will be confirmed via confirmation letter in writing and non –confirmation would mean extension of probation due lack of adequate performance.

· During probation you are advised to achieve product knowledge, detailing skills, understand the market in your territory, collect and update data of doctors, chemist, retailers etc.

· You are required to visit 15 doctors and 7 chemists per day and ensure retailers booking and effective delivery to distributors.

· You should send your daily DCR, duly completed in all respects to your Managers and Head Office on day-to-day basis.

· Performance appraisal on the basis of Professional Discipline.

· There can be no cash collection only DD/Account Payee cheque in favor of company.

· During probation your services can be terminated without notice or salary in lieu of notice and assigning any reason thereof.

· If you wish to leave on your own, you would be liable to compensate for training expenses to be determined by the company.

· To join training/induction programme/ or any organization without relieving letter lead to double employment which is illegal

INDUCTION POLICY FOR NEW ENTRANTS

OBJECTIVE

To make the selected employees aware of the induction policy and make them comfortable for their final interview at head office.

COVERAGE

 For all the field representatives attending final interview at head office.

POLICY

· To attend final interview at Head Office you are allowed to charge only 2nd class train fare or actual bus fare and not allowed any allowances.

· While attending Training Programme in Pune, Hotel stay charges that includes tea, breakfast and dinner will be borne by the company.

· During training from morning 9;00 hrs to 1900 in the evening, expenditure incurred towards food and snacks will be borne by the company.

· While training allowances of Rs 30/- per day will be allowed for local conveyance, telephone and laundry.

· Appointment letter and imprest cash would be handed over to you on the last day of successful completion of training

· You should carry with you joining report and six days fax report format. After taking signature of your superior the inducted person should fax us the joining report format on the very same day. After completion of six days of work you should fill in the six days fax format and fax it to us on the 7th day with signature muster.

“Only on the receipt of these two faxes the newly inducted person will be brought on the salary roll of the company”. That means if these reports were not sent by the concerned person his expenses, salary and no other communication etc would be forwarded to him. 

TRAVEL POLICY
TPSR /PSR/BE/ TLC/LC/ME/ET/MT

Standard Travel Policy for Field Force Representatives

· You will be allowed to charge Rs. 1.00 per km. on travel made upto a maximum of 100km (inclusive of to & fro journey) to any ex-town from Head Quarter.
· You would be allowed to charge as above only in case you possess a two wheeler. To justify you owning a two wheeler, you are advised to furnish the vehicle number and Road Tax book. Otherwise you would be allowed to charge only ordinary bus fare or 2nd class train fare as applicable.

· Rs. 0.55 per km. on the travel made above 51 km. one way to any ex-town from Head Quarter.

· While on outstation tour for any official visit like attending meetings or going to Head Office etc, you would be allowed to charge Rs. 0.55 per km. for the distance travelled.

· Distance approved will be as per Road Guide Map given by state government Department or from the Railway Map (by the shortest route)

· While working at Head Quarter, only Head Quarter allowances to be charged. (Head Quarter area defined as the boundaries coming within the corporation limits and with a minimum distance of 15 kms from zero mile stone)

· Outstation Allowances are payable only if night stay is required on an official duty.

· Your expense statement will be released once a month along with salary. Only those expenses, which reach Head Office by 7th of every month, would be included in the current month’s salary.

· Only one expense statement would be cleared per month incase you send two or more expense statements together. 

· For any meeting if your stay is arranged by company you are allowed Rs. 30/- per day as Incidental charges.

· Your expense statement should be complete in all respects, viz. Time at which work started, finishing time, distance, doctors met, chemists met, telephone, fax and miscellaneous format. Only then it will be processed for reimbursement.

· Original copy of the T.E. should be sent with the vouchers directly to Head Office while a C.C. should be sent to your concerned Manager for approval.

· You are not allowed to take photocopies of any document. In exceptional cases, if photocopying of any document is a must, then along with the bill a copy of the document that is photocopied must be attached. Also on the reverse side of the copy write the names of the people whom the copy has been sent to. 

· Further reimbursement of expenses incurred due to purchasing any gifts for Doctors/ taxi tour/ cassette shows would be done subject to prior written approval of Director Operations/ Head of Department.

· L.O.C. money or gifts given to doctors should be charged separately and not in your expense statement.

· While preparing your expense statement, you have to fill in the telephone, fax and miscellaneous format date wise and the same should bear serial numbers which should be mentioned on the bill and the total amount in T.E. only

· Telephone expenses limit as applicable to your category, which is Rs. 300/- per month for making official calls.

DTM/TDTM/DTG/TDTG/BE

Standard Travel Policy for Field Force Representatives

· You will be allowed to charge Rs. 1.00 per km. on travel made upto a maximum of 100km (inclusive of to & fro journey) to any ex-town from Head Quarter.
· You would be allowed to charge as above only in case you possess a two wheeler. To justify you owning a two wheeler, you are advised to furnish the vehicle number and Road Tax book. Otherwise you would be allowed to charge only ordinary bus fare or 2nd class train fare as applicable.

· Rs. 0.55 per km. on the travel made above 51 km. one way to any ex-town from Head Quarter.

· While on outstation tour for any official visit like attending meetings or going to Head Office etc, you would be allowed to charge Rs. 0.55 per km. for the distance travelled.

· Distance approved will be as per Road Guide Map given by state government Department or from the Railway Map (by the shortest route)

· While working at Head Quarter, only Head Quarter allowances to be charged. (Head Quarter area defined as the boundaries coming within the corporation limits and with a minimum distance of 15 kms from zero mile stone)

· Outstation Allowances are payable only if night stay is required on an official duty.

· Your expense statement will be released once a month along with salary. Only those expenses, which reach Head Office by 7th of every month, would be included in the current month’s salary.

· Only one expense statement would be cleared per month incase you send two or more expense statements together. 

· For any meeting if your stay is arranged by company you are allowed Rs. 30/- per day as Incidental charges.

· Your expense statement should be complete in all respects, viz. Time at which work started, finishing time, distance, doctors met, chemists met, telephone, fax and miscellaneous format. Only then it will be processed for reimbursement.

· Original copy of the T.E. should be sent with the vouchers directly to Head Office while a C.C. should be sent to your concerned Manager for approval.

· You are not allowed to take photocopies of any document. In exceptional cases, if photocopying of any document is a must, then along with the bill a copy of the document that is photocopied must be attached. Also on the reverse side of the copy write the names of the people whom the copy has been sent to. 

· Further reimbursement of expenses incurred due to purchasing any gifts for Doctors/ taxi tour/ cassette shows would be done subject to prior written approval of Director Operations/ Head of Department.

· L.O.C. money or gifts given to doctors should be charged separately and not in your expense statement.

· While preparing your expense statement, you have to fill in the telephone, fax and miscellaneous format date wise and the same should bear serial numbers which should be mentioned on the bill and the total amount in T.E. only

· Telephone expenses limit as applicable to your category, which is Rs. 300 per month.

BE are entitled for Rs. 600 per month as telephone expense limit.

TMR/MR/BE/MT

Standard Travel Policy for Field Force Representatives

· You will be allowed to charge Rs. 1.00 per km. on travel made upto a maximum of 100km (inclusive of to & fro journey) to any ex-town from Head Quarter.
· You would be allowed to charge as above only in case you possess a two wheeler. To justify you owning a two wheeler, you are advised to furnish the vehicle number and Road Tax book. Otherwise you would be allowed to charge only ordinary bus fare or 2nd class train fare as applicable.

