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MMTC LIMITED  

MMTC TA/DA RULES 1975 
 

 

1. PREAMBLE 

 

In exercise of the power conferred under Article 89(16) of the Articles of Association of 

MMTC Limited, The Board of Directors hereby make the following rules: - 

 

2. TITLE & COMMENCEMENT 

 

These rules shall be called the “MMTC Travelling Allowance Rules 1975” and shall 

regulate all journeys undertaken on or after 15
th 

July 1975. 
 

3. APPLICATION 

 

These rules shall apply to all regular employees of the Company. 

 

4. DEFINITIONS: 

 

In these rules, unless the context indicates otherwise 

 

i) “CMD and the Board of Directors” means the CMD and the Board of Directors 

of the MMTC Limited.. 

ii) “Competent Authority” means the Chairman-cum-Managing Director or an 

officer to whom the power is delegated by him. 

iii) “Company” means the MMTC Limited and includes all its Regional Offices and 

Sub-Regional Offices. 

iv) “Day” means Calendar day beginning and ending at midnight 

v) “Employee” means any person appointed to any service of post in connection 

with the affairs of the Company but excludes a casual employee. This. 

However, includes employees on apprenticeship training or on deputation from 

Government or any other body to the extent specified in their terms of 

appointment or terms of deputation. 

vi) “Family” means an employee‟s wife or husband, as the case may be, residing 

with the employee and legitimate children, step children, residing with and 

wholly dependent upon the employee. It includes parents, sisters and minor 

brothers residing with and wholly dependent upon the employee for the purpose 

of regulating transfer travelling allowance and LTC claims. 
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NOTE : 

 

1. Not more than one wife is included in the term family for the purposes of 

these Rules. 

 

2. An adopted child shall be considered to be a legitimate child if under the 

personal law of the employee; adoption is legally recognized conferring 

on it the status of natural child. 

3. A legitimate child or step child/parent/sister/minor brother who resides 

with the employee and whose income from all sources including pension 

(inclusive of temporary increase in pension & pension equivalent of 

DCRG benefits) does not exceed Rs. 500/- per month may be deemed to 

be „wholly dependent upon the employee. *1 

 

vii) “Public Conveyance” means a train, steamer, bus or other conveyance, which 

plies regularly for the conveyance of passengers. 

 

viii) “Pay” means amount drawn monthly by an employee as (a) basic pay in grade 

applicable to the post held by him and (b) deputation allowance special pay and 

such other emoluments as may be classed as „Pay‟ by the Company. In the case 

of retired persons whose pay has been fixed after deducting the equivalent of 

pensionary benefits, the amount so deducted will be treated as pay for the 

purpose of these rules, subject to the maximum of the grade. 

 

ix) “Transfer” means the movement of an employee from one Headquarter station 

in which he is employed to another such station either (a) to take up the duties of 

a new post, or (b) in consequence of change of his Headquarters. 

 

5. TYPES  OF  JOURNEYS  FOR  WHICH  TRAVELLING  ALLOWANCE  IS 

ADMISSIBLE 

 

5.1 Travelling allowance is meant to cover out-of-pocket expenses normally incurred on 

travelling on Company‟s duty and is not intended to be a source of profit. 

 

5.2 Following types of journeys would be treated as „duty‟ for the purpose of these Rules :- 

 

a) Journey on temporary duty (tour) 

b) Journey on transfer 

c) Other journeys covered by Rule 11 

d) Foreign tours 

 

5.3 Normally all duty-journeys should be performed by rail or steamer and by road where 

the places are not connected by rail or steamer. 

 

*1 O/O No. SC-I/37/87 Dt. 27.05.1987 W.E.F. 01.11.1986 
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6. ENTITEMENT FOR TRAVEL 

 

6.1 The entitlement for travel by rail or steamer or road or air for journeys on tour and 

transfer is given in Rule 7. 

 

6.2 Employees of all grades will be entitled to reimbursement of reservation charges for a 

seat (for day journeys) and sleeper berth (for night journeys) in addition to the fare. 

 

7 TA EXPENSES ON TOUR 

 

An employee on tour shall be entitled to the actual fare for journey and in addition the 

Daily Allowance for the entire absence from Hqrs. as detailed below:- 

 

7.1 FOR JOURNEYS BY RAIL 

 

7.1.1 The following is the class of entitlement for journeys by rail 

 

MANAGERS 

 

GMs & above AC Ist Class  *1 

DGMs and below 1
st 

Class or AC-II Tier (including Rajdhani Express) *2 

 

STAFF *3 

 

Below basic pay Rs. 5,210/- 2
nd 

Class 

Basic pay Rs. 5210/- to Rs. 6320/- 1
st 

Class 

Basic pay Rs. 6321/- & above AC-II Tier (Other than Rajdhani Express) 
 

7.1.2 Single fare by the shortest route of the class of accommodation to which the employee 

is entitled. If however, he travels in a lower class, the actual fare of lower class will be 

admissible. Whenever available, return ticket at reduced rates shall be purchased when 

an officer expects to perform the return journey within the period of currency of the 

return ticket. 

 

7.1.3 The term „Shortest Route‟ has the normal meaning attached to it viz. the route by 

which the destination could be reached earliest by the ordinary modes of travelling i.e. a 

journey between two places is held to have been performed by the shortest of two or 

more practicable routes or by the cheapest of such routes as may be equally short 

provided that, when there are alternative railway routes and the difference between 

them in point of time and cost is not great, the reimbursement of the fare will be 

allowed on the route actually used. 

 

*1 Letter No. SW/9/91/IR Dt. 12.09.1991 

*2 O/O No. SW/8/85/IR Dt. 03.07.1985 

*3 O/O No. 14/IRP/2002 dated 3.4.2002 
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7.1.4 For the journey performed by road between places connected by rail the actual cost of 

road journey limited to rail fare of the appropriate class could be allowed if it was in the 

interest of the Company to undertake journey by road. 

