
INTROOl CTJON 

Th~ Poltcv un l'rnvd :wd Sub!-t .. 1em.c it. ln 1 cg.ula!c lhc mana)Jl.'il'll!nl and pavmcnt of ttav~:l wtl 
">Uh:.i'lltil~~; .tlluwall\..t!~ and claun~ ol "'mpln~Cl":t fhi.s PHii~y U~lc~ n(ll olppl\ 10 consuJumts o' 
1hw 1H l! TC!>ptm~Jhle tor tl1cu liWtl lmm;pon <llltl costs rl'IHtl~d thcrctll 'lo t:n:~tu~ 111.11 l' mpluv~..·c~ 
:ttl" 11ot liJHHlCJally pr~:jiiOJ~~l·cl hv t~llkinl trav<ll ~o·mplnvcc" urc cnutlcd to pn.~M.:Iibcd ... uh~ t 'il~·rR l' 
ami tnwd nllow.uiCl''l lht!ti allmvnnc.:c tR nol meant to supplcmu.·nl illl t.;rnpluycc \ S~Jlary 

1.v. •.. \I. FR\ 1r;woru.: 

·:· T1c~1t~UI y RcgulatiOHio (Mmdl 200«i 1 

•:• FirHwl·tul Dclt·gi1liwl' "cph.:mhct :woo 
•:• Resolution J of I •)•I•J 

•!• lm:onw I ~:~.X \ cL 
•!• VaJious Oirt•ct.ivc~t ~i\lnl Natilmal J r'-'asurv 01nd lW~A I FimwLtA I C 1rcular:. 

n h· 
Tltr\ VEL \ND ~tJHSl 'TI ;,'\< '1~ ·wW< '1\.S 18fo 

•!• T rn w~ and ,.,~., slcnco ·~~· ,,~ ·,•;1 • o ofli c1 ~ "" "''' mquc5tcd to P• rllonn ••ilk i nl 
dUI'v h11 mon: lh1U1 2·1-i!)lrs .m. n tl le<Hh 11"))'1 :. w hmd h.:ct.1HHMblc LLlH:I nnd 
suhst~tc:nrc l' r~·n-.;cs int,3ac l a 

0 
•:• Nu ad\i!U\Ct.: will he i-;l'ICI)d lor l~1r C\Hri; M!minrtr.'> ~tc .u. th1s must be 

procllrcd via I 0( il" (dc )lm:.c;ts~ n crgn r ,.1 ~ rns ( IOJ ci~n (;ompany) 

• ·!· It n trip is ~am .. t.~llcd , th ·a h .tl.ll~1111l !.l bL· rt.: 1d \\l.lJ.IIII Lwo working days F.slhlh. hl du Ml, 
willn·~:Hlt tn Lhc uhancc plu~ ~'f~~~g ~'-" ' '~a lil1111 l hl! nllililll'-: nc'<l suinT\ 

•:• Jf en otlinal u, m.:w tL' the D!.!pttrtmcot &mli is ~xpectcd lu trnvcl the otltcml mu~t notil'y 
Dir~~tt,wlc J7in .. m.ht1 Mau..tg\:m"·nt in iH,Jv.mw, :-"' h~:/;-.h\l · ut I~ ~ot\::Jtcd 1!:'\ J1l ~,.•nlitv uu the 
system (HI\~} tn urdt.:r to rccciw <ttlvnuce. 

•:• "J ra~d and .,llhsislem:t.· ~tdv:mcc!j wusl b~.: approved us follows: 

• Snhu y I~~Ycl.., I I 2 · D111:ctm or h tl!.ht:r 
• SuJru y lt·vcl IJ . Chief Du t!ctor 
• Sul!ll) lt.:\c.•J l·t. Dcpul\ J>iredt.H-gent.'rJI 11nd 
• S11lar v h.:\'cls 15, 1 (), f)cputv l\ l111btcr t1nd \1111ister the 1 h:ud ~•flhc rt.:ll!vtttLI Otlicc 

