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Disclaimer

This document can change without any prior notice. The dynamic nature of this document reflects Paperless
¢t SOKy2t238Q4& 0 dza & yoS@nd neddIoljirdmvatidh ¥rd yedrdh forlextdRence. Owing to this
dynamic nature, Paperless Technology cannot be held responsible and/or liable for any affect this may have on any
individual, employee, internal and/or external entity.
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Section A ¢ Introduction

1.0

2.0

3.0

4.0

Scope

(a) This policy applies to all Paperless Technology employees, where stated otherwise.

Objective
The objective of this policy is to create awareness among all't | LISNI S&aa ¢ SOKyY
employees vis-a-vis Human Resources policy.
Dress code and Appearance
(a) All employee must observe the following dress code at PLT premises:
1. Ones appearance must be neat and clean, including personal hygiene.
2. All articles of clothing must be neat and clean.
3. Dress pants and/or casual paints (no jeans)
4. Dress shirt and/or casual shirt (no T-shirts allowed)
5. Dress shoes and/or casual shoes (no joggers/trainers/sandals/sleepers)
6. Necktie (preferable but not mandatory)
7. National dress (shalwar, kameez, etc..) is allowed on Friday only.
8. Jeans, jogger, trainers are allowed on Friday only.
(b) All employee must observe the following dress code at client premises:
1. Ones appearance must be neat and clean, including personal hygiene.
2. All articles of clothing must be neat and clean.
3. Dress pants and/or casual paints (no jeans)
4. Dress shirt and/or casual shirt (no T-shirts allowed)
5. Dress shoes and/or casual shoes (no joggers/trainers/sandals/sleepers)
6. Necktie (mandatory)
Attitude and Behavior
@!'ff SYLX28SSa Ydzad FR2LX 3ISydftsSs az2¥i

employees and with client/customer, irrespective of their level and/or grade. They
should respect each other in order to avoid conflict(s) and/or confrontation(s).
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5.0

6.0

7.0

(a)

8.0

Paperless Technology pays heed to these qualities. Moreover, at the time of an
appraisal, promotion and/or reward disbursement, employees are also gauged
against the aforementioned attributes/criteria.

Honesty and inteqgrity

(a) All employees must maintain honesty, sincerity and integrity in their dealings.
Moreover, at the time of an appraisal, promotion and/or reward disbursement,
employees are also gauged against the aforementioned attributes/criteria.

Employee accessibility

(a) All employees have freedom to access any member of the core management team
including the Chief Executive Officer either personally and/or over the telephone.

(b) All employees are encouraged to share and discuss matters of personal and/or
professional nature, without any fear of reprisal.

(c) Open and honest communication is encouraged at all levels.
(d) Employees are encouraged to discuss/share their career development
plans/aspirations, even moving to other employer or migration plans to overseas

without any fear of job loss at Paperless Technology.

Communication Facilitation

Often, it becomes imperative and business critical for our employees to be able to
access and communicate with their colleagues and head-office, as and when needed.
Therefore, keeping this in view, Paperless Technology will provide a Rs. 300/- prepaid
Tele-card to all its confirmed employees along with monthly pay cheque. This will
ensure communication and direction in a timely fashion. Please note that, this facility
does not apply to employees of 'Manager' Grade and above.

Anti-Discrimination

(a) Paperless Technology does not discriminate on the basis of color, creed, religion,
and personal beliefs. Any discrimination and/or harassment by Paperless Technology
employees will be investigated and dealt with promptly.
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9.0

(b) All employees are encouraged to bring forth complaints forward, in verbal/writing,
to the management of Paperless Technology, without any delay.

Employee Safety and Security

Employee safety and security is of paramount importance. In case of a general strike or
agitation in the city, employees should follow the advice of local authorities in
consultation with the management (General Manager, Business Development Manager
and/or the Chief Executive Officer) of Paperless Technology. At no point should they
endanger their life and/or assets.

Contact Information

Khalid Nehal Haider
General Manager
Cell: (0321) 389-9190

Mansoor Faridi
Business Development Manager
Cell: (0334) 310-8903

Mustafa Kamal
Chief Executive Officer
Cell: (0300) 293-3729
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Section B ¢ Working at Paperless Technology
1.0  Workhours

(a) The company working days are from Monday to Friday excluding public holidays.