 

7.2 FOR JOURNEYS BY STEAMER 

 

7.2.1 The class of steamer accommodation to which an employee is entitled to travel shall be 

as follows:- 
 

i) Employees in receipt of basic pay of 

Rs. 2670/- or more 

Higher Class 

ii) Employees in receipt of Basic pay 

of Rs. 2110/- or more but less than 

Rs. 2670/- 

If there be only two classes on 

steamer, the higher class & there 

be more than two classes, 

middle or second class 

iii) Employees in receipt of basic pay of 

Rs. 1465/- or more but less than 

Rs. 2210/- 

If there be only two classes on 

steamer, the lower class, if there 

be three classes middle classes,  

or second classes, if there be four 

classes, third class. 

iv) Employees drawing basic pay less 

than Rs. 1465/- 

Lowest class 

 

7.2.2 A single fare of the class of accommodation actually used but not exceeding the fare of 

the class to which he is entitled. 

 

7.2.3 In cases where the steamer company has two rates of fare one inclusive and one 

exclusive of diet, the word „fare‟ should be held to mean the fare exclusive of diet. 

 

7.2.4 In cases where a particular class has two or more rates, the terms „entitled‟ class should 

be held to mean lower or lowest rate of the entitled class. 

 

7.3 FOR JOURNEYS BY ROAD 

 

7.3.1 Subject to provisions of Rule 5.3 for journeys by road, the rate of road mileage shall be 

admissible at the following rates : *1 

 

i) Employees drawing basic pay Actual fare by public bus or Rs. 8/- 

of Rs.3170 & above. per km for journey by own motor 

cycle/scooter or Rs. 16/- per km for 

journey by full taxi/own car. 

 

*1 O/O No. IRP/14/2011 dated 15.04.2011 
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ii) Employees drawing basic pay Actual fare by public bus or Rs. 8/- 
 less than Rs. 3170/-. per km for journey by own motor 

 cycle/scooter. They will not be 

eligible to travel by full taxi/own 

car 
 

The above rates are with effect from 15
th 

April 2011, and subject to following conditions: 

 

(a) The official will seek prior approval of the concerned Divisional/Regional 

head/competent authority for performing the journey on outstation tour by his own 

vehicle. 

(b) The official will also have to certify that he has actually travelled by his own vehicle for 

the outstation tour and will also produce satisfactory proof of having undertaken the 

journey by his own car like, cash receipt of toll tax/fuel receipt of petrol pump etc. at 

the time of submission of TA Bill. 

(c) The amount of reimbursement of transportation charges, however will be restricted to 

rail fare by the entitled class in respect of places connected by rail. 

(d) Reimbursement will be subject to individual entitlements. 

 

 

7.3.2 With effect from 15.4.2011, employees who are not provided staff cars will be 

reimbursed transport charges at the rate of Rs.16/8 per km when the journey is 

performed in their own car/scooter respectively for travelling. *1 

 

a) On official duty from the place of duty at HQs to their offices and vice versa. 

b) On tour from residence to airport/railway station and back at the HQs as well as 

the station of tour. 

Note: 

Reimbursement of expenses up to Rs. 500/- for journeys performed under above 

clauses, shall be allowed on self certification basis and beyond Rs. 500/- on submission 

of actual receipts. *1 

 

7.3.3 For journey undertaken by road at outstation while on tour, conveyance charges up to a 

maximum of Rs. 1000/- at anyone station for a continuous halt not exceeding seven 

days for metropolitan cities and Rs. 800/- for other places shall be allowed subject to an 

undertaking by the employee that he was not provided with any official vehicle for 

which claim has been preferred. *1 

 

7.3.4 The facility of reimbursement will be made available wherever staff car has not been 

provided by the local office. 

 

 

 

 

*1 O/O No. IRP/14/2011 dated 15.04.2011 
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7.3.5 Conveyance charges spent at out station for journeys performed between airport, 

railway station to the temporary residence and vice-versa will be excluded from the 

ceiling prescribed under the above rules. The said limit can also be increased 

proportionately when stay at out station is longer than seven days. 

 

To verify the actual expenditures incurred on journey, original train tickets and bus 

tickets for journey performed by road should be submitted in original along with TA 

claims. TA claims not supported by original train/bus tickets shall not be admitted for 

settlement. *1 

 

7.4 FOR JOURNEYS BY AIR 

 

7.4.1 Officers of the level of Dy. General Managers and above shall be allowed to travel by 

air at their discretion without any condition of distance being imposed with effect from 

14.2.1994. 

 

7.4.2 Officers of the level of Managers may travel by air in the exigency of office work in the 

following sectors with effect from 30.1.1986. 
 

a) Goa Mumbai  
b) Mumbai Kandla Bhuj 

 

 

7.4.3 Officers of the level of Chief Manager & below may be permitted journey by air during 

exigency of work only with the specific approval of the Directors. 

 

7.4.4 If at end of the journey by air an employee has to perform connected journey by rail, 

road or steamer he may draw the appropriate mileage allowance as admissible to him on 

account of such journey. 

 

7.4.5 Dy. Manager and above may be allowed to undertake official journey by air subject to 

following conditions- * 2 

a) The approval of their controlling officers of the level of GM and above provided the 

difference between air fare and entitled train fare is not more than Rs. 500/- per 

sector. Such cases need not to be referred to Corporate Office for approval. 

b) Officers who prefer to avail this facility shall be required to arrange their air ticket 

themselves. They will be required to submit their used air jackets along with other 

documents at the time of settlement of their TA bills. 

c) The embargo on air travel in case of air journeys performed under normal air fare 

shall continue to in force and such journeys can be undertaken only with the prior 

and specific approval of Director concerned as is being done hitherto. 

 

 

*1 Circular No. 1/27/96/IRP dated 3.3.1998 

*2 OO No. MMTC/IRP/16/2007 dated 07.05.2007 



154 

 

 

8. T.A. TO COVER INCIDENTIAL CHARGES AND HALTING CHARGES AT 

OUT STATIONS 
In addition to fares admissible as above, an employee on tour will draw daily allowance 

as per Rules 9 for the entire absence from Headquarters starting with departure from 

Headquarters and ending with arrival at Headquarters to cover both the way expenses as 

well as expenses for halt at out station. 

