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THE KHYBER l';\}\'HTUNKﬁWA PROVINCIAL HOUSING AUTHORITY

EMPLOYLFES (TRAVELLING ALLOWANCE) REGULATIONS, 2022

CHAPTER-I

1. Short Title: These Regulations may be called the Provincial Housing
Authority Travelling Allowance Regulations, 2022.

2. Extent of Application:
These regulations shall apply to: -

i.

ii.

iii.

Regular employees of Provincial Housing Authority and its all sub
oftices.

All employees on contract, members of Authority and special
committee etc.

Officers/Officials on deputation with the Authority from the Federal or
Provincial Government, or any other organization otherwise
determined in any particular case or if the officer/official opts to be
governed by the regulation of his parent department as per terms and
conditions of deputation. ’

3. Definitions:

In these regulations, unless the context otherwise requires the following
expressions shall have the meanings hereby respectively assigned to them, that

. it to say: -

i. “Act” means the Khyber Pakhtunkhwa Provincial Housing
* Authority Act, 2005 (North-West Frontier Province Housing
Authority Act 2005 No. XI of 2005);

ii.  “Authority” means the Khyber Pakhtunkhwa Provincial Housing
Authority constituted under section-3 (3) of the Act.

iii. “Provincial Housing Authority (PHA)” means the Khyber
Pakhtunkhwa Provincial Housing Authority constituted under
section-3 (1) of the Act.

iv.  “authorized medical attendant” means a Mcdical Officer of Board
required to attend an employee or his family under the regulations
relating to medical attendance on employees.

v. “employee” means the employee as defined in the Acthority’s
Service Regulations 2022, and for the purposes of these
regulations shall include the officers/officials.
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X1.

Xii.

xiii.
Xiv.

Xv. -

vi, “competent authority” in relation to the exercise of any power

means an authority to which powers under the regulations may
. have been delegated. ' :

vii. “controlling officer” means an officer declared as such for

. exercising supervision over the Traveling Allowance claims of the
. employee of the Authority. '

viii. “daily allowance” means a uniform allowance for each day

| absence from the headquarters in connection with official duty,
which is intended to cover, the ordinary daily charges, incurred by
' PHA employees;, in consequence of such duty.

ix. “day” meansa calendar day beginning and ending at midnight.
x. “family” means an employee’s: - S

- a. wife or wives, or husband as the case may be residing with or.
wholly dependent upon him.

~ b. legitimate children and step-children under 12 years of age.

¢. legitimate children and step-children not more than 24 years old,

if residing with and wholly dependent upon him, and

d adopted child not more than 24 years old subject to the

following conditions:

i). the employee has no legitimate or step child of his own.

ii). prior approval of the competent authority for having adopted
the child has been obtained. I

iii). the Authority’s liability will be restricted to one adopted
child only.

iv). adopted child will cease to be a member of the family' if
after his adoption the employee has legitimate or step-child of
his own, and

v). adopted child is residing with and wholly dependent upon
the employee. ‘

“Finance Department” means the Finance Department of the
Government of Khyber Pakhtunkhwa. '

“finance wing” mean the Finance Section of the PHA.

~ «“Government” means Government of Khyber Pakhtunkhwa.

“headquarter” means office of the Director General PHA.

“holiday” means a day declai'éd as such, by order of the Authority and
includes optional or a gazetted holiday.
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xvi.  “Director General” means Director General of the Provincial Housing
Authority. :

xvii. “pay” means as defmed in the Fundamental Regulations.

xviii. “project” 'means a llousmg prOJect/sc,heme under execution or
implementation. '

Xix. - “prescribed” means prescribed by PHA regulations.
XX.  “province” means the Khyber Pakhtunkhwa.

xxi.  “public conveyance” means a railway train, bus or other conveyance,
which plies regularly on a given course for the conveyance of
passengers. ‘

'4, Naturc of Travelling Allowance: - ,

(i) Travelling Allowance is granted to an employee to cover the expenses,

which he incurs on travelling in the interest of Authority’s Services.

(ii)  An employee’s claim to travelling allowance shall be regulated by the
- regulations in force at the time the journey in respect of which the
claim is made, is under taken.
5. Functions of Controllmg Officers:

A Controlling Officer in order ensure that travellmg allowance is not turned

into a source of Profit and that lravclhng is resulted to only when it is

necessary in the interest of Authorlty s Service may:

a.  Issue instructions limiting the extent of tourm{, to be done by a
subordinate officer.

~b. If the subordinate officer is in receipt of a permanent tlavellm;:
allowance and has done inadequate touring, may reduce the amount
of such permanent travelling allowance.

¢.  Issue instructions to a subordinate employee to regulate his touring in
such a way as to minimize unnccessmy large claims for travelling
allowance.

6. Countersignature of Trawcllmg Allowancc Bill:
No bill for travellmg, allowance shall be paid, unless it has been signed by
: authou/ed officer and countermgncd by the Controlling Officer.
7. Bar on Delegation.of Duty of Countersignature:

Unless expressly permitted by the Ai;thori_ty, the Controlling Officer shall not
delegate to a subordinate his duty ol countersignature on TA Bills.
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8. '(1) Dutics df Controlling Officer: - i “
Before signing of countersigning a travelling allowance bill, the Controlling -
Officer shall G et :

I

@
(b)

(©

allow employees on tdu: on approved tour program;

scrutinize the necessity, frequency and duration of journey and halts
for which travelling allowance is claimed, and disallow the whole or
any part of the travelling allowance claimed for any journey or halt
if he considers that a journey or halt was unnecessary unduly
protracted, or that a halt was of excessive duration;

scrutinize carefully the distance entered in ti;ai/elling‘allowance bills

~ and satisfy himself by maintaining proper check registers of bills
- signed or countersigned by him, that a double payment for one and
~ the same journey is not passed; :

)

satisfy himself that, where the actual cost of transporting personal

 effects, etc, is claimed under these regulations the scale on which
- such personal effects, were transported was reasonable and to
- disallow any claim which, in his opinion, does not fulfil that
- condition;

(e

exercise care that there is no evasion or breach of the fundamental

- principal of travelling allowance, viz that the allowance is not be a
- source of profit; : :

®

(®

observe any subsidiary regulations or orders which a competent

. authority may make for his guidance.

