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IIT Mandi iHub & HCI Foundation

A Section 8 Not for Profit Company
Technology Innovation Hub (TIH) in Human Computer Interaction (HCI)

Regd. Office: Indian Institute of Technology Mandi, VPO Kamand, Mandi, Himachal Pradesh, India — 175075

Travel Policy

The Policy Statement

IIT Mandi iHub and HCI Foundation, a Section 8 company, duly incorporated under the Companies Act 2013,
having its registered office at Indian Institute of Technology Mandi, (“hereinafter referred to as “iHub”) is an
initiative of Indian Institute of Technology Mandi and Department of Science and Technology, Government of India
and has been set up with the objective of operating as an innovation hub in the field of Human-Computer
Interaction with the aim of creating an eco-system for technology development and deployment through, inter alia,
collaborating with research and development institutions, industries, start-ups, government bodies and other
funding agencies at the state, national and international level for developing technologies, prototypes, proofs of
concepts and translating them into products, through technology transfer to companies, incubation, or by creating

and nurturing a start-up ecosystem.

It is the policy of the iHub to reimburse staff for reasonable and necessary expenses incurred during approved

work-related travel.

Employees seeking reimbursement should incur the lowest reasonable travel expenses and exercise care to avoid
impropriety or the appearance of impropriety. Reimbursement is allowed only when reimbursement has not been,
and will not be, received from other sources. If a circumstance arises that is not specifically covered in this travel
policy, then the most conservative course of action should be taken.

1. Travel Policy Guidelines
a. All travel must be approved in advance of booking by the Employee’s Manager.

b. Reimbursement requests must be submitted within thirty (30) days of the qualifying expense; receipt(s)

should accompany the requests if applicable.
¢. No more than five company employees or two company executives should fly on the same flight.

2. Entitlements

Whenever a personal automobile is used for travel requested by iHub, reimbursement will be made at a cost-per-Km
basis, in accordance with the current 7" CPC rates (INR 24/Km). When using taxi services, a receipt is preferred. The
travel Allowances entitlement of all employees of the iHub will be the same as stated in the below tables:

Table 1. For Senior-level officers (CEO/PD, Senior Advisor, General & Project Managers)

Sr. Budget Head Entitlement
No.

Workplace: IIT Mandi iHub and HCI Foundation Office, North Campus, IIT Mandi, VPO Kamand, District Mandi, Himachal
Pradesh - 175075
Email: tih@iitmandi.ac.in| Phone: +91 1905 - 267985 | Website: https://www.ihubiitmandi.in
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1 Travel (By Air) Economy class As per actual on the production
of ticket and Boarding pass.

2 Travel (By Rail) AC first class As per actual on the production
of ticket.
3 Travel (By Road) Taxi On the production of cash

memo/receipt in the original.

4 Hotel Hotel Up to Rs. 10,000/- per day on
Accommodation production of receipt / Cash

(Domestic) memo.
5 Food Bill (Domestic) Food Up to Rs. 2,000/- per day on

production of
receipt/self-certification, if

absence from Head Quarter is for
more than 12 hrs. If the absence
is between 6hrs and 12 hrs, the

DA will be @ 70% of Rs. 2,000/-

and if absence in for less than 06
hrs. the DA will be @ 30% of Rs.

2,000/-.
. 6 Foreign Travel
i Registration fee Actual registration fees for
Conference / Seminar etc. The
receipt must be provided.
ii. Hotel Accommodation Hotel or guest house

accommodation up to a
maximum of US$400 per night
will be admissible in foreign
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countries on the production of
the receipt.

jii. Daily Allowance (DA) Daily allowance at the rate of
USS$70 per day for visits to SAARC

countries and US$100 per day for
other countries for the days of
meeting/conference/seminar etc.
plus two days for to-and-fro
travel subject to a maximum limit
of 8 days will be admissible on
the following conditions:

1) Where the official is treated as
an official guest and is provided
all meals free of cost, 25% of the
Daily Allowance shall only be
admissible

2) Where the hostel charges
include breakfast only, the Daily
Allowance shall be reduced by

10%.
Table 2. Associates and other staffs
Sr. No. Budget Head Entitlement
1 Travel (By Air) Economy class As per actual production of ticket and
Boarding pass.
2 Travel (By any Rail) Second AC As per actual on the production of
ticket(s).

Workplace: IIT Mandi iHub and HCI Foundation Office, North Campus, IIT Mandi, VPO Kamand, District Mandi, Himachal
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3 Travel (By Road) Volvo bus/ Deluxe/ TATA On the production of receipts.
AC/ Semi Deluxe/ Ordinary
bus/ Taxi

Note: If travels by taxi, approval by
CEO/PD is necessary

4 Hotel Accommodation Hotel Rs. 5,000/- per day on production of
(Domestic) receipts.
5 Food Bill (Domestic) Food Rs. 1,500/- per day on production of

receipt/certification by CEO/PD.

6 Foreign Travel
i Registration fee Actual registration fees for Conference
/ Seminar etc. subject to a maximum
of US$1000.
ii. Hotel Accommodation Hotel or guest house accommodation

up to a maximum of US$200 per night
will be admissible in foreign countries
on production of receipt(s).

Workplace: IIT Mandi iHub and HCI Foundation Office, North Campus, IIT Mandi, VPO Kamand, District Mandi, Himachal
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iii. Daily Allowance (DA) Daily allowance at the rate of US$35
per day for visit to SAARC countries

and USS$50 per day for other countries
for the days of meeting / conference /
seminar etc. plus two days for
to-and-fro travel subject to a
maximum limit of 8 days will be
admissible on following conditions: -

1) Where the official is treated as
official guest and is provided all meals
free of cost, 25% only of the Daily
Allowance shall be admissible

2) Where the hostel charges include
breakfast, the Daily Allowance shall be
reduced by 10%.

3. External Visitors

For external visitors, all the approvals should be taken from the designated Director(s) in advance on a

case-to-case basis.
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