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IIM/20__/1 

                                              

™¸¾£¸ ˆÅ¸¡ Ä̧ÇÅŸ¸ ‡¨¸¿ ™¸¾£¸ ‚¢ŠÏŸ¸ ‚›¸ºŸ¸¸½™›¸ ˆ½Å ¢¥¸‡ ‚¸¨¸½™›¸ 

 

1. ›¸¸Ÿ¸: --------------------------------------------------------------------------------------- 

2. ›¸¸Ÿ¸ ‡¨¸¿ ™¸¾£½ ½̂Å ¬¸¿Š¸“›¸ ˆÅ¸ ¬˜¸¸›¸ :----------------------------------------------------------- 

3. ™¸¾½£½ ˆÅ¸ „Ó½©¡¸ :----------------------------------------------------------------------------- 

4. Ÿ¸º‰¡¸¸¥¸¡¸ ¬¸½ ‚› º̧œ¸¢¬˜¸÷¸ £í›¸½ ˆÅú ˆºÅ¥¸ ¢™¨¸¬¸ ¬¸¿‰¡¸¸ :----------------------------------------- 

5. ¤¸]¸’ ©¸ú«¸Ä: 

 

¡¸¸°¸¸ ž¸î¸¸/™¾¢›¸ˆÅ ž¸î¸¸ ¬ ¿̧¬˜¸¸›¸ ˆÅ¸ Ÿ¸º‰¡¸¸ ‰¸¸÷¸¸            ¡¸»¤¸úœ¸ú                  œ¸£¸Ÿ¸© Ä̧ ¬¸½¨¸¸   

‡¬¸‡¬¸ œ¸¢£¡¸¸½]¸›¸¸     ¬¸¿Š¸¸½«“ú                  ‡œ¸€‚¸£‡¬¸              ‡œ¸€‡‡¬¸   

 

‚›¡¸ (ˆ¼Åœ¸¡¸¸ ™©¸¸Ä‡¿) --------------------------------------------------------------------------- 

 

6. ™¸¾£¸ ¡¸¸½]¸›¸¸ : 

 

¢™›¸¸¿ˆÅ œÏ¬˜¸¸›¸ 

¬¸Ÿ¸¡¸ 

¬’½©¸›¸ œ¸íº¿\¸›¸½ ˆÅ¸ 

¬¸Ÿ¸¡¸ 

„”õ¸›¸/’ï½›¸ 

¬¸¿. 

¢’œœ¸µ¸ú 

  ¬¸½ ÷¸ˆÅ    

       

       

       

 

7. œÏ÷¡¸½ˆÅ Ÿ¸™¸½¿ ˆÅ¸ ¤¡¸¸¾£¸ ¢]¸¬¸ˆ½Å ¢¥¸‡ ‚¢ŠÏŸ¸ \¸¸¢í‡ : 

 

‚ í¨¸¸ƒÄ / £½¥¸ ¢ˆÅ£¸¡¸¸ ²Å. 

¤¸ ™¾¢›¸ˆÅ ž¸î¸¸ (¡¸¸°¸¸ ¬¸Ÿ¸¡¸ ˆ½Å ™¸¾£¸›¸ ¬¸¸Ÿ¸¸›¡¸ ™£ (------ ¢™›¸ X ²Å.        ) ²Å. 

¬¸ ™¾¢›¸ˆÅ ž¸î¸¸ (¢¨¸£¸Ÿ¸ ¬’½©¸›¸ œ¸£) (----------- ¢™›¸ X ²Å.              ) ²Å. 

™ œÏ¸¬¸¿¢Š¸ˆÅ / ž¸¸¢£ˆÅ Ÿ¸]¸™»£ú ²Å. 

ƒÄ ’¾Æ¬¸ú / ‚¸Á’¸½ ¢ˆÅ£¸¡¸¸ ²Å. 

œ¸€ ¢¨¸¢¨¸š¸ ²Å. 