· Rs. 0.55 per km. on the travel made above 51 km. one way to any ex-town from Head Quarter.

· While on outstation tour for any official visit like attending meetings or going to Head Office etc, you would be allowed to charge Rs. 0.55 per km. for the distance travelled.

· Distance approved will be as per Road Guide Map given by state government Department or from the Railway Map (by the shortest route)

· While working at Head Quarter, only Head Quarter allowances to be charged. (Head Quarter area defined as the boundaries coming within the corporation limits and with a minimum distance of 15 kms from zero mile stone)

· Outstation Allowances are payable only if night stay is required on an official duty.

· Your expense statement will be released once a month along with salary. Only those expenses, which reach Head Office by 7th of every month, would be included in the current month’s salary.

· Only one expense statement would be cleared per month incase you send two or more expense statements together. 

· For any meeting if your stay is arranged by company you are allowed Rs. 30/- per day as Incidental charges.

· Your expense statement should be complete in all respects, viz. Time at which work started, finishing time, distance, doctors met, chemists met, telephone, fax and miscellaneous format. Only then it will be processed for reimbursement.

· Original copy of the T.E. should be sent with the vouchers directly to Head Office while a C.C. should be sent to your concerned Manager for approval.

· You are not allowed to take photocopies of any document. In exceptional cases, if photocopying of any document is a must, then along with the bill a copy of the document that is photocopied must be attached. Also on the reverse side of the copy write the names of the people whom the copy has been sent to. 

· Further reimbursement of expenses incurred due to purchasing any gifts for Doctors/ taxi tour/ cassette shows would be done subject to prior written approval of Director Operations/ Head of Department.

· L.O.C. money or gifts given to doctors should be charged separately and not in your expense statement.

· While preparing your expense statement, you have to fill in the telephone, fax and miscellaneous format date wise and the same should bear serial numbers which should be mentioned on the bill and the total amount in T.E. only

· Telephone expenses limit as applicable to your category, which is Rs. 300 per month.

TMR/MR/BE

Standard Travel Policy for Field Force Representatives

· You will be allowed to charge Rs. 1.00 per km. on travel made upto a maximum of 100km (inclusive of to & fro journey) to any ex-town from Head Quarter.
· You would be allowed to charge as above only in case you possess a two wheeler. To justify you owning a two wheeler, you are advised to furnish the vehicle number and Road Tax book. Otherwise you would be allowed to charge only ordinary bus fare or 2nd class train fare as applicable.

· Rs. 0.55 per km. on the travel made above 51 km. one way to any ex-town from Head Quarter.

· While on outstation tour for any official visit like attending meetings or going to Head Office etc, you would be allowed to charge Rs. 0.55 per km. for the distance travelled.

· Distance approved will be as per Road Guide Map given by state government Department or from the Railway Map (by the shortest route)

· While working at Head Quarter, only Head Quarter allowances to be charged. (Head Quarter area defined as the boundaries coming within the corporation limits and with a minimum distance of 15 kms from zero mile stone)

· Outstation Allowances are payable only if night stay is required on an official duty.

· Your expense statement will be released once a month along with salary. Only those expenses, which reach Head Office by 7th of every month, would be included in the current month’s salary.

· Only one expense statement would be cleared per month incase you send two or more expense statements together. 

· For any meeting if your stay is arranged by company you are allowed Rs. 30/- per day as Incidental charges.

· Your expense statement should be complete in all respects, viz. Time at which work started, finishing time, distance, doctors met, chemists met, telephone, fax and miscellaneous format. Only then it will be processed for reimbursement.

· Original copy of the T.E. should be sent with the vouchers directly to Head Office while a C.C. should be sent to your concerned Manager for approval.

· You are not allowed to take photocopies of any document. In exceptional cases, if photocopying of any document is a must, then along with the bill a copy of the document that is photocopied must be attached. Also on the reverse side of the copy write the names of the people whom the copy has been sent to. 

· Further reimbursement of expenses incurred due to purchasing any gifts for Doctors/ taxi tour/ cassette shows would be done subject to prior written approval of Director Operations/ Head of Department.

· L.O.C. money or gifts given to doctors should be charged separately and not in your expense statement.

· While preparing your expense statement, you have to fill in the telephone, fax and miscellaneous format date wise and the same should bear serial numbers which should be mentioned on the bill and the total amount in T.E. only

· Telephone expenses limit as applicable to your category, i.e. MR/BE is Rs. 500/- per month. 

TSO

Standard Travel Policy for Field Force Representatives

· You will be allowed to charge Rs. 1.00 per km. on travel made upto a maximum of 100km (inclusive of to & fro journey) to any ex-town from Head Quarter.
· You would be allowed to charge as above only in case you possess a two wheeler. To justify you owning a two wheeler, you are advised to furnish the vehicle number and Road Tax book. Otherwise you would be allowed to charge only ordinary bus fare or 2nd class train fare as applicable.

· Rs. 0.55 per km. on the travel made above 51 km. one way to any ex-town from Head Quarter.

· While on outstation tour for any official visit like attending meetings or going to Head Office etc, you would be allowed to charge Rs. 0.55 per km. for the distance travelled.

· Distance approved will be as per Road Guide Map given by state government Department or from the Railway Map (by the shortest route)

· While working at Head Quarter, only Head Quarter allowances to be charged. (Head Quarter area defined as the boundaries coming within the corporation limits and with a minimum distance of 15 kms from zero mile stone)

· Outstation Allowances are payable only if night stay is required on an official duty.

· Your expense statement will be released once a month along with salary. Only those expenses, which reach Head Office by 7th of every month, would be included in the current month’s salary.

· Only one expense statement would be cleared per month incase you send two or more expense statements together. 

· For any meeting if your stay is arranged by company you are allowed Rs. 30/- per day as Incidental charges.

· Your expense statement should be complete in all respects, viz. Time at which work started, finishing time, distance, doctors met, chemists met, telephone, fax and miscellaneous format. Only then it will be processed for reimbursement.

· Original copy of the T.E. should be sent with the vouchers directly to Head Office while a C.C. should be sent to your concerned Manager for approval.

· You are not allowed to take photocopies of any document. In exceptional cases, if photocopying of any document is a must, then along with the bill a copy of the document that is photocopied must be attached. Also on the reverse side of the copy write the names of the people whom the copy has been sent to. 

· Further reimbursement of expenses incurred due to purchasing any gifts for Doctors/ taxi tour/ cassette shows would be done subject to prior written approval of Director Operations/ Head of Department.

· L.O.C. money or gifts given to doctors should be charged separately and not in your expense statement.

· While preparing your expense statement, you have to fill in the telephone, fax and miscellaneous format date wise and the same should bear serial numbers which should be mentioned on the bill and the total amount in T.E. only

· Telephone expenses limit as applicable to your category, i.e. MR/BE is Rs. 500/- per month. 

DM/DBM/TBM

Standard Travel Policy For Field Managers 

· While working at Head Quarter, only Head Quarter allowances to be charged. 

· You are allowed to charge Rs. 1.00 per km. one way from Head Quarter Upto 50 km one way and above 51 km. from Head Quarter you are allowed to charge Ist Class train fare. It should be supported by a journey ticket. 
· If the train ticket is not attached, you are allowed to charge Rs. 1.00 per km. upto 50 km. one way from Head Quarter and above 51km. from Head Quarter Rs. 0.70 per km.
· If you stay anywhere except at Head Quarter on an official tour, you are allowed to charge out station allowances per night stay.