 

9. RATE OF DAILY ALLOWANCE 
9.1 Daily allowance will be admissible at the following rates to cover expenses incurred for 

food and incidentals in the course of travelling and for boarding and lodging at places 

other than Headquarter as provided hereinafter. *1 & *2 

 
S.No. Category Hotel 

entitlement 

(Rs.) 

Max. Limit for 

actual meal charges 

at hotel of stay 

supported 

by vouchers (Rs) 

Meal Charges in 

other cases (staying 

in empanelled hotel 

but having meal 

outside.(Rs.) 

All inclusive 

allowance (making 

own arrangement 

for stay and 

meals)(Rs.) 

  Special 

Localities/ 

Principal 

cities 

Special Localities/ 

Principal cities 

Special Localities/ 

Principal cities 
Special Localities/ 
Principal cities 

1 2 3 4 5 6 

1. CMD/ 

Directors 

Actual Actual 500 3000 

2 Exe. 

Directors 

9800 850 450 2500 

3 CGMs/ 

GMs 

9100 800 400 2250 

4. AGMs & 

Equivalent*3 
7700 700 350 1950 

5. DGMs/Chief/ 

Sr. Mgrs & 

Equivalent 

6300 700 350 1950 

 

6 
Mgrs & 

Equivalent 

4900 600 300 1500 

7. Dy.Mgrs & 

Equivalent 

4900 500 250 1500 

8. Chief OMs & 

Equivalent *4 

3500 425 200 1250 

9. Sr. OMs/ 

OMs & 

Equivalent 

2800 350 175 1050 

10. Other Staff 1400 200 150 750 

 

*1 OO No. MMTC/CO/IRP/49/2007 dated 20.11.2007 

*2 OO No. MMTC/CO/IRP/24/2010 dated 01.07.2010 

*3        OO No. MMTC/CO/IRP/09/2016 dated 14.03.2016 

*4        OO No. MMTC/CO/IRP/14/2016 dated 08.06.2016
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Notes :*1  

(1) The hotel accommodation rates given above are exclusive of taxes. 

(2) For CMD and Directors the rates at other places would be actual and for 

others, 80% of the applicable rates of special localities. 

(3) The revised tariffs are applicable only where the hotel accommodation for the 

touring official is made through the host ROs/SROs. 

(4) “All inclusive” allowance with the revised ceiling will be reimbursed provided 

the employee stays overnight at that station otherwise the meal charges as 

mentioned in column 5 will be paid and also it will not be admissible to 

employee(s) who are drawing HRA and are having families at a touring station 

but such employees will also be reimbursed meal charges as mentioned in 

column 5 above. 

(5) In future the accommodation charges will be revised as and when the tariff of 

Ashok hotel, New Delhi is revised. The applicable %age of revision will be 

Actual, 65%, 45%, 35%, 20% & 10% for various categories of employees at 

S.No.1 to 7 above respectively. Personnel Division, C.O., shall issue an 

office order as and when revision in tariff of Ashok Hotel, New Delhi takes 

place. 

 

The revised rates will be applicable to tours where the outward journey 

commences on or after 01.05.2006. The revision of rates shall be subject to the 

following further conditions: - 

 

a. Managers will continue to take prior approval of the Competent Authority for 

undertaking tours. 

b. Efforts will be made to exercise utmost control on tours and to keep the total 

expenditure within the approved budget 
 

9.2 An employee on tour has the option to claim either at split rates as given in column 3,4 

& 5 OR all inclusive rates of daily allowance as given in column 6, for the entire OR 

part of stay at each station. 

 

9.3 SPLIT RATE DAILY ALLOWANCE FACILITY 

 

9.3.1 Actual accommodation charges limited to the amounts as shown in columns 3 in the 

case of principal cities/special localities and 80% of the amount in column 3 in case of 

other places as in Rule 9.1 for stay in any hotel, will be reimbursed subject to 

production of receipts. 

 

9.3.2 As far as possible, officers (who cannot make their own arrangement) should stay in 

Guest House. Inspection Bungalows, Circuit House etc. run by other public enterprises 

or by Central or State Governments, wherever such accommodation is available to 

officers of the company. 

 

 

*1 OO No. MMTC/CO/IRP/20/2006 dated 26.04.2006 
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9.3.3 The ceiling rates of accommodation charges indicated in Rule 9.2 are exclusive of 

service and other similar charges/taxes related to accommodation charges. Where the 

hotel/guest house bills a consolidated amount towards accommodation and breakfast, no 

deduction will be made on account of breakfast and the entire amount will be treated as 

accommodation charges. Where the accommodation and board, actual expenses subject 

to the limit of room rent plus 75% of meal allowance will be reimbursable. In addition 

25% of meal allowance will be admissible. *1 

 

9.3.4 An employee opting for split rate DA facility may avail the facility of having 

meals/breakfast at the hotel of stay, the charges for which would be settled directly with 

the hotel along with the bill for room rent charges, OR draw meal allowance without 

production of vouchers. The ceiling for the former facility is in Column 4. This facility 

will be regulated as follows:- 

 

i) It may be availed of only at those designated hotels where the Company has an 

arrangement for directly settling the room rent charges at present. A complete 

list of such designated hotels will be notified separately for ready reference from 

time to time. Under this revised arrangement, the boarding charges will also be 

settled by the Company directly with the hotel. 

 

ii) Employee availing of this facility would not be entitled to draw any advance 

towards accommodation, boarding charges for the duration of their stay at the 

entitled hotels. However, advance may continue to be drawn towards journey 

fare and DA for journey period. 

 

iii) As far as possible, employees should avail of buffet lunch or buffet dinner 

served at the hotel. 

 

iv) Employees who do not avail of this new facility will continue to be entitled for 

Meal Allowance as per limits prescribed in Column No. 5 above, without 

production of any vouchers. 

