
erqqq ep"tqrqe!fiffiq
orlt?, bfl .,t<Eittil?)tE h\.tr/.t t4$t t

?BFB +q: qftfll s{lftr fa:
q]{'lgl, qefrfl, cl'vti, Fr{].

o).9fr{t (General Information) s.IEr.r< aDfii, qtt{ q$iii tfl{€F1 dft{rEn {]fi$ sM sF|r1 T<Kfi fi(fis
aEft w<<,.6m wg<.t or< q,TIs 

L ,Ii-r4rF"t I]FtCsR +r ffi91 wFrA !qi1 (T116< ii.i-rnf 6{F t6{r 6Ss s ffi q{cti
.<81 s glffi liFis 66< lEri r qq?t ,: q+iFr lqq 'lt,gli ii(ft\,- Tn$s et(grs inijr, *'ffi s Tfu'rc{< Fiqr
Tn$ srtffi Sql.{ F<I {it (c{ Tffi Tl<1F { {rl(T q&fi 6ri cr.Irr ilk qq-I{ q<1 ET) I r]fi..(qn Gst qii
qfufr"$ TlIs< {Eft ,!F cT q ,f{<6 q-c"r< qv -i fi-{cT< rI!'I ef\'tT i'.ir lnrs ,i<( c<\,-r EqTrT< 1d +V{s eIs]$
ciisia ca6IT{ ftsGE R{R cq-f:q qn {i$II EFr{ TI< c,ts ,!<( EGlitE rq-fu"ti ffis R{r< rrfr.{iEn $t r .i]i
q r !firrc< Tr c<sr, .:w Rft, qftfu EE, tff"Is Elst, (<t'fir v qRrE 1fr{ffi< o\Tlft s st EEirr "ErI{ dF"t TEt<

). ) Sqll (Purpose)s- .Frin {r6s qiin q$ft qfrs Ffqa--IEa fii+E F{i qii {qft cr@ts (< 1:R'|{ er$k qrfliir

).\ ITELi.i (Reference) r<R.rkE"l qn snt{,\oo,s, qsraE rN qti{ lor", toss € io)E, rln frli{Ffl-roJc, <(qEq.t
FiT€-irqni.'Eqd to)r,!<( to)b FR 1qEl fumtn t")r irRite Ttfur ) q<t<l{"r{n if iro qfrfl jili{tqt 

I

).e qfu.FG (Commitment) &(Erfi ffire- qfti q{Tlft r6d n-tB .iis e r:ffi.qr .<!-, sstn bitI Eiiie RE<
An{ v \1.l1I{r $si& EEln 'lnl{drfq Wsfa< q+{]r<h ts qEls qrFs{

).8 .IF, (Targ€t) glfr'+ e ofuftq< q6+ stc< lqi em 61 * r- ** \flffi € qanr, {cT|,t Ik$ !{t i{.{
erif;t EdF,i.rT4,r}I"ti{1 E$r I

I.sfr {(@1s +G{]fl (wages poticy) 
s

).).FFEft (Wages) s-<l(qtr!n.F q'E{-toos q1 (<lTt-\qi S+rH 8a)rqtqraF '!g cdEts[{ ei{fi {<t €t <t.Ii:i
q{i rri +fiafus tq rq?< .t6kit, sTFir a +{f .nsr.€ eT{F a .<'{ "i.n {il Ct "r ffii Erfircr. erql< dTa< qT
<l $lq E{R sii €t h-r $i, q<( {tA )to r{tEt {r, fiifiFle,f'€l|ejis iqir qsq!: <t(T, {e|lr

+ ficii,f<,Ni cfi'sni{+ qfi{ c{'r;r 6<Frlc q<?] q{, 6sFt qGfrs 
"flft1fi-<;+ EE, T{ qq? ciiole srfr q{i eth.r .+lr .ilfriljfts 

r

* rFFr qktq.q{ q[F{ q.m 
'Irqr]]n rr<, .{Ft c<lrnEtt <i ffii q+.{ etiT .+t-i "ifi.af+{+ n-{Ak !r<{l{, tq EER, GI't6, qqq<{, fivffi, qirr, Tr:lts qltat grB .{ elGi EB-$ nr @;r, q< TFr.t 6$n