· Whenever you charge your outstation allowance, the same has to be supported by the Hotel room bill for the duration of your stay. This means that irrespective of the amount mentioned on your hotel bill you shall be reimbursed your outstation allowance as applicable to your category, only on submission of the above mentioned bill. 

· Incase your T.E. statement is not attached with the above-mentioned Hotel bill we shall reimburse to you only your Head Quarter working allowance. This is a statutory requirement to be followed by us, for marking your presence on outstation duty and as per the directives received from the taxation department.

· Your expense statement will be released once a month along with salary. Only those expenses, which reach Head Office by 7th of every month, would be included in the current month’s salary.

· Only one expense statement would be cleared per month.

· For any meeting if your stay is arranged by company you are allowed Rs. 30/- per day as Incidental charges.

· Your expense statement should be complete in all respects, viz. Time at which work started, finishing time, distance, doctors met, chemists met, telephone, fax and miscellaneous format date wise and the same should bear serial numbers which should be mentioned on the bill and the total amount of T.E. only. Only then it will be processed for reimbursement.

· Original copy of the T.E. should be sent with the vouchers directly to Head Office while a C.C. should be sent to your concerned Manager for approval.

· You are not allowed to take photocopies of any document. In exceptional cases, if photocopying of any document is a must, then along with the bill a copy of the document that is photocopied must be attached. Also on the reverse side of the copy write the names of the people whom the copy has been sent to. 

· Further reimbursement of expenses incurred due to purchasing any gifts for Doctors/ taxi tour/ cassette shows would be done subject to prior written approval of Director Operations/ Head of Department.

· L.O.C. money or gifts given to doctors or any telephone bills/ residence phone bill should be charged separately and not in your expense statement.

· Telephone expenses limit as per your category is applicable to you, which is Rs. 1200/- per month.

ABM

Standard Travel Policy For Field Managers 

· While working at Head Quarter, only Head Quarter allowances to be charged. 

· You are allowed to charge Rs. 1.00 per km. one way from Head Quarter Upto 50 km one way and above 51 km. from Head Quarter you are allowed to charge 1st class train fare. It should be supported by a journey ticket. 
· If the train ticket is not attached, you are allowed to charge Rs. 1.00 per km. upto 50 km. one way from Head Quarter and above 51km. from Head Quarter Rs. 0.70 per km.
· If you stay anywhere except at Head Quarter, you are allowed to charge out station allowances per night stay.

· Whenever you charge your outstation allowance, the same has to be supported by the Hotel room bill for the duration of your stay. This means that irrespective of the amount mentioned on your hotel bill you shall be reimbursed your outstation allowance as applicable to your category, only on submission of the above mentioned bill. 

· Incase your T.E. statement is not attached with the above-mentioned Hotel bill we shall reimburse to you only your Head Quarter working allowance. This is a statutory requirement to be followed by us, for marking your presence on outstation duty and as per the directives received from the taxation department.

·  Your expense statement will be released once a month along with salary. Only those expenses, which reach Head Office by 7th of every month, would be included in the current month’s salary.

· Only one expense statement would be cleared per month.

· For any meeting if your stay is arranged by company you are allowed Rs. 30/- per day as Incidental charges.

· Your expense statement should be complete in all respects, viz. Time at which work started, finishing time, distance, doctors met, chemists met, telephone, fax and miscellaneous format. Only then it will be processed for reimbursement.

· Original copy of the T.E. should be sent with the vouchers directly to Head Office while a C.C. should be sent to your concerned Manager for approval.

· You are not allowed to take photocopies of any document. In exceptional cases, if photocopying of any document is a must, then along with the bill a copy of the document that is photocopied must be attached. Also on the reverse side of the copy write the names of the people whom the copy has been sent to.

· Further reimbursement of expenses incurred due to purchasing any gifts for Doctors/ taxi tour/ cassette shows would be done subject to prior written approval of Director Operations/ Head of Department.

· L.O.C. money or gifts given to doctors or any telephone bills/ residence phone bill should be charged separately and not in your expense statement.

· While preparing your expense statement, you have to fill in the telephone, fax and miscellaneous format date wise and the same should bear serial numbers which should be mentioned on the bill and the total amount of T.E. only

· Telephone expenses limit as per your catageory is applicable to you, which is Rs. 1000/-  per month.

RSM/Sr.RSM (pharma)/BM (shweiz)/Sr.RBM/RBM (impetus)/DBM(nucron)

Standard Travel Policy For Field Managers

· While working at Head Quarter, only Head Quarter allowances to be charged. 

· You are allowed First class or III A/C train fare upto 100 km. one way from Head Quarter and above 101 km. from Head Quarter you are allowed on actual II A/C train fare. It should be supported by a journey ticket. 
· If the train ticket is not attached, First class or III A/C train fare upto 100 km. one way from Head Quarter and above 101 km. from Head Quarter Rs. 0.70 per km.
· If you stay anywhere except at Head Quarter, you are allowed to charge out station allowances per night stay.

· Whenever you charge your outstation allowance, the same has to be supported by the Hotel room bill for the duration of your stay. This means that irrespective of the amount mentioned on your hotel bill you shall be reimbursed your outstation allowance as applicable to your category, only on submission of the above mentioned bill. 

· Incase your T.E. statement is not attached with the above-mentioned Hotel bill we shall reimburse to you only your Head Quarter working allowance. This is a statutory requirement to be followed by us, for marking your presence on outstation duty and as per the directives received from the taxation department.

·  Your expense statement will be released once a month along with salary. Only those expenses, which reach Head Office by 7th of every month, would be included in the current month’s salary.

· Only one expense statement would be cleared per month.

· For any meeting if your stay is arranged by company you are allowed Rs. 30/- per day as Incidental charges.

· Your expense statement should be complete in all respects, viz. Time at which work started, finishing time, distance, doctors met, chemists met, telephone, fax and miscellaneous format. Only then it will be processed for reimbursement.

· Original copy of the T.E. should be sent with the vouchers directly to Head Office while a C.C. should be sent to your concerned Manager for approval.

· You are not allowed to take photocopies of any document. In exceptional cases, if photocopying of any document is a must, then along with the bill a copy of the document that is photocopied must be attached. Also on the reverse side of the copy write the names of the people whom the copy has been sent to. 

· Further reimbursement of expenses incurred due to purchasing any gifts for Doctors/ taxi tour/ cassette shows would be done subject to prior written approval of Director Operations/ Head of Department.

· L.O.C. money or gifts given to doctors or any telephone bills/ residence phone bill should be charged separately and not in your expense statement.

· While preparing your expense statement, you have to fill in the telephone, fax and miscellaneous format date wise and the same should bear serial numbers which should be mentioned on the bill and the total amount of T.E. only

· Telephone limit as per your category is applicable to you.

OPEN COMMUNICATION

We encourage you to bring your questions, suggestions and complaints to our attention. Careful consideration will be given to each of these in continuing effort to improve operations.

If you feel you have a problem, you should present the situation to your supervisor, so that the problem can be settled by the examination and discussion of the facts. We hope he/she will be able to resolve most matters satisfactorily.

We are trying to impress upon you the fact that your suggestions and comments are important to us , so we encourage you to take every opportunity to discuss those which are in the company’s interest.