Judge on the circumstances of each case whether the officer making

- the journey could or could not have purchased a return ticket and to

'~ allow travelling allowance accordingly whén he considers that the

i

(h)

officer making the journey could have purchased a return ticket; and

satisfy himself that the mileage allowance for journeys by railways
or steamer or other public conveyance has been claimed at the rate

'~ applicable to the class of accommodation actually used.

(ii) In r:éspect of officers of various grades the controlling officers have been
specified in schedule A, annexed to these regulations.

9. Jourlieys for which Travelling Allowance may be _dfaWn: »

Travelli#;g allowance may be drawn in respect of a journey petfo’fmed for any
of the following purposes: T

(a)

(b)

(c)

@

For the purpose of tour,

On transfer,

On joining a first api)oinlment,

On retirement, suspension, dismissal, death or termination of

employment.
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(e) To attend a course of training or to appear at an examination.
) To give evidence i in a court or to attend an inquiry or conference.
(g) Toobtainor furmsh ‘medical advnce or treatment.
(h) To attend an official function, Workshop and Seminar etc and
(i) Any special purpose authorised by competent authority.
10. Journeys within sixtcen kilomcters:.

The pay of an employee is supposed to include the cost of maintaining a
conveyance proper to his status, and therefore, journeys within sixteen
kilometers of his headquarters, not is he to be paid for journeys for his
residence to the ofhce

11. Conveyance Allowance:

Conveyance allowance is of two kinds:

(i)  that sanctioned on the condition that a pamcular type of conveyance
will be maintained by the employee. :

(i) that sanctioned without any such condition being imposed.

CHAPTER-2

1. Tour
An employee is on tour when he is absent on duty from his headquarters with
proper sanction after within or beyond his sphere of duty.
P Absence on duty in doubtful cases:
A competent authority” inay decide where an absence from headquarters,
where in a particular case or in any specified class of cases, is absence on duty
for the purpose of regulation 2.1.
Note: When power is exercised under this regulation a copy of .
- the sanction briefly giving the grounds of sanction
should be sent to the Finance Wing of the Authority.

3. Limitations of Journey

Travelling allowance may not be drawn for any journcy durm;._. which an
employee does not reach a point outside the radius of sixteen kilometers from
his headquarters. The radius of sixteen kilometers will be calculated with
reference to the nearest practicable route.

-4, Kinds of Travelling Allowance:

The following are the different kinds of travelling allowances, which inay be
drawn by employees for journeys on tour.,

(a)  Permanent Travelling Allowance.
(b)  Kilometre and Daily Allowance.

T




5.

&.

’Pemammft Travelims Aﬂﬂmanm

A permanent momnthly sravelllimg aﬁlllmwmm: nmmy e granted by @ competent '
authority to amy mmpllwae winose duties reguire him o travel” extemsively.
Such an allowanoe s gramdied] im fien of all oiher Fomms of tesvelliing aillosanoe
for journeys: mﬂﬂnmﬂﬂme cmploryee”s. Spere oif dutty amdl 15 diravem il the: year,
round, wiether the employee is alhsent o s hendigmanter e mot. Such zn
allowance would be afmissite whon it is specifically samotioned a5 am
aﬂomm«: in the Budget Estimates of tie Ammmwﬁmwﬁml [pOBtS.

An emp‘my@e depuied 4o umdlerge 2 ocourse of iimwellling. mmay demw @
COUVEYNCT allowanoe Gr POMMEERESTL travielling alllowamoe o nEsptFin 2
cunve}mw, and ibe sanotiomims o ooty dieputing: e employee is saished
that om eq;nw of the couwrse e is likely o et o dhe post to. wiiic the
allmvamat. is attached.

Eﬁm@ﬂ% ﬂfEmW

For the purposes of ihese nogat

following groups: - ‘ o
Category s Puy Scaley of Empliyers
L ' BPS-I7 amd albwve
ﬁ BPES-14 o 16.
i | BES-1 o 13

v  BPS-01 tiv 10,
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«Chapter-3
1. Detinition and Principlessof Allowance:
A Kilometre Allowance is an allowance :cdlculated «on 'the -distance travelled,
dllowed to :meet :the cost «of :a particilar jjourney, :and is ;governed by the
zfﬂfl-lnwiug;‘principlcs: ‘ :
a.  Forithepurpose '.dftcélclilatiug ikilometre-allowance, a journey between
‘two places shall ibe . deemed ito thave ibeen petformed by the shortest of
two :or 'more ;practicable routes ‘or 'by ‘the «cheapest -of such routes .as
--may ‘be equally:short.

