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1. Employees will punctually start and finish their corresponding working day, according to what is 

stated in their individual employment contract.  
 

2. The working schedules will be defined by the Department of Human Resources, according to the 
needs of the Department or the Institution. 

 
 

3. The employee cannnot abandon the workplace without authorization of the headperson or the 
Department of Human Resopurces.  
 
 

4. Employee attendance will be recorded with a TIMECLOCK in the Institution, in the oficial cards 
thatare controlled by the Human Resources Department.  
 

5. Attendance is obligatory for all administrative personnel, assistants and secretaries, as well as 
services. 

 
 

6. Employees must personally register their entrance and exit schedule in the corresponding card, 
which must be signed the first day of every week, when starting work. Therefore, it si forbidden to 
check or sign any other person´s card, since this is considered to be lack of probity. 
 

7. The normal working schedules for administrative personnel in the institution is from 8:00 a.m to 
1:00 p.m and from 3:00 to 6:00 p.m; the employees in this situation must check their card 
according to this schedule; employees who work in different schedules must likewise check their 
card when leaving for and returning from lunch; those who have a continuous schedule must 
check the 30-minute break according to what was notified by their headperson in the working 
schedule notification. All working schedules are authorized by the headperson and approved by 
Human Resources, attending on all the institution´s needs. 

 
8. The worker will be thought of abandoning work when the card is not checked at the end of the 

working day; such day will be deducted. 
 

9. The headpeople or the worker are able to justify any omissions before Human Resources. 
 

10. All employees who do not show up for work must immediately notify the headperson and the 
Human Resources Department, in person or by phone, so a substitute can be planned. It does 
not mean that if the absence is previously informed, it is justified; that can only be done by the 
headperson. 
 

11. All employees who cannot report absences over the phone or in person to the headperson, 
before or the day of the absence, they would have had an unauthorized absence, and will earn a 
sanction in writing or a disciplinary sanction. 

 
12. Unauthorized absences cannot be unnoticed. Employees who incurr in these cases will receive a 

sanction according to law. 
 

13. Tardiness will lead to deducting the proportion or sanction with a copy to the personal file. 
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14. It will only be accepted as justified absence, the leave form from IMSS, likewise, any other 
situation unjustified by this means will be subject to approval of the headperson and human 
resources. 
 

15. All permits that lead to skipping work without pay, except those eventual cases in which the 
headperson in agreement with the Department of Human Resources approves or rejects the 
application, based on the personal circumstances of the employee. 

 
 
 
 
______________________________ 
I ACCEPT. 
EMPLOYEE´S NAME AND SIGNATURE  
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SOCIAL SECURITY BENEFIT PLAN FOR EMPLOYEES OF  

INSTITUTO EDUCATIVO DEL NOROESTE, A.C. 

 

OBJECTIVE OF THE PLAN 

Contribute to the well-being of Instituto Educativo del Noroeste, A.C., and the relatives who economically 
depend on it, by providing food vouchers or coupons of all varieties and/or articles considered as primary 
needs that are redeemable in the most accepted local stores and supermarkets, as well as a refund for all 
expenses made by the employee for: 

Tuition: An amount destined to cover expenses originated by registration and tuition fees (tuition, 
registration fee, placement exam, summer-winter courses) of the employee, wife and children who 
economically depend on him; as well as child care fees. 

Books and School supplies: Books, notebooks, pencils, pens or other article used in school. 

Medical Insurance: The medical fees that cover the employee, spouse and children who economically 
depend on them; the receipt for fees must have the employee’s name, specifying the patient’s name. 

Medication: Medicine used by the personnel, spouse or children who economically depend on him. 

Sports fees and memberships: This concept is about the sports club fee, annually or by semester. 

Sports items:  The gear used to practice any sport, it can be clothes or equipment. 

Cultural Activities: All the activities than enrich the culture of employees and their families. The following 
are considered cultural activities: 

 Plays 

 Visits to museums 

 Concerts 

 Dancing ecents 

Comment: When presenting the ticket, it must have the price on it. 

 Fee receipts, lesson fee or art courses  

 Purchase and development of photography film, as long as they are used for exhibitions. A report 
of this event must be attached. 
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The worker is able to choose the proportion for Social Security (it cannot be over 25% of 
the salary, the highest is General Minimum Wage from Distrito Federal) which they are entitled for 
purchases of food coupons in all varieties and/or primary need items. Wine, liquor, beer and 
cigarettes cannot be purchased with such coupons in any case.  