We believe that healthy and open communication is lifeline of our company.

FUNCITIONAL HEADS

PHARMA DIVISION
	Division
	Function
	Departments
	Section
	Location
	Person Incharge

	PHARMA
	Finance
	Accounts
	
	HO/

Emcure 

House
	Mr. R.P.KALERA

        GM-Finance

MR.A.R.SARAF                                                                                  AGM-Finance

	
	HRD
	P&A

Communication  

Public Relation

Legal
	
	HO
	Mr. UDAY.BORDE

   GM-HRD

Mr. PRADEEP JOSHI                     

Sr MGR- HRD

    

	
	HRD
	Training

Medical Training

     
	
	HO
	Mr. A.S.RAO

   AGM-Training

Dr RUMA.DEWAN

     MGR Medical

        Training

	
	Marketing
	
	
	HO
	Mr.SUBHASH GANDHI

    A VP-Marketing

Mr. NITIN GANDHI

Marketing Mgr

	
	Sales adm &

Business

Development
	
	
	HO
	Mr. UDAY JOSHI

 Sales Administration

	
	Medico 

Mkt
	Medical Services
	
	HO
	Dr BHUPESH

        DEWAN

 VP-Medical Services



	 
	Commercial

Distribution


	
	Stores
samples &

Sales

promotion
	HO
	Mr. M. PUNWANI

 VP Commercial

Mr.NITIN DESHMUKH        AGM-Commercial

Mr. B. M.NAIK

  MGR Distribution

	
	Commercial
	Logistics &

Mkt Research
	
	HO
	Mr. SAMEER

           GODBOLE

      MGR-Logistics

       

	
	International

  Business
	Exports
	
	HO
	Mr. AJIT MEHTA

  GM-International

         Business

Mr.SUBHASH  PINGALE

   Sr MGR Exports


SHWEIZ  DIVISION

	Division
	Function
	Departments
	Section
	Location
	Person Incharge


	SHWEIZ
	DIVISIONAL HEAD
	
	
	
	Mr. ANOOP SOOD

  VICE PRESIDENT

	
	Marketing
	PMT
	
	
	Mr. MILIND Tendulkar

   MARKETING MGR

Mr. NEERAJ BERI

 Gr Product Manager

Mr. PANKAJ JAIN 

   Dy Brand Strategist

Mr. ROHIT

       NANDKESHWAR

Dy Brand Strategist

	
	
	Sales & Adm &

Systems
	
	
	Mr UDAY JOSHI

Mgr Sales & Adm

	
	
	Sales 
	
	
	Mr ANIL VERMA

 DGM-Sales 


	Division


	Function
	Departments
	Section
	Location
	In charge Person

	NUCRON
	Marketing
	PMT
	
	
	Mr. CHAITANYA 

       GOLIKERA

Marketing Manager

Ms REMI JOHN

  Asst Product Mgr

Mr. TUSHAR PATIL

Product Executive

	
	
	Sales
	
	
	Mr. VIJAY BHALERAO

 National Sales Mgr

	
	
	Sales & Adm
	
	
	Mr. REGI JOHN

 Executive P&A

	
	Medico

Marketing
	Medical Services
	
	
	Dr CANDRASHEKAR

 Mgr Medico Marketing




NUCRON DIVISION

        . RECRUITMENT AND SELECTION

Appointment of all the sales promotion employees is centrally handled by Pune HR Department.

Sales promotion employees are generally appointed to fill two types of vacancy:-

i. Vacancies arising due to creation of new positions on account of new projects or additions to existing activities of the company.

ii. Vacancies arising due to retirement/ death/ separations of the employees of the company.

Proposals for filling vacancies are channeled by respective department heads to the HR department at HO. Vacancies at all the levels are filled through transfer/ promotions and also through external recruitment.

WORK FORCE PLANNING

OBJECTIVE:-Our endeavor is to constantly improve the productivity of our work force 

COVERAGE :-At all the levels.

PROCESS OF WORK FORCE PLANNING:-

i. Deciding goals & objective:- To relate future human resources to future company needs so as to maximize future return on investment.

ii. Determining future manpower requirement:-Manpower requirement is affected by no factors as  a}business forecast b}expansion c}management philosophy.

In Emcure Pharmaceuticals Ltd. we carry out manpower planning as follows:-

a. Sales forecast and budget meeting is their in the 2nd week of APRIL of every year

b. Sales goals are decided

c. Sub goals are set

d. Available manpower is seen depending upon which future manpower requirement is decided and this is done on the basis of the sales target set.

· EXPLANATION: -

First the sales turnover for the last three years is seen depending upon which target to be achieved is decided. 75cr,100cr 150cr ,this is the turnover for the last three years depending on this the present Sales Turnover is decided ,lets take it as 200cr.

If the present manpower is 1000cr ,so per man target to be achieved will be 2 lacs.But there can be fluctuation to achieve the required sales target as capacity of all the field staff is not the same .

Thus to overcome this there is budgeted manpower. Here lets take it as 1150. So 150 more employees are required to achieve the require target. Then the required employees are selected and recruited and send to the potential head quarters. Thus in this way the manpower/ work force planning is done at EMCURE.

RECRUITMENT PROCEDURE 

OBJECTIVE: - When the need arises for recruiting the person, do best to select the person with required skill, knowledge, ability etc.

COVERAGE: - Vacancies at all the levels.

PROCEDURE: -

a. The respective managers do primary screening of the candidates at the Head Quarter and then these screened candidates are sent to Head Office for final interview.

b. Candidates recommended by the head quarter manager are finally interviewed at Ho by GM-HRD for final recruitment and selection.

c. Later the selected candidate undergoes induction.

d. Then he undergoes classroom training for period of 15 days.

e. On the day of his joining his personal file is prepared, containing his certificates, joining formalities forms and his /her previous job resignation letter.

f. On successful completion of training, appointment letters are released and imprest cash is handed over to the candidates and are advised to join there respective head quarters.

g. On reporting at head quarter he submits the joining report, and undergoes six days on job training.

h. Later he has to send the joining report and six day fax report to the Head Office 

i. On receiving the joining report and six day fax report duly completed by the PSR and the HQ manager, the name of the respective field sales staff is included in the payroll.

EXTERNAL RECRUITMENT

Field staffs are recruited through external sources.

PROCEDURE :-

· All the vacancies for recruitment are published in newspaper as TIMES OF INDIA, INDIAN EXPRESS ETC.

· Vacancies are also filled through private placement agencies.

· It can also be done through campus interviews.

     INTERNAL RECRUITMENT

     This is one of the most widely used methods for filling up the vacancies.   PROCEDURE

· In this case a circular is put within the company regarding the vacancies and interested employees within the company can apply for the post.

· Or it can be done through promotions and transfers.

REMUNERATION AND OTHER FACILITY

INCREMENT POLICY

OBJECTIVE: -Motivation and Retention of employees.

COVERAGE: -All the employees subjected to confirmation in the services and completion of 12 months from date of joining.

POLICY: -

· The interval for scale increments will be 12 months.

· Increment is not granted as a matter of right but must be earned t

· In case of Sales Promotion Employee increments will be drawn after completion of 12 months from date of their absorption in the regular pay scale subject to satisfactory performance and confirmation.

· In case the probationary period is extended increment will be sanctioned from the date of confirmation. 

