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Circulor No: l. Audit/Air-Ticket/August, 2025 Dote: 7th August,2025

CIRCUTAR

ln complionce with the Government of lndio's Office Memorondum No.
1902410312021-E.lV doted l6th June 2022, the following guidelines ore issued for the
procurement of oir tickets for officiol trovel of guest foculties ond dignitories visited to
the institute for officiol purposes ond submitted cloims for reimbursement:

1. Authorized Trovel Agenls:

All oir tickets for officiol trovel sholl be procured exclusively through the
following outhorized trovel ogents:

o M/s Bolmer Lowrie & Compony Limited (BLCL)

o M/s Ashok Trovels & Tours (ATT)

o lndion Roilwoys Cotering ond Tourism Corporotion Ltd. (IRCTC)

2. Booking Procedure:

o The choice of trovel ogent is of the discretion of the dignitories/guest foculty
member, bosed on convenience ond service quolity.

o No ogency chorges or convenience fees will be poid to these outhorized
trovel ogents.

3. Flight Selection Crilerio:

o Choose flights with the best ovoiloble fore within the eniitled trovel closs.
o Preferobly, select non-stop flights within the desired time slot.
o A price optimizotion within a 1O% ronge is permissible for convenience ond

comfort.

4. Ticket Holding Policy:

o Only one ticket per leg of the intended trovel should be booked.
o. Holding multiple tickets for the some leg is not ollowed. However, in

exceptionol circumstonces, o moximum of two tickets for olternotive flights in
different time slots moy be booked, provided o self-declored justificotion is' 
submitted.
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5. Complionce ond Moniloring:

o All concerned ore directed to ensure complionce with these guidelines.
o Non-complionce moy result in rejection of reimbursement cloim.

For detoiled instructions, pleose refer to the full text of the Office Memorondum No.
19024103/2021-E.IV doted l6th June 2022.

This is issued with the concurrence of Competent Authority.

Sd/- Lokhi Konto Goroi

Deputy Registror (Audit)

Copy forworded for informotion & necessory oction to:

i. Office of the Direcior

2. All Deons ond Associote Deons

3. All Heods of the Deportments, Centres, Schools

4.Ihe Registror

5. All Officers

6. lnstitute Website

Deputy Registror (Audit)
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