Ifu { (q qtir qfu qtir cr|{ qdr q<l
{ re-q{F sc,"l rr]!fr+ Tfll6< +t<rq ercqn a{.I{ qd I

).!.rr)I93 htr " (Wages Piration)s
. <tg.F:i rFl qli.r-toos qni c(I'lflE to)o € to)e ,{< etdtFll5 <tfl&rl i4rqt cffi6 ry,'if q$fff ,rq{{

aF,i Et" q+c1 ftL.tGE rtFIT s :r{n?cqn rEA, TEq3 !ir.i \3 aTC, fi{+miT, EFrEt, GF \3 qG6sl,
sdlsgl s fift"rrffT s{t, isrfi ftarilq;rr

lq$ ftBqf{"t (waees Policv)

:&fr trmr
M=a :::rza..r, l?*'r n .r< @ i !_n3':r, l

Revise Date

Br qtT< i1(I.llfi <t €trrtsn fi'tcrF



(s) rlfrsFn s{.iiq '?" (E EEIiE lefslT .{fq-), 6fs,t,..as e,,!E-8,6ds-a,(dfs s,cqs I ql I (qtE)

(rl) -6r+Ir< \r+iiq '1 cE ,EEFI.5 ratslI cds-), ds-i,(dv e,r:€ts-8,,!i 8 (Et<) rsfiIv iig-6 sfrTt
-6ft"-r]> 3 CXd--nsr Tr< alT(d.

'lqrq€F1 qfr'{ s -ffia!'< (TIe ETfi.4< fiGA Tqlrq :nFs Cfus fi:s! lEit fiF6s € lilGat siq fi(n"t
rErl i{ a<Ffrr GfuE {a nq+i a% qt< {EA {i TrT c,lrs"i

"ti1{{$'t sqi}{ 'h" s "{" 6s tGFFs !c,l@.{ .lii's s T6ft1{ i<n]ii m 6aw rftE qfiRr .ri ct.si
qfi:n+ q4lfuft-tr FI<'s's Tqft Frftl T({{ qil <\inTi Eie rEii< nlI?l I'flfr.iTs <lts {Ei Gn t F(i vtim

'|{ItE{F"t E-$fr'{ "T" \3 -"t" cs EftQE ,mfrirtr q$ft ajt$ s {ffica.a$ !!n{at "tn iffirs s.i {sfi
r<ffikw {iE,IEii ftq Entn fc+r ,e<(q€ft{ "T" s "rt" (o BlAFls {Ei-(T Fr$r{ TEA frfiF fi s1fi
ETfrr '?" € "=t" .s SfrF]-o fii-o:t Iqfr v sFdtfi qglts qliF € FiflA{{ 'r{{{ sFI"l c.ri, .:]{< T{1 {ilrl
s sfe-l (,kn ?fcfi ltql iTqE. (,r-frF qli:{ toog .li tflil )8bs eev aq]sET$ <.Rs € q$l€ lll"fi<

).e.'tFE€ s gqf{ 6{{s rrariq(To Conserre Wages & its Record)s "lE{q €F? <(q]Ir.i lFr q]ir-too\e (lfifr
))) ()) .{Err{$ qfuSrfi fu-rrGE Tra dFrsFi {Fii' ciffirrdi is{E{l.< {Ek'sidf qdl& rqfr qftrftlrn ({$g
c(<5'.1+rtr{ ,4<\ TEii "ft.,itit{tq l&E $Fts .iBfiB tiFi a{qi< T{f 'l1 

qfi?.$<,i'tF< d{.t +rifi I

. A{ qii-toos qR {<l ))) (e) mM.{s S& !E+ I{drF ersrs !i6l$I$ {Ea ntemrR t{ lqT{rF,t qTB
lEA fi1 EER Frr{ {t \s rrfr'@n fi1, {Ei?, qk+.l'E slsf, T6{ ({& {m)s "Gen{(!i'R .{E nqa &E{