INCENTIVE SCHEME

OBJECTIVE

The main objective of the incentive scheme is to motivate employees to work at their optimum efficiency for achieving excellent sales turnover.

COVERAGE

 All sales Promoting Employees.

COMPENSATION
 EMPLOYEE PENSION SCHEME 

A certain part out of employer contribution of 12% goes towards the pension scheme.

Who can apply?

I] A member of the Employee’s Family Pension Scheme 1971/ Employee’s Pension Scheme, 1995.

a] Who has left the employment before completion of 10 years service.

b] Who has attained the age of 58 years before completion of 10 years service-whether in service/ left the service.

II] A member, who has completed 10 years service on the date of his leaving the service and has attained the age of 50 years on the date of filling this application or has attained the age of 50 years on the date of filling this application or has attained the age of 50 years or more but less than 58 years and not willing for reduced pension.

NOTE

1] To determine the period of 10 years service rendered from 1-3-1971 to 15-11-1995 (if any) , shall also be taken.

2]

i. A member who has completed 10 years service and attained the age of 58 years, whether in service or not, is eligible for Monthly Member Pension.

ii. A member who has completed 10 years service and also attained the age of 50 years is eligible to draw pension at reduced rate, after leaving the employment.

iii. A member who has left the service on account of total and permanent disablement, irrespective of his age and period of service is eligible for monthly disablement pension.

iv. To claim the Monthly pension application in Form 10-D should be submitted.

EMPLOYEES STATE INSURANCE

OBJECTIVE

Welfare legislation provides certain benefits to employees in case of sickness, maternity and employment injury.

EXTENT AND APPLICATION
Applicable to all the factories / establishments where employee number exceeds 20

SCOPE

Insured person & his dependants can avail benefits as per various provisions of the act, viz

1. SICKNESS BENEFIT

2. DEPENDANT BENEFIT

3. DISABLEMENT BENEFIT

4. MATERNITY BENEFIT

5. FUNERAL AID

COVERAGE

The employees drawing wages / salary less than or equal to Rs 6500/- per month are covered under this act.

However salary/ wages does not include

a. Any contribution paid by the employer to any “ Pension Fund or Provident Fund under this act.

b. Any “Traveling Allowance” or value of any traveling concessions.

c. Any sum paid to the person employed to defray “ Special Expenses” entailed on him by nature of his employment or

d. Any “Gratuity” payable on discharge.

      PAYMENT OF CONTRIBUTION

      Employer   Contribution @:  4.75% on ESI Salary.

      Employee   Contribution @:  1.75% on ESI Salary.

      ADMINISTRATION

a. All insured person are required to fill in and sign declaration form

b. (Form no :1)

c. Temporary Identification certificate is issued by ESI office denoting the insurance number and other relevant details

d. Validity of such certificates is for 13 weeks

e. Subsequently ESI card is issued to insured person.

f. Insured person is required to register himself with ESI Medical Practitioner to avail the benefit of the scheme.

            The benefits may be claimed as per various provisions of the ESI Act.

            The contribution period & corresponding benefit period is the basis for allowable benefits. Insured persons remains covered till the end the set. i.e if ESI salary exceeds RS 6500/- per month , the coverage of the insured persons is being continued till the end of the set either Sept or March of the respective year.

It is a statutory requirement to cover the employees under ESI & exemption if any can be granted by Director ESIS only.

 ( Annexure contains ESI declaration form , FORM 1)

PROVIDENT FUND 

All the employees are covered under The Employees Provident Fund Act , 1952. Company deducts an amount of 12% of your salary and also contributes an equal amount towards your Provident Fund

(Annexure covers Provident claim form

GRATUITY

EMCURE  PHARMACEUTICALS  LTD

PHUGEWADI, DAPODI,

PUNE 411 012.

GRATUITY STATEMENT

     1)  Name of member                                      :  ______________________   

     2)   Employee  Code  Number                       :    EM _________   

     3)   Date  Of  Appointment                            :  ______________________

     4)  Date  Of  Leaving                                    :  ______________________

     5)   Cause of  Leaving                                   :  ______________________

     6)   Basic  Pay at the time of leaving             :     Rs.__________  p.m. 

     7)    Rate  Of  salary  for  15  Days                :      As Per Rules

     8)     No of years service  qualifying  for

              Gratuity                                                 :      _____ Years ___Months              

                                                                                    Say _________ Years

   Gratuity  Paybale  :  Basic Rs. _______ X 15 X ____              

                                         ________________________ :    Rs. ___________  

                                                              26 

GRATUITY PAYBALE Rs.: _____________________
MEDICLAIM FOR HO/FIELD SALES STAFF

POLICY

Staff member not covered under ESIS and also not eligible to claim medical reimbursement as per company scheme have been offered benefit under mediclaim self coverage upto Rs 50000/-

The premium amount for said coverage will be reimbursed to them on admission of receipt.

	DESIGNATION
	AMOUNT CSI
	PREMIUM

	Executive & above
	100000/-
	1130/-

	GM and above
	150000/-
	1655/-

	Staff


	50000/-
	583/-


We are pleased to inform that you can cover yourself under the Mediclaim Insurance Policy for the year 2001-2002 as per the details mentioned below. It is to express our concern for employee health only and without making any precedent or forming terms and conditions of employment which may please be noted.

1. You are entitled for the coverage under Mediclaim Policy to the extent of (Rupees fifty thousand only) Rs.------------/-  as capital sum insured subject to the terms and conditions of this Scheme. Hence you are eligible for the reimbursement of the annual premium maximum up to Rs.--------/-(Rupees -------------------- only). 

2. You may buy the above policy from any of the Insurance companies namely National Insurance Company, New India Assurance, Oriental Insurance Company.

3. Please send the receipt along with the copy of the Mediclaim Insurance Policy covering yourself to the above extent only so as to arrange for the reimbursement of the premium paid by you.

RULES OF THE SCHEME FOR CLAIMING REIMBURSEMENT OF PREMIUM OF MEDICLAIM POLICY

· The reimbursement has been extended to you as a gesture without considering any precedent or without defining this as a facility of employment or understanding it as a condition of service.

· It is complete discretion of Management not to reimburse the premium in particular case .In such case, no complaint or grievance from any employee will be entertained by the Management.

· It is the sole responsibility of the employee to purchase his Mediclaim policy and to keep the same valid. Any lapse / fault on the part of the employee will not give him any right to claim any amount from the Company.

· In case, if the claim is not satisfied by the insurance company for any reason, Company will not at all remain responsible to satisfy the same.

· In the event of making claim all formalities and procedure will have to be followed by the employee only and he/ she cannot expect any assistance from the Company. Similarly, in the event of any dispute between the policyholder and the insurance company, it is for the employee to resolve the same.

· Employee will not be entitled to the reimbursement of the premium amount in case the employee purchases the policy during the period of notice of termination of the service by the Company or during the period of notice of resignation by the employee.

· This is one time payment offered by the company as a special case. Therefore, employee will not have any right to claim it as a matter of right in future.

· Employee will insure himself only under the Mediclaim Insurance Policy (Revised) of any subsidiary of General Insurance Corporation of India.

· Employee is entitled for the reimbursement towards the premium paid for the above coverage only on the submission of the copy of the receipt and copy of the policy.

· If the employee accepts reimbursement, it will be sufficient for the Company to presume that reimbursement is accepted after understanding all the terms and conditions mentioned hereinabove after accepting the same by you.  