J Domestic 'I rn\1 t1 

I' r<~H.:l .md :tuh~ist~ncc m.l v Ull\ 1.: may cult:r t(JJ -.:sLi 111111 cd cxpc nditur~.o nt lun'-'h, u rrmc; 1 

nlhcl ilClunl C\pcmscs us well .t:) the SJli:Ciill UUIIV alluwam .. o oiS pH~~Iibt.·d bv tht: 
Dc11•Hirtll'lll Jl" Publi1.. 'I~• vill' mt.l \LlJilllliMJ~Illon E.:.tinwtiun nf lht· HJsl 1!11 tlr\ III Jl 
should he wrmcn on the h,u:l<. of lht- lravel fltiU "'llb'listen(.e advnncc torm Tmwl ;rnd 
SUI>:;iSlCfiCC ;uJvnm . .:~.: {btm should be .submitted to the S1.~c1wn ltaVI:l anLf li)ubl\iSlCIILC Ill 



lc..•ast 7 working dav:, bdclrt' conmtc..•rllc..·rucru ur t ht- 11 ip All ~rcviou' Jdvaun·'l 
tHkcn must In! cll!urcd before u 1\t:Vv advance will be issued An udvc,n~t mu-.t be dcarcd 
within ->0 days alkt rdumm~ h~'m til~ tnp tn prcvc..-nt lftllllhL full amount ul the advttm.:~.: 
Iaten pJus inh!JCSL os prcscnbcd by the 1\ hnist~r t)f Fin:1ncc b deducted !Tom the lllliciul ' s 
:-»tlill y 

\ 2 JnlcrnationaJ 'Tr·:avt'l 

Trawl and stth~t.LC'ncc advance muy only cuh:r llu the ~pccial da tlv HlhlWllm:c of the 
~uunlly Itt h .. \ i'>itcJ hl'utUIJ~,; .JCl.UOJUJuJutiuu .md lra\cJ all<mgcrn~mh nll1'il ht: ,rmdc vi., 
the Travel Agllnc at lcUi<t It I t.lll'v' h~fun: ~h:partun: C~liln!Jtil'll ur lht: coqts li:'t the trip 
-:hould bee wtittcn un the buck ol the [ravel ~nd :-.uh:.t~1~1 1CC mhalll.C H1n11 The sch:v;uti 
\vrttten appro"-tal fmm thl: Ministcr/Pt~&itlcnt must bt· attached to th~.: UJvd c~ncl 
~UUbiSLt:llt:t.: ud't'an~.,; form nll11:1 \vt:.\~ th~ .-uJvmrc.;c \\Il l H'H h..: IJW\.C~M.:c..l . ·\Lh .. ..u1u·s uu 
N'CIIIS~JU:d lrtp~ an.: Iimii~U (C,..I JO"., or tile daJiy nllmhlll~~c •'~"~ P'~'c:nbt:d by the [)p~ .\ 
Travel and ubi:ttcm:c rutvancc: lhr 111 shoulu be 'iuhmilli.'U to th~ Scctmn. r ravel nnd 
5"hllt">lcnc~.: at l~t~( l 1 wot km~ dnvs hulun.: cnmmcn~menl ol lh&: l1 ip ll pr~:vtuu!\ 
.tdvrwcc. s Iuken nnt'>l be dt•lut·cl ltl·fcuc a 11cw :td\.ant:c..· wrll be I"SIIt'd \n ,tdv.lu~c· mu .. t 
he dcarc:d within .HI dirvs atlcr rctwnmg lhm1 111 • tril' to prcv"·nt llrat lht Iilii umuunt t'll 

tlu.: advam:e taken pitts in1clc5t tiS ptcscrrbL•d bv the Mnustcr nt hnam:c •~ tlcuuttcd fn,m 
the oHi\Jtal ' s ~al~uy 

•!• Uulv on~ drink (up tv "'(JUrnll per mcu1 will be n:lilllJcd 

•:• Employcc:. must sig,tl oiT lhc J~o.:commodauon hill and sctt.lc aJl pm·atl.! item~>. including wum 
!ll!l VICL'. b~..:fmc: ch~l:k-nLJl 

o "ialm) lm:cls 1 12 Dit Cdm or h1ghct . 
o Sula1y l~.!Wl l 4, ('lticfflllc:duJ 
o Salury level 14, Dcpuly Dtrcclor-gcncral. alld 
o ' alar) 1~;:\'d!. 15, I C... Dcpul} Minbl~l Hm.ll\1iw:.l t.~l Lite lJcau uflhc rdcvcLilt Ofli\j · 



.:.J. I Oonte~ ck Tnn C'l 

I I I I.CS!!> tlmn 24 huur. 

