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Office Order

Subject: Strict compliance regarding submission of Certificate/Undertaking and TA/DA Bills in
connection with Air Travel booked on Government Account

It has been observed that despite repeated instructions issued through various Office
Orders, Circulars and Office Memorandums— Circular No. 16/100/2016/AA-III dated
25.03.2021, OM No. 19024/03/2021-E.IV dated 16.06.2022, Office Order No. 16/1/2022-Admn.
dated 05.01.2023 and No. 16/59/2023/Admn-III dated 20.10.2023 and subsequent
communications— regarding booking of air ticket, submission of documents related to official
air travel and travel claims, delays are still being noticed in submission of requisite documents by
officials after completion of their official tours.

In order to ensure timely settlement of payments and to maintain financial discipline, all
officials are hereby directed to strictly adhere to the following instructions without any
delay or deviation:

1. Submission of Certificate/Undertaking: Every official who undertakes an air journey
on official duty shall invariably submit the prescribed Certificate/Undertaking
(Annexure-I of OM No. 19024/03/2021-E.IV dated 16.06.2022) within 72 hours of
completion of the journey confirming that the journey has actually been performed
(Logistics Section, Room No. 325). This submission is mandatory for timely payment to
the travel agency.

2. Submission of TA/DA Bill: The concerned official shall submit his/her TA/DA bill
within one week of completion of travel. If the TA/DA bill for a previous tour has not
been submitted, no further air ticket shall be booked for that official until the pending
claim is duly received and adjusted by DDO.

For bookings made on behalf of experts/guests, the concerned Division/Section
shall be responsible for submission of the relevant TA/DA claim to the DDO for
adjustment and settlement.

Submit Annexure-I with copy of Boarding Pass and ticket copy at Logistics Sectlon, Room
No. 325.

All Divisions/Sections and officials are directed to ensure strict comphance with the above
instructions. It may be noted that these instructions have already been circulated earlier through
previous Office Orders.

This is issued with the approval of the Competent Authority.

Copy To:

1. PS to DG/Addl.DG/Sr.DDG(A)

2. DDG(A)

3. ADG(F)/ADG(R&P Cell)

4. All Sr. AOs/Sr. ACOs

5. Accounts-LILII&VI

6. All Divisional Heads/Divisions/Sections
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Copy To:
1. PS to DG/AddL.DG/Sr.DDG(A)
2. DDG(A)

3. ADG(F)/ADG(R&P Cell)

4. All Sr. AOs/Sr. ACOs

5. Accounts-LILIT&VI

6. All Divisional Heads/Divisions/Sections




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.............;...: s ) hereby declare and ‘
certify that : » |
2 | have actually performed the onward journey oM to
...................................... on. . ldaE) and return journey

from . - 0 o - BN .......for the purpose Of

Tour/Training.

OR

3 IWe have actually performed the onward journey from....................... to

................... oo date) and return journey
oM. o o 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. ..................... -

Designation.s o ciidianii i

Name of the Ministry/Department..............c... oo

To
Admin/Establishment Section

Ministry/Department......




