· Certain rules have been amended or new rules have been framed. The amended provisions of rules and new rule framed may please be seen in the bottom of the chapter.
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REGULATIONS FOR THE USE OF STAFF CARS


The question of issuing a comprehensive set of instructions for regulating the use of the staff cars has been under consideration for sometime. The following instructions are now issued for the guidance of all concerned.

(I) Control of the Staff Car

(1)
Subject to the overall control of the Managing Director and the orders passed by him from time to time regarding use of staff cars, the management or maintenance of the staff cars will be the responsibility of the Assistant Manager (Admn.) who will act as Controlling Officer for the purpose.

(2)
The Controlling Officer shall ensure that the following books are properly maintained:

(a) a log book in the form enclosed (Annexure I);

(b) a record of repairs and replacements indicating the cost and the dates on which carried out and of spare parts;

(c) a register showing cost of petrol etc. consumed and all incidental receipts and expenditures; and

(d) an inventory of the equipment.

(3) He shall ensure:

(a) that the quantity of petrol etc. purchased has been entered in the log books; and

(b) that the recoveries have been made from the parties concerned using the staff car for non-duty journeys.

(4) He shall check the inventory of equipment yearly and arrange to recover any loss arising out of negligence or fault from persons concerned. He should also have the vehicle tested occasionally, (once or twice a year) for fitness of journeys and submit his report.

(5)
He shall scrutinize the log book, from time to time and at least once a month and ensure that there is no misuse and that all officers who use the car have made the necessary entries, and signed the log book to this effect.

(II) Use of Staff Cars for Official Purpose

The journeys will be treated official, when they are performed:

(1) to take officers to places where official meetings are held or where official work has to be carried out; and to bring them back;

(2) to take officers to official reception etc. where they are required to be present in connection with their official duties;

(3) to fetch persons from their respective places of business or to drop them back where they have been invited to attend a meeting in connection with the work of the Federation;

(4) to pick up officers from their residence or to drop them on occasions when they are required to attend a meeting held in a building other than their normal working hours and particularly on holidays;

(5) journeys performed by non-official directors to attend an official meeting in the Federation;

(6) to receive Directors of the Board and guests invited by the Federation and to leave them to their places of business, residence or the railway station or for journeys within the Corporation limits;

(7) journeys performed in cases of emergency when member of the staff is suddenly taken ill or on meeting with an accident, is removed from his office either to hospital or his residence. The Controlling Officer should sign or countersign such entry in the log book;

(8) the use of vehicle for an outside person, party or organisation in the interest of the Federation’s work or as a gesture of hospitality shall be permissible and be deemed as ‘Official’ for the purpose of these instructions, provided prior approval has been obtained from the Managing Director.

(III) Use of Staff Cars for Non-duty Journeys

The staff car will be permitted to be used on such journeys to a limited extent provided official requirements are not affected in any way.

The following classes of non-duty journeys will only be permissible:

Urgent visits to hospitals etc.


The use of staff car will not be permitted for journeys to places of entertainment, public amusement, and pleasure trips, etc.


The rates for recovery for use of official vehicle for private/non-duty journey by the employees shall be as under:

Office Vehicle

Rate per Km*


         Rs,

Tempo/Jeep/Car
1.65

Three Wheeler
0.90

Motor Cycle
0.65

Moped
0.45


The charges are recoverable for the actual distance covered. The charges recoverable will be for completed miles or kilometers.


Detention charges at the rate of Rs. 0.60 per hour will, however, be leviable, if the staff car is detained for a non-duty purpose irrespective of the detention of the staff car being within or outside the normal hours of the staff cars. The period of detention will be noted by the officer concerned in Col. 6 of the log book and detention charges will be recoverable on the basis thereof. Fraction of an hour will be charged on the basis of actual period. The detention charges recoverable will be indicated separately in Col. 6 of the monthly summary (Annexure II) in addition to the charges recoverable on mileage basis.