SUPERANNUATION

Salient features of the superannuation Scheme are as under 

1) Company will be contributing 10% of the basic salary to L.I.C on annual basis.

2) The amount deposited on yearly basis will be compounded every year with the interest @ 11.4% by L.I.C (The interest is likely to increase every year)

3) The benefits accrued out of Scheme are as under:

a. If we presume that the premium paid by the management for an employee is Rs 5,000/- premium being constant for 20 years interest rate fixed @ 11.4% the accumulation will be Rs 3,74,445.95.

b. If anybody leaves in between the accumulation will be returned directly to the person concerned with the option of pension.

c. If anybody expires or retires from the service, accumulation received by, the member will be free from Income Tax. If anybody resigns in between the accumulated amount will be paid by L.I.C, directly, but it would however attract income tax to the member concerned.

d.  Pension is payable during the lifetime of an employee but also quarantee for specific minimum number of year (5,10 or 15). In case of death during quaranteed period, pension would be paid to the beneficiary for the remaining part of the period.

                             OR

   A pension payable throughout the lifetime with death benefit equal to     purchase price along with Group Pension terminal Bonus.     

e. A pension payable during the joint lifetime of the employee and his wife and continued there after during the lifetime of the survivor.

f. Pension payable to the dependents on the death of the employee while in service or after retirement is tax free in the hands of the dependents. 

HUMAN RESOURCE DEVELOPMENT
PERFORMANCE APPRAISAL
OBJECTIVE:-

Appraisal system is used to meet the needs of both organization and also individual.

For organization:- To provide systematical judgments to backup the salary increase, transfers, demotions or termination.

For individual:- They act as basis for coaching and counseling the individual by the superior.

COVERAGE:-

All the sales promoting Employees.

PROCEDURE:-

Appraisal system used here is of 180degree(i.e. where superiors appraise their subordinates)

Appraisal method for field sales staff :-

1) Appraisal is done on the yearly basis 

2) Their appraisal is done on the basis of

· % Achievement of value target vis-a- vis product

· Doctors call average (DCA)

· Chemist call average (CCA) POB value i.e. Personal order booking.

· Knowledge regarding territory and product both own and competitors.

· Skills as detailing skills , input utilization , reports , punctuality , daily working plans etc.

· Or any special achievements

Even for the NEW ENTRANTS the same method is used. Initially they undergo six months training and then they are appraised.

Appraisal method for employees other than field sales staff:-
They are appraised on the following basis of 

· Attendance

· General behaviour towards superiors and subordinates.

· Interest in work

· Job performance

· Capacity to work

· Potential

· Overall impression

· Any good or bad work

( Annexure contains Performance Appraisal forms for

· Field Sales Staff

· For staff other than field sales staff

· Self performance appraisal form for DSM and DM)
TRAINING AND DEVELOPMENT

OBJECTIVE:-

The main objective of training to new entrants is to impart them detailing skills and along with it also provide them basic knowledge about field, products etc.

COVERAGE:-

All sales promoting employees

TRAINING PROCEDURE:-

i. In house training at PUNE for the period of 15 days.

ii. During this period classroom training is given where they are exposed to various products of the company and along with it they are also made aware of the competitors products.

iii. They are also given basic knowledge regarding Human Anatomy & Physiology and basics of Pharmacology And Chemotherapy etc.

iv. During this period they are also acquainted with detailing and marketing skills.

v. On successful completion of training , training evaluation is done by respective head and later joining report is filled up and sent to Head Quarter where they undergo six day on job training.

vi. Concerned field sales employee is required to sent six days fax report duly signed by concerned manager to the Head Office and on receiving this only the field sales staff is included in the payroll.

If the field sales staff is a new entrant then he/ she undergoes 6 months training, 6mths probation and then confirmation.

                                                    or

If the field sales staff is with relevant experience then inducted as PSR on 

6 months probation and then confirmation.

(Annexure covers

Training Evaluation Form

Six Day Fax Report)

MDP (MANAGEMENT DEVELOPMENT PROGRAMME)

MDP is the part of behavioral science which is used as a tool to motivate employees to perform better by bringing positive attitude in them through various techniques and make them understand behavioral aspects of the employees and most important of all is that it enhances their personality.

Certain MDP programmes are

 INTERPERSONAL RELATIONSHIP, TRANSACTION ANALYSIS AND TEAM BUILDING 
HOURS OF WORK AND PAY

ATTEDANCE AND PUNCTUALITY
Attendance and punctuality are important factor to your success within the company. We work as a team, and this requires that each person be in the right place and at right time.

Your regular attendance is essential to the efficient flow of work and is considered as a measure of your desire to perform your job. Our company cannot tolerate repeated absenteeism, which results in low productivity and indiscipline.

The following chart shows some guidelines for taking appropriate disciplinary action for excessive absenteeism:

3incidents in six months                                              verbal warning.

6 incidents in six months                                             written warning.

Punishments proposed above are maximum and cannot be relaxed in certain cases . Such relaxation however, cannot be claimed as a matter of right.

Whenever such relaxations are made, all future cases of absenteeism will be considered as continuity of the previous absenteeism and action taken accordingly.

 Whenever you need leave of absence in situation, which cannot be foreseen, you must inform your supervisor either through a colleague or over telephone. In addition, make your leave application as soon as you return to duty.

All other leave should be sanctioned in advance, as per company’s leave procedure.

PAY DAY SCHEDULE

All the employees of the company will be paid the salary on the first of every month, for the previous month.

Salary cheque will be directly deposited in the respective bank accounts.

TIME RECORDING 

You are require to maintain an accurate record of all time worked.

At EMCURE we have TRT (Time Recording Terminus) and computerized Muster Roll linked system.

DEDUCTIONS

The salary payable to you is subject to following deductions:

· Income Tax

· Deduction on account of absence without leave or permission.

· Deductions on account of Employees State Insurance scheme. If applicable to you.

· Deductions on account of Provident Fund.

· Any other deductions as labour welfare regulated by State or Central Govt.

· Deduction Authorized by you e.g. society loan and

· Any other deductions company is entitle to deduct as per provisions of law.

EMPLOYEE BENEFIT

LEAVE BENEFITS

LEAVE  RULES

SCOPE & APPLICABILITY  

  Emcure Marketing  Only

The  field  sales staff confirmed  in  employment  is entitled  to get  leave as per  Company rules.  The particulars are as mentioned below.

	Type of  Leave
	CL
	SL
	EL

	Entitlement (Days)
	15
	20 (Half  Pay)
	21

	Accumulation (Days)
	Nil
	Nil
	180/90  days

	Encashment  (Days)
	Nil
	Nil
	> 120 days

	Combination with

Other leaves
	EL & SL
	With EL only
	Nil

	Application
	Yes
	Yes
	15 days prior

	Supporting Document
	N.A
	Medical Certificate

Unfit / Fit: Lv > 4 days         


	-

	Communication/H.Q.  Address during leave  denied
	N.A
	Required to be furnished

Along with leave application.


	Required to be furnished along with leave application 


1. Leave is earned by duty or service performed by an employee and it cannot be claimed as a matter of right.

2. Leave shall be granted at the convenience of the Management who shall have full discretion to refuse, revoke  or curtail  leave  as  per the  exigencies  of  the  Company’s  work.

3. Any leave has to be  applied, authorized by immediate superiors  and  sanctioned  from Head  Office, Pune.  Mere entitlement of leave does not mean sanction of  the   leave.

