Holiday Home Booking Procedure

            The Steps to apply for Holiday Home Booking  are as follows:

1. The Link for Holiday Home Booking System is http://10.146.64.55/intranet

This link  is also available on local intranet as Link to Marketing intranet..

2. The Officer has to Login into the system with His/Her User ID and  Password     

( The User  ID is Employee code and Default password is also Employee code             which can be changed).

3. An officer  can see the availability of  Holiday Home and then generates a request for booking of Holiday home and intimate his controlling officer whose employee number is to be filled up in controlling officer field while filling up the request for Holiday Home.

4. Controlling Officer logs into the System and approves the request by using Pending Approval option of Holiday Home System.

5. Provisional Booking is made by the system after approval by Controlling Officer.

6. After Depositing the relevant amount  in Cash Counter, an officer then has to enter Cash  Receipt Details in Cash Receipt Entry Option  within four  Days otherwise the provisional Booking done will be automatically cancelled by the system.

7. The officers nominated as Administrator for the Holiday Home Booking System are Shri Manik Mrigesh SM(Hindi) and Ms Neelam Dixit SO(H) from Administration Department of Refineries HQ who CONFIRMS all the details and allots the room/s.

8. After seeing the Booking Status, officer can PRINT the confirmed Booking  Form from the system which should be carried by the officers while reporting at the holiday home .

9. Confirmation copy has to be shown by the officer  to the caretaker while checking in Holiday Home.

10. In case of any eventuality an officer is not able to avail the booking done by     

him/her it should cancel the same immediately so that the officer in the waiting                      can avail  the same . 
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