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UTC tkD|ßdprp dL∫djtj ¤dlgod; tK∂CN∂¤ dlfKß Xnwksk QndJœ,

dowJ∂dlsk rlxk rodLßwJ®dLß R}ßr[ ˚hSMß ekFMß d;Ansk R}ßr[ ˚oANßdp

g/tkd; dldL®DMƒ RM®eog]gkrlqhekSMß rodLßwJ®dLß dlEM®dlsk ekFMß tkfKåd;

dldL®DMƒ D’gkdu g/tk sod; wL®cO®dlsk dU∂gI∂fU®DMƒ dlDY∂gkSMß rJ†DMƒ

d;algKœslek.

dlgod; tK∂CN∂dp R}ßgKß UTC qK∂cLåDMß tkD|ßdprp rleoe/SMß gO∂EH∂R]

RbcL®DMƒ RbwJ∂gkRh dL∫dmau g/tk qK∂cLå vUßfKå(Corporate Policies
Manual) wp 7wK∂dp aU∂tle/dj dL∫TMœslek.

dlgod; tK∂CN∂dp R}ßgKß qK∂cLåDMß SnRndprp wJ®DY∂E?ƒ¬kdyæ

dl qK∂cLåDMß UTC QHßtk, wkg/tk, tkdJœQnd] UTCrk wJßtpr[dptj

DNßdU∂gkSMß rlxk tkdJœcpd; wJß dLåwL®D|ßdprp wJ®DY∂ E?œslek. ˚hgKß

r[dI®dp d;gKß zJßtJƒxJßxmd] dU∂dJœR|ß thDbwk aLç UTCdp d;go RhDY∂E?ß

rlxk tkfKåEMƒdprp wJ®DY∂e/au, g/tkrk dU∂gI∂DMƒ alcLƒ Tn dL∫SMß qJåD'

sodptj tkD|ß ZMƒfJœ G}ƒEH∂dp¬kwl wJ®DY∂E?œslek.

¤dlgod; tK∂CN∂¤ dlfKß wJ∂G}®gkrp AndJ†dLƒ¬kdyæ

dlgod; tK∂CN∂dp R}ßgKß DBßfl rK∂fU∂R] qK∂cLåtjSMß UTCd; wJßtkD|ßdprp

rodLßwJ®dLß XM®g[sk rodLßwJ®dLß dlEM®DMƒ aowpgkRh wJßwJ®dmfh g/tkd;

dldL®DMƒ RM®eog] gkrl D’gkdu gO∂EH∂gkdudi gKåDMƒ RbwJ∂gkRh dL∫TMœslek.

ajflaKƒ
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UTCd; RH∂RMœdJœcpsk rU∂wO∂dJœcpd; WntL®DMƒ thDbgkSMß rJ†dl dlgod;

tK∂CN∂dp goeK∂E?ƒ¬kdyæ

aKµDMß tK∂wK∂ g/tkEMƒdl UTCd; RH∂RMœdJœcp, r[dI®dJœcp ˚hSMß rU∂wO∂dJœcp

dLœslek. dlfjgKß rldJœd; WntL®DMƒ thDbgkSMß rJ†DMß dlgod; tK∂CN∂dp R}ßgKß

qK∂cLådp d;gkdu wkEH∂wJ®dmfh RMåwle/wlSMß dKµTMœslek. ANßwprk E?ƒ Tn

dL∫SMß WntL® thDb TnWNßDMß tkD|ßd; Xnwkrk rodLß TNßwotKßd; 5%FMƒ sJårjsk

XnwkgKß g/tkd; wJßcp WntL®d; 5%FMƒ chR]gkSMß rU∂DndLœslek. XM®wJ∂

g/tkd] wowJ∂wJ® dlgo R}ßr[FMƒ rkwLß tkD|ßdl Rm g/tkFMƒ RH∂RMœdJœcpfh

tJßxO®gkrl D’gKß rUƒwJ∂dlsk ekFMß WN∂dygKß UTC dJœAnFMƒ eKåeK∂gKƒ

rU∂DndpSMß Dnfurk ejDN® zjwLœslek. d[FMƒ EMƒdj, ehfh vhwK∂ g/tkd;