AcL~nnllniJdatmn, ltun~pon autl llight arnmg.:m~..~nt~ mu:;t hl;'l nuttlc viti tit~.· 
D1vis1on I r<m~p,HI Nu \ltslh allmvan.:t. lb pa :1bl1: 

1.1 ~ Longt•t than 24 hout: 

J\~t:llntmodnttc\1' unnspnr1 nnd 1lighf nrrnn~(·mcrns rmt~l he mmll~ vinlhc iu· h(HI~" 

n,wol n.gt•n.;:y •11 lea•n IU uay ... bct(>r" llt1.• uupurtur~ di.ltt: \lo nthcr IJ1t\el ltgcm:y 
muy ill• used An ddvun~'-' nwy ht: l..:tJUC~>t~tJ w fuud ,,flh .. wl 1: 1wn-.~ .. on rnl!ltb, 
ami c.llhl.'r rll;tuul c'pen~c .. iucwrecl (I.! g purkinij. toll th·o,;, (ltlicml tl!h.·phcmc .:alii'. 
etc) i :Ippli\.'Jbh,; 11\C prc~1..J'ih":J rtllu\ 1nuc uw~ h~.-· daum:d per d:l\ an~ for 
every JtkliLionuJ how 1011ndcd oft lo the ncar~.:sl hom. 

·:· Spc.::iol dntl • nl k)\r.,um.: l.! to \-tJmpt:ri,SUII: I'll i uctdcutal c.\:fll..' rt'c \\. lwn: a~lual 
cxp'-=nS'-!ll nrc claimed 

·:· F1\cd Jail~ :,uhsa~lcncc ullowancc ~Jayuhh.· 111 cu cttlnsutnccs whl'r~ •1~Tual 
•xpcns~., arc no1 dmmcd (Amounts ar-; dctcrmin~d hy tlw IW A ,111nuallV) 

•I J t tl,vcl '~il h am' ·~~GaQ.d hi$~ 
~.. . o~ 

I I 1 I :\ ~tht·r \ uf S!\ 1 S :111d :\I ~·\"<'c•ivin motor :ulow:mt"t.' 

~ 
~~ I ' ' "' 1 I L~\ mg mmor allowances may nul 
onmk~: lll' lli. l'lt.lk· . I \VUild h·lnle llaii'II'Oil The M~ U!IU \1M'-. 
f/)111Cit mt thl!u:nainh th~ munlh lullnw11tg th1. 

1110111 0 11 1 h·~ ; r·cscrahed lhr 111 tl, I he Sect 1011 

~LihSISI vel cs.~o:. .Q) All kilom~llc.>!> tnwdlcu hctwccll 

h! m• .n v"n1l,p cnn l llllll 1 pr ivulc JOiuncv In ~:a~cs where 
omp~ ~~cp.u 1 I• · ••• ' I•• • •• ,I 11 • r t I} h • • "''"'' ug u>uli•t , IIOL , etc 
the Jt.irr .'tiln~' ' li.JJtltl IlL' as ir the oflicaul dcpintcd licmt 
lu!\.• hL 1 la~au1tf.i1~\:l., ll1i.:- ~~b" .tppltc:"t \~thL·Jl l~,;avlllb .JJI\ ul thc~c 
ptentiscs m go home uwnnin.g thm tllt.! di .. tanc~o.· cluln1t<Ll sh{•uld h~o.• 

dS II' th1. IJ!lic.1al aellunc l liullt Lhl. nl\!t:ung ~unlcrcn~.:t', utc hl 

hi slhor hcud1Juartc.:rl\ l'h" lun n: ll' Jlr~'\CI ih\!d hy the D·.:nartm~ru 
1}j' T lllll'f'UII .JtuuiJ bL' u~cJ t'i.u 1J1c ~tlkulalion ol' tltc d.ti m 
NB: Offici:th nut)' nol u~e publit tnmsawrt rur uffit"iul 
1~urpo111~~. tlll'y h:t\ e to usc their nwn mu(or \ th idr. to I hr 
uirpnrl 

