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OBJECTIVE: H i:

e To assist employees who relocate on behalf of the company.
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e To be recognized as a professional and preferred employer.
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e To establish the financial extent of relocation support.
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APPLICATION: v F :

The General Manager is the only person authorized to approve relocation expenditure using this policy as a
guideline.
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There may be some exceptions that will call for the discretion of the Manager. Such exceptions may include a
family with a large number of children which would require a higher removal allowance, or relocation from
countries such as United States would be more expensive than the Sub-Continent.
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It is the responsibility of the Personnel Manager to coordinate with and automatically advise the relocating
personnel following their acceptance of employment. Information at this stage can greatly reduce the stress and
tension normally associated with moving.
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All the required brochures and literature should be set up by the Personnel Department in consultation with
other expatriates and the General Manager.

FITA A 785 (0 A% AT BRI it 250 ER N AR e 5 HLAB A e 53 AN B e B 7R )i 0 5T i o

It goes without saying that gestures such as personal welcome and collection at the airport by the manager
responsible creates an excellent initial impression.
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STATEMENT OF POLICY
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1. Itis our intention to facilitate a smooth move for Key Personnel who relocate on behalf of the company and
to make it easy for them to adjust to their new place of residence.
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2. Removals:
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Key Personnel Category A are entitled to remove up to 300 kg of personal effects by surface,
unaccompanied, or 200 kg by air, unaccompanied. Categories B and C are entitled to remove up to 200
kg by surface and 100 kg by air. Removals may include insurance.
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Three official quotations, from different carriers, including the insurance, are to be submitted in advance
to the General Manager may use his discretion to approve the additional weight.

Key Personnel A are additionally entitled to a maximum of 20 kg of accompanied luggage (excess baggage
when flying).

The packing services offered by removal companies can only be engaged at the company’s expense by
Key Personnel category A and above.
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Interim accommodation
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Wherever possible accommodation for new Key Personnel and their families on a live out basis should be
available on their arrival. However in exceptional cases while accommodation is being located, a room(s),
meals and laundry in the hotel may be given for a maximum of one month.
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Accommodation search:
FrEHER:
When a new Key Personnel is searching for accommodation (entitlements given in policy HR 4.2) the
hotel is expected to offer assistance by having a list of recommended Agencies, advice on locations and if
possible, to appoint someone with good local knowledge to accompany them on their search.
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Local information
A HE S
All hotels are expected to have a standard package containing all the required information for as
expatriate coming to live for the first time in the country. The information must include at a minimum:
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e The history and geography/Jj 52 Al 3
e Climate ({5
e CultureXft
e languageid &
e Local laws and traditions 24 hyE R AL &5
e Any unofficial codes of conduct{T A dE 1 XA 4T AN
e Locations of interest and recreationl SR KK 37 FIf
e Currency $¢ i
e Transportiz i
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Dress# 3%
Places to shop, eat, worshipld¥). & LT
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