. lFI qi{ ioos qi {!1t ))) (s) 6Ti\,t {+ q661r{ .{ cEFl rr<rr< Elftr'c+ <trq ffio e+m 6{ sm :rqft
6]Tn.I1 +1T{ I

. qn qlt{-toos qi (<t ))) (a) aTIst {s 'rdFaF,j qGr]I;r fiGrGE dfuaF{ 
'ld+i 

<.{rri Cftie- C{ Cd
qlr< (.{E lrla-r B"tr 5oo% "ifu) isrir IiE BsT< E]q qIi]l ..fi qW€ EA"]T 6{|{|iT s qfu .<Titn
erFl Fiq{ I

).89 :lqaqlq qir<Fr.l (Fixation od Wage-P€riods): <l5tF.t.ln qlE-{,eoog q< {lit !\i (r) .{lsT.{$
rlTierr ofi-re< vq?ron fi{nq s6{ (,!F rtTi Br{ in)

).c.€Fqa ,ifrr.tt{r .TrlE ts ,lf{flilirt< cilff't (Time & Notice of Paym€nt of Wages)s 'tsT4 €F"l dFlIr d

effi* wrr< 1+lw q?t fii+s T(i qir qa qE{-\oos qt.qA )to (5sr) (iligtaT{ trro+"t cifil+< $"n {.Ei.t
{la ri! q€!t< slG"f <e "l{<6 r +ift-qcq< {.{i ,!<". Tfrti.t s qdrt4, 

"fi€4i n-{+ IqI!}{k sGrt ris ffif q{ks
r:o oifi-nlTi :r{] "fFc.il r'(i ?,tIf{ t,lEtgt Tir4 TEai +-( fi<cl ,tfr.cttr orT{ r

. ,F5ra€Fq Err qlt{,toos qn frfi 5)t .:lst(4+ lifrcT{ Tqit ({ti .TE qfrcrt "lft.-li< {<t {.< si q[,t ca]IT
frft<q r<l qR dfrrfi-{cs q<Rs r.r {lcia

!.v.8) q{Dl{ rlirT Tttsi? m.E rqat Rfi< 'thGr "tfla.Fi {T qt{-too,e q< lili ))s ()) .flstFs .$l';I l]fr'.r<

'rsfr 
EIi rq?]3 .!Tfh 14 <ffi ti q{{lT <T q?f<l .sli .ifus :tc rF {{]n "ti ots .qinEF FiIi EE{ (fiq qca4

nrr{r qrr qit.< nc$ futr{< rF(q si-n 46iR{ ts q{fi$ RETq sfoffin li{eFr.F "tfi F.n elrs ,!i( frIi ))B (t)
6nlstr{$ {'+eM vM, {M$E vte-i, q<t Gftsl,l efo-t I{ {frTd c{tB {EAlr$ B-sarr{{ c{E fi-{oft yinl vtj.t Trd E-s
clrilrr< G"{erfra{ ei st< TE RcI< -1 { I

!.1.E) {Eff F6{ / f6(-{] qq@a vrl] cEft i'6'{ (Deiluctions for Absence liom Duty)s tfl{ €F i ar qt{-
toos sri $<1 ))c crTotr{s F6a<T qflfi&< qrr TEft +.e-,Fn ffi1q .fiF< {1 rqfoT eo ltnl ql T6 ih-Fi-s :lgij
,fftal.l1i6i.1Fcn etzr;r, qElgt (z] .:IE €r$R {gfr q6{,s (effiM, (1F@) nl\E 6q.l rlI qti.{ q{{A qnl E{ ,{<( q c€E
dir(r' r"i f*(?i ri.r(T q<frs qfi En I

