
 

   

Week 2 (Revised) 

 
Day Session I 

(10.00 am to 11:15 

am) 

Session II 

(11:30 am to 12:45 pm) 

Session III 

(02:15 pm  to 3:30 pm) 

Session IV 

(03:45 pm to 05:00 pm) 

Day 1 Overview of 

wings/branches of 

IAAD and their 

mandate 

The International Standards of Supreme Audit Institutions (ISSAI) 

and Forum for INTOSAI Professional Pronouncements (FIPP) 

Financial Attest Audit 

(scope, Objectives and criteria 

 

Day 2 Compliance Audit 

(scope, Objectives 

and criteria) 

Performance Audit 

(scope, Objectives and criteria) 

 

Introduction to Revenue Audit: 

Direct Taxes 

 

Audit of GST (Goods and 

Services Tax) 

 

Day 3 Government 

Accounts 

 

Understanding Finance Accounts & SFRs 

 

Ind AS 

 

Day 4 International 

Financial reporting 

Standards 

 

Commercial Auditing Overview of Defence Audit Overview of Railway Audit 

 

Day 5 Use of Sampling in 

Audit 

Audit of Contracts 

 

• An 

introduction to Embassy 

Audit 

• Functioning 

of India Audit Offices abroad 

• Short-term 

Embassy Audit 

• Key areas 

of audit 

Session Timings 

 

 

 

 

Tea break  11:15 am to 11:30 am 

Lunch 12:45 pm to 02:00 pm 

Tea break  03:30 pm to 03:45 pm 



 

Week 3 

 
Day Session I 

(10.00 am to 11:15 am) 

Session II 

(11:30 am to 12:45 pm) 

Session III 

(02:15 pm  to 3:30 pm) 

Session IV 

(03:45 pm to 05:00 pm) 

Day 1 • Purpose and importance of 

accounting in Government  

• Check and Compilation of 

accounts 

• Maintenance of Classified 

and Consolidated Abstracts 

• Debt, Deposit and Remittances 

� Accounting of transactions under the 

Debt, Deposit and Remittance Heads 

� Checks exercised in Accounts offices to 

ensure accuracy of balances under 

Dept, Deposit and Remittance Heads 

• Revenue for both Union and 

State Government 

� Revenue Receipts 

� The Revenue Basket 

� Analysis of Tax Revenue 

of States 

� Grants-in-Aid 

� Revenue (Tax) Buoyancy 

• Inter Government and inter-

departmental adjustments 

• Checks and Balances 

Day 2 • Structure of VLC database 

� Different Modules in VLC 

� Flow of Transactions 

 

•  Accounting of Loans and Advances 

� Loans and Advances by Government 

� Subsidiary Loan Register 

� Loan Expenditure by Public Work 

Department 

� Payment in discharge of Loan 

• Guidance Note of GASAB 

� Accounting for Fixed Assets 

under Cash Basis of 

Accounting 

• AQMF 

• System of Quality Control in 

Audit Process –  

� Planning Audit 

� Execution of Audit Plan 

Day 3 • Goods and services Tax 

� Input Tax Credit, 

Computation of GST 

Liability 

�  Procedures of GST – 

registration, tax invoice, 

credit and debit notes, 

electronic way bill, 

accounts and records 

• Companies Act 2013 

� Preparation of Balance Sheet and 

statement of Profit & Loss 

� National Financial Reporting 

Authority 

• Corporate Governance & 

Ethics 

� Clause 49 of SEBI and 

Provisions of Companies Act 

2013 

� Understanding Business 

Ethics 

• Public Debt 

� Classification, Purpose 

� Methods of Debt 

Redemption 

� Effects of Public Debt on 

Production, Distribution 

and Consumption 

� Level of Income and 

employment 

Day 4 • Auditing Process and 

Criteria for PPP Audit 

� Audit Methodology 

� Audit of Project 

Formulation and 

Approvals 

� Audit of Financing Risk 

� Audit of Viability Gap 

Funding 

 

• International Financial Management 

� Foreign Exchange Market 

� Exchange Risk Management 

� Mode of Payment in International 

Trade 

� Open Account, Bank Transfer, Letter 

of Credit 

� Consignment Sale 

 

 

 

� Standing orders on Role of 

Audit in relation to Cases of 

Fraud and Corruption 

Issued by C&AG of India 

 

 

Audit of Railway Stores 

� Classification of Stores, 

Funds, Accounting Procedure 

� Purchase of Stores 

� Receipt and Custody of 

Stores related registers 

 

Continued…… 



  

 

Day 5 • Planning, works, 

Commercial Operations & 

Telephone Revenue 

Accounts 

� Work Orders 

� Measurement Books 

� Acceptance And 

Testing 

� Contractor’s ledger 

(Running and Final 

Bill) 

� Contribution Works 

• Defence Capital Procurements 

� Revitalizing Defence Industrial 

Ecosystem through Strategic 

Partnerships  

Feedback & Valediction 

A centralized Evaluation Test will be conducted on 30.12.2019 from 10.00 Hrs to 12.00 Hrs  

 

 

 

 

Tea break  11:15 am to 11:30 am 

Lunch 12:45 pm to 02:00 pm 

Tea break  03:30 pm to 03:45 pm 
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PREFACE TO THE SEVENTH EDITION 

The last edition to the IFS (PLCA) Rules was brought out in 
2006. With the passage of time, a further revision in the 
compilation of these rules has become essential not only 
because of a large number of amendments carried out through 
individual notifications/sanctions but also a significant impact of 
the implementation of the recommendations of the Sixth Central 
Pay Commission. 

The importance of keeping the Handbook of IFS (PLCA) 
Rules updated could hardly be over emphasized as this is vital 
for the efficient management of the Ministry's administrative and 
establishment affairs. 

Some sections of the book have been thoroughly revised 
and an attempt has also been made to synchronize these 
provisions with the relevant GOI regulations. A comprehensive 
revision by way of updating the rule book at such significant 
scale has been a massive enterprise and I would like to put on 
record the Ministry's appreciation for this excellent effort by the 
General Administration team led by Dr. Amit S. Telang, Under 
Secretary (GA), closely assisted by Shri Tarun Kumar and Smt. 
Neerupma S. Kararha, both Administrative Officers (GA). 

We are confident that the updated volume will be found 
useful and any suggestions with regard to further improving this 
compilation would be welcome. 

 
  ANUP K. MUDGAL 

   Joint Secretary to the Govt. of India 

 

New Delhi 
April 05, 2013 

  



 

 



 

PREFACE TO THE SIXTH EDITION 

It has been our consistent endeavour to update and simplify 
the various rules, regulations and instructions contained in the 
IFS (PLCA) rules. 

2. Since the printing of the fifth edition in June 2000, there 
have been several changes in various Annexure of the 
compendium. Hence, it was felt appropriate to incorporate these 
into a new edition. 

3. The companion CD-ROM containing the IFS (PLCA) rules 
has also been updated and the search engine has been made 
faster and the linkages and cross referencing is also more 
extensive. 

4. In keeping with the times, it is our hope that the entire 
compilation will be available on a secure website to be launched 
shortly. Thereby ensuring availability of updated information 
whenever required. 

 
   SYED AKBARUDDIN 

  Joint Secretary to the Govt. Of India 
New Delhi 
November 20, 2006 
  



 

 



 

PREFACE TO THE FIFTH EDITION 

The last edition to the IFS (PLCA) Rules was brought out in 
1990. Since then several amendments have taken place and it 
was felt necessary to bring out a new edition incorporating all 
these amendments.  

A new feature of the present edition is that the 
supplementary instructions under the various Annexure have 
been incorporated in the body of the Annexure for easy 
referencing and to make the book user-friendly. It is hoped that 
the user would find this helpful. 

I would like to place on record my appreciation of the 
contribution of Shri Amarendra Khatua. Director(ADP) in bringing 
out this edition as also the efforts of S/Shri Sanjiv Ranjan, Under 
Secretary(GA) and Kulbhushan Sharma, Administrative Officer 
(GA) in compiling this edition. 

 
  H H S VISWANATHAN 

   Joint Secretary to the Govt.of India 
 

New Delhi 
June 30, 2000 

  



 

 



 

PREFACE TO THE FOURTH EDITION 

This revised edition of IFS (PLCA) Rules is being brought 
out so that an up-to-date text is made available to all concerned. 
So far the third edition issued in 1978 has remained the sole 
source of reference. 

2. A new feature introduced in this edition is the index to be 
found at the end of the volume. It should facilitate reference to 
specific aspects of the Rules; we hope users will find it helpful. 

3. I want to place on record my appreciation and thanks to 
Shri Niraj Shrivastava, US (GA) and S/Shri A.K.Goswami and 
D.V. Chopra Section Officers for their work in compiling this 
edition, which was begun in 1989 when Shri G.S.lyer was Joint 
Secretary (Establishment). 

  
       L.K.PONAPPA 

  Joint Secretary to the Govt. of India 

 

New Delhi 
April 30, 1990 
  



 

 



 

PREFACE TO THE THIRD EDITION 

 In view of the large number of amendments, changes and 
clarificatory orders issued since 1973, it was felt desirable to 
bring out the third edition of the Indian Foreign Service (Pay, 
Leave, Compensatory Allowances etc.) Rules. 

 2. For facility of reference, the orders which formed Part IV 
of the previous edition have been summarised and appended to 
the respective Annexures. 

 3. This edition, like the one published in 1973, has been 
compiled and edited by Shri V.P.Bhatia, Attache (FSR). I should 
like to record my appreciation of his efforts. 

 

      I.P.KHOSLA 

         Joint Secretary to the Govt. of India 
 

New Delhi 
November 30, 1978 

  



 

 



 

PREFACE TO THE SECOND EDITION 

 The first edition of the Handbook of Rules & Regulations 
relating to the Indian Foreign Service (Pay, Leave, 
Compensatory Allowance etc.) was published in 1962. Since 
then many changes have taken place. This rendered necessary 
the bringing out of a new edition. 

2. The revised edition has been enlarged to include, under 
part IV, important supplementary and clarificatory orders. 

3. I should like to record my appreciation of the help of Shri 
V.P.Bhatia, Section Officer (O&M) in bringing out this edition. 

 

       B.P.AGARWAL 

  Joint Secretary to the Govt. of India 
 

New Delhi 
March 31, 1973 

  



 

 

 



 

PREFACE TO THE FIRST EDITION 

 Immediately after independence, when the Foreign Service 
was constituted, there was little in the form of previous 
experience to go by. We had to depend largely on British 
practice and consider every problem that arose as a fresh 
problem without any precedents to help in its solution. Many 
decisions were taken on an ad hoc basis. But with the 
experience gained over the years, it was possible to promulgate 
a set of rules to cover the most common situations that 
confronted our officers ever so often. Those rules were published 
in the Gazette of India under S.R.O. 1031 on March 31, 1954 
and have been in force until the end of March this year. 

 2. Much has happened since 1954. The difficulties that 
were inherent in a Service like ours have become real and 
tangible in the light of actual experience. New concessions have 
been instituted like the grant of an allowance for the education of 
children and facilities for them to spend their long vacation with 
their parents. Guiding principles have been circulated to regulate 
the drawal of foreign allowance and representational grant. Many 
new Missions and Posts have been opened. Some of them far 
removed from the direct routes of international commerce. This 
has brought to the fore the complications of travel by assorted 
routes, with all the consequent enforced halts, transhipment of 
baggage and like. The strength of the cadre constituting the 
various branches of the Service has risen considerably. We have 
therefore, had to frame precise cadre rules which describe the 
manner of the recruitment of Foreign Service personnel and the 
principles to determine their seniority and regulate their 
promotion. Representational work outside the country bring with 
it additional responsibilities in matter of conduct & discipline. 
These responsibilities have been analysed and a special code of 
ethics has been devised. 

 3. The purpose of this Handbook is to bring all these rules 
and regulations together so as to serve as a handy guide to all 
concerned. The present volume is restricted to the conditions of 
service relating to both branches of the I.F.S. It contains (a) the 
Indian Foreign Services (Pay Leave, Compensatory Allowances 
and other Conditions of Service) Rules, 1961, (b) the 
Government of India's decisions under these Rules and (c) 
regulations for the application of these rules and the decisions 
thereunder to Branch B of the Service. Subsequent volumes will 



 

be devoted to the Cadre and the Conduct Rules of both 
branches of the Service and various other matters of interest to 
the officers of this Ministry. 

  
      K.V.PADMANABHAN 

 Joint Secretary to the Govt. of India 
 
New Delhi 
13th June 1962 
 

 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Though every care has been taken to ensure that there are no 
mistakes, it is not unlikely that errors might have crept in or 
omissions gone unnoticed. If any omission or error is detected in 
this Handbook, it may kindly be brought to the notice of the 
General Administration Section, Ministry of External Affairs, 
New Delhi. 
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(As amended) 
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from time to time 
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INDIAN FOREIGN SERVICE (PAY, LEAVE, COMPENSATORY 
ALLOWANCES AND OTHER CONDITIONS OF SERVICE) 

RULES, 1961 (AS AMENDED) 

In exercise of the powers conferred by the proviso to Article 
309 of the Constitution, the President hereby makes the 
following rules, namely: -  

CHAPTER I 

PRELIMINARY  

1.  Short Title and Commencement:                                                         

(1) These rules may be called the Indian Foreign 
 Service (Pay, Leave, Compensatory Allowance 
 and other Conditions of Service) Rules, 1961. 

(2)  They shall come into force with effect from 1st 
 day of April, 1962.  

  

2.   Application - These rules shall apply to  

 (i)  all persons who have been, or may hereafter be, 
 appointed to the Service; and 

 (ii)  any other officer of an All India Service or of a 
 Central Civil Service, Group `A', who has been 
 permanently seconded to the Service, subject to 
 the option, if any, exercised by such officer under
 the provisions of the Indian Foreign  Service Rules, 
 1954. 

 

3.  Definitions - (1) In these rules, unless the context otherwise 
  requires- 

 (i) "approved route" means the route approved by the 
 Government for travel between any two stations or 
 for a particular journey in question and laid down 
 either in a general or special order. 

(ii) "Charge d' Affaires ad interim" means a person who, 
 in the absence of the Head of Mission, has been 
 designated to be in temporary charge of an Indian 
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 Embassy, High Commission, Legation or Special 
 Mission abroad.  

(iii) "entitled Indian servant" means the Indian domestic 
 servant whom a member of the Service is required 
 to maintain while posted abroad, and whose 
 passages  are paid by the Government. 

(iv) "Government" means the Central Government.  

(v) "Head of Mission" means any person who has been 
 formally accredited to a foreign Government with 
 which India has diplomatic relations, or any person 
 who represents the President or the Government of 
 India at a Special Mission. 

(vi) "Head of Post" means any person who, not being a 
 Head of Mission, has been placed in charge of a 
 diplomatic, commercial, consular or information post 
 in a foreign country or territory. 

(vii) "member of the Service" means an officer who has 
 been, or may hereafter be, appointed to the Service 
 and includes an officer who, being a member of an 
 All India Service or of a Central Civil Service, Group 
 `A', has been permanently seconded to the Service. 

(viii) "Non-career Head of Mission or Post" means any 
 person, who, not being a member of the Service, is 
 appointed as Head of Mission or as Head of Post.  

(ix) "Place of entry into India" means except where the 
 Government specifically otherwise prescribe - 

 (a) in respect of travel by air the first airport within 
 India on the approved air route at which the 
 plane by which an officer is travelling makes a 
 scheduled halt;  and  

(b) in respect of travel by sea or inland waterway the 
 first port or place of landing on the approved route 
 within the borders of India at which the vessel 
 makes a scheduled halt; and 

(c) in respect of travel by road or rail the first place in 
 India on the approved route at which the officer 
 travelling by road or rail finally enters India. 

 Explanation- Where the route involves crossing 
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 and recrossing the Indian border the place of 
 entry into India is that place where the officer first 
 reaches India  without the necessity of again 
 recrossing the border into foreign territory.  

(x) "Place of exit from India" means except where the 
 Government specifically otherwise provide - 

 (a) in respect of journey by air the last airport in 
 India  on the approved air route at which the 
 plane by which the officer is travelling makes  
 a scheduled halt in India before leaving the 
 territory of India. 

(b) in respect of travel by sea or inland water way 
 the last port/place of embarkation in India on the 
 approved route at which the vessel makes a 
 scheduled halt before finally leaving the shores 
 of India. 

(c) in respect of travel by road or rail the last place 
 within India on the approved route which the 
 officer touches before crossing the borders of 
 India into foreign territory for the first time. 

(xi) "Resident Charge d' Affaires" means a person who is 
 resident and in day-to-day charge of a diplomatic, 
 commercial, consular or information post in a country 
 to which a Head of Mission not resident in that country 
 has been accredited. 

(xii)  "Service" means the Indian Foreign Service, 
 Branch A'.  

 (2)  All expressions used in these rules and defined in the 
Fundamental and Supplementary Rules but not defined in these 
rules shall have the same meaning as those respectively 
attributed to them in the Fundamental and Supplementary Rules. 

(3) Except where the context otherwise requires Heads of 
Posts, Resident Charge d' Affaires and Charge d' Affaires ad 
interim may exercise all or any of the powers conferred by these 
rules and shall be subject to all obligations imposed by these 
rules on a Head of Mission: 

Provided that nothing in this sub-rule shall affect the 
entitlement of the Head of Post or other officer to pay, 
allowances and other concessions otherwise admissible to him 
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under the provisions of these rules: 

Provided further the Government may, by general or special 
order, provide that the provisions of all or any of these rules shall 
apply to a particular Head of Post as if such Head of Post were a 
Head of Mission:  

Provided further that this sub-rule shall not apply to officers 
below the rank of First Secretary who may be appointed Charge 
d' Affaires ad interim. 



PART I 

7 

 

CHAPTER II  

GRADES OF PAY  

4. Grades and Pay Scales- (1) Any post borne on the 
Cadre of the Service shall be in one of the following time scales 
or in one of the grades above the time-scales as laid down 
below: -    

[1. Junior Scale PB-3 ` 15,600-39,100+ 5,400 (Grade Pay)

2. Senior Scale PB-3 ` 15,600-39,100+ 6,600 (Grade Pay)

3. Junior 
Administrative Grade

PB-3 ` 15,600-39,100+ 7,600 (Grade Pay)

4. Grade IV PB-4 ` 37,400-67,000+ 8,700 (Grade Pay)

5. Grade III PB-4 ` 37,400-67,000+ 10,000 (Grade 
Pay) 

6. Grade II #Grade-II HAG Scale:  ` 67,000-79,000  

7. Grade I ` 80,000 (Fixed)] 

[ ] Subsequent to implementation of the recommendations of 
6th Pay Commission] 

#Amended vide MoF, Notification No. F.No. 01/01/2008-IC, 
dated.-16.07.2009 

The members of the Service in Grades III and IV, when not 
appointed as Heads of Missions, may be designated as Heads of 
Missions by the Ministry for all or any of the provisions of these 
rules. 

Note: - It shall be within the discretion of the Central Government in 
the Ministry of External Affairs, to designate an officer in any manner in 
exigencies of public service. Such designations will not however 
necessarily confer on such an officer any right to be borne on a 
particular grade or to draw pay of a post in  that grade, unless the 
same have been specifically authorised. 

(2) Where, before the commencement of these rules, a 
member of the Service has been granted or allowed to retain in 
lieu of the senior scale or the junior scale referred to in sub rule 
(1), a different scale of pay, the officer concerned shall continue 
to draw pay in that scale as a personal concession to him so 
long as he is not promoted to the next higher grade or scale. On 
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such promotion, however, he shall be brought on to the relevant 
grade or the scale prescribed in sub-rule (1)  

(3) On first appointment to the Service otherwise than on 
promotion from the Indian Foreign Service, Branch `B' the pay of 
the officer concerned shall be the minimum in the junior scale of 
the Service: 

Provided that such minimum in respect of released 
Emergency Commissioned and Short Service Commissioned 
Officers appointed to the Junior Scale of the Service shall be 
allowed notionally from the deemed date of their appointment to 
the Service. 

*(4) On promotion to the senior scale of the service, the pay 
of an officer of Grade I of Indian Foreign Service, Branch `B' 
shall be fixed in the senior scale of the Service at the stage next 
above the substantive or officiating pay as drawn in Grade I of 
the General Cadre of the Indian Foreign Service, Branch `B'. 

(5) Except as provided in sub-rule (2), where a member of 
the Service drawing pay in the junior scale is promoted to the 
senior scale of the Service and pay drawn by him immediately 
before such promotion is at any stage specified in column (2) of 
Appendix I to these rules, his pay in senior scale shall be fixed at 
the stage specified in column (3) thereof against that stage. The 
date of his promotion shall not, however, affect the date of his 
annual increment.  

* With effect from 5th October, 1981, the pay of an officer of 
Grade I of IFS (B) shall be fixed in senior scale of Service under 
F.R.22-C vide MEA order No. Q/GA/791/21/84 dated the 5th 
June. 1987. 

(6) Nothing contained in this rule shall affect the initial pay 
already fixed in the junior or senior scale of the Service in 
respect of any member of the service who was in the Service 
immediately before the commencement of these rules. 

5. Pay on appointment in India - (1) A member of the 
Service appointed to hold a post specified in column (1) in 
Appendix II to these rules, shall, for so long as he holds that 
post, be entitled to draw the pay and special pay specified in 
columns (2) and (3) thereof against that post: 

Provided that where a member of the Service is appointed to 
a post in India which is not included in column (1) of the said 
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Appendix, Government may make a declaration that the post is 
equivalent in status and responsibility to a post specified therein 
and his pay and special pay, if any, shall be the same as that of 
the post to which it is declared equivalent: 

Provided further that where the Government decides that no 
such equation is possible, it may regulate his pay by a special 
order. 

(2) The provisions contained in sub-rule (1) shall not apply to 
a member of the Service who is allowed to retain a scale of pay 
other than the senior or junior scale of the Service by virtue of 
the provisions contained in sub-rule (2) of rule 4. The pay of such 
officers shall be regulated by special orders made in this behalf 
by the Government. 

(3) Where an officer is a member of the Service by reason of 
permanent secondment to the Service from an All-India Service 
or a Central Civil Service, Group "A", and where the provisions of 
article 314 of the Constitution are or have been made applicable 
to the officer, that officer shall, while holding a post in India, draw 
such pay as he would have drawn had he not become a member 
of the Service. 

6. Regulation of Increments - (1) Except as provided in 
sub-rule (2), the increment provided for in the senior or the junior 
time-scale of the Service, shall become admissible to an officer 
on the expiry of each year's service from the date of his 
appointment to the Service and in the manner specified in 
Appendix I to these rules. In the case of officers appointed in, or 
promoted to Grade IV of the Service, the increments provided for 
in that Grade will fall due on the completion of each year's 
service in that Grade: 

Provided that where, before the commencement of these 
rules, the date of increments of any officer has been laid down in 
any general or special order of the Government, the increment 
due to the officer shall accrue on the expiry of each year from 
such date of the increment. 

*(2) In the case of an officer whose pay on appointment to 
the Service has been fixed in the senior time-scale of the Service 
under sub-rule (4) of rule 4, the increment provided for in senior 
time-scale will become admissible on the expiry of each year's 
service as provided for under sub-rule (1). However, if such an 
officer is holding a substantive appointment in Grade I of Indian 
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Foreign Service, Branch (B), his pay in the senior time scale of 
the Service shall be refixed under sub-rule (4) of rule 4 every 
time there is an increase in his substantive pay in Grade I of 
Indian Foreign Service, Branch (B) where such fixation is to his 
advantage. 

 (3) The Government may direct the payment of not more 
than two advance increments to officers in the junior scale of the 
Service during their probation on the completion of the 
prescribed departmental examinations. These advance 
increments shall not affect the date of the drawal by such officers 
of future increments or the fixation of their pay in the senior 
scale. 

(4) The Government may also direct that increments may be 
withheld from officers during their probation in the junior scale of 
the Service for failure to pass the prescribed departmental 
examinations:  

Provided that such withholding of increments shall not have 
any cumulative effect after the officer has passed such 
examinations.  

*Amended vide M.E.A letter NO. 362/GA/78, dated 16th 
August, 1978.  
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CHAPTER III 

FOREIGN ALLOWANCE AND REPRESENTATIONAL GRANT 

7. Foreign Allowance: - A member of the Service serving 
outside India may be granted a foreign allowance at such rates 
and subject to such conditions as may be prescribed by the 
Government from time to time. 

8. Representational Grant: - A member of the Service 
serving outside India shall further be entitled to receive an 
annual representational grant to cover the cost of 
representational expenditure. The Government may by general 
or special order direct how this grant is to be expended.  

9.  Concurrent Accreditation Grant: - A Head of Mission 
accredited to more than one country may be paid an additional 
representational grant.  

10. Reduction of foreign allowance and representational 
grant during absence: -  During the absence of a member of 
the Service from his post abroad on leave, on deputation to 
another station, or on consultation duty, the Government may 
determine the reductions, if any, in the foreign allowance and 
representational grant. 

11. Charge d' Affaires' allowances: -  During the absence 
from his post abroad of a Head of Mission, the Government may 
permit the Charge d' Affaires ad interim to utilise a portion of the 
Head of Mission's foreign allowance and representational grant 
for meeting the additional expenses consequent on his being so 
appointed. 
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CHAPTER IV 

CHILDREN'S EDUCATION ALLOWANCE AND HOLIDAY 
PASSAGES  

12. Children's Education Allowance: -  The Government 
may meet the cost of education upto school level of not more 
than two children studying at the place of posting of the officer or 
in India and within the ages of five and *twenty, of member of the 
Service posted abroad. The charges to be met by the 
Government, the mode of payment, the contribution to be made 
by the officer shall be decided by the Government. In respect of 
the child(ren) studying in the recognised schools in India, a 
Children education allowance shall be payable as determined by 
the Government from time to time. 

13. Children's Holiday Passages: (1) The Government 
may allow a member of the Service return passages for not more 
than two children between the ages of **six and **twenty two 
years left behind in India and who are receiving education in 
recognised educational institutions in India to join their parents 
during their school or college vacations subject to such 
conditions as may be prescribed by the Government from time to 
time. These passages can also be availed of in respect of one 
child receiving education abroad in a country other than the 
country of posting of the officer himself in which case the 
concession can be availed of only in respect of one more child 
studying in India. 

*changed to twenty years vide provisions of Annexure VII 

**changed to six and twenty two years vide provisions of 
Annexure VIII 

(2) The expenditure on holiday passages under the 
provisions of sub-rule (1) shall not exceed the amount necessary 
for travel by the cheapest class by air, from the last airport of 
embarkation in India to the station of posting of the officer abroad 
and back irrespective of the fact whether the child for whom such 
passages are availed of is studying in India or abroad:  

Provided that where a station abroad is not connected by air, 
alternative modes of travel may be allowed.  

(3) Where a member of the Service has more than two 
children between the ages of *six and *twenty two years 
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receiving education in recognised educational institutions in India 
and where he is entitled to avail of the children's holiday 
passages in respect of two of his such children, he shall have the 
option to send his wife to India to be with the children during their 
school or college vacations in lieu of his children visiting their 
parents abroad and where such option is availed of by the 
member of the Service, his wife shall be entitled-  

(i) to the payment of cost of a return air-passage by 
 the cheapest class from the station of posting of  
 the officer to the first airport of landing in India;  
 or  

(ii) where the place of posting abroad is not linked 
 by air with India and the journey or a part thereof 
 has to be performed by rail, road, or sea to 
 travelling allowance by the appropriate class of 
 the land journey, or a sea travel passage by the 
 appropriate class or both.  

*changed to six and twenty two years vide provisions of 
Annexure VIII. 
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CHAPTER V 

OUTFIT ALLOWANCE 

 14. Outfit Allowance: - [(1) A member of the Service 
shall be entitled to an Outfit Allowance every time he gets posted 
to a station abroad, whether from India or from another station 
abroad.  

 (2) An officer shall not be entitled to Outfit Allowance on 
more than eight occasions during the entire career.] 

[ ] Substituted vide MEA Notification No. 4/GA/80,  
dated 18-7-81. 
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CHAPTER VI  

RESIDENTIAL ACCOMMODATION  

15. Residential accommodation: (1) A member of the 
Service serving outside India shall be provided with free 
furnished accommodation. The scale of accommodation, which 
is considered appropriate to the status or grade of any officer 
shall be as prescribed by the Government from time to time. 

(2) The Government may further prescribe from time to time 
a rental ceiling in respect of particular stations within which the 
member of the Service may be permitted to rent suitable 
furnished accommodation. 

(3) The scale of furniture and amenities which may be 
provided at the Government's expense for a member of the 
Service shall be as prescribed by the Government from time to 
time. 

(4) The Government may prescribe regulations regarding the 
maintenance and repair of residences, and the furniture thereof, 
whether owned by the Government or obtained on lease. 

(5) The Government may prescribe conditions governing the 
taking of accommodation for residential purposes on lease.  

(6) *If a Head of Mission is satisfied that no alternative 
accommodation is available for a member of the Service on his 
first arrival at the station, he may authorise such member, his 
family and his entitled Indian servants to stay in hotels suitable to 
their respective status for such minimum period as may be 
necessary, but not exceeding three months. The Government 
may prescribe the scale of hotel accommodation for the various 
categories of member of the Service both when residing alone 
and with their families and may also further prescribe a ceiling 
rental for such hotel accommodation from time to time for each 
station.  

*For latest instructions on stay in hotels, please see 
Annexure X & XVIII. 

The cost of such accommodation shall be met by the 
Government.  

16. Heating and cooling: - At such stations as the 
Government may determine, where extreme climatic conditions 
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prevail, the heating and/or cooling of residences of members of 
the Service may be arranged at the Government's expense, on 
such scale and conditions and within such ceiling amounts as 
may be prescribed or approved by the Government. 

17. Gardens: - (1) The Government may meet the 
expenditure on upkeep of any garden attached to the residence 
of a Head of Mission or Post as may be specified by the 
Government from time to time. 

(2) The Government may meet the expenditure for the partial 
maintenance of gardens (lawns and hedges) of the other 
members of the Service in a Mission in accordance with orders 
issued in this behalf from time to time.  
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CHAPTER VII  

TRAVELLING ALLOWANCE AND DAILY ALLOWANCE 

18. Sanctions for journeys - Travelling allowance to 
members of the Service shall be admissible only in respect of 
authorised journeys which shall include the following types of 
journeys-:  

(a)  journeys on transfer 

(b) journeys on tour within India on temporary duty 
 or on leave.  

(c) journeys on tour outside India,  

(d) journeys on first appointment abroad,  

(e) journeys on termination of appointment abroad,  

(f )  journeys on recall to India,  

(g)  journeys on home leave and  

(h)  journeys on leave on a medical certificate 
 subject to the provisions of rule 26. 

19. Definition- For the purpose of this Chapter "family" 
means the wife or husband, as the case may be, of a member of 
the Service residing with him and includes -  

(i) his legitimate children and step children residing 
 with him and wholly dependent on him; and  

(ii)  under such terms and conditions as may be laid 
 down by the Government, a hostess.  

Note 1: - Not more than one wife is included in the term "family'. 

Note 2: - An adopted child shall be considered to be a legitimate 
child, if under the personal law of the member of the Service, adoption 
is legally recognized as conferring on it the status of natural child. A 
member of the Service shall report each such case of adoption, to the 
Ministry immediately after the adoption, or immediately after his entry 
into Service and the Ministry shall thereupon have the option to 
determine whether the adopted child should be considered as a part of 
the family of the member of Service, for the purpose of this Chapter.  

20. Passage (1) The cost of passage shall either be 
reimbursable to a member of the Service or shall be met by the 
Government when he is travelling on an authorised journey. 
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(2) The cost of passages of the family and the entitled Indian 
servants shall either be reimbursable to a member of the Service 
or shall be met by the Government when they are travelling on 
an authorised journey, except for journeys specified in clauses 
(b) and (c) of rule 18.  

(3) The Government may provide for the cost of passages of 
the wife or hostess of a Head of Mission accompanying him on 
tour within his jurisdiction. 

(4) The grade of passages for a member of the Service and 
the entitled members of his family and Indian servants shall be 
laid down by the Government from time to time in respect of 
travel by road, rail, sea and air.  

(5) The family and entitled Indian servants of a member of 
the Service shall accompany him on transfer or on home leave 
except as may otherwise be provided by the Government. 

21.* Carriage of personal effects. (1) A member of the 
Service on transfer or home leave-cum-transfer shall be entitled 
to be reimbursed for the expenditure incurred for the 
transportation of his personal baggage direct from the last station 
of posting to the next station of posting within the limits as 
detailed in Para 6 of Annexure XIII. 

Note -The above limits are inclusive of the free allowance  allowed 
by the carrier on the approved route and exclusive of the weight of the 
car, if any, permitted to be carried under Rule 23. 

(2)  if he is required to travel by air he may carry with him 45 
kilograms (inclusive of the free allowance), the excess over the 
free allowance to be carried as air cargo, the whole being 
deducted from his entitlement under sub-clause (i) or sub-clause 
(ii) of clause (a). 

These provisions shall not apply to transfer or home leave-
cum-transfer journeys performed by Air India which shall be 
subject to such conditions as may be prescribed by the 
Government from time to time.  

The mode of carriage of the personal effects shall be as laid 
down by the Government. 

Note - Provided the maximum limits laid down in the above rule are 
not exceeded and provided, also, that the expenditure to the 
Government does not exceed the amount permissible by the approved 
route (after availing of the free allowance allowed by the carriers), a 
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member of the Service may vary the mode of carriage of his personal 
effects and may also draw the actual cost of transporting his personal 
effects by the surface route to the new station from a place other than 
the old station, as for example where they were purchased en route or 
even left behind on the occasion of a previous transfer or from any other 
place or from his old station to a place other than the new station. 

*for revised entitlements, please see para 6 of Annexure XIII. 

 (3) In addition to being reimbursed under sub-rule (1), a 
member of the Service shall be entitled to be paid such 
incidental expenses and insurance charges as may be 
prescribed by the Government. He shall also be entitled to be 
paid essential and inescapable storage charges actually incurred 
in accordance with such conditions as may be prescribed by the 
Government.  

Note- Life Insurance charges will not be reimbursed except in 
respect of travel by non-scheduled aircraft, duly authorised by the 
Government. 

(4) For journeys on tour, transportation of personal effects at 
the Government's expense shall be limited to the free allowance 
permitted by the carrier, except when travelling by air outside 
India and the country of posting when 45 kilograms (inclusive of 
the free allowance) per adult ticket will be admissible subject to 
the condition that luggage weighing more than the permitted free 
allowance shall be transported as air cargo. The incidental 
charges which may be claimed shall only be such compulsory 
charges as may be levied on the officer.  

(5) For journeys on tour and transfer within India, the 
relevant provisions of the Supplementary Rules shall apply. 

(6) For journeys on transfer when a portion of the journey 
lies within India, the whole journey shall be governed by these 
rules. 

(7) Journeys under clauses (d), (e), (f) and (g) of rule 18 
shall qualify for purposes of drawing the allowance subject to 
such further conditions, if any, as the Government may lay down. 

22. *Composite Transfer Grant. (1) To cover the cost of 
incidental expenses on transfer, a member of the Service will be 
entitled to a Composite transfer grant equal to one month's basic 
pay i.e. pay in the pay band plus Grade Pay in the revised scales 
of pay promulgated and subject to such conditions as may be 
determined by the Government from time to time. 
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(2) In the event of frequent transfers or transfers within the 
same country, the Government may reduce the quantum of the 
transfer grant. * For detailed instructions, please see Annexure XV. 

23. Carriage of personal car. (1) The cost of transportation 
of one personal car shall also be admissible to a member of the 
Service on transfer, provided no car at the Government's 
expense, primarily for his official use, either at the post from 
which he is being relieved or at the post to which he is being 
transferred, was or is being provided and subject to its being 
certified by the competent authority that the maintenance of a 
private car by him was and is necessary for the efficient 
performance of his duties both at the old and in the new post and 
also subject to such further conditions as the Government may 
from time to time lay down. 

(2) A member of the Service may further be paid such 
incidental expenses and insurance charges as may be 
prescribed by the Government. 

24. Classification of station and home leave passage. (1) 
All Missions and Posts abroad shall be classified into five 
categories as Category A*, Category A, Category B, Category C 
and Category C*. 

(2) The normal period of posting of a member of the Service 
at each category of post shall be as specified by the 
Government. The normal period of posting may be curtailed or 
extended by the Government in the exigencies of the public 
service.  

