BIRLA INSTITUTE OF TECHNOLOGY, MESRA, RANCHI

TRAVELLING & DAILY ALLOWANCE BILL

Name & Designation
……………………………………………………….. Employment No. ……………….




Date ………………….   

Address ……………………………………………………………………………………………………………..




Salary Rs. …………...    

Purpose of Journey ………………………………………………………………………………………………..




Advance Rs. ………... 

	DEPARTURE
	ARRIVAL
	KM
	Fare Air/Rail/Bus
	Hotel Charges
	Mileage by Road
	Allowance
	Conveyance
	Total
	Remarks

	Station
	Date
	Hour
	Station
	Date
	Hour
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Head Account …………………………………..




      Amount in words      Rupees
…………………….............................


















…………………………………………









Pay Rs. ………………………………..




…………………………………………

Signature

Checked by



Vice Chancellor


Comptroller








The order sanctioning the move should be furnished or the claim should be countersigned by the Authority empowered to sanction the move.  The Travelling claim must be submitted immediately after the completion of the journey within one week.  The Account Department is not required to call on the submission of Travelling claims in adjustment of advances.  The claim in all cases should be countersigned by the Accounts Department before it is passed by Authority.

The balance amount of advance, if taken for the journey, must be deposited at the time of receiving the payment of bill.

