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   BHARTIYA SKILL DEVELOPMENT UNIVERSITY JAIPUR
1002/BSDU/R/01(i)								           10 May 2019
TRAVEL POLICY
(Revised in 2019)

General
Purpose
In the course of performance of their duty, Employees at times are required to undertake travel on University work within the country and abroad. This policy outlines the procedure to be followed for official travel and claiming of travel related expenses.

Scope
This travel policy applies to all Employees of BSDU and its constituent units undertaking travel for official purposes at the expense of the organization. For purpose of this policy, all such officials shall be termed as travellers.

Category of Officials based on Designation and /or Basic Pay
For the purpose of this policy employees will be divided into the following three categories as under:
· Teaching and Associate Teaching Cadre.
· Non-Teaching Cadre.
· Administrative Cadre.
Employees of each Category will be further sub divided into sub categories as under:
Teaching & Associate Teaching Cadre

· Professor/Equivalent Designation
· Associate Professor/ Chief Trainer/ Equivalent Designation
· Asst. Professor I/ Senior Trainer/ Equivalent Designation
· Assistant Professor II/ Lecturer/Asst Lecturer/ Trainer/ Junior Trainer/ Equivalent Designation.

Non-Teaching Cadre

· Basic Pay Rs. 26,050/- and above or consolidated pay Rs. 44,000/-  and above.
· Basic Pay Rs. 15,000/- and above up to Rs. 26,049/- or consolidated pay Rs.                                                                                  25,000/- and above up to Rs. Rs. 43,999/-
· Basic Pay Rs. 9,592/-  and above up to Rs. 14,999/- or Consolidated pay Rs. 16,000/- and above up to Rs. 24,999/-
· Basic Pay below Rs. 9,592/- or consolidated pay below Rs. 16,000/


Administrative Cadre (Officials covered by Management Engagement Policy)

· President/Pro Chancellor/Vice Chancellor/Pro Vice Chancellor.
· Registrar/ Provost/ Executive Director/Director/Controller of Exams/Additional Director/ Additional Registrar/Addl Controller of Exams/Dy Director/ Dy Registrar/Head (HR/Projects/General Services/Finance)/ Finance Officer/ Equivalent Designation.
· Asst. Director/Asst Registrar/Asst. Controller of Exams/Equivalent Designation.
Travel Authorization
Every travel plan will require the approval of the Head of Institute (HOI) through proper channel in advance. 

Following procedure will be adopted in this regard:

· Proposing staff will take prior approval in writing from HOI indicating the purpose of the visit, date wise tour programme and plan of activities and advance required as per BSDU/TRAVEL/FORM
· Journey will be commenced only after approval by the competent authority.
· Competent authority will not sign any blanket/vague/flexible tour plan of any official.
· If there is a change in the tour programme this will be brought on record for revised approval before commencement of the journey otherwise claimant is liable to forfeit his dues.
· Traveller must plan his/her journey well in advance to enable availing of optimum discount in booking air ticket.     
· Staff entitled to travel by train will book the ticket well in advance and avoid booking by TATKAL involving unnecessary extra expenditure to the university.
· In all types of travel, a traveller is required to take the most economical route & economical mode of travel for performing the duty.  In places where the travel is not possible by the mode of travel applicable, the most economical means of travel may be taken.

Entitlement of Daily Allowance, mode and class of travel, accommodation and car rates of car mileage 
· Daily Allowance (DA) will be admissible from the time of commencement of the journey to the time of return to Headquarters upon completion of the itinerary. DA from headquarter will be reckoned on calendar day basis, i.e. from midnight 12 to mid-night 12.
· DA will be reckoned from midnight hour as under:

· Absence not exceeding 5 hours					- Nil
· Absence exceeding 5 hours but not exceeding 12 hours		- 50% of DA
· Absence exceeding 12 hours					- 100 % of DA
· DA is granted while on travel to defray the cost of meals, refreshments, restaurant and room tips, laundry charges and other incidental expenses.   Therefore, these expenses are not reimbursed separately.
· 	Charges towards baggage handling, porter charges, official telephone calls etc. will be admissible and will be reimbursed if they are reasonable and supported by bills. 
· When costs of meals and refreshments are included in the room rent of the hotel or included in the package (such as registration fee, registration fee for a conference) or otherwise borne by the institution, the entitlement of DA will be restricted to 50%. 
· No DA is admissible on travel within a radius of 10 km of the university /institution. No DA will also be admissible for performing official duty in any part of Jaipur City on one side and Bagru on the other side, even if the distance exceeds 10 km.
· DA is not admissible during the period of leave during official itinerary.
· A claim will be settled on the basis of information available on the date of admission of the claim for reimbursement.  Revision of a claim for DA once admitted is not permitted. Accordingly, no arrears of DA will be payable where an employee is promoted or reverted or is otherwise granted an increase in the basic pay or a change in the scale of pay with retrospective effect.
· Local travel expenses involved in conveyance from Railway Station/ Airport to Hotel/ Place of residence will be reimbursed. Other expenses for local conveyance are, in general, to be covered by the daily allowance. Hotels/ place of residences are to be chosen close to the place of work so that local conveyance is minimised. Even when additional travel becomes necessary, the same should be undertaken judiciously in appropriate mode of travel.
· Entitlement of DA, mode and class of travel, accommodation and rates of car mileage, for various categories of different cadres is given in the following Schedules:



SCHEDULES

ENTITLEMENT OF DA, MODE AND CLASS OF TRAVEL, ACCOMMODATION AND RATES OF CAR MILEAGE FOR VARIOUS CATEGORIES OF DIFFERENT CADRE



SCHEDULE I: DOMESTIC TRAVEL



A. Teaching & Associate Teaching Cadre

	Designation
	Travel Class/ mode
	Car Mileage Per Km
	Rate of DA
	Accommodation Tariff per day@

	Professor/Equivalent Designation & above
	Air (Economy)/ Train -AC 2 Tier
	Rs. 8/-
	Rs. 1000/-
	Up to Rs 4,500/-

	Associate Professor/ Asst. Professor I/ Chief Trainer/ Senior Trainer/ Equivalent designation

	Train - AC 2 Tier
	NA
	Rs 800/-
	Up to Rs 3,000/-

	Assistant Professor II/ Lecturer/Asst Lecturer/ Trainer/ Junior Trainer/ Equivalent Designation.
	Train - AC 3 Tier
	NA
	Rs 600/-
	Up to Rs 1,800/-
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B. Non-Teaching Cadre

	Scale of Pay
	Travel Class/ mode
	Rate of DA
	Accommodation Tariff per day@

	Basic Pay Rs. 26,050/- and above or consolidated pay Rs. 44,000/-  and above
	Train – AC 2 Tier
	Rs. 800/-
	Up to Rs 3000/-

	Basic Pay Rs. 15,000/- and above up to Rs. 26,049/- or consolidated pay Rs.                                                                                  25,000/- and above up to Rs. Rs. 43,999/-
	Train – AC 3 Tier 
	Rs. 600/-
	Up to Rs 1,800/-

	Basic Pay Rs. 9,592/-  and above up to Rs. 14,999/- or Consolidated pay Rs. 16,000/- and above up to Rs. 24,999/-
	Train – AC 3 Tier
	Rs 500/-
	Up to Rs 1,000/-

	Basic Pay below Rs. 9,592/- or consolidated pay below Rs. 16,000/-
	Train Sleeper 
	Rs. 400/-
	Upto Rs. 800/-


C. 
Administrative Cadre
(Official covered by management engagement policy)

	Designation
	Travel Class/ mode
	Car Mileage Per Km
	Rate of DA
	Accommodation Tariff per day @

	President/Pro Chancellor/ Vice Chancellor/Pro Vice Chancellor / # Non - official Members of the Board/ Committees of the University
	Air / AC First Class
	Actual$
	Rs. 1500/-
	Actual$

	Registrar/Executive Director/Director/Controller of Exams/Additional Director/ Additional Registrar/Addl Controller of Exams/ Head* (HR/Projects/General Services/Finance)/ Finance Officer*/Equivalent Designation.
	Air (Economy)/ Train - AC 2 Tier
	Rs. 8/-
	Rs 1000/-
	Up to Rs.4500/-