).!.q) Iv dFlr€d q,lkoifts rqfr ts sfl'tr, "fted fu'{ (Payment of Undisburseal Wages in case of
Dcath of Workers)s "I{fi€F"t d:r qE{-toos ,{i r]nl >>u firon-<+Io cdiro< cirfo-fif!- rffi s qiiir "n\3i]IF
c',F!E dfiF< {lTiis ilfu .s {qtaqrr $iFr +In alrc<lir I

/



i.r ri) Efuiiv ofunilr qqft s qtrA sIsM.{ sGfrv <'fi(itn alq lr{ffii{(.1 r'ltr {EA q<". rtffi+ <l Eq{< Rtrd fili
Flq o{1rrl <q qli-{rfllS {{5s {Eqfi s ,llqlfi fuc{ "ErE +el <5 'lk6i I

).r $) lqA 'lqsFtFn s effi€ $isr aqfti r{{l{ .{Gs ]!tr Tls{4rtr{ " 
EIfrLT< qFeE {{,rqr{ .I.FE&{ (rFlc

{s:fu tsFrts;r fil E{

t.) "ifrfr <ls{t{{ {Policy lmplemcnt.)

'jq{irft,i< {<En"i $-.s"i5' cc ela"Urrl3

si(Ti e <I{{1!r< qfir-tg iimlfqs qtr+m

c-?Fffi ,r qFnffirT{${ qJtr'{ "fierllx {"tl'fll-T qqr.I i'<H q{
e11c{/qF]<ryJq/5{fiT{,/Rcf< ftg11"]3 B{,isr rfu{"is "iiiE'
I efmmff:r <r<{r A{fl{ qrl effio eqot edn q{i {!l I <rrqlfil

T-"..1rI qffi Tffu< € <r<Effi T{K rlm4 TlfulFI< "Ml!T Tnvl <rE qfig '[{{ r'i1 {

. Fr:nf6s oi<rsiri< q"itaiqn uti .'

\.r "ifrft Tt6+< s<tr FEm&v af4'_sf1r{d flft-q s T'6{T ffi s

lfrdT+ (,qsFH qE <{?I.$r) &
. sitfr sr<!l]n]< afrfi <r-f+< o6+vn-o ffil qqli c<( FFIFis Effi r(€R T1< <,{t']{f

qfuEr$ q<fis:Ed 
L

t{-q{ {qRrrqt f-r ({.rlc.itl{{ qqqf{clTrffi) 3-

. qffi aNrlFld {ifr ofu<offi-+foq'fit qEI{,!<(ffi e1ffiI(d{$I< dto]{+
(,rvFi{ qo rrr[a]n) q{k!9= {<1 |

. ft:rI]f,i.o c!fl;o q<tfifi< {r{slT{l

{{/e"i-T{rl{{'l{ (EnTvfi-fi qalFffif|cr{) 3-

. lftrr< - qnd ffirg s qtulis riqnl- frq< q$rfr afirs sE eft '!<r 
qiTrr] qFh {i(f cfs

,rran e.lq -nr{ e Tdint dir
. r6i, i{.i 'lq{{€Frj<irq {:is6t. F:fuft q<( r,fr{.{E .{f{ {G$ s,lfg t?lr{ <lkE <E arii{ 'lrF<

ftal TalT {(E sl E"E Tfl{tl {<1 I



{q/c,i/iK{r"F (q. 'f{AlT{ T."iq/hattc{n) "-
. aJr-i? cllfi ZEft< a-rrE ?iA ."i ,4tr F -l{t-[ +<1,

. {5.F<,<qr € qnlFn Ef1,'-rf<+ ,Trr qfui{l {trIi1 el .ii'i:F1< lal{rql1l+< ili{ nT65n'st<

iFe q-'r1?< {<?l :F<r

ii{tt c,rmq e-
. Tfl{ alt{ offi e +:fu-it< t"iff'-< fti. ?a qrEn "tt$ cfi-.4, Ft'E- Fft ftffi T.l3tlil

loF< rcadi M qa q<t s: rql<ITql,F q-I qli qr ,!l6ii la?'i q<T

F{tQ qiF qlr a-

. !?,fq$Er r't-r<tE dft(T{ E16d qqFI Til

. I]?Ifi{..I rstr{ c'l-f}q s c{fia ff? eqF srl

. I{4A 6i\r{t

'r. 
46fu e FF{

e.) "ifrfr <lE?rts{ +fr{ (lmplementation Routines) 3-

{1{s{ (fl$)
ffiqqlo
'lnf{ Gi')