The stores where coupons can be redeemed will be published; they will be the most 
accepted stores locally. 

Coupons cannot be redeemed in stores, neither can change be returned; the purchase 
must cover the total amount of them. 

The institution is not responsible for loss of coupons; they cannot be replaced.  

It is the worker’s responsibility if they are misused. 

APPLICABLE SECTOR  

This Plan is applicable to all personnel who work for Instituto Educativo del Noroeste, 
A.C., as a consequence for the working relation.  

BENEFICIARIES 

 The worker, spouse, or concubine, descendants or those who economically depend on 
him and live in the same address than the participating worker (parents and children). 

TERMINATION OF PARTICIPATION 

The Institution will cover 90% of the expenditure in assistance for tuition, books, school 
supplies, medical expenses, medicines, cultural activities, sports gear, memberships, and sports 
fees up to 25% of the worker’s salary.  

Those workers whose payroll and social security income are seven times more than 
minimal wage will receive the equivalent to a month’s minimum wage as social security. 

 In order to refund the paid amount, the worker must present receipts of the purchases 
and/or expenditures made in the current month, always checking that the fiscal requirements are 
met: 

a) Name, designation or corporate name, address and name of the business’ Federal 
Taxpayers’ Registry.  

b) Name, address and the worker’s Federal Taxpayers’ Registry code  

c) Place and date of issue  

d) Unit price, amount, and the total  value in number and letter 

e) The folio must be printed  
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f) Tax amount according to fiscal dispositions  

g) Federal Taxpayers’ Registry id from the person issuing the invoice  

h) The date the invoice was printed and the date it expires  

INTERRUPTION OF PARTICIPATION 

Permission without salary 
The worker will be considered an inactive participant and the rights in this plan will be canceled. 
 

MODIFICATION OF THE PLAN 

The institution can cancel the validity of this plan or make the changes it considers appropriate in 
case legal or fiscal dispositions are modified, added, or derogated, when, according to them, any laws, 
decree, or administrative disposition affects in any way the current plan, or the rights and obligations that 
currently correspond to the Institution. 

 

 

 

 

 

 

 

MODIFICATION DATE 

This plan enters into force from: _____________________________. 
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Social Security Benefit Plan for workers of Instituto Educativo del Noroeste, A.C., 

 
 

ENROLLMENT OR MODIFICATION APPLICATION  
 
By this means, I request my enrollment to the “Social Security Benefit Plan” consisting in the 
Institution refunding 90% of the total amount in purchases of books, payment of tuition, medical 
expenses, medicines, cultural and sports activities, as well as assigning a percentage, part of 
25% which I am entitled to, in coupons redeemable for all varieties of foods and/or items 
considered as essential. 
 
Monthly Salary                                                 $________________%_____ 
 
Distribution of 25% which I am entitled to,  
in coupons redeemable for foods   $________________%_____ 
 
Expenditures within the Social Security  
in receipts that meet the fiscal  
requirements and that are included  
in this plan      $________________%_____ 
 
Minimum amount to be presented  
monthly in receipts that meet fiscal  
requirements.  

$______________________ 
 
 
The people who economically depend on me and that will be able to benefit from this Plan are: 
 
Name:                                      Relation:                     Date of Birth: 
 
______________________    __________________  _______________________ 
 
______________________    __________________  _______________________ 
 
______________________    __________________  _______________________ 
 
I have read the plan and I agree with it.  
 
Name:________________________________Employee Number:_______________ 
 
Date: ________________________ Signtaure: _______________________________ 



CENTRO DE ENSEÑANZA TECNICA Y SUPERIOR                                                              

ENTRANCE AND EXIT REGULATIONS FOR ADMINISTRATIVE AND SERVICES PERSONNEL 	  

 

7 

 

CENTRO DE ENSEÑANZA TECNICA Y SUPERIOR 

 

SAVINGS FUND REGULATIONS 

 

ARTICLE 1  

DEFINITION: 

Instituto Educativo del Noroeste, A.C., in providing social security benefits, establishes a Savings Fund 
for workers of the Institution, which will operate according to the dispositions in these regulations.  

ARTICLE 2  

OBJECTIVES: 

The Savings Fund has the objective of encouraging savings among IENAC’s workers, to help them solve 
some economical problems, thus constituting a social security benefit. 

