Oreen’
= Bhulan

Corpoxation Limited

Standard Operating Procedures

ety

Green Bhutan Corporation Limited



A RN | Oreen
Green Bhutan Corporation Limited § BhuTaﬂ

(State Owned Enterprise) Corpasntin il
Semtokha, Thimphu

G 0. 0y o Ue”

GBCL/ADM-05/2017/ $¢ 2 13" November 2017

FOREWARD

The management has developed this Standard Operating Procedure (SOP) 2017 in order to set a
written guidelines to be followed by the division, section and an individual employee in the
company. It details the regular recurring work processes that are to be conducted or followed
within the company. It also provides guidance on the way activities to be performed to facilitate
consistent performance requirements and to support quality service delivery. It describes
processes and procedures to ensure compliance with policies, rules and regulations, systems etc.

All employees are hereby directed to comply and follow the guidelines in order to minimize
variation, errors and miscommunication and to enhance efficiency and effectiveness in achieving
company’s objectives and goals.

This document is a living document and any additional information and changes can be proposed
and incorporated as and when required with prior discussion and approval from the Management.
The Management would like to solicit all employees to fully familiarize themselves with this
document and adhere with all provisions.

The Standard Operating Procedure (SOP) 2017 shall come into effect from 1% December 2017.

amber S. Ra \ X
Chief Executive-Officer N gy
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Introduction
This Standard Operating Procedure (SOP) is a set of written guidelines that documents a

routine or repetitive activities followed by the division, section and individual employee
in Green Bhutan Corporation Limited (GBCL). It is documented processes that a GBCL
has in place to ensure services and/or products are delivered consistently by employees
all times.

The development and use of SOPs is an integral part of a successful quality system as it
provides divisions, sections, units and an individual employee with the information to
perform a task properly, and facilitates consistency in the quality and integrity of a
service delivery or end-result. The term “SOP” may not always be appropriate and terms
like guiding strategies is also used in this document.



Purpose
Standard Operating Procedures details the regularly recurring work processes that are to

be conducted or followed within the company. It provides guidance on the way activities
to be performed to facilitate consistent performance requirements and to support quality
service delivery. It describes processes and procedures to ensure compliance with
systems, rules and regulations

Proper use of SOPs minimizes variation and promotes efficiency and effectiveness
through consistent implementation of a process or procedure within the company, even if
there are temporary or permanent changes of employees. SOPs can indicate compliance
with organizational requirements and can be used as a part of a employee training
program for newly appointed employees, since they should be provided with detailed
work instructions. It minimizes chances for miscommunication and can address safety
concerns. In addition, SOPs are frequently used as checklists by the regulatory and law
enforcement authorities to monitor compliances.



Operating Standard Procedures

Who does what
and why?

Processes

What we do?

Procedures
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Annexure - 1
EMPLOYEE CODE OF CONDUCT UNDERTAKING

having been appointed as the employee of Green Bhutan Corporation Limited hereby pledge to
serve the Company with Tha Damtsi upholding the values and true patriotism. I also pledge to
abide by the all laws and rules and regulations including code of conduct and ethics while
discharging my responsibilities.

I have read and understood the code of conduct as well as the disciplinary actions that I will be
liable for if I violate the code of conduct.

In doing so, I also declare that I have obtained a place in the company on the basis of my own
merit. In the event I am found guilty of furnishing false or forged testimonials, I shall be liable to:

a) Termination from the company;
b)Forfeiture of all my testimonials by the company; and
c)For prosecution in the court of law.

In presence of the Administrative Officer/HR Manager, a representative of company on
............................. I sign this Employee Code of Conduct and Ethic Undertaking and accordingly,
not to dishonor it at any time. I append my name in writing hereto.