*(3) The officer of the Service and the eligible members of 
his family shall be entitled to one set of home leave fares during 
the tenure of his posting to a Mission/Post abroad and also to 
home leave fares at the time of his transfer from one 
Mission/Post to another Mission/Post abroad. 

The entitled Indian Servants shall also qualify for such home 
leave fares subject, however, to such conditions as the 
Government may determine from time to time.] 

25. Travelling allowance for a widow- (1) If a member of 
the Service dies while serving abroad, all the travelling allowance 
admissible for a journey on transfer back to India, including the 
transfer grant, shall be admissible to his widow and/or other 
members of his family and entitled Indian servants, to the extent 
that would have been admissible if such member had been 
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transferred to India. 

(2) At the request of his widow or other members of the 
family, such widow or member may be allowed to draw travelling 
allowance for going to any other place, not exceeding the 
maximum entitlements under sub-rule (1).  

26. Journey under Medical Certificate - (1) Subject to the 
provisions of sub-rule (2), the Government may at their discretion 
grant travelling allowance for the journey performed without prior 
permission of Government of a member of the Service or of a 
member of his family (and when necessary with an attendant), 
from his place of posting to India or to such other place under 
medical advice as may be necessary for reasons of health or for 
purposes of undergoing medical treatment which is not available 
locally. 

(2) When a member of the Service returns to his place of 
posting after the journey performed under sub-rule (1), the to and 
fro journey shall be treated as a journey on home leave and 
when such member does not return to his original place of 
posting after such journey but proceeds to a new place of 
posting, the journeys performed by him shall be treated as 
journeys on transfer in which case travelling allowance for the 
entitled Indian servants shall also be admissible.  

27. Daily allowance - Daily allowance shall be admissible to 
members of the Service during journeys and halts away from 
headquarters at such rates and subject to such conditions as 
may be prescribed by the Government. 

* As substituted by M.E.A. Notification No. 3/GA/84, dated 
26-6-1984 

[ ] As substituted by M.E.A Notification NO. 3/GA/80, dated 
18-7-1981  
 

 

 



PART I 

22 

 

CHAPTER VIII 

JOINING TIME, TRAVEL TIME, TEMPORARY DUTY AND 
EMOLUMENTS DURING SUCH TIME 

*28. Joining time - (1) Joining time or travel time shall be 
treated as duty. 

(2) Joining time shall be reckoned as follows: -  

(a) For journeys on transfer from one post to another post 
abroad or from a post abroad to a post in India or vice versa, the 
actual time spent in transit from the former place of duty to the 
latter place of duty, by the approved route, including certified 
enforced halts en route, plus eight days for preparation time, 
provided that in the event of an enforced stay at the station of 
departure due to non-availability of passage , the preparation 
time should run concurrently with the period of enforced stay.  

Note 1 - An enforced halt shall be halt that is certified by the Head 
of Mission or Post of the country where it occurs as one that was 
necessary to catch the connecting onward transport. Such halt may be 
certified by an officer not below the rank of a Second Secretary if 
authorised to do so by the Head of Mission or Post concerned. 

* As amended vide MEA Notification No. Q/GA/791/29/79 
(EAI/80/1/15) dated 18-4-1980. 

Note 2 -If the journey is performed in the personal car of a member 
of the Service the travel time shall be the actual time spent in transit or 
that admissible had the journey been performed by the approved route, 
whichever is less. 

(b) For journeys on leave, when the member of the Service 
is utilizing a home leave passage, the travel time shall be the 
actual time taken for the outward and the return journey by an 
approved route between the station from where he proceeds on 
leave and the nearest port of disembarkation in India including 
certified enforced halt, if any, en route. [When a member of the 
Service utilises a set of passages from his home leave passage 
account, he may also be allowed to treat travel time as duty, if he 
spends his leave in a country other than India, subject to the 
condition that the travelling time thus allowed shall not exceed 
the time occupied by a journey to India by the approved route. 

Note: For the purpose of this rule, the approved route for special 
home leave passages shall be exclusively by air.  

(c) For journey to join a new post on return from leave of the 
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kind referred to in clause (b) joining time shall be reckoned under 
clause (a) from the place at which the member of the Service 
was spending his leave or from his old station as the 
Government may decide. 

(d) For terminal journey to India on retirement from a post 
abroad, while the actual travel time by the authorised route upto 
the port of disembarkation in India may be treated as duty, no 
preparation time shall be admissible.  

[ ] Since superseded by the provisions of Revised Annexure 
XVII 

 (e) For journeys on recall to India, only the actual travel time 
by the authorised route upto the port of disembarkation in India 
may be reckoned as duty and no preparation time shall be 
admissible.  

Note - When holiday(s) follow(s) Joining Time, the normal Joining 
Time may be deemed to have been extended to cover such holiday(s). 

(3) Joining Time may be combined with vacation and regular 
leave of any kind or duration except casual leave. 

(4) In case the officer does not avail of full Preparation Time 
wherever admissible, the difference between the full Preparation 
Time admissible to the officer and the Preparation Time actually 
availed by him subject to a maximum of 8 days shall be credited 
to his leave account as earned leave. 

(5) Ministry of External Affairs or, as the case may be , the 
Ministry of Commerce in the Government of India may grant to a 
member of the Service a longer period of joining time or 
travelling time than is admissible under sub-rule (2) in the 
following circumstances and to the extent mentioned against 
each, unless in any case the Government otherwise directs: -   

(a) Overlap between the 
relieving and the relieved 
officer in a post abroad. 

10 days (including 8 days of
preparation).  

(b) Halt on duty at any 
intermediate station. 

7 days. (This period will run
concurrently with any enforced
halt at that station to catch the
connecting on ward transport.) 
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(c) Halt on duty at 
Headquarters i.e. New Delhi. 

15 days. 

Extended joining time under one or more of the above 
circumstances may be granted for one particular move.  

(6) The Government may from time to time regulate the pay 
and compensatory allowances during joining time. 

29. Temporary duty - When a member of the Service is 
required to proceed on temporary duty outside his Headquarters, 
the Government may prescribe regulations governing the 
payment of compensatory allowance to such member. 
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CHAPTER IX 

LEAVE AND LEAVE EMOLUMENTS  

30. Leave rules - (1) Subject to the provisions of sub-rules 
(2) and (3), the leave rules in Chapter X of Section II or of 
Section III, as the case may be, of the Fundamental Rules or the 
Central Civil Services (Rules), 1972 as amended from time to 
time, shall apply to members of service.  

(2) Deleted vide GA Section's Notification No. Q/GA/601/ 
1/2010 dated 14.05.2010] 

(3) Deleted [vide GA Section's Notification No. Q/GA/601/ 
1/2010 dated 14.05.2010] 

4) Leave may be taken - 

(a) in the country where the Government servant is 
 serving; 

(b) in any other country; or  
(c) in India.  

 (5) Travel time shall be treated as duty: 

Provided that the member of the Service is permitted to take a 
home leave passage to India and subject to Note below rule 28 (2) (b): 

31. Consultation duty etc. - A member of the Service on 
leave in India may be required by the Ministry to undertake tours, 
refresher courses and such other duties as may be necessary. 
The time so spent shall be treated as duty subject to such 
conditions as may be prescribed by the Government. 

*32. Additional leave - [(1) A member of the Service shall 
be entitled to an additional credit of leave for a period of service 
spent outside India. 

Note - The term "service spent outside India" for the purpose of this 
rule means active service out of India and does not include travelling or 
joining time. 

 (2) The additional leave shall be maintained in a separate 
account.  

 (3) The additional leave under sub-rule (1) shall be at half 
the rate admissible for leave on average pay under the 
Fundamental Rules or for earned leave under the Central Civil 
Services (Leave) Rules, 1972. 
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 (4) The accumulation of additional leave shall be limited to 
120 days [vide Annexure XXIII] 

* As amended vide M.E.A. Notification No. Q/GA/791/6/78, 
dated 20th September, 1978. 

[ ] Substituted vide M.E.A. Notification No. 2/GA/80, dated 6th 
August, 1980. 

(5) Additional leave shall be taken only in India and shall not 
be granted for a period exceeding 60 days at any one time.  

(6) (i) The credit of additional leave to the account of a 
member of the Service shall lapse on the date on which he 
leaves India on his last posting abroad. 

 (ii) Notwithstanding anything contained in clause (i) a 
member of the Service may be permitted by the Government to 
earn additional leave in respect of the period of duty at his last post. 

(7) Additional leave may be combined with other forms of 
leave provided that the total leave on average pay, or earned 
leave, availed of shall not be in excess of 8 months or 240 days, 
as the case may be: 

Provided further that the total earned leave (not including 
additional credit of leave) preparatory to retirement shall not be 
in excess of 300 days.  

(8) The rates of leave salary and allowances that may be 
drawn during additional leave shall be the same as those laid 
down for leave on average pay under the Fundamental Rules, 
and earned leave under the Central Civil Services (Leave) Rules, 
1972 in India. 

(9) The maximum limit of leave salary after 4 months or 120 
days as the case may be shall be ` 2250* p.m. for a member of 
the Service governed by these rules provided that it will not be 
available if the officer is being posted from abroad to India on the 
expiry of leave or vice versa, and at the time of final 
relinquishment of charge. 

Provided further that during leave preparatory to retirement a 
member of the service governed by these rules, shall be entitled 
to full leave salary for maximum period of 300 days#.  

* Pay prior to 1.1.1986  
#Amended vide DP&T’s O.M. No. 14028/3/2008-Estt. (L) 

dated 25.09.2008. 
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33. Allowances during leave: - The Government may 
prescribe regulations regarding the drawal by members of the 
Service of compensatory allowances granted for service abroad 
during leave.  
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CHAPTER X 

LANGUAGE REWARDS AND ALLOWANCES 

34. Language study - A member of the Service is expected 
to study as many foreign languages as he may be able to do 
without detriment to his other duties. He shall be confirmed in 
service, normally, only after passing an examination in the 
foreign language allotted to him for compulsory study. 

35. Language allowances - The Government may prescribe 
the reimbursement of normal expenses for such study, and 
rewards and allowances for proficiency in foreign languages.  
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CHAPTER XI  

RETIREMENT AND PENSION  

36. Retirement and Pension - (1) A member of the Service 
shall retire at the age of 60 years:  

Provided that the appropriate authority shall, if it is of the 
opinion that it is in the public interest to do so, have the absolute 
right to retire any member of the Service by giving him notice of 
not less than three months in writing or three months' pay and 
allowances in lieu of such notice, after he has attained the age of 
fifty years, 

Provided further that a member of the Service may, after 
giving at least three months' notice in writing to the Government, 
retire from service after he has attained the age of fifty years. It 
shall, however, be open to the appropriate authority to withhold 
permission to a member of the Service who seeks to retire under 
this proviso if the member of the Service is under suspension or  
is posted to a Mission abroad, or, after having been transferred 
from a Mission abroad to a station in India, has not yet resumed 
duty in India. 

Note: -  The three months' notice referred to in sub-rule (1) may be 
given before the Government servant attains the age of 50 years, 
provided that the retirement takes place after he attains the age of 50 
years. 

 (2) A member of the Service seeking voluntary retirement 
under clause (k) of Fundamental Rule 56 shall give at least three 
months notice in writing to the Government: 

Provided that it shall be open to the appropriate authority to 
withhold permission to retire while a member of the Service is 
posted to a Mission abroad or, after having been transferred 
from a Mission abroad to a station in India, has not yet resumed 
duty in India and rendered a minimum of one year's service in 
India.  

(3) The Liberalised Pension Rules, 1950 or Central Civil 
Service (Pension) Rules, 1972, shall apply to a member of the 
Service according to the option exercised by him: 

Provided that rule 48 and 48-A of the Central Civil Service 
(Pension) Rules, 1972, shall not apply to a member of the 
Service while he is posted abroad or after having been 
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transferred to India, has not resumed charge of the post in India, 
and rendered a minimum of one year's service in India. 

(4) It shall be open to the appropriate authority to withhold 
permission to a member of the Service to resign from 
Government service, while posted abroad or, having been 
transferred to India, has not resumed charge of the post in India.  

(5) With effect from 1.1.2004, New Pension Scheme will 
apply to members of the Service. 
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CHAPTER XII 

MEDICAL ATTENDANCE 

37. Medical attendance - (1) The Government may make 
regulations providing for medical attendance for a member of the 
Service, for members of his family, and for his entitled Indian 
servants during his service abroad, whether on duty, on leave, or 
during joining time.  

 (2) While in India, whether on duty or leave, a member of 
the Service shall be governed by the terms of the *Contributory 
Health Service Scheme if within its purview, or otherwise by the 
Central Services (Medical Attendance) Rules, 1944.  

*The employees of the Ministry of External Affairs are 
covered by CGHS. 
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CHAPTER XIII 

PROVIDENT FUND AND NEW PENSION SCHEME 

38. Provident Fund - The General Provident fund (Central 
services) Rules, 1960 shall apply to members of the Service.  

38A. New Pension Scheme shall apply to members of the 
service with effect from 1.1.2004. 
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CHAPTER XIV  

MISCELLANEOUS  

39. Death benefits - In the event of the death of a member 
of the Service or of a member of his family, or of his entitled 
Indian servant, the Government may provide assistance for 
meeting the expenses of the funeral and the repatriation of the 
body; and if the death be of a member of the Service, also for the 
retention of his accommodation, entitlement to foreign and other 
compensatory allowances and the return passages of his family 
and his entitled Indian servants to India or to another station 

40. Power to make regulations - In addition to any matter 
for which regulations may be made under these rules, the 
Government may make regulations in regard to the enforcement 
of these rules and their interpretation and applicability. 

41. Relaxation of Rules - Where the Government is 
satisfied that the application of any of these rules causes or is 
likely to cause undue hardship to a member of the Service, it 
may, after recording its reasons for so doing and notwithstanding 
anything contained in any of these rules, deal with the case of 
such member in such manner as may appear to it to be just and 
equitable:  

Provided that the case shall not be dealt with in any manner 
less favourable to such member than that prescribed in these 
rules. 

42. Interpretation - If any question arises relating to the 
interpretation of these rules it shall be referred to the 
Government whose decision thereon shall be final.  

43. Certain orders and rules not to have effect and 
provisions for residuary matters - (1) Where provision has 
been made in these rules in respect of any matter, any other 
orders or rules made by the Government making provision for 
the same or similar matters shall be deemed not to have any 
effect. 

(2) Where any matter arises in respect of which no provision 
has been made in these rules, it shall be dealt with as follows: -  

(i) in accordance with the relevant provisions of any 
 other rules specifically promulgated by the 
 government in respect of the Service;  
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(ii) in the absence of (i) above, in accordance with 
 any  general or special or executive orders of the 
 Government in regard to such matters; and 

(iii) if no provision referred to in clauses (i) and (ii) exists, 
 in accordance with the provision of Service code such 
 as the Fundamental and Supplementary Rules, the 
 Civil  Service Regulations or any other set of 
 regulations applicable to officers of similar status 
 serving in India. 

 (3) The Government may, at any time, by general or special 
order, make provision for any matter that has not been dealt 
within these rules.  

44. Power to amend or hold in abeyance - (1) The 
Government may at any time by notification in the Official 
Gazette, amend, vary or alter all or any of the provisions of these 
rules. 

 (2) The Government may, if it is satisfied that circumstances 
exist which warrant that all or any of the provisions of these rules 
should be held in abeyance, direct by notification in the Official 
Gazette that all or any of such provisions shall be held in 
abeyance to such extent and for such period as may be specified 
therein. 

45. Rules to apply to certain other persons - Subject to 
such exceptions and modifications as the Government may 
specify by order made in this behalf, these rules shall apply in 
relation to - 

(i) persons other than members of the Service who are 
 appointed to posts of Heads of Missions or Heads of 
 Posts borne on the cadre of the Indian Foreign 
 Service in respect of any matter which is connected 
 with the period of assignment at such posts and for 
 which provision has been made in these rules; and 

(ii) persons who are members of an All India Service or 
 of a Central Civil Service, Group `A', whose services 
 have been lent for appointment to a post borne on the 
 cadre of the Service; as they apply in relation to 
 members of the Service.  

46. Repeal - (1) The Indian Foreign Service Rules, 1954, in 
so far as they relate to matters dealt with in these rules shall, in 
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relation to persons to whom these rules apply cease to be in 
force except as respects things done or omitted to be done.  

(2) Notwithstanding the provisions of sub-rule (1) where any 
action, the subject matter of which is dealt with in these rules, 
had been initiated or commenced before the commencement of 
these rules, and the action in respect of any matter connected 
therewith has continued beyond such commencement, or has 
been completed after such commencement, the Government 
may, by general or special order, prescribe to what extent the 
matter or matters arising from such action shall be governed by 
the Indian Foreign Service Rules, 1954, or by the provisions of 
these rules or by both.  

Supplementary Instructions 

I. Junior Administrative Grade- Implementation of 
Some doubts have been raised about the implementation of 
Junior Administrative Grade. As this Grade is analogous to the 
Junior Administrative Grade for All India Services, this Ministry 
would also follow the principles laid down by Department of 
Personnel and Training. It is hereby clarified that Direct Recruit 
IFS Officers would be granted Junior Administrative Grade on 
the *1st of January of the year in which they complete nine years 
of Service. 

[M.E.A. No. Q/PA-II/682//1/87, dated 11-8-1987]  

*Amended vide Rule 3, IAS (Pay) Rules, 1975 & DP&T’s 
Letter No.  11030/22/91-AIS (II), dt. 16.03.93 

[2. The officers who are promoted to Senior Scale of IFS 
from Grade I of IFS (B) are assigned a year of allotment and they 
are deemed to have been appointed to IFS from this year. For 
such officers, nine years of service would be calculated from the 
year of allotment. The Junior Administrative Grade to such 
officers would be granted after nine years of service calculated 
from the year of allotment from the month following the month in 
which they were appointed to Grade I of IFS (B).]  

[ ] [M.E.A. No. Q/PAII/682/1/87, dated 19-8-1987]  

II. Central Civil Services (Revised Pay) Rules, 1986- 
Regulation of pay in the Junior Administrative Grade Officers 
of IFS, who have put in 9 years of Service are eligible for 
appointment to Junior Administrative Grade. Instructions on the 
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procedure to be followed were issued by us vide our Note of 
even number dated 11-8-1987. However, the question of the 
grant of increment in this scale was under consideration. 

2. Ministry of Personnel, P.G. & Pensions (Dept. of 
Personnel & Training) vide their letter No. 11030/106/87-AIS (II) 
dated 2-12-1987 have issued instructions regarding regulation of 
increment in the Junior Administrative Grade in respect of 
officers of IAS etc. Copy of this letter is reproduced below.  

3. It is hereby clarified that these guidelines will be 
applicable in respect of members of Indian Foreign Service.  

4. Entitlement Section is authorised to release increments 
according to these instructions to officers of Junior Administrative 
Grade. 

[Q/PA-II/682/1/87, dated 10-2-1988] 

Copy of Ministry of Personnel, P.G. & Pensions (Department 
of Personnel & Training) Letter No. Q/11030/106/87-AIS (II), 
dated the 2nd December, 1987 addressed to The Chief 
Secretary to the Governments of All States 

Indian Administrative Service (Pay) Rules, 1954- Regulation 
of pay of officers appointed to the Junior Administrative Grade 
with effect from 1-1-86 

The question of regulating the pay of the members of the 
IAS who had put in more than 9 years of service prior to 1-1-
1986 and were appointed to the IAS with effect from 1-1-1986 
has been considered and it has been decided that in a case 
where the officer is eligible for appointment to the JAG on 1-1-
1986, his pay may be fixed directly in the Junior Administrative 
Grade on 1-1-1986 with reference to his pay in the pre-revised 
senior scale of the IAS in accordance with the provisions 
contained in sub-rule (3) of Rule 3 of the IAS (Pay) Rules, 1954 
as amended vide this Department's Notification No. 11030/7/87-
AIS (II), dated 13th March, 1987. 

2. As regards the date of next increment, the same may be 
regulated in the following manner:  

(a) If pay is fixed in the JAG in the normal course i.e. 
 with reference to the revised scale of senior time 
 scale, there may be no change in the date of 
 increment subject to satisfaction of other conditions. 
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 (b) If pay is fixed directly at the minimum of the JAG 
 from 1-1-1986 due to the existing emoluments added 
 by 20% of Basic Pay being less than the minimum of 
 the JAG then next increment in JAG will accrue after 
 normal period of one year service from the date of 
 appointment to the JAG. 

3. To illustrate where the pay is fixed in the JAG, in 
accordance with clause (a) of para 2 above the minimum of the 
pay scale of JAG, the increment in the JAG will be admissible on 
the date on which the increment in the senior time scale would 
have fallen due, after the date of promotion to JAG. In a case 
where the pay is fixed at the minimum of the JAG under clause 
(b) of para 2, the next increment will be admissible on 1-1-1987. 

4. The above instructions shall apply mutatis mutandis to the 
Indian Police Service and Indian Forest Service.  

 
Sd/ (V.R. SRINIVASAN) 

Deputy Secretary to the Govt. of India  
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*APPENDIX I 

[See rule 4 (5)]  
Scale of pay of the Indian Foreign Service  

Year of 
Service 

Junior Scale 

(in `) 
(Pay Band+Grade Pay)  

Senior Scale 

(in `) 
(Pay Band +Grade Pay)  

1st 15600+5400  
2nd  15910+5400  
3rd  16420+5400  
4th  16930+5400  
5th 17440+5400 19810+6600  

6th 17950+5400 20420+6600** 

7th 18470+5400 21020+6600 

8th 18980+5400 21630+6600 

9th 19490+5400 22230+6600 

10th 20000+5400 22840+6600 

11th  20510+5400 23440+6600 

12th 21020+5400 24050+6600 

13th 21530+5400 24650+6600 

14th 22050+5400 25250+6600 

15th  22560+5400 25860+6600 

16th  23070+5400 26460+6600 

17th 23580+5400 27070+6600 

18th 24090+5400 27670+6600 

19th 24600+5400 28280+6600 

20th 25110+5400 28880+6600 

21st 25630+5400 29490+6600

*Revised consequent upon revision of pay scale 
w.e.f.1.1.2006.  
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** The first increment in the Same Scale shall be allowed on 
completion of one year's service in the Senior Time Scale, vide 
Notification No. 14021/1/89-AIS (II) A, dated 19th April, 1990 
made applicable to the IFS- vide DOPT Dy. No. 993/90 Pay-I, 
dated 11.5.90 w.e.f. 1-1-1986. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



PART I 

40 

 

* APPENDIX II  

[See rule 5]  

Pay including Headquarters allowance to be drawn by a 
member of the Service while holding a post in India under 

the Central Government 

Particulars of Post Scale of Pay Headquarters Allowance Grade 
Pay 

1.Secretary to the
Government of India  

` 80,000 (Fixed) 
Apex Scale 

NIL  NIL 

2.Additional Secretary to
the Government of India  

#Grade-II HAG 
Scale: 

` 67,000-79,000 
NIL  NIL 

3.Joint Secretary to the
Government of India  

PB-4 
` 37400-67000 

NIL 10000 

4. Director 
PB-4 

` 37400-67000 

10% of Basic Pay(i.e. Pay
in the Pay Band plus
Grade Pay) upto the
maximum limit of ` 4000/- 

8700 

5. Deputy Secretary  
PB-3 

` 15600-39100 

10% of Basic Pay(i.e. Pay
in the Pay Band plus
Grade Pay) upto the
maximum limit of ` 4000/-

 
7600 

6.Under Secretary 
Senior Scale 

PB-3 
` 15600-39100 

10% of Basic Pay(i.e. Pay
in the Pay Band plus
Grade Pay) upto the
maximum limit of ` 4000/- 

6600 

7. Under  Secretary  
Junior Scale  

PB-3 
` 15600-39100 

NIL 5400 

*Amended vide order No. Q/GA/681/1(ii)/2008 dated 
16.03.2009. 

#Amended vide MoF, Notification No. F.No. 01/01/2008-
IC, dtd.-16.07.2009
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ANNEXURE - I 

APPLICATION OF IFS (PLCA) RULES, 1961, TO NON-
CAREER HEADS OF MISSIONS OR POSTS AND TO 

DEPUTATIONISTS  

[Authority: - M.E.A. letter No. Q/GA/791/28/84(EAI/I/85/41) 
dated 20.12.1985]  

1. General: All the provisions of the Indian Foreign Service 
(Pay Leave and Compensatory Allowances etc.) Rules, 1961, 
shall be applicable to a non-career Head of Mission or Post and 
to an officer on deputation subject to the modifications given 
below: 

2. Joining time pay and allowances on first appointment 
abroad: (1) If prior to his first appointment as a Head of Mission 
or Post abroad, the officer so appointed: 

 (i) had not previously been in the service of the  
government; or 

 (ii) was in such service, but there has been a break of 
service between his service under the government in the past, 
and his service as Head of Mission or Post; or 

(iii) was in government service but has retired or is on leave 
preparatory to retirement or is a re-employed officer or is in the 
employment of the government in a temporary post or otherwise 
than as a member of a duly constituted All India Service or 
Central Service, Group `A'. 

Such officer shall in respect of his journey from the [place of 
normal residence in India] to the station of his posting abroad, 
and to the date on which he actually assumes charge of his post 
of Head of Mission or Post be entitled only to travelling 
allowance, and if admissible to the daily allowance provided 
under chapter VIII in respect of the period between his arrival at 
the station of his posting and the date he actually assumes 
charge of his post , if for any reason the officer is not able to take 
charge of his post immediately on arrival and government 
authorise his taking over the post on a subsequent date, but 
shall not be entitled to draw any joining time pay or other 
allowances under the Chapter. The officer shall, however, be 
entitled to receive such pension or leave salary in respect of the 
terminal leave or leave preparatory to retirement as was 
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otherwise admissible to him. The same provision shall also apply 
to him when he returns to India on the final termination of his 
assignment abroad or on a journey on recall, provided that the 
Ministry may place such an officer on consultation duty prior to 
his proceeding abroad to take up his assignment as Head of 
Mission/Post. On consultation duty, he shall be entitled to the 
same travelling allowance/daily allowance as admissible to grade 
I officer of the Government of India under the relevant provisions 
of Supplementary Rules. However, air travel in such cases will 
be regulated in accordance with the provisions contained in the 
Ministry of Finance O.M. No. F 19024/7/82-EIV dated 8.10.82. 

(2) If an officer on deputation is posted to a cadre post 
abroad, either for the first time or on a subsequent occasion, 
after a period of reversion to his parent service, and either as a 
Head of Mission or Post or otherwise, he shall be entitled to 
joining time pay under the provisions of chapter VIII and to the 
other allowances as laid down in sub-para (1) The same 
provisions shall apply to his journey when the officer returns to 
India after the termination of his assignment abroad. 

[ ] As amended vide order No. Q/GA/791/57/76 dated 29-11-
1978. 

(3) Except when sub-para (1) or sub-para (2) applies, or 
except when an officer travels from a post abroad to India on 
completion of his assignment abroad or on a terminal journey or 
on a journey on recall, the provisions of chapter VIII shall apply 
to non-career Heads of Missions or Posts and officers on 
deputation.  

3. Travelling Allowance on final relinquishment of 
Charge: An officer to whom sub-para 1 of para 2 applies, will be 
entitled to travelling allowance (passages, baggage 
transportation and incidentals) [either upto the first point of entry 
into India or upto the port of disembarkation on approved route 
i.e. Delhi from the station abroad.], provided that the return 
journey to India is completed within three months from the date 
of handing over charge in a Mission/Post abroad.  

4. Composite Transfer Grant: An officer to whom sub-para 
1 of para 2 applies shall be entitled to composite transfer grant 
(equal to one month's basic pay i.e. Pay in the pay band 
plus Grade Pay in the revised scales of pay promulgated 
under CCS (Revised Pay) Rules, 2008) which he will draw in 
his post abroad in respect of his outward journey from India.  
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() Amended vide order No. Q/GA/681/2/08 dated 
21.10.2008. 

5. Leave (1) An officer to whom sub-para (1) of para 2 
applies shall be governed by the leave rules in chapter IX of the 
Rules, subject to the provisions of para 6 below, and to the 
proviso that no study leave may be granted to such an officer. 
For the purposes of earning leave under the above rules, the 
period of duty shall commence from the date of assumption of 
charge at the post abroad and end on the date of handing over 
of charge of such post abroad.  

(2) An officer to whom sub-para 2 of para 2 is applicable 
shall continue to be governed by the same rules as were 
applicable to him previously. 

6. Additional Leave: (1) Additional Leave under the 
provisions of rule 32 of the Rules shall not be admissible to an 
officer to whom sub-para 1 or sub-para 2 of para 2 applies during 
his first assignment abroad.  

(2) If an officer to whom sub-para (1) of this para applies is 
given a second assignment abroad in continuation of the first, he 
shall be entitled to count his second assignment abroad for the 
purpose of earning additional leave under the provisions of rule 
32 of the Rules. 

[ ] As amended vide order No. Q/GA/791/28/84 dated 28-05-
1986  

7. Home Leave Fares: - An officer to whom sub-para (1) or 
sub-para (2) of para 2 is applicable, shall be entitled to Home 
leave Fares to the following extent: -   

(i) One set of Home Leave Fares during his posting to a 
 Mission/Post abroad in accordance with the 
 provisions of Annexure XVII subject to the conditions 
 specified therein. 

(ii) One single emergency fare for reasons of personal or 
 family emergency, either for the officer or for a 
 member of the family, shall be admissible to him/her 
 throughout his/her career abroad in one or more than 
 one assignment, which need not necessarily be 
 continuous. If the emergency fare is availed of by an 
 officer and/or his/her spouse, he/she may take along 
 children under five years of age. 



ANNEXURE – I: APPLICATION OF IFS (PLCA) RULES, 1961, TO 
NON-CAREER HEADS OF MISSIONS OR POSTS AND  

TO DEPUTATIONISTS  

46 

 

8. Outfit Allowance: (1) A non-career Head of Mission/Post 
having the rank of Minister of State/Cabinet Minister on his first 
appointment abroad shall draw an outfit allowance of *` 13,125/-. 
On a subsequent posting abroad, he shall draw an Outfit 
Allowance of * ` 10,625/-. Other non-career Heads of Mission 
may draw the same Outfit Allowance as admissible to the IFS 
Heads of Mission of corresponding grade.  

(2) An officer on deputation shall draw the same Outfit 
Allowance as admissible to the IFS officer of corresponding 
grade.* 

*As amended vide order No. Q/GA/791/17/99 dated 
18.05.2006 

9. Bharat Darshan- An officer to whom sub-para (1) of para 
(2) is applicable may be required by the Ministry to go on a 
Bharat Darshan tour along with spouse. Travelling Allowance of 
non-career Heads of Missions-designate will be the same as 
admissible to career Head of Mission-designate. 

10. Language rewards and allowances: - Non-career 
Head of Mission and their spouses may be permitted 
reimbursement at Government cost of private tuition limited to 
120 hours or a part-time course not exceeding six months in 
duration for learning the language of the country of posting or a 
language which is widely spoken in the country of posting with 
the permission of the Ministry. No test or examination will be 
required for drawing such reimbursement, which will be made 
upon certification by the Head of Mission.  

11. Death-cum-retirement benefits and Provident Fund: - 
(1) The provisions of rule 36 and rule 38 of the rules shall not 
apply to an officer to whom either sub-para (1) or sub-para (2) of 
para 2 is applicable. 

(2) An officer to whom sub-para (2) of para 2 is applicable 
shall be governed by the provisions of the rules governing his 
parent service. 

(3) To an officer to whom sub-para (1) (i) of para 2 is 
applicable, the benefits of the Contributory Provident Fund and 
terminal gratuity will be admissible in accordance with Ministry of 
Finance office Memorandum No. F 57(7)-EV/60 dated 7th July, 
1960. According to these instructions if such non-service Heads 
of Missions and Posts are not eligible for confirmation or quasi-
permanency as regular members of Indian Foreign Service or in 
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any other post or service under the Government of India or the 
State Governments, Local Bodies, Port Trusts, Corporations etc. 
administered , owned or controlled by Government, Railways, 
etc. which is pensionable or carries retirement benefits in some 
other form such as Contributory Provident Fund, may be 
admitted to the benefits of the Contributory Provident Fund 
(India) subject to the conditions mentioned below: -   

(i) A non-service Head of Mission or Post may be 
 permitted to subscribe to the Contributory Provident 
 Fund if his initial appointment to such a post is for 
 more than one year. 

(ii) A person who fulfills the conditions mentioned in sub-
 para (i) above and who is admitted to the Contributory 
 Provident Fund, shall start subscribing on such Fund 
 from the date of his appointment. The Government 
 contribution will be credited to his account from the 
 date of his appointment only after he has completed 
 one year's service. 

(iii) In all those matters for which specific provision is not 
 made in these orders, the provisions of the 
 Contributory Provident Fund Rules (India) shall apply. 

(iv)  Heads of Missions/Posts who are admitted to the 
 Contributory Provident Fund under these orders will 
 not be eligible for the grant of any 
 death/terminal/retirement benefits under any other 
 rules and orders relating to these matters. 

12.  Re-employed pensioners (including those who retired on 
Contributory Provident Fund) who are appointed as Heads of 
Missions and Posts will not be eligible for benefits under para 
11(3) above. They will be governed by the provisions of 
paragraph 1(h) of the Government of India, Ministry of Finance, 
Office Memorandum No. F8(34)-Estt.II/57, dated 25th 
November, 1958.  
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ANNEXURE II 

REGULATION OF INCREMENTS 

[Authority: - M.E.A. Letter No. Q/GA/681/16/74 (EAI/76/I/48) 
dated 22.4.1976].  

1. Departmental Examination: - An I.F.S. Officer on 
probation shall pass a departmental examination in two parts as 
follows: -  

 (i) [Part-I consisting of (a) a written test in such subjects as 
the Ministry of External Affairs may from time to time prescribe; 
and (b) English typewriting test at a speed of 30 words per 
minute to be conducted by Ministry of External Affairs.] 

(i) in accordance with the relevant provisions of any other 
rules specifically promulgated by the government in respect of 
the Service; 

(a) *[The arrangements to learn and achieve the prescribed 
 level of proficiency in type writing will have to be made 
 by the officer himself/herself. The Government will 
 reimburse to him/her cost of learning type-writing on 
 actual basis subject to a maximum of ` 100/-(Rupees 
 one hundred only). 

(b) The officer will be required to attain the prescribed level 
 of proficiency in type-writing during his/her training in 
 India.]  

[] [No.Q/GA/791/55/82(EAI/82/I/27) dated 20.2.1983] 

(ii) Part-II consisting of an examination in the compulsory 
foreign language allotted to the I.F.S. Probationer. 

*[ ] S.I. I & II under Annexure II of IFS (PLCA) Rules (1990) 
edition added. 

2. First Increment: - (i) An I.F.S. Probationer shall be 
entitled to draw the first increment raising his pay to ` 21630/-* in 
the Junior time scale of the I.F.S. only on passing either Part-I or 
Part-II of the departmental examination within the first two years 
of his service.  

The increment shall be granted with effect from the date 
following the last day of the examination concerned or the first 
anniversary of his service, whichever is earlier.
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*Pay in the revised scale as per 6th Central Pay Commission 

(ii) If he passes neither Part-I nor Part-II of the departmental 
examination during the first two years of service the first 
increment raising his pay to ` 21630/- * may be allowed on the 
completion of two years of service. 

*Pay in the revised scale as per 6th Central Pay Commission 

3. Second and Subsequent increment. (i) In the case of an 
I.F.S. Probationer whose pay has been raised to ` 21630/-* in 
accordance with provisions of sub-para (i) of para 2 above his 
second and subsequent increments shall be regulated as below:-  

(a) If he passes the other Part of the departmental 
 examination within the second or third year of service, 
 the second increment, raising his pay to ` 22280/-* in 
 the time scale shall be granted with effect from the date 
 following the last day of the examination concerned. 
 Subsequent increments shall be regulated according to 
 his length of service. 

(b) If he fails to pass the other part of the departmental 
 examination during his first three years of service the 
 second increment raising his pay to ` 22280/-* may be 
 allowed on the completion of three years of service. 
 Subsequent increments will continue to be withheld till 
 he passes the said examination. 

(ii) In the case of a Probationer whose pay has been raised 
to ` 21630/-* in accordance with the provisions of sub-para(ii) of 
para 2 above, his increments shall be regulated as below: -   

 (a) In case he passes both Part-I and Part-II of the 
 departmental examination in the third year of service, the 
 second increment raising his pay to ` 22280/-* shall 
 be granted with effect from the date following the last 
 day of the examination last cleared. Subsequent 
 increments shall be regulated according to his length 
 of service. 

