
1.

2.

Preamble

This pulicv elefines thc trrve l rulers of thi-. (,0rnpany lj.r.trro rr:irribrrrs*rrr(r'rt ol th('ilxpr'nsr'\ rrrrrlrrnrl

on thu nfficial travtl. Thc Rtrlts, in fhis Policy' lovrirs ;lll tht.| ctttplol'et:s ol'lhc Cr-rtrrpanl''

Detinitiotts !. - ,-"-- .-.
i. ,,f,rrrployee,,shall nrenn ull rlrt emlrlovccs ol ttic t,onrpan)' ittcluditrg rc54t"tl;lr' ll;'lrt'Illl'ltl'

iilte rlls llnd contrltctull cm1:loyocs^

ii' ,,tscrard Mcmlrers,,shirll nitlatt t.hc direutor nt thc B(]aril ill [)irct.lllrs r,lltlrc Cr:tnp;tny,

iii. .,proiect Director" sliall nrer;rrr'fhrr [)irur::tor'{s) (hix-{}ilie iu- lrt'oicc{ l)iret:trlr 1'11{ ll1' Kilttl:rr"rrJ

oltltc{,on:patryandrhe'l'lllschettttuttci*tthcNlvl-l{llrSNlis';riln'
iv,"Company"sh;rllrnean"llllJllNl"lllA(lFottntl;rtiott"'
v. "COO" sltall ntealt thr: Chiel Operatilrg Officer'

vi, "CEC!" sh;rll rn'r' n the Chief fixecutivo Officer'

vii. "CPO" slrrll trtcan thc Chief l'inancial Offir:e r'

rriii. "Metros & Tie r-l citics" shall rtrcan tirc cities ttatttcil'Nl'R' !\oir1;r' llelhi' [''lrrnrir;ii' L]lctrrral'

Krl}l<alir, !}arrgirlurc, Hyrjcrlrbarl, Ptlttc, Clt;rndtg;lrlt. Ahtrll:dilhatl ;ltttl rrl}rtlr citie.:. ils iill)CntiU(l

hv the {.cntral Govttrntltlttt fi'rtnl tinrt' ttt tttttt'

ix. ,,Ti*r-lI citics,,shilll melrrr statc Cirpitals, oxcul)l lislell 'f i*r-l Citios, (oirrit'iatot'c' l((zhikotit"

Mangalorc antl Dthurr t:ities as nutif i*d hl"ttre l.r:rrtrilli.(iuve [ttntcnl'

x. ,,Tier-lll Cities,'shall mrriln oth,:r citles nrtt co\'ot'rl(l utirlet'ihe lvlctros &'l'itrr'l (lilrcs irtttl

'1.ilr'll Citics.

xi. "Policy" ill(rillls thc'f rovui f iriilv rtl lllt' Cotnpatty'

Xii. "Organizational structtrre" shell lrrc;tlt tlte ()r'glniz'atiu1111l lif111;tl11'e ;t$ r'l'1ct1tit) tlilri herci n

hclou'-

l,evel flcsigrlation

Buat'cl Metnhurs

\<_-

, 1_9p.M-1119-g1iu1i!

. Kely iUanagerial Per'sotrncl

Set:ittr klatragctttelrt

i iilrrdc-A

N{rtitllc IVailagcttt,'trt 
i

( r'arlu- u

Ckr rks

I110/[t]tl11c l;{)

I $*nior \tP l\if'lAVP
I N'{ arktti rt g a n ri 0 irtt'tltclr lt'l att;'i gt' r

i ("hicl lrtdusf t'i,rl Rolrrions {ltlirt't"r-- -- "*'i v n;;i;il i M.;;
*'i 

$ uiiiifi'r;7 r'tanag*r

Sr. Ixtcttti'.'c [i.rrselt'ch Lingi ttctr
lirtt'rttIt't: [lt.'st:;lt't lt Ittgttlt:i:r

I)e'puty ['1lnagt:r f ittsistant iVanltgut'