(b) Office timing: 9:30 AM to 6:00 PM
Lunch: 1:30 PM to 2:15 PM
Friday prayers: 1:00 PM to 2:30 PM

(c) Every employee must work a minimum of 8.5 hours every day in the office premises.

OR0 ¢K2a$S oFaSR | (i bédzitheiroffiSaNEnidg. LINSYA aSa gAff

(e) If an employee reaches PLT office premises after 10 AM and does not stay a
minimum 8.5 hours repeatedly, then the company has a right to take appropriate
disciplinary action(s).

(f) For PLT employees based at GSK premises arriving after 9:30 AM, and who do
not stay a minimum of 8.5 hours, the company has a right to take appropriate
disciplinary action(s). They will also follow Lunch and Friday prayer breaks as

per GSK policy.

(g) All employees can take reasonable amount of time to perform religious duties.

2.0 Latearrivals
(a) Employees should observe timing punctually and avoid late arrivals.

(b) If an employee arrives after 10:00 AM/9:30 AM thrice in a calendar month, thenR | @ Q &
salary will be deducted or adjusted against leave balance.

LT Iy SYLX 2SS FINNAGS&E FGSNI mmYnn !'akmnYo
salary will be deducted or adjusted against leave balance.

(d) If an employee arrives after Noon but before 2:00 PM, half dayQ salary will be deducted
or adjusted against leave balance.
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(e) If an employee arrives after2:00t a X Rl &@Qa &l f I NB gGAf ¢
leave balance.

Note: 10:00AM/11:00 AM deadline is for employees based at PLT premises.
09:30AM/AM 10:30 AM deadline is for employees based at GSK premises.

3.0 Working on Saturday and Sunday

(a) The company discourages working on Saturday and Sunday. However, in order to meet
project deadlines, Paperless Technology/GSK is at liberty to ask employees to work on
Saturday and/or Sunday.

(b) Paperless Technology will conduct a mandatory General Meeting every quarter on a
Saturday at our premises.

()9YLX 285Sa o0l aSR | i serkzdvicefrérbthel entlsiddsviéck.a Sa 6 A f

4.0 Employee Grades

Paperless Technology has following grades from bottom up:
1. Associate Software Engineer
2. Software Engineer
3. Senior Software Engineer
4. Team Leader
5. Manager
6. Senior Manager

7. General Manager
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5.0

6.0

7.0

Hiring

Paperless Technology undertakes a rigorous approach toward sorting out talented

individuals and hiring new employees. Depending on the qualification, experience,

OF YRARFIGSQa AYGSNBASSG | yR ailAtt fS@St> tlI L
conditional offer to interviewed candidates.

The selection will be purely on merit and qualification irrespective of race, color, ethnic

origin, national origin, creed and religious beliefs. Also, remuneration is commensurate
with education and experience.

Paperless Technology also reserves the right to confirm employees working on
conditional basis.

Paperless Technology also reserves the right to notify candidates whose services are no
longer required during or by the end of the trial phase (before an employee is

confirmed).

Termination of Employment

Paperless Technology reserves the right to terminate an employee on probation on the
spot.

t I LISNI Saa ¢SOKy2t23& gAff LINRPGARS | Y2y (iKC
services are no longer required. Paperless Technology reserves the right to ask the

SYLJX 2SS (2 tSI @3S Ada LINBYrAasSa AYYSRAIFIGSt e

Confirmed employees shall LINE @A RS | Yi@Pypérks©Tachngl@eyiokhéntise
salary will be deducted accordingly.

Intellectual Property

Any creative work done by an employee while employed with Paperless Technology is
the sole and undisputed property of Paperless Technology. An employee forfeits his/her
right to challenge the ownership of that aforementioned piece of work.
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8.0

9.0

10.0

Provision of Lunch

Paperless Technology provides lunch to all employees at their premises. 50% of the total
cost of this service is paid for by the employee. The remaining 50% is subsidized by
Paperless Technology.

Birthday Cake

Paperless Technology will arrange for a TCS delivery of birthday cake at employeesQ
home address on his/her birthday.

Health and Safety

Paperless Technology pays special attention to health and safety aspects of both its
employees and facility. All employees are provided ergonomically designed equipment
to work with. It is also ensured that the work-environment is non-hazardous and with a
pleasant and congenial atmosphere.

