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oRUT §&TT 42 / 2024

favg: a 3fRAwRAT vad saAaRAT & fAffea gat & ofagfd & gau #

fager= gaist 3R FEare ST gRI GAY-HAY W SR AT & IER, 4
FRATET & FRAERIT/weraial @ Aafea 40T S fivdd, TR 19, Thwd Yod
AR nfaea <@g & fov gfdgfd glawur e & S &1 arEdar @ faaror, gfagf @
3fwda Y AR gfagfd @1 grar &a FFT urel fohr S arer fean-Ady @l gefda
37fABIRETOT /UefApReToT fir SRy & fow J ' aw .

1) Sithehd/HTHE da1/8T Td: fitvehd/3ifha dor/e8s o8 & gfagfa & fo arfoer-
& # 3fcaflid dad TR & TarAeRer/ AfReNemT 58 fanmer & nfdea g & Ay |
TT Ugd ST Y IS AT AT T1T F th aR gheR ¥ AT STadd @A 1 Sl
2024 ¥ UHT §, &, QU, fAUew v AHGE B O & & @rer Seam|

drferer-&

EheT.F. | el T Alger fedaa dar

)

[SheaéT afed]
1 TS (TR -17) 12,500/~
2 TS /36T /AU (TR 15-16) 10,000/ -
3 qEr /TS (FAX-14) 8,125/~
4 s /aks 3 &7 & / ay ddivw /doasn 6,250/~

(TR 12-13)

5 37 fAged / 3 A of/ vy ( TR-11) 5,000/ -
6 TR 8 - 10 5,000/-
7 TR 6 -7 4,375/-

gl a3 e Reor/gerfde o & gy § 5 7 ufagfd @ gar wa & fow
i@ feamfadert @ arefe i

> ufagfd & grar A H I AR Hr gy e gemr | H S|



> grar gfaqfd WiwE & aive Bidt afeds West> 3iifee-1> S > Reaadede Foa
UIREAT>Shehd Foldl HBIH H ST gl

> G gpR & Afad s 910, eearaiRa aur Jo d & g delvd QHaAT dr s
BIUT AT 3Tdeh AT Bl GIUT ST AT, STe @ 3§ 3HTaTH HRAs & fow
WA AT A T We a1 |lg fgzr e

> @i & faa gfaqfd &1 grar i arer HfASART & uaT # e arfru|

> U HREN/Iefed e off fash/adafas gea @ auelt wde @
sithehd/3HTTthE 491 Tl & fow 3@ ¥, erefifes, gfayfd o 3if¥eder diam
de & HiAd gl

> TEARU/IAEGRS @ gcdiadd W 38 $ideld # BRUE B drel
31fREReTOT /v & Uoe efaa/[aer & 3ifad smeRa/sm gamoT
U UEd el BT

2) ¥AMR U9 & gd: AER U7 & gfagia fReReeT/gerfierierr @ A darfesr-
g # g 8 ¥ W et

drfoir-@
A, | IdT TR ufd #e giagfa
g. UR)
1 TS (TR -17) arEdfaedr &
HFAR
2 TEUTS /31 S /dUS (TR 15-16) 1100/-
3 ar & /T S (T 14) 850/-
4 IREFTA S /A /fACUF / 30 AcUF 7/ aRS a7 T 500/-
JFoaRks T o s T A ovg / aRg & T/ o
TH/TEL of T H /(deY, 3Re, AR uRkdemdisr)/ amer
T AR Aoft g 3R & /uded /R ¥R
/hediul Heldh / Cblc'Lc'I“I doldd

T ury IR/ ueReRal @ iy & 6 7 gfagfa o grar e & for i e oo
feenfadert & grea i
> g 3-arffes MMUR W R AT, 31ATd Sdel-ofd 1 3afe & fow grar o1 Jorrs
B AT 3HD 96 UEJd Fhar S qUT Jers-EHR M 3 F fow grar o1 S
(31T @¥) @ AT 3HS G UG fRAT ST
> U 3TASRIIT0T/ USTTRIBRIOT dhefel §-UANRTATH Tlchidl b HAICIH § & G UEd
Y|




> TR/ AR @ ggadd W 3H By dA BRIAR TRUT die drel
31fEeToT /uerfaereeT - & Uoe FerTaa/aamer & ifaw 3meRa/s gemor o3
U YT Bl

> frdl @Ile & 16 @ A AT IHG dl6 HATEA/fAHET F FRITRUT wa ara
31fEReToT/gerfAeroreT 39 Ay #E & AT g & i a9 @ 0 feiat/
USTRIBRIAT T 30T #AE & & Ufagfed & arer=r fhar Sirwan|