‘. The shortest ‘route :is ‘that 'by ‘which the itravelling :can most speedily
teach ihis .destination by tthe ordinary \modes :of travelling. In case -of
-doubt the Director General ‘may devide which shall ‘be regarded as the
shortest.of two-ormore routes.

c. Ifanemployee:travels’b.aroute, whichiismot the shortest but a cheaper
than the shortest, :his [kilometre :dllowance :should be -calculated on ‘the
Toute.actually used. :

2. Point of@ommcncement;aiﬁl;l;ﬁﬂ of Journey
- Kilometre allowance :shall tbe admissible :from ithe residence .of the employee
to:the’bus stand, railway station ‘oritheairport, .or ‘the sea/river post as the case
may ‘be, at 'his éheaﬂguartgrs :and ifrom tthe wailway station or the airport
residence:at the -out station, 'éigstead ‘of tfrom -and \upto 'the Chief Public Office
(GPO:orDCO-etc). ,
3. él)iﬂ'crcnt-fRatesiforl)iffcrcnth!asséssdf,.*flnurneys: ‘
Kilometre Allowance iis ‘di flerently calculated according 'to as the journcy s,
or-could be:performed:by:railway, 'by:sea:orriver:steamer, ‘by road orby air.
‘The following:areithe. Authorized'modesoftravel:
1. Rail. |
2.  'Road:
a. ‘Car.
'b. Taxi.
-¢. 'PassengeriBus.
d. Motor:Cycle.
€. ‘Cydle.or'Foot.
3. Air.
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(ii)

4. Kilomctx'e Allowance for Journey by Rail\;'ay:

® For the purpose of calculating .kilm“netre allowance, employees when

“travelling by railway are considered to be entitled to accommodation
according to the following scales:

a. | Officers of the Category I Air Conditioned

Accommodation

b. | Employees of Category [1& 111 | First Class (Sleeper)

Accommodation

| c. | Employees of Category VI ' Second Class Accommodation

;The kilometre allowance for a journey by railway ‘admissible to an
‘employee is the fare actually paid for the journey in a class of
:accommodation to which he is entitled or in a lower class, plus half of
the fare of the class of accommodation to which he is entitled.

Notes: (a)

(b)

All 1ol tax or surcharge, if actually paid with
the fare, should be included in the kilometre

allowance.

An employee who reserves his seat in a train for
official business but subsequently due to an
unexpected‘ change in programme,  gets the
reservation  cancelled, — may be allowed

reimbursement of the reservation fee and. any

deduction made by Railway Authorities before
refunding the price of the tickets, provided that
it is certified by the Controlling Officer that:

i Cancellation was unavoidablefdhd in the
public interest and :

ii. The booking was cancelled at the earliest
opportunity. '
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m 7/1c provmons contained in note (b) shall
" mutates - mutandis apply where an
’mployee on his transfer reserves his seat
but due to unexpected change in the
programnie gets the reservation cancelled.
The said provision shall apply and the
concession of reimbursement shall be
admissible also in the case of cancellation
of the reservation of seats for the members
of the family of the employees, provided
that the reservation of seats for the
members of family was made alongwiih the
reservation of the seat for the employee
concerned.

, EXTRAORDINARY, 6t JANUARY, 2023

“iv. Reservation charges, if actually paid by an
employee are included in the term “the
Jare actually paid” in sub regulation (ii)
, above.
5. Kilometre Allowance for Journey by Road:

Kilometre Allowance for journeys by road is admissible at the following rates:

Mode of Travel 'Catégory of Rate per kilometer
: ~ Employees
(i).  Personal car or by EEEE | Rs.10/-
engaging a full taxi. - I
(i)  Borrowed Car, T O . Rs.10/-
(i) Motorcycle/ . n&m Rs.4/-
Scooter/Animal o

Drawn carriage

(iv) Bicycle, animal Back RS v Rs.2/-
or on foot B

(v)  Public Transport  LtolV Rs.2.5/-
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Note: i) Actual bus farewill.be admissible where the fare
: is more than Kilometre allowance by road.

ii) A personal car is a car registered in the name of
\ the employee or his wife or her husband as the
‘ ' case may be.

iii) Where an Authority vehicle is provided for use
by, and made available to an officer, such
officer shall not be entitled to any road mileage.
However if at any time the Authority vehicle
provided to an officer is not in order, under

: repair or is oiherwise not available to the officer

i for a particular journey, it should be construed

: that the Authority vehicle is not available and

the use of personal car will then be permissible.

The Officer concerned may draw kilometre

allowance  as admissible ~ under these

regulations, afier recording a certificate on the

TA bill ‘indicating therein why the Authority

vehicle could not be used by him for the journey.

iv) Borrowed Car. An employee travelling in a
borrowed ~motorcar may charge - mileage
allowance at the rate of 80 paisas per Kilometre

“’ ; if he incurs the cost of propulsion himself. In the

; bill claiming the travelling allowance in such a
case, the employee should give the number of
the car and the name and occupation of its
owner and record a certificate to the effect that -
he paid the cost of propulsion himself.

v) Wiere ar employee, while travelling on duty, is
required to pay and pays toll tax on motor way
’ or oithers, he shall be entitled to recover the
amount in addition to the kilomeire allowance

admissible to him. :

vi) When road kilometre is claimed for a journey by -
road between places connected by railway, it
shall be open lo the controlling officer either to
allow full road kilometre if he is satisfied that
the interest of the Authority was served by road
journcy which would not have been served had
the employee travelled by railway, or to limit the
kilomeire allowance to what would have been
admissible had the employee ravelled by
railways. '

vii)  Toll taxes on roads shall be re-imbursable on
production of actual receipls alongwith T.A.
bills. '
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6.

Joint Travel in one conveyance

Where two or more employees travel in the same conveyance only that officer
who either owns the conveyance or has hired it, may draw kilometre and daily
allowance, while the rest may draw only daily allowance. A note showing the
circumstances of such a journey should be made on the travelling allowance bill
of each such employee.