IT{ Ttrcl
(8"{)

st5l € €ET< i]-ar< <r<
li fu{ q<( i6s r{.r
di.i" rqa srF

:r-e.ftT:< nlra firsl € qlafiF4]< {TfiE

Fna
sGur/

).>

"r) rqi € EEl? .T{s

:ils a<ftr;t.Tr Grrlift< qgtfiri q-Fd]

"rf,i-trfiq {8" :Ff"r (<ftfin Sn-i
Trr<K c<T c< rjlnarir -!trn e1t o<l

!s? .F [q+
Trtrririi

elir/

()a &a)

4fiaf< a<Ea ir{q dari t a:fh{r{n {(<l
c<1q;|ll"ll *1i,F1 

'ro 
afinfia 'rdr

s) rEA anir.iftir< rl{rr {T qttn-t,o,g {r< qi )te rnlglz<iF d6lrr<
:ttt trqii .re rm qem w1?t <.E lT.rq q

+)ififlT< Ta<r 'tlir.lJ< rnl

t) q.r1.f nrr'ii lllrq<
,+'n !".:i Ii{F rhli

{ft(c< rloli qn nq+i r!]nq 1.f <<E Xr<
$fii {aE qfi ao]n alii {Fi r+ {<]n 'irn
{rq allt i]n <tfin +s?r ,:srE qrn f {Enr
qr, qFiar< TEii It{r.{i r.Fls qa ciolfr,F €
qrri, EElq si-rl+i firsiaa{ 'ifi om

p) r6.i, qflQft" Eii]
{qit €e'i

4r qt{-toos (< ffi !!a r{lsTr{s:Fs1<1
qfltr&< q.R:rq?i.F\tn< rT1q {firFn 1-
{qAr{ go sia sl,l ir.n hir:F {qit< ',f<da
Ft4<.t ?,a? 

"[6Fr 
.!<i q i{iB (6lf.+

ft,i€l .!tu
trr.l/ lElii ld

nI qEr-toos ,!n liG \)r cfl-t dTr
.iicfn qrEieui!- -rqGi € qrilrr ts{rcI3
crFtE !di.T< Tffiil- Trfu .a :r{rnr.r sqtr

a3l

Fl'f4{16;
qmqqio 4cR

(r{) Ti{-{

"iq& (M-{y ({r.ttft .t{ FRT$IT{

{he@11c) q{T



.r) !fiin5r qyq q{:tTA qfr(T<

a.sn e sel< i]-ta{n Ei< frft<q
rr<t ,r6rrt n;rcr q.rTi itri]l$
qr-d< alt4lrni <T{{l

liEV +cFo{a+$
(Frft( liBffir (T<'6c$s.l

6<l)

:r{FFqlr? €1r
qk 'lvfin €o

a{?tnn /
{crffi?j'l$
.{$lG+i qE

tuirE/ ioffr (q-

I<lq

qfrfi<
qftsr/

4r:f$<
1,3lll< "l{

r1 rffi olioil wr< +cr
,rllflr(sln E1i qfl

fiifft/ TrEE nTrs
(Frfr( fitfrq .T,r'i,' c(n"sq

a.m)

r{<I<?l,irF
er1.iT8Fl3

:raTJ{Ei1$
{FIti{ ,!s

ft{tr.{

"lF1ii
siirr/

$1iT k

E 3rl3 el3

()a ftr)

1 ) <<El"l,l +2s.1rt{ tz
art.mzrrlrl ?]"rn o<l

ffiViI5-{l{E{
(1ifr( ftBFir c$rgq(Tsl

q{f)

