No.P/(2024)/Misc.-Pers.

INDIAN COUNCIL OF MEDICAL RESEARCH
ANSARI NAGAR, NEW DELHI 110029

No.P/(2024)/Misc. Pers.
Dated: - 12.09.2025
To

All Director/Directors-in-Charge/ Head of Division of ICMR Institutes/Centres/
Hars.

Sub: - Financial assistance to the ICMR Scientists/Technologists for visiting abroad to
attend International Conferences/Seminars/ Meetings etc. & guidelines for
foreign visits and leave of Scientists/officials of ICMR-reg.

*kkkk

The following ‘Circulars’ issued by the Administration Section of ICMR HQ,
onthe above mentioned subject are hereby re-iterated: -

1. No.16/85/2000-Admn.ll dated 03.05.2001
2. No0.16/18/2019-Admn.lI dated 05.07.2019
3. No0.16/18/2019-Admn.II dated 10.12.2019

2. All Scientists are advised again to submit their proposal to ICMR HQ for foreign
visit at least 45 days before the date of proposed visit.

3. The Scientists are required to submit their tour reports on their visit within a
period of two weeks on return from abroad.

All are requested to kindly adhere to the instructions contained in above
mentioned ‘Circulars’.
Digitally signed by
Jaibir Singh
Date: 15-09-2025
14:19:44

(Jaibir Singh)
Assistant Director General (Admn.)

Encl: As above

173130372025
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Copy to:- Informatics Data Centre (IDC) is requested kindly upload the same
on ICMR website.
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I supersession ul” this ollice wrders issued vide etler Na. V2784 Adwn 1), dated
P17 1184 (copy enclosed) circulaung the erms & eondilions regarding foreign visit by
the ICMR scienlisistechnologists For sttending tmemational Conference/Seminars/
Mestings ibroad, the Goveming Body, ICMR &l its meeling held on 2.8 2000 apprived
e trived grant at the enhanced reies, provided that:- '

) Uhere i5 5 provision for s pupose in e budge ol the Council;

1) n approving suth visits abroad, other Msinuclions issued by the govt. of
India on the subject are strictly followed: and

el the clearance of the Ministey of External Affais from political angls is
albrained.

? 5 The enhanced rates of finuncial assistance to be granted 1o the ICMR scientisiss
ehnolopists for attending International Cn|1rer:nec::f£emjmr.w'h»!minga sbeopd will be

a5 under:-
i Meetings in Weslem Countries - Ra1.00,000/-
i, Meelings in Enstery Countries: - Rs, 50,0000
i, Meetings in SAARC Counwies - Rs. 30,000/
i, Token Grant = Ra DO,000~

Finaneial ‘aysistance sancrioned or the expanditure cetually incurred, whichever
i3 Texx, wauld be applicable.



3. e adivion, (e following puidelines may b stipulated Jor jrevel Erung, o
seigatisiftechunlogist of ICMR. for atheiiling confensnees abroad:- o

(i} The sceenuststechaologist should b ssctively engaged in vwesearch |n e
Subijecl matter of (ke eonlensnee/congress. E

fwy  Participation is likaly 1o make 2 valuahble contribution at e mcedngs/
conferences, projesting the imsge of the Council abroad and his work al
the Courci] is likely to gel facilitated. ;

(i) 08 e b tnvited to:

&' Organise or participate in & E¥Mposium
or

b) give a lecture or present n paper
T

) present a scientific paper.

The proposed lecture/paper and the summary of the same should he got
approved by DivisionalAnstitute suthorities i respect of those ar the leye]
up o DDG{EG}.’I}E{EG}. For Divisianal ChisfsDirectors, the Bpecific
upproval of the DU, 10ME be soughl,

Documentary proof of the sbave (a), (b) and (o) should be provided with
the application,

() Among the above categaries, prefercnce will be given o applicants whas.

a) have been invited 1o Ofganisc & sympogium andior Eive o special
lecture or to preseat 5 Ppaper.
b) Chair/Co-chair s scientific session.
}; c) have not availed of Anancial upport from the Council in the past
d) are members of the Excoutive Cﬂﬂumilm: Councilior recognised