wlQNßDMƒ thDbgkRh dL∫SMß tkD|ßdl UTCFMƒ D'gotj dLƒgKƒ ehfh vhwK∂

g/tkFMƒ tJßxO®dlrjsk tJßxO®dp dU∂gI∂DMƒ alcLƒ Tn dL∫SMß wL®D’dp dL∫ekaUß

wkdUßgl wktLßd; wowJ∂wJ® dldL®R] R}ßr[E?ß g/tkFMƒ tJßxO®gkrl T"œTMœslek.

dlfjgKß rU∂Dndp Rm tkD|ßd; r[dI®dJœcp tJßwJ∂ EH∂rlrk AndJ†dLßwldp ˚kfk

dlgod; tK∂CN∂dl E?ƒ Tn dL∫TMœslek. Rmfjsk dl rU∂DnSMß aU∂qO®gl dlgod;

tK∂CN∂dmfh qhdLƒ rJ†dlrl ˚oANßdp dlFMƒ vlgkdudi gKœslek.

sKåvUßR] wjSMß wK®DMß RmfovL® dkxm tkdJœDMƒ QndJœdmfh gkRh dL∫TMœslek. Rm

tkdJœDMƒ D'go wprk gkSMß dLƒDMß UTCd; dJœAnd]SMß wJßgu R}ßfUßdl

dJ≥TMœslek. wjSMß wp tkdJœcprk UTCdp rU∂wO∂wJ®dLß rkrU®dp DnTngKß

wpVNåDMƒ RH∂RMœgKƒ Tn dL∫DMƒ rJ†dmfh G}®tLßgKœslek. wprk UTC wJ∂tL®

tkD|ßdmfh RMßAngkaUßtj EH∂tldp UTCd; RH∂RMœdJœcprk E?ƒ Tn dL∫DMƒ¬kdyæ

dKßE?œslek. ektl gKß qJß aKƒgkaUß, tkD|ßd; WnE?ß d;AnSMß UTCdp

eogKß rJ†dlau RH∂RMœdJœcpfhtj tjqltmFMƒ wpRH∂gkSMß rJ†DMß dlgod; tK∂CN∂dl

E?œslek. tkD|ßd; sKåvUßdl tkdJœDMƒ gKƒ rU∂Dn 1) Rmrk tJßwJ∂ R]wJ∂dp

dU∂gI∂DMƒ alclrl D’gkdu R’gkd; UTC RhDY∂R}ßr[FMƒ dlDY∂gkwl dKµRh 2)

Rmrk UTCFMƒ D'go dLƒDMƒ gkejfkeh R'gkrk dJœAn TngO∂dp cKådugkwl

dKµSMßekaUß UTC tkdJœ dLœcKƒdp cKådugKƒ Tn dL∫TMœslek. Rmfjsk QndJœdp

R}ßfUßgKß tkgK∂DMß dJœAn DBßfl eKåeK∂R}ßd; rJåxhFMƒ qK´dkdi gKœslek.

dlgod; tK∂CN∂dp R}ßgKß ANßeKœ

dlgod; tK∂CN∂dp R}ßgKß UTCd; qK∂cLåDMß 5 rkwld; dU∂dU®DMƒ ekFNœslek.

1. tkD|ßd; EH®fLœtJ∂dlsk vKßeKßfU®DMƒ goclrjsk wL®wK∂dptj qK∂gork

e/rjsk dJœAn TngO∂dp ANßwpFMƒ dirlgKƒ Tn dL∫SMß R}ßr[(R}ßfl cpdLß

sodptjd; dowJ∂ R}ßr[, ˚hSMß rlxk rodLßwJ®dLß R}ßr[ vhgKå)

2. g/tkd; dldL®R] tK∂CN∂gKƒ rkSM∂tJ∂dl dL∫SMß g/tkd; RhrO®dlsk

rU∂wO∂dJœcpd] wL®wJœwJ® ˚hSMß rKßwJœwJ®dmfh wowJ∂wJ®dLß dlgo R}ßr[FMƒ

rK∑SMß rU∂Dn(WntL® thDb vhgKå)

