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Definitions:
‘Company’ means AT&T Communication Services India Private Limited., AT&T Global Network Services India Private Limited., AT&T Global Business Services India Private. Ltd, and their offices and branches at any place in India.

‘Employees’ mean all Employees of the Company who are appointed to positions that are permanent in nature. Employees who are on probation are also included in this definition.

[bookmark: _Toc208594133]1.1 Company Compensation Philosophy

Company realizes the need to continually improve and enhance the manner in which we administer Compensation and Benefits (C&B). The C&B program would be reviewed periodically in line with changes in country’s tax structure and prevailing market practices. 

· Company reviews country pay practices on a periodic basis by participating in C&B surveys and gathering other formal / informal feedback from diverse sources.
· Company provides competitive terms and conditions to all its employees based on the pay practices of comparable companies in the country. A competitive program of compensation and benefits has to be competitive as a total rewards package. While a reasonable balance and mix is achieved, some components may be below the market and others above.
· Company follows the ‘Pay for Performance’ philosophy, which means paying for the achievement of objectives (individual and / or team) and continuous demonstration of the values described in our company Guiding Principles.
· Company provides all non-statutory benefits at the sole discretion of the company and does not take responsibility for changes to these benefits brought about by factors outside the control of the company. Furthermore, the company reserves the right to withdraw or amend the coverage of any and all non-statutory benefits at any time it deems appropriate, with or without prior notification to employees.

Objectives:

· Link total C&B investment to the profitability and growth of AT&T.
· Reward significant individual and group contributions for success.
· Ensure external equity and ability to attract and retain employees with the skills needed to be successful, now and in the future.
· Structure the C&B package to make it easy to administer and tax-efficient within the guidelines established with Finance Act proposals, the AT&T Code of Business Conduct and other internal policies, current tax rules in India and future changes in any of these sources.
· Continue providing equitable benefits to all employees.
· Maintain driving principle of flexibility and employee choice to current benefit programs.

Please refer to the detailed policies below for interpretation and administration of Flexible Allowance, benefits, and other C&B items. Policies not covered in detail in this document are available on iHROneStop (@ http://hronestop.intl.att.com/index.cfm). This document supersedes all previous policies and guidelines issued prior to the effective date of this policy. The Company reserves the right to amend, abrogate, modify, and revise any or all clauses of this policy, depending upon exigencies of business.

The IHR department is responsible for any further interpretation of this policy, in consultation with Compensation and Benefits team, Controllers, Employee Accounting, CRE, Legal, Tax and Fleet Management, as appropriate.

All approvals and accompanying processes mentioned here are superseded (in case of a conflict) by the guidelines in the Corporate Schedule of Authorizations (SOA). It is the responsibility of employees and managers to adhere to these policies. Unapproved deviations from these policies will be considered a violation of the AT&T Code of Business Conduct and subject to appropriate disciplinary action.

[bookmark: _Toc208594134]1.2 Components of Salary

· Basic Salary
Basic Salary is the portion of the salary that is paid as an annual fixed amount based on the job and grade. This will be established by the Company keeping in mind the objectives of our C&B strategy and the market valuation of individual jobs.

· Flexible Allowance
Flexible Allowance is the portion of the entitlements that is provided to an employee up to a maximum limit based on the person’s job grade. The choice of structuring the flexible allowance / benefits within these components and their respective limits will be the employee’s responsibility. While flexible allowance / benefits individually are capped by their respective maximum limits, the total available to an employee is based on his entitlements and grade.

· AT&T Success Bonus
Success Bonus is discretionary compensation and designed to establish a financial link between the employee and Corporate/Business Unit objectives, and to help retain valued employees.  Annually, AT&T will establish each Business Unit’s Success Bonus performance measures.

Employees who are active on payroll as of 31st December of a particular year are eligible for annual International Success Bonus Plan, subject to certain conditions. The eligibility and Terms & Conditions are announced every year by management and payout, if any, is done once a year, normally in March of the following year. Details of the International Success Bonus Plan are made available and updated periodically on the company intranet, iHROneStop. Employees on Sales Compensation Plan are not eligible for the Success Bonus.

· Retirement Benefits
To provide for long-term security of employees and fulfill mandatory requirements we provide Provident Fund and Gratuity.  

[bookmark: _Toc208594135]1.3 Pay Schedule and Salary Merit Increase (SMI)

· Pay Schedule
Payroll for all employees is done once a month. It is sent to the bank for credit to individual employee accounts on the last working day of the month. All salaries are payable only through bank account transfers. However, at places where a localized company identified bank branch is not available, employee needs to provide alternate bank account. This exception must be requested from Employee Accounting.

·  Salary Review
It is the Company’s policy to compensate each employee fairly and equitably, and to ensure that compensation received by all employees is competitive within the industry. A salary range has been established for each job. From time to time, the requirements of job and pay levels are reviewed and compared with other companies to assure fair wages for employees. Salary increase recommendations would be based on various factors including individual and Company performance and AT&T corporate guidelines. The review is usually scheduled once every year and annual salary merit treatment, if any, is normally effective from 1st March of each year. The Salary Merit Increase is at total discretion of the Company.

2 [bookmark: _Toc208594136]      FLEXIBLE ALLOWANCE

For each grade a separate annexure provides the maximum Flexible Allowance limits. Grade-wise limit for each component can be viewed in payroll portal and in this handbook under each component. These are strict guidelines. Company has all the rights to withdraw or cancel any of these components or increase or reduce limits of these components for all or specific grades at any time at its discretion.  Entitlement of the employee for these reimbursements will be in proportion to the service for that year. No claims for these reimbursements can be made in advance though claims in arrears will be permitted in following months.  All claims for that financial year will need to be completed by the 10th of March or as communicated by payroll vendor for respective financial year. There will be no carry forward to the next year.

Reasonable variation on these is permissible with the prior approval of C band managers in Controllers and HR Country Management (HRCM). A decision by them as to the reasonableness of this variation in expense will be final and binding. Please ensure that variations are exceptions rather than the rule.

Claims shall be made in the appropriate format as prescribed by the Payroll vendor/Employee Accounting/ HRCM and sent to Payroll vendor along with prescribed receipts. Claims will be processed by the payroll vendor and reimbursed through payroll, in accordance with the payroll schedule once all necessary documentation including receipts have been received by payroll vendor. Corporate Credit Card should not be used for any Flexible Salary allowance related payments effective 15 August 2013.

All employees will be required to give their individual choice of Flexible Allowance / benefits through the payroll vendor’s portal by April / May of every year. Changes to this plan will be allowed only once a year during September / October.

Tax or consequential penal liabilities, if any, found payable on any of the reimbursements due to difference in interpretation of the rules governing their taxability by the tax authorities or if not uniformly maintaining the average rate of tax throughout the year will be solely the responsibility of the employee concerned.

[bookmark: _Toc208594137]2.1 Company Leased Vehicle (CLV) Policy

Purpose:
To assist employees in meeting transportation expenditures in performance of their official duties and to re-establish the guidelines for the assignment and privilege of using CLV, to provide mobility for our employees and allow for Company business representation.

Definitions:
 ‘CLV’ covers all motorized vehicles including electric and hybrid vehicles issued under existing company Car Policy.

‘Employee-Owned Vehicle’ is a car registered and insured in the name of an employee or a member of the employee’s immediate family.
Employees who opt for company provided transportation on a regular basis are not eligible for CLV.
CLV can only be foreclosed at the end of the lease period or the exit of the employee from AT&T employment.

Eligibility: 
· All confirmed employees in and above I05 level are eligible for CLV. 
· CLV benefit is not applicable for permanent telecommuters / virtual workers.  

Women Employees Working in Night Shift: 
As per compliance requirement, it is mandatory for women employees working in night shift to commute using company arranged transport between office and residence. Hence, women employees working in night shift will not be eligible to avail CLV. If a woman employee already having CLV is deployed to work in night shift, she needs to foreclose the lease and pay the balance outstanding if any towards foreclosure including any applicable taxes, before moving into night shift work.  It is the responsibility of an employee to inform both HR and Fleet functions in such situation before moving into night shift. Women employees who wish to avail CLV are required to furnish an undertaking as given below.




Financing, Responsibility and Approvals:

The Company shall pay for the cost of insurance, road tax and registration, while maintenance and operating costs will be to the account of the employee. The residual value of the car on completion of the lease is 1%. An employee has the choice of the type / model of vehicle, subject to the upper limits established for employee’s salary grade. The employee will be fully responsible for ensuring the safety and security of this asset at all times. CLV is part of Flexible Allowance. 

The employee should take approvals from the business for budgetary approval for the company paid expenses mentioned above while applying for this facility. The company will bear the costs for the ‘Standard’ insurance policy; however, employees have the option of opting for additional covers from the same company approved insurer, at their cost. 

Procedure to Avail CLV:

Employee is required to obtain dealer, lease and insurance quotes and submit online request on the tool for the HRCM representative and Business Unit (C Band or above) and other stake holders for their approval.  Request for Business Unit approval will be accompanied by costs to be borne by the Business Unit as one time and recurring annual costs in USD and INR.  

HRCM approval will be subject to employee providing an Employee Undertaking (as applicable from the samples enclosed below), the employee successfully completing probation, the proposed lease being within the eligibility of the employee and the employee not undergoing a Performance Commitment Plan / Force Management Plan / disciplinary proceedings or being in scope for merger and acquisition related transfer.





      

Once approvals are in place, employee should contact Fleet Management and continue the car ordering process online on CLV Tool.

[bookmark: _Hlk7781934]In the event of employee getting transferred to another entity within AT&T India, the car lease needs to be transferred from old entity to the new entity. Please consult Fleet Management and/or refer to their “Novation Process”





Band-wise CLV rental eligibility limits per year:

	Job level
	Annual Limit (INR)

	I05
	6,00,000

	I07/S01
	7,00,000

	I09/I11/I13/S03
	8,50,000

	I15/S05
	14,00,000

	I17/S07
	17,00,000

	S09
	              3,400,000 




Extension of Car Lease:

On completion of the lease period (all EMI’s are paid), the employee has the option of extending the ownership of the car by AT&T up to a total of 15 years including the initial lease period or till such time local Road Transport Authority (RTA) permits plying of the vehicle. e.g diesel cars are not permitted to run after 10 years from date of purchase in Delhi/NCR. It is employee’s responsibility to transfer the CLV to self/third party and remove the hypothecation from AT&T prior to completion of such period. New CLV can be availed after the original lease period is completed and updated Registration Certificate (RC) is submitted to Fleet Management.
· During the extended ownership of the car by AT&T, the car would continue to be registered in company name. 
· AT&T would continue to fund ‘standard’ insurance for the car during the extended ownership of the car by the company.
· The employee may continue to avail the tax exemptions for Chauffeur Wages and Car Running components of the Flex Allowances during the extended ownership of the car by AT&T.  
· The employee availing this option at the end of the original lease period, should pay the residual value to the lease company, obtain NOC and get hypothecation to lease company removed from the Registration Certificate. 

To avail extended ownership of the car by AT&T, employee must:

· Inform Fleet Management of the request for extending the car ownership by AT&T (in years), 1 month before the expiry of the lease. 
· Employee applying for extended ownership of the car by AT&T should provide an Employee Undertaking (enclosed below) to HRCM indemnifying the company, as a mandatory pre- requisite for availing the extended ownership of the car by AT&T. 
· Fleet Management will consider the request and if approved, will inform Payroll Team (for Income Tax treatment and continuing of Flex Allowances for Chauffeur Wages and Car Running Costs) and Finance (for appropriate depreciation and book entries). Employee may continue the flex reimbursements for Chauffeur Wages and Car Running Costs only after receiving confirmation of extended ownership of the car by AT&T from Fleet Management.




An employee availing such extended ownership of the car by AT&T can avail a fresh car lease at any time, after completing vehicle transfer from company to self, family or third party. Employee should reimburse AT&T for the pro-rated unutilized part of the company paid insurance premium during the extended ownership of the car by AT&T. 
Confirmation of the reimbursement of pro-rated company paid insurance and submission of updated Registration Certificate (RC) as vehicle transfer proof are requirements for HRCM approval for a new car lease. 

Example on unutilized Insurance premium to be reimbursed: If the insurance is renewed on 01 April 2021 up to 31 March 2022, the premium is Rs 30,000 and the employee starts a new lease from 01 October 2021, the premium for the period 01 Oct 2021 to 31 Mar 2022 (6 months or Rs 15,000) is recovered from the employee before approving new CLV.