€} have been offered by the organisers tg besy part of the travelling

a. intemational Conference

b Regional Confereges

e, Foreign national conference/specialised symposium on the subject
of pasticipant®s arca of work.
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(i)

(i)
(x)

(i)

[xir)

IF there are mung than e dpplicant for Hnancial HHPNAIT froun the gy
Institue/ Ceatry, predeenee will pe Biven W the apg whio haw me allendiy)
that particular cop ferenceoongress enrfier

passible, preferenge will be givin 1o thoze wha heve ngt done g, subjes
1o their satisfying the aboye usrential crileria

The .hu-:rgﬁm;}r allocation for this Purpose will be divided into two halves,

one cach 10 be spent for conferdnoe Between April and Movember ang thy

ollser batween Deceuber and Mazel,  Appiications for the fiest half muyg
fo

Selentists/iechnologist availing of the Counsils finaacial Support will be
r:-quimdmmbm:‘t&rﬁpmmﬂu Director Gereral, ICME on the
wmmmwmmm&ﬁﬁmmwmmuw
mwupﬂrnmﬂ]:pd-gujdﬂg‘m.

If the foculty members cancemed received fnancial Support from any
other source also (like DST, CSIR ete.) then the maximum amoyn 12 be
received by him/h, for the purpose would Aot exceed the actus! expenses
incwred by him/har for to and fio Airfare, Registration Fes and wsyal
daily allowance o the ez fixed By the Go Of Indig,

Iy 0] _E VeImyment

I L=

The requesty received from the Various .:scimr.'im.rt:ch:mmgjsm for the
Purpose wif] be Categanzed as under-

() Catgpory-]

it would constitute those scientists wha have not gone abroad to atteng any
Confersnce a Instifyie EXpensey, .

() Category-2 _

Those who have atiended an Internationa) Conference during the fast 1w
Years with the assistancs of agencies other thay ICMR.



5

(i) Cabegny-

Those wha have not gope abropd to atend @ Scientific Confzrencs :fur;nulg
:Eeh{p[?vmua twir yerrs bui huve gone waelicer with financial suppont from

(v} Calezory-4
T'I:Lb.?: who have gone to atiend w Scientific Conference during the
previows two yeirs availing financial assistance from ICME.

40 This issaes with the approval of the competent authority.

Asstt. Director General{ Adnn. )
for DirectorQeneal.
Encl: As above,
Copy to L. All Divisional Chiefs.
o ADGAYT & I,
3. All BAOEr ACD/ADS/ACOS0s.
4. All Divislons/Sections.
5, PSto DG,

5
3
&1
&

—
(S.B. TEWARI) ~
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(i) Catagor-
Thost whes have not gone sbrood to attend o Seientific Confertnee durig

the previgus twa years bul have gone urdier with foancial suppont from
ICME. -

(iv) Category-4

Those who huove gone to attend & Scientific Conference during the
previous two years availing financial assistance from ICMR,

4, This izsnea with the approval of the competent asthority,

P =
(S.B. TEWARI) =
Asstt Director General{ Admn.)
for Director Gesneral,
Encl;  As shove,
Copy to:- 1 All Divisional Chiefs.
2. ADG{A)-] & 1.
3. All BAO/Sr, ACO/ADSACDS/S 03,
4. All Dyvisions/Sections.
5. PS1w0 DG, -
f PSw AddLDG.

Yo

— e T s & & &
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R Dapartment of Health Research, Ministry of Health
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No. 16/18/2019-Admn 11 Dated: 035 July, 2019

QFFICE MEMORANDUM

Subject: Foreign visits and leave of Scientists/ Officials of [CMR-regarding,

Ref: 1. Letter dated 03.05.2001
2. Letter dated 21.04.2008
3. Letler dated 22.10.2010
4. Letter dated 15.07.2014
5. Letter dated 18.06.2018
6. Letter dated(2.08.2018

