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SREE CHITRA TIRUNAL INSTITUTE FOR MEDICAL SCIENCES AND TECHNOLOGY, TRIVANDRUM

Thiruvananthapuram - 695 011, Kerala, India
(An Institute of National Importance under Govt. of India)

Grams : Chitramet, Phone : +91-471-2443152, Fax : +91-471-2550728 / 2446433, E-mail : sct@sctimst.ac.in, Website : www.sctimst.ac.in

FINANCE AND ACCOUNTS DIVISION

F&A/TA/1/SCTIMST/2018 13 June 2018

CIRCULAR

Sub : SOP for requesting exemption from DST to travel by airlines other than Air India -

reg.
Read - Approval of the Director dt. 08.06.2018

The Institute follows TA rules of the Government of India mutatis mutandis. Vide OM No.
19024/1/2009-E.1IV dt. 26.07.2016, the powers to accord exemption for air travel by airlines
other than Air India is vested only in the Financial Advisors of the Ministries / Departments,
exercising control over the Autonomous Bodies. Thus, in case of SCTIMST the FA, DST is the

competent authority to accord sanction in this regard.

It has been decided to implement a Standard Operating Procedure (SOP) in the Institute for
requesting exemption from DST to travel by airlines other than Air India. The SOP along with
Annexure B (Proforma) and relevant OMs is attached herewith for information and
compliance of all concerned.

This has got the approval of Director

r. Depu ctor.

VIiSOor

To,
Notice Board (Hospital Wing / AMC / BMT)
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INTRODUCTION

Sree Chitra Tirunal Institute for Medical Sciences and Technology (SCTIMST) is
an Institute of National Importance under administrative the control of the

Department of Science and Technology (DST), Government of India.

The Travelling Allowance Rules as contained in Chapter-V of the Service &
Personnel Conduct Rules of the Institute, would stand amended by adopting the
TA Rules of the Government of India mutatis mutandis along with its
amendments, if any to be issued by Government of India from time to time. In
Leave Travel Concession (LTC)/ Home Town Concession (HTC), the Institute will
follow the Government of India TA Rules. The eligibility for class of journey for
LTC/HTC as prescribed in Government of India Rules shall apply to the staff of
the Institute.

In all cases of air travel, both domestic and international, where the Institute
bears the cost of air passage, the officials concerned may travel only by AIR
INDIA. For travel to stations not connected by Air India, the officials may travel
by Air India to the hub/point closest to their eventual destination, beyond which
they may utilize the service of another airline which should also preferably be an
alliance partner of Air India.

This SOP is a guideline to the SCTIMST Officials who are planning to proceed
official tour as per the Institute norms and seeking wavier from Govt. of India to
travel by private airlines other than Air India for urgent and unavoidable official
purposes. Some of the important guidelines related to travel issued by the

Government of India also appended for general information.




SUBMISSION OF MATERIALS FOR REVIEW

GUIDELINES TO BE FOLLOWED WHILE SEEKING PERMISSION TO
TRAVEL BY PRIVATE AIRLINES OTHER THAN AIR INDIA FLIGHTS FOR
OFFICIAL TOUR PROGRAMMES

. Request for seeking relaxation is to be submitted in the Proforma (Annexure-
B) duly filled in along with the necessary supporting documents along with a
covering letter addressed to the Director stating the purpose of journey and

the reasons for applying for relaxation.

. Those seeking relaxation on the ground of attending meeting at particular
time, must attach letter/notice received for attending the meeting along with
approved tour programme and proof that Air India does not have flight at the

convenient timing.

. For those seeking relaxation on ground Non-availability of Air India Flight on
the days as per the tour schedule shall produce a certificate issued by
authorized travel agents i.e. M/s Balmer Lawrie & Co., Ashok Travel & Tours
and IRCTC or by Air India is to be attached.

. Where direct flights are not available in Air India between any two places, a

certificate from Air India or authorized agents shall be produced.