Moreover, to boost productivity and minimize disruption, Paperless Technology has
furnished the entire workspace with Uninterrupted Power Supply at its premises.
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Section C ¢ Training and Development

1.0 Certification Reimbursement

Paperless Technology encourages its employees to earn certification on latest
technologies on which the company is executing projects. Employee will earn and
submit the proof of certification from IBMQ dnd MicrosoftQ pre-approved certification
list to get reimbursed.

2.0 Eligibility
Every confirmed employee is entitled to increase his/her knowledge and expertise
through courses and certification. The start of course/certification date must be on or
after the date of confirmation. Pre-approved certifications include the following:

IBM Technologies

1. IBM Content Manager Enterprise  (Twice)
2. IBM Content Manager OnDemand (Twice)

Microsoft Technologies

1. Microsoft Certified Professional (MCP) (Once)
2. Microsoft Certified Application Developer (MCAD) (Once)
3. Microsoft Certified Professional Developer (MCPD) (Once)
4. Microsoft Certified Solution Developer (MCSD) (Once)
5. Microsoft Certified Database Administrator (MCDBA) (Twice)
6. Microsoft CRM (Twice)
7. Microsoft Sharepoint (Twice)

Note: Paperless Technology reserves the right to revise this list at its discretion.
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3.0

4.0

4.1

4.2

4.3

4.4

Reimbursement value

On receiving the proof of certification and original invoice, the employee will receive
reimbursement for single or double amount of the invoice value. Double means those
employees who earn certification on their first attempt. Those employees will get bonus
equivalent to the cost of certification. Otherwise, they have provision and coverage for
second attempt.

Employee Development

Paperless Technology understands the inherent desire of an individual to become better
and more efficient (in a professional sense). Therefore, Paperless Technology has
devised a mechanism to help employees choose a career path of their choice, excel in
their roles and start preparing for the role they would like to see themselves in.

Paperless Technology encourages its employees to excel, grow and communicate their
career targets to the management while their careers are also advanced. Following
documents are tools to achieve what is mentioned in the above paragraph.

Position Profile
A document detailing the attributes required of the incumbent. See Appendix A.

Job Description
A document detailing the core responsibilities and duties required of the incumbent.
See Appendix B.

Development Plan
Ly OUA2y LIXIFYy RSGFAfTAY3I AyOdzyoSyidQa
competencies, promotion plan and conditions for promotion. See Appendix C.

Performance Evaluation

Evaluation period will always start on January 1, April 1, July 1 and October 1. This will
be conducted by theempf 2 8 SS Q& R A Ndpddding dh deiplSybkIdldssifiatibh
as follows:

Associate Software Engineer Quarterly basis
Software Engineer Quarterly or Bi-annual basis
Senior Software Engineer & above Bi-annual or annual basis

Page 12
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Section D ¢ Reward and Recognition

1.0 Man of the Quarter Award

A cash award of Rs. 10,000/- along with a certificate shall be awarded to an employee
who has demonstrated outstanding performance during the quarter.

This award shall be announced on the first Monday after the end of each business
quarter.

This award shall be presented during the quarterly general meeting.

Condition for Eligibility
CKS O2YLJI yeé Qi shfiths hugr@rimust be 2Hed&F6) thd (daster.

2.0 Man of the Year Award

One monthQ gross salary along with a certificate will be awarded to an employee who
has demonstrated outstanding performance during the whole year.

This award shall be presented during the quarterly general meeting.
Condition for Eligibility

CKS O2YLI yeQa FAYLIYOAlIf 202S8HopeiadS 2F GKS @&
Employees must have served at least one year with Paperless Technology.

3.0 Recognition

nd/or

t F LISNI Saa ¢S OKY 2na@2retéziza an YidividualanSg Shdpe a
0KS &SIN» ¢

F2NY G lye 3IAGSYy GAYS RdzNAYy3I
highlighted and recognized in an open forum.
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Section E ¢ Taking Time Off

1.0 Leaves and Absences

CKS F2tft26Ay3 RSOl Afléave ant bBSehck Géhetluledt HDKY 2 f 2 -
unscheduled) policies.

1.1 Leave for Probationary Employees

Employees on probation are not eligible for any leave. t NR O G A 2y | NB SYLJ
absence will translate into daily salary deduction from monthly remuneration.