Deetailed instructions have been issued from time to time as per the References given
below about the procedure to be followed for foreign visits by ICMR officers’ staff,
However, it is observed by the Council that some officials proceed on foreign tour,
without taking prior approval of the competent authority, In certain cases, an [CMR
officials sanctioned ex-India leave had overstaved at his / her own without any
approval. Director General, ICMR has expressed concern over these practices and has
dirceted to strictly observe the following instructions while submitting the foreign

visit propaosals to ICMR HOs:




1. GENERAL e

(1) The Secretary (DHR) & Director General, ICMR Is empowered to sanction
foreipn visit of ICMR employees for a duration of 30 days and above 30
days, the proposal has to be submitied to Ministry of Health & Family
Welfare {Department of Health Research), through DG, ICMR;

(2) Recommendation of concerned Director/Director-in-Charge of Institute/
Centre or Head of the Division in ICMR HQs is mandatory for all foreign
visits of ICMR employees, both official and private. The recommendation
should be sent in a confidential letter only addressed to DG, ICMR and a

copy of the recommendation need not be sent 1o the concerned employee;

(3) It should be ensured that the official foreign visit of the employees is
undertaken invariably with prior requisite political clearance from Ministry
of External Affairs (MEA) and FCRA clearance from Ministry of Home Affairs
IMHA) (wherever needed);

(8) If any employee is leaving the office/ HO to a foreign country without prior
permission of the competent authority in writing, responsibility will be
fixed not only on concerned employee but also on the concerned Director

of the Institute/Centre or Head of the Division;

(5) There are instances that the scientists permitted to attend conference/

symposium abroad overstayed at his / her own without the approval of the

e — Page 2




Council. Such overstay is nol permissibly and is liable for disciplinary

action;

(6) While submitting the proposal of the employees for foreign visit seeking
approval of the competent authority, compleie details may be furnished in
the enclosed proforma (Form 1) for participation in Conference /
Symposium / Seminar / Workshop etc. The Proforma has to be uploaded
through IMCR website @ gov.icmr.org.in along with a hard copy sent by
email. After stabilization of the online systemn, the need for hard copy will
be totally dispensed with effect from 15.08.2019 onwards. Hence, only

online submission of foreign visit proposals will be accepted in ICMR.

(7) The proposal for foreign visit should reach the ICMR HQs at least 45 days

before the date of the proposed visit.

(8) Total number of days on any single visit may not exceed 20 working days
and the total duration of all visits in India & abroad is restricted to 45

working days in a financial year {Duty Leave):

(9) As far as possible, the Scientists/Officials may not avail Earned leave/Half
Pay Leave more than 21 days at a stretch either on domestic or visits
overseas. The leave sanctioning authority may accordingly exercise its

discretion keeping in mind public interest and exigencies of work;

— Page 3



(10) Where there is no time left for processing the foreign visit case well @

time, such proposal should not be forwarded to ICMR HOs.

Il OFFICIAL FOREIGN VISIT

(1) DG, ICMR has constituted a Financial Assistance Committee to consider the
requests/propaosals of ICMR Scientists/Technologists for financial support to
facilitate their participation in International Conference/ Symposium /
Seminar/ Workshop, etc. abroad. All proposals of foreign visit, requiring
financial assistance from ICMR and their visit date up to September, may be

sent to ICMR HQs, Latest by 6" August to consider the same;

(2) The following guidelines for travel grant to Scientists/ Technologists of ICMR
for attending Conference/ Sympaosiumy/ Seminar/ Workshop, etc. abroad, are

reiterated:-

(i) The Scientists/ Technologists should be actively engaged in research
in the subject matter of the conference/congress;

(iij  Participation is likely to make a valuable contribution at Conference/
Symposium [ Seminar / Workshop etc., projecting the image of the
Council abroad and his work at the Council is likely to get facilitated;

{iii)  Should have been invited to:

{2} Organize or participate in 2 sympasium; or
(b) Give a lecture or present a paper; and/ or

() Present a scientific paper.

e I ——— IS



i)

The proposed lecture/paper and the summary of the same
should be got approved by Divisional/ Institute authorities in
respect of those at the level up to Scientist F. For Divisional
Heads/ Directors, specific approval of DG, ICMR be sought.
Documentary proof of the above (2), (b) & (c) should be provided
along with the application
Amaong the above categories, preference will be given to applicants
who:-
(a] Have been invited to organize a symposium and [/ or give a special
lecture or to present a paper.
(b} chair/co-chair a scientific session,
(c) Have not availed of financial support from the Council in the past,
(d) Are members of the Executive Committee of the Council / or
recognized International or Regional Scientific Organization.

