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THE STATE TRADING CORPORATION OF INDIA LTD: NEW DELHI
(PERSONNEL DIVISION)

e R W R R

F.No: STC/CO/PER/TR/02025/2016
June 11% 2018

CIRCULAR No: IR/10/2018

Sub: Instructions for Undertaking official tour &
Settlement of Claims — regarding

Instances have come to notice where officials deputed on official
tours leave the office early without any proper justification while the
tour is approved for the next day. Such practice of leaving the office
early, without proper justification, while on the one hand is highly
objectionable on the other it tantamount to indiscipline.

2. It has also been noted that despite instructions, in some cases,
the Travelling Allowance claims are submitted without counter-
signature of Group/Divisional Head/Branch Manager by officials
undertaking official tours at Corporate Office and Branch offices
respectively.

3. In order to ensure that the officials undertaking official tours
observe proper timeline while proceeding/returning from tour, the
following instructions shall be adhered to scrupulously:

i. The tour should be performed strictly as per tour
schedule approved by Competent Authority.

ii. Availing any leave in combination with tour, ie.
prefixing, suffixing or in between the tour, should be
with approval of Authority approving the tour.

iii. The TA/DA claims shall be countersigned by the
Controlling Authority not below the rank of General
Manager at Corporate Office and Branch Manager at
Branch Offices.
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iv. Tour Report for the assignments undertaken while on tour
should be prepared and submitted to the Controlling
Authority, as the case may be, immediately on return from
tour. A confirmation to this effect be made in the TA bill.

v. The claim form should be filled in properly and no column
should be left blank. If any column is not applicable, the
same should be indicated as “Not Applicable”. Further,
the claim should be strictly as per the tour approval and
any deviation from the approved tour should be regularised
with the approval of Competent Authority i.e the authority
who had approved the tour.

4.  This issues with the approval of Competent Authority.

Becrmrmbirla)_
(T. Kerketta)
General Manager (Personnel)

By E-mail:

- Exe. Secy. to CMD

- Exe. Secys. to Director/CVO
- All CGMs/GMs

- Divisional Heads, CO

- All Branch Managers

Copy to
- JCM(F)XA&E), CO

- Notice Board
- Website
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