ARTICLE 3 

ENROLLMENT: 

All tenure and part tenure instructors, workers, and directors who work for IENAC, will be entitled to, if 
they wish so, to be enrolled in the Savings Fund and to benefit from it. For this, they must present their 
request in writing to the Department of Human Resources, expressing the following: 

a) Name, last name and employee number  
b) Current address  
c) Department where they work in 
d) Consent in writing that IENAC will deduct an amount established, according these regulations, 

from their weekly or every two-week salary, as personal savings.  
e) Name, last name, and address of the person or persons named as the savings beneficiaries in 

case of death, and the corresponding percentage. 
 

ARTICLE 4º 

 AFFILIATE’S CONTRIBUTIONS: 

The affiliate will contribute weekly or every two weeks, according to the case, to the Savings Fund the 
minimum amount of 5% (five percent) and a maximum amount of 13% (thirteen percent) of the salary 
received, according to the current fiscal laws, and according to article 77, part 8 from the Income Tax Law 
and article 24 part 12, as well as article 22 from the same law. This amount will be deducted from the 
payroll, according to the authorization granted by the worker when requesting enrollment to the Savings 
Fund, and will be paid to the affiliate’s account. In case of a leave or permit of any type where the worker 
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does not earn a salary directly by payroll, no contribution will be deducted, that is, there will be no savings 
in that period.  

ARTICLE 5º   

IENAC’S CONTRIBUTIONS: 
 

As encouragement for IENAC’s personnel to be enrolled, the institution will contribute weekly or every two 
weeks to the Savings Fund and it will be paid to the affiliate’s account, according to the current fiscal law, 
and according to article 77, part 8 from the Income Tax Law and article 24, part 12, as well as article 22 
from that same law. In case of leave or permit, IENAC will not contribute this amount to the worker. 
 
  
ARTICLE 6º 
 
 BASE OF IENAC AND THE AFFILIATE’S CONTRIBUTIONS  
 
The base for calculating the affiliate and IENAC’s contributions will always be the weekly or every two 
weeks ordinary salary, that is, the ordinary salary the worker earned in that week or in those two weeks. 
 
ARTICLE 7º. 

 
PRODUCTIVITY 
 

The Savings Fund will be active for workers by accrediting in their corresponding accounts, a variable 
percentage (interest) according to the percentage rate on the current investment in the market and fixed 
income generated by the remnants after the loans to the affiliates, and the interests that the loans 
produce, which will be paid once a year: according to the last active Wednesday in the Institution in the 
month of December of every year.  
 

 
ARTICLE 8º 

 
BENEFICIARIES: 
 

By requesting the enrollment to the Savings Fund, the worker must establish the person or persons who 
will benefit from the savings in case of death, as well as the corresponding percentage to each 
beneficiary. 
The affiliate will always have the right to change beneficiaries whenever wished to do so, by delivering it 
in writing to the Department of Human Resources, where a copy will be stamped, and it will serve as 
proof of the change. 
If an affiliate of the Savings Fund shall die and he or she did not assign any beneficiaries, the Savings 
Fund will deposit the accumulated amount saved by the affiliate to the State’s Conciliation and Arbitrage 
Board, so they deduct the rights of the people referred to before it in article 501 of the Federal Labor Law, 
remaining the Savings Fund free from all responsibility. 
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ARTICLE 9º 
 
LOANS: 
 

Affiliates are entitled to obtaining personal loans from the Savings Fund, as: 
 

 
ORDINARY LOANS- The worker participating in the Savings Fund can generally request personal loans, 
which cause a 0.5% monthly interest (half percent) on the requested loan, which will be added to the 
granted loan by previously presenting and approving the request. The interest rate will be revised 
according to the current index of the average percent cost for its modification; they will not be retroactive 
for the loans already granted. The amount for this type of loan will be for up to 95% of the accumulated 
amount in the affiliate’s account, including interests, which will be deducted at the time of the loan with a 
due date in the month of December of every year. 

 
At the time the associates receive their requested loans, they must grant their consent in writing, 
on behalf and by request of the Fund, so the Institution can deduct through payroll the amount of 
the corresponding payment,  
 
 

ARTICLE 10º 
 

THE ADMINISTRATION: 
  

The fund will be administered by the institution through the Administration Department, which must fulfill 
with the purposes stated in these regulations. In order to do so, an administrative commission will be 
formed by the Inspector, the Director of Human Resources, and the Fund’s Accountant. 
 