In the event of transfer of employee to any other state in India, which is self-initiated through internal job application or any other process, the employee is required to bear the cost of Road Tax and other related costs if any for transferring CLV to new State. Employee is required to inform Fleet Management and HRCM about it prior to movement of CLV. In the event of separation of employment, initiated by either employee or company, or in the event of movement outside India earlier than the lease period as the case may be, it shall be the responsibility of the employee to settle the foreclosure value of the lease, applicable taxes and any other related expenses on the date of separation as determined by the lease company per standard terms and conditions with AT&T. The employee must contact Fleet Management for detailed understanding of lease terms, payment schedule etc. and take a decision on period of lease. In all cases the Company reserves the right of disposal of the vehicle. Valuation will be done by the Leasing Company.

[bookmark: _Hlk7782008]In the event of employee getting transferred to another entity within AT&T India, and the car is on extended ownership, the vehicle’s ownership needs to be transferred from old entity to the new entity. Please consult Fleet Management and/or refer to their “Novation Process”

· Employee is required to declare details of the person or third party to whom the car will be transferred. This is essential input for tax calculations by payroll vendor. 
· Perquisite tax will be applicable as per prevailing tax rules.

At the time of transfer of vehicle, the depreciated value of the car will be arrived by payroll vendor as per law. If the residual value of the car shared by lease company is lower than the depreciated value of the car, the differential amount is treated as perquisite income in the hands of employee, if the vehicle is transferred to self or member of the household. 

Example if employee has paid a residual value of 3,00,000 to lease company as part of foreclosure and the depreciated value of the car is ₹5,00,000 (each year 20% of the value of the car is depreciated), ₹2,00,000 will be treated as perquisite in the hands of employee and will be added to their taxable income for the financial year. 

Accident Reporting:

Any employee using a CLV must report accidents occurring during such use. Every event involving a Company vehicle that results in death, personal injury, or property damage, regardless of who is responsible, must be reported within twenty-four (24) hours of occurrence or knowledge of the incident. Any event comprising of damage to car or property should be reported to Fleet Management and any event which involves personal injury or death should be reported to HRCM. 

Reporting of the accident begins the process for vehicle appraisal and repair, which differs significantly from normal maintenance procedures. Car insurance will cover accidents, personal injury or property damage on employee driving Company vehicle and its passengers as long as said driver / passengers are part of business related activities. It is the employee’s responsibility to complete all processes on vehicle insurance.

In the event of CLV being declared after an accident to be “beyond repair” or “total loss”, the employee will be responsible for foreclosure of the lease and bearing any short fall from the insurance claim. New CLV can be availed after the original lease period is completed. 

Policy Infractions & Penalties:

Infractions involving unauthorized use or abuse of CLV, including omission of any of the rules prescribed in this policy will, upon due process, will be dealt with appropriate punitive measures ranging from reprimand, monetary penalty equivalent to the property damage and cost of repair, suspension or dismissal depending on the gravity of the offence as determined by Fleet Management or HRCM (as applicable) in consultation with appropriate parties.

Other Payments:

All payments towards vehicle tax, insurance and any other taxes will be paid directly by the Company for company-leased cars. However, it shall be the responsibility of the Employee to ensure that the taxes and insurance are paid and valid at all times.

Interpretation of Policy:

HRCM and Fleet Management will be the sole authorities to interpret this policy.

Fleet Management contact for India: INTL fleet mailbox - rm-intlfleet@intl.att.com


[bookmark: _Toc208594138]2.2 Chauffeur’s Wages

Eligibility: 
Chauffer wages eligibility will be different for self-owned vehicle and CLV.  CLV users’ Chauffeur’s Wages eligibility will vary as per Employee grade. The tax impact will differ in case of self-owned vehicle and CLV. Employees who opt for company provided transportation on a regular basis are not eligible for claiming Chauffeur’s Wages.   

[bookmark: _Toc208594139]2.3 Car Running Expense Reimbursement   

Eligibility for Car Running Expense Reimbursement will vary for self-owned vehicle and CLV as per Income Tax rules. 

‘Maintenance & Repair’ will pertain only to those expenses that would keep the car in a clean and running condition. Expenses under this item would illustratively be as follows:
· Service charges for paid servicing of the vehicle.
· Tires, tubes and punctures.
·  Tinkering works for removing dents.
· Spare parts.
· Coolant, oil and other lubricants
· Optional Add-on Insurance Premium
· Costs incurred on beautification of car cannot be included in the Car Maintenance costs for tax purposes. This includes expenses like seat covers, floor mats, additional lights and horns, replacing standard tyres with custom tyres, car perfumes, etc.

All employees with company leased or self-owned vehicle and who do not opt for company provided transportation on a regular basis are eligible for Car Running Expenses Reimbursement which includes expenditure on fuel and ‘maintenance & repair’ of vehicle and is based on established Band limits.  In case of Electric vehicles / EV hybrids, charging bills can be accepted through charging stations. 


Band wise eligibility limits:

	Job level
	Car Running Allowance (Fuel + Maintenance) 
Annual Limits (INR)
	Chauffeur
Annual Limits (INR)
	Comments

	I01
	28800
	10800
	Limits applicable for personal vehicle

	I03
	28800
	10800
	

	I05
	242,000
	158,400
	Limits applicable for CLV. If employees in these grades are using personal vehicle the limits for personal vehicle given above will apply.

	I07/S01
	264,000
	185,000
	

	I09/I11/I13/S03
	330,000
	216,000
	

	I15/S05
	440,000
	264,000
	

	I17/S07
	550,000
	330,000
	

	S09
	 1,100,000 
	 660,000 
	





Taxability in case of CLV

· Taxable as per Perquisite Valuation Tax Rules, ₹2400 per month for car CC> 1600, if chauffeur is also availed, ₹900 per month will be added as driver perquisite to taxable income. 
· Taxable as per Perquisite Valuation Tax Rules, ₹1800 per month for car CC< 1600, if chauffeur is also availed, ₹900 per month will be added as driver perquisite to taxable income.

Taxability in case of ‘Employee-Owned Vehicle’

· Tax exemption up to ₹1800 per month for car CC< 1600 and ₹2400 per month for car CC> 1600.
· Tax exemption up to ₹900 per month if chauffeur is availed.
· Taxable value of perquisite for an electric vehicle will be at the highest taxable value from time to time. Currently this is ₹2,400 per month.


The taxable limits are as per current Income Tax regulation and may change subject to notification by the Government of India.

The employees are expected to submit original fuel, chauffeur wages and vehicle maintenance bills to avail these benefits.

In the event of any insurance claims being made and the insurance company does not reimburse the full claim made by an employee, the employee will be allowed to claim the shortfall from his or her Car Running Expenses entitlement. In the event of the employee opting for optional add on insurance covers at his cost, this cost too can be claimed from the Car Running Expenses entitlement. 

2.4 [bookmark: _Toc208594140] Leave Travel Assistance (LTA)

This is the value of any allowance or assistance received or due to the employee in connection with himself / herself and his / her family proceeding on leave to any place in India.
Income Tax Exemption on the aforesaid basis is available in respect of two (2) journeys performed in a block of 4 calendar years. The blocks are 1 Jan 2018 – 31 Dec 2021 and 1 Jan 2022 – 31 Dec 2025



Family for this purpose means:
· Spouse and children of the individual.
· Parents, brothers and sisters of the individual who are wholly or mainly dependent on him/her.

To claim this reimbursement, expenditure will need to be supported by appropriate receipts and tickets in original (including boarding passes in the case of air travel).

In cases where the places of origin and destination are connected by rail and journey is undertaken by any mode of transportation other than air, an amount not exceeding AC First class rail fare by the shortest route will be exempted from tax. Original tickets and supporting receipts need to be submitted for all claims.  If the claim submitted for destination is not connected by rail and journey is not performed by air, the following is applicable:

· Where a recognized public transport system exists, the first class or deluxe class fare on such transport by the shortest route to the place of destination.
· Where no recognized public transport system exists, the air-conditioned first class rail fare, for the distance of the journey by the shortest route, as if the journey has been performed by rail.

	Job level
	Annual Limit (INR)

	I01
	1,00,000

	I03
	1,00,000

	I04/I05
	1,20,000

	I07/S01
	1,20,000

	I09/I11/I13/S03
	1,50,000

	I15/S05
	1,80,000

	I17/S07/S09
	2,20,000



[bookmark: _Toc208594141]2.5 Education Allowance 

As per Tax rules, children Education Allowance of ₹100 per month per child up to max of 2 children and children hostel Allowance of ₹300 per month per child up to max 2 children allowed as an exemption. Employee can declare as per their eligibility, it will be paid as part of salary every month, Employees have to produce the copy of tuition fee/ hostel fee paid receipt at the time of investment proof submission cycle. 


[bookmark: _Toc208594142]2.6 Housing Rent Allowance (HRA)

The Company will provide housing assistance in the form of HRA to all employees as a flexible allowance / benefit as per established limits.

For reference, this perquisite is currently taxed as follows: 

*Provided that expenditure on rent is actually incurred, exemption available shall be the least of the following: 
· The actual allowance given to the employee or
· 50% of salary if the house is in Mumbai, Delhi, Chennai or Calcutta and 40% in other locations or
· Rent paid in excess of 10% of salary.

HRA declaration under FBP allowed will be the least of the following:
· 50% of Basic Salary if employee is staying in a metro and 40% of Basic Salary if staying in a non-metro
· Company cap per month as per grade


	Grade
	Monthly Limits (INR)

	I01
	25,000

	I03
	25,000

	I04/I05
	40,000

	I07/S01
	70,000

	I09/I11/I13/S03
	90,000

	I15/S05
	120,000

	I17/S07/S09
	2,20,000













[bookmark: _Toc208594143]2.7 Hard Furnishing (HF)

This benefit is discontinued effective 1st April 2025. 

However, ongoing Hard Furnishing claims will continue to be supported end of the respective period.



Tax on Hard Furnishing (for ongoing/existing Hard Furnishing already availed):

10% of the original cost of all Hard Furnishings except computers and laptops are added as taxable perquisites per annum in the hands of the employee.
After a period of 5 years from the date of purchase, there will be a charge of 25% of the total initial cost of the hard furnishing items.  The difference between the depreciated value of the hard furnishing and the amount so recovered is added as “perquisites” to the individual’s salary and taxed. Valuation will be provided by Payroll Vendor. 

EXAMPLE OF HARDFURNISHING PERQUISITE CALCULATION 

· If an employee’s hard furnishing purchase limit is ₹300,000. 
· The yearly recovery will be ₹45,000 per year (15% of 300,000), ₹45,000* 5 years = ₹225,000.
· The balance 25% amount of ₹75,000 is recovered at the end of the 5th year. (See details of recovery below).
· 10% of original hard furnishing items value of hard furnishing is added to the salary as a perquisite and taxed every year (in this case, taxes applicable on ₹30,000 every year as per the Income Tax bracket).
· At the end of the 5 year period, depreciated value of hard furnishing items is calculated by using Written Down Value (WDV) method @10% every year (total value of the hard furnishing items after 5 years is ₹177,147/- in this case).
· The difference of the WDV and the balance 25% paid at the end of 5 years, (177,147- 75000= 102,147) is considered as perquisite in the hands of employee and is taxable as per Income Tax bracket.

For hard furnishing items not bought in the beginning of the financial year, i.e. 1st April, all above calculations will be pro-rated based on the date of purchase.

Recovery of Hard Furnishing Items Claimed:

· Recovery will commence from month of claim submission and continue for the next 5 years.
· 15% of the hard furnishing claimed will be recovered, over the next 12 months. This will continue till 75% of the hard-furnishing claim is recovered over 60 months. 
· The remaining 25% will be recovered in 3 equal monthly instalments, but within the financial year. In the event, 60 months get over in January, then the remaining 25% will be recovered in 2 instalments in February and March payroll.  
In the event the employee leaves before 5 years of purchasing the hard furnishing items, the employee will reimburse to the Company the balance cost outstanding at the date of separation. The tax liability incurred herein will be the sole responsibility of the employee.

[bookmark: _Toc100820339][bookmark: _Toc100820532]In case an employee has availed hard furnishing, and employee is required to transfer into other entity within AT&T India, hard furnishing balance will be transferred to the new Legal entity by employee accounting team.
[bookmark: _Hlk7781968]
[bookmark: _Toc208594144]2.8 Hard Furnishing Maintenance

This benefit is discontinued effective 1st April 2025. 

