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CIRCULAR

Sub:.!nstructionsregardingbookingofair.tickets-reg.

**rl.

With reference to the above subject, it is stated that Department of

Expenditure, Ministry of Finance, vide oM No. 19024/03/2021-E lV dated 1'6.06.2022

has modified instructions regarding booking of air-tickets on Government Account

(enclosed herewith).

Z. ln view of the above modified instructions, the competent authority has

approved the fo llowing:-

a) Officials are to submit request for booking flight tickets at least 21 days prior to

the intended date of travel on tour.

b) ln cases where the request for booking of Air Tickets is submitted less than72

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. 0o.oo 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 0f 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.

3. Allthe officials of the Bureau are required to complywith the above and other

instructions contained in the OM No, L}O24/03/2O21-E.|V dated 1'6.06.2022 issued by

the Department of Expenditure, Ministry of Finance and submit request for booking

air tickets accordingly. The revised Tour Programme Form to this effectftls been

ol/,
( rrr, n aii s-'r s n'a n t<a r)

Director (csD)

Ref . No : BIS/HQ/GS D I l1.ol I 2022

o Circulated to allthe officers/officials at HQ, ROs/BOs, Labs, NITS for

compliance.
o DG - For information please

. ADG - For information Please'
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TOUR PROGRAMME FORM
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 याğा काय[Đम /Tour Programme   अȶįरम/Tentative   अंितम ŝप मŐ /Finalized 

नाम और पदनाम  
Name & Designation 

ͪवभाग 
Department 

कम[चारȣ सÉंया  
Emp. No. 

वेतन èतर  

Pay  Level 

संपक[  सÉंया : 
Contact No: 

हवाई याğा के ͧलए, फोटो पहचान Ĥमाण जैसे Ĝाइͪवगं लाइसɅस, पैन काड[, पहचान पğ आǑद साथ ले जाना अǓनवाय[ है।  
For travel by Air it is mandatory to take along photo identity proof such as driving licence, PAN card, identity card etc. 

पहचान दèतावेज़  

Identity document 

एकमाğ संÉया  

Unique  No. 

जारȣकता[  

Issued by 
 

Ǒदनांक 
Date 

    Ǒदन  

       Day 

समय èलॉट 

    Time slot  

(3 hrs)* 

   (for booking    

    air tickets) 

Ĥèथान / 

पहंुचना 
Dep/Arr 

 

èटेशन  

Station 

वायु / रेल / 
बस 
Air/Rail/Bus 

Įेणी 
Class 

ͩकराया Ǒदया 
Fare 
Paid 

Ǒटकट नं. 
Ticket 

No. 

 
 

Remarks 

          

Approval of next higher Authority 
along with justification (in case the request for booking is submitted less than 72 hrs. of intended travel date) 
 
 
 महाǓनदेशक/ अपर महाǓनदेशक / उप महाǓनदेशक कृपया याğा काय[Đम का अनुमोदन कर दे तथा याğा/दैǓनक भƣा कȧ अͬĒम अदायगी कȧ  मंजूरȣ दे दɅ ! 

मेरा होटल मɅ ठहरने का ͪवचार है/ मɅ अपने ठहरने का èवयं Ĥबंध  कǾँगा 
DG/ADG/DDG May kindly accord approval and sanction advance to TA & DA. I intended to stay in a hotel/make my own arrangement. 

पता  
Address 

Ǒदनांक  
Date 

हèता¢र  

Signature 

सàबÛध माÚयम के ɮवारा 
Through proper channel 
ĤǓतͧलͪप /Copy 

लेखा ͪवभाग- मूल ĤǓत, एक अǓतǐरÈत ĤǓत सǑहत, हवाई याğा के ͧलए दो अǓतǐरÈत ĤǓतया 
Accounts Deptt. – Original along with one extra copy. For air journey two extra copies. 

 