{e) Have been offered by the organizers to bear part of the travelling

expenses.

Among the International conferences, preference will be given, in the
following orders, for participation in:

3. International Conference

b. Regional Conference

¢. Foreign national conference [/ specialized symposium on the

subject of participant’'s area of work.

- Page 5 = —



(vi)

(i)

(viii)

(i)

()

If there are more than ane applicant for financial suppert from tH@®
same Institute/ Centre, preference will be given to the one who have

not attended that particular conference/ congress earlier;

While awarding the financial support, the number of times a scientist
has travelled zbroad in the past will be taken into consideration and
as far as possible, preference will be given to those who have not

done so, subject to their satisfying the above essential criteria;

The budgetary allocation for this purpose will be divided into two
halves, one each to be spent for conference between April and

November and the other between December and March;

Recommendations for financial support will be made by the
committee constituted by DG, ICMR and will be finally approved by

DG, ICMR;

If the faculty members concerned received financial support from any
other source also {like D5ST, CSIR, etc.), then the maximum amount to
be received by his / her Tor the purpose would not exceed the actual
expenses incurred by his/ her for to and fro Airfare, Registration Fee
and usual daily allowance as per the rates fixed by the Government of

India.

Page & — — -
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(3] The participation of Scientists/Officials for scientific Conference/Symposium
/ Seminar / Workshop etc., or course in India and abroad will be considered

on duty leave;

(4) A post-visit tour report indicating the outcome of the visit should be
submitted to concerned authorities immediately within 15 days of
completion of the foreign visit, in case of official visit as per the proforma
enclosed in Form |

(5) For submitting the proposal for any subsequent visit abroad, efforts made to
realize the intended outcome of the earlier visit and the result thereof

should also be mentioned:

(6) Form FC- 2 for obtaining FCRA clearance from MHA should also be sent.
(7) While sending such proposals, Director/ Officer-in-charge may also indicate

the following:-

(i} Whether the visit is likely to cause dislocation of work in the Institute/

Centre;

(i}  Whether the visit has direct relevance to the area of interest/ work of

the scientist concerned:
{iii}  Whether the Institute or the Organization which is conducting the

Workshop, meeting etc, is of International repute and that there will

be value addition in attending such meetings;

— Page 7




fivi Neme of 1an aliernate scientist may -also be indicated wheraver -
sossible in case the concerned scientist is nof in a position to g0

abroad due to official exigencies.

8. It :.Im!.l;l'fd‘be ensured that the same Officer is not deputed to attend all
miectings aﬁ:! there is adequate rotation amongst scientists working in the
Institute/ Centre so that everybody gets an exposure to the International
Organizations. Care should also be taken that during Parliament Session and
other periods of activities like Budget preparation, etc. scientists do not go
out of the country for attending Conference/ Symposium [ Seminar/

Workshop elc;

9. [t may be ensured that proper handing /taking over charge takes place
whenever any Scientist goes on long leave including EL/study leave etc,,
including bond whenever necessary and 50% aof officers are available at any
given point of time and there is an alternate officer available to look after

the work of the concerned scientist;

10. wherever the expenditure on the visit is to be met by ICMR and for
which advance is given by the Institutes / Centers, bill must be preferred
withing one month of return from fareign tour and sent to the Council, failing

which action will be taken for the recovery with penal interest;

Page 8




@' PERSONALVISIT

While submitting the proposal of the employees for foreign visit seeking

approval of the competent authority, complete details may be furnished in Form |1,

This issues with the approval of DG, ICMR.