 

v) In the TA claim form, an additional undertaking may be taken from the 

employee that he/she has not availed of facility of new system of a direct 

settlement of boarding charges as detailed above. 

 

vi) The boarding charges will be restricted to the actual duration of stay of the 

employee at the hotel of entitlement. 

 

9.3.5 An employee who does not opt for the facility at 9.3.4 above will be eligible for meal 

allowance as in column 5 of Table in Rule 9.1 

 

 

*1 O/O No. 160/80/SC-II Dt.17.01.1980 
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9.3.6 For the transit period an employee who opts for split rate of DA will be paid meal 

allowance at the rate of 80% of meal allowance in Column 5 of Rule 9.1 as applicable 

to other places. *1 

 

9.4 ALL INCLUSIVE DAILY ALLOWANCE: 

 

9.4.1 An employee may in lieu of split rate of DA facility in Rule 9.3 avail of all inclusive 

DA at rates indicated in Column 5 of Table in Rule 9.1 and 80% of the amount in 

Column 5 for stay at principal/special localities and other places respectively. 

9.4.2 An employee who opts for all inclusive rate of daily allowance will be paid for the 

transit time at the rate applicable to ordinary localities @ 80% of the amount in Column 

6 of 9.2. If in one tour he visits special as well as ordinary localities the total duration 

of absence from Headquarters will first be determined and he will be paid daily 

allowance at the higher all inclusive rate prescribed for special localities for the duration 

of halt at the expensive locality and daily allowance for the balance duration of tour 

inclusive of transit time at the lower all inclusive rate as applicable to ordinary/other 

localities. *2 

 

9.5 Where an employee is provided free accommodation or boarding or both, daily allowance 

will be paid as indicated below:- *2 

 

If opted for all If opted for split rate  

Inclusive rate of of D.A. 

D.A. 
 

Boarding and Lodging 25% of DA 25% of Meal Allowance 

Free 

 

Boarding Free 50% of DA Hotel Charges & 25% of 

Meal Allowance 

 

Lodging Free 75% of DA 100% of Meal Allowance 
 

NOTE  
A certificate whether touring employee was provided free lodging and/or boarding shall 

be furnished. 
 

9.6 Daily allowance for the entire absence from Headquarters will be regulated as follows- 

 

Full daily allowance may be allowed for each completed calendar day of absence 

reckoned from mid night to mid night. For absence from Headquarter for less than 24 

hours the daily allowance will be admissible at the following rates:- 

 

*1 O/O No. 160/80/SC-II Dt.17.01.1980 

*2 O/O No.1084/79/SC-II Dt.06.08.1979 
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a) If the absence from Hqrs. does not 

exceed 6 hours 

30% 

b) If the absence from Hqrs exceeds 6 hours 

but does not exceed 12 hours 

50% 

c) If the absence from Hqrs exceeds 12 hours Full 

 

 

9.7 In case the period of absence from Headquarters falls on two calendar days, it is 

reckoned as two days and daily allowance is calculated for each as above. Similarly, 

daily allowance for days of departure from the arrival at Hqrs. will also be regulated 

accordingly. 

 

9.8 Full daily allowance will be admissible for first 30 days of continuous absence from 

Headquarters. Beyond this period the Competent Authority may grant daily allowance 

subject to the satisfaction of following conditions:- 

 

a) That prolonged halts are necessary in the interest of the Company and 

 

b) That such halts continue to entail extra expenses upon the halting employees.  

The daily allowance beyond the 30
th 

day shall, however, be at half the rates up 

to a maximum period of 90 days, this may be relaxed in special circumstances 

by Chairman-cum-Managing Director. 
 

9.9 Daily allowance shall be admissible on Sundays and Holidays during halts on tour if the 

employee is actually and not merely constructively in Camp. If the employee on tour 

takes leave or goes out to attend his private business, he is not entitled to Daily 

Allowance for these days. 

 

9.10 No D.A is admissible for journeys performed after expiry of any leave other than the 

casual leave or joining duty either at Hqrs. or at camp or on first appointment. 

 

9.11 DAILY ALLOWANCE DURING LEAVE : 

 

9.11.1 An employee who proceeds first on casual leave from Hqrs and resumes duty at an 

outstation on tour should be allowed T.A. from the place where Casual Leave has been 

spent by him to the place of tour limited to that admissible between Hqrs. and tour 

station. 

 

9.11.2 DA for an official reporting for duty on expiry of casual/regular leave at the tour station, 

is to be calculated from the actual time of arrival at the temporary residence at the tour 

station, if the day of arrival is the day of actual duty. 
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9.11.3 Daily allowance for halt of an employee who reaches the tour station before the expiry 

of Casual/regular leave may be calculated from the time of reporting at the duty point in 

that station and not from time of arrival at tour station or from zero hour of the calendar 

day of reporting for duty on expiry of leave. 

 

 

9.11.4 If an employee proceeds on leave in between while on tour and returns to the same tour 

station or spends leave at the tour station, a deduction of 24 hours for each day of such 

leave from total period of halt be made for calculation of D.A. on the basis of net 

duration of halt at that station. 

 

10. JOURNEYS ON TRANSFER: 

 

An employee travelling by rail, road, air or steamer on transfer will be eligible to TA as 

indicated below:- 

 

10.1 BY RAIL OR STEAMER 

 

10.1.1 One actual fare for self by rail or steamer not exceeding fare of the entitled class 

 

NOTES : 

 

1. In case where the steamer company has two rates of fare, one inclusive and one 

exclusive of diet, the word „Fare‟ in this rule should be held to be „Fare‟ 

exclusive of diet. 

 

2. The term „Entitled Class‟ does not include air conditioned accommodation. 

 

10.1.2 He may draw one extra fare for each adult member of his family who accompanies him 

and for whom full fare is actually paid and one-half fare for each child for whom such 

fare is actually paid. 

 

10.2 BY ROAD 
Road mileage is admissible at the rates to which the employee is entitled under Rule 

7.3. 