(IV) Use of Staff Car by MD

I.
The Managing Director of the Federation has been allowed to use the staff car for his non-official journeys w.e.f. 1.8.85 subject to a limit of 1500 kms per quarter. A sum of Rs. 100 will be recovered every month from his salary on this account. For mileage covered in excess of 1500 kms in a quarter, he will be charged at rates laid down in this regard. To start with, the first block for this purpose may be taken as a two-month period of August-September, 1975 and thereafter a block of three months.

(Ref. HO/AD/8/195/75-76/13307-ii dated 14.11.75)

II.
In continuation of this office order No. HO/AD/8/195/75-76/13307-ii dated 14th November, 1975 it is hereby ordered that a separate log book may be maintained for the private journeys made by the Managing Director in the staff car. The drivers are also directed to get the journeys so made authenticated by the Managing Director himself in the log book. PA to Managing Director will prepare a consolidated summary with reference to the entire in the log book at the end of each quarter and send it to administration section for further action.

(Ref. HO/AD/8/195/75-76 dated 6.12.1976)

III. In continuation of this office order No. HO/AD/8/195/13307 dated 14.11.1975 regarding use of staff car by the Managing Director for his personal journey, the following further decisions have been taken:

(i) that, if in a quarter, the staff car is not used for 1500 kms, the leftover mileage will be carried over for adjustment in the next quarter;

(ii) that, if the total non-official journeys made by the staff car plus the three Wheeler exceed 1500 kms in quarter after adjustment, the excess journey may be charged at the rate of paise 80 per km for the staff car and paise 50 per km for the three-Wheeler; and

(iii) that no detention charges or driver’s overtime allowance, if any, for those excess journeys will be chargeable from the Managing Director.

(Ref.HO/AD/8/195/76-77 dated 28.3.1977)

(V) Journeys Outside Delhi

For official journeys outside Delhi for which D.A. would be admissible, the use of the staff car will not be allowed except under orders of the Managing Director. When the staff car is thus used, no charges will be made for the use but the officers will be entitled only to ‘Daily Allowances’ under the Regulations of the Federation.

(VI) Miscellaneous

(1)
Duty journeys shall have preference over non-duty journeys.

(2)
Staff cars should not be used for official journey outside headquarter for which T.A. is admissible except on the sanction of the Managing Director.

(3)
Officers should not normally use staff cars outside the normal hours of duty of the chauffeurs, save on exceptional occasions, e.g. when officers are required to be dropped at their residences after attending a meeting or they have been held up in office after the office hours etc. for some urgent work.

(VII) Log Book

(1)
Log book shall be maintained in the prescribed form (Annexure I) in respect of each vehicle separately.

(2)
Entries in the log book should be made in ink.

(3)
Entries in the log book will be completed and signed immediately after the car is released by the officer using the staff car.

(4) If an officer using a staff car certifies that it has been done for official use, it would be adequate.

(5) In case of Regional Offices/Branches, if the official vehicle has been used by a staff member for official journey, it may be certified as official by the concerned Regional/Branch Manager.

(6) Officers using staff cars should note in the log book in their own handwriting the mileage at the start and at the completion of their trips after verifying the kilometer and give sufficient particulars to indicate that the journeys were on official business.

(7) In the case of the Managing Director/Chairman, his P.A. will sign the entries in the log book.

(8) Entries in the log book in respect of journeys performed by dignitaries and guests should be signed by an officer of the Federation who accompanies the guest in the car. The Directors will sign the entries themselves.

(9) The log book in respect of each staff car should be closed at the end of the month and a summary prepared in the log book showing details of non-duty journeys performed during the month as in proforma enclosed. (Annexure II).

(VIII) Requisition and the Allotment of Staff Cars


Whenever the staff car is required, requisitions in the form at Annexure III will be submitted to Asst. Mgr. (Adm.) To avoid dislocation of the allotments and inconvenience to others, officers will strictly stick to the time shown in the requisition slip and return within the specified time. In case, an officer is likely to be delayed for a longer period, the car should be sent back to the office as otherwise further booking may be dislocated and other officers inconvenienced.