However, employees who availed Hard Furnishing may continue to claim any Hard Furnishing Maintenance for the existing items that are running in the system until the end of the respective period. The limits below are given for Hard Furnishing Maintain ace that can be claimed for existing Hard Furnishing Items only:


	Job level
	Annual Limits (INR)

	I01
	10000

	I03
	20000

	I04/I05
	25000

	I07/S01
	25000

	I09/I11/I13/S03
	30000

	I15/S05
	35000

	I17/S07/S09
	40000




Expenses on account of repair charges, annual maintenance contracts, insurance premium and other incidental maintenance for hard furnishings as above are permitted on production of receipts. These are allowed after normal guarantee period and are exempt from tax. The onus will be on the employee to ensure compliance with company policy. Please note that this exemption can only be claimed if the receipts are in the name of the company.

[bookmark: _Toc497403253][bookmark: _Toc208594145]2.9Meal eCards

 Meal eCards is a tax-free benefit that can be used to pay for food & beverages.  This benefit qualifies under the tax-free perquisites (Rule 3 (7) (iii) of the Income Tax Rules) offered by the Government of India, which means, that they are 100% tax free in the hands of the employees and the organization. These meal eCards are valid for 5 years and the validity extends every time when the meal voucher amount gets credited in employee account on quarterly basis. 

How to Apply: 
An employee can choose to avail vouchers worth Rs.2200 per month or none, declaration for which should be made during the payroll declaration window period. Please note that these cards will be credited on quarterly basis.



[bookmark: _Toc497403254][bookmark: _Toc208594146]2.10 Club Membership 

Employees in B band and above will be eligible to claim reimbursement on club membership fee as per established band limits. This will be done as per declaration in the same manner as for other flexible allowances. Tax benefit will be available on the initial membership fee only and not on recurring usage charges. Membership has to be ‘Corporate Membership’ in the Company name. 

Initial fee for corporate membership paid by the AT&T entity to the club for its employee, either directly paid by the Company to the club or by way of reimbursement to the employee should not be taxable in the hands of the employee, provided such club membership would not be transferred in the name of employees after cessation of employee’s employment with AT&T. In the event of employee transferring the membership in his name, the initial fee amount will be added as perquisite value for income tax purposes.

Any recurring periodical fee paid to the club/reimbursed to the employee towards club membership shall be taxable as a perquisite in the hands of the employee.

[bookmark: _Toc208594147][bookmark: OLE_LINK1]2.11 Telephone and Broadband Reimbursement

An allowance of INR 1500 per month (INR 18,000 per annum) will be reimbursed to employees for Telephone and/or Broadband Reimbursement who opted the benefit as part of Flexible Salary. 

Please note the below while claiming the reimbursement: 

1. Connection in Employee's Name: The telephone or broadband connection must be registered in the name of the employee.
2. Submission of Bills: Employees need to submit detailed bills or invoices for the telephone and broadband services. These bills should clearly show the amount paid and the period covered.
3. No Dual Clams: Employees who are currently claiming COU (Company-Owned Unit) as part of official expense in OIE will not be entitled to declare this as a part of flexible salary. Claiming both the benefit will be considered as tax fraud leading to COBC violation and further disciplinary actions. Employees should ensure they are not claiming multiple reimbursements for the same expense.

3 [bookmark: _Toc208594148]    RETIREMENT BENEFITS

To provide for long term security of employees and fulfill mandatory requirements we provide the following benefits:


[bookmark: _Toc208594149]3.1 Provident Fund

Under the Employee Provident Fund Scheme 1952, an employee requires to make monthly contributions to the EPF.  Employee and employer contribution is based on current legislation rates and shall be deducted from your salary as stated in the EPF Act. AT&T’s contribution to the plan is 12% of an employee’s Basic Salary. Taxes will be applicable as per law. For more, see IHROneStop.

[bookmark: _Toc208594150]3.2 Voluntary Provident Fund (VPF)

All employees of AT&T in India are eligible to opt for VPF linked through their Employee Provident Fund account. There will be no matching contribution to VPF from the company. Employee can contribute maximum 88% of Basic Salary towards VPF. VPF opt in or opt out including modification of the amount can be done through the Declaration window in the Payroll Portal that will be open for employees twice a year (April and October). Withdrawal / transfer of VPF should be done along with EPF amount at the time of leaving the company. Taxes will be applicable as per law.


[bookmark: _Toc208594151]3.3 Gratuity

AT&T’s contribution to the plan is 4.81% of an employee’s Basic salary, as per Gratuity Act.
Please contact your local HRCM representative for information on this benefit.

[bookmark: _Toc208594152]3.4 National Pension System (NPS) 

NPS is a voluntary defined contribution-based pension scheme launched by Pension Fund Regulatory & Development Authority (PFRDA). AT&T is facilitating the ‘NPS Corporate Model’ wherein employees with age between 18 to 65 years have an option of contributing up to 10% of their Basic Salary to avail tax benefit. 

Employees can opt for NPS through the Flexible Salary declaration window on the Payroll vendor portal. Employees contributing to NPS will be eligible for tax exemption up to 10% of Basic Salary under section 80CCD (2) without any upper cap in terms of absolute value. This benefit is over and above the limit of 80CCE and 80CCD (1B). 

It is employee’s responsibility to read all scheme related documents carefully before investing into the scheme. As per PFRDA, corporate’s role is only to open the NPS account and permit the employee to make NPS contribution through Corporate model. Under no circumstances AT&T shall be responsible or liable for your investment and its growth. It is employee’s responsibility to make their own assessment and decide to invest in the scheme. AT&T neither encourages nor discourages employees to invest in NPS. The corporate merely facilitates voluntary NPS participation through corporate model.

For further details refer to NPS documents uploaded in IHROneStop. As this is government regulated scheme by PFRDA, you may also refer to their website for more details: http://pfrda.org.in/ 


4 [bookmark: _Toc208594153]INSURANCE COVER FOR EMPLOYEES & RELATED PROGRAMS

Definitions:

‘Family’ means spouse, upto 4 dependent children and dependent parents.

[bookmark: _Toc208594154]4.1 Group Mediclaim Insurance

Group Mediclaim Policy is a company funded family floater insurance policy with cover of ₹700,000 per annum per employee family for employee, spouse and children of which ₹500000 restricted for parents with a  co-pay of 10%. The benefit is provided by the insurer, in case of any medical exigency and subject to conditions provided in the Insurance Agreement between AT& T and the Insurer.

Renewal: Annual

Coverage: All employees and their dependents are provided coverage at the time of joining or as intimated later, in case there is a change in dependent status.

The employee should immediately inform the third party administrator with a copy to IndiaHR any update / change in their dependent family members. Reporting additions or deletions to the dependent list are the sole responsibility of the employee. Gaps in insurance coverage or inaccurate claims caused by incorrect reporting are subject to disciplinary action, up to and including dismissal.

New additions into the family, like spouse and newborn, or any deletions due to divorce, death or dependent status change are allowed during the year, within 45 days whereas dependents such as parents can only be added at the time of joining. 

The sum insured will be reviewed periodically. The current insurance is managed through a third-party administrator (TPA). The coverage extends to self, spouse, dependent parents and dependent children, up to 8 members in totality including the employee.


Benefits:
· Family floater with sum insured of ₹700,000 per annum per family (₹700,000 for employee, spouse and children, of which ₹500000 restricted for parents with a co-pay of 10%.).
· Coverage of pre-existing diseases.
· First year and 30 days exclusions waived off.
· Pre Existing diseases will be covered from day 1.
· Instant maternity benefits up to ₹75,000 without any waiting period for both normal and Caesarian Section delivery.
· Infertility Related Treatment: Surgical Infertility treatment including IVF covered up to the maternity limit. 
· Coverage of baby’s expense during maternity.
· New born baby is covered from Day 1. 
· Home care treatment in case of Covid positive/Influenza A-H3N2/Adenovirus cases up to a maximum of 50% of sum assured
· Dental & vision coverage up to 20,000 per family in aggregate in case of OPD. Else, these two are covered in case of accident and hospitalization.
· Five Maternity Complication’s cases of life threatening within family floater Sum Insured Limit (first user basis during the policy year).
· Ten External Congenital Disease (except cosmetic procedure/treatment) in case of life threatening under family floater Sum Insured Limit (first user basis during the policy year).
· Though no capping in the room rent but it is advisable to be conservative in spending on room rent. This would enable the insurance amount to be used more in ailment to treatment rather than administration charges.
· Pre- and post-natal expenses up to ₹5000 within the sublimit of maternity on in patient (IPD)/Outpatient (OPD) hospitalization.
· Well baby expenses covered within maternity limit only.
· Ambulance expenses up to ₹2,000 per event. 
· Day care procedures are covered.
· ARMD treatment (Injection Avastin & Lucentis) are covered up to Full sum insured. Injections for treatment allowed only are Avastin and Lucentis. Please note that ICL lenses and related treatments are not covered
· Oral chemotherapy covered up to 1000% of sum insured.	
· Biodegradable and drug eluting stents are covered up to Full sum insured (As per National Pharmaceutical Pricing Authority rates). 
· Adjuvant therapy, Hermatcyn injection, hormonal therapy and other advanced procedures are now enhanced to full sum insured.
· Puberty and Menopause related disorders are covered (Inpatient only)
· CAPD is covered
· Antibody Cocktail therapy for Covid 19 is covered
· Gender Reassignment Surgery covered up to the family sum insured limit
Please note that the policy will be applicable under the following circumstances:
· Expenses incurred for treatment within India only. 
· Minimum hospitalization of 24 hours.
· No OPD coverage except a few day care procedures, dental & vision up to 20,000 per family and Covid/Influenza A-H3N2/Adenovirus home care treatment up to 50% of sum assured. The details can be found as per the link below.
· Pre-hospitalization expenses covered for 60 day & Post hospitalization expenses covered for 90 days (except in Maternity).
· Dependent has to be enrolled within prescribed time limits to avail insurance. 

Voluntary Coverage: Vertical Top-up and Horizontal Insurance Cover available at group premium rates:
Horizontal coverage: 
· Option of including siblings/ parents-in-law at group rates, under the family floater sum insured sub limit of ₹7 lakhs and 5 lakhs respectively.
· 10% co-payment will apply on parental claims
Vertical Top up policy is not applicable for Parents-In-Law. However, if there is Parents-In-Law claim and eligible Base policy sum insured is exhausted, claim will be processed under the Top-up policy with the condition that sum insured will be restricted to INR 4 lacs in aggregate under Base and Top-up.
Voluntary Vertical Top Up: 
· Coverage for all dependents under base plan with options from ₹1,00,000 to ₹20,00,000 to choose from. 
· 10% co-payment will apply on parental claims.
· CI Buffer of INR 3 lacs and for specified 20 critical ailments will be extended to employees who have opted for Voluntary Covers.
· Premium for top-up coverage will be deducted from employee’s payroll.
· Employee may avail tax benefit on the premium paid for voluntary covers (Not applicable under new regime).

General Exclusions:
· Admissions for investigations or evaluation.
· Rest cure, debility, run down condition, congenital external disease.
· Related to alcohol or drug intake.
· Any procedure that could be done on OPD basis, except as specified.
· The cost of spectacles, contact lenses, hearing aids etc. 
· Any procedure for cosmetic purposes.
· Voluntary MTP, any treatment or investigations in line of infertility.

Please refer the link Employee Insurance for further details on the policy, voluntary top up options, benefits, process and exclusions.

Administration:

On the hospitalization / treatment being carried out, the employee (either for himself/herself or on behalf of his dependent covered) will make his claim to the Insurance Company through the TPA. The contact details of this service provider, updated list of partner hospitals, description of the value-added services provided by the insurer and the process for availing cashless/reimbursable Mediclaim facility is available at the current TPA website https://portal.medibuddy.in and also on 
 IHROneStop: India Employee Insurance Coverage.

The responsibility for processing all claims within the established sum insured will be entirely with the employee and he/she may seek help from the TPA on the same. The differential amount between the claim allowed by insurer and the expense incurred will be borne by the employee.

In case the employee or his covered dependent chooses to use the insurer empaneled hospital, all claims for hospitalization will directly be transacted between the hospital and the insurance company.