Note i Where an employee while travelling on duty,
required to pay and pays toll he shall be entitled to
recover the amount in addition to the kilometre
“allowance admissible to him.

Note i - No kilometre allowance is admissible for journeys
within the Municipal limits or cantonment limits of
the town of hallt.

Fraction of kilometre to be omitted.

_In calculation kilometre allowance for journeys by road, fractions of a Kilometre

should be omitted from the total of the amount claimed for a complete journey but
not from the various items which make up the complete journey. Each complete
Journey on tour ends when an employee returns to headquarters or to a place in
which his headquarters are situated; whether he halts there or not.

Journey by Air

‘(' 1) Journey by air shall be admissible on tour or on transfer in the following

cases, namely: -

(a) in the case of an officer holding a post in Scale-17 and above and
those drawing monthly pay of Rs. 5,400/- or more;

. (b) _inthe case an officer to whom clause (a) does not apply, whenever
the competent authorises travel by air on the ground that air travel
~ is necessary in the interest of the Authority.

(2) All employees shall travel in economy class while undertaking journey on
duty by air within Pakistan.

(3) ~An employee entitled to travel by air on tour shall be entitled to one
airfare ‘or the actual cost of the return air tickets if such tickets are
available.

(4)  An employee who is not authorised to travel by air but who performs a
journey by air on tour may draw only the travell ing allowance to which he
would have been entitled if he had travelled by rail or road subject to the
condition that travelling allowance so drawn shall, in no case, exceed the

~ travelling allowance that would have been admissible to him under sub-
regulation (4).

(5)  All group of employeés arc authorised to travel by air to and from Chitral,
Gilgit and Skardu.

Note: In the case of air travel the counterfoil of the air ticket
should be attached to the T.A. bill.
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jod

3.

Chapter -

' Daily Allowance
Daily Allowance defined:

(1) A daily allowance is a uniform allowance for each day of absence from
Headquarters that is intended to cover the extra daily expenditure
incurred by an employee inconsequence of such absence.

(2) A day is to be reckoned from midnight.

Explanation — A part of the day, at the commencement or end of the
tour, is to be reckoned as a day for which daily
allowance will be admissible; provided that if the
commencement or end of the tour falls on the same
day, only one daily allowance will be admissible.

Daily allowance to be drawn on tour

Unless in any case it be otherwise expressly provided, a daily allowance may
be drawn while on tour by every employee whose duties require that he should
travel and shall not be drawn except while on tour.

Rate of daily allowance: ‘

The Daily Allowance shall be admiésiblé on the following scales as notified

by the Finance Department vide Notification No. F D/SOSR-II/8-52/2017 dated
14.07.2017 and will be enhanced/revised from time to time as per Govt Policy.

BPF | Revised O;dinary " Special Rates
| | Rates

1-4; Rs. 496/- —[Rs. 800"
511 Rs. 624/~ Rs. 880/~ _
1216 | Rs 11200 — R a0
718 | Rs. 2000 [ Rs. 2560/
19{20 Rs. 2480 Rs. 3280/-

2T Rs. 2800/ —Rs. 40007
2 Rs. 28007 —[Rs. 4800~
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Note: i)Special D.A. will be admissible for the following places: -

Rawalpindi / Islamabad, Hyderabad, Karachi, Lahore,
Faisalabad, - Multan,  Peshawar, — Quetta,  Saidu
Sharif/Mingora, : Abottabad, Murree and Galiat of
Hazara Divsision.

i) Ordinary D.A. will bé admissible for all other places.

i) The above rates have been adopted from the . Government
notified rates and sha!l accordingly be  adopted and revised as and
when notified by the = Government.

iv) An officer/official ‘of the Authority who while on tour, is
obliged 1o stay in a hotel or any residential club, rest
houses and guest houses shall, in addition to daily
allowance, be allowed reimbursement of actual rent
paid not exceeding three - times of daily allowance
subject 1o the production of receipt/voucher ai the
Jollowing stations of touring duty: - ’

Rawlpindi  /  Islamabad,  Hyderabad, Faisalabad,
Lahore, Multan, Peshawar, Quelta, Said
ShariffMingora, = Chitral, Abbottabad and Murree and
‘Galiat of Hazara Division: 3 times the amount of
special D.A.

*“Provided that such employees of PHA not be
required to produce receipt for claiming actual roorm
rent charges Jor staying in Hotels/Motels” and.

*“Employees in BPS-20 and above may stay in
Government  Guest  Houses, Public . Sector
Corporations, Rest Houses and Motels/Hotels and
claim actual room rent charges on production of
‘receipt subject to a maximum of three Daily Alfowance
Jor specified stations and one and half  Daily
- Allowance at non-specified stations”.

*Provided that such employees shall not required to
produce for claiming actual rent charges for staying in
Hotels/Motels.

*“Provided further that in cases where the actieal
room rent charges are in excess of the maximum
ceiling afore mention, fifty percent of the additivical
amount will be paid by employces on production of
receipt for payiment of room charges”.

* (NO.FD(SOSR.I1)8-52/2005. Dated 21-05-2005
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4.

W

Conveyance provldcd by the Authont)
(a) Slwrt Jjourney fromy Headquarte.

When an «.mployee travels by conveyance provnded by the Authority
and the journey is beyond sixteen (16) kilometers will be entitled to
draw half daily allowance for absence from his headquarters on official
’ duty for more than six consecutive hours and return to his headquarters
the same day. For absence of less than six hours no daily allowance

will be admissible.
L

- (b) Joll((teys during Taur

Wheu on journey other thai a iourney by rmlway, an employee uses a
mems of locomotive provided at the expenses of the Authority, he may
draw full daily allowance of his category for mght stay as spec1ﬁed in
notes below Regulatlon 4.3. :

Travellmg .nllowance calculated w:th rcference to purpose of journey:.