 

BY AIR 

10.3.1 Entitlement for travel by air on transfer will be as given in Rule 7.4 *1 
 

10.3.2 An employee travelling by air on transfer between places connected by rail and or 

steamer is entitled to draw fares actually paid for himself and the members of his 

family. 

 

 

*1 Letter No. 5/7/74-P (SC-I) Dt. 03.10.1986 
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10.4 TRANSFER INCIDENTALS 

 

The employee shall in addition to the above expenses draw one daily allowance for 

himself and each member of his family for every completed day occupied in the journey 

from residence reckoned from mid-night to mid-night. For the period less than 24 

hours on any day, the daily allowance will be admissible as follows:- 

 

Upto 6 hours 30% 

Exceeding 6 hours but not 50% 

Exceeding 12 hours 

Exceeding 12 hours Full 

The children below 12 years will be allowed daily allowance at half of the rates for 

adults. 

 

10.5 CHARGES FOR CONVEYANCE OF PERSONAL HOUSE-HOLD EFFECTS: 

 

10.5.1 For carriage of personal effects,  the actual cost of transporting the same by goods train 

at owner‟s risk subject to the maximum weight shown below are allowed:- *1 
 

 

Grades of employees. 

 

by Train 
Proposed Rate per Km for transport by Road 

(Rs. Per Km.) 

  X & Y class cities* Z class cities* 

Managers 
 

 

 

 

 
Staff: 
i) Drawing basic pay 

of Rs.13000/- & 

above 
 

ii) Drawing basic 

pay less than 

Rs.13000/- 

Rule – 10.5 : 
6000 Kgs. Qty. of 
personal effects by 

goods train or on 

double container. 
 

 
3000 Kgs 

 

 

 

 
1000 Kgs 

 

 

30.00 
(Rs.0.005 per kg. per Km) 

 

 

 

15.00 
(Rs.0.005 per kg. per Km) 

 

 

 

7.50 
(Rs.0.005 per kg. per Km) 

 

18.00 
(Rs.0.003 per kg per Km) 

 

 

 

09.00 
(Rs.0.003 per kg per Km) 

 

 

 

4.60 
(Rs.0.0031 per kg. per Km) 

Note – 1. As per classification of cities for the purpose of admissibility of House 

Rent Allowance. 

            2. The higher rates of road mileage prescribed for „X‟ and „Y‟ class cities would 

be admissible for transfers within „X‟ and „Y‟ class cities, „X‟ to „Y‟ class 

cities and vice-versa, and from „X‟/‟Y‟ class cities to „Z‟ class cities and 

vice-versa. In all other cases of transfers within „Z‟ class cities, the rates 

prescribed for „Z‟ class cities shall be admissible. *2 

10.5.2 If an employee carries his personal effects by passenger train instead of by goods train 

he may draw the actual cost of carriage upto a limit of the amount which would have 

been admissible had he taken the maximum number of kilograms by goods train. 

 

*1 O/O No. MMTC/CO/IRP/32/2010 dt. 07.10.2010 

*2 O/O No. MMTC/CO/IRP/09/2013 dated 05.04.2013 
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10.5.3 Subject to the prescribed maximum number of Kgs an employee may draw the actual 

cost of transporting personal effects to his new station from place (in India) other than 

his old station (e.g. from a place where they are purchased enroute OR have been left on 

the occasion of a previous transfer) or from his old station to a place (in India) other 

than his new station provided that the total amount drawn including the cost of 

transporting these personal effects shall not exceed that admissible, had the maximum 

admissible number of Kgs. been transported by goods train/ road from the old to the 

new station direct. 

10.5.4 The cost of transportation of personal effects on transfer may be allowed, subject to the 

maximum quantity prescribed under this rule, at the „Quick Transit Service‟ rates, if 

personal effects are actually transported by such service. 

10.5.5 Subject to the prescribed maximum number of Kgs an employee who carries his 

personal effects by air may draw actual expenses upto the limit of the amount which 

would have been admissible had he taken the maximum quantity by goods train, road 

or steamer, as the case may be, under the normal rules. *1 

10.5.6 The employees who are staying in the Dormitory are not entitled for reimbursement of 

transportation charges for transporting their personal effects by air or road or goods 

train. *2 

10.5.7 Octroi duty payable on household/personal effects by employees on their transfer shall 

be reimbursed on the basis of actual. *3 

 

10.6 CHARGES FOR TRANSPORTING CONVEYANCE 
 

10.6.1 Employee travelling to join a post in which the possession of a conveyance is 

advantageous from the point of view of his efficiency and his conveyance is actually carried he 

may draw the actual cost of transporting conveyance at owner‟s risk on the following scales 

provided that the distance travelled exceeds 150 Kms. 

GRADE SCALE ALLOWED 
 

Employees in receipt of basic pay of One Motor-cycle/scooter/car 

Rs. 2670/- or more 

 

Employees in receipt of Basic pay One Motor-cycle/Scooter 

of Rs. 2170/- or more but less than 

Rs. 2670/- 

 

Employees in receipt of basic pay of One Motor-cycle/scooter/ Ordinary cycle 

Rs. 1465/- or more but less than 

Rs. 2110/- 

 

Employees drawing basic pay less One Ordinary cycle 

than Rs. 1465/- 

 

*1 O/O No. 2385/83/SC-II Dt. 14.07.1983 

*2 CIRCULAR No. 01/04/1993/IRP Dt. 12.08.1993 

*3 O/O No. 2924/81/SC-II Dt. 11.12.1981 
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The transportation of personal vehicle by truck shall be treated at par with the 

rates applicable to transportation of personal effects.(w.e.f.1.7.2000) *1 

 

 

10.6.2 The employee where authorized  to carry his Motor-car/Motor-cycle by rail at the 

Company‟s expenses, may do so by passenger or goods train at his option. Where, 

however, the car/motor cycle/cycle is dispatched by a goods train, he may in addition to 

the freight charges by the railway, claim the cost of packing and of transporting the 

motor car/motor cycle/cycle from residence to goods shed at the new and old stations 

provided the total amount of claim does not exceed the normal freight charges for 

transporting the conveyance by passenger train. 