	Dy Director/ Dy Registrar/Head** (HR/Projects/General Services/Finance)/ Finance Officer** Assistant Director/ Assistant Registrar/ Assistant Controller of Exams/ Equivalent designation
	Train - AC 2 Tier
	NA
	Rs 800/-
	Up to Rs 3000/-



*	If the pay-scale is equivalent to that of Professor/ equivalent
**	If the pay-scale is equivalent to that of Associate Professor/ equivalent
$	Entitled to reimbursement of Rs. 750/- per day towards local transportation and Rs. 2500/- per day towards accommodation in the absence of bills/ receipts.
@	50 % of accommodation tariff shown above if stay under own arrangements. In case of performing official duty at the Home town as declared in official document, a traveller will not be allowed to claim accommodation tariff for stay at his/ her own arrangement.
#	Members other than ex officio internal members



SCHEDULE II: INTERNATIONAL TRAVEL

A. ADMINISTRATIVE CADRE
(Official covered by management engagement policy)
	S No
	Designation
	Mode of Travel
	Daily Allowance
(in USD)
	Accommodation Tariff 
(in USD)
(Max. allowed)

	
	
	
	Type A
	Type B
	Type C
	Type A
	Type B
	Type C

	1
	Chairman/President/Pro President/ Non official members of Boards/Committee 
	Air(Economy)
	$150
	$125
	$100
	$300
	$200
	$150

	2
	Registrar/Dean/Director/Principal/CF&AO*/Head HR* or Equivalent Designation
	Air(Economy)
	$125
	$114
	$100
	$225
	$175
	$125

	3
	Deputy Registrar/Deputy Director CF&AO**/Head HR** or Equivalent Position
	Air(Economy)
	$100
	$75
	$50
	$200
	$150
	$100

	4
	Assistant Registrar/Assistant Director or Equivalent Position
	Air(Economy)
	$75
	$50
	$40
	$150
	$125
	$100

	Classification of Countries/Cities:
Type A: United States of America, United Kingdom, Canada, Germany, France, Hong Kong, China, South Africa, Australia, New Zealand, Switzerland, Sweden, Denmark, Belgium, Netherlands, Singapore, Norway, Finland and equivalent
Type B:  Malaysia, Middle East Countries, South American Countries, African Countries, Maldives and other South Asian Countries and equivalent.
Type C: All other countries


Domestic Travel – Travel to neighbouring countries such as Nepal, Pakistan, Sri Lanka, Bangladesh and Bhutan is considered under domestic travel for the purpose of travel reimbursement. 
*	If the pay-scale is equivalent to that of Professor/ equivalent
**	If the pay-scale is equivalent to that of Associate Professor/ equivalent

B. TEACHING AND ASSOCIATE TEACHING CADRE

	S No
	Designation
	Mode of Travel
	Daily Allowance
(in USD)
	Accommodation Tariff (in USD)
(Max. allowed)

	
	
	
	Type A
	Type B
	Type C
	Type A
	Type B
	Type C

	1
	Professor & above

	Air(Economy)
	$125
	$115
	$100
	$225
	$175
	$125

	2
	Associate Professor/ Chief Trainer/ Equivalent designation
	Air(Economy)
	$100
	$75
	$50
	$200
	$150
	$100

	3
	Assistant Professor -I /Senior Trainer/ Equivalent designation
	Air(Economy)
	$85
	$60
	$50
	$175
	$150
	$100

	4
	Assistant Professor-II /Trainer/ Equivalent designation
	Air(Economy)
	$75
	$50
	$40
	$150
	$125
	$100

	Classification of Countries/Cities:
Type A: United States of America, United Kingdom, Canada, Germany, France, Hong Kong, China, South Africa, Australia, New Zealand, Switzerland, Sweden, Denmark, Belgium, Netherlands, Singapore, Norway, Finland and equivalent
Type B:  Malaysia, Middle East Countries, South American Countries, African Countries, Maldives and other South Asian Countries and equivalent.
Type C: All other countries


Domestic Travel – Travel to neighbouring countries such as Nepal, Pakistan, Sri Lanka, Bangladesh and Bhutan are considered under domestic travel for the purpose of travel reimbursement.
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