(IX) Service & Repairs

(1)
The staff car should be got serviced after every run of 1,000 miles or 1,500 km and the fact entered in the log book.

(2)
As soon as any defect in the engine of the car or otherwise is detected, the chauffeurs should immediately report the matter in writing.

(3)
The car should be got repaired by an approved garage, and the fact entered in the Register of ‘Repairs and Replacements’ before passing the bill for repairs.

(4)
The chauffeurs should certify on the bill that the repairs have been carried out satisfactorily and that he had checked them.

Guidelines for Replacement of Tyres, Tubes, Batteries and Disposal of Vehicles of the Federation

It has been decided that the following guidelines may be followed for replacement of tyres, tubes, batteries and disposal of various types of vehicles of the Federation.

Replacement of Tyres, Tubes and Batteries

(a)
Jeep
after 30,000 kms.

(b)
Ambassador or Fiat or


other light vehicles of


18 HP engine or less
after 25,000 kms

(c)
Any other vehicle of


more than 18 HP


engine such as pick


up vans, station wagons
after 21,000 kms.

(d)
Four-wheeler tempos
after 35,000 kms.


The age of a battery shall be 18 months. Where tyres, tubes and batteries are changed in accordance with these norms, the power to sanction replacement/purchase in respect o vehicles is vested in Executive Director (Personnel) for Head Office and for vehicles belonging to Regional/Branch Offices, the power shall be exercised by Regional managers. However, where any tyre, or tube or battery has to be changed outside these norms, the approval of Additional Managing Director shall be taken.

Disposal of Unserviceable Vehicles


Vehicle which have run more than the distance mentioned against each may be considered as unserviceable and for disposal.

(a)
Jeep
after 1,80,000 kms.

(b)
Ambassador or Fiat or


other light cars
after 1,50,000 kms.

(c)
Four-wheeler tempos
after 1,75,000 kms.

(d)
Motor Cycles
after 1,00,000 kms.


The declaration of any vehicle as unserviceable will be decided by a committee consisting of Executive Director (Personnel), Officer Incharge of the vehicle and technical person to be nominated by Managing Director. This committee would also recommend the minimum price at which the vehicle should be disposed of.


As a general rule, not more than Rs. 5,000 should be spent on repairs of any vehicles during one year. Power to sanction repairs within this amount shall be exercised by Executive Director (Personnel) in respect of vehicle pertaining to Head Office and for vehicles belonging to Regional/Branch Offices by Regional Managers. For any repair above this amount, the sanction should be obtained from the Additional Managing Director.


(Ref. O.O. No. 43, dated 17.5.1983)

(X) Overtime Allowance to Staff Car Drivers

Overtime allowance to staff car drivers for working beyond their normal hours of duty, shall be admissible, as indicated in these rules.

(XI) Duty Hours of the Chauffeurs

The normal working hours of the chauffers will be from 9.00 a.m. to 6 p.m. with a lunch break of half-an-hour from 1.00 p.m. to 1.30 p.m.

Note 1 :
The Executive Director (Pers.) with the approval of the Managing Director may, however, so prescribe the working hours of the chauffeurs according to Administrative convenience and requirements that the total number of hours of effective duty does not exceed 8-1/2 hours per day.

Note 2 :
The Branch and Sub Offices may also follow the directive contained in Note 1 above.


Overtime allowance will be admissible to the chauffeurs at the following rates on a ‘certificate’ from the Controlling Officer that it has been earned :


Monthly emoluments
Overtime Allowance

Rates per hours


Below Rs. 800 p.m.
Rs. 6.40

Rs. 801/- to Rs. 1000/- p.m.
Rs. 7.65

Rs. 1001/- to Rs. 1200/- p.m.
Rs. 9.35

Rs. 1201/- to Rs. 1400/- p.m.
Rs. 11.05

Rs. 1401/- to Rs. 1600/- p.m.
Rs. 12.80

Above Rs. 1600/- p.m.
Rs. 14.50

Note 1 :
When overtime allowance is paid to a chauffeur for overtime work performed by him, he shall not be entitled to receive any other remuneration (whether in the form of conveyance charges or compensatory leave or otherwise) in respect of such overtime work.