(1) The travelhng allowance adnus51ble to an employce for any journey
slmll be calculated with reference to the purpose of the journey. »

(2) Unless in any case it be’ otherwxse prov1ded in these regulatlons an
' employee ‘making a journey for any purpose, is not entitled to recover
from the Authority, the cost of transpoxtmg his family or his personal

§ "lug,g,age conveyance, tents and camp equipage. : ,

Employecs who are not cntltled to travellmg allowance for Joumeys on

tour.

| Where a competent authornty hde declaled that the pay of a particular

employeg or class of employee has been ﬁxed as to compensate him or them
for the cost of all journeys, other than journeys by rail or steamer within the
employee sphere of duty, such an employee may not draw travelling .

~allowance for such journeys though he may draw mlleage allowance for
‘ Joumeys} by rail or streamer.- : :

Such employees or employees may, however draw travellmg allowanco B
calculated under the ordinary regulations for the entire journey, including such
pait of it as is within his sphere of duty, when travellmg with proper sanction
beyond l‘ms or their sphere of duty. : S

Dlstame to be travellcd before travellmg allowance is admlssr.ble

Travellmg allowance ‘may not be drawn for any Joumey dunng which an
employee does not reach a point outside the radius of sixteen kilometers from
his Headquartels The radius of sixteen kilometers will be calculated with
retcrence to the nearest pxactlcable route.

Nole A competent authority may .sancnon comeyance'

‘ * charges actually incurred by an employee in perjorming

! official duties within 16 km of fus headquarters ax
under: -
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8.

10.

Category of Public Own Transport
Employee __Transport
Ltolll Rs.5/- Car/Jeep reimburse-
per kilometre | ment of Rs.5/- per km
(4 Rs.2.5/- Any transport.
‘ per kilometre

Determination of Scale of employee in transit.

(@

(0)

An Employee in transit from one post to another ranks in the scale to
which the holding of the lower of the two posts would entitle him.

If the initial order of transfer is modified while the employee is in
transit, his travelling allowance shall be regulated in accordance with
the initial or the final orders of transfer, whichever entitles him to rank
in the lower scale; provided that if the initial order entitled him to
travelling allowance in a higher scale he may be allowed to claim
travelling allowance admissible according to that scale on his
certifying that he actually travelled by the mode of conveyance of the
class admissible to an officer of the scale.

Scale of part time Employee

An employee whose whole time is not retained for the public service, or is
remunerated wholly or partly by fees, ranks in such grade as a competent
authority may declare.

Revision of Travelling Allowance due to Retrospective Promotion or

(a)

(b)

" Reversion.

The travelling allowance of an employee who is promoted or reverted
or is granted an increased rate of pay with retrospective effect should

~not be revised in respect of the period intervening between the date of

promotion, or reversion and date on which it is ordered, except when
the promotion or reversion or increase in salary implies a change of
duties. In the case of travelling allowance bills not presented or paid
before the promotion is ordered, the travelling allowance at revised

rates can be claimed by the employee.

When an employee is permitted for his own convenience to perform
his duties at a station other than his Head Quarters, he is not entitled to
draw any travelling allowance for the journeys to or daily allowance
for halts at such station. A competent Authority may decide what
should be considered to be the place of duty of an employee for the

- purposes of these regulations.




-.Chapter-5._

Journey on Tour

Headquilrtcrs of an employee:

(1)  The headquarter of an employee shall be at such a place as the Director
General may by order in writing specify. :

(2) As a general regulation and subject to anmy special orders of the
Director General in particular case, the headquarters of an employee
shall be the headquarters of the office of the Authority where he is

~ employed and where the records of his office are kept.

When ah employee is on tour: ,

(1)  An employee shall be on tour when absent on duty, from his
headquarters either within or, with proper sanction, beyond his sphere
of duty.

(2) In a case of doubt the Director General may decide whether an absence

from headquarters, whether in a particular case or in any specified
class of cases, is absence on duty for the purpose of sub-regulation (1).

(3)  The Director General may impose such restrictions as he may think fit
on the frequency and duration of journey to be made on tour by any
employee or class of employees. S

1‘ravelling Allowance on tour drawn in the shape of Daily Allowance:

Except ?vhere otherwise expressly provided in these regulations, an employee.
may draw travelling allowance for journey on tour in the shape of daily
allowance. ' .

When daily allowance may be drawn.

Daily Allowance for each calendar day shall be admissible for the period of
absence from headquarters involving actual night stop ‘at the place of halt.
Where night stop is not provided and if absence from headquarters exceeds
four hours including time spent in transit, half daily allowance shall be
admissible. Not more than one daily allowance shall be admissible on any
calendar day involving night stop. A fraction of a calendar day shall be

reckoned as a calendar day for this purpose. A period of absence from

headquarter commences from the time of departure of the employee from his
office or residence, as the case may be, till the time of his return to his office
or residence as the case may be. The period of forced delay in transit may be
treated as part of the total transit period. -

{Vote: i) An employee who takes casual leave when on
; tour is not entitled to draw daily allowance
during such leave. :
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Note: ii) Aniemployée”‘whd\during the course of his tour
returns temporarily to Head Quarters on Sunday
or a public holiday to attend to his private
business is not entitled to draw daily allowance

- for the day or days spent at Head Quarters.