T{FI{.ql'rs
efttEAt3

qfre{$ qd

"rffi<
qfirl/

qfl< ,i<

Es{]l 'll
,t3

()( fi'4)

e.r.. rTt.tlrstctd *F{ (Communication Routines)}

'r.', EFfu$FF{ (Feedback Routines)s-

:r1 wviofu vfii
r r cro 6rS
r rE{ 'iq &ft

o) dfurr< l+ffi'
".I) {frdq.rr+{ tir<fuB

'i) EfFtt iE{
II) T.]Irr .1?Flr

q-sls?i"r qfun

+ q@ T{qil TTrfl:ril

* qGi frI{<rffi4 ffi(cd
* +6. +,rr+ w<Fg r*
* a{sn l(sls IrI a$lT fi'T.Tn
i:]qtt $\t4sIT q{5i-o q<l

rc8 <F<l'ls
E ils^ls

qsisarn qlEE

fomi "fis{E
'ri

I{-{F?'lrr
€l-.r3Fl3

iBEtu-.lntBnr

c(r"t{r oiftfi
"E

* FEq{i$ etF r'1€]I]< qil
iifuir{ e "F"fu qir-]1lr{1]lui, 

L

tufa "iftn-F/
{qln'<{rrF

el.ll3/&13

8. rrtolffiol s {v{tfi (Gommun
8.5 alT'liat4 ?fri s-t q1l{{"i ait

Tffisc (ft) {6C Gelz.r)
flkq$Gfifr

(ri') TiF {,I{

ffi{

{) fii({ffi( 'r fi-q

'l) 6{s"i r

q) qlnTln {s tsl



8.t <g<tr{ +fr{ e. ) qiTi.i E4l

8.e nftfr qq<rr+< qrr 1S.s q,1traBtFn rJift{ii q$tA E!iq{ Tfut qn s{es{ .ffiF< ntElg .: orio,
ffqf-niq {"cft+ ffis qF[sq elEtt Fra{i I eflFqq]e q{rE.{ Ffuit"t vt< qFh.tdr6 Eii ,E qfucEk
qralr{ q1tm.;r. !!n{ qitw< +(s;t, q?r 

'e fi<t +frtr< cEi'1 s i]{kq !tii-s.F{ EFtEq qritn it3I{{ c]n

flAfi {q{Era{ {<iFii iss'e6 q(rE<q fifi.' <{ l

a.liq{ns € T(A[E (Feedback & Cont]ol) &
qfqfr fiq<trcr c{tt -{r rE{l{t q${srr{ Eq fiq fifiq 'flEi {iq fif{t, "i{iii Tls1inff{ qnfr 

'g 
+trr q6{q'r{

,iffi t@ ft-d, crt'tt({tri s <iq$rcr{ T{E {tfi {fur qtq fiE{1, ,rtlfr {s{t{r{ qfi{t{, Bffi'B, qEl,

ci-qtrdr r6{ek< F6i{s q(rIq fr-{t q9G frllnr E"l{ qsrs+{ qfrn rffi q{ qqtvt! cftl\ ilv{T'F
.{idtRt,t s ffi {-ll-i {{r.t afii, Tffi s -6ftn< Il{tgt{, EECT qFfln ,ifrfi q<( et flfi-$ crfrq viilr
q$q{."ir rfEt 1ttr{rqT wrr iiGX sFtr"i 6,ilr I,ff{4 ,1ca Iiqrlr i1v{ q{{t q{{|fi Fr< el({lqft{ iT{El {{.i
i[<T {aT allm r

qglsfu qfub ftcrt s-

Md Talbur Rahman
AGM-Admrn. HR & compliance
Avesha \A/ashrnq Ltd Ashulia

'a9uc
*a$gcr

ALrdit rcoort submission date :

irriti*,
u C. L,d.

(

Intemal Audit Findings and Comection Action Plan(CAP)

Date:

Conrpany Nanre:

lntelnal,\Lrditor:

Tearn :

ALrdit Numb.r I

QN