3) ¢eldla gRaurd: seldld gRaurst & graard 3R Colimla ed &1 gfaqia arfoer- &
& I8 & W urT AFAFRET B & S R

rferepr-a1
A | ER/UG gfagfa & dar
g.
1 HRA TR & g 3R FART T (3U @ # 8 0) | T 4200/- ufd A€
+ T JYT 9]
2 IR T, IR PR 3R TP TR (T 3 T 313 3 3000/- Ufd AT
/81 St /diest ) + &Y JYUT AL
3 Hgh Afd, HRA TR AR FaAhe] TR (FE/Tai) % 2700/- ufd #AE
+ T JAT oI
4 facers/3u afkd, HRA TAR IR TARE TR 3 2250/- Ufd ATE
(FAeerp/akE 5 & o) + Y JAT ol9]
5 30 99, YR TIPR & UG I A 3R FHDeT 2 1200/- Ufd &€
## | (FATCT/ QAT HTRIA /AT BRI H A ‘T + Y AT 19
ARG & Tlipd T&AT & 25% dod WiAd) (3 7 o
/TTST/alkg of T 31)

## gfp gfagfd glar srited # U ‘& H Eipd d€ar (THTH) & 25% db @A ©,
Ul HeTI@hR & &l 09/08/2024 & 3G & HJAR, HTIATOT H delld 19 aRS
A3 ( aRE .3 H Fhipa ATh BT 25%), [SeAd T AATT AN (ATET HraTerdt
afed) @1 [Aafdd R &, ucsha Gt A sadr aRsdr & wF H, 3% el Yob H
ufayfd et 1 glaur uere & Sreelt (uiagfd & forw 3fpd 19 Rl & FEr dorwe
©)1 3 19 a8 .9.37. # ufagfd ghaar gearem & g7 f&aie 03.07.2024 & g gef|
urd AR (THTH &1 25%) T FA FAT-TAT W AN AT A1 & AR 31T
T ST




APl e I Ufagfd & oy A, Aefaf@d fger-Ader S fee Sma §:

> osdsd/AGSd/Ssds /AS SICT/31ET HIS & [T DIS 7T AT el aioft| gfagfa
a9y Y dgarsa IR/AT AaEd/dAsds/AdSd SEl/3eT B8 HeAale Hl QAT
Al R ARG ar a1 aredfaes & 3gar St ot war &, d AT 2l

> IRISRT AR dscrsd/Adsd B & forw dar gerdar 3R ERE dhar gaa & forw
TadT gl grerter, dafad AR gRT e/l S axae W & iy & gfagfa
$r Sruaf|

> HAersd & for gfaqfd 39 3R ao @ifFa geft Tas ae X Asda waaea
Ushipd ©l

> Pedl (Tl A JehR &) 3R TUeh helsy FAEA @ 3TWUh & YTALTUT & ATHGT H Colihled
ufaqfd ey A& gt |

> U0 A A St ufad 3R vl ue & mariy dsdsa ol I R w® & 3R
el ufagfd & TheR §, 390 @ dhad Th P AT dEdasd S & fow
gfagfd &1 sgafa § Sreel| Aasd B9 ged & ad ® T HUART & fow
3TIIT-3TSTdT ATAT STam, S fop aradr T & 3rdi e rem|

4) RN AL : FEITET FRATET & TRUT F&IT 20/2024 &AF 01.07.2024
& AR, Ao # ARG/ 3Tt BT FaT FebR i & fow aRs S.0.31. & STaurd
T (NAERE faed @) & 3Reda den @i & fgaal @R/ufator snfg &
Bizal) & faT T 60/- ufafea & ¥ W 9, ow A 3ReEN 31U Aeged sRIE
(mrET wEterdt a@fed) d sulRya ®| adite, ufa cafe 3fQedas @ ufa s 2 1200/-
de @fAd ¥ ufdgfd glaar & gardr [AfY rdearf@es 3mar W 01/07/2024 %l
nfazy g & g fr ufagfd & e #, Peafaf@a -y i fre ama &:
> I Ufaqfd JEITed AT # dard 9 aRs 9.9.37. 3R &g get & dard aRs
.U St Ui, i, 3fe @ 3fdd U S, 3T FENR, & el & IS
o & HIU FA FEIOT PTG (MW HAEIT F@fed) H BH H AN A F,
aR/uferor @ Sga,@ ot 3RbaH W F IFaAR a1 |
> 8T gl & Jard aR® .03, & Tag #, A SR/ ufetor &t oisex 3nfAwiie
33T & fov ATITET ST (MW FEATEA Gied) H AN od §, 39 35T & o
30 gfagfd el B UFgd A AT HAAA DAcHD FhU/IAHIHT & aRE
A3 /HEITOT § G I HAMIT harell 3aeTqd B
> AU e BT AT Ugel 3N @Y AR Q@ g & d1g i FEa @iy &
MR e S anfew, Il Jors-fader 2024 & fow grar 31 AT 2025 & MR