All employees and their dependents will be admitted only on the basis of TPA Card/Identity Card/Alternate Company Identification. In case of an emergency, the employee or his dependent will be admitted and his relationship with AT&T will be confirmed by the hospital with HRCM department within 24 hours. On admission, the employee may need to submit to the hospital, an undertaking to pay in full, the differential between the claim and the actual expense incurred, in the stipulated credit period allowed.

[bookmark: _Toc208594155]4.2 Group Personal Accident Policy (AD&D)

Eligibility			:	All Employees on regular payroll
Renewal			:	Annual
Sum Insured    :    	3 Times annual Base Salary subject to a minimum of ₹1,000,000 per employee. 

This insurance cover is only for employee and not his/her dependents. The insured persons in the said policy would be insured for the following benefits:
· Accidental Death
· Dismemberment or Permanent Total Disability.

Coverage is provided worldwide and on a 24-hour basis for personal injury or loss of life due solely to an accident on or off the job.  

Please refer “Employee Insurance” for more details.

[bookmark: _Toc208594156]4.3 Group Term Life Policy

This policy is applicable to all employees on Regular payroll as per terms and conditions of Policy Agreement between AT&T and the Insurance Company. As the name indicates, this policy covers the life of an employee. 

Eligibility			:	All Employees on regular payroll
Renewal			:	Annual
Sum Insured    :    	3 Times annual Base Salary subject to a minimum of ₹1,000,000 per employee.  Critical Illness Rider capped at ₹1,000,000 over & above Basic Life Cover as per Defined Critical Illness List.
Please refer “Employee Insurance” for more details. 



[bookmark: _Toc194085607][bookmark: _Toc208594157]4.4 Employee Integrated Health and Wellness 

AT&T employees can access a wide range of OPD services on the Zyla app, from Annual Health Checkup, doctor consultations, lab tests, medicines to dental and eye care, care programs, discounted gym memberships and ambulance on call — all delivered through a single platform with integrated & personalized care.

Zyla wallet for employees

Total OPD Wallet = INR 15,000
INR 6,500 is frozen for Annual Health Checkup
INR 500 is pre-deducted for ProCare
Usable OPD balance = Total INR 8,000 - as per the sublimit for each category

Benefits

Annual Health Checkup: Employees can avail a yearly health check up with the partnered hospitals/labs listed in the Zyla App. Please make sure the tests are completed within 31st Dec 2025. There will not be any reimbursements for the tests taken outside the partner hospitals/labs.

Unlimited Teleconsultations: Employees and eligible dependents have access to unlimited teleconsultations ranging from General Physician, Specialists, Nutritionists and Psychologists.

Procare Programs: Employees have free access to pro care programs like chronic care program, Lifestyle modification program and Maternity care program.

OPD programs: Employees will have access to the below OPD programs

	Service
	Limit
	Mode

	In-clinic doctor consultations
	INR 5,000
	Cashless

	Prescribed diagnostics
	INR 5,000
	Cashless

	Prescribed pharmacy
	INR 2,000
	Cashless

	Vaccinations
	INR 5,000
	Cashless

	Gym memberships
	INR 5,000
	Cashless

	Dental OPD (cleaning only)
	INR 5,000
	Cashless 

	Vision OPD (glasses & lenses, if prescribed)
	INR 5,000
	Cashless



For more details on this program, please refer to Employee Health and Wellness 

Connect to Zyla health 

	                 Escalation Matrix
	             Description

	Level 1 - Zyla App chat support
	24*7 Support on Zyla App - just ask on the chat

	Level 2 - Zyla email
	care@zyla.in

	Level 3 - Zyla WhatsApp (only chat support)
	+91-8595914765






[bookmark: _Toc208594158]4.5 Employee Assistance Program

Telus Health  offers professional and confidential counseling services to regular employees and their families (spouse and children) in India. 

· The services offered are: phone consultation, face to face consultation, manager helpline (Phone or Face to Face).

The EAP can provide help with any of the following issues:

· Counselling support for work, health and personal related issues
· 24/7 TELUS Health support
· Legal and Financial support
· Critical Incident and Trauma support 
· Telephone support for managers
· CareNow Modules- online resources for self-help
For more details on this program, please refer to Employee Assistance Program - iHR OneStop 
Connect to TELUS HEALTH 
· Support centers- 24/7 phone access
· Mobile app- TELUS Health one app
· Website- one.telushealth.com
User Id: ATTXXX (XXX denotes Universal Country Code)
Password : ATT






5 [bookmark: _Toc208594159]MISCELLANEOUS POLICIES AND PROGRAMS

[bookmark: _Toc208594160]5.1 Hardship Allowances – Shift/OT/Standby

Shift Allowance Policy – This policy compensates employees working in shifts (morning, afternoon or night), who observe permanent working hours which are outside the standard working hours of other non-shift employees, and who work in such shifts with or without following a rotating pattern. 

For details on this policy please refer:  India Shift Allowance Policy
 
Overtime Policy – This policy compensates employees for time worked in addition to the standard work schedule. 

For details on this policy please refer:  India Overtime Policy  

Standby Allowance Policy – This policy compensates employees for authorized Standby time during which an employee is assigned to be available for work outside normal working hours. An employee on standby must be reachable at all times during the standby period and must be prepared to go to office / customer premises or resolve issues remotely, as required. 

For details on this policy please refer:  India Standby Allowance Policy 





[bookmark: _Toc208594161]5.2 Transportation Expenditure

The company will provide to all employees, a reimbursement to assist them in meeting transportation expenditures in performance of their official duties. Reimbursement for transportation on official business activities will require supervisor approval.

Reimbursements will be at Rs. 17.00 per km for the use of a four-wheel vehicle (employee-owned/ company leased vehicle) and Rs.5.00 per km for the use of a two-wheel employee owned vehicle. Employees using public transportation will be reimbursed at actual costs. 

Employees can claim this reimbursement through vouchers by submitting below listed documents:

· Complete details of the journey to be submitted - purpose, date, mileage, to and fro destinations and expenditure incurred;
· Certification from the employee that the said expenditure was for official purpose;
· Confirmation & approval of such reimbursement from the supervisor, that such expenditure was incurred wholly and exclusively for the performance of official duties.

[bookmark: _Toc208594162]5.3 Communication Expenses

Internet
Employees will be eligible for internet reimbursement as per work requirement assessed by BU Level 3 or above.

 
Mobile phone subscription reimbursement 
The company shall reimburse official usage charges and proportionate subscription fee/service tax subject to documented BU approval from level 3 or above for work related mobile phone usage.




[bookmark: _Toc208594163]5.4 Long Service Award

· Upon completion of their fifth year of continuous uninterrupted service with the Company, and every five year multiple after that, employees on AT&T payroll will be awarded to recognize their loyalty and contribution to the Company.
· This will take the form of an award in kind with a value based on their tenure. Employees will be awarded with gifts worth:


	Years of Service
	India (INR)

	5 years
	8500

	10 years
	13500

	15 years
	23500

	20 years
	28500

	25 years
	33500

	30 years
	38500

	On Retirement 
	38500




· The award can be redeemed as points on LSA portal from variety of online vouchers along with a customized LSA gift box that contains a memento and certificate. To learn more about LSA platform offerings, refer to the guide updated in IHROneStop.

· For the purpose of calculating Years of Service for the Long Service Award, overall tenure of employee in AT&T (in India or other countries) will be considered, provided there is no break in employment. This does not in any way impact other benefits like Gratuity or confer on the employee any statutory rights regarding service continuity. 

· Tenure with prior employers can be recognized for this award if the previous service has been recognized by AT&T as part of the employment offer to the employee or in a broader agreement between AT&T and the previous employer. 

[bookmark: _Toc208594164]5.5 Business Travel & Insurance

Please refer to the AT&T Global Travel Expense Policy (GTEP)
http://travel.web.att.com/index.asp?Webpage=IN on the guidelines and established procedures on expenses in relation to business travel.

Employees will be covered by a Business Travel Sickness & Accident Plan when traveling on business outside their home country.  The plan covers any medical expenses directly on behalf of the employee while traveling on business and provide medical assistance including referrals to doctors or hospitals.

Business travelers are also covered by the UnitedHealthcare Global Business which provides additional travel assistance resources, Accident & Sickness Plan, which provides coverage for accidental death or dismemberment.

For full plan details, including terms and description of coverage identification cards and reimbursement claim forms, please refer website: 
http://travel.web.att.com/indexIN.asp

[bookmark: _Toc208594165]5.6 Winter Clothing Allowance

Employees who are travelling from India on business trips to cold countries, where the temperature is below 16OC during the business trip, may be eligible for a Winter Clothing Allowance subject to business unit approval (3rd level Director or skip manager, whichever is higher). The employee wishing to avail this allowance is required to obtain prior business approval as above, after which he/she may use corporate credit card for the purchase. Only designated winter clothing may be purchased with this allowance. The maximum allowance for reimbursement is $200 USD once every 3 years. This is not an entitlement or part of wages and is subject to approval by the business unit at their complete discretion. Global Benefits team may withdraw this allowance for India at any time, as it is at the complete discretion of the company


[bookmark: _Toc208594166]5.7 Tuition Assistance Policy

Our environment supports personal growth and continuous learning for all AT&T employees. AT&T encourages the self-development of employees who desire to broaden their knowledge, not only for their current role, but to enhance and develop their individual capabilities for increased levels of responsibility and future opportunities.

For more details, please refer to Tuition Assistance Policy (TAP)


Interpretation of Policy:
HRCM department will be the sole authority to interpret the contents of this policy. 


[bookmark: _Toc208594167]5.8 Car Parking

Eligibility for Allocation of Dedicated parking as part of Office space:

Available parking slots (if any) will be first allotted to employees with special needs. Thereafter, the Company shall endeavor to provide paid parking space to Functional/BU leaders (C band and above), based on availability of parking. If more than one employee in C band and above is eligible and adequate parking spaces are not available, grade, tenure in grade and tenure of employment in that order, will decide the allocation.  Additional parking space, if available may be used by rest of the employees as per the office location specific parking guidelines. Contact local CRE for further details on parking guidelines.


[bookmark: _Toc208594168]5.9 Spirit Team

Purpose:
· Build employee morale and enthusiasm for the Company.
· Support / tie-in with corporate / BU objectives.
· Promote cross BU corporate education and teamwork.
· Engage employees to work towards a sense of mission and teamwork.
· Communicate and inform employees on local, regional plans.
·  Have fun and memorable occasions together as a team. 

Methodology:

The Spirit Team is a team of employees who volunteer to manage the formal employee social and teaming events we plan in each location every year. A pre-determined budget for events will be allocated for their use. Responsibility for organization of recreational events will rest with the respective Spirit Team members. HRCM will assist as and where possible.

The nomination process will be managed by HRCM to secure the best possible representation of each major business unit.

Program Administration:

All spirit team events require prior approval from HR Director Spirit team from each location must submit estimated costs for each event to local HR and wait for HR Director approval before making financial commitments to event vendors. Overall responsibility of administration and management of this Policy rests with IHR.

[bookmark: _Toc208594169]5.10 Festive Gifts

All employees are eligible to receive a festive gift once per year. The number of eligible employees will be determined based on the employee count as of September 30th of the current year. Employees who join after this date will be eligible for the festive gift in the following year.

. 
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Female Employee-CLV Additional Undertaking Form.pdf


Date: 


Supervisor Name: 


Supervisor Designation: 


 


Sub: Undertaking Request for Company Leased Vehicle for shift working Female employee (Female) 


 


Dear “Manager Name” 


I “Employee Name (ATTUID)”, currently working in shift from “employee shift timings” in “BU Name” 


would like to avail Company Leased Vehicle (CLV) benefit and in this context, I understand and confirm 


that: 


I am fully aware of  the policy that it is mandatory for women employees to avail company arranged 


transportation to attend to shift work if the commute between office and residence is during 8:00 P.M to 


6:00 A.M time. Also, as per policy employees availing company arranged transportation should not avail 


CLV as it is either of the two to be availed to commute to work. 


As per my current business requirement, I am scheduled to work from “employee shift timings”. However, 


I am requesting for company leased vehicle, to comply with the policy and law. I have availed approvals 


from my manager (as attached) for my work schedule as below: 


1. I will start my shift work as assigned time from office.  


2. I will logout from office by 7:00 P.M on daily basis, complete my commute to home and re-login 


to work from home after 8:00 P.M every day, thereby ensuring continuity and completion of my 


daily work and deliverables as required by business. 


3. I will ensure to login and contribute minimum of total 8 productive hours per day, which is 


excluding any breaks and commute time between home and residence. 