Date:
Place:

(Affix Legal Stamp)
Signature
Name of the employee
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Annexure - 2
LEAVE REQUEST AND APPROVAL FROM
0. s

From: Name.........oooooiiiiiiii i, Position Title........ooovviiiiiiiiiiias

Kindly grant me leave as follows:

Remarks

1 Earned Leave

2 Casual Leave

3 Bereavement Leave

4 | Maternity Leave Attach evidence
5 Paternity Leave Attach evidence
6 | Medical Leave Attach evidence

7 Extraordinary Leave

*Submit reasons:

Signature of Applicant

*Until today,................ (date)................(month), ................. (year), the applicant has
......... days of earned leave and ...................days of casual leave balance.

HR Manager
Approved Not approved

Concerned GM/Chief Executive Officer
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Annexure-3

GREEN BHUTAN CORPORATION LIMITED
POOL VEHICLE REQUISITION FORM

Name of Division/Section:

Requisition details

Type of Vehicle:..................... No. of Vehicle(s) .....c..ccerveneene.
Date Place Name of the Purpose
Official(s)
From To
SIGNAtUIe  : .oocvveieeieeeeieceee e
Requisitioned submitted by (Head of |, o s
Division /Section)
Designation: .........ccceeunee.. Date...............
Vehicle condition: ........cccecvevievieecienceenieeieeiesie e
Vehicle NO: .ot Signature of Assistant Administrative
Officer
Name of DIIVET: ... coieiieieieeieseee e

Recommended by General Manager, AFD

& Marketing SIGNAtUTE:...uvieeiieeiieieeeeeeeere e
Date:. ..o
Approved by Chief Executive Officer Signature: .........ooovivereniiiieieeee s

Date: ..o
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Annexure-9

CONTRACT AGREEMENT FOR NEW CREATION AND MAINTENANCE OF

PLANTATION WORK
THIS CONTRACT AGREEMENT is executed on the ............ (day),...eevennn... (month)
and.............ooee (year)
Between

a. Green Bhutan Corporation Limited (GBCL) (hereinafter called “the Purchaser”),
and

b. [insert name of contractor], CID NO...........coovviiiiiiiininnn.nn. (hereinafter called
“the contractor™).

insert contract price in words and figures] (hereinafter called “the Contract Price”).
NOW THIS AGREEMENT WITNESSETH AS FOLLOWS:

1. In this Agreement words and expressions shall have the same meanings as are
respectively assigned to them in the Conditions of Contract referred to;

2. The following documents shall constitute the Contract between GBCL and the
Contractor and each shall be read and construed as an integral part of the Contract,
viz.;

2.1 This Contract Agreement;

2.2 Terms and Conditions;

2.3 Technical Requirements (including Schedule of New Creation of Plantation
Work and Technical Specifications);

2.4 The Contractor Bid and original Price Schedules;

2.5 The form of Performance Security;

2.6 [Insert here any other document(s) forming part of the Contract;

2.7 This Contract shall prevail over all other Contract documents. In the event of
any discrepancy or inconsistency within the Contract documents, then the
documents shall prevail in the order listed above.
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3.

Contract Period

3.1 Contract period shall be
Order.

months and the work should start as per the Work

3.2 Contractor shall start the work within 10 (ten) days upon issuance of the Work Order.

3.3 Time extension shall not be allowed since plantation work is seasonal.

4. Work description, quantity and amount
4.1 GBCL and Contractor has agreed with the below mentioned detailed work
description, work quantity and amount:

SI. | Description of Unit | Quantity | Rate | Rate in word Total
No | activity (Nu.) | (Nu.) Amount
(Nu.)
1
Total Amount (Nu)

4.2 The Contractor has visited entire plantation site to fully satisfy himself/herself with the
working environment and negotiated the item wise rate at reasonable and acceptable market

rate. The quantities shown against the item of works are negotiated as per actual

specifications desired in terms of quality and quantity and the rates are negotiated for all
items of work as specified in the tender document.
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5. Performance Security
5.1 The Contractor shall be required to submit a performance security of 10% of the

contract value in the form of cash warrant, demand draft or unconditional Bank
Guarantee issued by a financial institution located in Bhutan, to be furnished before
signing the contract. Performance security shall be valid till the end of contract
period and will be returned after the end of satisfactory completion of work.