1.2 Leave for Confirmed Employees

The employees are eligible for the following leaves with full salary payment:-

Casual/Sick Leave
Semi-Annual Leave
Marriage leave
Hospitalization leave

1.3 Casual/Sick Leave

(a) The leave period is from January 1 to December 31 in a given year.
(b) Starting from January, one day will be added on every alternative month.
(c) The leave balance and pay-slip will be emailed to employees every month.

The following table gives month-wise total leave balance eligibility.

Month Leave Balance
January 1
February

March

April
May
June
July
August
September

NR|RAR(WWIN|N (-
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October 5
November 6
December 6

* Employees who join in-between the leaves will have their leaves calculated on pro-
rated basis.

Semi-Annual Leave

After completion of every six months the employee will be eligible to avail one week
leave (5 working days). For those joined in between will be given leave on prorated basis
for first time only. A minimum of five working days off should be filed together.

Employee has to apply to avail this leave twice in a year between the following periods:
e January 1ltoJune 30
o July 1to December 30

Company has the right to turn down leave requests. This decision is primarily dictated
by the business requirements. However, in lieu of un-availed vacation days, the
employee will get paid 25% of gross salary. Employee must apply a month in advance
0ST2NB tSI@SaQ SELANIGAZ2Y RIFEGSO

It is to be noted that there will be no compensation for disapproved leaves applied in
between June 1-30 and December 1-31.

If an employee does not apply or forgets to apply according to the above date ranges
then leave(s) will stand void.

Employees with a tenure of three or more years with Paperless Technology, are entitled
to three-weeks (15 working days) leave in a year.

Marriage Leave

Each confirmed employee is eligible to avail one-week paid leave (5 working days) at the
time of their nuptial. Paperless Technology will also arrange for a wedding gift to
confirmed employees as follows:

Description Gift Value
Employment Service less than a year Rs. 5,000
For each completed year of service Rs. 5,000 * (Year +1)
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1.6

1.7

1.8

Hospitalization Leave

Each confirmed employee is eligible to avail up to one calendar month as leave in case
he/she gets hospitalized.

Employee has to inform Paperless Technology while he/she is admitted in the hospital
so inspection can be made.

If the employee fails to fulfill clause 2 (above), employeesCabsence will be treated as
unscheduled and unannounced. Hence, daily salary will be deducted from monthly

payment.

Aitekaaf Leave

In order to allow spiritual fulfillment, Paperless Technology allows employees to take
time off to perform Aitekaaf rituals. Employees can take Aitekaaf leave only along with
their semi-annual leave left for five working days. The duration of this leave will be the

G201t ydzYoSNJ 2F RI&a AyOf d¥ssaReing tife labt ke

days of Ramadan starting from 21 of Ramadan.

Absence Policy

1. All employees & dz0 YA U W5 Af & | OU Aeld daily Funciiofs SPSpéress |

¢ SOKy2f23e gAff Fdzi2YFGAOFEf& | R2dzal
[ S @S Q f A HectHIRE (Hardgeaih 3.3),Af yhere is no balance on that month

then the employee will be consideredas W 6 a Sy 1 Q I Yy R T 4y s8adS NB

will be deducted from monthly payment.
If absence includes Saturday, Sunday and public holidays in between the start and end
date of leave, all calendar days inclusive of start and end date of leave will be taken into

account for calculation of remuneration purposes.

This calculation excludes Public Holidays.
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1.9

2.0

3.0

(a)

Salary deduction calculation

The salary deduction figure will be calculated as follows:-

Daily Salary Monthly Gross Salary + 30

Salary Deduction Days Absent X Daily Salary

Public holidays

Paperless Technology observes all public holidays announced by the Government of
Pakistan.

Academics

Paperless Technology encourages all employees to improve their skills by engaging in
academic activities. All employees, after one year of continuous service, are eligible to
leave at 5:00 pm only on one working day of their choice to pursue their academic
activities.

Their educational plans must be discussed in advance with the Paperless Technology
management and the early leave approved, prior to start taking advantage of this offer.

