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TRAVELLING ALLOWANCE RULES - 2068

PREFACE

SANS S

These Rules shall be called the Orissa State Coop. Milk Producers’ Federation  Travelling

Allowance Rules,2668. These rules shall be effeciive from 01.05.2008.

These revised Rules shall be applicable to all emplovees of the Federation mncluding

Probationers and Deputationists.

These Rules shall supercede the T.A.Rules 1982, and subsequent instructions issued from

fime fo time.

DEFINITIGNS:

‘Eraployes’ for these Rules only means as deseribed under Ry ic 1.2 above.

‘Family’ means an emploves’s spouse, children and the parents who age residing with

and are wholly dependent on the employee
‘Pay’ means the Basic Pay including Dearness Pay/Interim Relief, if any.

“Transfer’ means the movement of an employee from one head quarter station io another

station to which he is posted, or deployed.
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14 . of these Ruies.

‘Federation’ means The Oissa State Cooperative Milk Producers’ F cderation Liruted.
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3.6 LTaVening Allowance shall be admissible CTuy IGE jowney in cogunneclion witn oGna- Tiae

work of the Federation. All such journeys shall be authorized by the controting officer as

may be nominated for the purpose by the Managing Director.

4.0, Gradation of Emplovees:
For the purpose of caleula travelling allowances, the Regular employees shall be
classified into the following grades as mentioned below -
Grrade A Chairman, M.D. & Directors.
S Grade IA C.G.M/G.MD.G.M./Manager
oy Manager/ Asst. Manager
B Dy.Manager/ Asst. Manag
“ Grade i Ir. Manager
| Grade m Superintendent to Jr. Asst,
Grade IV ~ Below Jr. Assistant
| 4.1 An employee of the Federation deputed as General Manager of 2 Milk Union shall be
entitled to allows ible to Gr-1 A emaployee.
5.0 Travelling allowance shall be admissible for travel in the {ollowing
/ circumstarnices :-
7= .
- 3.1 Travel on tour to an out station
4
5.2 Travel on transfer.
5.3 Travel within the head quarier station.

0
Ja

Recall from leave.

L
U

Any other occasion authorised by the Managing Director.



6.0
6.1

6.2.2.
(a)

{b}.

Whiie

‘e
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Travelling A}Lr ATICE O L Our:

‘The following allowances are admissible:
Mileage allowance: To cover actual expenses incuited for journev by aivtrain/ roads

steamer or boat.

Expense aliowance: To cover taxi charge and other peity expenses incurred solely in
|

interest of the Faderation while on out station duty.
Mileage Allowance:

The class of Air/Rail/Steamer/ Road accommodation and the categorv of public transport

P, [N . £ & 2 y 3 XS]
L2 ALENL Sieszizel :‘_::__ A
W~ w ST ey <8t e e : .
A AC 17 Class i Claon Toigion — AC Car
IA AC 2nd class 1st class Ehgible -- - —AC Bus

Heonomy Non AC Taxi
'\' '
RIS /-> A\ Bus
5 ) d o R & P
B Ac 2% class 1st class ——/@T\on AC Taxi
iI - Sleeper class/  Tourist Not Eligible "~ Non AC, Bus
&
-~ 3-tier AC
g Sleeper class Tourst Noi Eligible Bus
v Sleeper Class  Deck Not Eligible Bus

claiming mileage Allowance claimant should produce:

. And : : 1 Ty e
For 2 class journcy by Rail : Originat Ticket

1_ -[ I T 1: | P L L
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or class
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eamer & Deluxe AC class bv Bus.
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Federation and to save public tine.

approval of the M.D. m casc he is satishicd that such

6.3 Journey by Road con personal vehicle;
6.3.1 Except where fre¢ (rangport iy provided by the Federation or an

employee may draw mileage allowance at the following rates, w

own velucle tor the oflictad purposc Loy all prades.
Crade Yehicie

1A & IB Two Wheelers

jouutnoy

/‘~‘)% w P L1 A . . i . . 1 g FOEE ] [ .. | 2 ) U S & S 11,
Vs aswin ror iravel 0y  AIr dn Cimpioyee winao s not CHUUCd 10I suCl JOUITICY Cart DO auowoa Y

shall be i the

Amount (FPer Ix.m )