Tht: u:.c of pr1valclv 0\Vnr.:d \chlc.k taam.pnrl lnU'll ht· ilflf'lllV~·d 
hulhr~o· thl· juum~·~· i'lt iiJLicrtaJ.cn in tctms of f'ruttsport Ol'lt"g.lltion:"t 
T hl: claems 1liLIS1 b ' sutmurrcJ rht: mnrHh l~•llmvi11g lhl· nlwllh ut' 
lmvdltng lllt Lhl' rre-:r·r1bcc.J lnrlll LO 1lw '-toction '-t&T •\It 
1\rlorndr\!;:. lmv~ll~o h~lV.\.>t:n hwm: wuJ v.urlpl.u.L consLlltlll:S a 
prh•aLe juurmw l'hc tilnll's ns nreSi..'iihl:'O by tht: Department t'l' 
Ta~n,purt should b~: u~cd l<.11 U11..' l:nk.ulauun ol"thc clairn 



2 

•1. 1.'1 ~ponsur: h ip:'~ 

Th~ D~:par!ITl~;"l11 \\til unl y he h:spun'lihl 1: !11r Lh~ Llltrd cusL mcurrc:d l~o:s!) :my 
sptul ... oi~h,pb) 1 t.:C~I\ ct.l p, i,u appwval nctt:tb lu l11: llhlaiut:d 111 \\II lim~ f'" the 
,u;t; ·plilll~c ul' .,pulh.un.hJps in leliU!' o1 f'rca~Uf'¥' Rcgulat1un:t l'hc nmnl!. ot' llu: 
spon~ot puq1,Jsc of snun~mshit, flnct the .t.mounl sponsmcd Ccsum.ucd if not 
~' lilnbh:) must be declared in the ·\.nnuuJ l•ifli.lllCial St.tt~mcnh 

Whun .l~~'~rnmo\filllml u\pcuuJlUiej allU 1cJ.uctl c\pt:ll~ arc wlJOII)' lH lhllllall~· 
sptltlSlHCU by n c.l,mm or ~ptm~ur or when.: f)<Ul llf I he llll~ab tl' g hn.:akli1st 
im.:luJ~.:d i 11 huld .~\. 'lHIIIII\ \li.lUmt cxpcn~cs) is p.tid b} tln: Empluy..-1 01 Un: 
hosl the p•rvmem ,,t the ~pecinl JFtily alh \Vance a~ pr~scnb~'<i b the DP'-,1\ is 
rctlli\:Cd a-. follow~ 

:; 
I he South~ r, iclll .... 'il'b ~its JiH ilffi\)UIIIS lll be dc~rncd as 
mm~ta,.tbl . With 1 p •r dw .. 0 .L d allm' tlTI'-C-" II.:Ct;;~lwd 11~.ota•l~ 
cnn h~; nhLam·~ in lhc ll'lc\ll ll \ {, • ( ll ll tl IItie Dll l .mplovcc rax 'urnmlly 

tile """""' i> IU~].f d•) e 

Jntern:ll ionul 'Jnwcl H ~ 
1\ll rcqucsto;, lhr lhrcign 1111"S nltJ~l hL· ~uhmllluu tu the T'MC \\ho w i ll mol c a 
rcconuncndatmn and to• ward 1t lo the \hmslcr Tbl.' 1\ 1u1Ncr IHU'>l apptL'H' all 
intcnmth)lldltr,pn:.lul'd ·p<mm.:ntiill'll.t!l 1 h-: P11.:3id~m must UllJHllVC' ant~n1.1t11mal lid~ •l 
ol'thc MiuisLCI and th~o. O~o:!lll\~ t-.liuiS!I.'r 

\\• hen C:'-pcnclllun! c..Hl a commtHhtti,)n is wl1 ilty IUt:.l !iwn pubiJc t'unus nn cmph.lW\' ~ ~ 
..:umpcnsat~;J Lhl th~ l'ollowin~ bnsts 

'I 2 l In th~ case of' ufficiul vi1i ib IU t.h t- cuun lnl"S li~h.·tl by t he Ut'SA 