(b) If he passes only one Part i.e. either Part I or Part II 
 of the departmental examination in the third year of 
 service, the second increment raising his pay to ` 
 22280/*- shall be allowed on the completion of three 
 years of service. Subsequent increments shall continue 
 to be withheld till he passes the other part of the 
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 departmental examination. 

* Pay in the revised scale as per 6th Central Pay Commission 
4. Where a Probationer has passed Part I of the 

departmental examination, and if the Ministry of External Affairs 
consider that failure to pass the examination in Part-II was due to 
circumstances beyond his control, he may be allowed to draw 
increments upto *` 26620/- (eqv. to 8 increments) p.m. in the 
junior time scale of the I.F.S. 

Provided that if the Ministry of External Affairs consider, with 
the approval of the Foreign Service Board, for reasons to be 
recorded in writing, that the officer's inability to pass the 
departmental examination in Part-II was due to causes beyond 
his control, they may exempt him from this requirement on his 
promotion to the senior scale. His pay in the junior time scale 
shall, with effect from the date of such a formal decision, be 
refixed as appropriate to his length of service and thereafter his 
pay in the senior scale shall be fixed in relation to his pay in the 
junior time scale as provided in D.O.P.T.'s O.M.No. 
14021/1/12008 – AIS-II dated 20.9.2008. 

* Pay in the revised scale as per 6th Central Pay Commission 

5. If the I.F.S. Probationer is stationed abroad at the time 
when he successfully completes both parts of the departmental 
examination, he shall be eligible for promotion to the rank of 
Second Secretary subject to a vacancy being available. On 
promotion to the rank of Second Secretary, he shall be entitled to 
draw the higher rates of Foreign Allowance as admissible to a 
Second Secretary from the date of his promotion as indicated in 
the Government's Notification. He will be entitled to draw higher 
rates of representational grant from the first of month following 
the date of promotion. [The excess representational expenditure 
may be reimbursed to the officer only after orders of promotion 
have been issued and after the Head of Mission certifies after 
scrutiny of the officer's R.G. register that the representational 
grant was actually spent at a higher rate during the period for 
which it is claimed.] 

[ ] (Added vide order No. Q/GA/791/10/91(EAI/91/1/36) 
dated 26.6.1991) 
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ANNEXURE III  

FOREIGN ALLOWANCE  

[Authority: - Ministry of External Affairs Letter No. 
Q/GA/791/22/69 (Vol.II), dated 4th April, 1970.]  

1. Foreign Allowance: - (1) Foreign Allowance is intended 
to cover the additional cost of living at the station where the 
officer is posted as well as expenditure which an officer, while 
serving abroad, has necessarily to incur either at home or 
abroad, over and above that which an officer of corresponding 
category serving in India is expected to have to bear. 

 (2) The Government may fix the foreign allowance 
admissible to each officer or each category of officers at each 
station or post abroad and may vary it from time to time 
according to circumstances. 

Note: An officer approved for promotion to a higher grade would be 
entitled to draw higher rates of Pay and Foreign Allowance and other 
allowances with effect from the date of promotion, to higher post, as 
indicated in the Government's notification. 

[Q/BF-II/551/1/72, dated 15.4.1976] 

 (3) Where husband and wife are posted to the same 
Mission/Post, each officer would be entitled to full foreign 
allowance. 

[Q/FD/6910/4/86, dated 28.9.1987] 

2. Servants and servants' wages: - (1) The Government 
may fix in respect of each category of officers or of any particular 
officer serving at any station abroad, the number and type of 
Indian and/or local domestic servants (full-time and/or part time) 
which such officer or any officer of such category shall be 
required to maintain, and include in the officer's foreign 
allowance provision for the payment of the standard wages for 
such type of servants. 

The standard wages prescribed may include, in addition to 
the actual wages payable to the servants, an element for other 
incidental expenditure on the servants including clothing, social 
security contribution, etc. wherever applicable, but shall 
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generally be exclusive of the cost of their food for which 
provision may be included in the foreign allowance of the officer 
concerned. For a few stations where this is customary, however, 
the cost of providing food may also be included in the standard 
wages for the servants. The standard wages fixed for full-time 
local servants where it is customary or obligatory under the local 
laws to pay an annual bonus of a month's pay to the local 
servants, may also include a contribution towards the payments 
of such annual bonus if reimbursement on that account to the 
officer concerned is not made separately. 

(2) The Indian servants employed by different categories of 
India-based officer will be paid as follows: -   

(i) Wages to be paid to HOM's servants   ` 5000.00 p.m. 

(ii) Wages to be paid to servants of 
DCM/Minister/Counselor  ` 4000.00 p.m.  

(iii) First/ Second/ Third Secretary ` 3000.00 p.m.  

The Heads of Missions are normally entitled to two Indian 
servants. They would have the option to hire two Indian servants 
at different rates subject to the overall ceiling of *`10,000/- p.m. If 
the Head of Mission employs only one Indian servant, his wages 
will be limited to *` 5000.00 p.m. drawal of the revised wages as 
mentioned above will be subject to certification.] 

*Amended vide Ministry's order No. Q/FD/6910/1/99 dated 
17.11.2008 

{It has been decided to remove the stipulation of mandatory 
employment of at least one Indian servant by the Head of 
Mission.  

HOM will now have the option to employ local help in lieu of 
hitherto mandatory IBDA. This option will be available at the time 
of taking up new assignment. In case the HOM exercises this 
option of employing all local servants his/her FA will remain 
equal to discretionary FA (i.e. applicable when at least one India 
based servant is taken). In other words, the FA would remain the 
same in both the following cases; 

 (i) When at least one India based domestic assistant 
 (IBDA) is employed along with other local help as per 
 entitlement. 

(ii) When local help is employed also in lieu of the only IBDA 
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 along with other local help as per entitlement.} 
 {Q/FD/6910/9/05 DT 7.4.2006} 

{It is clarified vide Ministry's order No. Q/FD/6910/9/05 dated 
23.10.2007 that financial reasoning for dispensing with the 
mandatory requirement of one IBDA by HOMs was based on 
savings on account of air-passage etc. of India based servant(s). 
As a result, the benefit of amendment dated 07.04.2006 as 
mentioned above would not be available to those HOMs who 
decide to engage IBDA(s) and cause govt. expenditure on their 
passage etc. In such cases, therefore, where HOMs have 
engaged/propose to engage IBDA(s), they would not be entitled 
to Discretionary Foreign Allowance for the periods they have not 
maintained any IBDA (e.g. IBDA is yet to join or has been 
repatriated etc.) 

The amendment dated 7.4.2006 provides that the option is 
available only at the time of taking up new assignment. Thus, 
following stipulation may be added to the "First Arrival Report" 
proforma in case of HOM's - 

 “I [have engaged][propose to engage]IBDAs during the 
present assignment." 

OR 
 “I do not propose to engage any IBDAs during the present 

assignment and therefore I may be paid DFA in terms of 
Ministry's OM No. Q/FD/6910/9/05 dated 7.4.06.”} 

{} clarified vide order No. Q/FD/6910/9/05 dated 23.10.2007 
*In case any HOM repatriates, after following the due 

procedure, his/her only IBDA on grounds of misbehavior, moral 
turpitude, inability to cope with local conditions, family 
emergency in India etc. And proposes to replace him/her with a 
full local servant, his/her Foreign Allowance would not be 
reduced by the elements of food and wages of the repatriated 
IBDA. 

*Further clarified vide O.M. No. Q/FD/6910/9/05 dated 
13.10.2008 

3. Definition of the term `Indian servant' - An Indian 
servant normally means any person who is an Indian national 
and who has initially entered the employment of an officer when 
the said servant was still in India, and who then continues in the 
employment of that officer abroad, or enters the employment of 
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any other officer who is entitled to employ such a servant 
abroad. It does not include a person of Indian origin or nationality 
taken into service abroad provided that such a servant and the 
officer shall become entitled to claim passages and travelling 
allowance for such a servant only -  

 (i)  after such servant has completed two years of service 
 with the officer; and 

(ii) from the date on which such servant leaves the country 
 in which he entered the employment of the officer in 
 order to accompany that officer to another country of 
 posting other than India. 

4. Definition of the term `local servant' - A local servant 
means (i) a person to whom the provisions of the preceding 
paragraph are not applicable and who is a national of the country 
of posting of the officer or of a third country and who enters 
employ of the officer at the station of his posting and (ii) a person 
of Indian origin/nationality who has not been taken out from India 
at Government cost but has been recruited by an officer at the 
station of his posting provided such servant has completed three 
years' residence at that station, on the date on which he enters 
the employ of an officer. 

5. Employment of a local servant engaged at the 
previous station abroad at a new station abroad - An officer 
shall not take with him to the country of his posting, even at his 
own expense, any servant other than an Indian servant as 
defined in paragraph 3 above, except that when an officer is 
transferred from one station to another in the same geographical 
region he may, if he so desires take with him at his own cost the 
local servant employed by him at the former station.  

6. Drawal of the servants' wages - *(1) In respect of Indian 
servants, the drawal of the standard wages shall be subject to 
the production of a certificate in the attached proforma at 
Appendix A. 

(2) In the interval between termination of the employment of 
a full-time local servant and the engagement of a substitute: 

 (i)  There shall be no reduction in the foreign allowance of 
 officers of representational grades. Provided that the 
 period intervening between the discharge of one servant 
 and the employment of another on any occasion does 
 not exceed four weeks, and subject to such intervening 
 periods in a calendar year not exceeding eight weeks. 
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(ii) The provisions contained above, shall also apply to 
 cover the period of non employment of a full-time local 
 servant on first arrival at a new station subject to the 
 overall limit of four weeks in a year covering both the 
 initial period as well as the break periods.  

*As amended vide order No. Q/GA/791/12/99 dated 
18.1.2001. 

7. Replacement of Indian servants by full-time local 
servants - The replacement of Indian servants by full-time local 
servant should be regulated in accordance with the specific 
provisions incorporated in respect of each station in the 
respective sanctions fixing the foreign allowance for that station. 

8. Replacement of full-time local servant by Indian 
servant - (1) The replacement of full-time local servants by 
Indian servant shall be regulated as follows: -  

 (i) If the standard wage of a full-time local servant is equal 
to or higher than the standard wage of the Indian servant 
(the standard wage of the Indian servant being as 
defined in Note 1 below) an officer shall  ordinarily have 
the discretion to replace a full-time local  servant by an 
Indian servant, but he shall be allowed to draw only the 
standard wage of the Indian servant as  prescribed for 
his grade which, for Second and Third Secretaries, shall 
be as prescribed for the First Secretary at the same 
station. In this event, the Government shall bear the cost 
of the passages of the  Indian servants from India to the 
Post abroad, if the replacement is effected within six 
months of the arrival of  the officer at his post. If, 
however, the replacement is made after six months of 
the arrival of the officer at the  post, the cost of 
passages of the Indian servants shall be met by the 
officer himself. 

Note (I): The term `standard wage of the Indian servant' for 
purpose of comparison shall be interpreted to mean the standard wage 
as prescribed for an Indian servant in the sanction fixing the foreign 
allowance of the officer concerned plus the cost of passage of the 
Indian servant spread over a period of three years irrespective of the 
actual period that the officer concerned may serve at a particular 
station. 

Note (II): The term `cost of passage' referred to in Note I above 
shall be interpreted to mean the cost of passage by the approved route 
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by the cheapest class of accommodation by road, rail/air or combined, 
from Delhi to place of posting of the officer and back.  

Note (III): The discretion allowed in para 8 (1) (i) above can be 
exercised only with the prior concurrence of the Government 
irrespective of the fact whether orders fixing the rates of foreign 
allowance prescribe the allowances admissible on replacement of each 
full time local servant or not. 

Note (IV): In the event of the replacement of the servant being 
approved by Government the actual entitlement of foreign allowance of 
the officers is not only dependent on the difference in the standard 
wages of the servants replaced but also on other factors. In such cases, 
therefore, unless the individual orders prescribing foreign allowance 
indicate the allowance admissible on replacement, the officers 
concerned should draw only the new rate of foreign allowance as 
prescribed by Government after replacement and not the old rate of 
allowance reduced by the difference between the standard wages of the 
full-time local and Indian servants. 

(ii) If the standard wage of the full-time local servant is lower 
than the standard wage of an Indian servant as 
prescribed in the sanction fixing the officer's own foreign 
allowance; which for Second and Third Secretaries shall 
be as prescribed for the First Secretary, at the same 
station, an officer shall have the discretion to replace a 
full time local servant by an Indian servant but he shall 
be allowed to draw only standard wage of the replaced 
full-time local servant. The cost of passages of the 
Indian servant shall be met by the officer himself, and 
the concession of medical treatment as admissible to an 
Indian servant taken out at Government cost shall not be 
admissible. 

(2) The term standard wage of the full-time local servant 
used in clause (i) and (ii) above shall, for stations at which more 
than one rate has been prescribed for full-time local servants for 
a particular grade of officer, shall be interpreted to mean the 
maximum of the rate admissible to a full-time local servant of the 
officer concerned. 

(3) Any change in the prescribed quantum of servants i.e. 
replacement of Indian servant by local servant and vice versa 
should be communicated to the Ministry well in time and with full 
details. The Ministry will examine the merits of the case and will 
issue order, if necessary. [No. Q/FD/6910/5/72, dated 
30.11.1972] 
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9. Exemption from certificate while officer is compelled 
to stay in hotel - An officer who draws foreign allowance and 
who is compelled to stay, in accordance with Government 
orders, in a hotel for want of suitable accommodation of any type 
arranged by the Government may be exempted from the 
condition of furnishing certificates regarding the employment of 
servants, Indian or local, for so long as he is compelled to stay in 
the hotel and does so with proper Government sanction. If, 
however, the officer is allowed to draw daily allowance in lieu of 
foreign allowance, he shall furnish the certificate in the attached 
proforma at Appendix `A' for the drawal of the wages of Indian 
servants. 

10. Condition for drawal of wages of Indian servants - An 
officer who has to proceed to his post ahead of his family and/or 
servants may draw the standard wage of Indian servant(s) from 
the date of his arrival provided the Indian servant(s) join(s) him 
within one month of his own arrival at his post. 

11. Discharge of a local servant for misconduct or 
similar reasons - (1) If an officer has to discharge summarily a 
local servant on account of gross misconduct or for other 
reasons which, in the opinion of the Head of Mission or Post, 
render it undesirable to retain the servant during the period of the 
notice required to be served on him in accordance with local 
laws or practice, and if in accordance with such laws or practice, 
it becomes necessary and unavoidable to pay to the servant 
salary or compensation in lieu of notice of the termination of his 
services, the officer concerned may apply for the reimbursement 
of the amount which he has had to incur on this account. 

(2) If the Head of Mission or Post is satisfied that the 
discharge of a servant without notice as contemplated in sub-
para (1) above was justified and that the payment of the wages 
in lieu of notice of termination of employment was obligatory or 
customary and unavoidable, he may authorise the 
reimbursement to the officer of the expenditure incurred by the 
latter subject to the latter furnishing a certificate that the amount 
has actually been disbursed by him. 

(3) In respect of the Head of Mission or Post himself, the 
Ministry may authorise reimbursement contemplated in sub-para 
(1) above, subject to his furnishing the certificate mentioned in 
sub-para (2) above.  

(4) No officer shall be eligible for reimbursement under the 
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provisions of this paragraph of an amount exceeding one 
month's standard wage of the servant for each completed year of 
service of that servant with that officer at that station. 

12. Repatriation to India of an Indian servant and 
employment of a local servant in lieu – 

(1) If an officer is posted at a station where an Indian servant 
is prescribed for him or where the provisions of paragraph 8 
above apply, and has already brought an Indian servant to that 
station and subsequently feels obliged to return such Indian 
servant to India whether or not such servant has qualified for 
home leave passages, he may make an application to that effect 
to the Head of Mission or Post. 

(2) The Head of Mission or Post may, if he is satisfied that 
such action is necessary on account of misconduct of the Indian 
domestic servant of an officer, authorise his repatriation to India 
on the following conditions: -  

(i) If the servant has been continuously in the service of 
 the officer for at least eighteen months since such 
 servant left India, the cost of repatriation shall, subject 
 to the provisions of clauses (iii) and (iv) below be met by 
 the Government in full. 

(ii) If the domestic servant has not been continuously in 
 the service of the officer for a minimum period of 
 eighteen months from the date of departure of such 
 servant from India, the officer shall be required to bear 
 10% of the cost of repatriation of the servant subject to a 
 minimum of ` 50 for each such servant, the 
 Government bearing the rest of the cost. 
[Note: If an officer takes his servant abroad before the verification 

of his character and antecedents is completed, it is at his own risk and 
the repatriation that may become necessary as a result of the 
verification, will have to be done at the officer's cost] 

 [No. Q/GA/791/12/65(EAI/65/I/94), dated 8.10.1965]  

(iii) The servant to be repatriated shall be furnished with a 
 through ticket or tickets by the approved route and 
 entitled  class in rail, road or air from the station of 
 officer's posting to the port of disembarkation or the first 
 point of entry into India. He shall not be entitled to any 
 concessions applicable to enforced halts. Wherever 
 possible, an endorsement should be obtained on the 
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 tickets furnished to the servant that any refund 
 admissible shall be made only to the Mission or Post 
 which has paid for the ticket. 

(iv) The question of payment of wages of the servant during 
 transit time from the station of the officer's posting to the 
 port of disembarkation or the place of first entry into 
 India shall be governed by such arrangements as may 
 exist between the employer and the employee and the 
 Government shall have no responsibility in this matter. 
 The officer shall, however, not be entitled to claim the 
 reimbursement of wages of the Indian servant after the 
 date on which he has left the former's employment, 
 whether or not he has employed a local servant. 

(v) From the date the officer employs a local servant in lieu 
 of an Indian servant repatriated under the provisions of 
 this paragraph he shall be entitled to draw foreign 
 allowance as admissible on the basis of the employment 
 of a full-time local servant, except that if in lieu of an 
 Indian servant only a part-time help is provided at a 
 station for a particular officer, the Indian servant will be 
 replaced by such part-time servant. 

(vi) Unless the Government, on ground of economy, allows 
 an officer to have a replacement from India for his 
 repatriated servant, he shall not be entitled to send for 
 another Indian servant in replacement at Government 
 cost until he is transferred to another post abroad with or 
 without being granted home leave. Such an officer may, 
 however, send for an Indian servant in replacement of 
 his repatriated Indian servant at his own cost. The new 
 servant shall be entitled to a passage at the cost of the 
 Government only when the officer himself is transferred 
 direct to another post abroad provided that such 
 passage for the new servant taken out at the officer's 
 own cost will not be admissible if the officer is 
 transferred to India.  

Note: [The Indian servant taken out at own cost in replacement of a 
repatriated Indian servant in terms of above sub-para or of a deceased 
Indian servant in terms of para 13 below would be entitled to AMA 
facilities in the same manner as were available to the 
repatriated/deceased servant.] 

 [ ] [No. Q/GA/791/11/94, dated 20.6.1995] 



ANNEXURE - III: FOREIGN ALLOWANCE  

60 

 

 (3) If the Head of Mission or Post is satisfied that such 
action is necessary on account of the serious illness/disease or 
mental/physical disability on the part of an Indian domestic 
servant of a representational officer, he may authorise his 
repatriation to India. The officer shall thereupon be entitled to the 
reimbursement of the cost of repatriation of such servant in full 
subject to the conditions prescribed in clauses (iii), (iv) and (v) of 
sub para (2) above. Such an officer may be authorised by the 
Government to take out a replacement from India for the 
repatriated servant at the cost of the Government if such a 
course of action is found to be economical in comparison to the 
employment of a local servant. If, however, the officer is not 
authorised to take out a replacement at Government cost from 
India, he shall be entitled to take out a new servant from India 
only when he is transferred direct to another station abroad 
whether or not he avails of home leave on such direct transfer. 

Note: The term physical disability also covers cases where, due to 
domestic emergency or other circumstances, the servant is in such a 
state of mental anxiety as to be unable to carry out his duties properly. 

[No. Q/GA/791/15/79, dated 21.8.1979] 

(4) If a Head of Mission or Post feels obliged to repatriate his 
own Indian servant for reasons mentioned in sub para (2) and (3) 
above, the Head of Mission/Post shall apply to the Ministry for 
sanctioning the repatriation on the conditions prescribed in those 
sub paras.  

13. Replacement of Indian servant who dies abroad - 
If an Indian servant of an officer dies abroad, the Government 
may authorise such an officer to take out a replacement from 
India at Government cost for the deceased servant if such 
arrangement is found to be economical in comparison to the 
employment of a local servant. If, however, the officer is not 
authorised to take out a replacement from India, he shall be 
entitled to take out a servant at Government cost from India only 
when he himself is transferred again direct to another post 
abroad whether or not he avails of home leave on such transfer. 

14. Employment of baby sitters -The Government may 
declare the particular stations where expenditure incurred by 
officers on baby-sitters shall be reimbursed to them. At the 
stations so declared by the Government if an officer has with him 
at the station of posting children below twelve years of age and 
does not have in his employment any full-time servant, either 
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Indian or local, he shall, in addition to his entitlement of part time 
servant, be separately reimbursed from contingent expenditure, 
the actual expenditure incurred by him on securing the services 
of a baby-sitter to enable his wife to attend parties at which her 
presence is necessary for the proper discharge of his 
representational obligations subject to the following: -  

(i) the rate per hour will be limited to the hourly rate 
prescribed by the Government for that station for obtaining a 
part-time local domestic servant; and 

(ii) the number of hours for which a baby-sitter is employed 
does not exceed one hundred hours in a quarter during the 
whole of which the officer has been on duty; and where the 
officer has been on duty for less than a quarter, the proportionate 
number of hours.  

15. Additional Foreign Allowance in lieu of Income Tax 
(1) The additional foreign allowance is in the nature of a fixed 
compensation for the levy of Income Tax on salaries. Salaries for 
this purpose will include special pay, personal pay and such 
other elements in the emoluments of the officer as are actually 
taxed. 

(2) The allowance will be admissible for the period of duty in 
Indian Missions and Posts abroad and consultation/temporary 
duty spent in India. It will also be admissible during leave taken 
and joining and transit time spent outside India but not in India. 
Such joining time may be in connection with transfer from 
Headquarters to the Mission abroad or vice versa or from one 
Mission to another or in connection with home leave-cum-
transfer. 

No. F.45 (12) GA/60(EAI/60/I/116), dated 17.6.1960 & No. 
Q/GA/767/1/88(EAI/90/I/58), dated 26.10.1994] 

(3) The amount of additional foreign allowance admissible 
will be equal to the actual amount paid as Income-tax on the 
salary drawn by the officer in a financial year, i.e. 1st April to 31st 
March. For calculation of additional foreign allowance periods of 
duty in a Mission/Post abroad are taken into account. The 
reimbursement of additional foreign allowance will be made to 
the officer in one lumpsum, at the time of final assessment of 
income tax on his salary, in the financial year. 

(4) Income Tax paid by the officers (who are transferred from 
Missions abroad to Headquarters in the middle of the financial 
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year) at the end of the financial year may be bifurcated on pro-
rata basis for the income during his/her tenure in the Mission 
abroad. Thereafter, income tax paid by the officer for the relevant 
period of the financial year may be reimbursed to him as 
additional foreign allowance in lieu of income-tax. This amount 
may be debited under the appropriate Head of the Budget Grant 
of the Mission.  

Note: The arrears of Foreign Allowance received in India are also 
eligible for exemption under Section 10(7) of the Income Tax Act, 1961. 

(5) If an officer is not required to pay income-tax in any 
particular year he will not be entitled to get any AFA during the 
year. This principle will also apply to arrears of pay. 

[No. Q/GA/767/2/74(EAI/75/I/6), dated 18.2.1975] 

(6) For purpose of drawal of AFA, "Leave" includes Leave 
Preparatory to Retirement and Refused Leave. During a period 
of first four months on such leave, additional foreign allowance is 
admissible subject to the conditions laid down in paras (1) & (2) 
above.  

[No. Q/GA/767/2/75- Vol.II, dated 31.3.1976]  

(7) drawal of AFA on the assumption that income-tax can be 
paid at the end of the financial year and settled directly with the 
Income-Tax Authorities is not allowed.  

[No. Q/GA/767/1/77, dated 14.10.1977] 

(8) In case of officers due for superannuation before the end 
of the financial year, AFA can be paid only after income tax has 
been actually paid by them and their Tax returns have been filed 
with the Income Tax Department. Such officers may claim AFA 
from the Ministry after submitting a copy of the Income Tax 
return. Overpaid AFA, if any, is subsequently recoverable. 

(No. Q/GA/791/3/2012 dated 29.02.2012) 
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APPENDIX `A' 

(See para 6)  

PROFORMA 

(In respect of Indian servants employed by an officer in a 
Mission Abroad)  

Name of officer ............................... Designation ................... 

Month .................. 20  
Sl. No. Name of 

servant 
Standard rate 
per month as 
prescribed by 
Government 

Period during 
the month for 
which employed 

Amount 
due  

Remarks 

1 2 3 4 5 6

Certified that the information given above is correct.  

Signature ................................ 

Designation .............................  

Date ........................................
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APPENDIX B' 

* Deleted vide order no. Q/GA/791/12/99 Dated 18/01/2001
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ANNEXURE IV 

REPRESENTATIONAL GRANT  
 

[Authority: - M.E.A. Letter no. Q/GA/791/16/72(EAI/75/I/38)  
dated 1.9.1975] 

1. The representational grant is an annual grant for the 
whole of a financial year, but is expressed in monthly figures 
representing one-twelfth of the grant. It is sanctioned to Heads of 
Missions/Posts and other officers of representational grades and 
is meant to be utilised on representational expenditure which 
inter alia includes expenditure of the following kinds: -  

 (i) Representational entertainment, i.e. entertainment of 
 persons whom it is necessary or desirable for the officer 
 to entertain by virtue of his official position. 

Note: - It is the intention of the Government that, as far as possible, 
entertainment should be given at home. 

(ii) Expenditure on house-guests whom it is necessary or 
 desirable for him, by virtue of his official position, to 
 invite to stay with him as such guests. 

Note: - House guests shall not include a personal friend or relation, 
unless he is visiting the station on official duty. The period for which 
expenditure on a house-guest may be treated as representational 
should be as short as possible.  

(iii) Expenditure on local charities and donations which it is 
 customary, necessary or desirable for the officer to make 
 having regard to his rank, status and official capacity. 

(iv) Entrance fee and subscription to clubs which an officer 
 has joined mainly for facilities of official entertainment 
 and for other representational purposes.  

(v) Other expenditure connected with the representational 
 obligations of an officer such as the cost of visiting 
 cards, greeting cards, menu and place cards, invitation 
 cards, postage on such cards, flowers and tips, gifts and 
 presents, invitation to the theater, cinema, opera ballet, 
 etc. of persons whom it is necessary or desirable for the 
 officer to give such gifts or to entertain in the manner 
 indicated.
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2. The question whether any particular expenditure can 
legitimately be considered as falling within the ambit of the term 
"representational" taking into account the general directions 
given above shall normally have to be decided by the officer 
concerned in the light of his own understanding and his own 
conscience. He will be well advised, however, whenever he feels 
any doubt in any matter to refer it to the Head of Mission for a 
decision. The Head of Mission may similarly refer to the Ministry 
any point of doubt relating to himself or any officer serving under 
him. The Ministry shall issue general or specific instructions to 
Heads of Missions on how they are to control the entertainment 
of their subordinate officers. 

3. The representational grant should not be drawn in 
advance, but only in arrears at the end of each month except as 
provided in paras 4,7 and 12 below and except that on first 
arrival at a post, an officer may draw an advance from the 
sanctioned annual Representational Grant not exceeding the 
maximum amount admissible for one month. The advance so 
drawn shall be fully adjusted during the quarter in which the 
advance is drawn. 

4.  Subject to the conditions specified in paragraphs 5 to 11 
below, the total of the representational expenditure incurred by 
an officer in any calendar month may be drawn by him after the 
end of that month. If, however, an officer incurs expenditure 
exceeding ` 200/- in the course of a month he may draw the 
amount of such expenditure immediately after it has been 
incurred and before the expiry of the calendar month during 
which it was incurred provided the amount(s) thus drawn during 
the month does not exceed the monthly representational grant 
together with any previous unspent balance available subject to 
the percentage limitations prescribed in para 5 below. Such 
drawals shall not be taken into account for the purpose of the 
limitations prescribed in para 5 below in the month in which they 
are made but shall so count for the drawal in the following 
month. At the end of the calendar month in question, the officer 
concerned shall make out a bill for the total representational 
grant due to him, deduct from the total, the amount already 
drawn during the month, and draw only the balance. 

5. (i) In no event may an officer draw more than 150% of the 
representational grant admissible to him for any month (or for 
any part of a month) nor may he draw for any month (or for any 
part of a month) such an amount which, when taken together 
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with the previous drawal during the financial year will exceed the 
total grant admissible to him in respect of his service at the post 
counting from the beginning of a financial year or from the date 
of his joining that post, whichever is later, till the date of drawal 
except as provided for in paras 4,7,10 & 12. 

*(ii) However, either for the month of January or February 
and either the month of transfer or the month preceding the 
month of transfer of an officer, the ceiling will be 200% of the 
monthly grant, subject to other such conditions stipulated in sub-
para (i) above. 

*It is clarified vide JS (AD)'s circular letter No. JS(AD)/2009 
dated 23.01.2009 that the current rule position does not imply 
proportionate claim and the officer concerned is entitled to an 
RG claim amounting to 200 percent of his/her monthly 
entitlement provided that she/he has the requisite amount 
unutilised in her/his RG account. 

 Note: -  (a) If owing to circumstances beyond his control, such 
as delay in receipt of payment authority from the competent authority on 
initial arrival in a station abroad, an officer has not been able to claim 
reimbursement of representational expenditure for any month, the Head 
of Mission shall have the discretion to sanction reimbursement of such 
expenditure in respect of officers working under him subject to the 
provisions of the Annexure, treating the claims for each such month as 
a separate claim for the purpose of the limitations laid down in this 
Annexure.  

 (b) Similarly, in the case of an officer who had incurred 
representational expenditure in any month but had not been able to 
claim reimbursement to the full extent as prescribed under the 
provisions of para 5 due to circumstances beyond his control such as 
delay in receipt of revised authority from the competent authority in 
respect of drawal of representational grant at a higher rate sanctioned to 
him, the Head of Mission shall have the discretion to sanction, subject to 
the provision of the Annexure, reimbursement of the balance of 
representational expenditure if any, due to him. For the purpose of the 
limitations prescribed in this Annexure, the claim for each month 
together with the claim already preferred in respect of that month shall 
be treated as one claim. 

(c) In respect of his own claims falling within the scope of clause (a) 
or clause (b) above, the Head of Mission may make a report to the 
Ministry for sanction. 

6. (i) If the amount drawn by an officer in respect of any 
calendar month falls short of the monthly amount admissible the 
unspent balance may, subject to the provisions of para 5 above, 
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be utilised by him during any part of the rest of the financial year. 
At the end of the financial year, however, any part of the 
representational grant not actually drawn shall lapse. It shall not 
be carried over to the next financial year. 

(ii) If the representational expenditure incurred by an officer 
during a calendar month exceeds the monthly amount 
admissible, the excess expenditure may be adjusted by him 
during the subsequent months of the financial year. At the end of 
the financial year, however, any balance of excess expenditure 
shall not be carried over to the next financial year. 

7. If an officer proceeds on leave and/or special duty outside 
the area of his accreditation for a period of 14 days or more the 
utilization of the Representational Grant shall be regulated as 
under: -  

 (1) If an officer other than the Head of Mission is expected 
 to return to the post after the expiry of the period of his 
 leave/special duty: -   

 The officer before proceeding on leave/special duty may 
 draw the actual expenditure of over ` 200/- incurred by 
 him on representational entertainment, not exceeding his 
 monthly representational grant, in addition to any 
 previous unspent balance available provided the drawal 
 does not exceed 150% of the monthly grant. 

(2) If the Head of Mission is expected to return to the post 
 after the expiry of the period of his leave/special duty: -  

 The Head of Mission may draw before proceeding on 
 leave/special duty the actual representational 
 expenditure of over ` 200/- incurred by him, not 
 exceeding the sum of (i) the proportionate monthly grant 
 till the date he proceeds on leave/special duty (ii) 75% of 
 the remaining balance of the grant for that month and (iii) 
 the previous unspent balance provided the drawal does 
 not exceed 150% of the monthly grant. 

(3) If an officer including the Head of Mission is not expected 
to return to the Post after expiry of the period of his leave/special 
duty: -  

The officer may draw before proceeding on leave/special 
duty, his actual representational expenditure not exceeding his 
proportionate monthly grant till the date of his proceeding on 
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leave/special duty, and in addition such previous unspent 
balance as available provided the drawal does not exceed 150% 
of his monthly grant. 

8. (1) An officer designated as Charge d' Affaires ad interim 
during the absence of the Head of Mission outside his 
jurisdiction, either on duty or leave, or during the interval pending 
the arrival of a successor Head of Mission, provided the period 
exceeds 14 days, may draw additional representational grant as 
follows: 

 (a) for the first two months upto 25% of the grant of the 
 Head of Mission. 

(b)  after the first two months, upto 50% of the grant of the 
 Head of Mission. 

Provided that the total grant available to the officer including 
the amount of his own grant shall not exceed 90% of the grant of 
the Head of Mission for the period in question.  

*Provided further that where more than one officer is 
appointed as Charge d' Affaires in succession during the 
absence of Head of Mission, the period of two months referred to 
above shall be counted from the date of proceeding on 
leave/transfer/duty of the Head of Mission for the purposes of 
drawal of additional representational grant by such subsequent 
C'dA (s). 

(2) The representational grant of the Head of Mission shall 
stand reduced by the percentage mentioned in clause (a) or 
clause (b) of sub-para (1) above, as the case may be, 
irrespective of the fact whether or not the Charge d' Affaires has 
utilised any portion of the representational grant during the 
absence of the Head of Mission. 

*Added vide order No. Q/GA/ 791/17/94(EAI/95/1/3) dated 
25-1-1995. 

Note: It has been decided vide circular No. Q/FD/6910/7/05 dated 
3.4.2008 that the following instructions must be followed by Cd'A - 

 (i) Cd'A a.i. must send his RG returns to the Ministry for 
 the period of HOM's absence. 

(ii) Though the expenditure for such period is approved by 
 Cd'A a.i. in his capacity as HOM. HOM on return does 
 have a right to ask for details of such expenditure and if 
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 so, Cd'A a.i. must submit these details to the HOM. 

(iii) It is clarified that Representational Grant is meant for 
 cultivating useful contacts for efficient discharge of 
 functions and therefore HOM has the right to guide his 
 officers as to how such expenditure should be incurred 
 as also not to sanction reimbursement of expenditure 
 which is considered non-representational in nature. 

9. If a Head of Mission is absent from his post either on 
leave or on temporary duty at a station outside the country or 
countries of his accreditation or concurrent accreditation, the 
balance amount of the representational grant relating to the 
period of his absence, namely, the total representational grant 
for that period less the amount drawn therefrom by the Head of 
Mission in accordance with the provisions of sub-para (2) of para 
7 above, and the amount due to Charge d' Affaires in 
accordance with the provisions of para 8 above, shall remain 
unutilised. On his return to duty, however, this amount shall be 
available to him for utilization during the rest of the financial year 
subject to the limitations specified in para (5) above. 

10.  If a Head of Mission is absent from his post and is not 
expected to return to that Mission, he shall not draw any portion 
of the Representational Grant in respect of the period of his 
absence from the post. The amount remaining unutilised under 
this provision reduced by the amount due to the Charge d' 
Affaires in accordance with the provision of para 8 above 
together with any other amount remaining unutilised will, 
however, be available for use by his successor during the rest of 
the financial year subject to the percentage limitations specified 
in para 5 above. 

11. If a Head of Mission, has, for reasons beyond his control 
or on account of special circumstances, or on a special occasion, 
had to offer representational entertainment at a cost substantially 
in excess of the monthly representational grant admissible for 
that month and if, before he can adjust the excess expenditure 
incurred during the subsequent months, he receives orders of 
transfer requiring him to leave his post within two months of the 
receipt of such orders, the Head of Mission: -   

 (a) shall immediately inform the Government of the facts; 
 and  

(b) may request the Government to accord special sanction 
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 for reimbursement to him of the excess cost of his 
 representational entertainment already incurred. The 
 Government may examine such requests on their merits 
 and pass such orders thereon as may seem to them just 
 and proper. 