|
: 1) Scooter Motor Cvele s, 2,00
i) Mopoeds, | Rs. 1.50
4 e 1 Two Wheeler
1) Seaeme Motar Curls ws. 2.60
1) Nlup . iy 159
|
‘ 1y I'wor Wheolet
1} Scooter/Motor Cycle Rs. 2.08
i) Mopoed Rs. 1,50
1) Bi-cyele Rs. 1.9
6.3.2 The mileago allowanco by Road for places connected by Rail or Bus, shall be rents
the fare of c:ntftﬂéd class by ratlibus.
6.‘3.3 An employee shall use his personal conveyﬂ.ﬁce, between the places connected by

public transport system, only with the prior approva

2

)
54\3
£

employee will be cligible to get milcage allowance @ Rs.5/- per KM, if he/shic uses hisd

personal car to proceed to the new place of posting.

Tour by personal car will not eatifie anv allowance oxcept i

-
: 8

case of fransiber
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6.3.5

6.2

6.4.3

6.4.4

6.5

U

- Those who get consolidated T. A. shall not be eniiled for any additional allowance

within their area of operation.

Explanations:

While on tour an employee shall be paid a singlo fare for the class of accommodation tn
which he is entitled by the shortes: route. If he travels i a lower class, he will be enttled 1o

the actual fave of the class by which hie travels,

In vasoc of a jouwney, whon a particular class of svvommodation (o whish an omployes o~
entitled is not available he should travel by the next lower class of accommodation, Travel
|
|
by a class higher than the entitloment may e pormitted by the Managing Ditector dopending

on the case.

Charges for reservation ot seats and sleeping berths, where such {acility &8 available, shall be

borne by the Federation. Agency charges and other incidsntal expenses there tc incurred by

' | ,
the cmployes shall glso be adaussible,

~ ¥ 3%

Where a joumney is cancelled soicly due to officiat reasons or reasons bevond the conivol of the

employees, the cancellation charges paid to railways or airhines, may be reimbursed with

Flsss

approval of the Controilléihg officer.

&
-

T.he M.D may allow travel by a higher class for reasons to be recorded in writing.

Where an employee has traveled by a class higher than his entitlement without obtainine

- - - ‘ - . - -
approval of Managing Director, in such case his mileage claim shall be restricted to the class for

whic

6.5.1

h he is entitled.
Halting Allowance:
: “I ‘ g
Halting Allowance will be admissible at the following rates for each day of absence fiv..

head quarters at a distance of 10 Kms. or more. This is intended to cover ordinary daily

<

charges incurred by an employee in consequence of such absence. However, no halting
allowance will be admissible for the period of leave like CasualVEained/Medical Leave

ete. availed while on tour.



———
o
(in Rupees}
Lodging allowance aciual 1 {
| i
subject i |
Cash Aliowance (Rs.} to a ceiling of {in Rs.} 'r Lodging |
Out side | atiowance
Grade | Inside State inside | Outside State  without
State State  receipt.
(in Rs.) |
|
Gr-A 300 400 Actual | Actual . 200 ;
;
{
Gr-lA 250 300 1200 3000 b180 |
! !
i
Gr.iB 200 250 1000 30C0 135 |
Gr-ii 150 ) 200 750 2000 1 20 |
Gr-iii 110 150 650 2000 100
i
Gr-v 90 130 500 1000 | 0
|
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0.5.3

6.5.4

No halting allowance will be permissible when an employee has requeatod for residenc

away from headquarters cither Lo the plave of resdonce or the headquarter, or any plac

in between.

Whils claiming Lodging allowance on total ceiling, claimant is to produce money receipi.
However, if free lodging is provided by any Organization / Insttution, no lodging
allowance would be admissible.

The cmployeas who are nonnally o tour 1or above 20 days a month within the State
shafl be entitied to a fixed iravelling allowance (FTA) as follows in place of any of
aliowance under this rule -

Grade- 1A Rs.1000/-

Grade-1B Rs. 800/-
Girade-ll Rs. 650/~
Grade -1 s, 550/-
Grade-1V Rs. 500/-

FTA will be deductod rroportionately when an cmpioyee undortakes tear outside the

Siate, and gots TATYA fon das ponod, on the basis of no. ot days.

For perind of absence on leave or unauthorised absence, FTA shaii be deducted
proportionately for every day of absence.