·:· J he n·~t son .. thfc..: .lLiud.i expenses in 1cspcct u( fttccc.uurnoduti,>n., drv c.:·lcanin~ 

luundct fng, bunk churgcs, comrnisst~)n V1Si1 t(·c'1, I<Lxi lltres and \ ill.:cinatton~ • 

• mcl 

·:· 1\ ~p~eciul tlm I · olllPWam:e to cornpcnsnt c f(u 1 hr emphl\'"e ·' I hr t.:c mcah 
(breakfast, lunch i111tl dannt:r 1 and lnciu"'nlal l~xpcnscs !l.' g rc.sdinc. multcr. 
pnvah. tdcphon~ ~ails. soft dnrTh.~ Which dn Thll iorm fhtli of meal l!le) 



4 2 2 In lllt' ca~ of utlirml vjJ;tlS lo the t:OnnlnC\ DOl lislctf h~· Use bi'S 

•:• 'J hl. Tt'~lloiOIItlblc .tclual ~.:. \jlt'fl.Si;:S 111 I \!l>!IC(.l 1.1 I fh.Cllffiiiii,JUIIlllln dl) c.:ll.."aning, 
l(lllmJcnng. hunk chrn~es_ commt.ilston \ru li.>t:!\ tn'\i li1rc~ .tnd '•il~Cinnl iurl' ~ 

.;. l'hl· rc.tstut<iblc ac1wu c.:osts nftluc~.: ml·als: ami 

·:· A ~pc.:crul dml} .Jii•\\~nCI! Cl.fUctl lll lh~ spc~i.tl Jarh clllm-..,.ltll:.: iiu Jue~lf 
oJli .iuJ Vl';llS \.\hen n~111aJ C'\pcn::;cs lltC clnimc:d, lu Jch.tV incHJCI1~11 t; '\flCil"'C"' 

{n:adi ng m11ltcr . JlriHIU." tdcphLlnC l:nll~o~, 1.1nll dri rtk~ whtch 'lO not form parr o1 
mculs, CLC1 

Pl\."cLS~ rd'ct 1t• Jh11 d.gl.tph n I 4 iu thi:l r..:g.;.ml All :-puHSOI sl ripi. Ill US{ be ~,; h:iidV 
ludlcatcd on the rclcvunl Annexure (El2) tn be auachtd lu tru,cl aud 'uhsi~tl•m:e 
clu.i 111 n, rm 

•!• l Ullt h ( 21111
111 

•:• Dumcr ( .1 ;! '' ~ 

In I h,· ""'" "h 1 c n~Jiqo1U1 ~""''~''' " mertninin d111 mg an nllici;d \rip 
the. ~osls mu'l h~ ~lu•m~.:d~~lh 41 -...1111dty I .t., llh.nl i\d\li"~f.\ w•in~ the rtcm 
• l JtiCJ t.HrllliL'tll M.uhtgt"mcm' l'ht· SJII.!"'io:l da1ly all\ I Wane~ mu '>I h~ 1 ClhtLcd, 
Uh-!Jn~ rln.- abuvcmcnt tlln\:d p\.lrc:cn1ages, for Lhal :o;pl:'ci l'k rm·al 

~.2 5 Tnucion of t.htily I ucr tlirm nUowanc.-rs 

P k~:-t· 1 da:t Ill p;ua!!t uplt I> l t1 iu lhis reg;mJ 

.J J Pl'r~ons W\'itrd for intrrvi,·ws 

Whenever "<tHncon .... has w incw tr~vc l and ~ub'{hh!'nn· cxpl.!ns"·" t'' attl'nd a ti.'r mal 
imcrvh:w 11.11 cmplf'yntcnt within lhc Ocp<lrtmcnt. the p~r. on c.m clann LraHl and 
suhs1stcnc · c p~nscs 111 4t~o.cwdan~· ... \~llh lh"• linnm.iul rt\JU1Uul on traHI und subssstL'lll:~ 
P <l\' lliCltt ~lnntlu he d 'h .. ·ctL:d h complctirtf!. u .. trndry pi1Vlll l.'llll fiH m dHJ nut ,, tta"d .wd 
~uhsio;tem:e clnim t(u nt N«' lfUVl"l and -.ul"·•tlttence advanc~ will be tssucd to otlidal. 
In\ itcd tor tmctvicws 



