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HUMAN RESOURCES DEPARTMENT,
" H.R.ADMINISTRATION DIVISION, CENTRAL OFFICE
UNION BANK BHAVAN, VIDHAN BHAVAN MARG, MUMBAI-400 021

Staff Circular No. 6636 : Date: 17.06. 2017 _

TO ALL BRANCHES/OFFICES

PROPER SUBMISSICN OF TRAVELLING BILLS

Attention of Staff is invited to Staff Circutar No 6366 dated 16.05.2016 and 6513
- dated 26.12.2016 vide which detailed guidetines on submission of travelling bills
are circutated. It is observed that some of the staff members are still not adhering

to ‘guideh'hes white submitting-Inland TE/Transfer claims for settlement at HR- - -

_Suvidha' Hence, in such cases, department has to reject the claims for proper
resubmission. This may cause displeasure amongst staff members which can easily
be avoided with a little care. This also affects TAT of HR-Suvidha.

Hence, we once again reiterate hereunder important points to be taken care of by
staff members and request att to comply with these points while submitting Inland
TE/Transfer bitls for quick processing:

» Adequate care is to be taken white entering Tour Ptan cum advance
approval as mentioned in Staff Circular Letter No. 1060 dated 22.7.2016.
Staff members are required to enter the exact date of travel of onward
and return journeys with cornplete purpose of the journey. In case of any
training, Workshop, enquiry etc, nomination letter/official order of the
Competent_Authority is required to be up[oaded at the time of final

. submission of TE bitl. - :

> It is observed in some cases, staff members. are choosing indirect/long

- route for reaching the place of visit, place of posting etc incurring higher
travelling cost. 1f it is found without proper reasons/permissions, eligibility
shalt be worked out through shortest available route and within the mode
and class eligible for the concerned staff member only.

Claim for excess baggage charges. In case of air travel, employee is not

entitled for reimbursement of excess baggage charges, as such the same

shoutd be avoided. -
» Transfer TE bills are rejected mostly due to non-submission of the required
documents. in order to facilitate smooth and speedy sanction, process of
transfer TE bills foltowing points are to be taken care of.
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a) Transfer-order and relieving order are to be uploaded.

b)

,C)

d}

£y

8)

h)

Journey t1ckets as per the tour plan sanctioned and duly certIfled as
described 'in Staff Circular No 6322 dated 22,2.2016 are to_be
uploaded with all_boarding passes (in_case of air tickets), bills,
rece]pts etc.

Transportation bills are to be submitted as specified in Staff Circular
6513 dated'26.12.2016_'showing entire break up of charges paid like
freight charges, packing charges, loading and unloading charges,
insurance charges if any and service tax/GST as per the prevailing
guidelines in vogue.

It is observed that transporters are clubbing packmg and insurance
charges in the freight charges with or without the consent of staff
member. It is practically not possible to transport the luggage/movable
itemns without packaging. Since, the freight charges and packing charges
are controlled under different heads for eligibility .point of view, it is
difficult for H.R.Suvidha to settle the claim. Further, the transporter is
having limited lability in case of any damage/loss, it is in the own

interest of the employees to take _the insurance while transportmg_”_“_‘

household.
Keeping in view of the above facts, it has been decided that any invoice

which does not have break up of packaging charges, the notional -

amount @ 10% of the freight amount will be treated as packaging
charges. As.such, in order to avoid any inconvenience, all employees are
advised to ensure proper break-up of expenses like freight charges,
packing charges, loading and unloading charges, insurance charges
and Service tax/GST while taking invoice/bill from the transporter.

Goods Consignment Note (Consignee copy) from the transport operator
should be filled in with all the details such as Wéight, items number,
complete address of consignor and consignee.

Packing_list/List of items transported on the inventory llst of the
transporter required to be submitted. ' -
Payment receipt is compulsorily required evidencing the actual

. payment made to the transporter. 1t is further informed that all
 payments made above Rs. 20,000/- should be paid either by cheque or
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NEFT/RTGS/IMPS etc. Money receipt for the same is to be. obtamed from

the transporter and to be submitted with the claim.

All the staff members are advised to comply with the above guidelines without

GENERAL AGER (HR)
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