I promise to comply with all the above and take full responsibility towards my work and deliverables and 


that there will not be any default on my deliverables due to this work arrangement. 


I assure non-usage of company provided transport from the start date of CLV lease period till lease closure 


date. 


In the event of any change in shift timings that extend beyond current shift timings or moving to a 


complete night shift, I will keep my supervisor & HR informed and would abide to proceed with standard 


procedures applicable for such situations including safety and security policies laid down by the company 


at all times. 


I am in agreement that breach of aforesaid  conditions laid out here and of any of the terms and conditions 


laid out as per AT&T policy, can lead to withdrawal of this CLV benefit. I am also in agreement that the  


company reserves the right to withdraw this benefit. 


In such situation, I agree to pre-foreclose CLV and settle all pending dues including taxes and perquisites 


as applicable as scheduled by company and its fleet and payroll vendors. 


Thanking You,         Supervisor Approval 


 


 


(Signature)        (Signature) 


“Employee Name (ATTUID)”      “Supervisor Name (ATTUID)”  
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FAQ_CLV


India Company Leased Vehicle (CLV) - FAQs 
 


The following FAQs apply to all India employees in the grades of I05 (Specialist and 


above roles) and above job levels.   Employees must first review Sect ion 2.1 of  the 


Compensation & Benefits India Handbook  
 


 


 


FAQs 
 


  


1. Why is my CLV entitlement not mentioned in my employment contract but is 
mentioned in my Total Rewards Statement? 
 
CLV is not an entitlement, therefore it will not be reflected in employment contract / offer 
letter.   However, company does incur a cost to provide this benefit, therefore it will be 
shown in the Total Rewards statement.   CLV eligibility is subject to various conditions 
which are listed in the Compensation and Benefits Handbook for India, besides BU 
budget support (BU may decline / defer approval for the CLV request as per its 
prevailing BU budget affordability).  
 


 
 


2. Why should I get my CLV approved by HR  and BU? 
 
CLV applications come to HR for eligibility check and for ensuring appropriate 
documentation. CLV approval is by BU reporting chain, as several expenses  – Life Tax 
/ Road Tax, registration and standard insurance are funded by AT&T and impact BU 
budget 


 


 
 


3. I have already completed my first CLV tenure and is on extended CLV mode.   
When can I apply for new CLV 
 
After you have completed your CLV tenure, please ensure to complete necessary 
formalities with lease company and obtain NOC and thereafter proceed for RC transfer 
either to self / family / third party.    Once the CLV RC is changed from AT&T to the new 
party name, then you are free to apply for new CLV in consultation with your BU. 


 


 


 


4. Why women employees working in the night / morning shifts are not entitled for 
CLV? 
 
As per the labour laws in India, information technology companies like ours are allowed 


to deploy women workers in the night shift (hours are specified differently in different 



https://hronestop.intl.att.com/page/20280





states, typically 8pm to 6am) only if the employer is providing transport and security for 


the commute during the night time. Our CLV policy is structured with tax benefits which 


are assuming that the employee is using the car for both official and personal use. 


Therefore, CLV users cannot use company transport and CLV eligibility may vary for 


women employees to avoid labour law / tax compliance violations.  


 


 


5. Can I use CLV for my personal trips? 
 
Yes, CLV can be used for both personal and official use. 


 


 


6. Will I be able to foreclose CLV in the middle of my lease period? 
 
An employee can choose a lease period of 3, 4 or 5 years of lease period, while 


purchasing a new CLV.   Once the CLV is availed, change of lease period or closing the 


CLV in the middle of the lease period is not possible.   Employees are allowed to 


foreclose the CLV only on completion of the lease period, exit from AT&T employment, 


retirement or transfer to another company as part of mergers and acquisitions.  


 


 


7. If an employee is having to leave AT&T employment due to company initiated 
reasons like surplus activity or mergers and acquisitions, will AT&T bear the 
Goods and Services Tax (GST) charges for foreclosure? What options are 
available for the employee with regard to CLV in such situations?  
 
CLV is not a part of the entitlement of an employee. Employee opts for the CLV hoping 


to gain tax efficiency and savings from the CLV. Therefore employee is required to 


consider the potential cost due to foreclosure on exit from employment, for any reason 


whatsoever. GST is applicable on the outstanding principal amount at the time of 


foreclosure. Employee will have to pay the outstanding principal amount and GST on it 


as foreclosure charges. The options available to an employee for foreclosing CLV are: 
 


- Request HR in writing to adjust the foreclosure value from full and final dues. In such 
cases, AT&T pays the foreclosure charges and deducts the amount from full and 
final settlement dues of the employee like gratuity, leave encashment, etc. This 
option is subject to availability of adequate dues to employee in the full and final 
settlement.   


- Transfer the CLV to a colleague who is otherwise eligible for CLV and willing to pay 
the remaining lease EMIs.  In such cases, please reach out to HR and Fleet 
Management for guidance. For this option, CLV user is responsible to find an eligible 
colleague and negotiate terms of transfer.   


- Transfer the CLV to a used car dealership like Cars 24, Maruti True Vale, OLX, 
Spinny etc.  Use the amount received to foreclose the CLV. There is usually a 60-90 







days gap between receipt of the sale value and the registration of the car to the 
buyer, during which foreclosure payments can be made. CLV user may have to pay 
the foreclosure amount in order to receive NOC prior to transferring car to the used 
car dealership.  


- Employee may reach out to the CLV lease company and explore possibility of 
foreclosing CLV and converting the lease into a personal auto loan.  


- Pay the foreclosure amount including GST and request car transfer to self / nominee.  


 


 


8. Can I use my CLV for claiming LTA? 
 
Yes, in complying with LTA rules. 


In case you have used CLV for LTA purpose, please ensure that the expenses 
incurred on driver & fuel charges towards LTA trip are only claimed under ‘LTA’ and 
the same cannot be again claimed under ‘car running charges’ and ‘driver salary’, to 
avoid tax fraud. 


In case you need more details on the LTA process / associated tax related 
information, request you raise a ticket with TMF. 


 


 


 


9. Can my BU or HR reject the CLV? 
 
Yes, approving CLV is completely at the discretion of the BU.   BU can choose to 


approve the CLV or defer the approval to a later date as per BU budget and other 


considerations. 


 


Similarly HR approval is subject to meeting the eligibility criteria – probation 


confirmation, grade eligibility, CLV eligibility limit, performance rating,  HR records 


check, RC transfer status of previous CLV (if any), not being on notice period, not being 


in scope for merger and acquisition transfer / surplus action, etc. CLV request could be 


denied for not meeting any of the eligibility criteria; the specific reason may or may not 


be informed by HR depending on the case, situation and confidentiality requirements.  


 


 


10. Till how many years I can keep my CLV in extended CLV mode. 
 


Once employee completes the CLV lease period and completes the necessary 


formalities with the lease vendor, he can choose to keep the CLV in extended lease 


mode up to 15 years, including the lease period. 







 


 


11. What are the advantages of extended CLV lease? 
 
During the extended lease period of CLV, employee can continue to claim car running 


expenses and chauffer wages as per the CLV user limits.   In addition, AT&T will 


continue to fund for the standard insurance premium cost. 


 


 


12. If I choose to leave AT&T during my lease period, will the road tax, registration 
and insurance premium paid by AT&T will be clawed back? 
 


No, AT&T does not exercise claw back option for the initial CLV one time cost funded 


by BUs for exiting employees.  


 


13. Has the CLV benefit been stopped?  
 
No, the CLV benefit has not been ‘stopped’. Neither is there a change in the India CLV 
Policy. We are working to bring in a new vendor who will be able to meet our security 
standards. Therefore, there is no stoppage, just a pause and the new vendor is likely 
to be available shortly.  
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UNDERTAKING 


 
This is in furtherance to my request for being provided a vehicle by 


(Company). I, 
 


 , son/daughter of 
 , resident of   
 , an employee of  , working as 
 , clearly understand that the Company has agreed to provide me with a 
vehicle under the conditions mentioned in the Company Leased Vehicle policy and this 
undertaking. I undertake that I have voluntarily opted to avail of the Company Leased Vehicle, on 
an ‘as is where is’ basis from the car dealer, along with the factory fitted accessories. 


I undertake and confirm that: 


I have opted for the initial lease period of __________ years, I undertake that I will inform Fleet 
Management and HR of the Company as and when I take the physical possession of the vehicle 
from the dealer. If for any reason I do not inform the company of the delivery of the vehicle I would 
be responsible for the consequences. I hereby state that the vehicle would be duly checked before 
taking delivery and I will ensure that it is in perfect running condition before taking delivery from the 
car dealer, and the company is in no way responsible for it. 


 
I understand that the vehicle is being provided to me by the Company in the course of my 
employment with the Company and I hereby undertake that I shall be using this vehicle for official 
and my own personal purposes only and shall not be using it for any other commercial or business 
use not related to the Company or approved by it. 


The Vehicle at all times will be driven by a qualified and licensed driver holding a valid driver’s 
license. 


 
I undertake to report all accidents to the Company within 24 hours of the occurrence. 


I and/or the driver of the Vehicle shall at all times comply with the Motor Vehicle Act, 1989 and the 
rules and regulations made there under including without limitation compliance with prescriptions in 
relation to drunken driving. 


 
I undertake that Vehicle tools and spare will always be maintained in a serviceable condition and 
may not be removed from the Vehicle or be used for other purposes. 


I further state that I will be solely responsible for the vehicle’s running, maintenance, safe custody 
and all liabilities under applicable law related to traffic, police or court proceedings, driving, traffic 
violations, pollution control, taxes, fines, accidents and other related issues, once I have taken 
possession of the vehicle directly from the car dealer and any loss on account of under/no 
insurance coverage will be my responsibility. In the event of any damage/theft of the vehicle and 
subsequent insurance claim, any shortfall in the insurance claim against the value of the 
vehicle/repairs shall be my responsibility and shall be borne by me. 


 
I also undertake to indemnify the Company for any third party liabilities arising on the Company 
arising from or on account of my possession and use of the Vehicle for any reason whatsoever in 
future and authorize the Company to withhold my dues on any account till the time the liability is 
discharged to the satisfaction of the Company and the third party. 


In the event of voluntary relocation to another location in India including movements resulting from 
my applying for positions in other locations, I would bear all the expenses for moving the car as 
well as re-registration in the new location. 


 
 
 


 
Signature   







In the event of a change in my employment from the AT&T employer entity (Company) to another 
legal entity, AT&T or other (“Other Entity”), I shall forthwith execute all required documents and 
undertake activities required from me as per the policy and process of the Company and Other 
Entity for the novation and transfer of the lease of the CLV from the Company to the Other 
Company. All expenses of such novation and transfer shall be borne by me for transfers initiated or 
requested by me and by the Other Entity if the transfer is initiated by Company / Other Entity. 


 
In case of separation from the Company (due to any reason whatsoever), I undertake to foreclose 
the Car Lease Account with the lease company by paying the balance payments and any 
applicable taxes on this amount, obtain their No Objection Certificate (NOC) which I will provide to 
HR. I agree that my outstanding dues from the company will be settled only after the NOC is 
provided and that the company is not liable for delay in settlement of my dues if there is any delay 
in providing the NOC. I understand and agree that if I do not obtain the NOC within a period of one 
month from the exit, company has the right to recover the foreclosure amount from my ‘full and 
final’ settlements with the company. 


As part of the Company’s vehicle lease, where the Company has the right to withdraw the scheme, 
I undertake to handover the peaceful possession of the vehicle in a proper functional condition with 
all the factory fitted accessories and stereo intact to the duly authorized person /employee / officer 
of the Company, as and when it is decided by the Company to do so. 


 
I undertake to abide by any changes made to the Company Leased Vehicle Policy from time to 
time. 


 
 
 
Signature   


 


Name   


 


Employee ID  


Address  
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UNDERTAKING 
 


This   is   in   furtherance   to   my   request   for   being   provided   a   vehicle   by 
  (Your Respective Company/Entity Name). 
I,   , daughter of 
  ,   resident   of   (full   current   residential 
address)    , an employee of (Your Respective 
Entity)   , working as    (Current Designation 
as per Webphone), clearly understand that the Company has agreed to provide me with a vehicle under 
the conditions mentioned in the Company Leased Vehicle policy and this undertaking. I undertake that I 
have voluntarily opted to avail of the Company Leased Vehicle, on an ‘as is where is’ basis from the car 
dealer, along with the factory fitted accessories. 