12. If a Head of Mission receives orders of transfer requiring 
him to relinquish his post during the month of March with the 
result that the monthly representational grant admissible to him 
for the period commencing from the first of March and ending 
with the date of his relinquishment of charge is not sufficient to 
cover the necessary representational expenditure occasioned by 
his departure, he may draw, irrespective of the actual date on 
which he relinquished charge, the monthly representational grant 
for the whole of the month of March. He shall, however, report 
forthwith to the Government the fact of his having done so, and 
the Government will thereupon pass orders as to the manner in 
which the amount overdrawn by him shall be adjusted by his 
successor or by the Charge d' Affaires ad interim. 

13. Except as provided in paras 4,7,10 and 12, an officer 
including a Head of Mission shall not draw on the annual 
representational grant beyond the proportionate amount 
admissible to him in respect of the period from the 
commencement of the financial year or from the date of his 
joining the post, whichever is later, till the date of relinquishing 
his post on transfer. 

14. If an officer other than a Head of Mission is absent from 
his post either on leave or on temporary duty at a station outside 
the country of his posting for a period of 14 days or more and 
returns to his post thereafter, the amount of grant accumulated 
during his absence reduced by any amount drawn therefrom in 
accordance with the provisions of sub-para (1) of 7 above will be 
available to him for utilization during the rest of the financial year 
subject to the provisions of para 5 above. Period of absence for 
less than 14 days will not affect the normal entitlement of 
monthly grants. 

15. If an officer other than a Head of Mission joins a post, the 
representational grant in respect of any earlier period during 
which his predecessor had been on leave or on temporary duty 
or during which the post had remained unfilled, shall not be 
utilised by him. He shall only draw the monthly representational 
grant for the period commencing from the date of his assuming 
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charge of the post. 

16. If the Head of a Mission or Post is called upon to incur 
representational expenditure of a special nature such as 
celebration of the Republic Day, the visit of a high dignitary from 
India or elsewhere, the visit of a Naval Unit or other formation of 
the Armed Forces, etc., he may approach the Government for a 
special entertainment grant for the occasion. The Government 
may on such occasions sanction a special entertainment grant to 
any Head of Mission or Post subject to such conditions and 
limitations as the Government may prescribe. 

*The events organised during the visits of 
dignitaries/delegations from other Ministries are usually meant to 
serve the sectorial interests of those Ministries and it is desirable 
that they should bear the expenditure on such functions. As soon 
as you receive information about the impending visit, you may 
ask the Ministry concerned to make provision for a suitable 
entertainment grant at the time of seeking approval of the 
Screening Committee for the visit. This amount should then be 
available to you for making necessary arrangements for the 
function. This would avoid the undue pressure on your RG as 
well as the budget of the Mission. The Ministry should be 
approached for Special Grants only for special events and for the 
visits by delegations of our Ministry and VVIPs. 

*Added vide AS (AD)'s letter No. Q/FD/7052/8/99 dated 
12.9.2000. 

17. The grant shall generally be so adjusted during a 
financial year that the last drawal will be on the 1st March for the 
month of February. Expenditure during March should be drawn 
on the 1st April and debited to the new financial year. Should 
there remain any balance of the grant after the drawals 
permissible for the month of February under the provisions of 
para 5 or para 7 above, the same shall lapse under the 
provisions of para 6 above. Any advance drawn during March in 
terms of paras 3, 4 and 7 above will be debited to the new 
financial year. 

18. An officer may draw upon his representational grant to 
the extent permissible against a simple receipt on the basis of 
the representational expenditure actually incurred by him. The 
monthly bill for drawal from the representational grant should be 
accompanied by a certificate (in duplicate) as in Appendix I to 
this Annexure, duly signed by the officer concerned. One copy of 
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the certificate should be sent to the Principal Chief Controller of 
Accounts in the Ministry of External Affairs, New Delhi, along 
with the paid bill, and the other copy filed in the Chancery for 
purposes of record and future reference. The monthly 
representational grant need not necessarily be drawn in the 
same bill in which the monthly pay and foreign allowance are 
drawn. 

19. The Head of Chancery should maintain a proforma 
account of the representational grant earned and the amounts 
actually drawn from month to month as in Appendix II to this 
Annexure in respect of each officer to whom a representational 
grant is assigned.  

20. The Head of Mission or the Ministry may issue, either 
generally or with reference to a particular officer, general 
instructions in regard to the manner of expending the 
representational grant. 

21. *An officer approved for promotion to higher grade will be 
entitled to draw higher rates of representational grant from the 
1st of the month following the date of promotion.  

*S.I.I under Annexure IV of IFS (PLCA) Rules (1990) edition 
added. 
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APPENDIX I 

CERTIFICATE  

I,.............................................................................................. 
(name)(designation) 

do hereby certify that the amount of ` ............................. 
claimed in this bill from my Representational Grant, in respect of 
the month of................................has actually been appropriated 
to the purpose (i.e. representational expenditure) as defined in 
the Government of India, Ministry of External Affairs letter  
No.................................... dated............................................for 
which it was granted, and that no part of the amount claimed has 
been used for any other purpose for which it was not intended.  

I also certify that the representational expenditure actually 
incurred by me upto.............................. viz. `.............................. 
was not less than the amount claimed, and that no part of the 
expenditure has already been reimbursed to me nor will its 
reimbursement be claimed from any other source.  

 I further certify that the total amount drawn up  
to............................... does not exceed the amount due for the 
period. 
 

Dated the...................... 

Signature...................... 

Name............................ 

Designation................... 
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APPENDIX II  

Proforma account of Representational Grant and 
expenditure in respect of......... .......................................... (name 
and designation of the officer) Sanctioned amount of the monthly 
Representational Grant 

`......................... per mensem.  
Month Amount of

grant for
the month 

Actual 
expenditure 
during the
month  

Amount 
drawn by
officer 

Balance 
carried 
forward  

  (`) (`) (`) (`) 

March          

April          

May          

June          

July          

August          

September        

October         

November          

December          

January         

February         

End of financial year- Account closed.
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ANNEXURE V  

COMPENSATORY ALLOWANCES OF  
A CHARGE D' AFFAIRES  

[Authority: - M.E.A. letter No. Q/GA/791/22/69(Vol. IV) dated 
11th March, 1970]  

1. Officer in temporary charge of a Mission: -  
 (1) If a Head of Mission is on tour within the country of 
his accreditation or of concurrent accreditation and is thereby 
absent from his headquarters station, such Head of Mission may 
nominate any officer to be in temporary charge of the Mission 
during his absence on tour. 

 (2) An Officer in temporary charge of a Mission under the 
provisions of sub-para (1) above is not entitled to receive any 
additional compensatory allowances. The Head of Mission may, 
however, authorise such officer to carry out such 
representational entertainment under his authority and on his 
behalf as he may consider necessary. If he does so, the cost of 
such representational entertainment shall be debited to the Head 
of Mission's own entertainment grant. 

2. Charge d' Affaires a.i.- If a Head of Mission is absent or 
is likely to be absent from his post for a period exceeding 14 
days, either on leave or on temporary duty outside the area of 
his accreditation or concurrent accreditation, or if there is an 
interval between the termination of the assignment of a Head of 
Mission and the arrival of his successor, the Ministry may 
formally appoint an officer posted at the headquarters station of 
the Mission to be Charge d'Affaires, a.i. during such absence of 
the Head of Mission. 

3. Occupation of the Head of Mission's residence: - (1) If 
the absence of the Head of Mission or the interregnum between 
the outgoing and incoming Head of Mission is likely to exceed 
two months, the outgoing Head of Mission shall report to the 
Ministry the facts regarding the existing lease or other particulars 
about the residential accommodation of the Charge d' Affaires 
presumptive. If the Ministry consider that such a course would be 
in the financial and other interest of the Government and if no 
member of the family of the Head of Mission is to stay on at the 
station during the Head of Mission's absence, they may direct 
the Charge d' Affaires to occupy the residential accommodation
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 of the Head of Mission.  

(2) If the Ministry issues a direction under sub-para(1) the 
Charge d' Affaires shall be entitled to the cost of transportation of 
his personal luggage to the residence of the Head of Mission and 
subsequently, when he demits charge as Charge d' Affaires, to 
his next residence.  

(3) During the period that the Charge d' Affaires actually 
occupies the residence of the Head of Mission, he shall be 
entitled, an additional foreign allowance equal to 10% of the 
foreign allowance fixed for a Head of Mission subject to a 
maximum of ` 200 per mensum. He shall also be entitled, in 
addition to any Indian and local servants prescribed for him in his 
regular post, to one of the local servants sanctioned for the Head 
of Mission. If the officer actually retains an existing local servant 
previously employed by the departing Head of Mission, the rate 
of wages applicable to such servant shall continue to be the 
same as during the employment under the previous Head of 
Mission. Where, however, an existing employee of the previous 
Head of Mission cannot conveniently be retained, the rate 
applicable to the local servant employed by the Charge d' 
Affaires himself shall be that applicable to the second highest 
paid local servant sanctioned for the outgoing Head of Mission.  

(4) During the occupation of the residence of the Head of 
Mission, the Charge d' Affaires shall be responsible for defraying 
the expense on electricity, water, gas etc. and any other charges 
normally met by the Head of Mission.  

4.*Reimbursement to Charge d' Affaires a.i. for journeys 
on official duty: -  Charge d' Affaires a.i. will be entitled to 
reimbursement in respect of journeys made by him on official 
duty for which the staff car was not available, on a similar basis 
as permitted to other representational/diplomatic officers. 

5. Deduction in Foreign Allowance of Head of Mission: -  
The allowance payable to the Charge d' Affaires ad interim under 
the provision of sub-para (3) of para 3 above shall be deducted 
from the foreign allowance of the Head of Mission provided that 
such deductions shall not be made if the foreign allowance of the 
Head of Mission stands reduced ab initio under the provisions 
governing his emoluments during leave and/or temporary duty 
provided further that no such deductions shall be made on 
account of payment made to the Charge d' Affaires ad interim 
during the interval between the termination of the assignment of 
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a Head of Mission and the arrival of his successor. 

(No. Q/GA/791/32/81(EAI/81/I/25) dated 28.12.1981) 

6. Extent of Application: - (1) The provisions of this 
Annexure shall not apply to an officer designated as Charge d' 
Affaires ad interim who is in charge of a resident Mission in a 
country of concurrent accreditation. to him, the provisions of 
Annexure VI shall be applicable.  

(2) The provisions of this Annexure shall not apply to an 
officer designated as Charge d' Affaires en pied. The Charge d' 
Affairs en pied, shall be entitled to such foreign and other 
compensatory allowances as the Ministry may prescribe. 

*S.I.I. under Annexure V of IFS (PLCA) Rules (1990) edition 
added.  
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ANNEXURE VI  

CONCURRENT ACCREDITATION GRANT  

[M.E.A. letter No. Q/GA/791/22/69(Vol. V) dated 13th March, 
1970]  

1. Additional Entertainment Grant: - If a Head of Mission 
is concurrently accredited to one or more countries in addition to 
the main country of his accreditation, he shall be entitled to an 
extra annual entertainment grant to enable him to meet, during 
the financial year, expenditure on the discharge of his 
representational responsibilities arising from his concurrent 
accreditation, to the following extent:  

[(a) If the concurrent accreditation is to one
country  

US$  600.00
p.a.  

(b) If the concurrent accreditation is to two
countries  

US$ 1000.00
p.a. 

(c) If the concurrent accreditation is to more
than two countries  

US$ 1200.00
p.a. 

The Concurrent Accreditation Grant is fixed in US Dollars 
and is to be drawn accordingly. However, in countries where the 
payment is made in fully convertible currencies other than the 
US Dollars, the Concurrent Accreditation Grant may be drawn in 
local convertible currency using the official rate of exchange 
fixed by the Ministry from time to time i.e. first converting the 
entitled Dollar amount into Rupees and then converting it into the 
local fully convertible currency using the official rates of 
exchange between Rupee and Dollar and Rupee and the 
concerned local currency. HOMs should send separate quarterly 
return about the utilization of the Concurrent Accreditation Grant 
furnishing the type of entertainment, list of invitees and the total 
expenditure incurred. These returns may be sent regularly to AS 
(AD).] 

[ ] Added vide order No. Q/FD/704/1/94, dated 14-11-1994 

The additional entertainment grant for concurrent 
accreditation shall be regulated in the following manner: -   

 (i) If the additional entertainment grant for concurrent
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  accreditation covers more than one country, the Head of 
 Mission shall have discretion to vary the expenditure 
 relating to each country of concurrent accreditation, 
 subject to maximum of the total annual grant placed at 
 his disposal. 

(ii) A Head of Mission may incur expenditure out of the 
 additional entertainment grant for representational 
 purposes related to the country or countries of his 
 concurrent accreditation, even in the main country of his 
 accreditation. 

(iii) A Head of Mission may not, in any one quarter of the 
 financial year, incur out of his additional entertainment 
 grant, expenditure exceeding one-fourth of the annual 
 grant in addition to the balance, carried over from any 
 previous quarter or quarters in the same financial year. 
 Any balance unspent at the end of the financial year 
 shall lapse. 

(iv) If concurrent accreditation in respect of any country 
 already exists, the entitlement of a Head of Mission to 
 the additional grant shall commence from the date on 
 which he assumes charge of his office in the main 
 country of his accreditation. If, however, the jurisdiction 
 of a Head of Mission to the country of concurrent charge 
 is extended to the latter country with effect from a later 
 date, his entitlement to the additional grant shall 
 commence from the date of issue of the Government 
 orders extending his jurisdiction to that country. 

(v) The entitlement to the additional grant for concurrent 
 accreditation shall cease on the date on which a Head of 
 Mission relinquishes charge of his office in the main 
 country of his accreditation, provided that if a Head of 
 Mission is transferred at short notice and if the funds at 
 his disposal from out of additional grant are not sufficient 
 to defray the expenses of his farewell visit to the country 
 of concurrent accreditation, the Ministry may permit such 
 a Head of Mission to draw an amount not exceeding one 
 fourth of the annual additional grant for the purposes of 
 representational entertainment during his farewell visit, 
 even if the farewell visit takes place after he has 
 relinquished charge in the main country of accreditation. 
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2. Expenditure out of additional entertainment grant: - 
(1) A Head of Mission may draw the additional entertainment 
grant on furnishing a certificate to the effect that the amount 
claimed has actually been spent on items of representational 
nature connected with his concurrent accreditation. He may also 
draw advance from the additional entertainment grant subject to 
the conditions that: -  

 (a) the total of advance outstanding at any time shall not 
 exceed one-fourth of annual grant; and 

(b)  any advance or advances drawn are adjusted before the 
 end of the quarter of the financial year in which they are 
 drawn or on the departure of the Head of Mission on 
 transfer or on temporary duty or on leave(other than 
 casual leave), whichever is earlier. 

(2) A Head of Mission may not draw a further advance or 
claim reimbursement of actual expenditure during any quarter 
without first adjusting the advance or advances previously 
drawn. 

3. Utilization of additional entertainment grant by the 
Charge d' Affaires: - If a Head of Mission is absent from the 
country or countries of his concurrent accreditation on temporary 
duty or on leave exceeding a period of 14 days at one time or if 
there is an interval between the departure of a Head of Mission 
and the arrival of his successor, the utilization of a portion of the 
grant by the officer designated as Charge d' Affaires ad interim 
shall be regulated as under: -  

 (1) If there is no resident Mission in any of the countries of 
 concurrent accreditation, the officer designated as 
 Charge d' Affaires ad interim in the country of main 
 accreditation may draw upon and utilise the additional 
 entertainment grant to the extent prescribed below: -   

(a) during the first three months during which he acts as 
 Charge d' Affaires, one-twenty-fourth of the annual grant 
 for each month or part of a month.  

(b) from the beginning of the fourth month of his acting as 
 Charge d' Affaires, to the end of ninth month, 
 one-sixteenth of the annual grant for each month or a 
 part of  a month; and 

(c) from the commencement of the tenth month of his 
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 continuously acting as Charge d' Affaires one twelfth of 
 the annual grant for each month or part of a month until 
 a Head of Mission joins and he ceases to be the Charge 
 d' Affaires. 

(2) If there is more than one country of concurrent 
accreditation and there is a resident Charge d' Affaires in one or 
more of the countries of concurrent accreditation, the additional 
entertainment grant shall be split up, equally among all the 
countries of concurrent accreditation. A Charge d' Affaires 
resident in a country of concurrent accreditation shall thereupon 
draw from the portion of the additional entertainment grant 
assigned to that country in the proportion prescribed in clause (1) 
of this para.  

The Charge d' Affaires in the main country of concurrent 
accreditation shall be entitled to draw on the portion or portions 
of the additional entertainment grant which is or are allocated to 
countries of concurrent accreditation in which there are no 
resident Charge d' Affaires not exceeding the proportion 
prescribed in clause (1) of this para.  

4. *Concurrent accreditation of diplomatic and other 
officers posted in one country to another country to which 
the Head of Mission is concurrently accredited  

(1) A Head of Mission may be accredited to a second 
country where an Indian Charge d' Affaires or representative 
may already be in a position. In such a case the senior-most 
diplomatic officer next to the Head of Mission will not be 
accredited to the country of concurrent accreditation if he is 
senior in rank to the Charge d' Affaires or Resident 
Representative. Instead, the senior-most diplomatic officer in the 
Principal Mission who is junior to the Charge d' Affaires will be so 
accredited. Further, the senior most officers belonging to the 
Commercial and Information Wings will be included in the 
diplomatic list of the country of concurrent accreditation, even if 
they are senior in rank to the Resident Charge d' Affaires. 
However, they will figure below the Charge d' Affaires in the 
diplomatic list of the country of concurrent accreditation. The 
Private Secretary to the Head of Mission will also be concurrently 
accredited. Service Attaches and Technical Attaches like 
Education Attaches will not; however, be deemed to be 
automatically accredited to the second country. 

(2) Officers who are concurrently accredited to a second 
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country in accordance with the principles mentioned in the above 
paragraph, with the exception of senior-most officers of the 
Commercial and Information wings and the officers on the 
personal staff of the Head of the Mission, will be permitted to tour 
the country of concurrent accreditation only with the prior 
permission of the Government.  

*S.I.I under Annexure VI of IFS (PLCA) Rules (1990) edition 
added. 

(3) Where a Head of Mission is concurrently accredited to a 
second country where no Indian representative is in position, all 
officers of diplomatic status of the Principal Mission with the 
exception of Service and Technical Attaches will be deemed to 
be concurrently accredited to the second country. Where a Head 
of the Mission is concurrently accredited to a second country or a 
non self governing territory as a Consul General, steps should be 
taken to accredit diplomatic and other officials of the Principal 
Mission as Consular officers of the appropriate rank.  

(4) A Head of Mission may depute officers working in his 
Mission to countries of concurrent accreditation without making 
any reference to the Ministry subject to overall budgetary 
limitations and a limit of 3 visits for each officer in a financial 
year. 

[Authority: No. F.114(12)/FSP/57, dated 9.12.1959 as 
modified by F.No. 4(4)GA/60(EAI/61/I/43), dated 6.4.1961 and 
Q/GA/791/19/86, dated 15.5.1986.]  
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ANNEXURE VII  

CHILDREN'S EDUCATION ALLOWANCE  

(Authority: MEA Letter No. Q/GA/700/2/81, dated 31.3.1981.)  

1. Admissibility: - (i) The Children Education Allowance 
shall be admissible only for a child who has attained the age of 
5* years and who has not completed 20* years of age.  

[Provided that if a child attains the age of 20 years before the 
end of an academic session, Children Education Allowance shall 
be admissible to such a child till the end of the academic 
session, subject to the fulfillment of all other conditions.] 

[ ] (No. Q/GA/700/1/86 dated 12.10.1989) 

(ii) The number of children in respect of whom an officer 
shall draw the Children Education Allowance at any given time 
shall not exceed two. Within this number, however, one child 
may be replaced by another at any time. 

Provided that the benefit of the Children Education 
Allowance Scheme shall be admissible to three children to 
officers who have twin children preceded by an elder child.] 

(Q/GA/700/2/81-Pt. Dated 12.8.85) 

(iii) The Allowance shall be admissible in respect of children 
receiving education either in India or in a school at the place of 
posting of the officer, imparting education in English medium and 
is on the panel of schools approved by the Ministry. In case of 
Chauffeurs, Security Guards and other Group "D" officials, the 
Allowance shall be admissible only when the children are 
receiving education in India. 

*As amended vide order (No. Q/GA/700/1/90 dated 
29.05.1991) 

[However, when, Chauffeurs, Security Guards and other 
Group `D' Government Servants are posted to SAARC countries 
Children Education Allowance as above will be admissible. 
 
[ ] No. Q/GA/852/6/78 (EAI/93/I/4) dated 10.2.1993. 

2. Amount: - (i) If the child is receiving education in India, 
the grant of Children Education Allowance shall be regulated in 
the following manner:  
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(a) In respect of all India-based officials posted in 
Missions/Posts abroad (excluding Chauffeurs and Group `D' 
staff), the Government shall reimburse the cost of education of 
their children left behind in India subject to the following 
conditions: -  

(i) The Government shall reimburse actual expenditure 
 incurred on Registration and Admission Fee (one time), 
 Lab fees such as science fees, computer fee, Annual 
 Tuition Fee including Boarding and Lodging but 
 excluding the cost of Uniforms, Books, Transportation 
 and Building Fund etc. subject to a gross ceiling of ` 
 16,000/- per annum per child provided the admission 
 sought is in an Indian School. 

(ii) This scheme will be restricted to a maximum of two 
 school going children per officer as per the normal rules 
 upto the age of 20 years and will be applicable upto the 
 school stage of education only.   

(iii) The mandatory recovery of ` 200.00 per month per 
 child as per extant rules would also be made from the 
 officers. 

(iv) The concession shall cease to be admissible from the 
 date the officer relinquishes charge in a Mission/Post 
 abroad on transfer to India. 

[Q/GA/700/5/92, dt 25.10.1994 & 24.06.1996] 

 (v) [CEA Scheme will be applicable to all Government of 
India officials including non-MEA officials posted in 
Missions/Posts abroad]. 

[Q/GA/700/5/92, dt 24.06.1996 ] 

(b) In respect of those India-based officials posted in 
Missions/Posts abroad (excluding Chauffeurs, Security Guards 
and Group `D' Staff), who send their children to India during their 
tenure abroad subject to fulfillment of conditions laid down in 
para (a) above, following will be the entitlement: -  

(i) Reimbursement upto ` 16,000/- p.a. shall be 
 admissible in respect of such children subject to the 
 condition that one-time charges like registration 
 fee/admission fee etc. charged by the school in India 
 shall not be admissible. The officer's contribution of ` 
 200/- p.m. per child would continue to be deducted from 



ANNEXURE- VII: CHILDREN'S EDUCATION ALLOWANCE  

86 

 

 the pay bill. 

(ii) There should be no duplicity in payment of CEA i.e. the 
 reimbursement shall be made only from the month 
 following the month upto which the Mission has paid 
 admissible fee to the panel school where the child was 
 studying at the station of posting. 

(iii) For periods of less than one year, the reimbursement 
 shall be made on a pro-rata basis. 

(c) If the child is receiving education at the place of the 
officer's posting in a school imparting education in English and 
the school is on the panel of schools approved by the Ministry for 
the station, the school fee, admission fee, registration fee, 
examination fee and lab fee, such as science fee*, computer fee 
shall be paid by the Mission/Post against a recovery of ` 200.00 
per month per child from the officer. [The Head of Mission/Post 
may authorize payment of examination fee for examinations 
such as IB, GCE, IGCSE and AP subject to the conditions that 
the payment is for one examination only and for the minimum 
number of subjects required to pass the concerned examination 
and also subject to a certification by the Association of Indian 
Universities that the School Leaving Certificate of the particular 
panel school is not recognized by it.]  

*S.I III under Annexure VII of IFS (PLCA) Rules (1990) 
edition added. 

Note: - The recovery of ` 200.00 per month shall start from 
the month in which the child is admitted to the School and shall 
stop from the month subsequent to which the child is finally 
withdrawn from the school. 

(Q/GA/700/5/92(EAI/96/I/28 dated 7.6.1996)  

[Added vide letter no Q/GA/791/19/05[A]dated 20.1.2006] 

*(d) CEA in respect of chauffeurs, Security Guards and other 
Group "D" employees posted abroad would be ` 1000.00 per 
month per child for a maximum of two children receiving 
education in India. In case of children availing hostel facilities, 
these employees will be entitled to reimbursement upto a 
maximum of ` 3000/-per month per child upto two children. 
However, hostel subsidy and CEA cannot be drawn concurrently. 
These revised rates will be applicable w.e.f.01.09.2008. These 
limits would be automatically raised by 25% every time the 



ANNEXURE- VII: CHILDREN'S EDUCATION ALLOWANCE  

87 

 

Dearness Allowance on the revised Pay bands goes up by 50%. 

*Amended vide order No. Q/GA/700/01/2010 dated 
01.10.2010. 

(e) The Government shall not pay any education allowance 
or reimburse any school fee in cases where children are studying 
in a place other than India or the place of posting of the officer. 
Similarly, no reimbursement shall be admissible in cases where 
the children are studying at the place of posting of the officer in 
schools which are not included in the panel approved by the 
Ministry. 

(f) Expenditure incurred by officers on the education of their 
children who are pursuing studies through correspondence 
courses shall not be reimbursable. 

(g) In stations like London, Washington, Ottawa etc., where 
satisfactory education in English medium is available without 
payment of any school fees, no education allowance shall be 
admissible nor shall any recoveries be made from the officers on 
this account. 

(h) [If admission is made in the middle of the academic 
session, the Mission/Post concerned shall pay fees for the full 
semester/academic year, as the case may be, if demanded by 
the school. The facility shall be restricted to the officers only on 
the first arrival. The recovery from the officers, in such cases, 
however, shall not exceed ` 200/- per month per child even if the 
Government is obliged to pay school fees etc. on more than one 
occasion.] 

[ ] (Q/GA/700/2/81 dated 22.1.86) 

(i) On transfer back to headquarters, the annual ceiling fixed 
for reimbursement of Children Education Allowance is  
` 12,000/-#, which would be automatically raised by 25% every 
time the Dearness Allowance on the revised pay structure goes 
up by 50%. Reimbursable amount may be calculated on pro-rata 
basis @ ` 1000/- per month per child. 

#per child and can be availed upto a maximum of two 
children 

[ADDED vide O.M. 12011/3/2008-Estt. (AC) dated-02nd 
September, 2008] 

3. Payment: - (i) In respect of children studying in India, 
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provisions under para 2(i) will apply.  

(ii) In the case of children studying at the place of posting of 
the officer in one of the schools on the approved panel, the 
admissible charges shall be paid by the Missions/Posts 
concerned direct to the schools by cheque. Charges which are 
not admissible under the Scheme but are included in the school 
bill will be settled by the officers themselves. 

4. Revision of Fees: - (i) Heads of Missions/Posts may 
revise rates of admission fees, registration fees, tuition fees, 
examination fees, science fee and computer fee paid by the 
Government to the schools on the panel of Missions abroad upto 
an overall increase of 25% per annum, beyond which the 
proposal will have to be sent to the Ministry for approval. 
Sanction issued by the Mission/Post in this regard should be 
sent to the Ministry and the audit authority for information 
together with a certificate from the Head of Chancery to the 
effect that no other fees apart from the above mentioned have 
been included in them. [The Head of Mission/Post is empowered 
to make changes in the panel of schools at any time provided the 
fees in the schools to be included in the panel are equal or less 
than that of schools to be replaced and no inadmissible charges 
are involved and subject to other provisions of the 
Scheme. Head of the Mission/Post is not empowered to make 
additions in the approved panel. For this purpose, a proposal in 
prescribed proforma at Appendix-I is required to be submitted to 
the Ministry for consideration. 

Approval of the Ministry will be necessary for addition of 
classes and revision of fee beyond the delegated powers should 
be sent to the Ministry in the form prescribed at Appendix II.] 

[Added vide letter no Q/GA/791/19/05[A]dated 20.1.2006] 

5. *Shifting: - Provisions of CEA Scheme do not forbid 
shifting children from one panel school to another. When the 
present school does not have higher grades, a child obviously 
cannot continue in that school and shifting would become 
necessary. In case at a station where there are two panel 
schools, one offering all grades and the other a few grades, 
Mission should ensure that children enroll in the school which 
offers the required grades to cover the normal tenure of the 
parents at the station. Shifting should be discouraged unless 
practical considerations absolutely necessitate this. Mid 
academic year shifting should not be allowed at all. [The Head of 
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Mission/Post is empowered to permit shifting of children from 
one panel school to another subject to no fees relating to one 
time charges, i.e., registration fee, admission fee, etc. already 
paid in a school being borne by the Government and no increase 
in Government financial liability. However, each case is to be 
reported to Ministry with full facts.] 

*(Q/GA/700/2/81-pt (38) DATED 14.5.1986 and 22.9.1986) 

[Added vide letter no Q/GA/791/19/05[A]dated 20.1.2006] 

6. Payment of English as Second Language (ESL) 
fee: The Head of Mission/Post is empowered to approve 
payment of English as Second Language (ESL) fee if the school 
certifies it compulsory for the child to take the ESL classes, and it 
is payable for the barest minimum period as per requirement of 
the child but for a maximum period of one academic year. 
However, each case is to be reported to Ministry. 

 7. Admission before completion of 5 years of age by the 
child: The Head of Mission/Post is empowered to approve 
admission of a child who has yet to complete 5 years of age in 
case panel schools do not accept pro rata fee in cases of mid-
term admissions. However, this is subject to certification from the 
panel school showing that there is no additional financial liability 
to the Government and child is admitted to the school during the 
term in which he/she attains the age of 5 years. 

 [Added vide letter no Q/GA/791/19/05[A]dated 20.1.2006] 
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APPENDIX - I  

PROFORMA  

(For Empanelment of Schools)  

1. Name of Mission /Post: 

2. Name of existing schools on the panel: 

3. Details of fees of existing schools on the panel:  

  School(1) School(2) School(3) 

  Gr.....to...... Gr.....to...... Gr.....to...... 

Registration Fee  …………………………………………… 

Admission fee  …………………………………………… 

Examination fee …………………………………………… 

Tuition fee …………………………………………… 

Any other fee …………………………………………… 

.....................   

.....................   

4. Number and date of: ……………........................................ 
order sanctioning existing fees. 

5. Name of new school proposed to be empanelled 

6. System of education/pattern followed by proposed school 
and medium of instruction 

7.  Name of educational authority recognising the school/ 
course & nomenclature of school finishing exam.  

8. Details of fees charged by proposed school  

  Gr.............to.......... Gr.............to.......... 

Registration fee ...................... ...................... 

Admission fee ...................... ...................... 

Examination fee ...................... ...................... 
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  9. Comparative statement of fees of panel Schools and 
proposed schools to be attached as annexure  

10. Does School fee include any other charges; like lunch, 
books & stationery, transportation, field trip etc.  

11. If the answer to SI. No. 10 is yes, such charges may be 
indicated and if no, a certificate from the school stating that the 
school fee does not include any inadmissible item is to be 
enclosed. 

12. Duration and number of terms of proposed School. 

13. Duration of session of proposed School. 

14. Latest fee schedule and prospectus of the proposed 
School.  

15. Justification for empanelment of proposed School. 

16. Whether HOM/HOP's approval has been obtained.  
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APPENDIX II  

PROFORMA 

(For Revision of School Fee)  

1. Name of Mission/Post 

2. Name of School 

3. Details of Existing fee 

  Grades....to......
.. 

Grades.....to..... Grades.....to..

Registration 
fee 

.............. .............. .............. 

Admission 
fee 

.............. .............. .............. 

Examination 
fee 

.............. .............. .............. 

Tuition fee .............. .............. .............. 

any other 
fee 

.............. .............. .............. 

..............       

..............       

  

4. Number and date of order sanctioning existing fee 

5. Details of revised fees 

Registration fee 

Admission fee 

Examination fee 

Tuition fee 

any other fee…................. 

6. Date from which revised fee is payable  
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7. Justification for revision of fee 

 Tuition fee 

any other fee............. 

8. Does tuition fee include any other charges? If so, give 
details  
 
Date:. ………….  

 

"Head of Chancery"  
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ANNEXURE VIII  

CHILDREN'S HOLIDAY PASSAGES  

[Authority: - M.E.A. Memo No. F.21(14)GA/60-Vol. II dated 
31.3.1962]  

1. The Scheme of Children's Holiday Passages is intended 
to enable children (upto two)of IFS officers serving in 
Missions/Posts abroad who are left behind in India for 
educational purposes and are receiving education in recognised 
educational institutions in India to visit their parents once a year 
during any vacation. The concession can however, also be 
availed of in respect of [one child or both children] receiving 
education abroad in a country other than the country of the 
officer's posting in which case it can be availed of only in respect 
of one more child studying in India. 

[ ] Amended vide order No. Q/GA/791/1/2010 dated 
06.02.2012. 

Note (1) - The interval between the completion of a course (or year) 
of study in one educational institution and the commencement of a fresh 
course (or year) of study in another educational institution shall also 
constitute a vacation for   the   purposes of these rules.  

Note (2) - National Defence Academy and other Defence 
Academies will not be considered as recognised educational Institutions 
for this purpose and the children of officers studying there will not be 
entitled to visit their parents under this scheme.  

Note (3) - The Children's Holiday Passages are intended for 
children who are left behind for educational purposes and are receiving 
education in recognised educational institutions. Since it is not 
necessary for a child receiving education through correspondence 
course to be left behind in India, such a child will not be eligible for 
passages under the Children's Holiday Passages scheme. 

[No. Q/GA/791/7/72, Dated 9.6.1972]  

2. (i) This concession will be limited to the payment of the 
cost of return air passage by the cheapest class available from 
the air port nearest to the place of study of the child in India to 
the post abroad. In respect of a child studying abroad the return 
air fare will be from the place of his study to the officer's station 
of posting limited to return air fare of the cheapest class from the 
air port nearest to the officer's station of last posting in India to 
the post abroad.  



ANNEXURE - VIII: CHILDREN'S HOLIDAY PASSAGES  

95 

 

Note (1) - The term "Cheapest class" used above does not mean 
"economy class" rather, it refers to excursion fares, or concessional air 
tickets, issued by Indian Airlines/Air India to student travellers, 
whichever is available for a particular station/sector.  

[Note (2)-The officer shall have the choice of purchasing a cheaper 
ticket on any airline/carrier by making payment in foreign currency from 
his own funds, subject to any reimbursement for the same being in 
Indian Rupees only. In such cases, the officer shall submit a proposal 
for purchase of ticket in foreign currency to the Mission/Post. For 
journeys, where, there is an approved route involving travel by Air 
India/Indian, and the officer does not propose to purchase the ticket 
from them, the officer's proposal shall be compared with the excursion 
fare(for payment in foreign currency) on approved route obtained from 
Air India/Indian. In other cases, the Mission/Post shall obtain two other 
quotations for the shortest route. Purchase of ticket by the officer shall 
be authorised only if the officer's proposal is cheaper than the 
quotations obtained by the Mission/Post. The officer shall be 
reimbursed, at the time of settlement of the TA claim, the cost of the 
ticket in Indian Rupees only at official rate of exchange by SBI cheque, 
limited to the Government liability on approved route.] 

[] Added vide order No. Q/GA/791/23/80 dated 17.08.2007  

(ii) It may be availed of once in a period of twelve months for 
a maximum of two children between the ages of six and twenty-
two years. [Provided that on the recommendation of the Head of 
Mission the concession of a particular twelve month period may 
be availed of upto one month after the expiry of that period.]  

[] [No. Q/GA/791/23/80 (EAI/80/I/17) dated 24.4.1980.]  

The period of twelve months shall be counted from the date 
of officer's arrival at his post abroad.  

(iii) The concession will cease to be admissible to the child 
studying abroad in the event of the officer's transfer or posting to 
India.  

(iv) If the station of posting abroad is not directly linked by air 
with India or with the child's place of education abroad the cost 
of his return passages by air (cheapest class), and/or by land 
(appropriate class) will be admissible.  

(v) No other incidental charges that may be admissible under 
Travelling Allowance rules will be admissible.  

Note (1): - The child must have completed six years but not 
completed twenty two years of age on the date of commencement of the 
outward journey.  
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*Note (2) - Foreign Travel Tax would be reimbursable on CHP.  

