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MINISTRY OF EXTERNAL AFFAIRS

NEW DELHI

Dilt/551/11t2015

Mr. Piyush Joshi,
Flat No. 801-802, Tower 7,
The Palms, South City-1,
Gurgaon, Pin 122002

Subject: Ref: RTI Application Registration No. MOEAF/R/20151022241
lnformation sought under RTI Act 2005.

Sir,

14th July, 2015

dated 28.05.2015,

Please refer to your RTI application dated 24.06.2015 on the above subject. lt may be
mentioned that answers to questions from I to 4 pertain to this Ministry. The information required is
attached along with the Ministry's Note Verbale as detailed below:

Ministry's Note Verbale Dll/451 (18111)175(PH-124) dated 29.11.1975
Ministry's Note Verbale Dll/465(64)lD-llll97 dated 02.1 '1.1988
Ministry's Note Verbale Dlll/465/7l2O1O dated 07.01.2011

2. lf you are not satisfied with this reply, you may file an appeal to Ghief of Protocol, Ministry of
External Affairs, 149 A, South Block, New Delhi within a month from the date of receipt of this
letter.

Yours faithfully,
t\

\
I

I
(Puran Mehra)

Protocol Officer-(l I l)
Tel. No.- 4901 5425 Fax - 4901 5446

A.
B.
c.

N.O.O:
1. JS(COP)
2. US(RTI)
3. DS(DD)
4. PO(XMM)

() ltt,,tA,
(Puran Mehra)

Protocol Officer-(ll l)
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Protocol Hand Book

(Enclosure to Note No. D-IIA465(64)/D-III/87 dated2 November
1e88)

D.rll45 1 ( 1 8 t lt) /7 s (PH- r24) November 29,1975

The Ministry of ExternalAffairs presents its compliments to
Foreign Diplomatic Missions inlndia andhas the honourto say that
at present the employment of local staff in many Missions is not
governed by any well-defined system, which would give a clear
indication of the terms and conditions of service of their ernployees.
This has often resulted in dispute, particularly over terminal benefits,
in which the Ministry has been called upon to intercede.

2. The Ministry of ExternalAffairs has given considerable thought
to this matter and feels that in order to reduce the chances of these
disputes arising it would be appropriate for the employees to have
a clear idea of their rights and obligations in respect of such
employment. The Ministry has consequently formulated a model
contract containing the temrs and cpnditions of Employment which
Diplomatic Mission might enter into with their Indian employees in
order to ensure that both sides are aware of their rights and
obligations arising und.et such employment

3. The model contract form attached herewith may be seen as

indicating the minimum terms that should be offered to the Indian
employees. The Missions would be at liberty to offer largerbenefits
to their employees than are provided for under the model contract,
if they so wish. The model contract may accordingly be modified
by agreement between the parties, if deemed necessary. The general
idea is that the terms of service of Indian employees of diplomatic
Ivlissions should be specified in a clear manner so that both sides
are aware of their rights and obligations, thereby reducing, if not
altogethereliminating, the causes of differences and disputes.

4. TheMinistry avails itself of this oppoftunity torenewto foreign
diplomatic Missions in India the assurances of its highest
consideration.

AltForeign Diplomatic Missiohs in India;
New Delhi.
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No. D -III/4 65 (64) lD -lIU 87

Annexures

Annexe XV Contd,
.November 

2, 1988

The Ministry of ExternalAffairs presents its compliments to
foreign Diplomatic Missions in India and has thg honour to enclose
a copy of Note Verbale No.DIIl45L/(I8ltL)t75 (PH-1,24) dated
29th November 1975 along with its enclosures regarding terms and
conditions of service of locally recruited staff in their Mission. The
Foreign Missions may wish to note the following small changes in
the encLosed "Model Contract"

Itern 10 (b) - The amount of maximum Gratuity shoulcl be
raised from 15 months pay to l6&V2months pay as in the
case of Government servants or alternatively a monetary
ceiling of Rs. I lakh may be prescribed.