 

10.6.3 An employee may transport his motor cycle/motor car by road under its own power 

between stations connected by rail or steamer, provided if the distance between the new 

station and the old station is in excess of 150 Kms and he may draw an allowance of Rs. 

16 per Km in respect of the motor car and Re. 8 per Km in respect of motor cycle by the 

shortest route. *2 If the employee himself travels by the car/motor cycle, he may draw 

the fare admissible if he had undertaken the journey by rail/steamer. For any member of 

his family who travels by car/motor cycles the employee may draw the extra fare or half 

fare as admissible if the family member had travelled by rail or steamer. 

 

10.6.4 When an employee authorized to convey his cycle at Company‟s expenses transports it 

by road between stations connected by rail (the distance between the stations by rail 

being in excess of 150 kms.) he may in addition to the maximum quantity of personal 

effects admissible under the Rules be allowed the actual cost of transportation of cycle 

limited to freight charges by passenger train. In cases where the places are  not 

connected by rail, an allowance @ 2 paise per Km may be allowed. 

 

10.6.5 If an employee owned a conveyance which is kept at a station other than one from 

which he is transferred, he may draw the actual cost of transporting the conveyance 

from the station where it is kept to the station to which he is transferred, provided that 

the amount so drawn shall not exceed the amount admissible, had it been conveyed 

from the old station to the new station direct and provided further that the conveyance is 

actually transported to the new station within a reasonable time or after the officer is 

transferred. In the case of an officer who does not own a conveyance at the time of 

transfer from one station to another but purchased one and takes it to the new station 

from other place the above expenses may be allowed with the approval of the 

Competent Authority. 

 

 

 

 

 

*1 O/O No. IRP/19/2000 dated 7.7.2000 

*2 O/O No. IRP/14/2011 dated 15.04.2011 
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10.7 TRANSFER GRANT : 

 

(a) In addition to above expenses, Managers/staff are entitled to transfer journey on 

transfer and transfer grant, packing charges & insurance charges for transportation of 

personal effects as given herein below: *1 

 

 Officers Staff 

Transfer Grant One month basic pay 
+DA subject to minimum 

Rs. 4000/- 

One month basic pay + 

DA subject to minimum 

Rs. 2000/- 

Packing Charges GMs and above- 

Rs.4000/- 

DGMs and below-Rs. 

3000/- 

Rs.  2000/-  for  all  staff 

categories. 

Insurance charges for 

transportation of personal 

effects and conveyance 

Rs. 500/- maximum 

subject to production of 

receipt. 

Rs. 500/- maximum 

subject to production of 

receipt. 

 

In addition to above, Managers are also entitled to a settlement allowance equivalent to 

all inclusive daily allowance at the rate admissible while on tour to the station to which 

the Manager is under transfer for a period of 20 days. 

 

(b) The officers shall be entitled to following reimbursement as transfer benefits on 

their appointment in MMTC(w.e.f. 1.4.94) 

 

1. Single rail fare for self and family members in entitled class of the post to 

which he is appointed. 

 

2. Transportation charges for transporting personal effects including personal 

vehicle of the entitled class of the post to which he is appointed. 

 

3. Insurance charges subject to a maximum of Rs. 500/- subject to production of 

receipts. 

 

The above benefits shall be applicable to only such managers who have joined 

MMTC from other public sector undertakings and their application were routed 

through proper channel. *2 

 

 

 

*1 O/O No.IRP/4/95 DT.11.1.95 

*2 O/O No.IRP/6/95 DT.11.1.95 
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MISCELLANEOUS : 

 

 

10.8.1 The allowance admissible in respect of family under this Rule will be admissible when 

the family precedes the employee by one month or follows him within six months from 

the date of the transfer order. This limit at the discretion of the Competent Authority 

may be extended up to two years depending on the merits of the case. *1 

 

10.8.2. If the family travels by rail to a station other than the new station, the employee may 

draw T.A. expenses limited to the expenses from old station to the new station of 

transfer 

 

10.8.3 The claim of reimbursement of T.A. on transfer should be supported by money receipts 

showing the actual weight of personal effects and the amount paid for their 

transportation separately by road, rail, steamer etc. 

 

10.8.4 No TA will be admissible when the transfer is at the employee‟s own request. 

 

10.9 As an exception to the main rule where the transfer is within the same station or within a 

short distance from the old Hqrs, which may or may not involve a change of residence, 

the travelling allowance admissible would be as under:- 

 

 

10.9.1 FOR TRASNFER WITHIN THE SAME STATION 

 

I) No travelling allowance will be admissible, if no change of residence is 

involved. 

 

II) If there is change of residence, as a result of transfer only the following 

reimbursements may be allowed. 

 

In respect of self and family: Actual cost of conveyance but not exceeding the road 

mileage and transfer incidentals admissible under the rule. 

 

For  personal  effects:  Actual  cost  of  transportation  not  exceeding  the  amount 

admissible under this rule. 

 

NOTES : 

 

1. No  lump-sum transfer grant  as  in  Rule  10.7  above  or  any  other  travelling 

allowance concessions will be admissible 

 

 

 

*1 O/O No. : 2656/83/SC-II Dt. 06.09.1983 
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2. For the purposes of this clause, the „same station‟ will be interpreted to mean 

the area falling within the jurisdiction of the Municipality or Corporation, 

including such of suburban Municipalities, notified areas or cantonments as are 

contiguous to the named municipality, etc. 

 

3. Travelling allowance for journeys on temporary transfer for a period not 

exceeding 90 days within the „same station‟ will also be regulated in accordance 

with the above provision. 

 

10.9.2 FOR TRANSFER BETWEEN TWO STATIONS: 

 

i) No travelling allowance will be admissible, if no change of residence is 

involved. 

