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GUESTHOUSEBOOKINGPOLICY

1. Introduction:

The Indian Council of Medical Research (ICMR) is India's apex body for biomedical
research, dedicated to translatingscientific discoveries intoactionablehealthsolutions that
addressnationalhealthpriorities. Thel CMR-NationallnstituteforimplementationResearch
onNon-CommunicableDiseases(NIIRNCD),Jodhpur,isoneofthe27institutesunderICMR. The
institute was established as a successor to the erstwhileDesert Medicine Research
Centre(DMRC) andcontinues tocontribute significantlytopublichealthresearch,particularly in
the field of non-communicable diseases.

Tofacilitatethestayofvisitingscientists,technologists,andotherprofessionals,theinstitute
operates a well-furnished Guest House. The facility maintains high standards of safety and
securityinaccordancewiththeGeneralFinancialRules(GFR),2017.TheMainGuestHouse
comprises eight (08) rooms, including two suites—preferably for officers of Level 14 and
above, and six standard rooms.

In addition, a Guest House Annexe. The annexe is primarily intended for
internship/dissertationstudents,JRFs,andSRFs,etc,thoughitmayalsobeallottedtoother
guests subject to availability and the discretion of the competent authority.

2. GuestHouse-BookingProcess:

The Director and Chairperson of Guest House Management Committee (GHMC)
have the authority to allocate the rooms.

Allbookingrequestsmustbesubmittedatleastfive(05)workingdaysinadvance
through the proper channel, either by email or official letter from the concerned
department/institution.

Allotment of rooms in the Guest House shall be on a first-come, first-served basis.
However, preference will be given to ICMR officials.

The room shall be allotted preferably after receiving duly filled Guest House Form
(Form GHF-1).

Norequestshallbeentertainedwithoutdulyfilledroomallotmentform.

Requestsshouldbesenttodirector-niirncd @icmr.gov.inwithacopymarkedto
niirncdgquesthouse@gmail.com

Any Non-ICMR official visiting or staying without a prior accommodation
letter/email through the proper channel shall be treated as a “Non-ICMR Official
on Personal Visit”, and charges shall apply accordingly.
AstheinstituteremainsclosedonSaturdaysandSundays,thisshouldbetakeninto
account while submitting requests.

Oral or telephonic requests will not be considered unless followed up by a formal
written or email communication.
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3. DurationofStay(aspercategory):

Official Visit:Maximumstayofseven(07)days,subjecttoroomavailabilityand
institutional requirements.

PersonalVisit:Maximumstayofthree(03) days,permittedonlyunderexceptional
circumstances with prior approval of the CompetentAuthority.

Interns/Students:Maximumstayoffifteen(15)days,subjecttoapprovalofthe
CompetentAuthority.

4. BookingConfirmation:

Oncetherequesthasbeenprocessed,anofficialbookingconfirmationwillbecommunicated
the guest by email through the Office of the Director, ICMR-NIIRNCD, Jodhpur.

5. Walk-inAccommodation:

Walk-inrequestsforaccommodationaregenerallynotencouraged.However,underspecial
circumstances, they may be considered subject to:

. Availabilityofrooms
.  ApprovalfromtheCompetentAuthority,ICMR-NIIRNCD
lll.  SubmissionofGHF-1detailsatthetimeofcheck-in.

6. RoomTariffandBookingPriority:

AllotmentofroomsintheGuestHouseshallbemadestrictlyinorderofpriorityandsubjectto

to

availability. The following table indicates both the priority order and the applicable charges (per

room per day):

Priority . Charges
No. CategoryofVisitor (PerRoom/PerDay)
1. ICMRstaffonofficialduty X500.00+applicable taxes
2 ICMROofficials on personal visit(including %X500.00+ applicabletaxes
' self/family)
3. Non-ICMRofficialson ICMR duty %500.00+ applicable taxes
4, Non-ICMRofficialsonofficialduty %1000.00+ applicabletaxes
5. Non-ICMRofficials onapersonalvisit %1,000.00+ applicabletaxes
6 Internship/Dissertationstudents/JRFs,SRFs,
' short-term/otherstudentsorfellows, Research X250.00+ applicabletaxes
Associates,Post Doctoral Fellows/ Non
Institutional Project Manpower /Outsourced
Manpower On Official Duty, Any Other Student.

Suite Room - Reserved for VIP guests (Level-14 and above) or as specially approved
by the Director.Allotment shall be made only after obtaining approval from the

Director,NIIRNCD,Jodhpur.

Nochargeswillbeapplicableforofficialguestsinvitedasanexpert/resourceperson

for

meetings, workshops, or conferences at ICMR-NIIRNCD, Jodhpur.To avail this
waiver,detailsoftheofficialeventoracopyofthepermissionmustbeenclosedwith Form

GHF-1.

Forinternship/Dissertationstudents,JRFs,SRFs,andothershort-termstudents, room

charges shall be applicable per bed.
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7. Timings:

i. Check-InTimings—12:00noon
ii. CheckoutTimings—12:00noon

Note:2hoursearlycheck-in/latecheck-outisallowedsubjecttoavailability. Afterthat,stay
morethan8hoursshallbetreatedasoneday.Anystaylessthan8hourswillbetreatedas half day
and charged at 50%. Any overnight staywill be charged at 100%.

8. Check-InRequirements:

All  guests must produce a validOffice/lGovernment-issued ID(e.g.,
ICMR/InstitutionallD)alongwithaVoterIDorAadhaarCardduringcheck-inatthe main
gate and/or reception.

For bulk bookings (e.g., conferences/workshops), a pre-approved participant list must
be submitted in advance during the booking request.