frar e afee 3R Saad-5@ 2025 & forw grar 30 fAdeR 2025 & A fran
ST @rfen, seaicl
> IS A.U.7.3M0a U I (AMABING AT <) &1 grar [AaTRa NeraAT &
THATE MUR W R B &, S Tleeld Plos>3iie-1>Taa>RgHAadsic Foa UHET
ST Trala8d Fold H 3UceY gl
(3. . o./U. & e 22.08.2024 & TEATTAR )

o&dl/-
IS T@rIJeTr HTARRT /4TET.
giafafd

> UHA. & gid (RETuLIan-1)
> g SM¥eial & akyg ot Ty /Ut ©
> Ot TrET USRI [puam geR & Jiaeid Tel Tefid weraRal B giRd Bl
> IRAT Hrdied ( PIgTH, Hrel , TR, T HIVDIS)
> LA ug

OFFICE OF THE PRINCIPAL ACCOUNTANT GENERAL (AUDIT I), KERALA,
THIRUVANANTHAPURAM

PAG (Audit 1)/GL/ Reimbursements /2024-25/
Date: 03.09.2024

CIRCULAR No. 42/ 2024

Sub: Reimbursement of various claims to eligible officers & staffs — reg

As per existing practice and orders issued from time to time by HQrs office, reimbursement

facility is provided to officers/officials of this office against various categories viz. Briefcase,
Newspaper, Telephone charges & Hospitality expenses. The details of eligibility, maximum amount of
reimbursement and the guidelines to be followed while claiming the reimbursements are given below for
kind information of all officers/officials concerned:
1) Briefcase/office bag/ladies purse: Reimbursement of Briefcase/Office Bag/Ladies Purses is entitled
to officials/ officers in the Pay level mentioned in Table-A, once in three years, from the date of joining
this department or issue of earlier one. The existing ceiling is effective from 15t January 2024, however,
old, settled cases will not be reopened.

Table-A
SL.No. | Pay Level Existing ceiling (%)
[ Inclusive of GST |
1 DAI (Level — 17) 12,500/-




2 ADAI/DG/PAG (Level 15-16) 10,000/-

3 PD/AG (Level — 14) 8,125/-

4 Director/Sr.DAG/Sr.PPS/PSO( Level 12- 6,250/-
13)

5 Dy.Director/DAG/PPS (Level- 11) 5,000/-

6 Level 8 - 10 5,000/-

7 Level 6 - 7 4,375/-

All entitled officers/officials are requested to follow the following guidelines for claiming the

reimbursement:

>
>

>

Due date for claiming the reimbursement may be confirmed from General Section.

Soft copy of the claim reimbursement proforma is available in Public Folder>Audit-
I>General>Reimbursement claim proforma>Briefcase claim form.

The hard copy of proforma duly filled in all respect, signed and attached with original bill should
be handed over to General Inward Section, from where it shall be handed over to concerned seat
at General Section for necessary action.

The bill of purchase should be in favour of the officer claiming the reimbursement.

The entitled officers/officials are authorized to purchase briefcase/office bag of their own choice
from any private/public outlet, however, reimbursement shall be restricted to the eligible ceiling
limit.

Officers/officials, joining this office on transfer/repatriation of deputation, should furnish a last
drawn/issue certificate from the previous office/department.

2) Newspaper claims: Reimbursement of Newspaper shall be entitled to officials/ officers at the
rate shown below in Table-B:
Table-B
SL. Pay Level Reimbursement
No amount per month
1 DAI (Level — 17) As per actuals
2 ADAI/DG/PAG (Level 15-16) 1100/-
3 PD/AG (Level — 14) 850/-
4 Sr. DAG/DAG/Director/Dy. Director/ SAO/Sr.PPS/PPS/Sr. 500/-
PS/PS/AAOs(Adhoc, RT, & Probationer)/DEO Grade F & G/
Supervisor/Hindi Officer/Welfare Assistant / Legal Assistant

All entitled officers/officials are requested to follow the guidelines given below for claiming the
reimbursement:

>

>
>

>

3)

The claim shall be made on half-yearly basis i.e. claim for Jan-June to be submitted on or after
01%t July and for the period of July-Dec on or after 01% Jan (next year).

The entitled officers/officials shall submit the claim through e-HRMS platform only.
Officers/officials, joining this office on transfer/repatriation of deputation, should furnish a last
drawn/issue certificate from the previous office/department.

Officers/Officials, joining the office/department on or after 16" of a month shall not be eligible
for claim for that particular month. Such officers/officials shall be paid the reimbursement from
the next month onwards only.