4. The leave  are  credited on confirmation in  employment on  pro-rata  basis.  I.e from the date of   joining of  an employee.

5. Any communication from the company addressed to an employee when he/she is not on duty shall be  sent  to  his/her last available address on the Company’s record.

6. Sundays / paid holidays as may be declared by the company may  be prefixed  and / or  suffixed  to  any kind  of  leave, but  intervening  Sundays and holidays will be  counted as  part of  leave.

7. An employee remaining absent beyond  the period of  leave originally  granted  or  subsequently  extended  shall  invite  disciplinary  action. 

a) ‘Absenteeism’ will not  be reviewed & regularized  unless employee presents  himself  to his  superiors within 10 days  of  the expiry  of  the sanctioned leave and give explanation  to the satisfaction  of  the authority granting leave  in writing for  his  inability  to resume  duties on the due  date.  

b) If the employee does not fulfill the above conditions and  continues unauthorized absence from duty, it   shall  be treated as  having  left the service   of  the company  from the date  he   was to return to work.   




8. During the period of  leave, an   employee  shall not  take up  or  accept  any assignment   and / or  employment   either on  remuneration  or  without  remuneration.

9. The company reserves its right to grant leave in suppression of the leave rules.

10. The company’s decision regarding the administration   of the leave rules shall be final and binding on all employees.

CASAUAL LEAVE

1. Casual Leave  is  intended to meet special or unforeseen circumstances.

     2.   C.L shall be limited to   maximum of  2  days  at  a time.

SICK LEAVE

1. Sick  Leave must be  invariably supported by Medical Certificate and  Sick Leave availed  for more than  4 days  should  be supported with Fitness Certificate from a  Registered  Medical  Practitioner.

2. The employee may be called on to attend medical examination by the Company Medical Officer / Panel Doctor  in case of  prolonged  absence from duty.  It is obligation of  employee to be present at such medical examination. 

3. Sick Leave will be ½  pay  e.g.  4 days SL will be effected & paid for 2 days only.

EARNED LEAVE

1. Application  for  E.L should be  made  at least  15  days  in advance in the prescribed Leave  Form duly  approved by  immediate reporting  authority.   

2. No employee will  be  granted  E.L  for  more than  2 times  in  a  calendar year.

3. Unavailed  accumulated  E.L    can  only  be enchased  if  balance  is more than 90 days keeping  30 days  E.L  balance at the time of  encashment.

4. Encashment is  offered   @  present  basic pay per day of  an  employee.  

LEAVE ENCASHMENT :-

i. Unavailed accumulated Earned Leave can only be encashed if balance is more than 90 days , keeping 30 days Earned Leave balance at the time of encashment.

ii. Encashment is offered @ present basic pay per day of an employee.

TRANSFER BENEFITS
DEFINITION :-

“Transfer” is as per the terms and conditions of appointment. The employee’s services may be deputed or transferred to any other division ,Function, Department, Section or Location of the company and/ or to any other group, company of Emcure Pharmaceuticals Ltd. It is at discretion of management.

PURPOSE :-

To provide immediate relief with retaining and to improve sales operations at new transferred head quarter.

SCOPE:-

All field sales staff of EMCURE sales/Marketing inclusive of other Sales / Marketing divisions and/ or Group Companies .i.e. Emcure Pharma Ltd, Emcure Shweiz, Emcure Impetus & Nucron are covered under this policy.

PAYMENT ON TRANSFERS:

Division wise and Designation wise entitlements and related payments would be as per rules. (It includes freight charges, furniture & fixtures, shifting and rail journey etc)

EXCLUSIONS :-

The following transfer cases would not be considered for payment IF…

· An employee has sought transfer on personal request or similar reasons.

· The employee has not resumed duty as per transfer advice.

· The employee who has been transferred along with an opportunity to improve the performance and contribution at field sales is considered as transfer on compassionate grounds.

GUIDELINES :-

· Any deviations in the above-mentioned policy require specific approval by Director Operations/CEO & MD.

· Monetary Claims exceeding above mentioned, the applicant need not claim entitlement. Such claim will not be entertained.

· Joining Period of one week maximum will be treated as “on duty”.

· Daily allowances during transit are not payable and hence should not be claimed.

EMPLOYEE LOAN BENEFIT
Company has introduced a scheme to grant the housing loan and vehicle loan to the employees.

H.M GROUP OF EMPLOYEES CREDIT SOCIETY

LOAN SCHEME

1. Committee will decide who should be preferred first.

2. Meeting will be held on 25th of every month

3. New loan will be sanctioned after 75% of previous loan has been paid.

4. Along with the loan form following things are to be attached

· Pay slip

· Specify the reason for the same

· Documents for proof

Scheme for giving amount of loan as per the duration of job 

3 months to 5years of duration of job ………….Rs 15000/-

5years to 10 years of duration of job  ………….Rs 25000/-

Above 10years of duration of job ……………….Rs 35000/-

WELFARE BENEFIT

Company provides certain welfare measure to the employees as

· Bus facility to employees staying at Pune

· Wedding gift

A wedding gift in the form of cheque of Rs 250/- is given to the employee.

· Birthday wishes

YOUR RESPONSIBLITIES

WHAT COMPANY EXPECTS FROM YOU ?

While we all work as a team, it is natural to have expectations from each other in workplace.

The company expects employee to:

· Follow company rules and procedures

· Follow the supervisor’s instruction

· Be prompt and regular in attendance

· Be efficient and productive

· Produce quality products

· Provide a fair day’s work for a fair day’s pay

· Ensure customer satisfaction and

· Maintain an honest communication with supervisor and other management personnel, where required.

The employees can expect to:

· Be treated with respect and fairness.

· Receive training and instructions for the assigned job.

· Receive recognition for good work and be corrected for unsatisfactory work.

· Receive open and honest communication through the company and,

               Have a safe and healthy work environment.

YOUR JOB DRESCRIPTION

Each employee in the organization is provided with a job description. The objective of providing job description is more to maintain clarity of the functions and responsibilities of an employee.

Your job description :-

DESIGNATION :-  --------------------------------------.

GENERIC JOB RESPONSIBLITIES:- 

a) -------------------------

b) -------------------------

  ACCOUNTABILITY:-

a) -------------------------

b) -------------------------

KEY  RESULT AREAS:-

a)  -------------------------

b)  -------------------------

 
INTERNAL CONTACTS:-  ----------------------------------, -------------------

        ----------------------------, --------------------------------,------------------------

          (Here specify the departments with whom this position will be interacting                                                 

         
day to day basis to fulfill the job requirements)

          EXTERNAL CONTACTS:- ----------------------------------, ------------------

         ----------------------------------, ----------------------------------, --------------- 

        (Here specify the external agencies with whom this position is required to be in  touch to fulfill job requirements, such as present customers, prospective customers, govt officials etc)

Note:-We shall not transact any  business in Cash only DD/ Account payee cheque in favour of company. You shall strictly follow laid down system for business.

CONFLICT OF INTEREST

It is the policy of our company that no employee should have any interest, whether for remuneration or otherwise, that will conflict with the interest of the company. Any employee found having interest in competitors business or engaging into activities, which harm company’s business interest, shall be looked upon as a suspect. Such an interest regardless of whether it in fact affects the judgment or decision of the individual in question creates an unfavorable impression and may raise implication of impropriety

If company comes to know of such employee, company is bound to lose confidence in him.