Itern L0 {c) - The qualifying period for membership of
providerrt firnd may be reduced from I year service to 3
months continuous service as pfovided under the
Ernployees ProvitJent Fund Scheme.

Rate of Frovident Fund contribution may rise from 8Zo
to 8 1/3 or I0% as provided under Employees provident
FundAct.

The Ministry avails itself of this opportunity ro renew to the foreign
Diplomatic Missions in India the assuiances of its highest
consideration.

AII fbreign Diplomatic Mission in India. New Delhi.

All foreign Diplomatic Missions in India,
New Delhi
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No D lltl46517t2010

Protocol lll Section
Akbar Bhavan

''Janurary 07 , ?-011

The Ministry of External Affbirs pregents its oornplinren:ls to alltlre Diplernatic Missiong / posts, uN and other i^trig"v;r;;";;;;
Agencies in the territory: gf lndia and with refei.ence to ihiS Ministrv,s
Nqrte Verbale No D.lll.451t(18t11y75(Pt^l-124).laie.r'zgi;tttl,J;io'd",.
197q regarfling the Model Qontraci rolnn ' cont"inin; t.-; ;;;
conditions of serviqe of locally recruited staff ln.trbir 1[ir;6;, ;;;surbseqttent anrencimenls , in this regatd qilculafuO vide :fVOtei -ru",

D'lll/465t64t87 ciated Znd November lgaA' dated'2otn \ili t0b7;ni
rJltecl 25[' April 2006, has the honour to enclosed herewith a revisecj,'l\4ocJet Contract Form'. :

AjlArplsnaIig_M Li s,ro_n"s.8 9,.stq aF.Q

UN.al-d-sIhsl, t [ !q fggys r, nn?gn] a|
ulltelerd"tq,ry e.llndia
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4's.-ss-"s-ule-d -ac*'{anu eruJ.,iLru-hv-]lll.mt-s.try-qtH$eru-aj".affalrs*.h!-E*Vs_eJhi

l- i'r is;

the
servtce

MAp,ELSS$tmgtEatsu

cclntract has been concluded betvrreen

(Nar.ne of the Mission)
F_F+_ (Nanre

and lVlr./lVlrs./tVliss
of the employee), residenriof on the following teff,,iland conditions:

{.

a) Nanre pf the employee
b) Father's Name:
c) Ptace and date of birth:d) Nationality:
e) $ex:
0 EdusallmQaallliqiliwE_

P., Cesis.nden_ef$e_wptsyeg
l-ran$[ator
$ecretary
1'ypist
lle<;eptionist
$witchboarcl Oper:ator
Driver
Cook
Waiter' lSearer :

Mali (Gardner)
Chowkidar (Watchman)
Peon
Others

P r-o]h etien. P;e, -{ip.d ;
One to three months as mutually agreed. During the per:iod of,probation, the
services of the employee may be terminated- without ;oticu 

""j,*iir.."utassignirig any reason thereof.
..

lf the services of the enrployee are terminated during the period of probai, ,

he/she will be allowed reasonable time, not less thah 7 days fgr vacation or
accommodatiorr which might have been pr,ovidefl by,.the trllission.= 

+-Ys-.v" v'



$ q:.e.!n ql $lf . Ea.y. eLfl _d_eX[p.wg $g. p g;(i) lray ancl scale of pay: 
- -

(ii) /-\llovvances:

s.

hf rstt.:.

1. Th,e lWinistry of Labottr & Emptoyment keeps updating minimun-standard wages for $kiltec!, Semi-Skitled & Un-$kiilea woit eri rioii"ii**'",',,t::::.,,:-!:. 
!?t:tj ,informallgn. can be accessec{ through 

-tts 
website r.e.