*(vi) In case of couple officers, whether posted to the same 
station or different stations, children studying in India would be 
entitled to only one set of CHP in each block year. However, in 
cases where officers are posted in different stations the decision 
regarding the place to which CHP has to be availed would be left 
to the officers. The Mission granting the CHP for any particular 
block year would inform the Mission where the other parent is 
posted. However, if one parent is posted in India, CHP benefits 
will not be admissible.  

3. The grant of above concession will be further subject to 
the following terms and conditions: -   

(i) Where an officer has completed one or more twelve 
month periods as defined in clause (ii) of para 2 above and is 
under orders of transfer to another post abroad he can avail 
himself of the concession as usual and the twelve month periods 
will continue to be reckoned as before and not from the date of 
his joining the new post on direct transfer or leave-cum-transfer 
from his old post abroad.  

(ii) [Where an officer has completed his tenure at the station 
of his posting and is either under order of transfer to a post in 
India or his next move has not yet been decided, he may avail 
himself of the concession without any condition as to the 
completion of the current twelve month period provided it is 
certified by the Ministry that he is likely to be at the station 
abroad for at least nine months after the completion of the last 
block of the twelve month period.] 

[ ] No. Q/GA/791/23/80 (EAI/80/I/17), dated 24.4.1980. 

*No. Q/GA/791/12/74 (EAI/79/1/33 DATED 17.9.1979. 

**Added vide order No. Q/GA/791/3/91 (EAI/94/1/38 dated 
29.7.1994.  

(iii) If a child accompanies the Government servant on 
posting or on transfer from one post abroad to another post 
abroad, or follows him within the permissible period in terms of 
the rules governing grant of Travelling Allowance on transfer and 
later returns to India or is sent to another country for educational 
purposes, the cost of the child's passage from the station of the 
officer's posting to India or to another country, as the case may 
be, shall not be admissible under the scheme of Children's 
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Holiday Passages nor shall the child be entitled to avail of a 
holiday passage in the twelve month period, as defined in para 
2(ii) above, in which he returns to India or is sent to another 
country. He shall, however, be entitled to avail of the holiday 
passages in subsequent twelve month periods.  

(iv) If the cost of the return passage of a child to India or to 
another country is met by the Government in terms of the rules 
governing Travelling Allowance on transfer or home leave or in 
relaxation thereof, the child thereafter shall not be entitled to a 
holiday passage except when the period of assignment of a 
Government servant at the station from which the child returns to 
India or is sent to another country is extended by the 
Government for a further period of not less than one year or he is 
transferred to another post abroad. In the latter event the holiday 
passage shall not be admissible for the twelve month period, as 
defined in para 2 (ii) above, during which the child returns to 
India at Government cost.  

[provided that Children's Holiday Passage is admissible from 
the subsequent block year from the year the child returns to India 
at Government cost on transfer TA or one way Home Leave 
Fare, subject to the following conditions:  

(a) It should be certified by the Mission that the child cannot 
 study further for genuine reasons (to be specified) in the 
 country of posting;  

(b) The child should not be entitled to CHP in the first block 
 year concerned i.e. if an officer joins a mission on 1.7.85 
 and sends back his child soon thereafter, the child's 
 CHP for the block year from 1.7.85 to 30.6.86 will be 
 forfeited;  

(c) The child should be allowed to avail of subsequent CHP 
 fares at Government cost for the subsequent block years 
 subject to the existing rules; and  

(d) The child's entitlement to Home Leave Passage will 
 stand forfeited.]  

[ ] [No. Q/GA/791/22/85, dated 7.5.1987]  

[(v) (a) CHP will not be admissible if one parent is resident in 
India. This condition will, however, not be applicable on the child 
studying in a third country. 

(b) A parent shall not be deemed to be a resident in India if 
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he/she stays with the officer for a period of at least six months at 
the station of posting in each block year during which CHP is 
claimed.] 

[ ] Amended vide order No. Q/GA/791/3/06 dated 31.7.2007] 
Note: If a Government servant is legally separated or divorced from 

his/her wife/husband he/she will be governed by special orders of the 
Government.] 

[ ] [No. Q/GA/791/23/80 (EAI/84/I/12), dated19.3.1984]  

(vi) If the Government servant claims or proposes to claim 
the transfer TA for the child within a year of his transfer at his 
post abroad in terms of Chapter VII of these rules, or in 
relaxation thereof, the child shall not be entitled to avail of a 
holiday passage during that year.  

(vii) If a child of an officer is residing in another country for 
educational purposes and avails of return Home Leave Fares 
under the provisions of Annexure XVII, he shall not be entitled to 
avail of the holiday passage during the twelve month period, as 
defined in para 2(ii) above, during which he avails of the Home 
Leave Fares. [The officer will have an option in respect of a child 
studying abroad in a country other than a country of his posting 
to avail of either the holiday passage or the Home Leave Fare if 
otherwise admissible, in a particular block of twelve months and 
not both.] 

4. (i) If a Government servant serving in a Mission/Post 
abroad has more than two children between the ages of six and 
twenty two years receiving education in a recognised educational 
institution in India, he shall have the option to send his wife to 
India to be with the children during the vacation in lieu of two of 
the children visiting their parents abroad provided the 
Government servant concerned is entitled to avail of the 
Children's Holiday Passages in respect of two of his children at 
that time in terms of these orders. 

(ii) If this option is exercised, the spouse of the Government 
servant shall be entitled to payment of the cost of a return air 
passage by the cheapest class available from the post abroad to 
the first airport of landing in India, provided she arrives in India 
not more than three weeks before the commencement of 
vacation, and leaves India not more than three weeks after its 
end. If however, the place of posting is not directly linked by air 
with India, the cost of her return passages by air (cheapest 
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class) and/or by land (appropriate class) will be admissible.  

(iii) This concession shall not be admissible to any other 
relative except the spouse of the Government servant.  

[ ] No. Q/GA/791/4/69 (EAI/72/I/25) dated 1-6-1972  
It shall also not be admissible unless the number of children 

of the permissible age-group left in India for education in 
recognised educational institutions is at least three.  

5. Within the scope of this scheme, Head of Missions/Posts 
may sanction the payment of the cost of the fare(s) of the 
child/children or spouse. Whenever the payment of the fare can 
be made in India, the amount in question shall be transferred to 
India through a Reserve Bank of India draft. The cost of 
passages availed of under the scheme may be settled through a 
Travelling Allowance bill subject to the Head of Mission/Post 
certifying in each case that all the requirements and conditions 
prescribed have been fulfilled.  

6. A record of the passages availed of under the scheme 
shall be maintained as follows: -   

 (a) As and when a Government servant submits a TA claim 
 in respect of the passages availed by the children/wife 
 under the scheme of Children's Holiday Passages he 
 should be required to submit necessary particulars in 
 quadruplicate as in the proforma at Appendix to this 
 Annexure. After recording the necessary certificate in the 
 proforma, the Controlling Officer concerned will forward 
 one copy each to the office of C.O.A. and the 
 Personnel Section of the Ministry.  

(b) The disposal of the remaining two copies of the proforma 
 (including the original) should be as follows:  

(i)  the original proforma should be retained by the Mission 
 concerned for the purpose of audit scrutiny. 

(ii) As regards the second copy, in so far as it pertains to 
 non-gazetted staff, [and those gazetted officers whose 
 pay and allowances are drawn in establishment bills] it 
 shall be filed with the Service Book of the official 
 concerned, after making a suitable entry of the 
 particulars in a separate sheet pasted at the end of the 
 Service Book; and in so far as it pertains to the [other] 
 gazetted staff it shall be retained in the Mission to be 
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 forwarded to the next station of posting of the official 
 concerned as and when he is transferred.  

[ ] As amended by M.E.A. letter No. Q/GA/791/7/72, dated 
3.8.74
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APPENDIX  

RECORD OF PASSAGES AVAILED OF UNDER THE 
SCHEME OF CHILDREN'S HOLIDAY PASSAGES FOR THE 
YEAR  
1. Name of the Government servant __________________ 
2. Designation __________________  
3.  Place of posting                 __________________  
4. Whether the Government servant is accompanied by his 
 wife ___________________  
5.  Date on which the officer arrived at a post abroad on 
 transfer from a post in India    _________________ 

6. Beginning and ending 
of the current twelve 
month period for the 
purposes of the holiday 
passage.  
 
Begins: 
Ends:  

Date Month Year 

7. Particulars of the 
children 
 

Name  Date of 
birth 

Date from 
which in 
India 

(a) Children left behind in 
India 

1. 
2. 
3. 

   

(b) Children who 
returned to India at the 
expense of the govt. 
servant for educational 
purposes. 
1. 
2. 
3.  
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(c) Children who returned to 
India at Government cost  
1. 
2. 
3. 

     

8. Particulars of the child 
availing holiday passages 
from another country. 

Name Date of 
birth 

Date of return 
to the place 
after last 
transfer T.A. 
was claimed. 

9. Particulars of the last 
Home Leave availed of by 
the child mentioned at (8) 
above Date of arrival in 
India Date of return to his 
place of education abroad 

      

10. Names and places of 
institutions where the 
children mentioned at (7) 
and (8) were studying prior 
to availing of the holiday 
passages  
1. 
2.  

      

11. Name and places of the 
institutions where the 
children mentioned at (7) 
and (8) joined after availing 
of holiday passages. 
1. 
2.  

      

12. Where the passages 
have been availed of by two 
of the children at (7) above 
or by the wife in case where 
the children of the 
permissible age group at (7) 
above exceed two: 
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13. Details of vacations 
during which the passages 
have been availed  
of .....................................  

  

14. Period of stay in India in 
case the passages have 
been availed of by the wife 
of the Government  
servant ..........................   

  

Date of arrival  

Date of departure 
15. Mode of travel and places 
from/to in respect of passages 
availed of at Government cost 

From  To  

Air  

Rail 

_____________________________________________ 
DECLARATION TO BE COMPLETED BY THE APPLICANT 

I hereby declare that the particulars furnished above are 
correct. If it is subsequently revealed that the passages availed 
of were not admissible. I shall be liable to refund the entire cost 
involved to the Government.  

(Signature of the applicant) 

_____________________________________________ 

CERTIFICATE TO BE RECORDED BY THE  
CONTROLLING OFFICER 

Certified and found correct. The passages availed of are 
admissible in terms of Government orders on the subject issued 
from time to time. The amount involved has been claimed in Bill 
No. ..................................................., dated.................................  

 
(Controlling Officer) 
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ANNEXURE IX 

OUTFIT ALLOWANCE 

[Authority: - M.E.A. letter No. 13268/JS (Estt.)/80 dated 
3.12.1980]  

1. General The Outfit Allowance is intended to assist an 
officer in meeting the expenditure involved in initially providing 
himself and his family, if any, with clothing and such other 
equipment as may be required for living abroad, for formal 
occasions and for subsequent renewal of such clothing and 
equipment.  

2. Entitlement: - (1) The Outfit Allowance shall be 
admissible every time an officer gets posted to a station abroad 
whether from India or from another station. [Outfit Allowance 
would also be admissible at Headquarters once during the entire 
career of the officer. The Allowance at Headquarters would be 
admissible to those, who are already confirmed in service and 
have done a posting abroad.  

(2) The precise amounts shall be as follows*: -   

(i) IFS officers, officers of 
Grade I of IFS(B), PPS 
and  GOI officers of 
equivalent rank 

` 10,625/- per posting abroad  

(ii) Officers of Grade II and 
III of IFS(B), Private 
Secretaries   

` 7,500/- per posting abroad  

(iii) Other Grades  of IFS 
(B) 

` 5,625/- per posting abroad  

 *As revised vide order no Q/GA/791/17/99 dated 18.5.06 

3. Admissibility: - The amount shall be drawn at the time 
when the officer draws the Composite Transfer Grant. The 
amount shall be refunded should the transfer be canceled for 
any reason whatsoever. An officer shall draw Outfit Allowance 
for not more than eight occasions during his entire career 
including the allowance drawn at Headquarters in terms of para 
2 (1) above.  

[ ] [No. Q/GA/791/7/97 dated 23.6.98 and 14th August, 98] 



ANNEXURE - IX: OUTFIT ALLOWANCE 

105 

 

4. Difference in Outfit Allowance shall not be admissible to 
an officer who is promoted during his tenure in Mission/Post 
abroad.  

[No. Q/GA/791/30/80-Pt dated 31.7.1985]  

5. Couple officers, whether posted to the same Mission/Post 
or to different stations, would be entitled to full Outfit Allowance 
admissible to their respective grades.  

6. Currency of payment: - On transfer from one Mission 
/Post abroad to another, the Outfit Allowance may be drawn in 
hard currency at the official rate of exchange fixed by the 
Ministry from time to time.  
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ANNEXURE X 

RESIDENTIAL ACCOMMODATION AND FURNITURE  

[Authority: - M.E.A. No. F.21 (14)/GA/60-Vol.II, dated 31st 
March, 1962]  

1. Introductory: -  (1) When serving outside India, an officer 
shall be entitled, subject to such conditions as may be prescribed 
by the Government, free of charge, to furnished residential 
accommodation in accordance with the subsequent provisions of 
this Annexure. 

 (2) For the purposes of sub-paragraph (1) above, the term 
`furnished residential accommodation' shall ordinarily include 
furniture, carpets, durries, draperies, crockery, cutlery, glass-
ware, electric bulbs and a cooking range of the type in common 
use in the foreign country concerned, subject to the provisions of 
sub-paragraph (5). 

 (3) In the case of the residence of a Head of Mission and 
[HOPs of Grade III] the furnished residence may include, in 
addition to the items mentioned in sub-paragraph (2), a 
refrigerator, a radiogram, kitchen utensils for representational 
entertainment and such other item or items as the Government 
may, by general or special order, sanction for use for 
representational purposes. All these items will be subject to the 
scales provided for in sub-para (5). 

 (4) In the case of a Head of Post other than at (3) above, 
the term `furnished residence' may include, in addition to the 
items mentioned in sub-paragraph (2) such of the other items 
mentioned in sub-paragraph (3) as the Government may, by 
general or special order, sanction for any particular post, and 
subject to the scales provided for in sub-para (5).  

[ ] S.I. XVIII under Annexure X of IFS (PLCA) rules (1990 edition) 

 (5) The Government may, by general or special order, 
prescribe in respect of any officer or category of officers, the 
scale of accommodation and the scale, type and quality of the 
furniture and furnishings e.g. carpets, draperies, crockery, 
cutlery, glass-ware and any other admissible item to be provided 
at Government expense in the residence(s) of such officers. For 
scales already laid down please see Appendices I, II (A) to (H) to 
this Annexure. The Government may also prescribe the 
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monetary ceiling in respect of rental accommodation, furniture, 
carpets, crockery etc.  

2. Government-owned accommodation - (1) Where 
Government own property at a station abroad, they may reserve 
that property or a portion thereof as the residence of the Head of 
Mission/Post, or for an officer of a particular designation in the 
Mission, or may declare the property to form part of a pool of 
residential accommodation available at that Mission.  

(2) Where any particular accommodation has been specified 
by the Government as the residential accommodation reserved 
for a particular officer (including the Head of Mission/Post) such 
officer may not, without prior sanction of the Government, stay at 
Government expense at a hotel or take alternative residential 
accommodation. If such an officer without prior Government 
sanction, stays at a hotel or rents other accommodation, the 
hotel charges or the rental of the alternative accommodation 
shall be borne entirely by the officer concerned:  

Provided that where an officer, for whom Government-
owned accommodation is reserved, is under orders of transfer 
and is to avail of his preparation time of eight days and where his 
successor has arrived before the completion of the preparation 
time of eight days, the Head of Mission or Post may, if he 
considers it necessary, authorise the stay of one or the other 
officer at a hotel for a period not exceeding eight days plus the 
period of any overlap sanctioned when no other suitable 
Government-owned or leased accommodation is available.  

(3) (i) Where Government-owned accommodation reserved 
for a particular officer has, for reasons beyond the control of the 
officer, become uninhabitable or where the officer is required to 
vacate it for purposes of major repairs or renovations, the 
Ministry may permit the officer to stay in a hotel. 

(ii) Where Government-owned accommodation is not 
reserved for a particular officer or an officer of a particular 
designation and is declared to be in the pool, it shall be allotted 
by or under the orders of the Head of Mission/Post in 
accordance with such regulations as the Government may 
prescribe and where the Government have not prescribed any 
regulations in accordance with such local regulations as the 
Head of Mission/Post may prescribe. 

(iii) An officer to whom Government-owned accommodation 
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in the pool is allotted by or under the authority of the Head of 
Mission/Post shall occupy such residence within such period as 
the Head of Mission/Post may specify. An officer who declines or 
fails to do so will not be eligible either for alternative 
accommodation at the expense of the Government or for the 
reimbursement of hotel charges if he stays in a hotel: 

Provided that the officer shall again become eligible for the 
allotment or supply of residential accommodation at the expense 
of the Government after a period of three months or the date on 
which the accommodation offered to him is occupied by any 
other officer of the same rank, status and entitlement as himself 
whichever date is later. 

[(4) The revised plinth area norms for construction of 
residential buildings for India-based officers and staff 
abroad would be as follows: 

        
   (Area in sq mts) 
S.
N. 

Designation of 
the officer 

Present plinth
area 

Revised 
plinth area 

Servant 
quarter 
(with 
toilet) 
wherever 
applicable

Total plinth
area (with
servant 
quarter, 
where 
applicable)

1 Non-
Diplomatic 
Staff below 
level of LDC 

40 60 NIL 60

2 LDC/UDC/Assi
stant and 
other non-
diplomatic 
staff 

75 125 NIL 125

3 Third 
Secretary/ 
Attache/ 
Private 
Secretary 

110 160 NIL 160

4 First/ Second 
Secretary 

150/130 220(including 
representatio
nal area of 94 
sq m) 

15 235
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5 Counsellor 170 260(including 
representatio
nal area of 
114 sq m) 

15 275

6 Minister Based on 
merits and 
local 
requirements 

370(including 
representatio
nal area of 
197 sq m) 

30 400

7 HOP of Gr II of 
IFS and above 

Based on 
merits and 
local 
requirements 

550(including 
representatio
nal area of 
284 sq m) 

30 580

8 Head of 
Mission 

Based on 
merits and 
local 
requirements 

Based on 
merits and 
local 
requirements

Based on 
merits 
and local 
requireme
nt 

Based on 
merits and 
local 
requireme
nts 

The revised plinth areas shall be outer limits for finalizing 
plans for construction. The local requirements and status of the 
Mission/Post, may be kept in view to economize as far as 
possible. The revised norms will also serve as guidelines for 
Ministry for acquisition of ready built residential properties for 
accommodating India-based officers and staff in Missions/Posts 
abroad.]  

[] superseded vide letter No. Q/Proj-1/551/01/2010 dated 
07.02.2011 

As regards renting of accommodation, the Missions may 
continue to lease residential accommodation on room-wise basis 
as laid down in Appendix I of this Annexure. However efforts 
should be made to ensure that the plinth area of rented property 
does not vary significantly from the `norms' prescribed for 
construction above.  

(No. Q/Prop/551/9/86 dated 5th August, 1986)  
3. Accommodation taken by Government on long lease: 

Where the Government have acquired a lease of any 
accommodation for a period exceeding three years, such 
accommodation shall, during the currency of the lease, rank as 
Government-owned accommodation and all the provisions of 
paragraph 2 above shall apply, mutatis mutandis, to an officer for 
whom it is reserved or to whom it is allotted. In obtaining 
accommodation on long lease, the Head of Mission/Post will 
ensure that the cautionary measures provided under para 4 are 
kept in mind. 
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4. Accommodation taken by Government on short lease: 
(1) Where at a station, accommodation to which paragraphs 2 
and 3 apply, is not available for any particular officer serving at 
that station, the Head of Mission/Post may, subject to paragraph 
1 above and to the provisions of sub-paragraph (2) to (13) below, 
obtain residential accommodation for such officer by executing a 
short lease not exceeding three years in duration.  

(2) The Government may prescribe, by general or special 
orders, the ceiling rentals within which accommodation for an 
officer or a category of officers shall be obtained on short lease 
by the Head of Mission under the provisions of sub-paragraph 
(1) and may prescribe separate ceilings where necessary for 
furnished, unfurnished or partly furnished accommodation and 
separate scales or ceilings according to marital status or size of 
family. 

(3) Subject to considerations of economy and the prescribed 
rental ceiling, the accommodation taken on short term lease 
should normally be within a reasonable distance of the Chancery 
particularly in respect of a representational officer.  

(4) Where the Head of Mission is satisfied that suitable 
accommodation for an officer cannot be found in reasonable time 
within rental ceiling prescribed by the Government under sub-
paragraph (2) he shall, with a view to avoiding heavy expenditure 
on hotel charges, arrange residential accommodation (even a 
smaller accommodation than the entitlement) for the officer 
within the rental prescribed for him even if it means taking a 
building with lesser accommodation than his entitlement.  

(5) In obtaining accommodation on short lease, the Head of 
Mission/Post shall ensure that accommodation to which the 
furnished or partly furnished rate of rental ceiling applies has as 
far as possible the prescribed complement of furniture, 
draperies, carpets and other items (excluding crockery, cutlery 
and glassware) admissible to the officer for whom the 
accommodation is rented. If he finds that the full complement of 
such articles is not provided by the landlord in the 
accommodation to be rented even at an enhanced rent (which 
shall of course be subject to the prescribed ceiling) he shall 
estimate the approximate cost of the items which will 
subsequently have to be provided to the officer at the expense of 
the Government and the rental ceiling for the accommodation for 
the officer, as sanctioned by the Government, shall stand 
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reduced by a monthly amount equal to 1.5% of the estimated 
cost of the articles to be supplied at the cost of the Government.  

(6) The lease entered into by the Head of Mission under the 
provisions of this para shall ensure that normal maintenance and 
repairs of the property shall be duly carried out by the landlord, 
and that no claim for damage to the property or the contents 
thereof shall be admissible in respect of fair wear and tear, that 
the property is at all stages fully habitable and available for 
purposes of residence including representational entertainment, 
that it is wind and weather tight and that the government , or the 
officer nominated by them, shall have quiet and peaceful 
possession thereof during the course of the tenancy. To the 
extent possible, the lease shall be executed in the form laid 
down in Appendix III to this Annexure.  

Before a lease is signed, the Missions must satisfy 
themselves that the landlord will abide by the terms of the lease 
and if necessary secure guarantee for the fulfillment of the 
agreement by the landlord. Missions have no authority to carry 
out repairs and maintenance of the leased buildings at 
Government cost if in the terms of the lease it is the 
responsibility of the lesser. For incurring any expenditure in such 
cases, prior sanction of the Government has invariably to be 
sought.  

(7) Wherever possible, the Head of Mission shall before 
executing the lease, have the accommodation and the contents 
thereof duly surveyed by a reputable firm of surveyors and obtain 
a survey report. A similar survey report shall be obtained at the 
end of the period of tenancy. The survey report shall, inter alia, 
indicate loss or damage which is solely attributable to fair wear 
and tear, loss or damage which has occurred owing to 
negligence or misuse and loss or damage which is not fair wear 
and tear but which has occurred due to causes beyond the 
control of the occupant. 

(8) (i)The Head of Mission shall ensure that the property 
leased and the contents thereof are fully insured by the landlord 
or alternately, that the landlord expressly accepts the risk of 
destruction or damage owing to causes beyond the control of the 
tenant or occupant. 

(ii) In case the property and its contents are not insured by 
the landlord and the landlord refuses to get them insured at his 
cost and insists upon the property and the furniture being insured 
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as a pre-condition for renting the accommodation and furniture, 
the Mission concerned should try to have the rent raised to 
include insurance charges rather than take out the insurance in 
the name of the Mission. The final rent should, however, not 
exceed the rental ceiling applicable to the officer/member of staff 
for whom the house is being rented. The ceiling rental will thus 
include the rent of unfurnished accommodation and the rent of 
furniture, besides an element to cover the insurance of furniture 
and accommodation. 

(9) (i) As far as possible, the Head of Mission shall ensure 
that the lease incorporates a break clause (generally known as 
the `diplomatic break clause') under the provisions of which the 
lease can be terminated at a notice of one month or other similar 
short notice not exceeding two months, in the event of breach of 
diplomatic relations with that country or the transfer of the 
particular officer for whom the accommodation is being leased 
and for the refund of rent, if paid in advance, for the unexpired 
period of lease.  

(ii) Where the owner or landlord does not agree to the 
diplomatic break clause, either in full or in part, and the Head of 
Mission/Post is satisfied that no alternative accommodation is 
likely to be available on better terms within the foreseeable 
future, he may execute the lease without the diplomatic break 
clause provided that the officer for whom the house is being 
leased is normally expected to remain at the station for the 
period for which the lease is executed. Where, however, there is 
a possibility of such an officer being withdrawn by the 
Government before the expiry of such period, either because the 
officer will complete his term before the date of expiry of the 
lease or because the post he is holding is a special or additional 
post sanctioned for a specified period, the lease shall not be 
executed and, where necessary, the matter referred to the 
Government for orders. 

(10) For the purpose of obtaining accommodation on lease 
under the provisions of this rule, the Head of Mission/Post may 
incur, and pay, obligatory charges incidental to the lease 
including customary agents' commission, if any, surveyors' fees 
and, in cases of disputes arising out of the lease, also such legal 
charges as may be necessary and as fall within his financial 
powers vide item No. 20 of the Schedule I of the booklet entitled 
"Financial Powers of the Govt. of India's Representatives 
Abroad". 
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(11) Normally the lease shall provide that the only financial 
responsibility of the Government shall be the payment of the rent 
as laid down in the lease. If, however, the Head of Mission finds 
it necessary to execute a lease according to which certain 
obligatory charges are to be met by the Government, he may 
execute the lease accordingly, provided that in that event the 
rental ceiling fixed by the Government for the officer concerned 
shall stand reduced by the amount of the additional monthly 
expenditure falling on the Government under the terms of the 
lease. 

(12) (i) Only where an officer is under general or special 
orders issued by the Government, entitled to a telephone at his 
residence, any charges levied by the Telephone Department or 
Company or by the landlord in respect of the installation or 
retention of a telephone at the residence of the officer, shall be 
borne by Government separately from the rental paid for the 
residence and if the charges in respect of the telephone form 
part of the rental to be paid for the residence the ceiling 
sanctioned by Government in respect of such officers when 
additional charge on account of telephone and the actual rent of 
the house exceed the prescribed ceiling, shall be increased by 
the average monthly payment on account of the telephone. 

*The facility of mobile phones in Missions/Posts abroad 
would be considered as an extension of the residential landline. 
All officers of the rank of Attache and above will be provided 
mobile phone at Govt. cost. All chauffeurs in the Mission/Posts 
abroad may be provided mobile phones with the facility of local 
calls upto 750 per month. Those Missions which have substantial 
protocol related work could send a proposal to the Ministry for 
additional mobile phones (upto 3) for protocol purposes. All such 
proposals should be accompanied with proper justification of the 
quantum of work and number of visiting/transiting delegations. 
Such proposals will be processed on case to case basis by the 
Ministry. The facility of IDD calls on mobile phones will be given 
only to the officers of Counselor and above. HOMs/HOPs are 
authorised to purchase mobile phone instrument as per above 
norms within the financial limit of US$ 200/- per instrument. The 
life span of such instrument would be 4 years after which Mission 
would be able to replace those instruments with the approval of 
HOM/HOP. The overall limit for number of calls and call time 
both for the mobile phone and the residential landline will remain 
as stipulated under Item No. 29, 29A and 29 B of Schedule I of 
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the Financial powers of the Govt. of India's Representatives 
Abroad. Under these rules, a limit of 1000 calls per month of 3 
minutes each has been fixed which could be increased upto 
1500 calls per month at HOM's discretion. All the calls including 
local, STD and IDD calls from the mobile and the residential 
phone put together will be subject to the limits stated above. In 
addition, each IDD call made from the mobile phone as well as 
from residential phone will have to be properly certified by the 
concerned officer before payment is made. 

*Added vide letter No. 248/JS (Estt.)/2008 dated 24.01.2008 

** It is clarified that mobile phone instrument should be 
purchased by the Chancery and provided to the entitled officers 
only. Proper record of all such phones should be kept in a 
register with proper handing over/taking over. Mobile 
connections should be provided by the chancery as it is done in 
case of residential landlines. Obviously, rentals if any, will also 
be payable by the chancery along with call charges. The overall 
limit for number of calls and call time both from the mobile phone 
and the residential landline will be governed by the Item No. 29-
A of Schedule I of the Financial Powers of the Govt. of India's 
Representatives. The overall number and time of calls including 
local, STD and IDD should not exceed this limit. In any case, the 
IDD calls must be certified separately by the officers who have 
been given this facility. No pre-paid connections should be 
obtained as these do not provide details of the calls made. 
Officers below the rank of Attache are not entitled to this facility. 
All chauffeurs whether local or India based are entitled to this 
facility subject to monthly ceiling of 750 local calls only. No 
reimbursement should be given to those officers who want to use 
their personal mobile phone under this facility. 

**clarified vide circular No. 1048/JS (Estt.)/08 dated 
17.3.2008  

***It is clarified that the circular of 24.01.2008 is an enabling 
circular and not a mandatory entitlement. HOM is well within his 
powers to allow this facility only to those who need this on 
functional grounds. Similarly, HOM is also empowered to fix a 
lower limit for calls within the parameters specified in the circular. 

***clarified vide circular No. 1567/JS (Estt.)/08 dated 
15.05.2008 

(ii) Where an officer is not entitled to a telephone at his 
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residence but a telephone already exists at the residence leased 
for such officer and the landlord is not prepared to have it 
disconnected or the cost of such disconnection would be 
disproportionate to the savings effected thereby, the Head of 
Mission may permit the telephone to be retained at the residence 
provided that the rental of the accommodation, including the 
rental but not the call charges of the telephone, does not exceed 
the rental ceiling fixed by the Government. 

(iii) There is a provision for internet connectivity at 
residences of Representational Grade Officers. This is subject to 
the following conditions- (a) reimbursement of expenditure on 
purchase of ADSL/Modem and installation as per actual (one 
time only as residences are fixed and no re-installation should be 
required when officers get transferred). (b) reimbursement of 
internet charges at actual or US$ 40 per month, whichever is 
lower and(c ) This is meant for providing internet facility at home 
and not on mobile phone. (Added vide order No. 
Q/Comp/885/08/07 dated 03.11.2009) 

(iv) HOMs/HOPs have full powers for internet 
connection/installation. 

(Authority: Q/GA/796/2/92 dated 12.9.2002) 

(v) Cable/Direct to Home (DTH) TV facility for India -based 
personnel in mission/posts abroad: 

 (a) to all HOMs/HOPs and Designated DCMs and DHCs 
 in all missions/posts. 

(b) to all India- based officers/officials posted in 
 Missions/Posts at (C*) stations. 

(Authority: No. Q/SP-1/885/95/06) 

 (13) (i) Where the accommodation proposed to be leased 
for an officer contains articles to which an officer is not entitled 
on the basis of the scale of furniture etc. prescribed by the 
Government e.g. refrigerator, radiogram, washing machine, 
objects d'art, linen, etc. the Head of Mission/Post shall, wherever 
possible, arrange for the landlord to remove and store such 
articles separately. 

*(ii) The officer should also see that the accommodation 
leased for him contains only the furniture and furnishings to 
which he is entitled and they have been specifically mentioned in 
the lease deed. All other items of furniture etc. should be brought 
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to the notice of the Head of Mission in writing by the occupant. 
Government will not be responsible for any charges on this 
account. 

(iii) Where the landlord does not agree to remove and store 
such articles separately, the Head of Mission shall ascertain in 
writing from the officer for whom the accommodation is to be 
leased whether the latter is prepared to assume full responsibility 
for the upkeep and maintenance of such articles and for making 
payment for any damage or loss in respect of such articles. If the 
officer accepts such liability in writing and if the rental for the 
accommodation, including the use of such articles, does not 
exceed the rental ceiling fixed by the Government, the Head of 
Mission/Post may execute the lease. But any charge on account 
of electricity, municipal taxes etc. shall be borne by the officer. If 
the officer does not accept the liability or if the rental for the 
accommodation, including the use of such articles, exceeds the 
rental ceiling fixed by the Government, the lease shall not be 
executed. In such cases, the Head of Mission/Post shall not 
exercise the financial powers delegated to him by the provisions 
of sub-paragraph (4) above. 

* Para 3 of S.I. IV under Annexure X of IFS (PLCA) Rules 
(1990 edition) added. 

(iv) Where an officer has assumed in writing the liability 
referred to in clause (iii) above and subsequently fails to maintain 
or safeguard the articles referred to in clause (i) or fails to make 
payment for any loss or damage appertaining thereto, the Head 
of Mission/Post may assess or cause to be assessed the extent 
of the loss or damage as well as the compensation payable to 
the landlord thereon. He shall thereafter call upon the officer 
concerned in writing to make payment of the sum assessed to 
the landlord or to his specified agent by the date specified by the 
Head of Mission. Where the officer fails to make payment by the 
date specified by the Head of Mission and within one month 
thereafter, the Head of Mission may make payment from 
Government funds for the loss or damage assessed under 
intimation to the accounts authority concerned with the request 
to such authority to recover the sum in one or more installments, 
not exceeding six, from the salary of the officer concerned. The 
accounting authority concerned shall thereupon deduct the said 
amount or amounts from the salary of the officer concerned. 

(14) If an officer for whom accommodation is reserved under 
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the provisions of this para is under orders of transfer and is to 
avail of his preparation time of eight days and where his 
successor has arrived before completion of such preparation 
time of eight days, the Head of Mission/Post may, if he considers 
it necessary, authorise the stay of one or the other officer at a 
hotel for a period not exceeding eight days plus the period of any 
overlap sanctioned when no other suitable Government owned 
or leased accommodation is available. 

*(15) All the terms and conditions of the lease should 
invariably be stated in the lease deed. There should be no 
private understanding between the landlord and the occupant on 
any account. If the landlord wishes to have some private 
arrangement with the occupant regarding the payment of 
charges on account of water/electricity/gardening etc. these 
should be on record either in the lease deed itself or in the form 
of letters exchanged with the Mission. The Mission should, see 
that all such terms and conditions are accepted by the occupant. 
No cognizance will be taken of any private arrangements 
between the landlord and the occupant. If any claims are 
received from the landlord on this account after the departure of 
the officer from the station those will have to be met by the 
officer himself.  

[Para. 1 of S.I. IV under Annexure-X of IFS (PLCA Rules 
(1990 edition).] 

*(16) No accommodation which is in excess of the entitled 
scale of the officer should be rented without prior approval of the 
government except where the monthly rent of such 
accommodation is within the ceiling rental fixed by the 
Government and the Head of Mission is, therefore, empowered 
to rent it. Full particulars of the accommodation rented in the 
prescribed form should invariably be intimated to the Ministry in 
each case even when renting is done under the Mission’s own 
powers. 

Verbal assurances to landlords/agents which might 
embarrass the Government/Mission later on should be avoided. 

**(17) Heads of Missions have been authorised to increase 
the prescribed rental ceiling for a normal family unit by 10% 
where there are more than two children living with an officer 
abroad and not less than two of the children are above the age 
of six years. It has further been enjoined therein that this 
relaxation of 10% increase should be avoided as far as possible 
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and allowed only in genuine case of hardship. This concession 
shall be granted only on a specific application being made by the 
official concerned for the increase. In making this application the 
official shall state whether the children in respect of whom 
additional accommodation is required will continue to stay with 
him during the entire period for which the concession is 
proposed to be availed of. Any changes in the number of 
children actually staying with the officer should immediately be 
brought to the notice of the Head of Mission, who should decide 
whether the concession should be continued or not.  

*S.I. III under Annexure X of IFS (PLCA) Rules (1990 
edition) added. 

**S.I. II under Annexure X of IFS (PLCA) Rules (1990 
edition) added. 

#(18) (i) Missions for which rental ceilings have been 
prescribed should not exceed the rental ceilings without prior 
approval of the Government. Proposals for hiring residential 
accommodation at rents in excess of the prescribed ceiling 
should be referred to the Ministry complete in every respect and 
there should be a margin of at least 10 days for the Ministry to 
take a decision. 

(ii) Missions for which rental ceilings have not been 
prescribed should invariably forward all proposals with complete 
details in the prescribed proforma showing rental of the proposed 
accommodation and the reason why it is in excess of the existing 
operative ceiling. 

#S.I. IX under Annexure-X of IFS (PLCA) Rules (1990 
edition) added. 