For any ilay not spent wholly ontside the headquartom the quantin of cash Allowance

adnussible will be as under:

For tour b_{_
|

Less than 3 hours s Nib

Between 3 & 9 hours $

\

5
Above 9 lfours : Fuil.
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6.5.7

6.5.9

e
en

Tor calculation of cash allowance, a joumney it supposed to begin from their residence/office
of the employee ai his headquariers and end ai ihe duly period ai ihe ouistailon and vice

versa.

In case of employees referred 10 under Rule 6.5.2 above, the distance and hours of tour shall

be calculated for the lowest distance or time.,

Halting allowance is admissible on Sundays and Holidays duoring the tours, if the emploves 8
present at the place of duty. However, for such days, if an empioyee desires to take a
compensatory off, he shall not be entitled to anv halting allowance. When an cmployse

prooeeding on official dutv outside his headguarters and continues to stay ai one place for

consecutive 10(ten) days (including Sunday, holidays & leave) or more, his place of halt during
such tour shall be treated as his temporary headquarters and no cash allowances for those days

wiil be admissible to the employee on tour.

When free boarding is provided by any Institution/ Organization, the cosh allowance will be @

50% of normal cash aliowance.

e ATEAse YRTICOT
S€53 AudWanca:

by
&
T
=
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Miscellaneous expenses such as Telephone, Telegram charges, convevance charges ;numrﬂ,

while on tour by an employee will be reimbursed with the special sanction of the Controiling

Officer on submission of supporting.  Convevance Charges (for official propose) duly

I g gy 2D - 4 P a1 S 71 £3 g X / Y 'x. o N 1S Pd i \Y = ot ~“ 1 \ @

approved shall be reimbursed at the following rales/ ceilings, whichever is less subject to
S S b Tanpsg o - Sevo v mMOaEo D ToTa P AT T b T

the furnishing ()% information rclated to places and partics visifed, puwpose, and the amouni

tually spent.



Grade Entitled Miode of convevance | ceiling per day
A Taxi Fare Actua

IAN&IDB Taxi fare 4,300/~

I Taxi Fare/Auto Rickshaw Rs. 200/-

Il Taxt /Auto [hekahaw o, 150/

v Bus fare & other public Rs. 100/-

Conveyance charges.

7.0 Fravelling AHowance on Transfes (FAT):

7.1 Travelling Allowance under this ruls will be admisstble to an employee provided he is
transferrad from one siation to another in the interest of the Federation and he is eniitls
to draw pay during the period of journey. Where no change of residence 13 invelved, no
traveling allowanee i admisaible,

Tl Conseqguent upon transfer involving change of’ Headguartors and Lstablishment thare
the employee concerned shall be cautitled to cash allcwance and halting allowaz
admissible ander these Rules tor @ period of maximum 10 days for crabling Ll
arcange snitable acconmumodation,

73 No TAT will be admissible in case of transfer on representaiion by an cmploven

&
3 7.4  Journey by Rail/Road/Air or Stemmer:

o5 sawer andiial Foaas Ry Adel 3 4 Sip aye e e
An emplovee may draw actual fare by Air/Rai/Road or Steamer not exceedis

catitled class as indicated undcr rule onc for sclf and onc for cach membor of

£ o

family as per the age hmuls specified according o rules and regulations of
Roadwiys / Raillways/Airlines/Steamer Lines. In addition, he will be entitied to ons

allowanze for every 24 hours of journcy or part thercof.



7.4.1

(R
o

<
.

Transgportation of personni cffects:

For the transportation of personal effects, an employee may draw the aciual cost of

; ! . . v
carriage of personal belongings or at the rate of Rsl0/~(Ten) por Ka

s

provided he/she actually inour the cxpenditare.
Transfer Cirant:
An employee will be entitled 1o the following lump sum pavmeni fo cover expenses ior

realdng and setting up establishment efc. including transport to and from rallway station,
Grade Grant
A Rs.5066/-
IA &IB Rs. 2000/-
I Re. 1804/-

ot Rs, 1508/-
v Rs. 888/-

An emplojee on fransfer 'rom one siation to another will be eligible Tor joining tme of

ror calet fm n of
if a Sunday falis
journey time.