(Agnes Xalxo)

Assistant Director General {(Admn)

To

1. Director/Director-in-Charge of all ICMR Institutes/CEntres
2. Heads of all Divisions, ICMR HQs

Copy
C,>f<7/1::< N .
. Admn.1/Admn.il/Personnel Sections \(‘ /(M “:gﬁ

2. SrAD

3. ADG (AX]/ADGHRR) M/
. PS to Sr. DDG{A) /PS to Sr. FA ‘/‘“\J{’K}

- 4
%iﬁﬁ 5 PS | L
A 5. ps to Addl. DG, IeM ».f;\
6. PStoDG, ICMR . %&’\ %
F e S %j‘;

‘.L‘;\‘."‘:\‘I \A

Page 9




TART — 1

FORM-1
PROFURMA FOR 1CME SCIENTIS | VISITING ABROADFOR ATTENDING

DFFICIAL MEETING/CONFERENCE! SYMPOSIUM/ SEMINANR/
WORKSIOP TRAININGFELLOSIHIP ETC.

a) Mame, Designattonds Pay Level

b) Full Address, Emnal & Mohile No

£} Date af Superannuation

d) Passport No, its Validity & Place of issue

e} Educational Qualifications&Ficlds of Specialization

£} List of Official meeting/Confereance! Symposium/ Waorkshop! Trainings/Semmar/fi ellowship
attended sbroad in during the last three (3) years

2] Arc the efforts made to realize the infended outcome of
the earlier visit and the result theneot?

h) Total no. of duty Ileaves including official
meeting/Conference! Symposial Warkshop!
Seminars/trarming/fellowship in Indin/ Abroad &Private
Foreign Visits (the total duty lenves is restricted to 45
working days in a fimancial year)

Details @ fMicial mectin wahi nicrence’ Syvm W Seminars

abroad

l. | Details of event including dute, venue, role of applicaniand I
Jjustification ofthe usefulness of visit to the Council

2. | Documentary proof [or participation or lesture/ paper/oral  f[attach copy of documentary proaf )
presentation’ delegale’ nommation

3. | Country/Countries to be visited cnroute (Name of the country, date’ duration& purpose)

4. | (A) Estimated sxpenditure on the proposed visit-

() Air Fare

b} . A e

(e} | Contingencies, if any required [Registration fees,
visd fee, local transport, insurance, etc.)

{d) | Haotel accommodation

Tolal {Es)

(B) Details of foreign hospatality avarling, if any

2. | Do you require grant from ICMR? Details of gramt received from other agency, 1f any,

Please note that if the adjustment bill of the advance taken from ICMR by the applicant net senl
to the Council within & month of return from Toreign tour, action may be taken for the recovery
with penal interest.

Dalz
Place . Dome & Signature



PROFORMA FOR PRIVATE FOREIGN VISIT

a) MName, Designation & Pay Level

bt Full Address, Email & Mobile No

¢ Date of Superannuation

d) PassporcNo, ite Validity & Place of issue

Drelails about Private Visit to Abroad

Countrics and placels proposed 1o be visited alongwith dates

Complete address & contact details while staying abread

Duration of the Visit {including journey time to & fro)

Type and period of leave applied

Declaration stating that extension of leave would not be sought for
any period beyond which leave is sanctioned

Undertaking to the effect that he/she will not accept any salary/
stipend/ assignment etc. from outside during the period abroad.

Please note that ICMR Headquarters will reguire minimum 15 days time to process before the
date of proposed private visil

Drate

Place Name & Signature

Director! Officer-in-Charge/ Divisional Head {(Headquarters) format for Recommendation of
Foreign Visit of Applicant

1) [Date of proposed visit

%) s the Scientist not availing earn leave/ half pay leave more than 1 days? YesMNo
ind of leave granted?

} hether any vigilance case is pending or contemplated against the official | YesNo
isitine tbroad?