3. ekFMß whwL®dp RhDY∂e/rjsk tjqltmFMƒ wpRH∂gKådmfh…j RmfjgKß R}ßr[rk

g/tkd; dldL®dp gork e/SMß rU∂Dn

4. ¤dJœAn R}ßfUß tJßANƒ WnRh qK´rl¤fkSMß wpAH®d; qK∂cLå gotJƒ g/fKådptj

gjDY∂gkSMß qJåD' dltK∂dmfh g/tkd; rjfocjsk ˚hSMß rjfoFMƒ gkrlFMƒ

D|ßgkSMß dJœcpfhQnxj wL®wJœwJ® ˚hSMß rKßwJœwJ®dmfh tJßANƒDMƒ qK´rjsk

RngkSMß gO∂D'

5. g/tkd; qlaLƒ, EH®wJå ˚hSMß ekFMß ¤soQn¤ wJ∂qh(¤soQn¤ wJ∂qhdp

qkxK∂DMƒ ENß g/tk WntL® rjfo vhgKå)FMƒ dhDY∂gkrjsk xkdLßR]

QneK∂gkrp RH∂DbgkSMß gO∂D'

wowJ∂wJ® dlgoR}ßr[sk QndJœG}ƒEH∂dp eogkduSMß dlgod; tK∂CN∂dp R}ßgKß tkD|ß

wLßTNƒtjFMƒ XH∂gkdu g/tkdp qhRhgkRh g/tkfhQnxj TM∂dLßDMƒ qK´dkdi

gKœslek.

g/tk qK∂cLåDMƒ D’qKßgkaUß goRhFMƒ vhgKågkSMß wL∂r[ cjQNßDMƒ qK´DMƒ Tn

dL∫TMœslek. dkDNƒfj rK∂fU∂d; soDY∂R] qK∂cLåDMß qJœwJ® dyrJßDMƒ WN∂tLådmfh

wpwJ∂e/dJ∫rl ˚oANßdp dld; D’qKßDMß RH´ qJœFBƒDMƒ D’qKßgkSMß gO∂D’rk E?ƒ Tn

dL∫TMœslek.

dlgod; tK∂CN∂dp R}ßgKß qK∂cLåDMß SnRndprp wJ®DY∂E?ƒ¬kdyæ
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d/Qn dltkwL®dp eogKß UTCd; qK∂cLåDMß AndJ†dLƒ¬kdyæ

ahEMß rldJœcp(tLßDY∂whgKœdlsk tkD|ß ZMƒfJœR] rK≈DMß tK∂gh ˚hSMß gUœEH∂ whgKœ

vhgKå)d; dltkwL®(˚hSMß DbtkgKß QH∂tkwL®)DMß g/tkd; c/RhrU∂dU∂wk ˚hSMß

Rmrk wlwJ∂gKß tkfKåd; TM∂dLßDMƒ qK´dkdi gKœslek. dltkwL®DMƒ wpdKß qK´dK∫DMƒ

rU∂DndpSMß dl tktLƒDMƒ wL®wJœ ˚hSMß RMßAngkRh dL∫SMß tkdJœcpd; dJœAn DBßfl

eKåeK∂R}ßDMƒ XH∂gkdu UTCd; dJœAn DBßfl eKåeK∂ QntkwK∂dprp qhRhgodi

gKœslek. dLƒqKßwJ®dmfh qldU∂fl rldJœd; dltkrk e/rl D'gKß dycJ∂DMß

TM∂dLßE?œslek. Rmfjsk eoQnQNßd; rU∂Dn dU∂fl rldJœd; dltkrk e/rl D’gKß

dycJ∂DMß TM∂dLße/wl dKµTMœslek.

tkD|ßDMß x/tkgKß Gndp UTCdp eogo dj˚Jß d;Anrk dL∫DMƒ¬kdyæ

x/wL® tl g/tkd] eKƒfl r[dI®DMƒ cprUƒgkwl dKµSMß gKß g/tk EH®wJå wJ∂qhd]