Academic activity means Masters qualifications in Computer Science and Business
Administration.
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Section F ¢ Periodic Get-Together

1.1

1.2

1.3

1.4

Paperless Technology encourages employee interaction during and after work hours
among employees at all levels. Therefore, in order to meet this end Paperless
Technology has decided to hold various events where business and pleasure can be

YAESR IyR |taz2z a2yvy$8 S@Syia 6KSNB SyLx 2&8S8S8qQ

General Meeting

Paperless Technology will hold its General Meeting every quarter. The schedule of this
congress will be announced beforehand. Lunch will be served. Prime objective of this
meeting is to share past business results and plan future business plan and strategy.
Using this platform, all employees are welcome to provide feedback and speak freely
(any matter, official and/or personal) without any fear of reprisal. The meeting will
always be scheduled on a Saturday; attendance is mandatory.

Annual Dinner Party with spouse

Paperless Technology will hold a formal dinner once a year on a pre-announced date to
celebrate significant business achievements.

Annual Iftar Party

Paperless Technology will hold an Iftar dinner on second Friday of Ramadan.

Annual Picnic with family

Paperless Technology will organize an annual day-long excursion for all employees on a
pre-announced date.
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APPENDIX A

Cln A= RS R L N _] v Assoiciate_Software_Engineer_Position_Profile [Compatibility Mode] - Microsoft Word - =

| @ =

Home Insert Page Layout References Mailings Review View

POSITION PROFILE

Position Title: Position Name:

Software Engineer Mr.

Effective Date: Expiry Date:

Januarv 1, 2008 Till revised document issued

Attributes for position

Graduation in IT related subjects from reputed institution

0-6 months ofrelated experience
Strong technical skills
Abilitv to leam new technologies

Feasonable interpersonal skills

Reasonable verbal/ written communication

Honest and sincere personalitv

HERERGEREE

Self motivator

Approval/Acceptance

Approver’s Signature: Accepter’s Signature:

Mustafa Kamal Mr.
Approver’s Name: Accepter’s Name:

Page:1 of 1 | Words: 84 | & | B = [ —

Position Profile
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Home Insert Page Layout References Mailings Review Wiew @

JOB DESCRIPTION

Position Title: Position Name:

Software Engineer M.

Effective Date: Expiry Date:

Januarv 1. 2008 Till revised document issued

Core Responsibilities according to priorities

1. Responsible for software development implementation

2. Fully Support supervisor in achieving the targets

List of Jobs

software development implementation

Supervise and trouble shoot technical issues

Coach , teach and develop users

Develop and maintain Technical documentation

Maintain personal relationship with clients

Actas company ambassador at project site

Maintain honestv and integrity in all dealings

Approval/Acceptance

Approver’s Signature: Accepter’s Signature:

Mustafa Kamal Mr.
Approver’s Name: Accepter’s Name:

- Signature Date Signature Date
Page:1 of1 | Words:106 | gﬁ | EHEFIRIE|

Job Description
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APPENDIX C

\ZEH Y- 04 )7 Deveopment Plan Khurram [Compatibility Mode] - M. | Table Taals - o

X
Home Insert Page Layout References Mailings Review View Design Layout @

Competencies levels

Skill Sets Existing Future Action Plan
Competency | forimprovement
Level (*)

Software Development
VBE None
VBNt High
ASP Nt High

MSSQL Medium Achieve High lavel bv Tune 30,2008
Crystal Report Medium

Website building Medium

Documentation Medium Achieve High level by June 30,2008
IBM Technologies

CM Enterprise None

CM OnDemand None

Lotus Notes None Achieve Low level by March 31,2008
Microsoft solutions

CRM None
Sharenoint None
Management Skills

Verbal communication | Low Achieve Medium level by March 31,2008
Written communication | Medium
Attitude’ Behavior High

Leadership Quality Medium Take mnitiative

Punctuality Low Arrive office by 3:00 AM
Developing others Low Develop Imran Khan _net technology

* Competency Levels (NoneLow/Mediam/High)
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Future Promotional Plans

Next Promotion possible: Team Leader
Promotion probability: High
Target Date: Tulv 1. 2008

Conditions to be fulfilled for promotion:

1. Achieve required level of competencies mentioned above Future Action Plan

2. Build rapport with Allah Vasava

3. Get know how and involve vourself on functions performed by other Paperless
Technology staff

4. TImprove interactions and dealing with other Paperless Technology staff and help

them to get developed as:-
- Imran Khan in net technology
- Wasim Alram in technologies and GSK decumentation standards

Get command on GSK Standard Operating Standards for documentation

. Improve communication skills specially verbal

Approval/Acceptance

Approver’s Signature: Accepter’s Signature:

Khalid Hehal Haider Allah Rakhal
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