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(For e'uclusive use in IA&AD und

,rol he quoled or published elsewhcrel

Circular No.l(l

Sgl: 7 2 -Erw. 66-{r$Grqq),q'3lRr0 I -2 o ; :
fr{i6': - t z'tl'r' 2 tt z't

Io

sub: Modifications of instructions regarding Booking of Air Tickcts on Government '\ccounl-

reg.

S it/Madam.

lnviewofthe<lecisionofthcGovcntmentfordisinvestmentofAirlndia.ithasalrcadlhccn
LlecidedthatinallcascsofairtravclwhcrcthcGovemmentoflndiabearsthecostofairpassagc.
air tickcts shall be purchascO onty ttorn the thrcc Authorised 

'fravel Agents viz'

l. All I tcads of Department in the IA&AD
(as pcr standard c-mail list)

2. I)irector General (Hqr)

M/s Balmer Laurie & Company Limited (BLCL)

lvl/s Ashok Travels & Tours (ATT)

lndian Raihvays Catering and 'lourism Corporatton I,td. (IRCTC)

I he choice of the travcl agcn t tbr booking ofticket lor tour and l,TC from those in Para I ts

lcti opcn to thc IIcad ololficc and to the olllcial iu case of sell'- booking' based on convcniencc and

qualit-v-. f-ickets for all emP loyees lor a single tour maY bc done by entploYees at tlrt-ir

c,,nr,cnielce and confort frotn an-v o l'thc thrcc authorized agents as nlerttlo ned in para I ahor c. \rr

agcnc) charges/convenience fees will bc paid to these three booking agencies

( icncr0lly. in IA&AI). lhe suPen'tsorY officers and the audit teams do not travel together as

the supervlsory o fficers are gencrally assigncd supervision of 2 k) i teams during the same tinlc

slots. Iherefbre. they may choose flight ol their choic e available on the given day ofjourncl

irpprr'tvr:d l()ur Progralnnre and book the chcaPest lare available for that particular flight' Prcl rahlr
ils fcr

I lrmp
()f travel on to

ir rr(\n st()f! llight should bc choscn

lovees atc cncouraged to book flight rickets at least 21 davs nrior t0 the intendcd d tc

ur and L'[C. to avail thc ln()st compe titive farcs and nrinimizc burdcn orr the

crt hcqtteL. However. booking s may be made onlY aftcr the approval of the tour progranrnrc.h)

c()rnp('tL'nt authoritY. Further, in case of leave for LTC, it shou Id bc apProved bl the resPecttvc

, :(lrnpetent authority.

\ F.nrployecs are encouragod to avoid bookings within less than 72 hours ofintendcd travcl on

I .ur. In case. rhc bookings *ii""i" *;r,i.'zl't o'*r, ,uu-irsion of self-declared justification b1

thc cnrpkxee is rcquired H"*#;' i";;t; *tt"'" ttt" u*tinss are made withinlessthart 7l hours

.l intcndcd tfavcl on ,our or. rl, uanri"i.i*i".'r""..r=. self-d-eclared iustificarion by thc enrrl()\'ec

sh.ll ,,1 hc rcquired. rn 
"u.. 

,ri"un".llation of the tour progranrmes ftlr LTC' the selt'-dcclared

irrstilic:ation by thc employee is necessary'

(r. Lmployees are also cncouraged to avoid unnecessar)'/-cancellations' Cancellations madc less

rh., r.l hturs heror" int.no".r tr"uLi:;l*;;i; J;inr.,ruiir. r.u.uns. rvill require tlre suhntissirrtt

,,t:a sell-.leclared justification by the employee'



7. l'.mployees should pret'erably book only one ticket for each leg of intended travel' llolding

of nrore than one ticket i,,"i'riri*J. However, in case of spccial exigencies or exceptional

circumstances, a maximum 
"f 

i*" i.f"ir f"r the aiternative flights for.different time-slot may be

ilJil;;;; leg of travel with the approval of the competent authoritv'

8,Whileticketsrnaybcarrangedbytheoffice-throughlheauthoriscdtravelagent'employces
are encouraged tu *rt" ri"t .t t?r-t],U_iigl,"f f V throug[ rhe Setf Booking Tool/online booking

wcbsite/portal o[ authorized agencies.-Emlloyees must register their designation bascd oflicial