 

8.  ž¸¸£÷¸ú¡¸ œÏ¤¸¿š¸›¸ ¬¸¿¬˜¸¸›¸ Ÿ¸º¿¤¸ƒÄ Ÿ¸½¿ ¨¸\¸›¸ ¤¸Ö÷¸¸ ˆ½Å ¢¥¸‡ ˆÅú Š¸ƒÄ ¨¡¸¨¸¬˜¸¸ : 

ˆÅ. ¨¸Š¸Ä :---------------------------------------------------------------------------------------- 

‰¸. ‚›¡¸ --------------------------------------------------------------------------------------- 

 

  



ˆÅ¸¡¸ Ä̧¥¸¡¸ú›¸ „œ¸¡¸¸½Š¸ í½÷¸º 

 

1. ˆ¼Åœ¸¡¸¸ ™»¬¸£½ œ¸¼«“ œ¸£ ¢™‡ Š¸‡ ˆÅ¸¡¸ÄÇÅŸ¸ ˆÅ ½̧ ‚› º̧Ÿ¸ ½̧¢™÷¸ ˆÅ£½¿— 

2. ˆ¼Åœ¸¡¸¸ ‚¢ŠÏŸ¸ £¸¢©¸ £€. ------------- (²Åœ¸‡                            Ÿ¸¸°¸) ˆÅú Ÿ ¿̧] »̧£ú ™½¿— 

3. ¢’ˆÅ’ ½̧¿ ˆÅú ¤ º̧¢ˆ¿ÅŠ¸ ¢’œœ¸µ¸ú ˆÅ Á̧¥¸Ÿ¸ Ÿ ½̧¿ ™©¸¸Ä‡ Š¸‡ ˆ½Å ‚›¸º¬¸¸£ ˆÅú ]¸¸‡— 

Ÿ ÿ̧ œÏŸ¸¸¢µ¸÷¸ ˆÅ£÷¸¸/ˆÅ£÷¸ú í»¿ ¢ˆÅ Ÿ ½̧£½ …œ¸£ ˆÅ ½̧ƒÄ œ »̧¨ Ä̧ ‚¢ŠÏŸ¸ ¤¸ˆÅ¸¡¸¸ ›¸íì í¾/¢›¸Ÿ›¸¢¥¸¢‰¸÷¸ ‚¢ŠÏŸ¸ ¤¸ˆÅ¸¡¸¸ í¾—  

(1) ²Å. -------------------------------------- (2) ²Å. --------------------------------------------- 

   

   í¬÷¸¸®¸£ :----------------------- 

   ›¸¸Ÿ¸:---------------------------- 

   œ¸™›¸¸Ÿ¸ :------------------------ 

   ÷¸¸£ú‰¸ :------------------------ 

 

 

„œ¸¡¸ºÄÆ÷¸ ‚¢ŠÏŸ¸ £¸¢©¸ ²Å. --------------------- ™ú ]¸¸‡— 

 

 

  Ÿ¸º‰¡¸ œÏ©¸¸¬¸¢›¸ˆÅ ‚¢š¸ˆÅ¸£ú              ¢›¸™½©¸ˆÅ 

¢¨¸÷¸£µ¸: 

1. Ÿ »̧¥¸ œÏ¢÷¸ : ¨¸¢£«“ ˆÅ¸¡¸Äœ¸¸¥¸ˆÅ ‚¢š¸ˆÅ¸£ú (¢¨¸.¨¸. ¥ ½̧.), ‚¢ŠÏŸ¸ ž º̧Š¸÷¸¸›¸ ˆ½  ¢¥¸‡ 

2. œÏ¢÷¸¢¥¸¢œ¸ : ¤ º̧¢ˆ¿ÅŠ¸ ˆÅ®¸ ˆÅ ½̧ ¢’ˆÅ’ ¤ º̧¢ˆ¿ÅŠ¸ í½÷ º̧ 

3. œÏ¢÷¸¢¥¸¢œ¸ À ™ ¾̧£¸ ‚¢š¸ˆÅ¸£ú, ¡¸¸°¸¸ ž¸î¸¸ ™¸¨¸¸ ˆ½Å ¬¸¸˜¸ ¬ ¿̧¥¸Š›¸ ˆÅ£› ½̧ í½÷ º̧ 

 

¥¸½‰¸¸ ‚›¸ºž¸¸Š¸ ˆ½  „œ¸¡¸ ½̧Š¸ í½÷¸º 

 

¥ ½̧›¸-™½›¸ ›¸ˆÅ™ 

1 

\ ½̧ˆÅ 

2 

¨¸¸„\¸£ ÇÅ. 

¢™›¸ ¿̧ˆÅ À 

\ ½̧ˆÅ ¬ ¿̧. 