 
FACULTIES OF THE ADMINISTRATIVE COMMISSION: 

 
A) Accept or reject the entrance and exit of associates according to these regulations. 
B) Attend on the requests of loans presented by the associates and decide if they are approved 

or rejected according to these regulations. 
C) Make investment operations of the fund always bearing in mind the best benefits for the 

associates. The Fund’s resources will be invested, preferably, in loans for the personnel, and 
the remnant in investments whose efficiency and guarantee are attractive in fixed income. 

D) Gather at least once a month with the advising and communication committee to provide all 
the necessary information that the committee requires to fulfill with its normative and advising 
responsibilities. If the committee lacks information, the administrative commission will be 
responsible for this information that the Savings Fund Associates must receive. 

E) Keep the fund’s accounting books 
F) Collect on the fund’s behalf, unpaid debts, make agreements on such debts and proceed 

legally, if necessary, as well as defending any lawsuit or action against the Fund. 
 
ARTICLE 11º 

 
ADVISING AND COMMUNICATION COMMITTEE: 

The Savings Fund will have an advising and communication committee whose members will be 8 
partners from the fund, who will be named by all partners to start the fund’s annual activities.  
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The committee’s responsibilities will basically be to advise and communicate the members of the Savings 
Fund every operation made by the administrative commission. The committee will gather at least once a 
month with the administrative commission, where a report on the activities performed will be delivered so 
the committee revises the advances that the savings fund carries on month after month. 
 

 
ARTICLE 12º 

 
WITHDRAWALS: 
 

The definition of withdrawing from the Savings Fund is the following: 
 

A) By a voluntary resignation of the fund: understanding as such the desire for not participating 
in the fund’s current period, the member will present the resignation in writing to the 
Department of Human Resources, which will enter in force from that moment. The persons 
who resign to the fund could enroll again until the next period. No members can resign from 
the fund in debt. 

B) By terminating the working relation with the Institution. When this happens, the associate will 
be entitled to receiving the savings, minus pending debts: only the active associates of the 
fund will be entitled to interests. In these conditions, the corresponding interests will be paid 
from the following day the payment was made until the debt’s due date. 
 

Payments will be subject to funds availability, therefore, payments to withdrawing associates will be made 
as soon as funds are available, preferably over any personal loan. 
 
ARTICLE13º 
 
 INVESTMENTS: 
 
The remnants between contributions plus their productivity, minus granted loans in the savings fund, will 
be invested in values approved by the Values National Commission, according to current laws, and with 
fixed income, never with variable income. 

 
ARTICLE 14º 

 
INFORMATION: 
 

The administrative commission will inform the Savings Fund associates every month on the contributions, 
productivity, monthly balance, and the balance of the loans obtained by the affiliate. If any questions, the 
affiliate can go to this commission.  

 
ARTICLE 15º 

 
TAXES: 
 

In terms of the current fiscal laws, the savings fund is exempt from paying taxes from IENAC’s 
contributions, and from the interests produced by IENAC’s contributions and the associate’s; they are 
also exempt from the integration of the salary to determine the fee to the Mexican Institute of Social 
Security (IMSS) and the contribution from the institution to Infonavit (Mexican Housing Institute). Any 
changes in the corresponding laws affecting the Savings Fund will imply a modification in these 
regulations that will immediately be notified to the associates.  
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ARTICLE 16º 

 
DURATION OF THE SAVINGS FUND: 

 
The fund’s operation will be for an undetermined time, but each year the books will be closed. The 
amount accumulated in the Savings Fund will be delivered once a year, expiring on December 31. 
 
ARTICLE 17º 

 
DISSOLUTION OF THE SAVINGS FUND: 
 

The Institution can cancel the expiration of this fund or make the necessary changes, in case the legal or 
fiscal dispositions are modified, added or derogated when, according to them, any law, decree or 
administrative disposition affects in any way this fund, or the rights and obligations that currently 
correspond to the Institution. 

 
If the payment is anticipated, the administrative commission will issue a complete settlement of the 
operations and will proceed to refund the savings of the participants distributing the contributions plus the 
corresponding dividends after the granted loans have been totally paid. 

 
TRANSITORY ARTICLES: 
 

ARTICLE I: 
 
These regulations will enter in force on August 1, 1991 and derogates entirely the previous regulations. 

 
ARTICLE II: 

 
The existing amount to July 31, 1991, will be ruled according to the terms of the regulations valid in that 
date. 

 
 
 

           MEXICALI, BAJA CALIFORNIA, APRIL, 1988. 
 

ADMINISTRATIVE COMMISSION 
 
 
 
 
 
 
 
 
 


