BIS/HQ/GSD/10/2022
Date: 08 July 2022

BUREAU OF INDIAN STANDARDS

(General Services Department)

CIRCULAR

Sub:- Instructions regarding booking of air-tickets — reg.

* %k %k

With reference to the above subject, it is stated that Department of
Expenditure, Ministry of Finance, vide OM No. 19024/03/2021-E.IV dated 16.06.2022
has modified instructions regarding booking of air-tickets on Government Account
(enclosed herewith).

2 In view of the above modified instructions, the competent authority has
approved the following:-

a) Officials are to submit request for booking flight tickets at least 21 days prior to
the intended date of travel on tour.

b) In cases where the request for booking of Air Tickets is submitted less than 72
hours of intended travel on tour, the same should be submitted with the
approval of next higher authority along with the submission of self-declared
justification by the employee.

c) Officials are to provide the 3 hours slot (on the day of travel in the desired 3
hours of time band viz. 00.00 to 03.00, 03.00 to 06.00, 06.00 to 09.00, 09.00 to
12.00, 12.00 to 15.00, 15.00 to 18.00, 18.00 to 21.00, 21.00 to 24.00 of their
proposed journey and the tickets to be booked by M/s Balmer Lawrie (The
authorised travel agent appointed by BIS) in line with the para 3 of the above
mentioned OM.

3i All the officials of the Bureau are required to comply with the above and other
instructions contained in the OM No. 19024/03/2021-E.IV dated 16.06.2022 issued by
the Department of Expenditure, Ministry of Finance and submit request for booking
air tickets accordingly. The revised Tour Programme Form to this effect has been
attached please.

@)

(N. Ravi Shankar)
Director (GSD)

Ref. No: BIS/HQ/GSD/(10)/2022

e Circulated to all the officers/officials at HQ, ROs/BOs, Labs, NITS for
compliance.

e DG - For information please

e ADG - For information please.



AT ATTF g
BUREAU OF INDIAN STANDARDS

AT FRIHH B F1
TOUR PROGRAMME FORM

20

T RIS H /Tour Programme

[ ] 3=IRH/Tentative

[ 1 3ifaw =9 # /Finalized

ATH 3R YA [EEID)

Name & Designation Department
HHART TE&AT IqdT TR IS HEAT :
Emp. No. Pay Level Contact No:

&aTs I & TT, Wiet ugare YA i S15faeT asdd, U 18, ggael U= 31 AT of Sier 3ifaard g1

For travel by Air it is mandatory to take along photo identity proof such as driving licence, PAN card, identity card etc.

Identity document Unique No. Issued by
Riei T Feite| TN/ - ary/%er/ | Aol | e R HE .
Date Time slot | § el Stati g Class Fare Ticket Remarks
" Dep/Arr ation i No.
(3 hrs) P Air/Rail/Bus Paid
(for booking
air tickets)

IApproval of next higher Authority
along with justification (in case the request for booking is submitted less than 72 hrs. of intended travel date)

T leel 7 33T T faTR &/ 7 379 Sg3a T TAT YT Hdall

FETTee IR/ 3TOR HgTfaIeereh / 39 HElfelereh HOaT ATAT Hdisha I HAIC 3 & AT AT/ T o1 i 3113 ezl & A !

DG/ADG/DDG May kindly accord approval and sanction advance to TA & DA. | intended to stay in a hotel/make my own arrangement.

qdr

Address

coicl AR
Date Signature

HFS ATLTH & GanT
Through proper channel

gfafaf¥ /Copy

G faeaT- #eT i, Teh HfARerer 9fel |fgeT, gars Arar & forw &y sifaRerd yiaan

Accounts Deptt. — Original along with one extra copy. For air journey two extra copies.