 

ii) If there is a change of residence as a result of transfer, full transfer T.A. 

will be admissible except that no lump-sum grant will be admissible if 

the distance between the two stations does not exceed 20 KMs. 

 

10.10 In case of transfer for short periods not exceeding 90 days, the journey from the Hqrs. to 

the station of deputation and back will be treated as tour for purposes of regulating T.A. 

daily allowance being paid for the days of halts at that station as under:- 

 

i) Full DA at the appropriate rate for the first 30 days. 

 

ii) Half of the allowance for the next 60 days. 

 

NOTES : 

 

While regulating the T.A. claims, the following would be kept in view:- 

 

1) No joining time is admissible in case of temporary transfer for a period not 

exceeding 90 days. Only the actual transit time as admissible in the case of 

journey on tour, is to be allowed. 

 

2) In a case where the transfer initially made for a period exceeding 90 days, is 

subsequently reduced to a period of 90 days, or less the transfer T.A. originally 

allowed should not be changed to the disadvantage of the employee. 

 

3) If a temporary transfer initially made for a period not exceeding 90 days is later 

extended beyond this period, the TA already drawn shall be adjusted in the 

transfer TA claim but the daily allowance admissible upto the date of issue of 

orders extending the transfer, will not be so adjusted. For that purpose, every 

transfer order should specify whether it is a regular transfer or a temporary 

transfer for a period not exceeding 90 days, and in the T.A. claim under the 

column „purpose of journey‟ the nature/period of transfer should be indicated. 
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4) In computing the maximum period of 90 days for drawal of daily allowance, the 

day of arrival and the day of departure from the new station shall be taken into 

account but the travel time both ways shall be excluded for this purpose a halt 

will be treated as continuous unless terminated by an absence on duty at a 

distance from the halting place exceeding 8 Kms for a period including not less 

than 7 nights. 

 

5) In case of a husband and wife both employed in this company and transferred 

together from one station to another, transfer T.A. facilities including transfer 

grant will be admissible only to either of the employees at their option and not to 

both of them. *1 

 

11. OTHER JOURNEYS : 

 

11.1 For journeys to appear in a departmental obligatory examination/interview under orders 

of the Competent Authority, T.A. as on tour including daily allowance for halt will be 

allowed. *2 However, T.A. will not be allowed more than twice for any particular 

examination. Also, employees appearing for interview in respect of advertised post 

alongwith other candidates would be entitled to payment of TA/DA as admissible. The 

halt DA will not exceed more than two working days. *3 

 

11.2 An employee summoned to give evidence in a court of Law in connection with a 

criminal/civil suit either as a witness on behalf of the company or on account of his 

position in the company will be entitled to full TA as on tour reduced by the amount, if 

any, paid to him by the Court or any other authority as subsistence allowance, 

compensation for travelling expenses. In all other cases, where the Company is not a 

party to the suit of the information coming to the knowledge of the employee as in an 

ordinary suit will not be entitled to any TA expenses from the Company. 

 

11.3 In case an employee who is on leave is recalled to duty before the expiry of his leave 

and the leave is thereby curtailed by not less than one month, he shall be entitled to TA 

as on tour for the journey from the place at which the order for recall reaches him or if a 

journey involves travelling by sea from the port at which he lands in India to the station 

to which he is recalled. If period by which the leave is curtailed is less than a month 

TA as on tour may be allowed at the discretion of the Competent Authority recalling 

the employee. 

 

11.4 An employee on his retirement may be granted actual fare for himself and family for 

proceeding to home town or the place where he intends to settle, as per his/her 

entitlement for undertaking official journey immediately prior to retirement. He will 

also be reimbursed the actual expenses incurred on transporting his personal effects as 

 

 

*1 Circular No. A-10(16)/80-SC-II Dt. 17.11.1980 

*2 O/O No. 2122/83-SC-II Dt. 20.06.1983 

*3 O/O No. 23/85-P(P&O) Dt. 21.06.1985 
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allowed in case of transfers. This facility should be availed of within 6 months of final 

retirement. It will not be admissible to an employee who resigns or who may be 

dismissed from service. * 1 

 

11.5 The family of an employee who dies while in service of the Company will be entitled to 

travelling expenses from the last Hqrs of the employee to his normal place of residence 

which shall be the permanent home as mentioned in his service book or record or such 

other place as might have been declared to be the permanent home by the employee 

while in service. The travelling expenses payable to his family will be as follows:- 

 

a) FOR JOURNEY BY RAIL/OR STEAMER: 

 

i) Actual fare of the class of accommodation to which the deceased Government 

servant was himself entitled for each member of family. 

 

ii) Actual  cost  of  transportation  of  personal  effects  on  the  scale  which  was 

admissible to the employee as in the case of transfer. 

 

b) FOR JOURNEY BY ROAD 

 

i) Road mileage at the rate give in Rule 7.3 

 

ii) Actual cost of transportation of personal effects on the scale as was admissible 

to the employee as in the case of transfer. 

 

11.6 In addition to the concession at 11.4 and 11.5 above, the employee or members of the 

family, as the case may be, shall also be eligible to transfer grant and transfer 

incidentals as admissible on transfer. 

 

11.7 The employee shall also be allowed reimbursement of the actual costs of transporting 

his conveyance to selected place of residence limited to that admissible upto home-town 

as on transfer provided that possession of the conveyance by the employee while in 

service at the place of his last posting was considered in the interest of the Company. 

 

11.8 Transportation charges to the employees who are not provided staff car may be 

reimbursed at the rates Rs. 16/8 per Kms limited to Rs. 1000/- p.m. in metropolitan 

cities and Rs. 800/- p.m. in other cities when the journey is performed in their own car 

or motor cycle/scooter respectively, such journeys should be official duty from the 

place of duty at the Hqrs. to another office(s) and vice-versa. Such charges shall be 

charged to the contingencies of the office concerned. Such reimbursement shall be 

made only in some exceptional cases with the approval of Director concerned as per the 

recommendations of CGM/Profit Centre Head/Regional Head. *2 & *3 

 

*1 OO No. MMTC/IRP/16/2007 

*2 O/O No.IRP/12/03 dated 2.6.2003 

*3 O/O No.IRP/10/2000 dated 8.3.2000 
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11.9 For local journeys at the Hqrs. which are beyond 8 Kms an employee will draw 

transport charges as at Rule 11.8 above and in addition 50% of DA calculated at the 

rates shown in the Rule 9.1. 