 
I undertake and confirm that: 


 
I have opted for the initial lease period of __________ years, I undertake that I will inform Fleet 
Management and HR of the Company as and when I take the physical possession of the vehicle from the 
dealer. If for any reason I do not inform the company of the delivery of the vehicle I would be responsible 
for the consequences. I hereby state that the vehicle would be duly checked before taking delivery and I 
will ensure that it is in perfect running condition before taking delivery from the car dealer, and the 
company is in no way responsible for it. 


 
I understand that the vehicle is being provided to me by the Company in the course of my employment 
with the Company and I hereby undertake that I shall be using this vehicle for official and my own 
personal purposes only and shall not be using it for any other commercial or business use not related to 
the Company or approved by it. 


In the event I am deployed to work in night shift, it would be mandatory for me to avail company provided 
transport for the two way commute to office and I will no longer be eligible for the company leased 
vehicle. On such deployment for working in night shift, I undertake to foreclose the lease on this vehicle 
and pay the balance outstanding if any towards foreclosure including any applicable taxes, before moving 
into night shift work. I will take responsibility to inform both HR and Fleet functions in such situation 
before moving into night shift. I understand that company has provided me with this vehicle subject to this 
specific condition. 


The Vehicle at all times will be driven by a qualified and licensed driver holding a valid driver’s license. 


I undertake to report all accidents to the Company within 24 hours of the occurrence. 


I and/or the driver of the Vehicle shall at all times comply with the Motor Vehicle Act, 1989 and the rules 
and regulations made there under including without limitation compliance with prescriptions in relation to 
drunken driving. 


I undertake that Vehicle tools and spare will always be maintained in a serviceable condition and may not 
be removed from the Vehicle or be used for other purposes. 


2 


I further state that I will be solely responsible for the vehicle’s running, maintenance, safe custody and all 
liabilities under applicable law related to traffic, police or court proceedings, driving, traffic violations, 
pollution control, taxes, fines, accidents and other related issues, once I have taken possession of the 
vehicle directly from the car dealer and any loss on account of under/no insurance coverage will be my 
responsibility. In the event of any damage/theft of the vehicle and subsequent insurance claim, any 
shortfall in the insurance claim against the value of the vehicle/repairs shall be my responsibility and shall 
be borne by me. 


 
I also undertake to imdemnify the Company for any third party liabilities arising on the Company arising 
from or on account of my possession and use of the Vehicle for any reason whatsoever in future and 
authorize the Company to withhold my dues on any account till the time the liability is discharged to the 
satisfaction of the Company and the third party. 


 
 
 


Signature   







In the event of voluntary relocation to another location in India including movements resulting from my 
applying for positions in other locations, I would bear all the expenses for moving the car as well as re- 
registration in the new location. 


 
In the event of a change in my employment from the AT&T employer entity (Company) to another legal 
entity, AT&T or other (“Other Entity”), I shall forthwith execute all required documents and undertake 
activities required from me as per the policy and process of the Company and Other Entity for the 
novation and transfer of the lease of the CLV from the Company to the Other Company. All expenses of 
such novation and transfer shall be borne by me for transfers initiated or requested by me and by the 
Other Entity if the transfer is initiated by Company / Other Entity. 


 
In case of separation from the Company (due to any reason whatsoever), I undertake to foreclose the Car 
Lease Account with the lease company by paying the balance payments and any applicable taxes on this 
amount, obtain their No Objection Certificate (NOC) which I will provide to HR. I agree that my 
outstanding dues from the company will be settled only after the NOC is provided and that the company is 
not liable for delay in settlement of my dues if there is any delay in providing the NOC. I understand and 
agree that if I do not obtain the NOC within a period of one month from the exit, company has the right to 
recover the foreclosure amount from my ‘full and final’ settlements with the company. 


As part of the Company’s vehicle lease, where the Company has the right to withdraw the scheme, I 
undertake to handover the peaceful possession of the vehicle in a proper functional condition with all the 
factory fitted accessories and stereo intact to the duly authorized person /employee / officer of the 
Company, as and when it is decided by the Company to do so. 


 
I undertake to abide by any changes made to the Company Leased Vehicle Policy from time to time. 


 
Signature :   


 
Name :   


Employee ID :  
 


Address :  


 







Please fill the Supplement Conditions in case of Electric/Hybrid Vehicle. 
 


 
SUPPLEMENTAL CONDITIONS – ELECTRIC/HYBRID VEHICLES 


 
These “Supplemental Conditions – Electric Vehicles” (“Conditions”) apply to all employees who opt to lease 
a semi-electric or a fully electric vehicle (“EV”) in AT&T’s company leased vehicle (CLV) scheme (“Scheme”). 
The Conditions are in addition to any other terms and conditions that otherwise apply to employee 
participation in the Scheme, such as the relevant AT&T company car policy (as updated from time to time by 
AT&T) and employee undertakings provided to AT&T by the employee while requesting for CLV. 


 
I have opted for a EV / electric hybrid car as CLV. In consideration of AT&T approving my request, I hereby 
affirm as follows: 


1. I acknowledge that I have independently assessed the advantages and disadvantages (financial and 


otherwise) of my opting for an EV in the Scheme, and for the particular make and model I have selected. 


I have obtained independent advice as I considered appropriate and thereafter decided to lease this 


particular make and model of EV, exercising my own judgement. I hereby undertake to indemnify AT&T, 


its Directors, personnel and representatives of any responsibility in the event of any accident with the 


requested CLV, including but not limited to battery / electric fires, injury or death of passengers or third 


parties due to such accidents. 


2. I undertake to use, including charge, the EV strictly in accordance with the EV manufacturer’s manual. In 


particular, without limitation: 


- I will exercise all due care and diligence in charging the EV and accept that, to the maximum extent 


permitted by law, I will be responsible for any loss or damage caused as a result of or relating to my / 


my driver’s charging of the EV. 


- I will only use the EV’s manufacturer’s charging cable supplied with the EV. 


- If a charging cable is not so supplied, I will only use such charging cable(s) as is approved by the EV’s 


manufacturer for use with the EV. 


- I will use the relevant charging cable strictly in accordance with its purpose and instructions. 


- I will not use any extension leads (e.g., domestic multi-socket) to charge the EV. 
 


3. I understand and agree that keeping the EV duly charged, and all costs of or related to charging, is my 


sole responsibility. 


- AT&T will not bear any expenses for charging or maintenance of the car. I agree that, reimbursement 
of EV charging will only be through my Flex Allowances component of payroll. 


- If the relevant EV lease provider provides me a charge card for charging the EV, I must use such card 


in accordance with the EV lease provider’s instructions. AT&T is not responsible for reimbursing me for 


any charges incurred under such charge card. 


- AT&T makes no representation regarding availability or accessibility of charging points, at AT&T 


premises or otherwise. I will use the EV charging point(s) provided by the tech parks which house 


AT&T offices, or other public facilities, at my cost. 


 
 
 
 
 
 
 


 
Signature   







 


 
4. Installing a home charging unit/station (“unit”) is at my sole decision and responsibility. If I decide to 


install a home charging unit/station: 


- I will be responsible for selecting and installing a unit that complies with the EV’s manufacturer’s 
manual. 


- I agree it is my responsibility, at my own cost to: 


o provide a dedicated location and space for the unit; 


o secure all necessary approvals to install and maintain the unit; 


o carry out all necessary preparatory work (including any electrical work) for installation of the unit; 


o install the unit using only suitably qualified and experienced installers; and 


o maintain in full force and effect, with financially sound and reputable insurers, appropriate 
insurance coverage for the unit. 


 


 
- I will use the unit strictly in accordance with the EV’s manufacturer’s manual and the instructions for the 


unit. 


 
5. I have read, understood and agree to abide with all the provisions of AT&T’s CLV policy and the 


undertakings provided by me. 


 
Name & ATTUID:   


Date & Place :   


Signature :   
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UNDERTAKING   
 
 
This is in furtherance to my request for being provided a vehicle by 
__________________________________________________ (Company). I, 
___________________________________________, son/daughter of 
__________________________________, resident of ____________________ 
_____________________, an employee of _____________________________, working as 
_____________________, clearly understand that the Company has agreed to provide me with a 
vehicle under the conditions mentioned in the Company Leased Vehicle policy and this 
undertaking. I undertake that I have voluntarily opted to avail of the Company Leased Vehicle, on 
an ‘as is where is’ basis from the car dealer, along with the factory fitted accessories.  
 
I undertake and confirm that: 
 
I undertake that I will inform Fleet Management and HR of the Company as and when I take the 
physical possession of the vehicle from the dealer. If for any reason I do not inform the company of 
the delivery of the vehicle I would be responsible for the consequences. I hereby state that the 
vehicle would be duly checked before taking delivery and I will ensure that it is in perfect running 
condition before taking delivery from the car dealer, and the company is in no way responsible for 
it.  
 
I understand that the vehicle is being provided to me by the Company in the course of my 
employment with the Company and I hereby undertake that I shall be using this vehicle for official 
and my own personal purposes only and shall not be using it for any other commercial or business 
use not related to the Company or approved by it. 
 
The Vehicle at all times will be driven by a qualified and licensed driver holding a valid driver’s 
license. 
 
I undertake to report all accidents to the Company within 24 hours of the occurrence. 
 
I and/or the driver of the Vehicle shall at all times comply with the Motor Vehicle Act, 1989 and the 
rules and regulations made there under including without limitation compliance with prescriptions in 
relation to drunken driving. 
  
I undertake that Vehicle tools and spare will always be maintained in a serviceable condition and 
may not be removed from the Vehicle or be used for other purposes. 
 
I further state that I will be solely responsible for the vehicle’s running, maintenance, safe custody 
and all liabilities under applicable law related to traffic, police or court proceedings, driving, traffic 
violations, pollution control, taxes, fines, accidents and other related issues, once I have taken 
possession of the vehicle directly from the car dealer and any loss on account of under/no 
insurance coverage will be my responsibility. In the event of any damage/theft of the vehicle and 
subsequent insurance claim, any shortfall in the insurance claim against the value of the 
vehicle/repairs shall be my responsibility and shall be borne by me. 
 
I also undertake to indemnify the Company for any third party liabilities arising on the Company 
arising from or on account of my possession and use of the Vehicle for any reason whatsoever in 
future and authorize the Company to withhold my dues on any account till the time the liability is 
discharged to the satisfaction of the Company and the third party. 
 
In the event of voluntary relocation to another location in India including movements resulting from 
my applying for positions in other locations, I would bear all the expenses for moving the car as 
well as re-registration in the new location.  
 
 
 
 
 
Signature _______________________________ 
 
 
 







 
 
 
 
 
In the event of a change in my employment from the AT&T employer entity (Company) to another 
legal entity, AT&T or other (“Other Entity”), I shall forthwith execute all required documents and 
undertake activities required from me as per the policy and process of the Company and Other 
Entity for the novation and transfer of the lease of the CLV from the Company to the Other 
Company. All expenses of such novation and transfer shall be borne by me for transfers initiated or 
requested by me and by the Other Entity if the transfer is initiated by Company / Other Entity.   
 
In case of separation from the Company (due to any reason whatsoever), I undertake to foreclose 
the Car Lease Account with the lease company by paying the balance payments and any 
applicable taxes on this amount, obtain their No Objection Certificate (NOC) which I will provide to 
HR. I agree that my outstanding dues from the company will be settled only after the NOC is 
provided and that the company is not liable for delay in settlement of my dues if there is any delay 
in providing the NOC. I understand and agree that if I do not obtain the NOC within a period of one 
month from the exit, company has the right to recover the foreclosure amount from my ‘full and 
final’ settlements with the company.  
 
As part of the Company’s vehicle lease, where the Company has the right to withdraw the scheme, 
I undertake to handover the peaceful possession of the vehicle in a proper functional condition with 
all the factory fitted accessories and stereo intact to the duly authorized person /employee / officer 
of the Company, as and when it is decided by the Company to do so. 
 
I undertake to abide by any changes made to the Company Leased Vehicle Policy from time to 
time. 
 
 
 
Signature _______________________________ 
 
Name __________________________________ 
 
Employee ID_____________________________ 
 
Address_________________________________  


  







 


 


Please fill the Supplement Conditions in case of Electric/Hybrid Vehicle. 