5. Obligations of an officer provided with furnished 
accommodation which is Government-owned or taken on 
long lease - (1) An officer who is provided with accommodation 
owned by the Government or taken by the Government on long 
lease shall before taking possession of such accommodation, 
carry out a complete check of the premises and the movable 
contents thereof. He shall also compare the movable property in 
the premises with the list of such property as carried in the 
compendium of Government property in the Mission/Post. He 
shall bring in writing to the notice of the Head of Mission/Post 
any discrepancies, shortages, defects or any other points 
relevant to the safeguarding of the Government’s financial 
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interests, or if the officer is himself the Head of Mission/Post, to 
the notice of the Ministry. 

(2) Such an officer shall also, during the course of the 
allotment to him of such accommodation, promptly bring to the 
notice of the Head of Mission/Post, or of the Government, as the 
case may be, any damage to the building or its appurtenances or 
to the moveable contents thereof or any loss or any event or 
occurrence which has a bearing on the interest of the 
Government in such property.  

(3) Such an officer shall also make an inventory of the 
movable property belonging to the Government in his possession 
at the time of his vacating such accommodation and shall 
compare it with the compendium of Government property 
maintained by the Mission or Post. He shall report in writing any 
loss or damage to Government property which has occurred 
during the period of his occupation of the premises.  

(4) The Head of Mission/Post [which term includes for the 
purposes of this sub-paragraph and sub-paragraph (5), the 
Government in respect of the Head of Mission/Post] shall decide 
whether any portion of the aforesaid loss or damage is 
ascribable to negligence or misuse and, if so, shall assess or 
cause to be assessed the value thereof. He may call upon the 
officer to make payment for such loss or damage.  

(5) If there has been no loss or damage, or if no portion of 
such loss or damage is ascribable to negligence or misuse or if 
the officer has paid the amount which the Head of Mission has 
called upon him to pay under the provision of sub-paragraph (3) 
the Head of Mission/Post shall give, or cause to be given to the 
officer, a clearance certificate stating that nothing is due from the 
officer in respect of his occupancy of Government owned or long 
leased accommodation at the station.  

(6) Where an officer has been called upon to pay for such 
loss or damage, as has been assessed by the Head of 
Mission/Post or under his authority, to have been caused by 
negligence or misuse on the part of the officer or his family or his 
servants, the officer shall, if he considers that the loss or damage 
has been wrongly ascribed to negligence or misuse, pay the 
amount to the Mission or Post under protest and may thereafter 
lodge a representation to the Government through the Head of 
Mission/Post. The decision taken by the Government shall be 
final.  
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(7) Where the Head of Mission is satisfied that any loss or 
damage caused to Government property, furniture, furnishings, 
fixtures, etc., during the period of occupancy of a particular 
officer cannot be ascribed to negligence or misuse, he may write 
off the loss or damage, under the powers delegated to Heads of 
Missions under item 1 of Schedule II of the "Financial Powers of 
the Government of India's Representatives Abroad". If the loss or 
damage exceeds the amount upto which powers have been 
delegated to him, he shall report the matter to the Government 
for their decision. The Government may thereupon take such 
decision as they consider fit and proper, provided that if the 
Government consider that any part of loss or damage is 
ascribable to negligence or misuse and should be paid for by the 
officer, the Government shall give an opportunity to the officer to 
show cause against the proposed decision. 

(8) The provisions of para (6), sub-paras 1-8 below shall 
apply mutatis mutandis to accommodation taken on long lease.  

6. Obligations of an officer provided with residential 
accommodation taken on short lease - (1) Where an officer 
has been given accommodation obtained by the Head of Mission 
on a short term lease in accordance with paragraph 4, such 
officer shall unless a survey of the property and its contents has 
been carried out under the provisions of sub-paragraphs (7) of 
paragraph 4, himself carry out a general survey in collaboration 
with an officer nominated by the Head of Mission and the 
landlord or his representative. A detailed survey report shall be 
prepared of which a copy shall be retained by the officer and 
another by the Mission or Post. 

(2) The officer shall maintain the property and its contents in 
fit and proper condition. He shall not carry out any additions or 
alterations in the property which may affect its structure and lead 
to claims for compensation without the specific approval of the 
Head of the Mission/Post.  

(3) The officer shall promptly report in writing to the Head of 
Mission/Post, or to any officer nominated by him, any loss or 
damage or any other fact relevant to the lease entered into by 
the Head of Mission/Post.  

(4) At the time of vacating the premises, unless a survey has 
been carried out under the provisions of sub-paragraph (7) of 
paragraph 4, the officer shall again carry out a complete survey 
of the property and its contents with the collaboration of an 



ANNEXURE - X:  
RESIDENTIAL ACCOMMODATION AND FURNITURE  

121 

 

officer nominated by the Head of Mission/Post and the landlord 
or a representative or an agent. A copy each of the detailed 
survey report shall be retained by the officer and by the 
Mission/Post.  

(5) Whether or not any damage or loss has occurred to the 
premises or their contents during the period of occupancy of the 
officer, the latter shall at the time of vacating the premises, 
obtain from the landlord a clearance certificate stating that the 
latter has received back the premises in good order and that no 
claim for loss or damage against the occupant or the 
Government is outstanding. Where the premises are handed 
back not to the landlord but to the Mission/Post for the use of 
another officer, the officer shall obtain a clearance certificate 
from the Mission/Post.  

(6) If the landlord is not willing to give a clearance certificate, 
the officer shall forthwith report the fact to the Head of 
Mission/Post. The Head of Mission shall thereupon assess or 
cause to be assessed which portion of the loss or damage is due 
to negligence or misuse or lack of proper maintenance on the 
part of the officer and shall assess or cause to be assessed the 
value thereof. He shall thereupon call upon the officer to pay the 
amount determined by him to the Mission/Post. If the officer pays 
the said amount by the date prescribed by the Head of Mission, 
the latter shall try to arrange for the landlord to give the 
clearance certificate against payment of such sum. If the landlord 
still declines to do so and if the Head of Mission considers that 
the claim or claims made by the landlord or his agent are either 
not sustainable or relate to items which, in his view, should be 
paid for by the Government, he shall grant the officer a 
provisional clearance certificate himself and report the fact to the 
Government for orders.  

(7) Where an officer fails to take action as prescribed in sub-
paragraphs (1), (4) or (6) or, prior to his leaving the station, to 
obtain the clearance certificate from the landlord or from the 
Mission/Post in accordance with sub-paragraph (5) or (6), and 
where subsequently claims against him are raised by the 
landlord or his agent, the Head of Mission/Post shall, after such 
reference to or consultation with the officer as may in his view be 
possible, assess or cause to be assessed the amount payable to 
the landlord in respect of the said claims. If the claims are less 
than ` 500 (Rupees Five hundred) in value, he may make the 
payment from Government funds and order recovery of the 
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amount from the officer. Where the amount of the claim exceeds 
` 500 (Rupees Five Hundred), the Head of Mission shall report 
the facts to the Government. The Government may thereupon 
authorise payment by the Head of Mission/Post of the amount of 
the claim or such portion thereof as they consider reasonable 
and simultaneously order recovery of the total amount so paid 
from the salary of the officer. Unless the officer is able to show 
good and valid cause for his failure to take the prescribed action 
or to obtain the clearance certificate before his leaving the 
station, the Government will not agree to bear any portion of the 
expenditure incurred in meeting the claim.  

(8) Where an officer is called upon by the Head of Mission to 
make payment in accordance with sub-paragraph (6) above and 
fails to do so, the Head of Mission shall report the facts to the 
Government with a view to the drawing up of departmental 
proceedings against the officer. It shall be open, however, to an 
officer to pay the amount under protest and lodge a 
representation to the Government through the Head of 
Mission/Post, in which case the Government shall pass such 
orders as may seem to them fair and just.  

7. Discretion of Head of Mission in allotment of 
residential accommodation - (1) Where a Head of 
Mission/Post has obtained for a diplomatic officer residential 
accommodation on long lease or on a lease not containing the 
diplomatic break clause and such accommodation is, for any 
reason, lying vacant or likely to become vacant, the Head of 
Mission/Post may allot that accommodation to any other 
diplomatic officer or, at his discretion, to a non-diplomatic officer 
of the Mission who has subsequently joined, or who, on the date 
of vacation of the accommodation, is staying at hotel. The order 
of allotment shall prescribe the date by which the officer should 
move to the premises allotted to him. 

*(2) Head of Mission's residence can also be utilised partially 
or wholly as the case may be, by any other officer to avoid hotel 
expenditure with the approval of the Government. In case of any 
doubt Government's instructions should be sought immediately.  

(3) On allotment of such accommodation, the officer to 
whom it is allotted shall occupy it for such period as the Head of 
Mission/Post may decide, having regard to considerations of 
economy and the status of the officer concerned.  

(4) If any officer to whom the Head of Mission/Post has 
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allotted the accommodation fails to occupy it, he shall cease to 
be eligible for accommodation at the expense of the Government 
or the reimbursement of hotel charges with effect from the date 
of expiry of the period specified by the Head of Mission/Post 
under sub-paragraph (1). He shall again become eligible for the 
allotment or supply of residential accommodation at the expense 
of the Government only when the accommodation which he has 
declined to occupy is occupied by another officer or the lease 
expires, whichever is earlier.  

(5) Subject to the provisions of paragraph 4 (4) the powers 
conferred on the Head of Mission/Post by this rule shall not, 
except at the written request of the officer, be so exercised as to 
allot to any officer -  

* Para 2 of S.I. III under Annexure X of IFS (PLCA) Rules 
(1990 edition) added.  

 (i) accommodation which falls short of his entitlement by 
 more than one room or is suitable for an officer who is 
 more than one rank junior to him; and  

(ii) allot to a diplomatic officer accommodation acquired for 
 the use of a non-diplomatic officer, except that 
 accommodation acquired or leased for a married non-
 diplomatic Group `A' officer may, if the Head of the 
 Mission/Post considers it suitable, be allotted to a single 
 First Secretary, single/married Second Secretary or a 
 single/married Third Secretary. 

(6) Where a Head of Mission/Post has under his charge 
Government-owned or leased accommodation which is 
unoccupied and which he has been unable to utilise for a period 
of three months, even by the exercise of the powers conferred by 
sub-paragraph (1), he shall forthwith report the facts to the 
Ministry for orders. In the case of a leased building, the report 
shall be made as soon as it is felt that the accommodation is 
likely to remain vacant during the next three months. 

(7) (i) An officer shall not be entitled to the cost of 
transporting effects, whether personal or belonging to the 
Government, from one residence in the same station to another 
such residence or from a hotel, whether on first or subsequent 
stay, to a residence or vice versa where the shifting is done 
voluntarily by him to obtain more satisfactory accommodation. 

(ii) When the shifting is involuntary, i.e. not at the request of 
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the individual officer but at the instance of Head of Mission for 
any reason what so ever the expenditure incidental to the shifting 
of Government properties as also the personal effects to be 
shifted shall be met out of Government funds. 

(iii) All cases of involuntary moves where shifting is done  
at public expense should, however, meet the following 
requirements: -  

(a) The Mission should, wherever practicable make 
 necessary arrangements for the transportation of effects 
 both personal and Government, rather than reimburse 
 the expenditure to the official concerned; 

(b) shifting should not be encouraged unless it is 
 inevitable; and 

(c) all cases should have the prior approval of the Head 
 of the Mission/Post and while approving the move he 
 should certify that the shifting is in the public interest. 

8. Stay at a hotel -(1) No officer should be put up in a hotel 
without the prior approval of the Ministry. The Head of 
Mission/Post may, however, authorise accommodation in hotel 
as provided for in proviso to para2 (2). 

(2) During stay in the hotel the officer shall be entitled to 
draw cash allowance or double the Foreign Allowance whichever 
is less for the first 21 days and thereafter only normal Foreign 
Allowance shall be admissible. In case of newly opened Missions 
or Missions opened after remaining closed for some time, the 
officer shall be entitled to Cash Allowance or double the Foreign 
Allowance upto sixty days, if the hotel stay has been permitted 
by the Ministry.  

*It is clarified vide fax message No. Q/GA/791/1/2012 dated 
01.02.2012 that when Daily Allowance (Cash Allowance){for 
officer and each member of family) exceeds the amount of 
double the foreign allowance, only double FA would be 
admissible. 

(3) The accommodation should be arranged in one of the 
hotels on the approved panel of the Mission/Post.  

(4) When a Head of Mission or any other diplomatic officer is 
lodged in a hotel on his arrival at a post abroad pending the 
provision of a regular accommodation, his private Indian 
servants whose cost of passage is borne by the Government will 
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be entitled to accommodation in a hotel at Government cost 
subject to the following conditions: -   

 (i) The accommodation will not be more than what is 
 admissible to a Group `D' Government servant; 

(ii) The accommodation is provided at the lowest possible 
 rates; 

(iii) The duration of stay in the hotel will not exceed the 
 period for which the officer himself is permitted to stay in 
 a hotel. 

(5) (A) Officers who are obliged to stay in a hotel due  
to non-availability of residential accommodation, shall  
be entitled to the scales of accommodation as laid  
down below: -  

(I) Heads of Missions:  

 (i) When not accompanied by family - A single bed room or, 
 if a suitable room is not available, a double bed room 
 plus a sitting room. 

(ii) When accompanied by wife - Only a self contained suite 
 consisting of a double bed room plus a sitting room, 

(iii) When accompanied by wife & children - As in (ii) above 
 plus - 

(a) If a child upto three years of age - An extra cot in the 
 same room. The charges for putting the cot to be met by 
 Government separately.  

(b) If a child over three years of age - A single bed room. 

(c) If two children each over three years of age - A  double 
 bed room. 

(d) If three children each over three years of age - (b) 
 plus (c) above. 

(e) If four children each over three years of age  
 - Two double bed rooms. 

(II) Officers other than Heads of Missions:  

(1) When not accompanied by family: Single bed room.  

(2) When accompanied by family:  
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(a) When accompanied by wife only - A double bed room. 

(b) When accompanied by wife and  children - As in (a) 
 above plus 

(i) If a child upto three years of age - An extra cot in the 
 same room. The charges for putting the cot to be 
 met by Government separately. 

(ii) If a child over three years of age - A single bed room 

(iii) If two children each over three years of age - A double 
 bed room. 

(iv) If three children each over three years of age - (ii) plus 
 (iii) above. 

(v) If four children each over three years of age - Two double 
 bed rooms.  

*9. Guidelines on arrangement of residential/hotel 
accommodation for the officer: - (1) The stay of officer in hotel 
on first arrival should be avoided as far as possible. HOMs are 
empowered to accommodate the officers in hotels only on first 
arrival during the joining time availed by them/their predecessors 
in the Mission, if no other suitable accommodation is available. In 
all other cases prior sanction of the Ministry should invariably be 
obtained before incurring additional expenditure. To minimize the 
stay of officers in hotels on first arrival, the Missions should 
follow the undermentioned procedure:  

(i) On receipt of the advance intimation about the size of the 
family of the officer on transfer, the Mission should examine 
whether the accommodation already rented for the relieved 
officer, may be retained for the officer if the terms of the lease so 
permit and the accommodation is in conformity with the 
prescribed scale. If the lease cannot be extended or the scale of 
entitlement is significantly different from that of the relieved 
officer, the Mission should look for alternative accommodation 
within the ceiling rental or at the existing rent whichever is less, 
synchronizing the lease with the arrival of the incoming official to 
the maximum extent possible. 

(ii) In case the Mission finds it difficult to arrange 
accommodation in time, the Personnel Section in the Ministry 
should be immediately informed to defer the departure of the 
incoming officer. 
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(iii) In case of difficulty in finding entitled accommodation 
within the prescribed rental ceiling, a formal proposal should be 
immediately submitted to the Property-I Section of the Ministry 
for sanctioning the rent proposed or for raising the rental ceiling.  

(iv) In case where the relieving officer is likely to arrive after 
the departure of the relieved officer, the desirability of retaining 
the accommodation of the relieved officer for the intervening 
period may be examined in detail and the proposal referred to 
the Ministry. In particular, it may be checked that the 
accommodation proposed to be retained is fit from all points of 
view for his successor. 

(2) It is the primary responsibility of the Chancery to find 
accommodation for the officers and staff. The Chancery should 
maintain a record of all action taken in each individual case to 
obtain residential accommodation. It is not for the officers to pick 
and choose their accommodation, even if the accommodation is 
slightly below their entitlement, and if it is otherwise found 
suitable by the Chancery, the officer concerned should  
move into it in the overall interests of Government. 
[No. Q/Accts.I/7342/1/77, dt.27/4/1978] 

10. Heating - (1) On the recommendations of the Foreign 
Service Inspectors or of the Head of Mission/Post, the 
Government may declare that on account of extreme climatic 
conditions it is necessary to provide for the heating of offices and 
residences of officers at a particular station. The stations to 
which this concession has already been extended are listed in 
Appendix V to this Annexure. 

(2) Where the Government have made a declaration in 
respect of any station in terms of sub-paragraph (1), the Head of 
Mission/Post; may prescribe, from year to year, the date on 
which heating at the expense of the government may commence 
in that year as also the date on which heating will be 
discontinued at the end of the cold weather in that station. This 
may be done both in respect of the Chancery and the residences 
except where the heating is provided by the landlord as part of 
the tenancy. In such cases regardless of whether or not the 
heating charges are included in the rent or are claimed by the 
landlord as a compulsory charge, an order should be issued by 
the Head of Mission/Post indicating the non-heating period for 
which the expenditure on account of running hot water, if 
provided, is to be met by the officer concerned himself provided 
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that if such running hot water during non-heating period is 
supplied as a part of the central heating system, the expenditure 
will continue to be borne by the Government. As regards his own 
residence, the Head of Mission/Post should report the relevant 
dates to the Ministry for formal approval.  

*S.I. XVI under Annexure X of IFS (PLCA) Rules (1990 
edition) added. 

(3) Where the heating is provided by means of a central 
heating system, the expenditure on such heating including the 
cost of oil, or other fuel, maintenance of the heating system, 
annual cleaning, removal of soot or ashes, shall be met by the 
Government.  

(4) The Head of Mission/Post, in consideration of the local 
climatic conditions and other relevant factors, shall fix the scale 
of oil, firewood, charcoal or coal, as well as reasonable monetary 
ceiling for incidental charges such as ash removing charges, 
stoker's charges for all officers (including the Head of 
Mission/Post) and members of the staff subject to the following 
conditions: -   

(a) The payment should be made on production of vouchers 
or receipts from reputed firms along with a certificate from the 
person concerned that the quantity of coal etc., has actually 
been consumed for the purpose of heating only and that the 
expenditure on incidental charges has actually been incurred for 
the purpose for which the ceiling is fixed; and 

(b) The Mission should report the scales prescribed by the 
Head of Mission/Post for different grades of officers to the 
Ministry. Any variation to the prescribed scale should also be 
reported to the Ministry as and when occasion arises.  

Note: - These provisions shall not apply to the Missions where the 
Government has already prescribed heating allowance for heating 
charges. 

(5) Where the heating is by gas or electricity, the expenditure 
on such heating shall be met by the Government. If there are no 
separate meters to indicate the amount of gas or electricity 
consumed specifically for space heating, the Head of 
Mission/Post shall determine what part of the total bill may be 
deemed to represent the additional expenditure on heating. The 
amount so determined shall be payable by the Government.  
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*(6) No heating appliance should be purchased out of 
Government funds for use in a building which is already 
centrally-heated. If, for any reasons, the need for purchase of 
such an appliance arises, Government's prior approval should 
invariably be obtained.  

*S.I. VI under Annexure X of IFS (PLCA) Rules (1990 edition) 
added. 

11. Upkeep of gardens at residences of Heads of 
Missions/Posts - (1) The Government will as indicated in sub-
paras (2) to (4) meet the expenditure on the normal upkeep of 
any garden which may be attached to the residence of a Head of 
Mission/Post, unless the residence is in a leased building and 
under the terms of the lease the maintenance of the garden is 
the responsibility solely of the landlord. 

(2) For the purposes of such upkeep the Government may 
sanction one or more full-time or part-time gardeners. 
Expenditure on the wages of such gardeners shall be met by the 
Government.  

(3) Heads of Missions and Posts, vide sub-item (viii) of 
Annexure II mentioned under item 16 of Schedule I of the 
"Financial Powers of the Government of India's Representatives 
Abroad" have been authorised to purchase from Government 
funds the necessary garden implements and tools, including 
power-driven lawn movers, for their residences, Chanceries and 
also for the residences of the other entitled officers. The cost of 
maintenance of such tools and accessories shall be met by the 
Government.  

(4) For Government owned properties the Government may, 
by general or special orders, prescribe the annual amount up to 
which expenditure may be incurred by a Head of Mission or Post 
on manure, seeds, plants, flower-bulbs and water charges.  

*(5) HOMs/HOPs would be entitled to a garden grant for 
purchase of seeds, plants, manure, flower pots etc. for the 
gardens attached to their residences, which have been taken on 
rent, as per following limits: -   

(I) Garden grant equal to 0.75 % of the annual rent if the 
 size of the garden is less than 1/4th of an acre; 
 (II) Garden grant equal to 1.25 % of the annual rent if the 
 size of the garden exceeds 1/4th of an acre. 
 The disbursement of the grant would be either as direct 
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 payment by the Mission or as reimbursement of the 
 expenditure incurred by the officer subject to the 
 production of proper receipts for actual expenditure etc. 

*S.I. XXI under Annexure X of IFS (PLCA) Rules (1990 
edition) added. 

**12. Upkeep of gardens at residences of 
representational officers other than Head of Mission: -  The 
HOM/HOP (Cat. I & II) may sanction the expenditure on 
maintenance of gardens attached to the residences of 
representational officers other than themselves for both 
Government owned & rented accommodation to the following 
extent: -  

 (a) Employment of part-time gardener: For each residence, 
 upto one man hour per day, where the area of garden 
 does not exceed one-fourth of an acre; upto two man-
 hours per day where the area of the garden exceeds 
 one-fourth of an acre. Where help on an hourly basis is 
 not available, the permissible number of man-hours in 
 respect of all or any group of residences may be pooled 
 together and within the total man-hours thus permissible 
 a whole time gardener(s) can be employed on condition 
 that the total man-hours of such gardener(s) do not 
 exceed the total hours admissible under para 1 above. 

(b) Purchase of seeds, plants, fertilizers etc. *US$77/- per 
 annum where the area of the garden does not exceed 
 one-fourth of an acre; *US$155/- per annum where the 
 area of the garden exceeds one-fourth of an acre. 

*Revised vide MOF, DOE, ID No. 1/6/E-2(A)/05 dated 
09.06.2006 (included in Financial Powers of GOI's 
Representatives abroad) 

(2) In respect of a rented residence the above powers are to 
be exercised subject to the condition that under the lease 
agreement, the responsibility of maintenance of the garden 
attached to such a residence is not that of the lesser. 

(3) Where the residence of the officer is a flat in a property 
leased by the Government, no expenditure shall normally be 
incurred out of Government funds for the maintenance of the 
common compound in which the building is situated. Where, 
however, in such a case, the terms of the lease make it 
compulsory for each tenant to make a contribution towards the 
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maintenance of such common compound, the cost of such 
compulsory contribution may be met out of Government funds, 
provided always that the rental for the flat has been fixed at a 
figure the difference between which and the permissible rental 
ceiling for the residence of the officer concerned is sufficient to 
cover the cost of such compulsory contribution.  

**S.I. XXII under Annexure X of IFS (PLCA) Rules (1990 
edition) added.  

13. Prohibition of subletting - (1) An officer shall not, 
without the prior consent in writing of the Ministry, sublet the 
whole or any portion of the accommodation supplied to him by 
the Government.  

(2) An officer shall not use any part of the accommodation 
given to him by the Government for the purposes of putting up 
paying guests or allow any person to use any part of the 
premises or any facilities attached thereto in return for a 
monetary or pecuniary gain.  

(3) An officer may put up house guests, relations or personal 
friends, at the accommodation supplied to him by the 
Government provided that 

 (i) such house guests, friends or relations are on a casual 
 visit to the station; and 

(ii) such a guest, friend or relation, is not gainfully employed 
 in the country of posting of the officer. This condition 
 may be waived at the discretion of the Head of Mission if 
 the circumstances so warrant. 

 (4) An officer shall not lend to or allow to be used by, any 
person who is not resident with him and to whom these 
regulations are not applicable, any part of the furniture, fittings, 
etc. or other property belonging to the Government and supplied 
to him for use at his residence. 

14. Maintenance of residences - (1) It shall be the duty of 
the Head of Mission/Post to ensure that residential 
accommodation given to an officer, whether owned by the 
Government or leased on long or short lease, is in a state of 
good repair and in all respects habitable and that electrical, 
sanitary, water and other installations are in good working order. 

(2) Where the accommodation is obtained on short lease 
and the landlord is responsible for the proper maintenance of the 
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building and/or electrical, sanitary, water and other installations, 
the Head of Mission/Post shall make all necessary arrangements 
to ensure that on receipt of a report from the occupant to the 
effect that any part of the building is under repair or that any of 
the installations is not in working order, adequate and timely 
action is taken by the landlord to carry out the necessary repairs. 

(3) If in a case to which sub-paragraph (2) applies, the 
landlord cannot be contacted or fails, within reasonable time, to 
carry out adequate repairs, the Head of Mission may authorise, 
after duly informing the landlord, urgent repairs to the building or 
to any installation at a cost not exceeding, during the financial 
year, ` 500 or ten per cent of the annual rental of the premises, 
whichever is less, and initially pay such charges out of 
Government funds and thereafter deduct such charges from the 
rent payable to the landlord. If in any case the cost so incurred is 
not recovered from the landlord the Head of Mission/Post shall 
report the circumstances of the case to the Ministry for such 
orders as the Ministry may think fit. 

(4) Where the residence supplied to an officer is owned by 
the Government, the cost of annual maintenance as well as the 
cost of repairs, from time to time, to the building or any 
installations therein shall be met by the Government. The Head 
of Mission/Post may incur, during any financial year, expenditure 
on such maintenance upto the limit laid down, under item 4 of 
Schedule I of Financial Powers of GOI's Representatives 
Abroad.  

(5) Where residential accommodation supplied to an officer 
has been taken on lease for a period of not less than one year 
and according to the terms of the lease the responsibility for 
maintenance and repairs does not lie with the landlord, the 
actual expenditure on maintenance and repairs of the building 
shall be borne by the Government. In such a case, the Head of 
Mission/Post may incur, during a full financial year, expenditure 
on such maintenance and repairs of buildings and installations 
therein upto the limit of 25 % of the annual rent. Where the 
remaining period of the lease falling in any financial year ends 
before the end of the financial year, the amount which may be 
incurred during that financial year shall be upto a limit of 10 % of 
the annual rent.  

(6) Where the residence provided to an officer has been 
taken on short lease for a period of less than one year and under 



ANNEXURE - X:  
RESIDENTIAL ACCOMMODATION AND FURNITURE  

133 

 

the terms of the lease the responsibility for maintenance and 
repairs does not lie with the landlord the Head of Mission/Post 
may incur expenditure on repairs and maintenance of the building 
and installations therein subject to the following limitations: -   

 (i) where the repairs are of immediate nature and the 
 premises cannot be used without such repairs; and  

(ii) the expenditure on such repairs during a financial year 
 does not exceed 10 % of the actual rent payable in 
 respect of the period of the lease falling within that 
 financial year. 

 (7) Maintenance of a building shall be deemed to include 
minor plumbing work, such as clearing of blocked wash basins 
and waste pipes, stoppage of leakages etc.  

**(8) As regards requirements of calling limited tenders, open 
tenders etc, it has been brought exactly in line with  
the provisions of General Financial Rules 2005 i.e. Upto ` 
15000/- no bids required; local purchase committee for amounts 
over ` 15000/- and upto ` 1 lakh; limited tenders for amount 
exceeding ` 1 lakh and upto ` 25 lakhs; and open tenders for 
amount exceeding ` 25 lakhs#.  Whenever the lowest quotation is 
not accepted, reasons should be recorded. The condition of 
calling for tenders/quotations might be waived by the Head of 
Mission in special cases for reasons to be recorded personally by 
him/her. This work should not be left to the Head of Chancery or 
any other officer and whenever a Financial Adviser has been 
posted for consultation, he/she should invariably be consulted 
first, before recording such reasons and the fact that Financial 
Adviser has been consulted should be kept on record. In the case 
of leased buildings, the powers mentioned above are exercisable 
on the condition that the Head of Mission is satisfied that such 
expenditure according to the lease deed is the responsibility of 
the lessee and that the lessee has the right to remove the 
installations added by him, when the building is vacated. 

**Revised vide MoF, DoE, ID No. 1/6/E-2(A)/05 dated 
09.06.2006(included in Financial Powers of GOI's 
Representatives abroad)   

#Please refer to the DoE (MoF) O.M. No. 10/1/2011-PPC. 
dated 30.11.2011 regarding mandatory publication of Tender 
Enquiries on the Central Public Procurement Portal.  

*To avoid disputes with the landlords and consequent 
embarrassment to the Government, Missions should pay special 
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attention to the upkeep of the office buildings by enforcing the 
mutual obligations laid down in the lease deed. In the case of 
longer leases, it is advisable to show the building to the landlord 
for inspection once in a year, or so, so that claims for last minute 
compensation and other complications do not arise at the time of 
surrender. There should be no difficulty to maintain the leased 
buildings in proper repairs at all times when expenditure can be 
incurred in this regard under item 4 of Schedule I of the 
`Financial Powers of the Government of India's Representatives 
Abroad'. For the exercise of these powers, the Missions should 
ensure that necessary provision for funds is made annually at 
the next year budget stage. Care should also be taken to see 
that the landlord attends to the repairs etc. whenever these are 
his responsibility according to the lease deed, so that 
Government's liability is not increased in any way.  

*S.I. VII under X of IFS (PLCA) Rules (1990 edition) added. 

15. Retention of accommodation during leave. Retention 
of residential accommodation by officers proceeding on leave 
when they are expected to return to their post abroad after the 
expiry of such leave will be regulated under the provisions of 
para 2(2)(iv) and para 3(2)(iv) of Annexure XXIV. 

16. Maintenance of the residence of Head of 
Mission/Post in his absence - The maintenance of the 
residence of Heads of Missions/Posts during the period 
intervening between the departure of the incumbent and the 
arrival of his successor will be governed by the following 
provisions: 

 (i) In such of the Missions/Posts where the Government 
 have not sanctioned a caretaker, security guard or 
 watchman specifically for looking after the residence of 
 the Head of Mission/Post, one of the local domestic 
 servants of the outgoing Head of Mission/Post may be 
 retained during the period intervening between the 
 departure of the outgoing Head of Mission/Post and the 
 arrival of his successor, to look after the building as well 
 as the furnishings and other valuable equipment 
 provided by the Government so that the incoming Head 
 of Mission/Post will find the house in running condition 
 on arrival. The wages of this servant not exceeding the 
 standard wage prescribed for such a servant in the 
 orders sanctioning the fraise of the Head of Mission 
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 during this intervening period shall be a direct charge on 
 Government funds and debited to contingencies. 

(ii) In addition, the expenditure on electricity, water, gas 
 heating/cooling plants etc., during this period upto the 
 minimum extent found necessary by the outgoing Head 
 of Mission for the upkeep of the building in good order, 
 will also be met from Government funds and debited to 
 contingencies. 

(iii) From the date the officer designated as Charge d' 
 Affaires ad interim moves to the residence of the Head 
 of Mission, the expenditure referred to in clause (ii) 
 above shall be met by him/her for the period he/she 
 occupies the residence. The wages of the servant 
 referred to in clause (i), if still retained, will cease to be a 
 charge on Government funds, and will have to be met by 
 the officer concerned. 

(iv) If any other officer (other than the Charge d' Affaires ad 
 interim) or member of the staff is allowed to occupy part 
 of the premises during such periods, part of expenditure 
 incurred under item (ii) will be recovered from the official 
 concerned. The amount to be recovered will be decided 
 by the Government in each individual case. 

17. Categorization of furniture and equipment for 
residences - (1) The Government may, by general or special 
order, prescribe the articles of furniture and other equipment 
which will be supplied to each Mission/Post under arrangements 
made by the Ministry. Such items are hereafter referred to as 
`central supply items'.  

(2) The Government may, by general or special order, 
prescribe the articles of furniture and other equipment which a 
Head of Mission/Post may purchase by placing a direct order on 
specified suppliers, and where no such suppliers have been 
specified, on any other convenient and economical source of 
supply, in accordance with the general or special sanction of the 
Government. Such items are hereafter referred to as `direct 
purchase items'.  

(3) The Government may, by general or special order, 
prescribe the specifications and source of supply of any 
particular item of furniture or equipment. Such items are 
hereafter referred to as `standardized items'.  
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(4) Where the Government have prescribed that the material 
required for any item shall be of a particular specification and 
should be obtained from a specified source of supply, but 
thereafter the Head of Mission/Post has to arrange locally for 
turning the material into the actual item of use, such item is 
hereafter referred to as `part-standardized item'. 

(5) Where the Government have not prescribed any 
specifications or source of supply for any item of furniture and 
equipment included in the scale for any officer or category of 
officers, such item is here after referred to as `non-standardized 
item'.  

(6) The Government may, by general or special order, place 
any item of furniture or equipment in one of the following four 
categories and prescribe the normal life there of: -   

(i) long-life articles:  

(ii) durable articles:  

(iii) non-durable articles; and  

(iv) special items.  

Articles for which the normal life has already been 
prescribed are shown in Appendix IV to this Annexure, together 
with the life prescribed for them.  

(7) Notwithstanding any other provision of this para, the prior 
specific sanction of the Government must be taken for the 
purchase of any item of furniture, furnishings, crockery, cutlery, 
or other equipment where: -  

 (i) no scale has been prescribed by the Government in 
 respect of any officer or category of officers: or 

(ii) a scale has been prescribed by the Government but the 
 item or items of equipment in question do not form part 
 of such a scale. 

*(8) Purchase/Hiring of Furniture: Whether furniture should 
be purchased outright or obtained on hire should depend on the 
type of accommodation available, and also keeping in view the 
lease period of the residence for which furniture is required. 
When unfurnished accommodation is taken, normally it would be 
more economical to purchase the furniture. If the lease is valid 
for a long period, say for four to five years, and if the total 
expenditure to be incurred on hiring of furniture during the entire 
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period of lease is more than the cost of furniture, then it would, 
no doubt, be worthwhile to go in for outright purchase of 
furniture. However, it may be more economical to hire furniture if 
unfurnished accommodation is available only for a shortwhile 
and there is no possibility of furniture being used for any other 
purpose in the near future. The furniture should, therefore, be 
hired only when its outright purchase will prove uneconomical to 
the Government in the long run. Otherwise it should invariably be 
purchased. In all such cases, statements showing comparative 
costs of both the alternatives should be kept on record for 
information of audit, and for future reference. In regard to 
purchasing/hiring of furniture the prescribed procedure of calling 
for tenders/quotations should also be followed. 

*S.I. V & XII under X of IFS (PLCA) Rules (1990 edition) added. 

**Hiring of furniture may be resorted to, provided the articles 
are within the prescribed scales. In the case of residence of 
Government of India's Representatives Abroad for which scales 
of furniture etc. Have not been laid down so far, they may 
exercise the above powers without reference to prescribed 
scales until such scales are laid down. Provided further that: -  

I) The furniture is not hired for a period exceeding three 
 months without prior sanction of the Ministry; 

II) The hire of furniture is restricted to inescapable and 
 essential items only, and any item whose cost in the 
 local market exceeds US$ 350 should not be hired 
 without approval of the Ministry. Items of furniture 
 declared as 'inadmissible' will not be hired. 

**Added vide MOF, DOE, ID No. 1/6/E-2(A)/05 dated 
09.06.2006 (included in Financial Powers of GOI's 
Representatives abroad) 

18. Supply of `central supply item'- Where an item has 
been categorized as a `central supply item', the Head of 
Mission/Post shall not make any direct purchase of such item. In 
respect of any requirement of that item, the Head of Mission/Post 
shall, as far as possible in advance, intimate the requirements of 
the Mission/Post to the Ministry, which will thereafter take 
necessary action for the purchase and dispatch of the article or 
articles in question. 

19. Initial supply of `standardized items' - (1) Where an 
item has been standardized, the Government may, by general or 
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special order, prescribe one or more sources of supply and may 
enter into a general contract with the supplier or suppliers. The 
name (s) of such supplier or suppliers shall be intimated to each 
Head of Mission/Post.  