 

12. FOREIGN TOURS : 

 

Officers of the Company who undertake journeys on foreign tours or such other persons 

for whom the Company has agreed to bear the cost of visits in connection with the 

business of the Company their TA claims will be regulated as follows:- 

 

12.1 In addition to Air fare of the class entitled to , they would be allowed a lum-sum amount 

by way of daily allowance which will cover all costs incurred abroad for food, 

accommodation etc. The existing per diem rates for all locations except for Nepal and 

Bhutan will be as under w.e.f. 28.1.2002 *1 
 

i) CMD and Directors US $ 450  *2 

ii) CGMs and GMs and US $ 310  *2 

 below.  
 

12.2 30% of the total DA payable for each foreign tour (would include 5% in the form of 

incidental charges for which no voucher is to be produced) shall be supported by 

vouchers for hotel room rent and for this purpose, the whole period of journey will be 

counted as one unit. *3 

 

12.3 For purposes of calculation of amount of DA payable, „day‟ will be reckoned in 24 

hours units from the time the official leaves India, reckoned up to the time he returns 

back to India. Period of lay-over involving night halt based on flight schedule shall be 

deducted. DA will be payable at half the rate for a period less than 12 hours and full 

DA will be paid for a period of more than 12 hours. 

 

12.4 Where additional amounts are allowed by the Competent Authority for entertainment 

expenditure, the officers will render the account giving the details of entertainment duly 

supported by vouchers in respect of the expenditure incurred. The existing 

entertainment allowance admissible for all countries is as follows:- * 4 
 

i) 

ii) 

iii) 

Special Scale 

General 

Chief Executive leading a delegation 

US $ 800 

US $ 400 

US$5000/ maximum depending on 

contingency and in line with RBI 

guidelines 

*1 

*2 

*3 

                                       *4  

O/O No.4/IRP/2002 dated 28.1.2002 

Circular no. 01/2012 dated 2.2.2012 

O.O. No. 30/95/IRP dated 20.7.1995 

O/O No. SC(R)/22/92 Dt. 02.12.1992 
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12.5 The officer will also be allowed personal baggage on the following scales : 
 

a) Officers drawing basic 

pay of Rs. 5840/- 

& above 

If the period of deputation 

is upto 6 weeks, 10 kgs over 

and above the free allowance 

by the air company. 

  
If the period of deputation exceeds 

Six weeks, 15 kgs over and above 

the free allowance given by the air 

company. 

b) Officers drawing basic 

pay less than Rs. 5840/- 

6 kgs over and above the 

allowance given by air company 
 

12.6 Besides the above, expenses incurred by the Sr. Official in category 12.1(i) above, on 

secretarial work e.g. cable charges, trunk calls in connection with the official work will 

also be reimbursed in Indian rupees subject to the production of valid vouchers in 

respect of expenditure incurred. 

 

12.7 The claims for TA for foreign journeys undertaken consequent on foreign 

posting/transfer will be regulated by separate orders. 

 

13. MISCELLANEOUS : 

 

13.1 TA advance and adjustment of TA claims on completion of journeys : 

 

90% of the estimated amount of expenditure of TA and DA may be sanctioned as TA 

advance by the Controlling Officers. Normally, second advance would not be 

sanctioned if the previous advance has not been adjusted. However, at the discretion of 

the Controlling Officer, second advance in an exceptional case may be sanctioned. 

 

13.2 Particulars of inland journeys for adjustment of TA claims under officers own signature, 

especially where TA advance has been taken, should be sent to Administration within 

48 hours of the completion of journey. In the case of foreign tours the limit of 48 hours 

is raised to a week. Where the advance remains outstanding for a period of one month 

for want of particulars of journeys from the employee, the entire advance outstanding 

may be recovered from the salary of the employee in lump-sum. 

 

13.3 CONTROLLING OFFICER 
CMD/Directors/Head of the Division/ROs will be their own controlling officers. In 

respect of other officers and staff, Divisional Heads/CGMs/GMs of ROs will be the 

controlling officers. CGMs/GMs of ROs while travelling outside their jurisdiction will 

obtain the approval of the CMD/Director (P). This is however, subject to the provisions 

of the Schedule of Delegation of Powers as applicable from time to time. 
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All Regional /Zonal Heads shall seek the prior approval of the Director/In-charge before 

moving within the Region/Zone and to CO., excepting Heads of RO- JJC & DRO for 

their visits to C.O. 

 

13.4 DUTIES OF THE CONTROLLING OFFICERS 

 

Check by the Controlling Officers shall include the scrutiny of the purposes and mode 

of journey including the frequency, duration of halts etc. 

 

14 GENERAL 

 

14.1 In respect of matters not covered by these Rules, the provisions of Supplementary Rules 

of the Government of India and the decisions/instructions there under shall apply to 

regulate the TA claims of employees of the Company. 

 

14.2 In case of doubt regarding interpretation of the Rules the decision of the CMD shall be 

final. 

 

************* 
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CLASSIFICAITON OF CITIES AS SPECIAL LOCALITIES 
 

 

1. Kanpur 

2. Ludhiana 

3. Jaipur 

4. Nagpur 

5. Baroda 

6. Ranchi 

7. Patna. 

8. Darjeeling 

9. Cuttack 

10. Paradeep 

11. Rourkela 

12. Barbil 

13. Nalda 

14. Bellary 

15. Hospet 

16. Visakhapatnam 

17. Yamunanagar 

18. Chandigarh 

19. Bhubaneshwar 

20. Durgapur 

21. Burnpur 

22. Bokara 

23. Gandhidham 

24. Ooty 

25. Indore 

26. Lucknow 