Guestsmust cooperatewithsecuritypersonnel &OfficeStaffduringverification.

9. PaymentProcedure:

Allguestsmustsettletheiroutstandingdues,includingthefoodbillspaymentin  Cash or
Online at the time of check-out from the Guest House.

Taxesareapplicableextraasper governmentpolicy.

The personin whose namethe booking has been made shall be solely responsible
for making the payment at the time of check-out.

Incasethebooking ismade by aninstituteorGovernmentOffice,theorganizing or
bookingofficer/personfromthatofficeshallberesponsibleforensuringfullpayment at
the time of check-out for all guests whose rooms have been booked under that
reservation.

Failure to make paymentat the time of check-out will result in the concerned
Institute/Office being blacklisted for anyfuturebookings at the Guest House.

10. CancellationPolicy:

Cancellationrequestsmustbesubmittedatleast03daysinadvanceofthe scheduled
check-in date.

Anychange,extension,orcancellationofbookingmustbeintimatedpromptlyvia
emailtodirector-niirncd@icmr.gov.in,withacopytoniirncdguesthouse@gmail.com

Incase,theGuestdoesnotarrivewithin24hoursofthecommencementofbooking, the
entire booking shall be CANCELLED automatically.
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11. CanteenandDiningfacilities:

Timings:
a. Breakfast 08:00AMto09:00AM
b. Lunch 01:00PMto02:30PM
c. Dinner 08:00PMt009:30PM

Chargeswillbeapplicableaspertheinstitutefixedrates.
ExtraChargesmaybeappliedforpreparingfoodondemand.
RatesmayberevisedbymanagementofNIIRNCD,Jodhpur,ifrequired.
MealswillbeprovidedinDininghallofguesthouse.

Fixed number of meals for the official guests and paying guests will be cooked on
order placed in advance (at least 3 hrs. prior to scheduled meal time) to avoid any
inconvenience.

Nocancellationwillbemadeonceorderisplaced.
Onlytheorderquantitywillbecooked.

12. Contactinformation:Forinquiries orsubmissionofbookingrequests,pleasecontact:

Dr.JaneshKumarGautam ShriPankajSharma
Scientist-C&Chairperson, GHMC PAtoDirector
Tel.:0291-2729739|M.No.:9013672978 Tel.:0291-2722403|M.No.:8769814662
Email:janesh.k@icmr.gov.in Email:sharma.pj@icmr.gov.in

Mr. Rahul Ranjan
GuestHouse,Caretaker
M.No.: 7277397374
Email:ranjan.r@icmr.gov.in

Note:GuestsarerequestedtoinformtheCaretaker,uponarrival.

Sd/-
Director
ICMR-NIIRNCD,Jodhpur
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XX.
XXi.

Generallnformation/Rules

The Guest House shall be under administrative control of the Director, NIIRNCD, Jodhpur and
Chairperson, Guest House Management Committee (GHMC).

Allotment of rooms in the Guest House shall be on afirst-come, first-servedbasis. However,
preference will be given to ICMR officials.

TheDirector,ICMR-NIIRNCDreservestherighttoCANCELanyconfirmedbookingincaseofany  need
for repair works / VIP movement / to accommodate VIPs / to accommodate ICMR officials / any
other need, for which no representation/request will be entertained.

Room allotment will be made based on availability, eligibility, and the priority criteria outlined in
Section 5, with charges applied as per the accommodation rates specified therein.

Nounauthorizedperson(s)shallbeallowedtostaywithorvisittheguest(s)after10:00 PM.

TheGuestHouseclosesat10:00PM.GuestsarrivingafterthistimemustinformtheCaretakerwell in
advance to avoid inconvenience.

The Institute/Guest house shall not be responsible for any loss or damage to the guests or their
property in any case during their stay.

If any damage to the property of guest house or institute is done by the guest, they shall be held
responsible and appropriate action may be taken by the institute including payment of damage.
Thereferringemployeeoftheinstitutefornon-officialguestwillberesponsibleforanyunauthorized
activity done by the guest and/or any payment not made by them.

All Guests/Visitorsmustenter their completeaddress and contactnumber intheGuestHouse
Occupancy Register, along with check-in and check-out details.
AComplaint/FeedbackBookformisavailablewiththeCaretaker.Guestsmayrecordsuggestions,
feedback, or complaints for consideration by the management.
Guestsarerequestedtoswitchofflights,fans,geysers,andotherelectricalapplianceswhen leaving the
room.

NoassetsoranyitemsofGuestHousewillbeallowedtobetakenoutsidetheguesthouse.

Guests must treat guest house staff, security personnel, and office staff with courtesy, cooperate
fully, and provide necessary information when requested. Any inappropriate behaviour or

misconductwillleadtoimmediatecancellationofthebooking,andtheguestwillbeblacklistedfrom future
guest house reservations.

Each room may accommodate a maximum of two persons, with a child up to 8 years allowed to
stay with them; no extra bedding, matting, or blankets will be provided.

Ifadriver requires accommodation or isstaying withanofficer, priorintimationis mandatory;last-
minute requests will not be considered.

Noillegalsubstancesallowedinthepremises.
GuesthousepremiseisNo-SmokingandAlcohol-freezone.Smoking, drinkingalcohol anddrugs in
rooms is strictly prohibited.
Cookingoruseofpersonalheating/cookingappliancesintheroomsisstrictlyprohibited.
PetsarenotallowedwithintheGuestHousepremises.
ThestayattheGuestHouseshallbegovernedbytherulesandpoliciesprescribedbythe Institute.

Sd/-
Director
ICMR-NIIRNCD,Jodhpur
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