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HQ/lT/Policy/01 18 Oct 2023

POLICY FOR LAPTOP FOR DFCCIL OFFICIALS

1. Overview. ln this present era of digital workspaces, state of the art endpoint

infraslructure, namely PCs/AlOs, Laptops etc. needs to be provided to Officials for

achieving smart and efficient Office functioning. This policy lays down the contours of

the modalities to be followed for provisioning Laptop to DFCCIL's employees.

2. Purpose. The purpose of this policy is to lay down the entitlement and

modalities of reimbursement and repairs of Laptops proculed under this policy

3. Applicabilitv. This policy applies to all Officials of DFCCIL including Officials

on deputation to DFCCIL but excludes Officials on Contract.

4. Definition. The term 'Laptop' under the instant policy encompasses Laptops,

Notebook, Netbook and Tablets.

5. Entitlement. The Grade wise Cosl ceiling (excluding taxes) for procurement

of Laptops including cost of genuine OS, essential Sofiware and accessories like

detachable keyboard, stylus/pen, dock and any other first level interface with the

device is as under:-

SN Level of Officer
Maximum Entitlement of
Cost (Excluding Taxes)

(a) MD/Director/CVO As per Requ irement/Actuals

(b) ED / GGM Rs.1 ,50.000/-

(c) GM (Grade E8) Rs. 1 ,30.0001

(d) AGM / JGM / DGM (Grade E5-E7) Rs 1,05.0001

(e) MGR /AM / Jr. MGR (Grade E2-E4) Rs 70,0001

(0 Sr. Executive / Executive (Grade Eo-E1) Rs.70.000/-

6. Officials can procure Laptop of any value, however, the maximum

reimbursable amount will be restricted to the prescribed ceiling amount given above.

Taxes, as applicable, will be paid over and above the prescribed entitlement.

Additional costs over and above the reimbursable amount shall be borne by the
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7. Lif6. The utalisable life of Laptops procured under the ambit of thisrpolicy will
be three (03) years. Officials will be eligible for procuring new laptop on expiry of the
utilizable life after depositing the residual. value of the laptop.

8. Acceptable Use and Manaqement of Laptops.
(a) Ownership. All Laptops procured under this policy will remain the
property of DFCCIL till such ttme the employee takes jts compulsory
ownership by means of depositing its residual value while separaling from
DFCCIL/end of utilizable life, as the case may be.

(b) Acceptable Use. The Laptop procured under the provisions of lhis
policy is for official use only. Officials are expected to adhere to all lT and lT
security policies of DFCCIL and the law of the land. Till such time, a detailed
acceptable use policy of DFCCIL is issued GOI policy on use of lT Resource,
policy will be adhered to.

(c) Verification. To comply with Audit and Stock verification requirements,
whenever required, the laptops shall be physically produced before the lT
department at Corporate Office or the appointed Nodal officer at CGM Units.

(d) Loss / theft. The Official shall be responsibte for the security of the
Laptop including safety, upkeep. careful handling, protection from damage &
theft etc. ln case of theft / loss of Laptop, the Official concerned sha lodge
the First lnformation Report (F.l.R.) with the Police and inform respective
conkolling Offic jal.

(e) Statutorv Compliances. U'nder No circumstance, the Laptop will be
used for viewing/processing unauthorised. unlawful, content. The user will be
solely responsible for Legal/Personal/Ad min istralive actions resulting from
unlawful use of the Laptop. DFCCIL will neither be responsible nor liable for
any contractual, Iegal, and statutory issues arising out of the purchase /
repairs & maintenance.

(0 Compulsorv Retention. Laptop procured under this policy will remain
with the Official rn the event of transfer within DFCCIL. However. in cases of
separatron from DFCCIL/ completion of utilizable life, the laptop wrll have to
be compulsorily retained by the employee by paying the applicable restdual
value of Laptop.

