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(b) In case, thc journey is performed by a higher class thai the entitled
class oa any other mode, then the reimbursement of claim will be

rest cted to thc cntitlemcnt or actual cxpenses incurred, whichever is
less.

(c) Road Mileage: When an employee makes a journey bt road by o'rn
vehicle. aclual admrssible road mileage allowance prescribed by the
Directorale of Tlallsport of ihc concerned State. At places where no
specific rates havc been prescribed by the Director of Transport of the
concerlled Stale or of rhc neighbouring States, the mileage allowancc
shall be regulatcd at thc rates prescdbcd by Central Governmenl
whjch are as undel at prcscnt:

. Forjour:ney perlormed by o$.n Car Rs. 24 per km

Note -(1) These rates \{ill further rise by 25'lo whenever DA increases

by 50 '/..

Note " (2)Aparr liotn lhc abo\'c mentioned prescribed rates, €mployce shall

also be eligib)c ior Toll/l"e!] chargcs as applicable cluring the course of lhe
journel' br:o* n vchicle. subjcct to original l'ills /receiPts being submittcd

Note- {3} wh(xl the journey is performcd by the employee/Famiiy
mcmb.i in o\\-n tchrcic (car/'scooter/ motor cycle), then employee u'ill

not be entitlecl for the transport of thc vehicle benelit as mentioned at
Ru le-8.

(d) Time Limit to submit the bills for reimbursemenl ofTravel exPcnscsl

(i) After carrl-ing out the ordcrs of transfer, an employee should
submit lisTher ctaim fot reimbursement of travel expenses lor
self/famill'\\'ithin a period of three (03) months from thc date on

which the journeY is Performed.

(ijl lf a member of empioyee's family follows him/her within six (06)

months or prcccdci hitn/her by not more than one month' the

reimbursement of travel cxpenses mal_ be granted in respect of
sLlch membcr' Fol such cases the claim for rcimbursement of
travcl expolses shoulcl be submittcd lvith in a period of three (03)

months from the dale on which ihe journef is petformed'

6. Reimbursemelt of Hotel charges on transferl

(i) An employce on transfer to a place other than Delhi, Mumbai and

Kolkata rvill bc cnritlcd to clalm reimbursenrent of lodging charges as

per- his/her cntrtlcment lor staying iD a hotel for a period upto 15 days

;r till he/shc :rrranges for an accommodation in the ne\v place ot
posting u,iricher'cr is earlie.. However, the proposed reimbur sement will
not b-c aclmissiblc (here companJ' affanged accommodation is
availablc.

lii) Emplovees ol1 trarlsfer to the cities of Dclhi, Kolkata and Mumbai ma!'

claim ieimbr.rrsement for lodging charges for stay in a flotel only if thcy
gct a 'no room'cerliicate fiom concerned Projecl llead and General

i4^nagcr 7 Administration in case of Corporate Ofhce The clause shall

al.o ippiy' mutirtis mutandis on any other city u'here comparv
guesthousc accommodatioJ} is a\ailable



(iii) The claim of Hotcl .eimbursemett beyond 15 days will be reimbursed
under special circumstances with the prior approval of the Managing
Dircctor.

Transpoltation of personal effects on transfer
{i) An emplo_vcc shall be enritir.'d lo reimbursement of expenses for

transportatjon of person;rl cffects b], train/road on transfer as per rates
given belo1\':

ii)

Note - (1) The rates u.ill further rise b1 25 70 !,,henever DA increases
by 50 ",'.

Note- (2) Emplolees $'1]o do not transfer their personal effects on
lransfer \!.ill only be cntitled to 25olo of cntitled Compositr-'
Transfcr GrrLn t.

Note- (3) 'l'he monctary ceiling uould be inclusive of al1 levies ard
taxes, \r,hrch may be imposed by any authority on account
of transport,llion oi personal effecrs b)' road. Any ciaim for
rcimbr.rrsement oI expenses must be supported with the
brlts lrotr"\crs / ta-\ payment rcceipts clc.

(ii) Time limit: Pelsonal effects may be transported witlin six months
from the date ofjoiuing at new place of posting.

8. Transportatlon of vehicle

i) An employee shall bc entitlcd to reimbursement of lransportation cost
of l.ehiclcs as folloNs:

lr
Designation
(IDA)

Luagase
Entitlement

Mode of Tlanspo{atloD ol personal
cficcts

(a) lf transportcd bl tra,n (goods train
onlvl the actlLal expenses subject to
specified iuggage limits.

(bl If transported by road rhc rates are as
undcr:-

Rate p€r KM fo. Trensport by Roadl Rs.
per ktr)

DGM and above
(85 & above)

6000 Kg b], Coods
Irain/ Four
Wheelei Wagon/ I
double container

Rs. 50 per KM

Manager to Jr,
Manager {E2 to 30O0Kg
E4)

Rs.25per KM

Elieculr\'c / Sr
ExccLrti|e (Flo & 25O0Xg
El)

Rs.25 per KM

Non-Ex€cuti\ c
in.luding MTS z('uo l(g Rs. 25 per KM

Rcimburscmcnt

AM and abo\,e 01 motor car etc or 01 motor cycle/scooter

moror c_vcle/ scooter/moped/brcycleBeloN AM
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