. For foreign travel, where full or partial grants are received, journey has to be
performed in Air India up to the place up to which Air India is available and
seek relaxation for the remaining sector. On international routes where Air
India has code- share partner, the same must be utilized. No relaxation is

permitted in this case.

. As per Ministry of Finance, Department of Expenditure O.M No0.19024/1/2009-
E.IV dated 13th July, 2009 for sectors which are not connected directly by any
of the airlines, an officer/official must travel by Air India up to the nearest

hub. Relaxation will be granted for the remaining segment.



Availability of lower fare is no criteria for seeking relaxation.

For invitees from abroad travelling on Government of India funding, booking
on Air India and Air India code share flights are appreciated. Even if
relaxation is given on non-availability of Air India or its share flights, the
ticket has to be booked only through the authorised agent, eg. Balmer &
Lawrie, Ashok Travels, IRCTC etc by shortest route.

Once the proforma for relaxation is approved by Director, Sr.DD & CFA or
CAO shall forward the same to FA, DST with a covering letter. F&A Division
shall forward a copy of the above letter to the concerned official who shall
follow up with the office of FA, DST, New Delhi and obtain necessary

approval.

Non-receipt of approval by the stipulated date does not entitle the official to

claim relaxation as a matter or right.



Annexure B

PROFORMA FOR RELAXATION OF TRAVEL BY AIR LINES OTHER THAN AIR INDIA

Sl
No. Item of Information Remarks

1 Name :

2 Designation :

3 Name of the Organisation/Division

4 Date of Visit

5 Whether Foreign travel/Domestic travel/LTC

6 | In case of official visit, copy of approved tour programme

7 | Whether entitled for Air travel as per rules

If not, copy of approval of competent authority for air
travel

Detailed reasons for seeking permission to travel in
airlines other than Air India (Foreign/Domestic)

Attach print out of communication with official website
of Air India and Govt. authorised travel agent viz. Ashok
9 Travels & Tours, Balmer Lawrie & Co., and IRCTC
regarding the above reasons or official communication
from Air India and these agencies

In case of foreign travel, whether full or part journey is

. proposed through alliance partner of Air India

Undertaking from the travelling official that in case
permission is granted for air journey other than Air India,
11 | he/she will avail the cheapest available ticket in the
‘entitled category among the options of various private
airiines operating in that sector

(Signature of the individual travelling) * (Signature of the Head of the Office)

RECOMMENDATION OF THE ADMINISTRATIVE DIVISON/MINISTRY

(Signature of Joint Secretary)
* Note : In case the individual travelling is holding the appointment of JS or above in the Ministry, no
separate approval of the Head of the Organisation and approval of the Administrative Division/Ministry is
required. In such cases, self-certification by the travelling officer (JS & above) will be sufficient for

submitting their proposal for grant of the said permission.



Delegation of Powers to Financial Advisers of Administrative
Ministry/Department to accord exemption for air travel in airlines
other than Air India in individual cases of autonomous bodies-
req. OM dated 26" July, 2016

No. 19024/1/2009-E.IV
Government of India
Ministry of Finance"

Department of Expenditure
= ool

. New Delhi, dated the 26™ July, 2016

Office Memorandum

Sub:- Delegation of powerS to Financial Advisers of administrative Mlnis_t:ry/
" Departnient to accord exemption for air travel in airlines other than Air
India in individual cases of autonomous bodies— reg.

3 Reference is invited to Para ‘2” of Department of Expenditure’s O.M. of even
number dated 07.06.2016, which provides that powers, which were vested with
Ministry of Civil Aviation to accord exemption for Air travel, both domestic and
international, by Airlines other than Air India because of operational or other reasons
or on account of non-availability, have been delegated to the Financial Advisors (FA)
of the administrative Ministries/Departments and that in respect of the individual
cases of Autonomous bodies, the FAs of the concerned Ministry/Department will
accord exemption for Air travel by Airlines other than Air India. :

2. Several references are being received in this Departinent seeking further
delegation of powers to FAs of Autonomous bodies/statutory organisations, to accord
approval to travel in any Airlines other than Air India, in individual cases covering
that Autonomous body/statutory organisation.