An authornity ordenng the transfer may curtail joining time.
¥
thn an cmpio\« ce is asked 1o join without availing joining time, he may avail this witin

one year. -

During joining time an employee will be entitled to the pay he would have drawn

b gt el svavs o :
had continucd in his old DOST OF UiC pay whic

posi, wiuchever s fess.
Allowance during joining time:
During jeining e an cmployee continues to draw HRA, CCA, at the same rate at

which he was drawing at the station from which he has been transferred. No conveyance
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8.0 Travelling Aflowance at headguarters:
R.1 For jouwmeys on Federations duty undertaken at the headquariers stafion. employees

travelling by public transport shall be reimbursed actual expenses, subject io the

following ceilings, provided they are not in receipt of conveyance allowance

Gradc IA & IB Employccs : Lagi
Cvande 1TT.8& T Taployees Co Auto rickshaw {are.
Grade IV Employees : Bus fare or ordinary rickshaw charges.

8.2 Persons using their own vehicles with prior permission of conirolling authority can claim

convevance as spocidicd s Nule 6 Lmployoos using thew own vebidles for oflicil work
with the prior approval of asthorising authority, shall get thelr deiving hcenses verified and
Liconse number noted o thew poinonad recond
-~
- 2.0 FINED CONVEVANCE ATTOWANCE FOR MARKETING STAFRT
< SLNo. DESIGNATION Minimum coverage Approved amount
per month
01 Toad of Marketing Actuai Ho shali uee the wehicle
i; providad 1o bum for mobde
|
‘3 dutv. Where no wvehicle s
provided iwitl he e 1000/-
por monti.
02 Nanager/Ty Manaper/ A« GO ms. Rs. 900/
Managei/Mktg. Otficer A Lwo whceler)
r o ¥ 1 Ty T =0
T, NManagar/NRtg:iapdi 450 Foma Rs. 650/-
Mkig In-charge, {Lwo wheeler)
Cuttack/Rourkela/3 BSR/others. Bioycle _ Rs. 550/-
-
03 Muarkeling Asst./ SG0 Kams - Rs .364/-
&/ Jr.Marketing Asst/Sales e
] {1wo wheeler)
Promoter/Jr.Sales Promoter Bicycle - - R 300/-.
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A

106.06

11.4
11.1

11.2

14.3

11.4

Fixed T.A. shali be paid only after an emplovee has achisved the targst assiened to him. Z
3 = # = 3

If the marketing Assistant/Jr. Marketing Assistant/ Sales Promoter/ Jr. Sales Promoter collects

Dank Voucher in addition (o theie other mobiie dution, they will he paid Ra. 2507 poc month

The certifving officer shall ensure that concerned officer and stafT getling fixed conveyance

o 7

alfowance have covered munimuin hins. for rouls SUpPCT v;.bd)’L ‘Mobide uth_y micnicucd above.

4§ ~

.

Travelling Allowance for proceeding or Returning from Leave:
No travelling allowance 1s pernssible for proceeding fo or refurning {rom leave. However when

an cmployce s compualsonly secalled to dudy botose the exouy of b loave and fcave e thoro by

curtatled, he is entitled to draw fraveling allowance ag for 2 journey on tour from the place at
which the order of recail reaches hun 0 the the

fidi

.

sompetent authorit/Controllisg Officer,

The MLLL B8 the Competent authionty for ae ool Lo tows fnside the Siaie.

The Chatrmuan 1 the Competent authority Lor tour ul MLD. outmde thoe State.

&

»

NALD s the Clomputent authonty Loy all othwn wrnpdoycuns o foun oaiude e joemsadie i

and outside the State. M.D is also the ’“ompumt authority for all Heads of Diwvisions, Plant

Managers and unii Heads.

The Unit Heads 'will be the Comueten

LA £33 SR

i case of journsy outside the jw

permission should be obtained from ML

permussion should be obtained.



13.0

A Advance:

The competent authority when satisfied that the tour advance is necessary may sanciion
an advance to an employes proceeding on tour or transfer. The advance will normaliy be

resticted (o Q0% of the eetimated oxpondituros on tout ot catitemont of an vmployou on

transfer. N advance will bs granted if a provious advance has yel (o be adjusied.

Submission of T.A. Rills:

oA Bills fogethor with approved tour progrannme will be suluniited within two mcnile of
return from tour. In case of the Transfer, T.A. Bills should be submitted within 3 months
from the ditte of completion of journcy. Bills not submittcd within the time it
stipulatcd above shall not be cntertained. Delayed submission of T.A. bills will cntail

rejection of T.AL claims sand besides, will amount to misconduct under the conduact tules.
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