(2) Where a standardized item forms part of the scale of 
furniture and equipment prescribed by the Government for a 
particular officer, unless the initial supply of such item can be 
made from the existing stocks of the Mission and except where 
the officer already holds or has been previously supplied other 
items of identical or similar nature, the Head of Mission/Post 
may, subject to such monetary ceiling as may have been 
prescribed by the Government, place an order for such item with 
any supplier or suppliers approved by the Government, under 
sub-paragraph (1) and may purchase and make payment for 
such item from the relevant sub-head in the grant of the 
Mission/Post.  

(3) Where the supply of a standardized item to the residence 
of any officer, including the Head of Mission/Post, falls outside or 
would lead to an excess over the prescribed scales, the Head of 
Mission/Post shall not purchase such item or items under the 
provisions of sub-paragraph (2) unless he has previously 
obtained the sanction of the Government to such purchase.  

20. Initial supply of `part-standardized items'.- (1) Where 
a part-standardized item forms part of the prescribed scale of 
entitlement for an officer, and such item cannot be supplied from 
the existing stocks of the Mission/ Post, the Head of 
Mission/Post may, subject to availability of funds in the relevant 
sub-head in the budget grant and subject also to such monetary 
ceilings as may have been prescribed by the Ministry, place an 
order for the supply of the necessary material from any supplier 
or suppliers approved by the Ministry. The Head of Mission/Post 
may make payment from Government funds for such material 
and of the cost of transport (and other incidentals) of such 
material to the Mission/Post.  

(2) On receipt of the material, the Head of Mission/Post may 
incur such expenditure as is necessary, subject to any monetary 
ceiling prescribed by the Ministry, for the purpose of converting 
the material into the finished articles so as to make it fit for use.  

21. Initial supply of 'non-standardized items' - (1) Where 
any non-standardized item forms part of the prescribed scale of 
entitlement for an officer and such article cannot be supplied 
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from the existing stocks of the Mission/Post, the Head of 
Mission/Post may, subject to funds being available in the 
relevant sub-head in the sanctioned budget grant and subject 
also to monetary ceiling, if any, prescribed by the Ministry, 
purchase such articles from the most economical and convenient 
source of supply and may make payment for such articles at the 
current market rates.  

(2) Where the value of any non-standardized item or items to 
be purchased at one time exceeds ` 500/- on any one occasion, 
and such item or items are not proprietary items available only 
from a single source, the Head of Mission/Post shall, before 
placing the order, invite quotations for the supply of such item or 
items from at least three reputable suppliers and shall consider 
all the quotations received from the point of view of utility, 
economy and value for money and make such purchase as 
seem to him in the best interests of Government. Where he 
accepts a quotation which is not the lowest, he shall record in 
writing his reasons for accepting any other quotation.  

22. Compendium/ Stock Register of Government 
property in residences. - (1) The Head of Mission/Post shall 
ensure that all items purchased at Government cost  for 
purposes of supply in the residence of an officer, including the 
Head of Mission/Post, is duly entered, together with its cost both 
in local and Indian currencies and/or book value, as the case 
may be, date of purchase, Cash book's Vr. No. and month/year, 
particulars of the Ministry's sanction, if any, the prescribed life 
and full particulars and description of the property, in the 
compendium and/or Stock Register of the Government property 
at that Mission.           

 (2) The furniture, furnishings and other articles supplied to 
the residence of the Head of Mission/Post are hereafter referred 
to as Group I and those at the residence of other officers as 
Group II. Articles purchased and kept in or returned to stock and 
not, for the moment, supplied to any officer, shall be added to 
Group I or II accordingly as they are meant for supply to the 
Head of Mission/Post or to any other officer.  

*23. Maintenance of and repairs to furniture and 
furnishings.  - The Head of Mission/Post may during any 
financial year and subject to specific budgetary allocation, incur 
expenditure on maintenance and repairs of furniture, furnishings 
and other articles excluding glassware, crockery provided at the 
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residence of HOM upto US$3875 per annum as laid down in 
item No. 8 (b) (ii) and  US$ 1555 per annum (Category I officer) 
and US$ 775 per annum (Category II officer) as laid down in item 
No. 8 (c) (ii) of Schedule I of Financial Powers of GOI's 
representative Abroad. 

*Amended vide MoF, DoE, ID No. 1/6/E-2(A)/05 dated 
09.06.2006(included in Financial Powers of GOI's 
Representatives abroad) 

**24. Renewals and replacements of furniture and 
furnishings. - (1) The Head of Mission/Post may during any 
financial year and subject to specific budgetary allocation, incur 
expenditure on renewals and replacements of furniture, 
furnishings and other articles provided at residence of HOM upto 
US$5967 per annum as laid down in item no. 8(b)(iii) and US$ 
1193 per annum in respect of other residence (for Category I 
officer) and US$ 597 per annum in respect of other 
residence(Category II officer) as laid down in  8 (c) (iii) and for 
replacement of crockery (after 7 years) as laid down in 8(d)(i), for 
replacement of glassware (after 6 years) as laid down in 8(d)(iii) 
of the Schedule I of Financial Powers of GOI's Representative 
Abroad. 

**Amended vide MOF, DOE, ID No. 1/6/E-2(A)/05 dated 
09.06.2006 (included in Financial Powers of GOI's 
Representatives abroad) 

***Complete cutlery set will be replaced after 10 years 
(Order No. Q/SP-I/881/8/2010 dated 21.12.2011) 

*(2) For the purpose of incurring of expenditure on repairs 
and maintenance of Government-owned properties, the 
permissible limit as laid down in item no. 4(a) of schedule-I of 
Financial Powers of GOI's representatives abroad should be 
followed. The equivalent of such amount in Indian currency for 
the purposes of accounts and budget etc. should be mentioned 
at the current official rate of exchange. 

*S.I. XI under Annexure X of IFS (PLCA) Rules (1990 
edition) added.  

25. List of shortages and damages - (1) Where the Head 
of Mission/Post or any other officer relinquishes or assumes 
charge of the post, he shall prepare or cause to be prepared an 
inventory of the movable Government property in his residence 
and shall duly make over or take over charge of such property, 
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under his signature, to or from the Mission/Post. The Head of 
Mission/Post or any other officer, while assuming charge of the 
movable Government property, will satisfy himself about the 
condition of the articles he is taking charge of. The Mission/Post 
will, in turn, while taking charge of the movable Government 
property on the relinquishment of charge by the Head of 
Mission/Post or any officer, prepare a list, hereafter referred to 
as the list of shortages and damages, showing: 

 (i) the extent to which articles supplied to the officer are 
 missing or have not been returned to the Mission/Post; 
 and 

(ii) the extent to which articles returned are damaged or 
 unserviceable otherwise than on account of fair wear 
 and tear. 

(2) In respect of articles other than crockery and glassware, 
if there has been any damage or loss in excess of the limits for 
replacement provided for in para 24 above, the Head of 
Mission/Post shall determine or cause to be determined whether 
such loss or damage has occurred through fair wear and tear, 
through accident, or through any act or default of the officer. 
Where the loss or damage is ascribable to any act or default of 
the officer, the Head of Mission may call upon such officer to 
make good the loss or damage. 

(3) In cases to which sub-paragraph (2) applies but the loss 
or damage has occurred to the property entrusted to a Head of 
Mission and the loss or damage exceeds the permissible 
replacement provided for in para (24) above, the Head of 
Mission shall report the facts to the Ministry who shall determine 
whether, and if so to what extent, the loss or damage should be 
made good by the outgoing Head of Mission.  

(4) In the case of crockery and glassware, whether in the 
residence of the Head of Mission/Post or any officer serving 
under him, the Mission/Post shall calculate the extent of 
replacement which was permissible during the total period of the 
tenure of the officer at the post on the basis of 12% per annum in 
the case of crockery and 15% per annum in the case of 
glassware deducting therefrom any replacement actually made 
during his tenure. Where the loss or damage to crockery or 
cutlery exceeds the permissible allowance as calculated in 
accordance with the provision of this sub-rule the officer shall be 
required to make good the additional loss or damage.  
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(5) Subject to the conditions as well as overall limits and 
percentages of expenditure on renewals and replacements 
prescribed under the preceding three sub-paras, renewals and 
replacements shall be made strictly on the basis of `like for like' 
in respect of each article and the cost of such renewal or 
replacement shall not, without prior sanction of the Ministry 
exceed the original cost by more than 25 percent.  

(6) Renewals and replacements of articles classified as `long 
life articles' or as `special items' may be made only with the prior 
sanction of the Ministry.  

(7) Where the residence of the Head of Mission/Post or of 
any other officer contains any article not prescribed in the scale 
and such article is the property of the Government, the Head of 
Mission/Post may incur expenditure on its maintenance and 
repairs, but no renewal or replacement of the article or any major 
component thereof shall be permissible without the special 
sanction of the Government.  

*26. Crockery, Cutlery and Glassware (CCG) Grant: - All 
officers and members of the staff proceeding on transfer from 
Headquarters to Missions/Posts abroad or from one 
Mission/Post to another Mission/Post, shall be entitled to CCG 
Grant to enable them to purchase their own crockery, cutlery and 
glassware sets for daily use, to the following extent:  

(i) All officers/staff members excluding 
chauffeurs and Group D Staff  

` 3400.00 

(ii) Chauffeurs and Group D staff  ` 1100.00  

*As revised vide order No. Q/GA/791/8/08 dated 31.12.2008 

(2) The drawal of Grant would be subject to the following 
conditions:  

(a) The grant will be linked with each transfer abroad. 

(b) If due to certain reasons, an officer does a posting 
 abroad for less than 18 months; his entitlement to CCG 
 Grant for the next posting shall be restricted to 50% of 
 the normal entitlement. 

(c) The grant will be paid in advance in Indian rupees/by SBI 
 draft, and will be subject to certification by the officer that 
 it has actually been spent for the specified purpose. 
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(d)  Where the officer is not able to draw CCG Grant in 
 advance, he will be paid the Grant at the new station of 
 his posting by SBI Draft, subject to condition mentioned 
 at para (c) above. 

(e) As far as possible the CCG sets should be purchased 
 from India.  

*27. Representational Crockery Grant: - All 
representational grade officers upto the rank of 
Ministers/Counselors would be entitled to a lump sum grant to 
enable them to purchase their own crockery sets for 
representational use, to the following extent: -  

(a) Officers of the rank of Minister/Counselor for
purchase of 18 person crockery set, as per 
composition given at para D of Appendix II.  

` 13,000.00  

(b) Officer of the rank of First/Second/Third 
Secretary for purchase of 12 person crockery 
set, as per composition given at para D of 
Appendix II.  

`   8,600.00  

*As revised vide order No. Q/GA/791/8/08 dated 31.12.2008 

(2) A representational grade officer would also be entitled to 
cutlery and glassware at Government's expense as per scale 
prescribed at para D of Appendix II.  

The grant shall be subject to the following conditions:  

 (i) The grant shall be paid in Indian Rupees every time an 
 officer is posted from the Headquarters to a Mission/Post 
 abroad or from one Mission/Post to another 
 Mission/Post. 

(ii) The officer shall be entitled to the grant upto a maximum 
 of six times during his/her career.  

(iii) The officers should submit a certificate to the effect that 
 they have used the grant to acquire representational 
 crockery according to entitlement and of appropriate 
 quality. The certificate should be duly countersigned by 
 the Head of Mission who should satisfy himself 
 personally in this regard. 

(iv) Officers who are promoted during their tenure at the 
 station abroad would be entitled to representational 
 crockery grant if they have not completed half of their 
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 tenure on the date of promotion. 

(3) Heads of Missions/entitled DCMs, DHCs, DPRs/HOPs of 
Grade III and above would be entitled to 24 persons set of 
crockery, cutlery and glassware at Government cost, as per 
scales laid down at para D of Appendix II.  

*28. Bed and Table linen grant: - A lump sum grant shall 
be paid to entitled officers to enable them to purchase their own 
bed and table linen for representational use, to the following 
extent: -  

(i) Head of Mission ` 28,000.00 

(ii) Heads of Posts and other entitled 
officers' (Grade III and IV of IFS)  

` 22,000.00  

*As revised vide order No. Q/GA/791/8/08 dated 31.12.2008 

(2) On receiving the grant the officers will make their own 
arrangement for purchase and transportation etc. of the 
prescribed items and submit a certificate that they have used the 
grant for the purpose for which it was meant. In case of HOMs 
the certificate should be submitted to Joint Secretary (AD) and in 
case of other officers to the Head of Mission.  

(3) An officer will become entitled to the grant on each 
transfer from headquarters to the Mission/Post abroad or from 
one Mission/Post to another Mission/Post abroad and shall be 
paid in Indian Rupees.  
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APPENDIX I  

[UNDER PARA 1(5) OF ANNEXURE X]  

RESIDENTIAL ACCOMMODATION  

SCALE OF ACCOMMODATION IN INDIAN MISSIONS 
ABROAD  
Designation Married Unmarried Married with more 

than two children 
permanently living 
with the officer and 
when not less than 
two of them are 
above the age of six 
years  

(a) Head of 
Mission/Ministers  

Case to be 
considered on 
merits.  

 

(b) Counselor  5 rooms 4 rooms 6 rooms  

(c) First Secretary  5 rooms 3 rooms 6 rooms 

(d) Second Secretary 4 rooms 2 rooms 5 rooms  

(e) Third Secretaries, 
Attaches, Private 
Secretaries and non-
representational 
grade officers drawing 
pay of * ` 15810 p.m. 
in the pay band  or 
more 

3-4 
rooms(depending 
upon the size of 
the family) 

2 rooms  4-5 rooms  
(depending upon the 
size of the family) 

(f) Attaches, Private 
Secretaries and non-
representational 
grade officers drawing 
pay of * ` 15810 p.m. 
in the pay band or 
less.  

2-3 rooms 
(depending upon 
the size of the 
family) 

2 rooms 3-4 rooms 
(depending upon the 
size of the family)  

(g)Chauffeur/Driver 2 rooms 1 room 2 rooms  

(h)Group 'D' servants 1 room 1 room 2 rooms

 
* Consequent upon recommendation of 6th Central Pay 

Commission  
Note: (i) `Unmarried' includes officers unaccompanied by family. 
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But a married officer, not accompanied by family, may be provided with 
`married' accommodation when he declares in writing, and the Head of 
Mission is satisfied that his family will join him within a period of six 
months of his arrival at the post. Similarly, if a married officer sends 
away his family to India during his tenure of office in the post, he may be 
allowed to continue in his `married accommodation' provided that he 
declares in writing and the Head of Mission is satisfied that the officer's 
family is likely to join him within six months. In all cases of default in 
such instances, however, the difference of actual rent of `married 
accommodation' over the `single accommodation entitlement will be 
recovered from him, unless specifically sanctioned by the Government.  

 (ii) The term `married' includes a widower, a widow, divorced 
person or a judicially separated person(with a dependent child or 
children actually living with him) and the term `unmarried' includes a 
widower, a widow, a divorced person or a judicially separated 
person(without a dependent child or children)  

 (iii) The authority to sanction one or more room in the case of 
officer with more than 2 children living with him and two of them not less 
than 6 years of age, shall vest in the Head of Mission/Post provided this 
does not result in the increase of approved ceiling for normal family unit 
by more than 10 per cent.  

 (iv) Every attempt should first be made to accommodate India-
based Group `D' servants and chauffeurs in the out-houses of the 
Embassy and Chancery premises and only when this is not possible, 
should these officers be provided with separate accommodation within 
the prescribed scale where persons of similar status usually reside.  

 (v) The accommodation detailed above is exclusive of ancillaries 
but inclusive of sitting, drawing, dining and dressing rooms etc.  

 (vi) The hiring of a garage at Government expense is permissible 
provided that the total rent of residential accommodation and the garage 
does not exceed the rental ceilings fixed for a particular officer for 
residential accommodation. In case of Missions where rental ceilings 
have not been fixed, Government will not accept any liability for 
payment for renting a garage separately from the residence. There 
shall, however, be no objection if a residence has an attached garage. 
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APPENDIX II  
 

[UNDER PARA 1(5) OF ANNEXURE X]  

(A) RESIDENTIAL FURNITURE  

(1) Heads of Missions:  
No scales for furniture are at present prescribed for Heads of 
Missions.  

(2)  Scale for Representational Grades of Diplomatic 
Officers (other than Heads of Missions) and Publicity Officers:  

Entrance Hall  

Hat, Coat and Umbrella stand with mirror 1  

Door mats  2 

    

Drawing Room(seating for 12)    

    

Sofa set with 3 pieces each 2 

Low-occasional chairs 2 

Centre-table  1 

Book-case 1 

Peg tables  6 

Bridge table  1 

Bridge chairs  4 

    

Dining Room    

    

Dining table for 12 1 

Dining chairs 12 

Side Board 1 

Side table 1 
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Pantry   

    

Table 1 

Cup-board or meat safe 1 

Hot case 1

  Kitchen  

Table 1 

High stool  1 

Garbage Pail 1

 
Bedrooms  

(a) For each member of the family (without numerical limit) 
Bed (or Child's cot) with mattress. 1 Pillows - 2 for each officer, 
*2 for spouse and 1 for each member of the family (shall be 
cotton filled or feather filled or of foam rubber, of plain and 
ordinary quality, whichever is more economical) but shall not be 
provided with pillow covers. 

*Added vide order No. Q/GA/791/3/2012 dated 10.05.2012 

(b) For each bedroom-  

Hanging-shelf almirah 1 

Chest of drawers 1 

Dressing table with stool 1 

Low chair 1 

Duree-cotton/woolen/jute/feltex according to 
local climatic needs 

1 
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Each Bathroom  

Bath board (Wooden or Bath Mat (Rubber) 1 

Stool 1 

Towel horse (where not fitted) 1 

Hot water jug (where no running hot water) 1 

Wash hand stand (if no sanitary fittings
provided) 

1

General  

Linen cupboard 1 

Soiled linen basket 1 

Writing table with chair 1 

Stool (for table fan) 1

Each Servant's Room  

Bed (for each servant's room) …................................................1  

Chair ( '' ) ………..........................................................................1  

Table ( '' ) ………….....................................................................1  

(3) Scale of furniture admissible to `India-based' non-
representational officers and members of the staff (including 
Private Secretaries, Cypher Superintendents and Registrars) 
serving in Indian Missions and Posts abroad:  

Drawing Room (if there is any)  

4 Chairs and settee* 
 
1 writing table with 
chair  
1 small centre table  

*At places where caned chairs and settees
are available and are comparatively
cheaper than cushioned or upholstered
settees the former should necessarily be
supplied in preference to the latter. 

1 Teapoy  

1 Duree woolen   

2  Door mats  

**2 Occasional chairs 
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** 4 Peg Tables 

** 1 Book case 

**1 Computer table 

**Added vide order No. Q/SP-1/881/35/06 dated 23.04.2008 

Dining Room 

1 Dining table  

1 Side board  

6 Chairs  

Pantry  

1 Table  

1 Meat safe 

1 Hot case  

Kitchen 
1 Kitchen table  

1 Garbage pail (not made of wood) provided it is not supplied by   
the landlord. 

Bedrooms (for each bedroom)  

1 Hanging almirah 

1 Chest of drawers  

1 Bed or child cot with mattress and *two pillows for officer and 
one pillow for each member of the family. (The beds provided 
should be plain and cheap with plain ordinary mattress. 

1 Dressing table with stool 

* Added vide order No. Q/GA/791/3/2012 dated 16.07.2012 
Bathroom  
1 Wash stand (if no sanitary fittings have been provided in the 
building).  

1 Towel rail 

1 Hot water jug 

1 Bath board 
(This scale of furniture is to be provided for each bath room). 
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General 

1 Hall stand with hat rack and stand for sticks.  

(4) List of furniture admissible to the India-based Chauffeurs 
serving in the Indian Missions abroad. 

1 Bed, 1 pillow and 1 mattress of ordinary quality for each 
member of the family above 4 years of age.  

3 Ordinary cane chairs with 1 ordinary centre table.  

1 Shelf almirah for keeping clothes etc. 

1 Stool (for table fan).  

1 Table  

*(5) List of furniture admissible to the Group `D' Government 
servants deputed from India: 

i) Single Bed with mattress 

ii) One Diwan Bed with mattress 

iii) Pillows-2 

iv) A table to seat 4 persons 

v) Dining chair+4 folding chairs 

vi) One Almirah 

vii) One stool 

* Reviewed vide O.M. No. Q/SP-1/881/29/06 dated 
19.06.2007. 

It has also been decided to provide following additional 
furniture at the residence of Chauffeurs and Group `D' staff 
posted in SAARC Countries (except Sri Lanka and Pakistan) 
where families can be taken at Government cost. Other stations 
where Government does not provide passage for family, this will 
not be applicable. 

Item sanctioned for 
Chauffeurs 

Item sanctioned for Group  
`D' employees  

1. One bed, one pillow and 
one mattress for each family 
member 

one bed, one pillow and one 
mattress for each family member
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2. Four chairs with a centre 
table 

Four chairs with a centre table 

3. One three-seater settee  One three-seater settee 

4. One almirah One Almirah  

5. One dressing table and a 
stool 

One dressing table and a stool  

[No. Q/SP.I/8811/33/97 (EAI/98/I/30), dated 24.8.1998]  
Note- (1) All the articles of furniture should be inexpensive and 

made of wood of durable quality. 

(2)  For scales at (3),(4) and (5).- Pillows, wherever occurring shall 
be cotton filled or feather filled or of foam rubber, of plain and ordinary 
quality whichever is more economical, but shall not be provided with 
pillow covers. 

(B) SCALES OF CARPETS/FLOOR COVERINGS  

(1) Heads of Missions belonging to Grades I to III of Indian 
Foreign Service Cadre:  

(i)  One carpet each for the main drawing room and for the 
 reception room. 

(ii) One carpet for the dining room. 

(iii) One carpet each for the study room, the Head of 
 Mission's bed room and guest rooms. 

(iv) Provision of carpets for the entrance, and staircase, if 
 found necessary, at the residences of Heads of Missions 
 will require prior Government sanction. In the case of 
 bigger buildings, the supply of carpets in the rooms other 
 than those indicated above would also require prior 
 Government sanction. 

(v) One duree-cotton/woolen/jute/feltex according to climate 
 needs. (for each bed room used by the members of the 
 family of the Head of Mission). 

(2) Heads of Missions other than those in Grade I to III of 
Indian Foreign Service Cadre: 

(i) One carpet for drawing room.  

(ii) One carpet for dining room.  
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(iii) One carpet for the guest room. 

(iv) One carpet for the study room or office room.  

(v) One duree-cotton/woolen/jute/feltex according to climatic 
 needs (for each bed room). 

(3) Representational Grades of Diplomatic Officers other 
than Heads of Missions: 

 (i)  One carpet for drawing room.  

(ii) One carpet for dining room.  

(iii) Floor coverings (see Appendix II (A) (b) under `Bed- 
 room').  

(4) Ceilings for supply of silk-woolen or pure woolen carpets 
 for the residences of officers as well as their offices as 
 per their entitlements would be as under: -   

S.No Category of 
officers 

Size of carpet Ceiling rate 
per sq. ft.  

1. HOMs/HOPs standard size upto 108 
sq. ft. (New Zealand 
wool) 

` 510/- 

2. -do-  Odd and large size 
(New Zealand wool) 

` 600/- 

3.  All other 
Representational 
Grade Officers 

standard size upto 108 
sq. ft.  

(Indian wool) 

` 400/- 

4. -do-  Odd and large size 
(Indian wool) 

` 500/- 

All the requirements of the carpets will be procured from 
Govt. Emporia such as CCIC, HHEC and of other State Govts. 

[(No. Q/S.P.II/1/8833/1/84 dt. 23.6.1999)] 
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(C) (1) SCALE OF CURTAINS (AT THE RESIDENCES OF 
INDIA BASED OFFICERS/STAFF IN INDIAN MISSIONS 
ABROAD) 

A. RESIDENCES/OFFICES ABROAD 

S.No. Category of staff Ceiling rate 
per meter 
(width 122 
cms)  

Life 
span  

1. HOM /HOP of grade III and 
above.(Representational area) 
(Residence & office) 

` 1200.00 7 years 

2. HOM/HOP of grade III and 
above. (other areas of 
residence) 

` 750.00 7 years 

3. Other Representational officers 
(Representational area at 
residence & office)  

` 750.00 7 years 

4. Other Representational officers 
(other areas at the residences)  

` 450.00 7 years 

5. Attaches/Attaches(PS), Vice-
Consuls (Residence)  

` 300.00 7 years 

6. Other staff members (residence) ` 250.00 5 years

7. Chauffeurs and Group `D' staff 
(Residence)  

` 100.00 5 years 

8. Rest of Chancery Area ` 250.00 5 years

(C) (2) NETTING AND CASEMENT OR LINING MATERIAL 
(Width 152 cms.) 

S.No Category 
of Staff 

Material Ceiling rate per meter  Life 
Span 

1. HOM/HOP 
of Gr. III 
and above  

` 185.00 7 years 
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2. Other RG 
Officers  

` 165.00 (Netting Casement or 
lining ` 40/-  as the case may be 
w.r.t. life of the curtains) 

7 years 

7/5 yrs   

(C) (3) STITCHING CHARGES  

1. Stitching charges without lining ` 20/- per panel 

2. Stitching charges with lining  ` 22/- per panel 

3. Stitching charges with lining for silk 
curtains 

` 28/- per panel

(No. Q/SP.II/8810/14/98 dt 6.7.98) 

2. In view of the fact that representational areas of 
residences and offices of HOM/HOP and other representational 
grade officers are show windows of India, it has been decided 
that in keeping with the image of India, HOM/HOP should be 
supplied with silk curtain cloth upto a ceiling of ` 1200/- per 
meter and for other R.G. Officers upto a ceiling of ` 750/- per 
meter.  

3. Curtain cloth for missions abroad should be purchased 
only from the Government Emporia.  

4. Curtains will be provided according to actual requirement 
subject to the ceiling (average) rates prescribed above. The 
rates represent the average permissible cost per meter of curtain 
material for the various rooms viz., reception rooms, study rooms 
(if any), bedrooms, bathrooms, etc.  

5. The rates fixed for netting and casement/lining material 
are not to be taken into account in calculating the average price 
of curtains as given in para C(1) above.  

6. Incidental expenses on stitching, tailoring as well as on 
rings and other accessories may also be incurred on 
Government account according to actual requirements.  

7. Netting cloth may be supplied only where it is needed due 
to climate conditions.  

8. Sanction to the provision of curtains as above is further 
subject to the following conditions:  

 (a)  Curtains will be stitched in India or locally, whichever is 
 cheaper and convenient to the Mission.  
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(b) Curtains already provided at Government cost, or to be 
 supplied hereafter, will not be changed with a change of 
 incumbency of the post, before the expiry of the 
 prescribed life of the curtains. They may, however, with 
 the prior special sanction of the Government, be 
 changed on account of a change of residence if 
 Government is satisfied that the existing curtains are 
 unusable in the new premises. However, before 
 proposals to this effect are submitted to the Ministry, it 
 should be ensured that curtains are not discarded 
 merely because there may be a little change in the 
 dimensions of doors/windows. Old curtains should be 
 fitted in the new house with necessary adjustments and 
 alterations by proper planning. Existing curtains, 
 wherever necessary, should be dyed to match the color 
 scheme of the rooms in the new house. In case the 
 curtains at the old house are in excess of the number 
 needed in the new house, the extra pieces should be 
 diverted elsewhere to other buildings in occupation of 
 the Mission or kept in reserve for further use. It should, 
 however, be ensured that if the curtains are diverted to 
 other houses, these should not be allotted in excess of 
 actual requirements, and should be issued for 
 apartments occupied by officers of equal status who are 
 otherwise entitled to have them according to the price 
 ceilings prescribed for them. 

(c) In case of furnished accommodation, all efforts should 
 be made to obtain curtains for the house from the 
 landlord. If, however, all efforts in this direction fail, 
 curtains to the extent necessary may be supplied at 
 Government cost according to the prescribed monetary 
 ceilings. 

(d) The Head of Chancery should also certify, at the time of 
 initial supply as well as the time of replacement, that the 
 curtains are not in excess of requirements, and that the 
 average cost is within the monetary limits prescribed. 

(e) The Head of Chancery should also certify, at the time of 
 replacement, that the prescribed life of the existing 
 curtains has been completed and that replacement is 
 necessary. The old curtains should, wherever possible, 
 be disposed off to the best advantage of the 
 Government or otherwise written off.  
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(f) For the purpose of creating an Indian atmosphere, 
 curtain material, as far as possible, should be procured 
 from India. If, however, local purchase is decidedly 
 economical, Missions may purchase the same locally, if 
 the expenditure thereon is within their delegated powers.  

(D) (1) SCALE OF CROCKERY, CUTLERY AND 
GLASSWARE SETS FOR REPRESENTATIONAL USE 

(a) Heads of 
Missions/entitled DCMs, 
DHCs, DPRs/HOPs of 
Grade III & above. 

Crockery, cutlery and glassware 
sets for 24 persons (as per 
composition detailed below.) 

(b) Officers of the rank of 
Ministers/Counsellor 

Cutlery and glassware sets for 18 
persons (as per composition 
detailed below). 

(c) Officers of the rank of 
First/Second/Third 
Secretaries.  

Cutlery and glassware sets for 12 
persons (*except that the cutlery 
entitlement of Third Secretaries is 
for 8 persons) as shown below.  

(D)(2) 

Description No. of pieces for 

  (a) (b) (c) 
Crockery       
(a) Plates 10" 24     
(b) Plates 8" 24     
(c) Plates 6" 24     
(d) Fruit saucers  24     
(e) Cream soup & 
stands 

24     

(f) Oval dishes 12" 4     
(g) Oval dishes 14" 4     
(h) Oval dishes 16" 4     



ANNEXURE - X:  
RESIDENTIAL ACCOMMODATION AND FURNITURE 

158 

 

(i) Sauce boats  4     
(j) Sauce boat 
stands 

4     

(k) Covered 
vegetable dishes 

6     

(l) Coffee cups and 
saucers 

24     

(m) Tea cups and 
saucers 

24     

(n) Cream jugs 4     
(o) Sugar pots 4     
(p) coffee pots 4     
(q) Tea pots 4     

        
Cutlery       
(a) Table forks 24 18   
(b) Soup spoons 24 18   
(c) Dessert spoons 24 18   
(d) Dessert forks 24 18   
(e)Tea spoons, 
medium 

24 18   

(f) Coffee spoons 24  18   
(g) Table knives, 
stainless blades 
super fine finish 

24 18   

(h) Cheese knives 24 18  
(i) Fish knives and 
forks 

24 pairs  18 pairs   
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(j) Fruit knives and 
forks 

24 pairs 18 pairs   

(k) Table spoons 12  9    
(l) Sauce ladles, 
small 

4 3    

(m) Fish servers 4 pairs  3 pairs   
(n) Meat servers 2 pairs  2 pairs   
(0) Sharpening 
steel 

1 1   

 
 Description No. of pieces for  

 (a) (b) (c) 

Glassware       
(a) Sherry 24  18  12  

(b) White wine  24  18  12  

(c) Claret 24  18  12  

(d) Champagne 24  18  12  

(e) Goblet 24  18    
(f) Liqueur 24  18  12  

(g) Tumblers 5 
ozs.,or nearest size 

24  18  12 

(h) Tumblers 9 ozs, 
or nearest size of  
standard  size 

24 18 12 

(i) Decanters  4 3   
(j) Quart jugs 4 3   
(k) Ice-plates 24     
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Note: - in addition an initial reserve of 16.2/3% for breakages etc is 
authorised.  
Cutlery for First, Second and Third Secretaries       

  First/Second 
Secretaries SS(PPS) 

Third Secretary 

Tables spoons, 
forks, knives 

12 8 

Dessert spoons  12 8 

Tea spoons 12 8 

Coffee spoons 12 8 

Fish knives  12 Nil 

Fish forks 12  Nil  

Fruit knives 12  Nil  

Sauce lades  2  Nil  

Total pieces  110 48 

(E) SCALE OF ELECTRIC BULBS AT THE RESIDENCES 
OF INDIA-BASED OFFICERS AND STAFF 

Electric Bulbs  Quantity according to actual
requirements. 

(F) SCALE OF COOKING RANGES/STOVES AT THE 
RESIDENCES OF INDIA-BASED OFFICERS AND STAFF 
Supply of Cooking 
ranges/stoves 
allowed at the 
discretion of Head 
of Mission/Post  

Quantity & Type 

Oil, electric, gas or coal depending on 
local conditions.  

Note: One empty gas cylinder. If empty gas cylinders are not available 
against security deposits, Missions may purchase gas cylinder. The 
empty gas cylinder will be the property of the Mission. 
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(G) SCALE OF ELECTRIC FANS  

(i) Head of the 
Mission 

As many ceiling or table fans as there 
are rooms in the house (an extra 
pedestal fan can also be supplied.) 

(ii) First Secretary 
(Counselors/ 
Ministers are also 
included in this 
category. ) 

Five ceiling fans and one table fan. (an 
extra pedestal fan can also be supplied 
for Counselors/Ministers). 

(iii)Second 
Secretary/SS(PPS) 

Four ceiling fans and one table fan.  

(iv)Third Secretaries, 
Attaches Private 
Secretaries and 
other non-
representational 
grade officers 
drawing pay above * 
` 15810/- p.m. in the 
pay band  

3 ceiling fans and 1 table fan.  

(v) Attaches, Private Secretaries and other non-
representational grade of officers drawing pay of * 15810/- 
p.m. In the pay band or less: 

 With family Without family 

(a) Those drawing a 
basic salary 
including special pay 
of ` *12840/- & 
above in the pay 
band 

2 ceiling fans 
and 1 table 
fan.  

1 ceiling fan and 1 table 
fan.  

(b) Those drawing a 
basic salary 
including special pay 
of less than  
* ` 12840/- p.m. In 
the pay band  

1 ceiling fan 
and 1 table 
fan  

1 table or ceiling fan 
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(vi) Group D 
servants and 
Chauffeurs(India-
Based) 

One table fan 
whether 
married or 
single  

 

*Consequent upon implementation of 6th Central Pay Commission Report 

**(H) (1) LIST OF KITCHEN UTENSILS/OTHER 
REQUISITES AND ARTICLES ADMISSIBLE TO BE 
SUPPLIED AT GOVERNMENT COST AT THE RESIDENCES 
OF HEADS OF MISSION 

** Modified vide order No. Q/SP-II/882/2/99 dated 
14.12.2011 

Sl. No. Description or Nomenclature Qty. Remarks  
(A) Kitchen Utensils/requisites  

1.  Karahi(steel) 18" &14" 
diameter(approx) 

2 pcs.  

2.  Degchi/Patila(Steel)w/l(sandwic
h bottom)20"-24' size 

 
 
 5 pcs.

 

3.  Degchi/Patila(Almn)(JK Brand) 
w/l-19"-19/1/4" (diameter) 
approx (size 33,34) 

2 pcs.  

4. Kitchen bowls dood quality -
stainless steel(big size) 

2 pcs.  

5.  Parat (stainless steel) 15 -
17(size)(Diamond Brand)  

3 pcs.  

6. Kitchen spoons(stainless steel-
new ones) Pauni, palta, laddle 2 
each(one small + one big) 
wooden handle 

6 pcs.  

7. Kitchen tools set -new set 
(knives, choppers, potato peeler 
etc.) (Ace Brand) 

9 pcs.  
  

8. Tawa/Tawa (dosa)- 1 each 2 pcs.  
9. Jelly Moulds (broad/large) large 

cups and small size 
6 
24 
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10. Chakla/Belan(marble)/wooden 2pcs.  
11. Cake Moulds(large size)  2 pcs.   
12. Flour Sieve(new ones-with 

different attachments) (Sumeet 
Brand) 

2 pc.  

13. Strainer(new one-with stand) 1 pc.  
14. Mixer/Grinder(Sumeet Brand) 1 pc.  
15. Burfee trays(Aluminium) set 4 pcs.  
16. Prestige Pressure Cooker(10 

litres) 
1 pc.  

17. Plastic/service trays(with non-
slippery surface-matt finish) 
Sumeet Brand) 

2 pcs.  

18. Sandassi 1 pc.  
19. Tandoor (electric) with timer 

(Hotline Brand) 
1 pc.  

20. Dosa Mixture grinder 
(Ultra/Laxmi) 

1 pc.  

21. Chimta 1 pc.  
22. Garlic squeezer 1 pc.  
23. Lemon 

squeezers(steel/glayer/Ace 
Brand) 

1 pc.  