3. It is hereby clarified that the powers to accord exemption for air travel by
airlines other than Air India, including individugl cases of Autonomous bodies, are
vested only in the Financial Advisers of the Ministries/Departments, exercising
administrative control over the Autonomous body/statutory organisation and that
these powers cannot be further delegated to FAs of the Autonomous body/statutory
organisation under the administrative control of the Ministry/Department concerned.

%‘f)wt

i Dev)

Deputy Secretary to the Government of India .
Tel.23093276

v To
All Financial Advisors (As per list)

Copy to: Secretary, All Ministries/Departments (As per list) .-
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E).  Daily Allowance on Tour

Pay level in = - Entitlement
pay matrix

- | 14 and above mumm&wmdwmvmw@y

Reimbursement of AC texi charges as per actual expenditure commensurate with official
engagemenis for trave! within the city and
Reimbursement of food bills not exceeding ¥1200/- per day.

12and 13 | Reimbursement for hotel accommodation/quest house of up fo 24,500/~ per day,
Reimbursement of AC taxi charges of up to 50 km per day for travel within the city,
Reimbursement of food bills not exceeding 31000/ perday.

© 9w Reimbursement for hote! accommodation/guest house of up to 22,250/- per day,
Reimbursement of non-AC taxi charges of up to ¥338/- per day for trave! within the city,
Reimbursement of food bilis not exceeding ¥900/- per day.

6to8 Reimbursement for hotel accommodationiguest house of up to 2750 per day,
Reimbursement of non-AC taxi charges of up to ¥225/ per day for travel within the city,
Reimbursement of food bifls not exceeding 800/- per day.

| Sandbelow | Reimbursement for hotel accommodation/guest house of up to 2450 per day,
mammmambztiuwmummmw
m&w&smmmw&y

(i) Reimbursement of Hotel charges :- For levels 8 and below, the amount of ciaim (up to the ceiling) may be
- paid without production of vouchers against self-certified claim only. The seif-certified claim should clearly indicate the
period of stay, name of dwelling, etc. Additionally, for stay in Class ‘X cities, the ceiling for all employees up to Levei 8
wouid be ¥1,000 per day, but it will only be in the form of reimbursement upon production of relevant vouchers. The
ceiling for reimbursement of hote! charges will further rise by 25 percent whenever DA increases by 50 persent

(i) Reimbursement of Travelling charges :- Similar to Reimbursement of staying accommodation charges, for

levels 8 and below, the claim {up to the ceifing) may be paid without production of vouchers against seif- certified claim -

only. The self-certified claim should clearly indicate the penod of trave!, vehicle number, etc. The ceiling for levels 11
and below will further rise by 25 percent whenever DA increases by 50 percent. For joumeys on foot, an allowance of
Rsm-permnehruaveledmbots!uhepaﬂieadﬁuﬂy This rate will further increase by 25% whenever DA
increases by 50%.

(iv} Reimbursement of Food charges :- There wilf be no separate reimbursement of food bills. Instead, the lump
sum amount payable will be as per Table E(i) above and, depending on the length of absence from headquarters,
would be regulated as per Table (v) below. Since the concept of reimbursement has been done away with, no vouchers
will be required. This methodology is in fine with that followed by Indian Railways at present (with suitable enhancement
of rates). i.e. mesmtmnpayaua Tmmnmmuwlmmebyzsmmmni\mby

50 percent.
™) Timing restrictions

| Lengh of absence __ ]AmountPayable
ummmscm 30% of Lump sum amount

I absence from headquarters is between 6-12 hours jlp%oﬂmpmm
Ifd:sememmmmssﬂzms 100% of Lump sum amount

mmmmwmmmmmmmmmwuuemmawm
basis. :

11



Wi







] ici count-both
OM dated 1 3" July 2009 on Air Travel on official ac

domestic and International

F.N0.19024/1/2009-E IV
Government of india
Ministry of Finance
( Department of Expenditure )

New Delhi, the 13" July, 2008.
OFFICE MEMORANDUM
Subject : Air Travel on official account — both domestic and international.

