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LOAN / ADVANCE POLICY 

Purpose:- 
The objective of this program is to assist employees monetarily in meeting unexpected 
emergencies like house deposit, hospitalization expenses etc.  
 
 Eligibility:- 

 All employees  
 Guidelines/Process:- 
 

(a)     Employees are eligible for an interest free loan up to a maximum of their one month’s 
gross salary.  

(b)    The objective of this program is to assist employees monetarily in meeting expenses 
incurred on house deposit, brokerage, etc. However, this loan is also extendable to the 
existing employees in case of emergencies such as medical etc at the discretion of the 
management.   

(c)     The employee would make a request to the Manager and HR describing the reason to 
avail this loan facility. 

(d)    An employee can avail this loan only once during the term of employment. 
(e)    The interest free loan will be recovered in 12 equal monthly installments through the 

payroll deduction. 
(f)       Employees are expected to produce proof of usage after availing the loan facility. 
(g)    Any tax implications out of interest-free loan are to be borne by the employee.  
(h)     In the event an employee discontinues the services of the company, balance will be 

recovered immediately. 
(i)       Management reserves the right to change/review this policy from time to time.  Any such 
changes will be communicated to all employees at COMPANY NAME.    
 