Telephone facilities: Provision of telephone facilities and reimbursements of telephone charges

are given to entitled officers at the rate given in Table-C:

Table-C



SL.No. | Level /Designation Limit on
reimbursement
1 Secretary to the Govt. of India and equivalent level (Dy.CAG) | X 4200/- per month +
taxes as applicable
2 Additional Secretary to the Govt. of India and equivalent level | ¥ 3000/- per month +
(ADAI/DG/PAG) taxes as applicable
3 Joint Secretary to the Government of India and equivalent level | X 2700/- per month +
(PD/AG) taxes as applicable
4 Director/Deputy Secretary to the Govt of India and equivalent | ¥ 2250/- per month +
level ((Director/St.DAG) taxes as applicable
S5## | Below the rank of Deputy Secretary and equivalent to the Govt. | T 1200/- per month +
of India (restricted to 25% of the sanctioned strength of taxes as applicable
Group’A’ officers in a Ministry/Department/Attached/
Subordinate office) (DAG/AAG/Sr.AO)

## As the reimbursement facility is restricted to 25% of the sanctioned strength (SS) of Group’A’ in the
office, as per orders dated 09/08/2024 of Prl.AG, 19 SAO’s (25% of sanctioned strength of SAOs), posted
in HQrs having regular charge of HQrs Sections (including Branch offices), in the order of their seniority
in Gradation List, shall be provided the facility to reimburse telephone charges (list of 19 officers
authorized for reimbursement is attached along with). The reimbursement facility to these 19
SAOs shall be effective from 03.07.2024, the date of HQrs letter. The list of eligible officers (25%
of SS) shall be updated as per the posting orders, issued from time to time, and the changes shall
be published accordingly.

Regarding reimbursement of telephone charges, the following guidelines are issued:

» There will be no separate ceiling for landline/mobile/broadband/mobile data/data card. The
amount reimbursable will cover landline and or mobile/broadband/mobile data/data card
connection and shall be limited to the ceiling prescribed or as per actuals whichever is lower.

» Officers are at liberty to choose the service provider and the tariff package for residential
landline/mobile phones. However, the amount shall be reimbursed on submission of bills/receipt
by the concerned officer.

» Reimbursement for mobile will be restricted to the officer in whose name the mobile connection
IS registered.

» Telephone reimbursement will not be admissible in cases of leave (of any nature) and trainings
which are for more than one calendar month(s).

> In case where husband and wife are sharing the same residential landline telephone and both are
entitled for reimbursement, only one of them will be allowed reimbursement against the
residential landline telephone. The claim for mobile phone charges shall be treated separately for
each of the officer, subject to the entitled ceiling.

4) Official Hospitality expenses: As per HQrs office vide Circular No. 20/2024 dated 01.07.2024,
the ceiling for refreshment expenses (official hospitality expenses) to SAOs to attend/entertain
guests/visitors in the office will be at the rate of X 60/- per day for all working days (excluding
tour/training etc.) on which the officer attended their Headquarters office (including Branch offices).
However, the upper ceiling limit per person is restricted to ¥ 1200/- per month. The effective date
of the reimbursement facility is 01/07/2024, on half yearly basis.

Regarding reimbursement of claim towards hospitality expenses, the following guidelines are issued:




» The reimbursement is applicable to all SAOs posted at HQrs sections and also to SAOs posted in
field parties but attending work at HQrs office (including Branch offices) in connection with
finalization of PA, CA, other assignments, Quarterly meeting of field parties etc.), excluding
tour/training, as per ceiling limit.

» Regarding SAOs, posted in field parties, but attending HQrs office (including Branch offices) for
official purposes, excluding tour/training, while furnishing their reimbursement claims for the
purpose are required to get the claim verified from SAO/HQrs of respective functional
wing/Section(s).

> The refreshment charges shall be claimed within a period of three months after completion of 1%
and 2" half year i.e. claim for July-Dec 2024 should be claimed within 315 March 2025 and for
Jan-June 2025 to be claimed within 30" September 2025, and so on.

» SAQO’s may claim his/her refreshment expenses (official Hospitality expenses) on half yearly
basis in the prescribed proforma, which is available in Public Folder>Audit-
I>General>Reimbursement claim proforma>hospitality expenses claim.

(Vide orders of DAG/Admn dated 22.08.2024)

Sd/-
Senior Audit Officer/GL
Copy to:
(i) Secyto PAG (Audit-1)
(it) Sr.PS/PA to Group Officers
(iii) All Branch Officers [Kindly intimate all concerned staffs under the charge]
(iv) Branch Offices (Kottayam, Kochi, Thrissur & Kozhikode)
(v) Notice Boards