In partial modification of this Ministry's OM No. F. No. 7(2)/E.
Coord/2005 dated 23™ November, 2005 and in supersession of this Ministry's
OM No. 19024/1/E.1V/2005 dated 24.3.2006, it has been decided that in all
cases of air travel, both domestic and international ,where the Government of

_India bears the cost of air passage, the officials concerned may travel only by
Air India.

2. For travel to stations not connected by Air india, the officials may travel
by Air India to the hub/point closest to their eventual destination, beyond

which they may utilise the services of another airline which should also
preferably be an alliance partner of Air India.

3. In all cases of deviation from these orders because of operational or
other reasons or on account of non-availability, individual cases may be
referred to the Ministry of Civil Aviation for relaxation.

4, All Ministries/Departments of the Government of India are requested to
strictly adhere to these instructions.

5. These orders will also apply to officials in autonomous b
by Government of India.

es funded

.3 . (/Y.P. Sehgal )
R Deputy Secretary to the Govt. of India.

To

1. All Ministries/Depantments of the Government of India, etc..
2. All Financial Advisers.

3. All Heads of Public Sector Enterprises.
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O M dated 29" July 2010 on Air Travel on official account-

both domestic and international

No. 19024/1/2009-E.1V
Government of India
Ministry of Finance
Department of Expenditure
E-IV Section

Ak %

New Delhi dated the 29" July, 2010.

Office Memorandum

Sub: Air travel on official account- both domestic and international.

The undersigned is directed to refer to this Department’s OM dt. 13.07.2009(copy
enclosed) on the subject cited above, which mandated air travel only by Air India in all
cases of air travel, both domestic and international, where the Government of India bears
the cost of air passage. Further, the para 3 of the said OM stipulates that in all cases of
deviation from these orders because of operational or other reasons or on account of non-
availability, individual cases may be referred to the Ministry of Civil Aviation for
relaxation.

Z: References are being received in this Ministry for extension of periods of
deputation abroad due to non-availability of seats in Air India flights. As extensions in
deputations entail additional costs, M/o Civil Aviation is advised that in all cases of
official tours, where the tickets by Air India are not available on the scheduled day of
travel as per approved tour itinerary, Government officials may be exempted from the
requirement to travel only by Air India.

Encls: As stated. I)CWC{\EI/\
(Karan Singh)

Under Secretary to the Govt. of India

Ministry of Civil Aviation

(Shri Prashant Narain Sukul, Joint Secretary)
Rajiv Gandhi Bhawan

Safdarjang Airport, New Delhi

Copy to:

All Secretaries to the Gevt. of India
All Financial Advisers
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Expenditure Management-Economy Measures and
Rationalisation of Expenditure O M dated 22" March, 2010

No.7(1)/E.Coord/2009
Ministry of Finance
Department of Expenditure
hddk

New Delhi, the 22™ March, 2010.

OFFICE MEMORANDUM

Subject: Expenditure Management - Economy Measures and
Rationalisation of Expenditure.

Reference is invited to OM No.7(1)E.Coord/2009 dated 7%
September, 2009 through which, inter alia, the following instructions had
been issued regarding domestic and foreign travel:-

(i)  Notravel on Government account by air will take place by first class;
and

@iy  All domestic travel on Government account by air will take place only
by economy class, irrespective of the entitlement.

2. The matter has been reviewed and it has been decided that w.e.f. 1
April, 2010, travel on Government account by air, both domestic and
international, may take place by the entitled class. However, the austerity
measures will remain in place for travel by air (where admissible) on LTC,
which would continue to be restricted to economy class irrespective of the

entittement.
‘ “ t. ’W?
{ Madhulika P. Sukul )

Joint Secretary {Pers.)
All Secretaries to the Government of India
Copy to:

The Cabinet Secretary

The Principal Secretary to the Prime Minister
The Secretary, Planning Commission

All Financial Advisers

Joint Secretary (E), DoP&T

QB LN