R}ßfUßgkdu UTCdp eogo wlTH®wJ®dLß d;Anrk dL∫TMœslek. UTCdp

RMßAngkSMß EH∂dKßdp EH®wJå wJ∂qhFMƒ dUƒfKågKß rU∂Dn UTCFMƒ ˚jsKß Gndpeh Rm

wJ∂qhFMƒ tkDY∂gkrjsk RH∂rogkwl dKµDMƒ dJårU®gKß d;Anrk dL∫TMœslek. dkDNƒfj

wlwJ® wotKßR|ßdp R}ßgKß r[dI®DMƒ cprUƒgKß rU∂Dn, x/wL® Gn dLƒ(1) sUß

dlsodp RhdKßE?ß dLƒcpd; dU∂dJœ qlaLƒ, qKƒaU∂, wjwK® wK®VNå aLç rlxk

tkdJœ ˚hSMß rlTNƒ wJ∂qhFMƒ UTCdp dldI∂godi gKƒ d;Anrk dL∫TMœslek. 

wjd] wjd; aoDnwkrk UTC tkdJœQnd; rK≈DMß Qntjdp RMßAngkaUß DBßfl

rK∂fU∂dp D’aoE?ƒ¬kdyæ

eoQnQNßd; rU∂Dndp En aoDnwk rKßdp wL®TH® tK∂gk R}ßr[rk dJ≥SMß gKß

ANßwprk e/wl dKµTMœslek. dlgod; tK∂CN∂ ANßwpFMƒ aowpgkfuaUß tK∂RMœwkd]

Rmd; rkWH® tkdldp CN∂QNßgKß qhRh eKßr[(c/thgKß 3eKßr[)rk dL∫djdi

gKœslek.

wjSMß wprk aK≈DMß UTC wL®An TngO∂DMƒ D’gkdu wjd; qorU∂R] RyDB®

GNßfUßDMƒ G}ƒDY∂gKœslek. QndJœdmfh gkSMß zJßtJƒxL∂dptj wjSMß UTCdptj

gkSMß dJœAnd] qlTM†gKß dLƒDMƒ gKœslek. dlrJ†dl dlgod; tK∂CN∂dp

goeK∂E?ƒ¬kdyæ

eoQnQNßd; rU∂Dn UTCSMß Wn ˚hSMß wlqK∂ qJœdp ˚kfk tkD|ßEMƒdl UTC
dJœAnd] EH∂dLƒgkrjsk qlTM†gKß wL®dJœ ˚hSMß tjqltmdp WH∂tkgkSMß rJ†DMƒ

RMåwlgKœslek. dlfjgKß RMåwlSMß XM®TngKß gK®D' aLç·˚hSMß wJßANßwL® aUßgjFMƒ

rkwLß tkfKåEMƒDMƒ vhgKågkSMß ahEMß UTC tkD|ßEMƒdprp wJ®DY∂E?œslek.

tkD|ßd; d/Qn G}ƒEH∂dl dlfjgKß RMåwl eotK∂dp goeK∂e/SMß wlrk QNƒG}®tLƒgKß

rU∂DndpSMß dl ANßwpFMƒ tK∂RMœwk ˚hSMß dJœAn DBßfl eKåeK∂R}ßR] tK∂d;gkdudi

gKœslek.