Note: iii) The rate of daily allowance of an employee who
spent part of a day in one locality and part in a
locality for which a different rate of daily
allowance is admissible should be determined
according to the place where he spends ihe
major part of such day. The principle will also
apply in the case of incomplete days at the
beginning and end of a tour, and an employee
will be entitled to daily allowance at the higher
rate fixed for a locality if his hali at that place
was more half of the period of the incomplete
period of the day in question.

Note: iv) An  employee who takes casual leave
- - immediately on the conclusion of temporary duty
will draw D.A. for the day of departure firom the
outstation to which he would have been entitled

had he not proceeded on casual leave.

5. ‘Exchange of Daily Allowance with Kilometre Allowance:

(1)

)

Subject to any conditions which a competent authority may by general
or special order impose an employee may exchange his Daily
Allowance for Kilometre Allowance on any day on which:

(a)  he travels by railway: or .
(b)  he travels more than thirty two kilometers by road: or

(c) he travels by air:

Provided that if a continuous journey extends over more than one day,

the exchange must be made for all such days and not for a part of them.

When a journey by road is combined with a journey by railway, under
clause (a) in sub-regulation ( 1):

(@)  Kilometre Allowance may be drawn on- account of such

kilometre but such kilometre shall be limited to the amount of
daily allowance under the journey by road exceeds thirty two
kilo meters; and

(b) unless such journey by road be a journey to, or from, the
employee’s headquarters or temporary residence at a place of
halt, kilometre allowance shall be calculated on the distance
actually travelled without regard to the points specified in
regulation 4.1.
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Chapter -6
| J ourney on Transfer
1. General condition of admissibility.
(a) Travelling Allowance may not be drawn under this Chapter by an

(b)

Employce on transfer from one station to another unless he is
transferred in the interest of the Authority. A transfer at his own
request should not be treated as a transfer in the Authority’s interest
unless the authority sanctioning the transfer, for special reasons which
should be recorded, otherwise directs.

A competent authority may depute an employee on duty outside his
Head Quarter and order him to reside at a temporary Had Quarters for
a period not exceeding one month. In such circumstances travelling .
allowances as on transfer will not be admissible and the employee in
question will only draw travelling allowance as on tour. '

2. Elements of the travelling allowance on transfer.

Travelling allowance for a journey on transfer is meant to cover: -

a). the cost of transportation of the civil servant and his family;
b). éXpenditure incidental to the travelling of the employee and his family;
c). transportation cost of personal effects of the employee and his family;
and B
d) in certain cases the cost of the transportation of a conveyance Or
conveyances of an employee.
3. Travelling allowance will be admissible in respect of all items of expenditure

specified in regulation 6.2 provided that the transportation in question took
place not earlier than one month and not later than six months of the date on
which the employee took over charge of the now post.

{
4. Travelling allowance for journeys on transfer includes:

a) mileage allowance for the employee and his family to cover the cost
of their transportation; : '

b) daily allowance for the employees and his family to cover incidental
expenses; ‘
¢)  cost of transportation of the personal effects of the employee subject

to certain limits as per Regulation-6.5(2) ; and

d) cost of moving motor car, or other conveyance under certain

circumstances.
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5.

Transfer Grant
In addition to the mileage and daily allowance, transfer grant at the following rate
shall also be admissible to the employee: -

(1) Transfer grant equal 1o one month’s pay of the employee. If he
possesses a family, or equivalent to half a month’s pay if he does not

possess a family.
Note: In case of transfer between two stations it is clarified

that: -

() Transfer travelling allowance is admissible
where change of residence is involved in
consequence of the change of headquarters; and

(ii) Transfer travelling allowance is not admissible
where: - '
(a) change of residence is not involved in

consequence  of the change of
headquarters; or

(b)  change of residence takes Place
’ otherwise than in consequence of the
change of headquarters.

(2) An employee shall be entitled under the regulations to the cost of
transportation of his personal effects not exceeding the following

maxims: -
Group of If possessing A If not possessing A
Employee. _family. family.
Kilograms Kilograms
I 4500 2240
11 3000 1500
I 1500 760
v 560 380
(@  Cost of carriage of personal effects upto the maximum number

(b)

of kilograms as shown above shall be allowed at the rate of Rs.
1 per 100 kilogram per road kilo meter from the residence of
the employee at the old station to his residence at new station,
irrespective of the mode by which the personal effect was
carried. It will not be hecessary to call for receipts in support of
his claim of cost of transportation of personal effects but the
employee shall certify the kilograms actually transported.

The employee claiming the cost of transportation of personal
effects ‘shall be required inter-alia: -

i) to render a certificate to the effect that the actual
expenses incurred are not less than the amount claimed;
and
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i)  to indicate, in that certificate the- weight of personal

-~ effects a_ctiially carried and the amount actually paid for
. their transport. EE ' s
6. Employée taking over charge or handing overcharge .at a_.place"other than
his Headquarters ' e SIS O

An emplioyee tranéfen'ed from one post to another’who is permitted to hand
over charge of his post or to take over the charge of the new post at a place
other than the headquarters is entitled to: - "

(@) Traveling allowanée as on tour‘fofﬁthe_journey to the place of taking
over or handing over and also for the journey from such a place to his
new headquarters; : ' ‘

(b)  Traveling allowance as transfer, except, his own mileage: and daily
allowance for the journeys from his: old -headquarters to the new
headquarters. S L S
7. Sending away family to another place while on Transfer or on Transfer or
on Deputation for Training =~ i
(@  Anemployee who in consequence of his transfer or deputation on a course
. : of training in whi;:}h_“tr_aVe,l‘ing allowance as on transfer is admissible, is
obliéed to send his family to a station other than his new headquarters or
place of training, may draw traveling allowance for his family to that other
: station,  subject to the condition that it does not ‘exceed the traveling
allowance Wwhich would have been admissible if the family had
accmnpanied him to his new headquarters or place of training.