(l 

·I 4 Tt·ot~ cJ and !lubsi,rt>ncr- of NGO or l'n" ind:1l rnetub,•t'toi 

The Dc;r anmcm ~:nnnot prm rd~ tJ av~ I nmf '" h~i~tt·n~:t> adva m:c~ t~' rwt sm1s nnt l.'tnplowd 
, .. ithin th~ n cparlrucnt :\in~t.· lr.tvd arn.l St lbhl!.tencc tJI Iowancc'i ::.lmuld h~.~ rmlu .. ,llcJ ~"' lhl. 
Jf{p.:; ccrnJk<.ak~ Slwulcl u fJhlV Inc.~i.~l Ul f'GO m~111hcr IlL rcqu~!>lcd 10 tr:l\d m 1h1s 
LJcpat tntent' s rust. 1 he necessary app10va l to tl111d "Uch t:Xfl<:tlditur t' lllU!)l b<: \lhluincu 111 
tel m:. ~)f I he h n.Jncial n~.~lt!,iWHOJl~ rh~ NuO mcmhcl I l'rovmcut l I Oth~;r <Jovcmmll.:l\1 
Dcpmtmc11l ~hntdd lund lht! t O'lL H\d Llaim lh•• a~.:tunl C\pl'tl"._. ~ incurr~ll II om 1hc 
IJ~par1 men! 

" ACCOMMODA 110~ ·\NU 'IRA " sron.T AJUtAN<:t!: 1 • vr~ 

6 

7 

8 

At..:cornrnodHtlnn, tutn~port um.l flight at rangcments nnJ &t he nmdc! at lt:.tS-.1 t~n (I 0) d.1v-: he lure 
c.ll·partun: dutc VHI 1hc n - htHIS(: aravi.·l agcUC)1 appllintutl t()J this purpose ~o o1hc1 THtvclugcncy 
Ill~)' b.: UM.;tJ ~W II arc rcquc.:.:slctJ TlJ ~1I~IUJI} CUil~ ldc.:r II a• 11 llltiH.i,tl i rnpJH .. IllllllS ll lr lite pJ:JHIH.~d 
trip and .ti c ~J\Wlll .tg~,I IP ll.tvd i u !t das' LliJl w1ll hu mostl!cuntlllli~o,;ulltn I he 0t' j1 \11llllcnl 

CO TRA \'E TIO OF l'Ol.JC'Y 

\ny chiln~cs w thi·. r II ~,;) ,, I~ be 
scctioH m\·otvcd nnd nm Lh~ enure l,l)ltc\ 

PRJ<; 1011 • ror .• u :rKs IN" c~~~H ~ • 

10 APPROVAL OF T il E POLICY ON TRA I•:L 1 0 Sl BSISTENCE 

., his Pul ic j., .appw\."d by Ms 1\J , ~t&JLSOSO Ill ner capactt) ~ Utn.~Ctlli-\JCIII . .'I(I I llc.alth 

*-~ \ IS J\1 t• l\IAJ'~O~O 

DlfU:C'TOH-Git I·~I{AL: n•:Al TIJ 
Outc: ,..) \ I .J_ L.-~1 v 
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REQliF:ST FOR 1..0 A.L TRA VJo:L 

Ail' ' f ravel 

Name 

Rank 

( h1 ~let / lJin.tt:l nralc 

Dall: . 

Purnosr of trn,·cl 

• Dt.:M mauon 

• l'l'nnd: 

D 
L J 

-- --- --------
• 

• 

• 

J.'iu:u•da1 imptical io•• 

b 
Rt'QIU''il romiderrd h>' 

NAME: 

" h.: 

DA'I F.: 

Apt)rcn ttl / Nol Approved / Am~·mled 

1\ ole: 
,\'a/ury lt•ml I to 12 lo hl! C"tlll\itlt'Ntl by f)irc•t·tnr. 
ni.rec'fnr\ to lw mn\itkred by Limiter ManaJ:er. 
t1uMcr MmmJ:t:T\ mul f'~JIIrll grmliiiJ: llftplic•uJitJII ltJ Itt~ t 'IJ/I.~itlercfi hy /)/)(,", 

/)f)(i uml ('1/llfll ;.:rmliflJ: upplicti/Jtm '" ~~~ rmnhlt!rf'll lly nu 