GEETING ALONG WITH OTHER PEOPLE

Our company’s continued success is directly dependant upon having satisfied customers. For this reason  it is important that all employees of the company understand the necessity of maintaining good relationships with customers and others with whom we come in contact while performing our official duties.

Here are few tips on maintaining good customer and public relations:

· Be polite at all the times, to all persons . Politeness wins friends.

· Put forth your best personal image , such as neatness of dress , a pleasant smile , an interest in your work and willing and cooperative attitude.

· Do not get involved too much in the personal affairs of others.

· Be aware that your telephone manners are very important. Let others feel that you are giving full attention while talking to them over telephone.

· Remember that in order  to gain and hold the respect of others , you must earn such respect by your own actions… you cannot command respect , you can only earn it by respecting others and creating goodwill.

Briefly getting along well with others is an important aspect of business and this fact must always be kept in mind.

STANDARDS OF CONDUCT

Each employee has an obligation to observe and follow the company’s policies and to maintain proper standards of conduct at all times .If an individual’s behavior interferes with the orderly and efficient administration of a department or the company, corrective disciplinary measures will be taken.

 The following will result in disciplinary action: -

· Theft

· Intentional destruction or unauthorized use of company’s property or premises.

· Intentional falsification of company’s records.

· Violation of company’s policies, procedures or safety rules.

· Intoxication or use of alcohol during working hours or in company’s premises

· An unlawful act either during or after the working hours

· Poor attendance.

· Neglecting duties or disrupting the performance of other employees.

· Failure to protect company’s technology, product information, manufacturing process and business planning data.

· Dishonesty.

         USE OF COMPANY EQUIPMENT

Company equipment, including but not limited to, computers, faxes, printers, copiers and telephone should not be used for personal matters. Although the occasional use of company telephone for a personal emergency may be necessary, personal calls should be kept for minimum.

In addition, you are expected to take proper care when using the company’s property and equipment. No property may be removed from the premises without the proper authorization of the management. If you lose, break or damage any property, report it to your supervisor at once.

BUSINESS TRAVEL

When employees travel on company’s business, the company intends to provide for their comfort and well-being and to receive the best value for the money spent on business travel

CONFIDENTIALITY

It is the policy of company to ensure that the operations, activites and business affairs of the company and our customers kept confidential to the greatest possible extent.

SUGGESTION SCHEMES
Company believes that each employee is capable of contributing to the success of the organization. To encourage employees to participate in the company’s growth we have introduced a suggestion scheme.

Your good suggestions will help company to improve. This will also help employees in self-development and benefit them too.

 EMPLOYEE COMMUNICATIONS
Company believes in maintaining communication with its employees at all levels. To this effect company uses various modes of communication such as departmental meetings, in house journals etc.

SAFETY AND HEALTH

WORK PLACE HOUSEKEEPING

We request all employees to take pride in good housekeeping and make a special effort to keep the workplace as clean as possible. Each individual should take responsibility of housekeeping for his/ her own workplace.

Good housekeeping not only makes work enjoyable, but also leaves a positive impression on our visitors and customers.

FIRST AID FACILITY

Company provides first-aid facilities with regard employee related injuries or illness.

FIRE PLAN

Safety for employees is everybody’s responsibility. There are fire extinguishers provided at various locations , so that necessary actions can be taken in case there is fire .

EXIT FORMALITIES

Types of separation :-

An employee may be separated from the service in following way: -

· By death

· By termination in terms of contract of services

· By dismissal or removal from services as a disciplinary action

· By resignation

· By retirement

FULL AND FINAL SETTLEMENT

Following are the settlement done during separation,

· Salary for actual days worked with the week off + paid holidays + leave prior sanction.

· Travel expense reimbursement

· Leave encashment of unutilized EL

· Balance till date of resignation

· LTA& Medical on pro- rata basis if applicable

· Bonus

LEAVE ENCASHMENT FOR LEFT EMPLOYEES :-

The unutilized accumulated earned leave to the credit of the employee would be enchased at the rate of basic pay per day at the time of settling the account in full and final. And this encashment would be given subject complying with the entire exit formalities and after receiving the Clearance Certificate by the employee. 

PREFACE

Every company’s culture and needs are different. However, each company is required to have a set of rules and regulation, which guide management and employees on day-to-day basis. HRD MANUAL is an extremely important tool in hands of employee as well as management.

HRD MANUAL makes employee clear regarding present policies and procedures and also makes them understand their obligations towards the company.

It also makes them understand what they can expect from the company and what is expected of them.

Thus this HRD MANUAL will be a true friend of both employees and management.
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SYNOPSIS

Organizational training was an practical experience and was also educative. I carried out my summer project at “Emcure Pharma”, Marketing Division of Emcure Pharmaceuticals Ltd which is situated at R.B. ESTATE , DAPODI, PUNE. It is in the field of marketing both OTC AND non OTC DRUGS. The project undertaken was ‘EVOLVING HRD MANUAL’. And it was mainly concerned with compiling all policies and procedures led down by company and prepare an HRD MANUAL.

The essence of HRD MANUAL is :-

· It serves the purpose of Personnel Administration on day-to-day basis, thus avoiding several misunderstanding complaints and grievances.

· It also clarifies all policies and procedure to the field sales staff, all the HO employees and all the other staff members.

· It mainly serves as the road map for various policies and procedures running within the organization.

 
    RESEARCH AND DEVELOPMENT

Emcure also has full-fledged R&D department and R&D team is on constant lookout for new innovative products and every year 6 new molecules are introduced. In recent years R&D has shaken hands with National Chemical Laboratories 

ALLIANCES with MNC’s

EMCURE is also associated with few MNC”s for manufacturing some of their leading brands as Benadryl syrup for Parke-Davis, Soframycin ointment For Hoechst Marion Roussell and Becosules for Pfizer

GLAXO

PFIZER

NOVARTIS

PARKE-DAVIS

JHONSON & JHONSON
TIE-UPS WITH FOREIGN COMPANIES

Emcure Pharmaceuticals Ltd. is constantly developing new formulations and these are being imported foreign companies some of these are 

VIFOR INTERNATIONAL , SWITZERLAND

LOHMANN THERAPIES SYSTEM, GERMANY

SIEGFERIED PHARMA , SWITZERLAND

EURODRUGS LABS , HOLLAND 

MEPHA INTERNATIONAL , SWISS

PRODUCT RANGE

· Iron tablets (Iron III hydroxide polymaltase complex) 

         Which is in the chewable form

· Anti-diarrhoeals- Normet suspension

· Cough Preparations- Vifex

· Antibiotics – C-Tax , C-Tri , C-Zid 

· Anti ulcers –Losec , Zomitac , Zisecpro

· Liver preparations – Lornet

· Anti-inflammatory patch- Ketopatch, Proxym patch (Transdermal Patches)

OBJECTIVE

This project is a consolidated record of various policies and procedures followed by Emcure Pharmaceuticals Ltd.

Every company’s culture and needs are different , however each company is required to have set of rules and regulations which will guide management and employees on day to day.Thus HRD MANUAL is an important tool in the hands of employees as well as management.

HRD MANUAL will help the management of the organization to successfully manage human resource the important asset of the organization. It basically provides the framework for the policies and the procedure and make the employees understand what they can expect from the company and what is expected of them.

Thus serves the purpose of clarifying the policies and procedures running within the organization
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