AT 99 / Certificate

gATfoTT fRar Srar & fF/Certified that:

1. arm i e 91T fAaRor & AR 1 1% Y| The tour programme was carried out as per details given overleaf.
2. 9 IE & R 3 TAd @ arEnefae et sier forar aran| TA & DA for this tour has not been drawn from any source
3. dgRe/ESH/AReH TRae IS g HIAT JA|Free transit by Air/Rail/Road was not provided.
4 (T A) (faf) 1 &1 & gV FE & G A FEIRST TWHR 3l el 307 Goreat & @
W fo¥:[esh AT U SISl YeTel el Al I/l Har I/ |
Free boarding and lodging at the expenses of Central/State Government or any other organization connected with BIS work was not
provided at ... (511 {{0]4) o4 HNIN (dates)
5. e fAe=faf@d / @omel faavor & IR TG v, T9T FART T & & A 77 fb0| 577 A0 & fHC Gar) sgg #Hiww o2 &, 3%
T T SR/ eh TRagH IUFET AT fhar I |
Conveyance expenses of Rs. were actually incurred by me as per details given below/attached staff car/free
transport was not used for the journey for which conveyance expenses has been claimed.
6. faeel @R & Rl A garT foar aram A sicdl QO a¥E @ 39AT o foram @ 3rrar sa@ & fohar srr $ead feaien
& CART AT & aH Y AT T (S AL A 8, 38 Fe Q)
Per diem allowance drawn by me for the overseas tour has been fully utilized or the unspent per diem allowance of $/RSs. ...
has been refunded to office vide Receipt NO. ..meermmmeeerersmeneeens [ £2] Yo [ — (strike out which is not applicable)
Loic U a GED AT & AdA (ﬁ;ﬁ: g =g & S iRy
Date Station From To Purpose of Journey used Distance | Amount Spent
7. # fAwafEd fTa@or & 3eaR glealgitea 7 agu/asd), o e @aeet §|/Hotel carlffree transport was not used for the journey for which
conveyance expenses has been claimed.
T ealgieee &1 A TS Y 3 (Qaw) SpTaTe # g iy feoqoft
Station Name of Hotel/Hostel Period of Stay (from/To) Amount Paid (Rs.) Remarks
[Eoica EEATER
Date Signature
(er@T fasmer & waher & faw /For Use in Accounts Department)
&gai/Admissibility ufA/Amount (¥./Rs.)
1 argRe/aE @R /Air/Rail/Bus Fare
2. Hal egg/ass Hrel 881/ Conveyance Expenses/Road Mileage
3. TIET HccAT/Cash AlIOWANCE ..o /day @ IRs. IRs.
................................... /day @ [Rs. IRs.
4. AT #Acdr /Lodging allowance
@ srr 31T gerd/Less Advance Paid: [(TEal/Ref.: a3aR TV NO- oo (20 )
Yg /a9l qred =M /Net payable/refundable :
%. & fow Ik /Passed for Rs.
erser # / In Words : T9d/Rupees AE/Only
Taletd TR 3T ISR HEl./39 TAgersh e (o)

Dealing Assistant

Section Officer

AD/DD

Director (Fin)




No. 19024/03/2021-E.IV
Government of India
Ministry of Finance
Department of Expenditure

*kk

North Block, New Delhi.
Dated the 16th June, 2022

OFFICE MEMORANDUM

Subject: Modification of instructions regarding Booking of Air Tickets on Government account.

In view of the decision of the Government for disinvestment of Air India, it has already been
decided that in all cases of air travel where the Government of India bears the cost of air passage, air
tickets shall be purchased only from the three Authorized Travel Agents viz.

(i) M/s Balmer Lawrie & Company Limited (BLCL),
(i) M/s Ashok Travels & Tours (ATT)
(i) Indian Railways Catering and Tourism Corporation Ltd. (IRCTC),

2. The choice of the travel agent for booking of ticket for tour and LTC from those in Para 1 is left open
to the Ministry/Department and to the official in case of self booking, based on convenience and service
quality. Tickets for all employees for a single tour should be done through one selected travel agent only.
No agency charges/convenience fees will be paid to these three booking agencies.