6. Quality Control:

6.1GBCL, Divisional Forest Office, Social Forestry and Extension Division (SFED)
under Department of Forest and Park Services (DoFPS) and other relevant agencies
will conduct strict and continuous supervision of work progress and quality;

6.2Continuous rectification of plantation work during contract period shall be carried out
by the Contractor and additional cost for such corrections will not be entartained
unless particular activitiy is an additional work;

6.3 The plantation works shall be carried out to the satisfaction of GBCL, Divisional
Forest Office, SFED under DoFPS in accordance with the technical specifications of
the bidding document

7.Termination of Contract
GBCL may, by written notice, terminate the contract agreement in whole at any time

for its convenience:

7.11If the contractor fails to start the work within 10 (ten) days after issuance of work
order, the GBCL shall review the case & disqualify the contract forfeiting his/ her
Security Deposit through notification and award the work to second lowest bidder
without delay;

7.2 If the Contractor fails to perform any other terms and conditions specified in the
contract agreement;

7.3 If the Contractor does not take any remedial action within a period of 10 (ten) days
after receipt of a notice of default from GBCL specifying the nature of the
default(s).

8.Payment
8.1 In consideration of the payments to be made by the GBCL to the Contractor as

hereinafter mentioned, the Contractor hereby covenants with the GBCL to provide
the works and to remedy defects therein in conformity in all respects with the
provisions of the Contract and technical specifications;
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8.2 The final payment of the bill shall be sanctioned by GBCL, within 30 (thirty) days
upon completion of work and completion report by contractor, submission of
handing taking note, original bills and TPN number/CID copy, against the actual
work quantities carried out by Contractor;

8.2 If Contractor fails to complete the work specified in technical specification within contract
period, defect liability of 0.01% of the contract value per day shall be levied up to maximum
of 10% of contract value;

8.3 The final payments shall be made on completion of work on physical verification
by GBCL based on contract agreement. However, in case of any lapses in
execution of work, the concerned contractor has to rectify within 15 (fifteen) days
at his/her own cost.

8.4 Tax Deduction at Source (TDS) of 2%.

8.5 Liability Security Deposit of 10% and liability period shall be 6 months from the
date of work completion report submitted by the contractor.

8.6 Liability security shall be maintained for the following works;
8.6.1 Fencing;
8.6.2 Pit digging (non-compliance of specification as per contract agreement);

8.6.3 Drying of seedling due to wrong planting techniques.

9. General terms

9.1Transportation of seedlings from road head to plantation site should be done by
the contactor under strict supervision of GBCL staff. Necessary precaution should
be taken to avoid seedlings damages during transportation. It is advisable to use
bamboo or plastic baskets or wooden crate for safe transportation;

9.2The contractor shall have no right to use the land in any form other than raising plantation
and will have no ownership rights over the land and the forest products;

9.3The contractor shall carry out the work in close consultation with the GBCL staff
who shall monitor and clarify the specifications and immediate rectification
should be carried out by contractor in case of work not in compliance with the
contract agreement;

9.4Any additional work or any work that deviated from technical specification or
contract agreement shall be carried out by the contractor only on issuance of

formal office order from GBCL;
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9.5In order to maintain the quality and technical specifications of all the items of
work, the contractor shall have to carry out the work under strict supervision of
GBCL staff;

9.6 The contractor shall not sub-contract the work;

10 . Dispute Resolution

Any dispute arising out of this Contract, which cannot be amicably settled between the
parties, shall be referred to adjudication /arbitration in accordance with laws of the
kingdom of Bhutan.

We carefully read the above Terms & Conditions and fully satisfied and agreed to
execute the given work on time.

IN WITNESS whereof the parties hereto have caused this Agreement to be executed in
accordance with the laws of Bhutan on the .............. (day),...ovveiniinnnn. (month) and
...................... (year) indicated above.

For GBCL: For Contractor:

Affix
Legal
Stamp

Name & Signature Name & Signature
CID No.
Mobile Number

Date: Date:

Witness Witness
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