wjSMß QndJœDMƒ rkwlfuRh gkSMßep dlrJ†dl gjDY∂E?ƒ¬kdyæ dkslaUß SnRndprp

aKƒgotj gjrkFMƒ qK´dkdi gKƒ¬kdyæ

QndJœDMƒ rkwlSMß rJ†dp eogkdu wJƒeowJ®dmfh RMåwlgkRh dL∫wlSMß dKµwlaKß,

Dnfl rK®wkSMß tkD|ßdmfhtj dLƒckwJ®dmfh UTCFMƒ D’gkdu dLƒgKƒ d;Anrk

dL∫ekSMß rJ†DMƒ dL∑wl aKƒdkdi gKœslek. wkdU∂dJœDMƒ qlFH†gKß dLƒcpd; d/Qn

C’dJœDMß g/tk dJœAndp qK∂gork e/wl aKƒdkdi gkau rU∂dU∂wLßd; TM∂dLßDMƒ

qK´dkdi gKœslek. dlfjgKß QndJœDMƒ D'gkdu g/tk dJœAn tlrKß, wK∂ql,

thahVNå ˚hSMß zJåVbxjFMƒ tkDY∂gkwl aKƒdkdi gKœslek. rUƒFHßwJ®dmfh tkD|ßdl

ekFMß RhDY∂WnFMƒ D'gkdu dLƒgkfuSMß rU∂Dn, tkD|ßd; QndJœdl UTC dJœAnd]

tK∂CN∂e/rjsk RmfJ©rp qhdlwl dKµehFH® cJƒwjgKß Wnd;FMƒ rlDNƒdudi gKœslek.

d/Qn C’dJœd; wJ®gKœtJ∂dp eogkdu wLƒANßdl dL∫dmaUß tK∂RMœwk ˚hSMß dJœAn

DBßfl eKåeK∂R}ßR] tK∂d;godi gKœslek.

dlgo tK∂CN∂dp R}ßgKß ANßeKœ
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wjSMß g/tkdptj rU∂qlFMƒ wlD|ßgkSMß RMßAn tlrKßdl øM≈sKß Gn RyDB®

vmfhRmfOådp cKådugkRh dL∫SMßep, dl vmfhRmfOådptjSMß TN®wpFMƒ soWNœslek.

RMßAntlrKß Gndp tkAntLƒdp sKådktj wp zJåVbxjFMƒ tkDY∂gkdu TN®wpFMƒ goeh

E?ƒ¬kdyæ

tK∂RMœwkd; gjrkFMƒ qK´dmaUß gKƒ Tn dL∫TMœslek. RmflRh wktpgKß soDY∂DMß

tkD|ß wK∂gK® vmfhRmfOådp R}ßgKß g/tkd; wlcLåDMƒ cKåRhgktLœtldh.

dUßaKƒ dUßtldp DnflSMß wL®dJœthroth, qJœFBƒg/tk, rlxk wJßANß tjqltm g/tk

EM∂R] rK≈DMß d/Qn whwL®dmfhQnxj R]dLƒ, R]wk, zOßel tK∂wk EM∂DMƒ

qK´TMœslek. dl g/tkEMƒDMß UTCdp dLƒcpd; wpVNåDMƒ RH∂RMœgkwl dKµTMœslek.

dLßtkfh qhsoSMß dlfjgKß wK®DMß tJßANƒDMƒ qK´dkeh E?ƒ¬kdyæ

R'gkrk Rnaosk dld] R}ßfUßE?ß Qntjdp thTH®e/wl dKµDMß gKß qK´dkeh

E?œslek. (¤dJœAn R}ßfUß tJßANƒ WnRh qK´rl¤fkSMß wpAH®d; UTC qK∂cLå

gotJƒ g/fKåDMƒ cKåwhgktLœtldh.) dlfjgKß dLßtkfh qhsoSMß wK®DMß tJßANƒ(rK≥dl

$50 alaKß)DMß Qntjd; tkD|ßEMƒdl dlDY∂ gKƒ Tn dL∫dmau rodLß thDbANƒfh

rKßWngotjSMß dKßE?œslek.

wjSMß CNƒwK∂DMƒ aKµdl eksLœslek. d[FMƒ EMƒdj gK∂RH∂tkfhQnxj qK´SMß tK∂DY∂

RhrO® Dneo gK∂RH∂R|ßR] rK≈DMß ql gUßRMå g[xO®DMƒ wjd; rodLßwJ®dLß dugO∂dp

tkDY∂gKƒ Tn dL∫DMƒ¬kdyæ

tK∂DY∂ RhrO® Dneo gK∂RH∂R|ßDMƒ rodLß dugO∂dp tkDY∂gKƒ Tn dL∫TMœslek.