(b)  The employees proceeding on foreign training for more than 3 months will
~ be entitled to claim traveling allowance for their family in case they have to
send their families to some other station. This traveling allowance will be
admissible to the family of the employee for their journey back to the
respective station of duty when the employee returns from abroad after
completing his foreign training. ‘The rate of traveling allowance will be’

- admissible as on transfer. o s ‘

i
i

H N . FaR
| T :

8. An employee appointed to a New Post'while' m leahsit g ‘
An employee appointed to anew post while in transit from one post to another

is entitled to draw traveling allowance as on ‘transfer for so much of the -

“journey as he has accomplished when he receives fresh orders and for the
journey from the place at which he receives such orders to his new station.
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9.

10.

11.

An employee transferred after enjoying leave

An employee who goes on leave after he has handed over charge of his old
post and before he has taken over charge of his new post, is entitled to claim
traveling allowance on transfer from his old station to his new post, whether
the order of transfer is recéived before or after the commencement of his

leave.

Transfer T.A. of Deput‘ationists‘

Transfer Travéling Allowance of a Government Servant on deputation to
Authority for journey to join the Authority and when reverting to duty under
Government shall be borne by the Authority.

Journeys other than those on To‘ur or Transfer.

)

Journey on Termination of Service

Unless a competent authority so permit no person is entitled to any
travelling allowance for a journey made after his dismissal or
termination of his service provided that: -

An employee retiring from the Authority’s service may draw

(@

(b)

“travelling allowance as on transfer from his last headquarters to

the place where the controlling officer certifies he is due to
settle provided that he shall not be entitled to the transfer grant
admissible to the other employees; and

The family of the employee who dies while in service shall be
entitedto: - '

®

(i)

(iii)

(@iv)

)

mileage allowance for each member of the family from
his last headquarters to the place where the
controlling authority certifies that the family is due to
settle.

| daily allowance for each member of his family at the

rate if the journey is performed by means other than by
rail; o _

two extra ‘mileage allowance to cover incidental
charges.

The cost of transportation of personal effects, not
exceeding the maximum weight prescribed as on
transfer;

for Packing, cratihg and handling of personal effects,
the actual expenses subject are to the following
maxims:-

Category [ & 11 - Rs.1000/-
“ 1 _ - Rs.700/-
“ v - Rs.500/-
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TA: under this ition will be admissible if the
jaurtzey,bnd ti'anspoftatiok took place either during
leave preparatory to. retirement or one month before
the actual daie of retirement but not later than six
months of the date of actual retirement.

‘ Note.'v i

i, Advance payment for expenditure at (a) and (b)
above shall be made and be treated as final payment.

2) Journesr on first Appointment

(@  Unless a competent authority by special or general order so

' permits, travelling allowance is not admissible to any person
appointed to a post in Authority Service who is not at the time
holding any appeintment under Authority, for the journey to
join his post. ’ ’

(b) Travelling Allowance is not admissible for a journey

undertaken to procure medial certificate required on first

appointment to Authority Service. .

1

A3) Jourmi:y'on Course of Training.

When an employee is selected to undergo a course of training not
exceeding three months, he will be allowed at the place of training daily
allowance at full rate for the entire period of halt. In case the training

institution provides boarding/lodging facilities, the competent authority
may reduce the amount of daily allowance or authorize fixed monthly

allowance as is considered necessary.

‘Where the course of training exceeds 3 months, the competent
authority may decide the scale on which the employee shall draw
travelling allowance for the first journey to and the last journey from the
place of training -and for halt at such place. The competent authority
may decide the scale, if any on which he shall draw.

‘ Chapter - 7 E
-~ Journey to Give Evidence in a Court, to Attend an Inquiry or Conference.
1. CourtiAttendancc ’
An employee summoned to give evidence: -

(a) ;in a civil or criminal case, a case before a court martial or a
- departmental enquiry held by a properly constituted authority in

Pakistan or before a court in a merged State or in foreign territory,

' provided the facts as to which he is to give evidence have come to his
o knowledge in the dischargel of his public duties; or

(b)  before a committee appointed by Authority/Government; may draw
travelling allowance as for a journey on tour attaching to his bill a
- certificate of attendance given by the Court or other authority which
"' summoned him that no travelling allowance has been paid by the Court
- or authority. ' -
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(c) When an employee draws travelling allowance from the Authority he |
may not accept any payment of his expenses in connection with the .
journey from such court or authority, and any fee which may be . !
deposited in the court or with the authority for travelling and

“subsistence allowance of the witness must be credited to Authority; >
and )
(d) .if the court or authority by which he was summoned be in a merged ©

State or in foreign territory, he may be admissible under the regulations
"of the court and credit amount to Authority, stating in his travelling
allowance bill the amount received as allowance and the date of credit
and where no amount is paid to him by the court he should ascertain
the reasons therefore an_d state them in his travailing allowance bill. y

Note i If the court in which he gives evidence .is :
situated within 16 KM. of his HO or within :

. Municipal Limits whichever may be farther, and

travelling allowance is therefore admissible for

the journey, he may if he be not in receipt of

permanent travelling allowance or conveyance

allowance accept such payment of actual

travelling expenses as the court may make.