3. Employees are to choose flight having the Best Available Fare on their entitled travel class which
is the Cheapest Fare available, preferably for Non-stop flight in a given slot at the time of booking -

(a) On the day of travel in the desired 3 hours slot of following time band - 00.00 to 03.00, 03.00 to
06.00, 06.00 to 09.00, 09.00 to 12.00, 12.00 to 15.00, 15.00 to 18.00, 18.00 to 21.00, 21.00 to
24.00

(b) With provision of optimizing within a 10% price band, for convenience and comfort.

4. Employees are encouraged to book flight tickets at least 21 days prior to the intended date of travel
on tour and LTC, to avail the most competitive fares and minimize burden on the exchequer. Bookings
may be made even if the approval of the tour programme is still under process.

5. Any bookings made within less than 72 hours of intended travel on Tour, will require the
submission of self-declared justification by the employee.

6.  Employees are also encouraged to avoid unnecessary cancellations. Cancellations made less than
24 hours before intended travel, will require the submission of a self-declared justification by the
employee.

7. Employees should preferably book only one ticket for each leg of intended travel. Holding of more
than one ticket is not allowed. However, in case of special exigencies or exceptional circumstances, a
maximum of two tickets for the alternative flights for different time-slot may be booked for same leg of
travel with the self-declared justification for the same.



To,

All

2-

8. (a) While tickets may be arranged by the office through the travel agent, employees are encouraged to
make ticket booking digitally through the Self Booking Tool/online booking website/portal of these 3
authorized agencies only.

(b) Employees must register their official Government Email-Id with these 3 agencies to book their air
tickets digitally through above modes for travel by any airlines.

9. Ministries/Departments should ensure the availability of sanctioned Budget for Domestic and
Foreign travel for their employees.

10.  In case of unavoidable circumstances, where the booking of ticket is done from unauthorized travel
agent/website, the Financial Advisors of the Ministry/Department and Head of Department not below the
rank of Joint Secretary in subordinate /attached offices are authorized to grant relaxation.

11, All Ministries/Departments are to clear their dues on account of air ticket to the concerned travel
agent within a maximum of 30 days from completion of journey.

12, To ensure timely payment of air ticket to the travel agents, to confirm the performance of journey,
the employee has to submit a certificate/undertaking in prescribed proforma (enclosed as Annexure-1)
within 72 hours of completion of journey. TA bill may be submitted later as per the existing rules.

13. Ministries/Departments must clear all previous outstanding dues to the travel agents by 31st
August, 2022.

14. No Mileage Points will be generated against travel on Government account,

15, All Ministries/Departments are directed to ensure strict compliance of the order and to widely
circulate this O.M. in all offices including Attached/Subordinate Offices/Autonomous Bodies under their
control.

16. This O.M. is issued in supersession of all existing instructions on the subject.

17. This is issued with the approval of the Finance Secretary & Secretary (Expenditure).

fi.

—

(Nirmala Dev)
Director

Ministries/Departments of the Government of India as per standard distribution list.

Copy : Olo C&AG, UPSC etc. as per standard endorsement list.



Annexure-1

Self-declaration Certificate for Completion of Journey

(Annexure to O.M. No. 19024/03/2021-E.IV dated 16.06.2022)

1. | (Name of the employee...................c.coe NP N ) hereby declare and
certify that :

2. | have actually performed the onward journey from.... ... RTINS to
....................................... ONviverreeeenn.. . (date) and return journey
from....oooi B [+ PR i ON i i 5 s oo for the purpose of
Tour/Training.

OR

3. I/IWe have actually performed the onward journey from......... PP PR to
......................................... ONieveereeennnn.. . (date) and return journey
from... 0. (0] PP for the purpose of

Transfer/LTC/Retirement. The particulars of the self and family members who have performed journey
either with the Government servant or separately are as under :-

' S.No. ~ Name ' Age Relationship with Govt. servant

| | |
4. In case the above declaration given by me is not found true at any stage, | shall be liable to

disciplinary action under Central Civil Services (Classification, Control and Appeal) Rules, 1965, as
amended from time to time.

(Signature)
Name of the Government servant..............ccoovviiiiiiiiieinn,
Designation..........ccccoceviiiii

Name of the Ministry/Department................cc.cccoooniiininnn,

To
Admin/Establishment Section

Ministry/Department...............



