My Home Constructions (P) Ltd.

LOCAL CONVEYANCE POLICY

MHCPL-HR-SOP-18

Date: 22" Mar, 2025
Rev. Version 1

Purpose

To reimburse employees for expenses incurred while traveling within the city for official purposes.

2. Eligibility

* Applicable to all employees who travel within the city for business-related activities.

e All Employees of MHCPL, ASDPL, MHIPL, HDPL, TTPL, MHPSPL, BCSLLP.

e Travel must be approved by the reporting manager.

3. Modes of Transport & Reimbursement

- Mode .df Trans_pori _ Eligibility Reimbursement Rafé
Own Vehicle (Two-wheeler) All employees 25 perkm
Own Vehicle (Four-wheeler) Manager & Above %12 per km
Auto/Two-Wheeler/Bus/Metro All employees Actual fare (with bill)
Taxi /Cab Manager & Above Actual fare (with bill)

4. Approval & Claim Process

e Employees must submit a conveyance claim form with details of travel.

* Employees who have access to the Travel Grid app must submit their conveyance claims exclusively

through the app.

* Supporting documents such as fuel bills, transport receipts, or cab invoices must be attached.

¢ Approval from the reporting manager is required.

e Claims should be submitted within 10 days from the date of travel.

5. Exceptions & Compliance

e Personal trips or detours are not reimbursable.
e Any fraudulent claims will be subject to disciplinary action.

* The policy is subject to periodic review by the management.
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