Note ii.  An employce summoned to given evidence while .
- on leave or on vacations is entitled o travelling Yo
allowance under this regulation from and to the ‘

place from which he is summoned as if he were . ,
_ onduty. o _ : '
2. Journey to attend official functions etc '

~ An ofﬁcér/empl'oyee ‘who is required to attend ceremonial functions other than at the
headquarters may draw travelling allowance for the journey as for a journey on tour

3 Other Cases.

(@)  An employee summoned to give evidence in circumstances other than
~ those specified above is not entitled, by reason of his position as a
Authority, to any payment other than last admissible by the regulations
of the court. If he draws such travelling allowance from the Authority,
he may not accept payment of his expenses from the court or authority !
which summoned him. Any fee which may be deposited in the court or -
-authority for the travelling and subsistence allowance of the witness

must in that case be credited to the Authority.

(b) A competent authority may sanction travelling allowance as for a
journey on tour in a case in which an employee has to undertake
journey to answer a criminal or civil case brought against him in

N respect of an act done by him in the discharge of his official duty and .

e _ ) - in which Authority/Government has decided to undertake his defiance i

’ at public cost. oo : |
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Chapter-8
r” - Journey for Medic;ltlﬂAttehdance
r 1. When the place at which an émployée falls ill is not the Headquarter of the

: authorisz Medical Officer: -

(1) the patient shall be entitled t0 travelling allowance for the journey to
and from such Headquarter, Of;

(i)  if the patient is too ill to travel and under the regulations applicable to
him is in such circumstances, entitled to the attendance of the
authorized Medical Officer at his residence, the authorized Medical

Officer shall be entitled to travelling allowance for the journey to and
from the place where the patient is. |

2. If the authorized Medical Officer is of the opinion that the case of a patient
entitled to treatment under the regulations relating to medial attendance on
employees, ‘and their families is of such a serious or special nature as to

require medial attendance by some person other than himself, or that the
patient requires anti-rabic treatment, he may with the approval of the
competent authority (which shall be obtained before hand, unless the delay

involved entails danger to the health of the patient): -

1) send the patient t0 the nearest specialist or other medical officer in KP,

by whom in his opinion medical attendance is required for the patient,

) and in the case of anti-rabic treatment, t0 the nearest station in KP
where such treatment is available, or

(i)  ifthe patient is t00 ill to transit and is under the regulations applicable
to him entitled to medical treatment at his residence, summon such
specialist or other medical officer to attend upon the patient.

3. A patient sent to a specialist or anti-rabic station under clause 8.1(1) shall on
production of a certificate from the authorized medial officer in this behalf, be
entitled to travelling allowance {or the journey to and from the Headquatter of

the specialist or other medial officer or, as the case may be the place of anti- '
rabic treatment.

4. A specialist or the medical attendant summoned under clause 8.1(ii) shall on
production of a certificate from the authorized Medical Officer in this behalf
be entitled to travelling allowance for the joinery to and from the place where
the patient is. : '
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3.

’ Cﬁapter—9
JOURNEYS TO PLACES OUT OF PAKISTAN

Traveling etc. allowances of persons procceding to places outside Pakistan
on Official Business and those posted in Pakistan Missions abroad while

travelling on their duty abroad except on tour:

The terms will be allowed according to the instruction issued by the Ministry
of Finance, Government of Pakistan or Finance Department, Government of
KP. from time to time. Appendix No.7 to FR and SR contains these
instructions.

Functions of Controlling Officer

A Controlling Officer in order to ensure that travelling allowance is not turned
into a source of profit and that travelling is resorted to only when it is
necessary in the interest of the Authority may:-

(i) Limit the extent of touring to be done by a ’subordinate
employee.

(i)  If the subordinate employee is in receipt of a conveyance
allowance or a permanent travelling allowance and has done
inadequate touring, may reduce the amount of such permanent -
travelling allowance or conveyance allowance.

(ili)  Issue instructions to a subordinate employee to regulate his
touring in such a way as to minimize un-necessarily large
claims for travelling allowance and in such cases to fix
maximum limit of travelling allowance by imposing
administrative cut to the amount of travelling allowance
claimed. = :

Duties bf Controlling Officer

Before signing or countersigning a travelling allowance bill, the Controlling
Officer shall:-

6)) scrutinize the necessity, frequency and duration of Jjourney and
halts for which travelling allowance is claimed, and disallow
the whole or any part of the travelling allowance claimed for

- any journey or halt if he considers that a journey or halt was
un-necessary or unduly protracted, or that a halt was of
excessive duration;

(ii)  scrutinize carefully the distances entered in travelling
allowance bills and satisfy hirnself by maintaining proper check
registers of bills signed or countersigned by him, that a double
payment for one and the same journey is not passed;
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(iii)  satisfy himself | that_;' where the actual cost of transporting
personal effect etc. is claimed under these regulations the
scale on which such personal effects, were transported was
reasonable and to disallow any claim which, in his opinion,

; does not fulfil that condition;

(iv)  exercise care that there is no evasion Or breach of the

" fundamental principle of travelling allowance, viz that the
allowance is not to be a source of profit;

(vi)  observe any subsidiary regulations or order which a competent

‘ authority may make for his guidance;

(vii) satisfy himaself that the mileage allowance for journeys by

! railways or steamer or other public conveyance has been
claimed at the rate applicable to the class of accommodation
actualty used.

4. ADVANCE AGAINST T.A. EXPENSES

An empﬂoyce who is required to travel on the Authority’s business may be permitted
to draw an advance to meet his travelling expenses.

iSCHEDULE OF CONTROLLING OFFICERS

Name of Post v Controlling Officer
Director General ' Himself
" ‘Directors and other officers including ‘ Director General

Contract Officers falling in scale-18 and above

All ofticers in sica.le-l7/equivalent " Director concerned.
All staff and officers in BPS-1to 16 '

Project Emplojees controlled by PHA. ' Project Director

z
Powers to declare the scale in which
a part time or fee paid shall rank Director concerned