 


 


SUPPLEMENTAL CONDITIONS – ELECTRIC/HYBRID VEHICLES   


 
These “Supplemental Conditions – Electric Vehicles” (“Conditions”) apply to all employees who opt to lease 
a semi-electric or a fully electric vehicle (“EV”) in AT&T’s company leased vehicle (CLV) scheme (“Scheme”).  
The Conditions are in addition to any other terms and conditions that otherwise apply to employee 
participation in the Scheme, such as the relevant AT&T company car policy (as updated from time to time by 
AT&T) and employee undertakings provided to AT&T by the employee while requesting for CLV.   
  


I  have opted for a EV / electric hybrid car as CLV.  In consideration of AT&T approving my request, I hereby 
affirm as follows:   
 
1. I acknowledge that I  have independently assessed the advantages and disadvantages (financial and 


otherwise) of my  opting for an EV in the Scheme, and for the particular make and model I  have selected.  


I have obtained  independent advice as I considered  appropriate and thereafter decided to lease this  


particular make and model of EV, exercising my own judgement. I hereby undertake to indemnify AT&T, 


its Directors, personnel and representatives of any responsibility in the event of any accident with the 


requested CLV, including but not limited to battery / electric fires, injury or death of passengers or third 


parties due to such accidents.  


 
2. I undertake to  use, including charge, the EV strictly in accordance with the EV manufacturer’s manual.  In 


particular, without limitation: 


- I  will exercise all due care and diligence in charging the EV and accept that, to the maximum extent 


permitted by law, I will be  responsible for any loss or damage caused as a result of or relating to my / 


my driver’s charging of the EV.  


- I  will only use the EV’s manufacturer’s charging cable supplied with the EV.   


- If a charging cable is not so supplied, I will only use such charging cable(s) as is approved by the EV’s 


manufacturer for use with the EV.   


- I will use the relevant charging cable strictly in accordance with its purpose and instructions. 


- I will not use any extension leads (e.g., domestic multi-socket) to charge the EV. 


 
3. I understand and agree that keeping the EV duly charged, and all costs of or related to charging, is my 


sole responsibility.   


- AT&T will not bear any expenses for charging or maintenance of the car.  I agree that, reimbursement 


of EV charging will only be through my Flex Allowances component of payroll.  


- If the relevant EV lease provider provides me a charge card for charging the EV, I must use such card 


in accordance with the EV lease provider’s instructions.  AT&T is not responsible for reimbursing me for 


any charges incurred under such charge card. 


- AT&T makes no representation regarding availability or accessibility of charging points, at AT&T 


premises or otherwise. I will use the EV charging point(s) provided by the tech parks which house 


AT&T offices, or other public facilities, at my cost.  


 


 


 


 


 


 


 


 


 


         Signature _______________________________ 
 


 


 







 


 


 


 


 


 


 


 


 


 


4. Installing a home charging unit/station (“unit”) is at my sole decision and responsibility.  If I decide to 


install a home charging unit/station: 


- I will be responsible for selecting and installing a unit that complies with the EV’s manufacturer’s 


manual.   


- I agree it is my responsibility, at my own cost to: 


o provide a dedicated location and space for the unit; 


o secure all necessary approvals to install and maintain the unit; 


o carry out all necessary preparatory work (including any electrical work) for installation of the unit; 


o install the unit using only suitably qualified and experienced installers; and 


o maintain in full force and effect, with financially sound and reputable insurers, appropriate 


insurance coverage for the unit. 


- I will use the unit strictly in accordance with the EV’s manufacturer’s manual and the instructions for the 


unit. 


 


 


5. I have read, understood and agree to abide with all the provisions of AT&T’s CLV policy and the 


undertakings provided by me.   


 
 
 
 
Name & ATTUID:   


Date & Place:  


Signature: 
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Employee Name : ________________________________________________ 


Address     : ________________________________________________ 


                               ________________________________________________ 


 
Date : _____________________________ 


Place  : _____________________________ 


 


To, 


AT&T (Full entity name) : ____________________________________________________________ 


Office Address    : ____________________________________________________________ 


       ____________________________________________________________ 


 


UNDERTAKING   
I, ___________________________________________, son/daughter of 
__________________________________, resident of ____________________ 
_______________________________, an employee of 
_____________________________, working as _____________________, have been 
provided a vehicle, being [ give details], (hereinafter the “Vehicle”)] under the conditions 
mentioned in the Company Leased Vehicle Policy.  
 
The Vehicle has an initial lease period of ______ months, which ends on 
_______________. I understand that upon expiry of the initial lease period, the 
Company may extend its ownership of the Vehicle, subject to my complying with the 
terms and conditions of the Company Leased Vehicle Policy relating to such extended 
ownership of the vehicle by the Company.  
 
I hereby undertake and agree to comply with the terms and conditions of the Company 
Leased Vehicle Policy relating to the extended ownership of the vehicle by the Company. 
 
I undertake and confirm that: 
 
i) I shall use the Vehicle during the extended ownership of the vehicle by the 


Company only for official and personal use and shall not use it for any commercial 
or business use, which is not related to the Company or approved by it.  


ii) While the Vehicle is in my possession and use during the extended ownership of 
the vehicle by the Company, I agree to be responsible and liable for its 
maintenance and operation, and all liabilities under applicable law related to 
driving, use and running of motor vehicles, including traffic and other violations, 
road mishaps and accidents and all sort of proceedings, including without 
limitation notices (challans) from authorities such as the traffic department, police 
and courts of law. 


 
 
 
 


Signature : _______________________________ 







 
 
iii) I undertake and agree to bear the expenses or loss arising from or on account of 


under/no insurance cover relating to the Vehicle. In the event of any damage/theft 
of the Vehicle, I accept the responsibility and agree to pay any shortfall in 
insurance cover/value against the actual cost of repairs or loss of value, as the 
case may be.  


 
 
iv)  I also undertake to indemnify the Company from and against any third party 


liabilities on the Company arising from or on account of my possession and use of 
the Vehicle during the extended ownership of the vehicle by the Company.  


 
v) In the event of voluntary relocation to another location in India including 


movements resulting from my applying for positions in other locations, I shall bear 
all the expenses relating to the relocation/moving of the vehicle, including its re-
registration to/at the new location.  
 


vi) I understand that in case of the termination of my employment with the Company 
for any reason whatsoever, the extended ownership of the vehicle by the 
Company shall terminate as on the last date of my employment with the 
Company. Upon such an event, I undertake to forthwith complete all paperwork, 
requirements and formalities relating to the termination of the extended ownership 
of the vehicle by the Company, including the foreclosure of the Car Lease 
Account with the lease company, obtaining it’s No Objection Certificate (NOC), 
settling with the Company and other entities to which any outstanding amounts 
are due and owing in relation to the Vehicle, if and as applicable, failing which, I 
understand and agree that in the event I fail to complete the exit formalities 
relating to the end of the extended lease, then the Company will have the right to 
recover the lawful due amounts from my full and final settlement with the 
Company. 
 


vii) I understand that while still continuing in my employment with the Company, I may 
at my sole option voluntarily opt out of this scheme at any time during the 
extended ownership of the vehicle by the Company, subject to my complying with 
the requirement specified in vi) above and reimbursing to the Company pro-rated 
insurance premium paid by the Company for the unutilized period of the insurance 
cover. 
 


 
Signature : _______________________________ 


Name  : _______________________________ 


Employee ID : _______________________________ 


Address : _______________________________  






FAQ_CLV


India Company Leased Vehicle (CLV) - FAQs 
 


The following FAQs apply to all India employees in the grades of I05 (Specialist and 


above roles) and above job levels.   Employees must first review Sect ion 2.1 of  the 


Compensation & Benefits India Handbook  
 


 


 


FAQs 
 


  


1. Why is my CLV entitlement not mentioned in my employment contract but is 
mentioned in my Total Rewards Statement? 
 
CLV is not an entitlement, therefore it will not be reflected in employment contract / offer 
letter.   However, company does incur a cost to provide this benefit, therefore it will be 
shown in the Total Rewards statement.   CLV eligibility is subject to various conditions 
which are listed in the Compensation and Benefits Handbook for India, besides BU 
budget support (BU may decline / defer approval for the CLV request as per its 
prevailing BU budget affordability).  
 


 
 


2. Why should I get my CLV approved by HR  and BU? 
 
CLV applications come to HR for eligibility check and for ensuring appropriate 
documentation. CLV approval is by BU reporting chain, as several expenses  – Life Tax 
/ Road Tax, registration and standard insurance are funded by AT&T and impact BU 
budget 


 


 
 


3. I have already completed my first CLV tenure and is on extended CLV mode.   
When can I apply for new CLV 
 
After you have completed your CLV tenure, please ensure to complete necessary 
formalities with lease company and obtain NOC and thereafter proceed for RC transfer 
either to self / family / third party.    Once the CLV RC is changed from AT&T to the new 
party name, then you are free to apply for new CLV in consultation with your BU. 


 


 


 


4. Why women employees working in the night / morning shifts are not entitled for 
CLV? 
 
As per the labour laws in India, information technology companies like ours are allowed 


to deploy women workers in the night shift (hours are specified differently in different 



https://hronestop.intl.att.com/page/20280





states, typically 8pm to 6am) only if the employer is providing transport and security for 


the commute during the night time. Our CLV policy is structured with tax benefits which 


are assuming that the employee is using the car for both official and personal use. 


Therefore, CLV users cannot use company transport and CLV eligibility may vary for 


women employees to avoid labour law / tax compliance violations.  


 


 


5. Can I use CLV for my personal trips? 
 
Yes, CLV can be used for both personal and official use. 


 


 


6. Will I be able to foreclose CLV in the middle of my lease period? 
 
An employee can choose a lease period of 3, 4 or 5 years of lease period, while 


purchasing a new CLV.   Once the CLV is availed, change of lease period or closing the 


CLV in the middle of the lease period is not possible.   Employees are allowed to 


foreclose the CLV only on completion of the lease period, exit from AT&T employment, 


retirement or transfer to another company as part of mergers and acquisitions.  


 


 


7. If an employee is having to leave AT&T employment due to company initiated 
reasons like surplus activity or mergers and acquisitions, will AT&T bear the 
Goods and Services Tax (GST) charges for foreclosure? What options are 
available for the employee with regard to CLV in such situations?  
 
CLV is not a part of the entitlement of an employee. Employee opts for the CLV hoping 


to gain tax efficiency and savings from the CLV. Therefore employee is required to 


consider the potential cost due to foreclosure on exit from employment, for any reason 


whatsoever. GST is applicable on the outstanding principal amount at the time of 


foreclosure. Employee will have to pay the outstanding principal amount and GST on it 


as foreclosure charges. The options available to an employee for foreclosing CLV are: 
 


- Request HR in writing to adjust the foreclosure value from full and final dues. In such 
cases, AT&T pays the foreclosure charges and deducts the amount from full and 
final settlement dues of the employee like gratuity, leave encashment, etc. This 
option is subject to availability of adequate dues to employee in the full and final 
settlement.   


- Transfer the CLV to a colleague who is otherwise eligible for CLV and willing to pay 
the remaining lease EMIs.  In such cases, please reach out to HR and Fleet 
Management for guidance. For this option, CLV user is responsible to find an eligible 
colleague and negotiate terms of transfer.   


- Transfer the CLV to a used car dealership like Cars 24, Maruti True Vale, OLX, 
Spinny etc.  Use the amount received to foreclose the CLV. There is usually a 60-90 







days gap between receipt of the sale value and the registration of the car to the 
buyer, during which foreclosure payments can be made. CLV user may have to pay 
the foreclosure amount in order to receive NOC prior to transferring car to the used 
car dealership.  


- Employee may reach out to the CLV lease company and explore possibility of 
foreclosing CLV and converting the lease into a personal auto loan.  


- Pay the foreclosure amount including GST and request car transfer to self / nominee.  


 


 


8. Can I use my CLV for claiming LTA? 
 
Yes, in complying with LTA rules. 


In case you have used CLV for LTA purpose, please ensure that the expenses 
incurred on driver & fuel charges towards LTA trip are only claimed under ‘LTA’ and 
the same cannot be again claimed under ‘car running charges’ and ‘driver salary’, to 
avoid tax fraud. 


In case you need more details on the LTA process / associated tax related 
information, request you raise a ticket with TMF. 


 


 


 


9. Can my BU or HR reject the CLV? 
 
Yes, approving CLV is completely at the discretion of the BU.   BU can choose to 


approve the CLV or defer the approval to a later date as per BU budget and other 


considerations. 


