KALYAN TOURS & TRAVELS

SALES TEAM TERMS & CONDITIONS / EMPLOYEE POLICY
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Revised Draft - Incentive Policy Removed
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1. Purpose
ed
This policy establishes clear workplace rules and standards for employees of Kalyan Tours & Travels.

It is intended to support professional conduct, efficient operations, customer service, accountability
and a safe and respectful workplace.
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2. Scope
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This policy applies to all prospective and current employees of the company, subject to their
employment terms and applicable law.
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3. Working Hours & Attendance
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Standard working hours are 10:00 AM to 7:15 PM, Monday to Saturday, unless otherwise
communicated by management.
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* Employees must report by 10:00 AM and accurately record attendance using the designated attendance
system.
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e A grace period of up to 10 minutes may be permitted twice in a calendar month. Repeated or habitual late
attendance may lead to counselling or disciplinary action.
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* Any wage deduction, where applicable, will be made only in accordance with applicable law and based on the
actual period of absence.
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4. Leave & Holidays
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Employees must apply for leave in advance and obtain approval from the reporting manager, except
in genuine emergencies.
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¢ The company will maintain an annual holiday calendar in accordance with applicable statutory requirements
and business needs.
sUeil @ld] usdl stueisled s3RulAl e cudiidaAl su3R2UIAL 3{5B61 dIif 5 voB1-20mile] ST
SHSR 5?3l
¢ Public holidays and leave will be treated according to the company leave policy and applicable law.
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* The earlier 'sandwich leave' rule is not included in this revised policy.
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5. Salary & Payroll
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Employees will be paid salary for the period actually worked, subject to applicable deductions and
statutory requirements.
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 Salary will normally be processed on or before the 5th/7th day of the following month, subject to payroll
processing and applicable law.
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* The previous 10% salary-hold-for-six-months clause is removed.
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» The previous rule stating that an employee receives no salary if they do not complete a full month is
removed.
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* Nothing in this policy authorises withholding or deduction of earned wages except as permitted by applicable
law.
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6. Probation & Confirmation
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New employees will normally be on probation for three months from the joining date. During
probation, performance, attendance, conduct, suitability and work quality may be reviewed.
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* During probation, either party may terminate employment by giving 15 days' written notice, subject to
applicable law and the employment agreement.
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7. Performance Standards
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Employees are expected to meet reasonable business and role-based objectives assigned by
management.
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* Performance may be reviewed based on sales, customer service, accuracy, follow-up, attendance, teamwork
and compliance with company procedures.
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* Continued unsatisfactory performance may result in counselling, performance improvement measures or
other employment action in accordance with company policy and applicable law.
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8. Uniform Policy
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Employees are expected to wear the prescribed company uniform during working hours and maintain
it in clean and presentable condition.
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* The company may provide uniforms/T-shirts as per its uniform policy.
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* Repeated non-compliance may result in counselling or disciplinary action.
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9. Company Assets & IT Usage
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Company-provided mobile phones, SIM cards, laptops, documents and other assets remain company
property and must be used responsibly for authorised business purposes.
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* Employees must keep company assets secure and report loss, theft or damage immediately.
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* Unauthorised downloads, misuse, modification, transfer or sharing of company devices/data is prohibited.
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* All company assets must be returned in proper working condition upon resignation, termination or transfer,

subject to applicable law.
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10. Customer Payments & Booking Responsibility
A5 Y5dQll vel o501l sxdioieldl
All customer payments must be recorded through authorised company channels and entered
correctly in company records.
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* Employees must not collect or retain customer money for personal use or accept payments into personal
accounts unless specifically authorised by management.
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* Refunds, cancellations, discounts, waivers or booking changes must follow company approval procedures.
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11. Booking & Documentation Responsibility
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Employees must exercise reasonable care while handling flight, hotel, visa, tour, insurance,
transportation and other travel bookings.
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* Any error, omission or unauthorised commitment must be reported immediately to the reporting manager.
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* Any recovery from an employee, if applicable, will be considered only after reviewing the facts and in

accordance with applicable law.
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12. Confidentiality & Customer Data
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Employees must maintain confidentiality of customer information, passport details, visa documents,
contact information, payment details, supplier rates, company pricing, business data and internal
documents.
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e Such information must not be copied, forwarded, uploaded or shared with any unauthorised person or
external party.
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13. Ethical Conduct & Conflict of Interest
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Employees must not accept personal commissions, kickbacks, referral fees, bribes or improper gifts
from airlines, hotels, suppliers, DMCs, visa agents, transport providers, courier partners or other
vendors in connection with company business without written management approval.
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Sharing company data without permission is strictly prohibited and may result in disciplinary or legal
action as applicable.
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14. Resignation, Notice & Handover
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After successful completion of probation, either party may terminate employment by giving 30 days'
written notice, or salary in lieu of notice where permitted by the employment agreement and
applicable law.
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» Before the last working day, employees must complete proper handover of pending work, customer
enquiries, bookings, documents, credentials and company assets.
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* The company will process final settlement in accordance with applicable law and company procedures.
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15. Disciplinary Action
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Employees are expected to follow company rules, act professionally and treat everyone with respect.
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* Depending on the nature and seriousness of misconduct, the company may take appropriate action including
counselling, written warning, suspension or termination, subject to applicable law and due process.
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* Employees must keep their workplace clean and follow safety and office-use instructions.
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* Discrimination, harassment, threats, abusive or inappropriate behaviour will not be tolerated.
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16. Social Media & Company Reputation
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Employees must not publish confidential company information, customer information, internal
documents, supplier rates, complaints or other non-public business information on social media or
public platforms without authorisation.
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17. Policy Review & Amendment
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The company may review and amend this policy from time to time based on business requirements
and changes in applicable law. Employees will be informed of material changes.
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18. Acknowledgement
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I confirm that | have read, understood and agree to follow this policy and the lawful instructions of
Kalyan Tours & Travels.

§ vl Y @ 5 o1 1 ol dliRf] sl 24219y © Vil Kalyan Tours & Travels «fl it «flld el 1AL
YAl UlCtel sl 243 €.

Employee Name /

Xaie,lléloi Al Date / AlSlvt

Employee _Contact / Employee Signature /
sAJUIR] RUs sl US|
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Note: This is a business-policy draft. The final signed version should be reviewed for compliance with applicable Indian/Gujarat employment laws.