I am in agreement with the facts given by the applicant or [ would like 1o madify or add -

Recommendations of the Director/Director-in-Charge

Diage

Place MName & Signature




B T

)
2)

)

Forcign Visil of Applican

_lﬂe il pru_]:u;ud v'is_iL

FART -1

O fieer-in-Charge’ Divisignal Head (Hesdquariers) format for Hecommendation of

ate L:-E'qp_up]lcalmr? ﬁJ.I.|J||1i_-|!,|:IJ by ll'uf:_ _ﬁEptican_1 o

Is the sufficient time Jeft for processing the foreign visit? (The proposal
should reach the ICMR Headquarters a1 least 45 days before the date of the
roposed visil.)

4]

1s the towl duration of all she visits in India and abroad nof excending 45 days

meluding present visit in the current financial year?

Y es'No

1}

|5 the participants |ikely to make a valuable contribution at Conference/
Symposium/ Seminar/ Workshop efc, , projecting the image of the Council
ltbroad and his waork at the Counct] &5 likely o pet facilitated?

Yes/No

s the proposed lecture/ paper and the summary of the same approved by
Competent Authority? (For Divisional Heads/Directors, approval of DG
ICME should be sought and for the rest of the employees gpproval of

Divisional Heads/Directors may be taken.)

Yes/Mo

)

s the Form FC-2 for obtaining FCRA elearance from MHA sent?

Yes /Novd NA

#)

Whether any vigilance case is pending or contemplated against the official
visiting abroad?

Yes Mo

Igl‘
1

Were deputations/delegations sent in the past for similar purpuse? [F s, the
names of the officers deputed together with period of deputation and a copy
ol the report submitted on return to be enclosed.

s N

1 am in agreement with the facts given by the applicant or [ would like to modify or add -

Recommendations of the Directon/Director-in-Charpe -

Date

Mlace

Name & Signalurg




PART-111

! Concise and hulleted our repord of [CME Scsentisis on foreipn visits | Must be firwarded
. oy thi visiting Scientist with signature DG Director/ Director-in-Chargel: Tor review by
Hen “ale FIEFRM, Govi. of india

| | Name and designation of the Scientist

"2 | Period of visit

3 | Name of the meeting/eonference’ cvent
and country

4 | What are the benefits of the visit to the
scientist on @ personal level? [Max, 2-2
lines each]

5| What are the benefits of the visit 1o {he
scientist 1o the Institute? [Max. 2-2 lines
cach]

"6 | Which of the scientist's objectives were
nol achicved? and reason/s
thereal. [Max. 4 lines]

7. | Relevance of the visit to the
| Department™inistry’ Govi. of India
[Max, 3-2lines cach]

Authentication and relevance [3-4 lines|

Name and Signature of Scientist

§ | Remarks by Competent Authority:

Signature anvd seal of Compelent Authorly



TOUR REPURT OF FOREIGN VISII

Name and desipnition of the Sciemist

AR

v

2 | Nameof the Institule/Centre
3 | Actual Date of meeting == o -
|
|
‘4 | Date of visii -
§ | Period of visit b 4 a
|6 | Place of visit
7. | Purpose of the visit
R | Source of spomsorship of the vist
9 | Whether a brief report on the meeting ( in | Yes / No
about 50 words) is enclosed
10 | Relevance of  the meeting  to =
Indiz/Ministry of Health/Deptt, Of
Health Rescarch/TOMR
11 | Whether Scientist's Contribution in about | Yes/ Mo
200 words (please atach copies of
relevant presentation(s) is enclosed
12 | Whether a write up { in about 500 words) | Yes / No
on how the skills acquired by the
Scientist will be utilized
13 | Whether a write up {in about 500 words) | Yes /! Ne
on the positive outcome of the visil is
enciosed?
14 | Whether the comments of DirectorOIC | Yes / No.

on the Tour report is enclosed

Name and Signature of Sciontis

Signalure of
Creneral/ I

Director/Iirector-in-ChargeAddl, Direcior-
e ] i i
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Il an Cowwcil o Mesical Beseanch

S o Cwpartangal of Heslbs Redcarch, Minstry of Health
iy, andl Famuily Wall ape, o i pavenk of India
No.16/18/2019-Admn-I] {aled: 6 12200,

Te
To
The DrrectorsiDrirectors- n-Charge of
Permunent  InsticmesiCentees of [CMR,
Subject : Forcign visiis and leave of Scientists of ICME. inastructions reg,
Sirkdadam,

