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NOTIFICATION

Sub: Journey cum Travel Approval.

It is notified to all students that reimbursement of expenditures for travel, accommodation
charges and consumables during project/research work carried out in other institutes/
organrzation, within India or abroad, will not be admissible ifjoumey cum travel approval is not
obtained from competent authority prior to travel.
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Guidelines for Travel 

Approval of Journey: 

No claim will be admissible unless Journey-cum-travel approval is obtained from competent authority 
prior to travel. 

Journey by Air (Only for International Travels): 

Journey by Air is permitted with the following conditions: 

a) Travel by Air Indian only.
b) In Economy class only.
c) Lower Fare Ticket of Air India only to be purchased.
d) Air Tickets may be purchased from i) Directly from Booking counters of Air India, ii) AI website,

iii) By utilizing the services of Authorized Travel Agents and IRCTC only.

For Guidelines on Air travel – Grant of permission for official air travel by Airlines other than Air India 
regarding, Cilck Here. 

Journey by Road: 

Reimbursement admissible only in respect of journeys performed by vehicles operated by the 
Government or any Corporation in the public sector run by the Central or State Government or local 
body. 

Journey by Rail: 

Students are entitled to travel by Rail in AC-III Tier/AC Chair Car by the shortest route to the 
destination. Travel by Premium Trains is not permissible. 

Reimbursement: 

Reimbursement shall not cover incidental expenses and expenditure incurred on local journeys. 
Reimbursement for expenses of journey shall be allowed only on the basis of a point to point journey on 
a through ticket over the shortest direct route.  

Submission of Claim & Forfeiture: 

A claim for reimbursement of expenditure incurred on journey under leave travel concession shall be 
submitted within three months after the completion of the return journey, if no advance had been 
drawn. Failure to do so will entail forfeiture of the claim and no relaxation shall be permissible in this 
regard. 

In case of advance drawn the claim should be submitted within one month from the date of return 
journey otherwise the amount is advance will be recovered and the claim may be accepted within three 
months of time from the return journey failing which the claim will be forfeited.  

Boarding Pass & Copy of Tickets to be produced: 

Boarding Pass & copy of tickets are invariably required to be produced with claim bill as a proof of 
journey and travel fare.  

http://web.iiserb.ac.in/prabandhak/assets/forms/TA/Guidelines_on_Air_travel_reg.pdf


























   Account Head: DST-Inspire/CSIR/UGC  Budget Head: Contingency 

    Budget under the head of: 

S.No. Content Details 

1. Name of the Students & Roll No.:

2. Department

3. Journey Period From :  To: 

4. Travel Destination

5. Purpose of journey

6. Mode of Travel AIR:      Rail:      Road:      Others: 

7. Approximate fare (To & Fro)

8. Signature of the Traveler

Forwarded & recommended by 

HOD/DoAA 

Approved as per Rules 

DoAA/Director 

For Office Use Only 

Is there enough balance in the relevant head YES: No: 

Assistant/Accountant Coordinator/ Finance Officer/ Registrar 

Indian Institute of Science Education and Research Bhopal 
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