Govemmcnr EmailJd *ith ;ih;;; ;;;i;r ro book thiir air tickets digitallv through abovc

modes lor travcl by uny ui.tin"r."tn-tt i, Eas", the cancellation charges, if any, should bc bomc by

the department of the emPloYec'

9. The oftice should ensure the availability of sanctioned Bu<lget for Domestic and Forcign

travcl ftrr their emPloYees'

10.[ncaseofunavoidablecircurnstanccs,wherethebookingofticketisdoneliomunauthoriz-cd
travcl agen/wt6-sii". tfrc rnteffil'i-'-*tiui nA'i::t-^|l 

'"udQ'urter 
office and Head of

;;;,.;"";;1" field IA&AD offi'ces is authorized to grant rclaxation'

ll.Allofllccsaretoclcartheirduesonaccountofairtickettotheconoemcdtravelagentwithin
a nraximurn of 30 days from completion ol joumcy'

12. To ensure timely payment ofair ticket to the travel agents' and to confirm the pertbrmancc

of loumey. rlrc er.ployee h^;;il; , ."nii""*l""O.rtaliing in prescribed profomra (encloscd

as Annexure-l ) within 72 h"*;;i;;;;lttion or;ou*"v' TA bill mav be submitted later as per the

existing rules.

t3.Allilcadofofliccsmustclcarallpreviousoutstandirrgduestothetravelagents.

14. No Mileage Points will be gencratcd against travel on Govemment accoutlt'

15. All Hcad of officcs are directed to ensure strict compliance of the. order and to widell'

circulate this in atl otti""' in"l'aing Attachcd/Subordinate Offices under their control'

I 6. This Circular is issued in supcrsession of all existing instructions on the subject'

1{-{&c,
;>,s
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Annexurc-l

Self-declaration Certificate for Completion of Journey

(Annorurc to Circular No. l0 (issued vide letter no. 72-EIrf'E.F-EftGq$/9.3{I:Irc l-202)

frqiq'r-r7.03.2023))

l. I (Name of the employee

declare and certify that:

?. I have actually performed

.......................(date)

.....1 hcrchr

liom to on

. . .... for the purposc of'lour/l'raining.

OR

have actually performed

the onward

and

Journey

relum

thc

lionr . .

onrvard

....(date) and

It r

.lounre.v

loumcy

rclurn

......lbr

], Ii WC

lrom. . . .

joumey

to.. on

from. .. . .. . ..1o. ...... ....on

the purpose of 
-Iransfer/LTC/Retirement. The particulars of thc self and family memhers

rvho have performed joumey cither with the Government servanl or separately arc as

rrnder:-

Rclationship rvith Govl.
scrvanl

4. In case the above declaration givcn by me is not tbund true at any stage. I shall he liable

to disciplinary action under Central Civil Servies (Classifiation, Control and Appcal)
Rtrlcs. 1965. as zunended lrom tinrc trr linre.

(Signaturc)

Name of the (iovernment Servant...

Dcsignation.

Namc of the Office

AgeS

No.

'l 
rr

Admn./F.stabl ishcment Section

I
Na me



Date:-

AAO/ITS

Please arrange to upload the circular No. 1 0 issued by

Headquarters' office vide letter No: 0l-EltF- Efi-dTfr fiqqa 0{R./01-2022

date- 17.03.2023 regarding "Modifications of instructions regarding Booking of
Air Tickets on Government Account" for information and necessary compliance.

Sub:- "Modifications of instructions regarding Booking of Air Tickets on

Government Account",

Encl:- As above.

Vt-.rtlq\n)

AAO/WM-I

Date:-

AAO/ITS

Please arrange to upload the circular No. 10 issued by

Headquarters' office vide letter No: 0I-EIIF E{-{f€l fiq{)a.3{R./01-2022
date- 17.03.2023 regarding "Modifications of instructions regarding Booking of
Air Tickets on Govemment Account" for information and necessary compliance.

Sub:- "Modifications of instructions regarding Booking of Air Tickets on

Government Account".

Encl:- As above.

W-n^,'^,',
AAO/WM-I