Rmfjsk RmfjgKß g[xO®dlsk Rmd] DbtkgKß qlgUßRMå vKßCH® g[xO®DMƒ qK´rl

D'gkdu g/tkd; wlwJ∂ dugO∂tkdptj wJ∂gKß dugO∂ r[G?®dp dU∂gI∂DMƒ

¬lclrjsk dlFMƒ qUßrU∂gkfuRh gkaUß dKßE?œslek. dlrJ†DMß En rkwl

CM®aUßdptj DBßfl rK∂fU∂DMƒ D'qKßgkSMß gO∂D'dp goeK∂e/SMßep, cJ†∆oSMß tkD|ßd;

rodLß dlgo R}ßr[d] gKœflwJ®dLß c/wj gK∂RH∂ dyRMåd; tkDY∂DMƒ dyRngkSMß

g/tk qK∂cLå rKßdp dlgod; tK∂CN∂dl qKƒtO∂gkau, ENƒ∆oSMß dugO∂ rU∂qlrk

g/tkd; wlwJ∂ dugO∂tkdptj r[G?®gKß rJ†qhek ej aKµdl thdye/aUß g/tk

wkRMåDMƒ sKåDY∂gKß rJ†dl E?œslek. g/tk wowJ∂ qK∂cLådp ˚kfk dJœAn

CNƒwK∂dmfhQnxj qKƒtO∂gkSMß gUßRMå g[xO®dlsk G}ßQNƒRMåDMß UTCdp qKßsKœgodi

gKœslek.

wjSMß rjWnwld; tl d;D|ßdmfh CNƒakgkfuRh gKœslek. wjSMß dl wldU®dp

dL∫SMß UTC tltJƒdptj RMßAngkRh dL∫TMœslek. EH∂fyEMƒ rkDNßep tK∂eK∂Tnrk

wjd] rK≈DMß wldU®dp rjWngkau rK≈DMß rJßANƒdptj RMßAngkRh dL∫TMœslek.

wJåtLåtlrKß WN∂dp tL®eK∂dptj EH∂fyEMƒDMƒ tK∂eofh tJßrjDNßEH∂DMƒ gKƒ Tn

dL∫DMƒ¬kdyæ

dKßE?œslek. djsm tlrKßdpeh tL®eK∂dptj tJßrjDNßEH∂DMƒ gKƒ Tn dJ≥TMœslek.

UTC qK∂cLåDMß tkD|ßEMƒdl wldU® tkg/ dLƒdp G}ƒqKƒgl cKådugkehFH®

R|ßwK∂gkwlaKß g/tk RMßAn tlrKßWN∂dlsk tL®eK∂ ˚hSMß WnckwK∂R] rK≈DMß g/tk

Rnsodp dL∫SMß EH∂dKßdp dLœGnqhwk ˚hSMß dlTbdp eogKß tJßrj DNßEH∂DMƒ

gkrjsk tkD|ßEMƒd; wlwlFMƒ ghthgkSMß rJ†DMƒ RMåwlgKœslek. dkDNƒfj

wL®wK∂dptj R’gkrk R}ßdugkSMß QndJœDMƒ D'gkdu tK∂gO∂D'FMƒ gkSMß rJ†eh

dLƒqKßwJ®dmfh gjDY∂e/wl dKµTMœslek. g/tk tJƒql aLç thahVNå(QH®tkrl,tkAnwJ®

ehDNå EM∂)DMƒ tkDY∂gkSMß rJ†eh dlfjgKß RMåwl eotK∂dp vhgKå E?œslek.

dlfjgKß ANßwpEMƒDMß g/tk qK∂cLå vUßfKådp aU∂tl e/dj dL∫TMœslek.

dlgod; tK∂CN∂dp R}ßgKß ANßeKœ
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qhek wktpgKß wlcLådl vLƒdygkaUß, tK∂RMœwk ˚hSMß dJœAn DBßfl eKåeK∂R}ßR]

tK∂d;godi gKœslek.

ehDNådl ej vLƒdygKƒ rU∂DnSMß dj˚J©rp godi gKœsl¬kæ
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