Rr,'sc:trr'll [:,tt14i tictt'
F.xu! tttt\'t: ' ()pt't',1trtrns (Tilchnrr':rii' l'''i!1t-tils *

3.
il:1l,:,filffi,}iry ,rr* Ernpioyee f'r tir. .ft'ir:i,l f).r'tr (rs' ,i,tr ,,., 1'rt *-"t1i;::r'.r'r':tl

fili]]ragor r,t'ithin the allor:atetl 1:urlgi:t tii iht rravtl'

iry titi: rt:pt.trtittg

I rrtilr" it'lattagctttrtt I



-02-

4. Entitlements for different allowances during the trtvel-

'lhc l.,ntitlenrerrts firr tlilfurcnt aliowalrr:cs, Mndc r-rl ]r:rrrncy etc. ax 1:ur

Employees are mentioneld herein lrelnrry-

tlrc iicsignaliorr r,lt tlte

Metro & Tier'l Citiac*

Eoarding & I Meal
Lodging Allowanceff

Tier-ll Citierq Tier"l,l Cities*
lntercity
Travel

Business

Class by air I
A{--l by train
Ixecutive
Erisi nels
(]larr by ;ir /
AC"l try trrin
Ix*aatiVe

Eoardin8 &
Lod6ing

Aciual s

Personnel

MidCir ,!'lanilHem*nt

6rade-A

$liddle Mflna!{$me nt
$rade-B

Note-

i.

ii.

Ir0nomy
i.iasr by arr,/

At;ll hy t1ai1

I ccrnrlmy

Cllss by air,i
,A{:-.ll by train

3i100

! lUUt)

t (nr)

1000

A[:-ilr by
JUUT,,

tra rn

Abovc elltitlernents c;ln he clainrcti sulrj('{.:t lo tltc subl'tlissiiltl (}f t}re relovanl

i nvniccsT'billsf tick{}ts ut(.

ln casu rf lton-submission ol lhc rnvoil:r.s/bilh^ lnr Br:arrlingl, l,orlging ":nrJ i{eal cxprillsi3s,

rtlintllur$e rltcnt of tho aforrsaicl cxpcll$6s cnri h0 lnr(l( upt{} 6{}ilir olthc }irnpluyee 's cntirl(}I1lont

by signing a Sclf-Declar-iltiorl liorrn as pcr lhc {irt'rrat;illpencled irt Anttexturo-1 tu this Polic-v.

5, Lnc:tl 'l"ravel Expenses

MODI

Kcy N'lanrgr t-ial Personttel I lirt:ri Cah

Senior Managcment I Iirrti {"1;r li

Tr:xi/ Olall I hi:i c ti:.N'l i dd I e iVirn;lgcrnr trt

[fir;rde A&BJ

I utril r N{,ln;rgt,rtre::tI

Nuts *'fhe linrployre shali prcdrrcc rclcvilnl inr.,oiccs rLl thrsr:.&p*nu,r.r. ltt cast: ii'the bills ilrl: n()t

availablc (c.g^ in cilse of Auto ricllshaiv rtr.J rr scli'-certifir:d declilr;rtion utfiy alsrt lt* suhntittErr{ in

this regard.

Iconomy
!las! Dy Jr, ,/

T.rri/Ol.r/ { lhcr r:rr.

Managem€,1t

i
I

Top M;rna8lmBn, 
i

A(tuals

50{}0 ?000

Acluals

4000

I

I
I

1IlOC

i*00

80[

i sn.ruo.
I

1r
I

L.

3.

4.

5.