(g) New Laptop Entitlement. The Officials will be entifled for procurement
of new Laptop on expiry of utilizable life of the laptop, subject to deposit of
residual value of the earlier laptop. The Laptop shall be the property of
DFCCIL till such time the Otficer deposits its residual value, and takes
ownership of the same as laid down in this policy.
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9. Repa irlMaintenance Cost Ceilinq. The eligible
maintenance over three (03) years period will be restricted
laptop and will be as under:

SN Level of Officer
Maximum Entitlement of
Cost (Excluding Taxes)

(a) MD/Director/CVO As per Requirement/Actuals

(b) ED / GGM Rs.37.500i-

(c) GM (Grade E8) Rs.32,500^

(d) AGM / JGM / DGM (crade E5-E7) Rs. 26,2501

(e) MGR /AM / Jr. MGR (Grade E2-E4) Rs.17,5001

(0 Sr. Executive / Executive (Grade EO-El ) Rs.17,5001

10. The ceiling amount stipulated for repair & maintenance shall cover warranty
extensions, lnsurance, Iocal repairs and maintenance activities, AMC, purchase of
spares, replacement of batteries and other hardware. subscription of Software.
Antivrrus, rnstallatron / reinstallatron of software etc

11. No expenditure on repairs & malntenance etc shall be permitted beyond the
determined utilsable liie of the old Laptop, ie three years.

12. Reimbursement of Cost of Laptop and Repairs/Maintena nce. lT
Department at Corporate Office will process all cases of reimbursement of Laptop
procurement and its repair / malntenance. At CGM Units a nodal Officer will be
nominated by CGM, to process reimbursement of Laptop procurement and its repair
/ maintenance. The reimbursement for procurement and repair/maintenance will be
restrjcted to entitlement ceilings at Para 5 and I above.

13. Depreciated / Resldual Value. The depreciated value of the Laptop will be
calculated as given below: -

t
amount for, repair,

lo 25o/a of the cost of

Description i Year-1 Year-2 Year-3

Residual value at
any point of time
beyond end of 3'd

year.

Depreciation at the end o{ year 
60% g4ok 900h

Residual value after the end of
year 40oh 160/o 10% 10o/o
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Pro+ata percentage of
Residual Value within year

5%
per

Month

14. For calculating depreciation for a part of year. proportionate depreciation
prescribed for that year can be divided by 12 for arriving at a value for a particular
month within that year. This shall be proportionally added to the cumulative
depreciation prior to that year, to arrive at the final depreciation.

'15. Residual Value. lrrespective of the cost of procurement of the laptop, residual
value ofthe laptop will be calculated based on the actual cost of laptop or the entifled
ceiling amount of the laptop whichever is lower.

16. lmpact of Promotion/Redesiqnation. ln cases of promotron/redesig nation,
Officials will become eligrble for revised entitlements of Laptop/repair & Maintenance
cost limit only after completion of utilisable life of Laptop already held with the
Official.

17. Interpretation. ln case of any clarlfrcation w.r.t. interpretatton of any
provisions of this Laptop Policy, the matter should be referred to the Managing
Director, whose decision shall be final. The Managing Director can approve
modification and amendments to the Laptop Policy.

18. Review. This policy will be reviewed every five years or whenever
requirements of review is felt in the intervening period.

This Policy supersedes all previous policy on the subject and amendments
thereof. This Policy shall come into effecl from the date of issue.

All GGMs / GMs
All CGMs

Copy to:
Secretary lo MD: for kind information of MD
please.

Director/PP, Director/lnfra, Director/Finance, Director/Op&BD & CVO.
All EDs / GGMs / GMs at CO, All CGMs
DGM/lT: For uploading on lntranet for information of all Employees.

D

f\LY- -;r1i.\n.>b
Gendral Manager/lT
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No. HQ/lT/Policy/01
06 Oct 2023

Reference HR Depaftment's Circular No 32 t2023 dated 03 OctZOZ3.
Pursuant to HR Department's circurar no. 3212023 dated 03.1 0.2023. craim for
Laptop, Laptop Repair and Hard Disk as admissible under DFCCTL Laptop and
Hard Disk Policy wirr be admitted onry if the invoice is in the name of DFCCTL c/o
Employees Name & Designation Th s check wrll be enforced for all devices
procured i repair undertaken w.e.f. 04 Oct,2023.

It is requested lhat the contents of the letter be disseminated to all Employees
working under your Office.

All GGMs / GMs

All CGMs.

Copy to: -

. Secretary to MD for kind information of MD please.
o Director/PP, Director/lnfra, Director/Finance, Director/Op&BD & CVO.o All EDs
c Copy for uploading on lntranet.

J
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