Note 2 :
For the purpose of sub-rule (a) & (b) the overtime work in excess of one hour up to half an hour may be reckoned, as half an hour e.g. a chauffeur working for 2 hours and 10 minutes beyond the prescribed hours of work will get overtime allowance for 2-1/2 hours.

Note 3 :
The overtime allowance payable to a chauffeur shall be calculated to the nearest multiple of five paise, the factions of three paise and more being rounded off to the next higher multiple of five paise and fractions below three paise being ignored.

Note 4 :
A chauffeur who is outside his headquarters and is required to work overtime, will not be eligible for any overtime allowance, if he is in receipt of daily allowance.


No overtime allowance is admissible, if the drivers are required to be on duty during lunch interval, as their duties are intermittent.


In cases where the chauffeur is detained for duty or odd hours and has hardly any time to left to rejoin duty in time after going home and finishing his meals, the driver may be granted the normal overtime allowance, if the intervening period is less than 1-1/2 (1.5) hours.


No special allowance is admissible to chauffeurs for cleaning and washing staff cars, as such services form part to their normal duties.


The Controlling Officer shall, on the strength of the time noted against each entry in the log book duly authenticated by the turning officer, allow payment of overtime allowance to the staff car drivers for that period.

(a) In case of doubt regarding interpretation of any rule etc., the decision of the Managing Director shall be final.

(b) The Chairman and the Managing Director will have the power to relax these rules to the extent they consider necessary.
(c) These rules shall come into force with effect from 5.9.1969.
(Ref. 5/7/69-Adm. Dated 5.9.1969)

(XII)
Economy in use of Office Vehicles


Despite repeated instructions, instances have come to notice of Head Office that office vehicles are misused by some officers in Branches. The vehicles are meant for official use. The practice of misuse affects the business activities and financial loss on account of petrol, accessories and payment of overtime to drivers etc., besides tarnishing the image of the Federation. All out efforts may please be made to minimise the expenditure on vehicles. All Officers of the branches are, therefore, advised to use the office vehicles in a judicious manner. In case of any misuse of the vehicles, the concerned Branch Managers or drivers shall be held responsible.

(Ref. H.o./AD/G-39(12)/85-86 dated 12.03.1986)

(XIII)
Providing of Vehicles to Executive Directors

(a)
In order to meet the increased demand for vehicles, it has been decided that one vehicle shall be provided to each Division of the Federation at Head Office. The concerned Executive Director shall be responsible for its proper utilisation and he shall also be authorised to use the vehicles for non official journeys upto a limit of 50 kms. Per day on payment of Rs. 150/- p.m. within Municipal limits. In case any Executive Director resides outside the Municipal limits, he can use the vehicle for coming and going to his residence as well.


The Executive Directors will also ensure proper maintains of Log Book which will be available with the Drivers of the vehicles concerned.

(XIV)
Restrictions on use of officials 
vehicles by EDs for private purposes


The Executive Committee in its meeting held on 9.3.1989 has resolved that EDs shall be permitted to use the official vehicles for private journeys within greater Delhi limits only. It is, therefore, circulated for information of Executive Directors that they should not take official vehicles out of greater Delhi i.e. NOIDA, Ghaziabad, Faridabad and Gurgaon for private purpose.


The private journey mileage shall however be accumulated on quarterly basis and carried over to the next quarter upto 6000 kms. In a Cooperative Year but the same shall not be allowed to be carried over to the next quarter after 31st March of the every year.

(XV)
Hiring of Cars for Private Use of Employees

1.
The number of staff cars presently available in Head Office is insufficient. It is even a problem to cater to the requirement of Head Office Senior Officers. Accordingly, it is not practicable to provide staff cars for non-duty journeys.
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