Boardine & i- -' Meal Allowance$
L0dganE

i

--+
I

I

I

I

.L:,0C
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6. Booking of Tickets -

il-*lr;H"Jillliffi;;);ilil1,:Ij'j,,l1r r"*t-nv's'er:'gnisoervenriors {iir rionr rhe, Airrinc.t
Ilalrner Lawrie *;;r;;;il:illilJr Ai.li,*sl (iii) g.r,'crnnrcnr 

'ercr:g,ised vendorr- ,,.i2. r{,/s
rtirurisnr ."n.,-*,,,,iiffilil,illl[l,l,{] Ashok rrar'jclslt r'*,,'. .n,r InrJian *r,,*rr,r'.;;,edng and

;l.l,Jil:,;i,:xl,i::|ll,#J,i:;llil:1,T,,;l,Ji.;;..rni,i:,,,y,s rec*gnisecr v(,rldor. and (i, rir,, rhe

l}I,Iif,:,Tl:',1il':ilil:llil;;*i;l;y.1;::l;T,:,-* bv thc (,,,;ia,ry *r,hc,irnpr'vr:,:

Travcl by Roarl fthrough nwnecl Car/Cab etc"J

:[?ff::',i[,ru:;,l,iT'i,]i'[,'l;] i:h:;H;:l; i'Xi?lI iiI{y r:wn , isk may ,ravu, bv

:;ffi .;-:l:il ff'il:lili ;:: :J_:,;:,;, 
;i ; ; ;;;; ;, ;J ;:;;J;'iffi[ if;:Tl ii :':, :],]j,:;

Travel Adyance

:IIIJtr[::;[i]illllli,l'l;ll-,,-]Jl 
:1;il,11:i:;: [:,l]Jl,,i,,c 

,unr]s ,{} rnoo( our rhc , , a'ui
travel adyart:u r:" :-;:;.:::,_:' 

ttre rrar"el.'l'ltu l)nr;llr:1,ce nray r.c{luusr }irr rhe
Travcl/Adv*ur*o"t"""t"tt 

l0(terrr) clays.ht:fbrc thu iurr.n.v rtate. '1'hc rpprirarion r.urrrurr firr
e,rrhe ,rain/.r,, ,,.[:]J:,Iil;1i:#,_1; ffi;:i[:,i;;:J:;i;,X;;;,, :;T,;:;ij:::,,, rhe ca.y

9, Submission of thc lnyoicrs

Thr ijmpl.yer:, lvithin l5 da1,s fi'rri thc c:ur,pl*tiun tlat' olhis lral,

il,H,XJIlrH:,1,:"Y,* 
,"., uui"'"r',.oin, Air riekcrs .,,n ,l,l;',li,ijl'r:,1';']:fH iil:lll:

ll.ho fornrat.,rrh., E, 
u,rrpany', wirh ;ln Ex1:cnsc Ruport uu , fn,.,run(llensr. rcporr i's appl.rrd.,cr in Annexure", ;;;;-t;J;;scribed 

bv the con:panv.

8.

1.0, Self-Certification in case Boar.ing pass is not subnrittetl,

i.s nrf ablrr to suhnril thc Boarriing-rrr"-, In,, [rn;llg,4gL, r1a1. subrnil a srl]-rt:^ pe r rh0 fi.rrnrat a;lpenried irr Annr,lgul.i& i,, tiuu of l3*arding pass iliong

In casc, tltt, i,rlrltlo_ye,e
(i('rtl;t,'ati()n ccrti flc.rtc,
wirh llre Air,l'ir:klts.
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1 1' Scparate approvar for thc expenscs not coveretr undcr this poricy

'l'he fimploycc shall ohtain separato a1:prr:val hr:m the 000/proje ct Direictor r>f rhc cornpany ibrthtr cxpetrses tnet cltrring the "l'rilvr:i ,ulrich a.e n<.rt sperrilicirlly mentifin*cl irr tlri-s I)ulicy.

lz, Approval t'or a*y deviation, amendnrent, or modification of this poricy

Tho Proiect Direr:tor fiay approvel any rlerviati.)rr, arr]trn<.1t]rent, ()r mr.rclificatir:n of t]ris POiiry on acase-[o-c;rse basi.s.

kr
,\jaya Ku rrrarlMisrir

(.f.o

"-ss'
"l'aninra llirira

("(.x)

?

I
1,