!ry ancl the sarne may be extended tothe retevant category"or toioaii ;6tr;wed by the twission,

2.. 'fhe 
entptoyee Shatt atso be entitted for anntJal increage in satary whichshalL at least, be tinkecl to the rise in Consurnei irirr-t;A;;-;;ifr;;';;;;

annual incremqnt$.

&qrt"ue"gtpf(*gH$ig,ffixrnenfi
One rnonth's aclditionat sataly for each year of completed service, payaikt;iannually. I

(This lgave coulcl be accumulated upto a

Entitlement of sick leave
woutd be available en

.WerLrlgg*h.{qgis;
B hours per clay exclusive of lunph hour; 5 working C"y" * 40 hours'per week.

orAsmutua|lyagreedUponinwriting.i

Averqlme:. l

At q{ouble the rate of regular emptoyment.

&.$[remen$,S$s
00 year,s. An ernployee
discretion of 'the MiisiOn,

may be given extension beyond 60 years at the



'fl r0. ]-srm-tu.q$[Ejt_$]f_HruMe]ffi0gnl;
(a) l\otice: One month on eitfrer side or one monthrs salary in lieu ther:eo{.

(h) 7"he grot.,ds of termination of the contact frent the Embassy wiil be (a)inadequate performance (b) wittfut misco,duct, Jisobeore n.u oi n'egrect cttcluties, (c) breach ctf security, (d) discourtegy, misoenaiior with iotiriiiw o,superior'1 and (e) freqqent lack of punqtuulitv *itnoui du, justiticaiiii*to thesafisrhcfion of the Missioy tn.kgeniig with laws or iituiat jistioe, the Missionshottlc:l take care to avoid unitaterat/irbitrary Action. T4e tWssion is ,irli:inO to.sert/e a show cau$e notiee on the emptoyee before terminatiai *ir:iit n caseof breaoh of securitlr.

(c) Terrninal Benefits: Qne month's salary tor each cornplete4 year ofservice for employee with a nrinimum of on-e year,s seryice. ferriinal Uenetilsvvill tre paid when the termination talces pta'ce on uoy grounJ ;;;;fir;';;
grounds of dismissal, ill health, redundaney or old ig6 retir"rnuni.-these
ternrinal benefits wourd atso appry in the c"se of vorunia"ry ,esig;"ti*, sararvin this ctause woutd mean tast sitar:y drawn at the tirne dr t6irfii""iil;. fiJr;will not be any monetary ceiling in ir,e;;ou;f ;i g;;tr,1!r'6:'#:"",T rj'ih;
enrployee

:

(d) ln addition to benefits in (c), under the Employees 1trrovrdent
Funei $cheme gvefy-enl:ploJree shail be entitted 

"no=*qriiui 
io-bec-ome i,nrember of the Fund It* th-e date of; joining: According t6lh[-,r.r,..*!l'**,.,,

gmnlovee wiil conrribute 10% or 12t/s o-f' his: iaiuxj, aJ ;i6;iolo-lunoo,Eygtovge p'wident: FunQ' Act, towa'os proviqent r,rrto;Lnota,iteqiili:a,iount
will he deposite<j by the Employer. The iotai unn.,rnitwitn intEi"jttilli ilHd
tothe9nrployeeon.re-signation,termina.t'iongrretirernent.

-l'he 
benefits in (c) and (d) above yil,4s9 be udyailabl,e tg the:dep,pndentS/tegat:

heirs of the emplqyee ih jhe event pf his/her death durlni $ertip,ef ,- ,-,:

fiSote : The above sets o:ut $le minimurn stan4ard for the ernployment e.f,local
enntrlloyees of t['re foreign Misqions/Posfs ih lnd,ia. The MisSiti"S; dw;ilrt;;,
b'e fnee to give henefits to their employees whic-h are iarger tharr thoue s"i +u i
above. They rnay n'rodify the teims and cond,ltions co-htainod in thq'Mlobe;i
GclntnactForrntogive!erg9i.ounefitstotheirernployees.
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