ž º̧Š¸÷¸¸›¸ ˆÅ¸ 

œÏˆÅ¸£ 

¢¨¸¢¨¸š¸ 

‡Ÿ¸ 

ˆÅŸ Ä̧\¸¸£ú-‚¢ŠÏŸ¸ 

‡¬¸ 

 

‚¸œ¸»¢÷ Ä̧-‚¢ŠÏŸ¸ 

ƒÄ 

œ¸¿»]¸ú-‰¸\ Ä̧ 

¬¸ú 

ˆÅŸ Ä̧\¸¸£ú ˆÅ¸½” ¬ ¿̧ 

 

 

 

]¸ ¿̧\¸ ¢ˆÅ¡¸¸ ‚¸¾£ ²Å. -----------™]¸Ä ˆÅú—------------------------ ¥ ½̧]¸£ ˆ½Å ---------------- œ¸€ ½̧¢¥¸¡¸ ½̧ Ÿ ½̧¿ œÏ¢¨¸¢«’¡¸¸Â 

ˆÅú Š¸ƒÄ— 

 

-------------------------------------- ˆÅ ½̧ ž¸ºŠ¸÷¸¸›¸ ˆÅ£½¿— 

 

 

 

¬¸í¸¡¸ˆÅ (¥¸½‰¸¸)     ¬¸í¸.œÏ©¸¸.‚¢š¸ˆÅ¸£úÅ (¥¸½‰¸¸)                   ¨¸¢£«“ ˆÅ¸¡¸Äœ¸¸¥¸ˆÅ ‚¢š¸ˆÅ¸£ú (¢¨¸.¨¸. ¥ ½̧.) 

 

 

Ÿ º̧‰¡¸ œÏ©¸¸¬¸¢›¸ˆÅ ‚¢š¸ˆÅ¸£ú /¢›¸™½©¸ˆÅ                   ž º̧Š¸÷¸¸›¸ œÏ¸œ÷¸ ¢ˆÅ¡¸¸  

            

                  ˆÅŸ Ä̧\¸¸£ú ˆÅ¸ í¬÷¸¸®¸£ 
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APPLICATION FOR APPROVAL OF TOUR PROGRAMME & TOUR ADVANCE 

 
1.  Emp. code & name        : _______________________________________________________________ 
 
2. Name & Place of Organization visiting : ______________________________________________ 
 
3. Purpose of visit : _______________________________________________________________________ 

 
4. Total No. of days of absence from headquarters: ___________________________________ 

 
5. Budget Head:  

 
TA / DA institute's Main A/c  UBP             Consultancy  
SS Projects  seminars        FRS       FAS     
 
Others (Please specify) _________________________________________________________________ 

 
6. Tour Plan  

         
Date Departure 

Time 
Station Arrival 

Time 
Flight/ 

Train No. 
Remarks 

From To 

       
       
       
       
       

 
7. Break-up under each item for which advance is required: 

 
(a) Air/Train Fare Rs. 
(b) DA (ordinary rate during travel time) (       days X Rs.                        ) Rs. 
(c) DA (at halt station) (        days X Rs.                         ) Rs. 
(d) Incidental / Porterage  Rs. 
(e) Taxi / Auto fare Rs. 
(f) Miscellaneous Rs. 

 
8.     Arrangements made for commitment at IIM 

(a) Class ___________________________________________________________________________________ 
 
(b) Others__________________________________________________________________________________ 
_______________________________________________________________________________________________ 

 



FOR OFFICE USE 
 

1. The Tour Programme on overleaf may please be approved. 
 

2. An advance of Rs. ____________________ (Rupees ______________________________________ only) may 
please be sanctioned. 
 

3. Booking of tickets may be done as indicated in the 'Remarks' column. 
 

I certify that no previous advances are outstanding against me/the following advances are 
outstanding. 
 
(1) Rs. _______________________________________  (2) Rs. _______________________________________________________ 

 
                                 Signature: ______________________________________________ 
      
                                 Designation: ____________________________________________ 
 
                                 Date: ____________________________________________________ 

 
The above advance of Rs. _____________________________________ may be given. 
 
 
 
 CAO                      DIRECTOR 
 
Distribution: 
1. Original  :          DR (A&A) for payment of advance 
2. Copy to :          Booking cell for booking tickets 
3. Copy to  :          Touring officer for submitting along with TA claim  

 
FOR USE IN THE ACCOUNTS SECTION 

 
Transaction Cash Cheque Voucher No. 

Date: 

Cheque No. 

Payment type Misc 
M 

Emp-Adv 
E 

Sup-Adv 
S 

Cap-Exp 
C 

Emp. Code No. 

 

Checked and admitted for Rs. _______________________ Entries have been made at Folio _____________ of 
____________________________________ Ledger. 
 
Pay to ___________________________________________ 
 
 
Asst. A/cs           Asst.(Audit)          JAO (A/cs)               ACO             SEO (A/cs)                     CAO/Director     
       
 
 
                                                                                                                               Received Payment 
  
 
   Signature of the employee 


