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PDN/C-P&A/58/12	 Dece mber 28 th 
, 2012 

CIRCULAR 

Subject: Corporate Policy for DA on Foreign Travel 

In terms of approval of the Board of Directors in its 222 nd meeting held on 29.11.2012, the 

Allowances payable for foreign tours shall be as detaile d be low. 

1)	 The foreign exchange admissible to executives on foreign deputation for business 
tours/technical discussions etc. shall be as under: 

Directors / CM D 
General Mana er 
Others 

i) The above admissible amount shall be the maximum limit which an executive shall be entitled 
subject to the condition that the executive has to stay in a hotel and has to submit 
documentary evidence in proof of havir.g paid the stay ch arges for40% of th e allowance. The 
above am ount includes hotel charges, food component, local travel and all other incidental 
expenses. 

ii) Entertainment Allowance 

Entertainment allowance 
business trip. 

admissible sh all be US$ 1000 to Board Level Executives per 

2) In case of Foreign Tours if either of the facilities like lodging, Boarding Conveyance 

are provided by clients/foreign agency. ~ 1 <r117 tt1-
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a)	 If Hospitality including Accommodation, Food, Conveyance is provided by Foreign 
Agency/Clients: 

Allowance in US$ per day 
First 30 days Beyond 30 days 

Directors / CMD 60 50 
GM/GGM/ED 55 45 
Others 45 40 

b) When Free Accommodation and Food only is provided: 

Allowance in US$ per day 
First 30 days Beyond 30 days 

Directors / CMD 95 75 
GM/GGM/ED 85 65 
Others 75 55 

c) When Free Accommodation and Local Transportation only is provided: 

Allowance in US$ per day 
First 30 days Beyond 30 days 

Directors / CMD 140 105 
GM/GGM/ED 125 95 
Others 110 85 

d) When only Free Accommodation is provided: 

Allowance in US$ per day 
First 30 days Beyond 30 days 

Directors / CMD 170 130 
GM/GGM/ED 150 115 
Others 130 100 

,
3)	 Transit allowance of US$ 50 shall be paid to all employees uniformly for both up and 

down journeys combined. If the one way journey period, exceeds 24 hours (according to 
Indian Standard Time), the executive shall be entitled to an additional US$ 50, as Transit 
Allowance . However, the total Transit Allowance will not exceed US$ 100 under any 

circumstances. ~\l 1!;n Mt 
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4)	 Excess baggage ticket shall be allowed with the approval of Director/CMD depending upon the 

official req uirement. On return from abroad, the concerned executive will give an account of the 

sector wise utilization of the excess baggage tickets . Unutilized excess baggage tickets shall be 

retu rned fo rthwith to the Department, wh ich had arranged such tickets. 

The abo ve ame ndment would come into force w.e.f. 29.11.2012. 

This issues with the approva l of th e competent aut hority. 
~I (2.n 6f1­

~ 2?· I .2 ,ll­
( M.J.5rivastava ) 

Ad d l.GM(HR-Corporate) 

cc: 
C&MD's Sectt. 
D(F)'s Sect t. 
CVO's Sectt. 
GGM 
GM, Baroda 
GM(I&NDT) 
GM, No ida 
Unit Head Sindri 
HOD(P&A) - No ida /Baroda/Sindri 
HOD(Finance)-No id a/Ba roda/Sind ri 
All Add l.GMs/HODs - for wide circulation amongst th eir staff 
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December 7th 
, 2012

PDN/C-P&A/58/12 

CI R C U L A R 

Subject: Amendment in Corporate Policy for DA on Foreign Travel 

In te rms of app roval by the Board of Directo rs In its 222nd meeting held on 29.11.2012, Daily 

Allowance payable for foreign tours for client jobs has been approved @ US$45 whe n 

facilities like accommodation, food , conveyance is provided by foreign agency/ clients. 

The above amendment would come into force w.eJ . 29.11.2012. 

This issues with the approval of the com petent authority­ )IEirib"lf
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( M.J.5rivastava ) 
Addl.GM(HR-Corporate) 

cc: 

• 

C&MD's Sectt.
 
D(F)'s Sectt.
 
CVO's Sectt.
 
GGM
 
GM, Baroda
 
GM(I&NDT)
 
GM, Noida
 
Unit Head Sindri
 
HOD(P&A) - NOlda/Baroda/Sindri
 
HOD(Finance)-Noida/Baroda/Sindri
 
All Addl.GMs/HODs - for wide circulation amongst their staff
 