Delailed instrwctions have already been issued vide Office Onder Mo, 16/18/2019-Adgmn. |1
dared 5™ July, 2009 about the procedure 1o be tollowed tor Forsign Visits. While recognizing the
need for the sciemlists of ICMR. o attand scientific contecences outaide the counlry. it iz pertinen
w mention the instruetians of Department of Expenditure. Minisiry of Financs wide O
Mo T IWE. Coord 2014 dated 10™ Movember, 20014, Accordingly the following insirustions are

Iven-
: 1. Mo Officer should undertake more than 4 foreign visits in a calendar year,

2. For visits exiceeding 4 by any officer, demiled justification is to be fumished and such
toreipn visits would be allowed inan exceptional case depending vpon the funaional necd.
Desides. instances have come to e potice of the competent authonly that

the guidzlines laid down by ICME read with the instructions issued by the DOPT, Govi. of Tndia,
feormm time to fime on issues related to taking prior permission for lraving the staion’T leadquaniets
during lezave or otherwise are rot being complied with scrupalousy.

In addinon, kesping in view the need to provide replies to Patliarment Questions 1.k
Sahha/Rajya Sabha) in a time bound manner and to ensure proper funclionin g of Mg
st twtes/ ICM R eadguaners, the lollowiog instructions are given:-

() Dirgetorg/Head of Divisions awd other officers shall nocmally not be o tour from

thetr respective Headgquarters during Parliament Session:

{ii]  Ifivis absolutely necessary w go out of respeclive Headquanters, Direciors/ Head
of Drivigions at other Cficers must fimit fhas 1w the minimuom pessible (1 or days
out from Headguanérs to the maximum) and that too with the specific writlen
approval of DG, ICME.

{itip  The Directors and Haada of Divisions in particular shall get their CLYEL/HPL. gt
sanchioned i advance by the Director General, [ICMR befors Peaving their
respeclive Headquarters.

(vl Whenever the Director/Head of Division is going on EL/HPLFY. official chargs
of the lnstitvie/Head of Division may be handed aver 16 Ihe next semior mos)
seienist and e same should be informed 1o the DG, KOMR., with a copy (o Sr.
DDG{AY and Addl. DG invariably

[v) Whenever the Director/Hend of Divizion i3 lsaving the respective Hendquariers lor
official 1wur, an application for Station Leave permission must be submined to X,
ICME as per the mode! application zttached as Annexure - A

(vit Mo DrrectorHead of Division will leave the Headguarters without kaking written
statem leave perimission from the DG, ICME onder e provisions of FR 11 read
wilh Article 56 of the Civil Service Begulations.



{vii) In case of offkeers working wnder the Drireciors, pemmisgion W leave the
Headguarters mngt be obtained in writter,

(viii} Failure to obain permission of the competent amhority before leaving
statiorsBleadquaners would, hencefonh, be viewad seriously and would invite
disciplinary action for non-compliance,

Wouws faithally,
‘l'.
b' 3 | ?
{.&gnﬂ:ﬁ III LN
Assit, Director G:neral
Encl: Arme:xire-|
Copy 10

1. F$ 10 DO/PE to Addl, DGPS 1o Sr, DIMG (AVPS 1o St FA

2 All Divisional Heads

1 Assd, Director-Gencral (Admn )

4. Dr. LK.Sharma, Scieatist 'E’ - soft copy of the same has been mailed at vour email

1 sharma, Iktalicmy. gov, iy} for website upload,



Annexire-[

APPLICATION FOR STATION LEAVE PERM ISSION

l. Name
2. Designation
3. Purpose

4. When the Officer proposcs to [eave station:
(Date & tirmke)

3. When the officer proposes to reiwm to the station:
(Date & Time)

6. Addrcss during absence fiom the siation:

bokile Mo

Dlate: Signaltme
MName, Dezignation, subsiitute

Official’officials to whom the

dutics/responsibilities are handed over

station Leave Permission Granted/ Not Ciranted

Draie: Director Oeneral, ICME