 


Similarly HR approval is subject to meeting the eligibility criteria – probation 


confirmation, grade eligibility, CLV eligibility limit, performance rating,  HR records 


check, RC transfer status of previous CLV (if any), not being on notice period, not being 


in scope for merger and acquisition transfer / surplus action, etc. CLV request could be 


denied for not meeting any of the eligibility criteria; the specific reason may or may not 


be informed by HR depending on the case, situation and confidentiality requirements.  


 


 


10. Till how many years I can keep my CLV in extended CLV mode. 
 


Once employee completes the CLV lease period and completes the necessary 


formalities with the lease vendor, he can choose to keep the CLV in extended lease 


mode up to 15 years, including the lease period. 







 


 


11. What are the advantages of extended CLV lease? 
 
During the extended lease period of CLV, employee can continue to claim car running 


expenses and chauffer wages as per the CLV user limits.   In addition, AT&T will 


continue to fund for the standard insurance premium cost. 


 


 


12. If I choose to leave AT&T during my lease period, will the road tax, registration 
and insurance premium paid by AT&T will be clawed back? 
 


No, AT&T does not exercise claw back option for the initial CLV one time cost funded 


by BUs for exiting employees.  


 


13. Has the CLV benefit been stopped?  
 
No, the CLV benefit has not been ‘stopped’. Neither is there a change in the India CLV 
Policy. We are working to bring in a new vendor who will be able to meet our security 
standards. Therefore, there is no stoppage, just a pause and the new vendor is likely 
to be available shortly.  
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India Shift Allowance Policy - FAQs 
 


This FAQ is to be treated as explanation, clarification and correct interpretation of the Shift 


Allowance Policy for India. .    


 


Employees based in India and their supervisors based anywhere are advised to 


familiarize themselves with the India Shift Allowance Policy and Tulip time and 


attendance system.  


 
Tulip Tool link 


 
 
FAQs 


 
 


1. Is Shift Allowance an ‘entitlement’ for employees in India? 
 


No. Shift Allowance is not an entitlement.   Its eligibility is governed by criteria 
established in the policy.   Business unit reporting chain will determine the working 
hours and decides the eligibility for Shift Allowance. This decision is based on 
business needs, rather than trying to enable the allowance for employees.  
 
 


2. Does the Supervisor / Manager have the discretion to ask his / her direct report 
to work in timings that are covered by the shift allowance policy as ‘shift’ and 
then decide not to allow shift allowance claims for the employee? 


 
No. Shift allowance eligibility is as defined in the policy, supervisor, BU or others 
cannot individually or collectively deviate from the company policy.   So if the manager 
requires the employee to commence work at 0700hrs, it would count as Morning Shift 
as per policy and subject to the employee being in eligible grades (IO1, IO3,IO7 and 
SO1) and other terms of the policy, they will be eligible for Morning Shift allowance.    


 
    


3. I have received shift allowance until 2 months ago and now my supervisor is 
asking me to work regular hours, which is causing me loss of shift allowance 
and reduction in my income. How can manager suddenly decide that in the same 
team, for the same work, I am no longer needed to work shift timings? 


 
Work timings are to be decided by BU reporting chain as per business needs. 
Managers are expected to periodically review the working timings of their team 
members and move them off shift if the business reasons no longer require shift 
working.   Individuals cannot opt for specific work timings in their personal capacity so 
as to be eligible for shift allowance.  
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4. I have requested and have been allowed by my supervisor to work in ‘flex’ mode, 


where I determine the timings, I work in.   I then opt to work in the 2pm to 11pm 
time, so will I be eligible for Afternoon Shift allowance? 


 
No. Employees allowed flex working hours by their supervisors are deemed to be non-
shift workers. To be considered eligible for shift allowance in India, employee would 
have to be assigned shift working hours by the supervisor.  


 
5. I have been receiving shift allowance for previous months, but suddenly 


stopped receiving from the past 1 or 2 months.   Why this happens? 
 


When an employee has stopped receiving shift allowance, he needs to check if shift 
allowance pre-approval validity is intact.  If not, please check with the BU manger on 
the business requirement  and raise a new request. 


 
 


6. I forgot to apply for shift allowance for the previous 2 months, as I was extremely 
busy in my project work.   Now, I don’t see any option to apply for backlog 
months.   What should I do? 


 
As per the policy, employees can claim shift allowance only up to two months, so Tulip 
tool is designed accordingly.  There is no provision for claiming shift allowance beyond 
the stated policy provisions. Please ensure there is no miss from employee end and 
all allowances are claimed within the prescribed period.  
 


 
7. I have not received my full shift allowance or there is a discrepancy in the shift 


amount received in the last month.  Please help 
 


Please write to HR Payroll Excellence team –  
<rm-hrpayrollinterfaceindia@intl.att.com> team for any shift allowance queries 


 
 


8. I joined AT&T 2 months ago and have been working in shifts from my date of 
joining, but I’m not receiving any shift allowance.       (or) 
 
I have joined AT&T recently and I have been asked by BU to work in shifts.  What 
should I do to claim my monthly shift allowance? 


 
All employees, who are instructed to work in shifts as per business requirement are 
mandatorily required to create onetime preapproval in Tulip tool, which needs to be 
approved by BU manager and L3 manager for a specific period as decided by BU 
 
Once pre-approval is in place, employe will be able to claim monthly shift allowance, 
as per shifts created in Tulip until the preapproval period is valid.   Employee will stop 
receiving the shift allowance claims, if preapproval period is exhausted. 
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Before shift claims preapproval validity is completed, employee is proactively required 
to reapply for another one afresh and get it approved, in order to continue receiving 
shift allowance claims.   Tulip tool is auto enabled to send periodic reminders when 
preapproval period is about to be ended.     
 
Therefor all the employees must ensure the validity of preapprovals in the systems, 
for claiming shift allowance claims. 


 
 


9. I’m coming to the office in the morning /afternoon / night shift working hours, 
but not paid shift allowance. 


 
Claiming shift allowance is subject to strict preauthorization by BU, depending upon 
the business requirement. If employee is coming to office in the shift timings as 
required by supervisor, only then they are eligible for shift allowance. If employee 
comes in shift timings of their own volition, they will not be eligible for shift allowance.  
Ex post facto authorizations are not possible.  


 
 


10. Am I entitled for company transport, if I’m authorized to work in the shift working 
hours? 


 
Yes, all shift workers are entitled for company provided transport, except for CLV 
users.  In case company is unable to provide you transport for any specific day, then 
employee can use cabs / public transport and claim the transport cost at actuals 
through OIE. Please note that statutory compliance requirements regard 


 
 


11. I work in the night shift, but hold a Company Leased Vehicle (CLV).   Why can’t 
I use company transport, as it is very inconvenient to drive during the nights. 
 
CLV tax exemptions are based on employee using the leased car for both official and 
personal use. Therefore, for tax compliance purpose, employees who avail CLV 
cannot avail company transport for commute to and from office, even if they are 
working in the shifts.    Therefore, employees need to exercise a choice between 
company transport and CLV, prior to applying CLV. 
 


 
12. I have been working in shifts from the past 5 years, but right now I’m not under 


shifts.    Can I be removed from shift suddenly?  My take home salary is reduced 
because of this. 


 
Shift allowance is not part of employee compensation or benefits.  It is an allowance 
provided to the employee subject to various eligibility criteria, at the discretion of the 
company.  Therefore becoming eligible for shift allowance is not treated as an increase 
in salary and being moved to regular working hours is not treated as a reduction in 
salary. BU has the discretion to change the shift pattern or move off shift as per 
business needs.  







 
 


13. I have been working in shifts from the last many years, can I get relief from the 
shift working model and moved to regular hours? 
 
At the point of hiring and in the employment contract, it is clearly informed that work 
would have to be performed at the hours needed by business. Employee requiring to 
move off shift can discuss feasibility with their supervisors. If exception arrangements 
are not feasible in the team, employee may pursue internal movement opportunities 
within AT&T where work can be done in regular hours.  
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India Communication Expenses - FAQs 
         (Internet and Mobile bill reimbursement) 
 


 


The following FAQs apply to all India employees.   Employees must first review 


Sect ion 5.3  of  the Compensation & Benefits India Handbook.  There is no change to 


the existing policy, which was always intended to reimburse the employee for AT&T 


business related usage only and not for an employee’s entire home, entertainment, paid 


TV channels and family mobile plans.   


 
 


FAQs 
 
 


1. Who are eligible for internet & mobile reimbursement? 
 
All India employees, who are required to use mobile phone and internet at home for 
performing business related tasks are eligible for internet and / or mobile 
reimbursement as per fair usage limits and associated costs determined by the BU. 
Employees must be authorized by BU Level 3 manager to become eligible for claiming 
these expenses.  
 
 


2. I am using an internet plan at home that is bundled with telephone usage for the 
family, TV, subscribed paid TV channels like Netflix, Disney, Amazon Prime and 
sports channels. I get a bundled bill for this. How will the fair value limit for me 
be decided for business usage and how can I claim this amount? 
 
AT&T will reimburse internet usage for business use only, for a connection of speed 
which is adequate normal business use. If employees are availing unlimited data plans, 
GB speeds or bundled offers, they would do so at their cost. Example of calculation of 
fair value for reimbursement is given below: 
 


a. Total cost including taxes of internet plan with unlimited data usage, 1GB speed, 
bundled mobile usage, Netflix, Amazon Prime, paid TV channels. – Rs 4719/pm. 


b. Total cost including taxes of internet prepaid / postpaid plan for 150 MBPS speed 
and unlimited data, plain vanilla data plan – Rs 1,250/pm  


c. Assessed usage of data for work – 40% of the total data usage is for work. 


d. Fair business usage valuation = 900 x 40% = 500 


Note: In this example, employee may be opting for bundled plan and paying Rs 
4719 per month, but BU may determine that he / she would be eligible for internet 
data reimbursement for work is capped to Rs 500 per month. In such cases 
employee may use the receipt for Rs 4,719 but claim only Rs 500.   Also, the 
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connection would have to be in the name of the employee to be eligible for 
reimbursement for accounting purpose. 


3. I’m holding a COU, am I default eligible for claiming mobile reimbursement? 
 
Yes, COU users are eligible to claim mobile reimbursement, as per the reimbursement 
limit set by the BU 
 
 


4. I’m an office worker, can I claim home internet reimbursement? 
 


BU has the complete discretion to determine who needs home internet usage for work. 
Merely being classified as office worker will not disqualify employee from being eligible 
for internet reimbursement. Please discuss with your manager. 
 


 
5. My colleague in another BU is receiving a different internet reimbursement 


amount, why is this difference? 
 
Reimbursement limits for both mobile and internet are BU specific & unique and will 
vary for each BU, which depends upon the client / business needs. How many days are 
needed to be worked from home, what is the expected business usage, etc. will 
determine the reimbursement cap for the BU.   This could vary from BU to BU and 
should not be a point of comparison.   
 
 


6. I’m already registered with Airtel Black service, which is a bundled package of 
my DTH, broadband and other family member mobile connections.    Can I use 
this bill for claiming my mobile reimbursement?  
 


If the connection is on your name, you can use this bundled service bill to claim the 
reimbursement, but as per the limit set by your BU.    If it is not in your name, please 
get the service to transfer the connection to your name / obtain another connection in 
your name for business usage.  
 
 


7. My mobile number or internet broadband connection is not in my name, but in 
my father / other family members name.  Can I use that bill to claim 
reimbursement in AT&T, as per my BU entitlement? 
 


No, in order to claim the mobile bill or internet bill, the connection has to be in the name 
of the employee. 
 
 


8. My BU discontinued to approve mobile / internet reimbursement, how can I claim 
it? 
 


Decision on allowing the mobile or internet reimbursement is completely at the BU 
discretion, based on business need.   BU leadership is authorized to take decisions to 
continue or discontinue the eligibility or change the eligibility at any time, based on the 







business / client requirement.  BU leadership is also expected to periodically review 
who needs to be allowed mobile / internet reimbursement and to what limit. Therefore, 
employees being added / deleted from eligibility list is an ongoing process.  
 


9. I joined AT&T recently and I have noticed my other colleagues are receiving 
Internet and mobile reimbursement.   Am I eligible too? 
 
Decision on the eligibility of mobile and internet is completely at the BU discretion and 
must be authorized by BU Level 3 manager. 
 
Request you to discuss with your manager to understand your eligibility to claim these 
expenses.  
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