(B) Other articles 
1. Coat hangers 36  
2. Cigarette boxes 3 (1 silver and 

2 others) 
3. Cigar boxes 2  
4. Cigar cutter 1  
5. Ash trays  According to 

requirements.
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6.  Floor polisher(Parquet-hand or 
electric operated) 

1  Where 
necessary 

7.  Trays  6  (3 large and 
3 medium) 

8.  Cake tongs spatula 1 Silver plated. 
9.  Ice pail with tongs 1 Silver plated. 
10. Butter dish with knife  1    
11. Fruit set  1  Set (3 pieces)
12. Sweet dishes  4 Made of 

silver  
13. Candle brass 4 Silver plated 

with two 
candle holder 
in each. 

14. Flower vases     On ad hoc 
basis. 

15. Garden umbrella    (Where 
necessary, 
not 
exceeding 
two). 

16. Refrigerator  1   

17. Radiogram 1   

18. Vacuum cleaner 1   
19. Objects d'Art   On ad hoc 

basis.  
20. Dusters 12 Initially when 

H.O.M. joins. 
21. Ironing board  1   
22. Mosquito nets 3 or 2 For the use of

guests only 
(where 
necessary).  

23.  Garbage Tins    According to 
requirements.
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24. Fire extinguishers 2     
25. Articles other than those detailed in list (H) (2) of this 
Appendix or allied in nature to them or meant for similar use. 

Note: - Initial purchase of kitchen utensils/requisites in any Mission 
shall be made from India.  

(H) (2) LIST OF "INADMISSIBLE" ITEMS WHICH ARE 
NOT TO BE PURCHASED AT GOVERNMENT COST FOR 
SUPPLY AT THE RESIDENCES IN MISSIONS ABROAD 

Sl. 
No 

Description of articles Remarks 

1. Cock-tail shaker  

2. Brushes of all types  

3. Musical instruments  

4. Umbrella Other than 
garden 
umbrella 

5. Vanity boxes  

6. Thermos jugs  

7. Electric iron  

8. Brooms  

9. Floor Polish(Vim , Flit, Brasso, etc.).  
10. Fly flappers  

11. Dish Scrappers  

12. Cork screw/Tin opener  

13.  Writing Pads   
14. Ice-cream machine/scoops   
15.  Pocket knife   
16.  Shoe-kit   
17.  Sewing machine   
18.  Locks for private boxes   
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19.  Scissors    
20.  Shopping bags   
21.  Pencil sharpener   
22.  Pressure Cooker   
23.  Needle/Thread/Cloth Pins   
24.  Soap case   
25.  Cheese mill or cutter   
26.  Dhobi clips    
27.  Containers for storing provisions   
28.  Skimmer    
29.  Nut crackers/Picks   
30.  Articles made of silver/gold: -Except 

those expressly declared as admissible. 
  

31. Consumable/perishable articles and 
recurring supplies and services  

  

32.  Electric torches   
33.  Fruit juice extractor, hot juice squeezer    
34.  Coffee percolator   
35.  Flour-paste scraper   
36.  Electric roaster/toaster   
37.  Apple corer    
38.  Electric Mixer   
39.  Pan Scrub    
40.  Egg slicer    
41.  Weighing scales   
42.  Wall clocks    
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43.  Tub   (for washing
cloths only)  

44.  Washing machine   

Note: - In addition to the above, articles allied in nature and 
meant for similar use shall not be purchased either as fresh 
supplies or in replacement at Government cost.  

***Ministry vide order No. Q/SP-I/885/35/05 dated 
21.01.2006 has approved on a case-to case basis initial supply 
of some of the items listed below at the residences of 
Ambassadors/High  Commissioners  /Head of Posts.  In all such 
cases, the replacement powers of the sanctioned items rests 
with the Ministry. It has now been decided that henceforth while 
recommending mature/premature replacement of these 
sanctioned items, Mission may adhere to the following prices for 
the designated items-   
 For HOMs/HOPs of Grade III of IFS and above 

     Ceiling in US$ 

 1.  TV 29"    700           

 2.  Music System with DVD  400 

 3.  Washing Machine/Dryer  800 

 4.  Deep Freezer 235 litres  750 

 5.  Microwave Oven  450 

 6.  Dish washer   700 

For HOPs of Grade IV of IFS and above 

        1. TV 29"      700 

             2.          Refrigerator     800
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APPENDIX III 

(Under Para 4 (6) of Annexure X)  

LEASE   DEED   FORM  

This Indenture made this ..................................................day 
of.......................................20.................................(two Thousand 
and ...............................................................................................) 
between (Name of lessor in full) by occupation 
(...................................................................................) resident of 
(.........................................................) (hereinafter called "the 
Lessor" which expression where the context so admits shall 
mean and include his heirs, executors, administrators and 
assignees) of the one part and the President of India 
(thereinafter called "the Lessee" which expression where the 
context so admits shall mean and include his successors and 
assignees) of the other part.  

WHERE AS the Lessor owns and is in possession of 
residential house and grounds appertaining thereto with out-
houses, garages and other structures commonly known as 
(Name of building if available) situated within the Municipal limits 
of the said city of (......................................................) in the 
(location) hereinafter referred to as the said premises).  

It is hereby agreed between the parties here to as follows: -   

1. In consideration of the rent hereinafter reserved and of 
other conditions herein contained, the lessor agrees to let and 
the Lessee agrees to take on lease the said premises for a 
period of ......................................................commencing from the 
execution of these presents and expiring on the 
(............................................) at a rent of (..................................) 
p.m. payable at (............................................). The Lessee shall, 
however, be at liberty to terminate the lease on any earlier date 
and vacate the premises should the Government of India decide 
for any reason whatsoever that the Indian 
(.......................................................) at (......................................) 
be wound up and closed or if the occupant be recalled or 
transferred. In the event of the lease being terminated in 
accordance with the terms of the lease or by mutual consent, the 
balance of the advance rent which may still remain to be 
adjusted on the date of termination of the lease shall be refunded 
to the Lessee in one installment. 
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2. The Lessee shall have the option of renewing the lease 
for such specified period or periods on the expiry of the present 
or any subsequent lease of these premises on the same terms 
and conditions and on the same monthly rent as is hereby 
agreed to by the Lessor.  

3. In the event of the term hereby created being terminated 
as provided by clause 1 above, the Lessee shall pay only a 
proportionate part of the rent for the fraction of the current month 
up to the date of such termination.  

4. The Lessor hereby undertakes to pay all taxes and rates 
payable to the Government or to local Authority in respect of the 
said premises, the Lessee having to pay only the monthly rent 
hereby agreed to by the Lessor.  

5. The Lessor agrees that he will execute normal 
maintenance works and all necessary repairs at his own 
expense so as to keep the premises in a neat and habitable 
condition.  

(The lessor will undertake painting work of the premises at 
the time of the change of the occupant. This will be subject to the 
condition that the gap between two successive paintings is not 
less than two years and not more than four years).  

6. If by fire, tempest or flood or violence of any army or of a 
mob or other irresistible force any part of the said premises shall 
be destroyed or damaged so as to be unfit for habitation the 
Lessee shall not be liable to pay rent except arrears previously 
due until the rebuilding or repair as the case may be has been 
commenced and then only a fair and proportionate part of the 
rent during the period of such rebuilding or repair:  

Provided that if due to causes mentioned aforesaid any 
material part of the property be wholly destroyed or rendered 
substantially and permanently unfit for the purposes for which it 
was let, the lease shall, at the option of the Lessee, be void.  

7. The Lessee shall be at liberty to remove such fittings and 
fixtures as may have been installed by him at the expiration or 
sooner termination of the term hereby created.  

8. The Lessor agrees with the Lessee that the Lessee on 
paying the rent hereby reserved and observing and performing 
the conditions herein contained on the part of the Lessee to be 
observed and performed shall peacefully hold and enjoy the said 
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premises during the said term without any interruption or 
disturbance from or by the Lessor or any person claiming by, 
through or under him.  

IN WITNESS WHEREOF these presents have been 
executed by the Lessor and the Lessee on the day, month and 
year first above written.  

Signed by............................................ for and on behalf of 
the President of India in the presence 
of............................................... Signed by ...................................  

In the presence of ...................................... 
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APPENDIX IV 

 (Under Para 4 (6) of Annexure X)  

Lifespan fixed for various items of furniture/furnishings 
supplied at Government cost in Indian Missions abroad.  
Sl. Type of

furniture
Category Description of 

articles  
Life 
prescribed 
in years  

Remarks  

1. (i) Steel Heavy Safes, Almirahs, 
Cupboards  

25 Durable 
articles  

    Medium Racks, 
Tables, Chairs, 
Pipechairs, Tables  

10  Amended 
vide letter 
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011 

    Light Folding Chairs, 
folding tables, 
Confidential boxes 

8 Amended 
vide letter 
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011 
For outdoor 
parties or for 
film - 
auditorium. 

  (ii) 
Wooden    
Durable 
articles 

 
 Heavy 

Hat stand, Coat 
Stand, Umbrella 
stand, sofa set (3,5 
or 7 pieces), 
Easychairs ( up-
holstered), Bridge 
Table, writing 
Table, Dining 
Table, Side Board 
Bed, Child's Cot (at 
residence of Heads 
of Missions) 
Dressing Tables, 
Wardrobe or 
Hanging  

15   



ANNEXURE - X:  
RESIDENTIAL ACCOMMODATION AND FURNITURE  

172 

 

      Almirah, Chest of 
drawers, Linen 
Cupboard, 
Cupboard or Shelf 
Almirah, Hot case, 
Cupboard or Meat 
Safe.  

    

  

  

  

  

  

  

  

  

Light 

  

  

  

Verandah Chairs, 
Garden Chairs 
Flower stand, Puff 
Cushion, Centre 
Table, Book case, 
Curio cases, 
Teapoys, 
Coffee/Tea Table, 
Easy Chairs Low 
occasional Chairs, 
Bed/ Child Cot 
except that supplied 
at the residence of 
Head of Mission. 
Peg Table, Bed 
side Table, 
Dressing Stool, 
Dining Chairs, 
Dining room side 
table, Bridge 
Chairs, Pantry 
table, Writing 
Chairs, Chairs and 
settee 

Wash stand, Towel 
horse, Bath Board , 
Cane Chair Table  

8 
 
 
  

Wooden or 
cane 
upholstered  

  Cane or 
upholstered 

 

 

 

 

Supplied to 
Chauffeurs 
and Group D 
Staff 

     Kitchen stool/ Stool 
for table fan/ Soiled 
linen basket  

Garbage Pail or 
Can 

8 
 
 

2  

Though not 
made of 
wood.  

  (iii) Carpets  Rates and lifespan 
as prescribed by 
the Govt. from time 
to time.  

    

II. Non-durable articles (i)Durries 
(a)woolen or feltese 
(b)cotton  
(c) Jute  

 

8 
5 
2  
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  (ii) Door mats  Made of  
(a) Metal 
(b)`Rubber   
(c) Coir   

 
5 
4 
1  

  

  (iii) Mattresses  (a) Foam Rubber 
(b) Cotton filled 
Subject to regining 
and renovation after 
two years if 
economical for use 
for a further period 
of two years. 

3 
 
 

3  

Amended 
vide letter 
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011  

  (iv) Pillows  

  

  

 (a) Foam Rubber  3 Amended 
vide letter 
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011 

   (b) Feather filled  3   Amended 
vide letter 
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011 

   (c) Cotton filled 3  or change of
incumbent 
whichever is
later  

  (v) Kitchen Utensils  

  

  

(a) Stainless 
Steel/brass  

6    

   (b) others  5    

   (c) smaller Kitchen
requisites  

    

  (viii) Curtain 
casement & lining 
materials 

  

  

  Rate and life 
span as 
prescribed by 
the Govt. 
from time to 
time.  
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(ix) Cooking ranges/
Cookers/Stoves/ 
Heaters. 

  

 (a) Gas 
 (b)Electric   
operated  
(c)Oil operated  

3 

6 
3 

Amended 
vide letter 
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011  

  

  

(x) Water Filters  

  

(a) Filters 
(b) Candles  

5 
2 

 

  (xi) Bath Mat (Rubber)   

   

3 years or 
change of 
incumbency 
whichever is 
later 

 Amended 
vide letter 
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011 

  (xii) Hand driven
Lawn Mowers  

 12"- 14" size 
(Roller Type) 

6 to 8   

  (b) Hand driven Lawn
Mowers  

 14"- 18" size 
(without rollers)  

3 to 4   

  (c) Hand operated
Lawn Mowers 

 18" - 20" size 
(without rollers) 

6  Amended 
vide letter
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011 

III. (i) Electric Appliances
& special items 

 Electric appliances 
viz. Fans, 
refrigerators 
radiogram , 
geysers, boilers 
radiators, vacuum 
cleaners, Air 
Conditioners 
Washing Machine 
T.V. Sets.  

6 Amended 
vide letter
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011 
Fans will not
be regarded
as special
item.  

 (ii) Cutlery sets    10 Amended 
vide letter
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011  
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 iii)Electronic items Photocopier, fax 
machines, DVD 
players, TV sets, 
PABX, telephone 
instruments, 
calculators, 
inverter, inverter 
batteries etc. 

5 Added vide
letter No.
Q/SP-
1/881/8/2010 
dated 
21.12.2011 

  iv)Crockery sets  7 Amended 
vide letter
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011  

 v) Glass ware sets for 
representational use  6 Amended 

vide letter
No. Q/SP-
1/881/8/2010 
dated 
21.12.2011  

IV. Items for which life 
span is not Fixed. 

 (b) Pool of ordinary 
tumblers for large 
parties  

  

V. Items for which life 
span is yet to be 
fixed.  

Any other item 
requiring fixation of 

life in future. 
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APPENDIX V 

PARA 10(1) 

LIST OF MISSIONS WHERE HEATING CONCESSIONS HAVE 
BEEN EXTENDED  

1. Addis Ababa 36. Odessa 

2. Algiers  37. Oslo 

3. Amman 38. Ottawa 

4. Ankara  39. Paris 

5. Baghdad 40. Beijing 

6. Basrah 41. Prague 

7. Beirut  42. Brasilia 

8. Belgrade 43. Rome 

9. Berlin 44. San Francisco 

10. Gaza 45. Stockholm 

11. Bonn 46. Santiago 

12. Brussels 47. Sydney 

13. Bucharest 48. Tehran 

14. Budapest 49. Thimphu 

15. Buenos Aires  50. Tokyo 

16. Cairo 51. Tunis 

17. Canberra 52. Vancouver 

18. Copenhagen 53. Vienna 

19. Damascus 54. Warsaw 

20. Dublin  55. Washington 

21. Frankfurt 56. Wellington 

22. Geneva 57. Zahidan 

23. The Hague 58. Seoul 
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24. Hamburg 59. Sanaa 

25. Helsinki 60. Ulaanbaatar 

26. Islamabad 61. Chicago 

27. Kabul 62. Hanoi 

28. Kathmandu  63. Toronto 

29. Kobe  64. Bogota 

30. Kuwait  65. Nicosia 

31. Madrid  66. Tel Aviv 

32. Mexico City  67. Athens 

33. Moscow 68. Minsk 

34. Rabat 69. St. Petersburg 

 35. New York 70. Bishkek (Added vide letter
No. Q/Prop-1/870/1/09 dated
17.4.2009 

The list of stations where heating concessions have been 
extended is subject to periodic review. For continuation or 
otherwise of the facilities, Missions are advised to seek 
necessary approval/ clarifications from Property-I Section.
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ANNEXURE XI 

TRAVELLING ALLOWANCE  

[Authority: MEA Memo No. 21(14)-GA/60-Vol.II, 
 dated 31.3.1962]  

1. Approved Route (1) The Ministry may, by general or 
special order, prescribe the route by which an officer is required 
to travel from one station to another station and may also 
prescribe the mode of travel viz, air, rail or road to be adopted by 
the officer for the whole or any portion or lap of the journey. The 
route so prescribed by the Ministry, taken together with the 
prescribed mode or modes of travel, will hereafter be referred to 
as the `approved route'.  

(2) If an officer serving abroad is required to travel from the 
station of his posting to any other station, and if no approved 
route has been prescribed or specified by the Ministry for the 
journey in question or for any part thereof, such officer shall 
apply to the Head of Mission/Post unless he is himself the Head, 
in the country of his posting for instructions as to the route he 
should follow. The Head of Mission/Post shall thereupon take 
into consideration the cost of the journey by two or more 
alternative routes, the time likely to be taken on each alternative 
route and any other relevant factor and prescribe, in writing, the 
route which the officer shall follow.  

(3) The route prescribed by the Head of Mission/Post under 
sub-para (2) above shall be the approved route for the particular 
journey in respect of which it has been sanctioned. A copy of the 
orders of the Head of Mission/Post prescribing the route shall be 
attached by the officer to his traveling allowance bill. Another 
copy of the orders shall be forwarded by the Head of 
Mission/Post to the Ministry together with his recommendations 
with a view to the Ministry prescribing an approved route 
between the two points in question for purposes of regulating 
future travel.  

(4) If the Head of a Mission has himself to travel between 
stations for which no approved route has been prescribed by the 
Ministry, he shall: -   

(i) himself prescribe the route if the travel is within the 
 country of his accreditation or to or within a country/ 
 countries to which he is concurrently accredited -
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  Provided that the route is the cheapest and most direct 
 by the entitled class of accommodation.  

(ii) seek instructions of the Government if he has to travel to 
 a place or places outside the country or countries to 
 which he is concurrently accredited or he is under orders 
 of transfer to another station. Thereupon, the 
 Government may either prescribe an approved route 
 between the places in question or authorise travel by a 
 particular route or mode of travel for the particular 
 journey. In the latter event, the route prescribed by the 
 Government shall count as the approved route for that 
 journey and the Head of Mission shall attach a copy of 
 the orders of the Government to his travelling allowance 
 bill.  

(5) Officers deputed to RPOs/ other Government offices 
within India, when posted to a station of posting abroad, may 
travel by the shortest and direct route to the station of posting. 
They do not have to necessarily perform the journey via Delhi if 
the route adopted by the officer, entitled members of his family 
and servants is the shortest and direct. Such journey would, 
however, be subject to the following conditions:  

(i) Prior approval of the Ministry is obtained for travel.  

(ii) The expenditure on airfare plus incidentals like D.A., 
 Hotel charges etc. for cities in India, other than Delhi 
 should not exceed the fare by the approved route.  

(iii) The journey has to be performed by Air India and/ or 
 Indian airlines. In case these airlines are not operating 
 on a particular sector, prior approval of the Ministry 
 should be obtained for travel by foreign airlines.  

(iv) The benefit of mandatory baggage would not be 
 available to the officer on his travel by foreign airlines. 
 However, his overall entitlement for carriage of 
 unaccompanied baggage would remain the same, had 
 the officer travelled by Air India.  

(v) The unaccompanied baggage of the officer would be 
 booked through Air India/Indian Airlines in one lot from 
 station of departure by the shortest and direct route to 
 the station of posting. In case, the baggage is to be sent 
 as sea cargo, it should be transported in goods train 
 upto the nearest port or the port in India from where the 
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 shortest sea route to the station of posting is available. 
 In case the baggage is required to be sent by surface 
 route, it should be sent by shortest rail/road route. The 
 admissibility of handling/agency charges etc. to the 
 officer would be as per the existing provisions of 
 Annexure XIII to IFS (PLCA) Rules. 

[ ] (Q/GA/791/2/86 dated 1.12.1997)  

2. Travel by route other than the approved route: (1) If an 
officer or a member of his family or an Indian servant, who is 
otherwise entitled to travel at the cost of the Government, is 
required by the Ministry to travel by a route other than the 
approved route, the route by which he actually travels shall be 
regarded as the approved route for the particular journey in 
question.  

(2) An officer, members of his family and servants are 
normally expected to travel by the approved route. If however, an 
officer or a member of his family or an Indian servant who is 
otherwise entitled to travel at the expense of the Government 
actually travels, at his own option, by a route other than the 
approved route, he shall be entitled to travelling allowance by the 
route actually used or, subject to the provision of sub-paras (3) to 
(6) below to the travelling allowance which would have been 
admissible had he travelled by the approved route, whichever is 
less. 

(3) If the journey by the approved route involves travel by rail 
and the officer travels by road, the officer shall be entitled to 
claim:  

 (i)  the cost of the passages by rail which would have been 
 admissible had he travelled by the approved route and 
 the daily allowance admissible under sub para (5); or  

(ii) the road mileage allowance as prescribed by the 
 Government for the distance travelled by road, and in 
 addition the daily allowance under the provisions of sub-
 para (5) below: 

whichever is less.  

(4) If an officer, at his own option, travels by air instead of by 
rail or road or any combination of these two, he shall be entitled 
to the lesser of the two alternatives below, viz. either 

(i) the actual cost of passage by air plus the cost of 
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 transportation of his personal baggage by the 
 appropriate mode and route. Or 

(ii) the cost of passages by rail, and mileage allowance for 
 the road journey, included in the approved route plus the 
 daily allowance admissible under sub-para (5) and for 
 the actual transportation of his personal baggage by the 
 appropriate mode/route subject to the maxima 
 prescribed in rule 21 of IFS (PLCA) Rules, 1961, if a 
 portion of the journey has to be performed by rail or 
 road, as the case may be.  

(5) For travel other than by the approved route, the officer 
may also draw daily allowance for the period of transit by rail or 
road limited to the extent to which daily allowance would have 
been admissible for the period of transit time and for scheduled 
halts, but not enforced halt, if the journey had been undertaken 
by the approved route.  

(6) If the journey is by a route other than the approved route, 
daily allowance for enforced halt or delays due to illness shall not 
be admissible.  

Provided that if an officer travels over one or more stages of 
the journey by a route other than the approved route and the rest 
of the journey by the approved route, he shall be entitled to daily 
allowances under the provisions of Annexure XX during the 
period of halt by the approved route provided that travel by the 
approved route falls in the first lap of the journey.  

3. Travel by lower than entitled class: (1) If an officer 
travels by the approved route but by a class lower than his 
entitled class, he shall be entitled to claim passages only by the 
class by which he actually travelled.  

(2) If an officer travels wholly or partly by a route other than 
the approved route and any portion of the journey by the 
unapproved route is performed in a class lower than the one to 
which he is entitled, his travelling allowance claim, admissible in 
accordance with the provisions of para 2 above shall be reduced 
by the difference between the fare of his actual class of travel, 
and fare by the entitled class, over the portion of the journey 
performed by the lower class, provided that the fare admissible 
for the journey performed by the lower class on the unapproved 
route should not be less than that admissible for the journey by 
the lower class by the approved route.  
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4. `Family': (1) The following shall be considered as 
members of the family of an officer for the purpose of these 
rules:  

 (i) The wife/husband if she/he normally resides with him/her 
 and/or  

(ii)  legitimate children and step children if they normally 
 reside with him/her and are wholly dependent upon 
 him/her;  

(iii) such children as may have been legally adopted by 
 him/her or his/her wife/husband in accordance with the 
 laws in force in India or in accordance with personal or 
 customary laws which, in India have the force of law and 
 are wholly dependent on him/ her. Provided that a 
 member of the Service shall report each such case of 
 adoption to the Ministry immediately after the adoption or 
 immediately after the officer's entry into service. The 
 Ministry shall thereupon determine whether the adopted 
 child shall be considered a member of the officer's 
 family. The decision of the Ministry shall be final.  

(2) If an officer has a married daughter and the daughter is 
not living with or dependent upon her husband and is actually 
living with and wholly dependent upon him, he shall report the 
facts to the Government who shall thereupon determine whether 
such married daughter shall be deemed to be a member of the 
family of his, and, to what extent or subject to what conditions. 
The decision of the Government shall be final.  

(3) If a member of an officer's family over sixteen years of 
age has, when he is posted abroad, accepted part-time 
employment or is a trainee or apprentice to whom wages, 
stipends, scholarship or other monetary payment or benefit is 
admissible, the officer shall forthwith report the facts through the 
Head of Mission to the Government, who will thereupon decide 
whether such person shall continue to be considered as a 
member of the family of the officer and if so, to what extent and 
subject to what conditions. The decision of the Government shall 
be final.  

(4) If the officer is a widow/widower, he/she may by special 
orders of the government, take a sister or other near relative at 
Government expense as a member of his/her family to look after 
his/her children or to act as his/her hostess if this is considered 
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necessary for the proper performance of his/her duties.  

(5) If the Head of Mission or Head of Post in a country to 
which no Head of Mission has been accredited, is single or gives 
an undertaking that his/her spouse would not be joining him/her 
at Government cost at the place of posting, the Ministry may 
permit him/her to take to the station of his/her posting abroad, a 
near female relative to act as a hostess. The specific relative 
once approved as a hostess by the Ministry cannot be changed 
during the posting.  

For the purpose of these rules anyone of the following may 
be treated as near relative: mother, mother-in-law, sister and 
daughter.  

[(No. Q/GA/791/6/93) (EA-I/93/I/26/93), dated 15.9.93.]  

(6) An officer who is permitted to take a hostess with him/her 
under sub-para 4 above shall not be entitled to a first class fare 
for a servant as provided in Annexure XIII,  

(7) If an officer has been permitted to take a hostess with 
him/her under sub-para (4) or sub-para (5) above, he shall be 
entitled to the following concessions:  

(i) Travelling allowance for her as if she were a member of 
 his family, provided that she functions as his hostess at 
 the station of his posting for a period of not less than 24 
 months at a station with a 3 - year tenure and not less 
 than 18 months at a station with a 2 - year tenure.  

(ii) Accommodation as if she were a member of his family 
 for the period during which she is resident with the 
 officer.  

(iii) Return passages to India or if the officer takes home 
 leave to home leave passage as if she were a member 
 of his family. Provided she has completed a minimum of 
 24 months of residence at a station with a 3 - year 
 tenure and 18 months at a station with a 2 - year tenure. 
 Provided further that the minimum period of residence 
 prescribed above shall not apply if the officer is 
 prematurely transferred or recalled from the station in 
 question.  

(8) Any concessions admissible to a married officer shall not 
become admissible to a bachelor Head of Mission/Post merely 
because of the fact that he has been allowed to take a hostess 
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with him under the provisions of sub-para (5) above. 

5. Entitlements of Single Dependent Parent: A single 
wholly dependent parent of a Government servant governed by 
IFS (PLCA) Rules, 1961 will be entitled to transfer 
passage/home leave passage as well as AMA facilities subject to 
the following:  

 (a) Single parent has only one child serving in a Mission 
 abroad and is wholly dependent upon him; or  

(b) Single parent has other children none of whom live in 
 India and with whom such a parent cannot stay during 
 the postings abroad of his child who is in Foreign 
 Service; or  

(c) Single parent who has got other children living in India 
 but with whom such a parent has not stayed as a 
 dependent but has stayed with the child who is in Indian 
 Foreign Service during his stay in India before postings 
 to Missions abroad. This should be subject to verification 
 by reference to the CGHS card and the Ration card; and 

(d) The term "wholly dependent" will have the same 
 meaning as per Government of India orders below S.R. 
 2 (8) for the purpose of Transfer T.A.  

(e) No other facility/concession normally admissible to a 
 member of family such as accommodation, baggage etc, 
 will be admissible to such single dependent parent;  

(f)  Such single dependent parent will be eligible to travel by 
 economy class only. 

(g) Mid-term Home Leave Fare facility will be admissible as 
 per Annexure XVII of IFS (PLCA) Rules.  

(h) In case of unfortunate demise abroad, cremation/ funeral 
 expenses would be borne by the Government like any 
 other entitled family member of the officer as detailed in 
 para (7) of Annexure XXVI of IFS (PLCA) Rules and 
 would not require prior clearance/approval of the 
 Ministry.  

(i) Passages etc. to the single dependent parent in cases 
 where a parent becomes single/dependent on the officer 
 at a time when the officer is posted abroad shall be 
 regulated as under: 
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(1) If the single parent becomes dependent on the officer 
and travels within six months of officer’s joining the Mission/ 
Post, normal facilities as laid down in preceding provisions i.e. 
para 5(a) to (h) above shall be admissible. If the parent is unable 
to travel within six months owing to reasons beyond the control 
of the officer or the parent, the Government may extend this 
period up to 12 months subject to conditions laid down in para 11 
of Annexure XII of IFS (PLCA) Rules. 

(2) If the single parent becomes dependent on the officer 
after six months of his/ her joining the Mission / Post, the parent 
shall be entitled to one-way home leave fares from India to 
Mission/ Post abroad as laid down in para 2 (e) of Annexure XVII 
of IFS (PLCA) Rules provided he is expected to stay with the 
officer for at least six months at the station of posting. 

 (j) It is also clarified that the single dependent parent shall 
 be entitled to DA/Hotel accommodation and other 
 admissible benefits during a scheduled halt on journeys 
 by the approved route during transfer and home leave 
 passages.] 

 [] Added vide letter no Q/GA/791/20/85 dated 6.6.2002 

The above provisions will be applicable to non-IFS officers 
as well.  

(Order No. Q/GA/791/20/85 dated 13.6.97)  

6. Approved mode of journey on transfer and/or on 
home leave-compulsory travel by Air India:  

(1) (a) Air travel by Air India (economy class) is compulsory 
 in respect of all postings/transfers to/from/ between 
 points/stations upon which Air India services operate 
 direct.  

(b) Air travel is also compulsory in the case of postings/ 
 transfers to/from and between all stations located in the 
 same country in which Air India services operate. The 
 journey to and from the point of Air India service to and 
 from the place of duty in that country should be 
 performed by the cheapest mode of travel available 
 (rail/road/air) as may be prescribed by the Government.  

(c) In the case of transfers/postings to/from and between 
 Missions/Posts located in countries abroad where Air 
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 India services do not operate, air travel would be 
 compulsory upto the nearest point where Air India 
 operates and the remaining part of the journey should be 
 performed by rail/road/air as may be cheaper and 
 feasible. The air as well as connecting passage in such 
 cases shall be so booked that the enforced halt at the 
 intermediate point does not exceed 24 hours in any 
 case.  

(2) Officers have the option to travel by a different route or 
by different mode of transport on the condition that the liability of 
the Government in respect of their claims pertaining to traveling 
allowance, joining time, travel time, together with allowance 
thereof and also the release of foreign exchange, shall be limited 
to what would have been admissible to the officer concerned had 
he travelled by the approved Air India route.  

In cases where such option is exercised, the difference of 
period in accepted travel time by the approved route and the 
route actually adopted by the Government servant shall be 
treated as leave ex-India of the kind due and admissible 
provided that such leave has been applied for and sanctioned in 
advance. The leave salary in such cases shall be payable in 
Indian currency only.  

[No. Q/GA/693/2/70 (EAI/70/I/34), dated 2.6.1970]  

7. Entitlement to air travel  

(1) Heads of Missions  

 (i) On transfer from Headquarters to stations abroad:  
 Head of Mission (designate) is entitled to travel by First 
 class. The members of his family will travel by First 
 Class only if they accompany him on the same flight, 
 otherwise they are to travel by Economy Class.  

(ii) On transfer from a Mission to Mission (direct)  
 Head of Mission (designate) proceeding on transfer 
 directly from a Mission to another Mission abroad is 
 entitled to travel by First Class as in (i) above.  

(iii)  On transfer from a Mission to another Mission abroad, 
 with a spell of home leave.  

(a) The Head of Mission is entitled to travel by First Class 
 on the first lap of his journey and the rest by Club-Class.  
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(b) However, for travel from India to the station abroad after 
 spending home-leave, the Head of Mission can travel by 
 First Class as Head of Mission (designate).  

(iv) On transfer from a Mission abroad to Headquarters with 
 Home Leave. 

Passage entitlement as at (iii) (a) above.  

(v)  On temporary duty at Headquarters or abroad.  

(a)  The journey is on duty and so the Head of Mission can 
 travel by First Class.  

(b) The Head of Mission may be allowed to avail of leave for 
 a few days on arrival in India on temporary duty for 
 consultation. His entitlement to travel first class will not 
 be affected where the Ministry sanctions earned leave 
 not exceeding 10 days, or half the period of temporary 
 duty whichever is less. In all other cases either the cost 
 of passage for the return journey will be borne by the 
 officer himself or one set of Home Leave passage will be 
 debited to his account, if the cost of return passage is 
 borne by Government. Where the cost of return passage 
 is met by the Government by debiting Home Leave 
 passage, only club class passage will be admissible.  

(vi) On mid-term home leave.  

(1)  Heads of Missions are entitled to travel by club class. An 
officer may be required for consultation duty while he is on 
home-leave in India. His entitlement to travel by Club Class 
throughout will not be affected even though the officer has been 
called for consultation during leave. 

(2) Heads of Posts and all other officers of the rank of Joint 
Secretary and above and their entitled family members, if 
travelling with the officer, would be entitled to travel by club class 
on transfer, home leave journeys/local tours. If the family 
members of HOMs/HOPs /JS travel separately, they will be 
entitled to travel by Economy Class.  

(3) All other officers would be entitled to travel by full fare 
economy class.  

(4) On emergency passages all officers including Heads of 
Missions/Posts would be entitled to travel by Economy Class.  

[No. Q/TG/6657/14/89 (EAI/91/1/41) dated 5.9.91]  
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8. Travel by first class by the spouses of HOMs while 
accompanying the officer on temporary duty/visits of VIPs, 
VVIPs.  

The spouses of Heads of Missions may travel by first class 
while accompanying the officer on temporary duty on the 
occasion of the state/official visit of the Head of 
State/Government of the country of their accreditation. The 
spouse will travel by first class if he/she accompanies the officer 
on the same flight or travels with the spouse of the visiting Head 
of State/Government; otherwise he/she is to travel by economy 
class.  

In all such cases, prior administrative and financial approval 
of the Ministry of External Affairs may be obtained.  

[No. Q/GA/693/3/83 dated 24/2/1984] 
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ANNEXURE XII  

JOURNEYS ON DUTY  

 [Authority: MEA, Memo No. F.21 (14)/GA/62, Vol.II, dated 
31st March, 1962.]  

1. Journey on transfer: (1) The Ministry may, at its 
discretion, transfer any officer from a post in India to a post 
abroad or vice versa or from one post abroad to another post 
abroad.  

(2) On receipt of transfer orders from the Ministry, an officer 
shall, and the members of his family and Indian servants may, 
perform a journey from the headquarters of his last post to the 
station to which he has been transferred. Such a journey is 
hereafter referred to as “journey on transfer."  

2. Journey on tour in country of accreditation: (1) 
Subject to the financial provision for the purpose included in the 
budget of the Mission/Post, the Head of Mission/Post may 
proceed on tour, or authorise any officer serving under him to 
proceed on tour within the area of the jurisdiction of the 
Mission/Post when such touring is in the public interest. This 
shall rank as a journey on tour.  

(2) If any journey on tour will or seems likely to result in 
expenditure in excess of the budget provision referred to in the 
preceding sub-para, the Head of Mission/Post shall not proceed 
or authorise any officer serving under him, to proceed on tour, 
unless:  

(i) the Government have sanctioned additional financial 
 provision for the purpose; or  

(ii) the Government have specifically authorised the journey 
 or a class or group of journeys in anticipation of such 
 sanction.  

 (3) The Head of a Mission in any of the countries specified 
in the attached Appendix I may take his/her spouse or where 
he/she is unmarried or a widower, an adult female relative whose 
passage has been paid by the Government with him/her on tour 
within the country of his/her accreditation (other than the country 
or countries of concurrent accreditation) subject to the following 
limitations: 
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The total number of tours and the total number of days in the 
course of the financial year, on which his/her spouse 
accompanies him/her, and on which her/his accompanying 
him/her occasions an additional expenditure to the Government, 
shall not exceed, in a financial year, the number specified in the 
attached Appendix I; or, when the officer has held the post for a 
portion only of the financial year, or where the officer (not of a 
rank below a First Secretary) has acted as Head of Mission, a 
proportionate number of occasions. Provided that an acting 
Head of Mission shall not avail himself/herself of this concession 
if the total admissible within the financial year has already been 
utilised.  

(4) A Head of Mission/Post who is on tour within the country 
or main country of his accreditation may take with him, at the 
expense of the Government, his Personal Secretary or when 
necessary some non-diplomatic officer in lieu of the Personal 
Secretary. If he is travelling by road he may in addition take the 
chauffeur and if he considers it necessary for reasons to be 
recorded in writing, one other Group `D' official.  

3. Journey on tour in country of concurrent 
accreditation  

(1) Subject to financial provision being available in his 
budget for the purpose, a Head of Mission/Post may travel on 
tour to, from, or in the country or countries to which he is 
concurrently accredited:  

Provided that the Ministry may specify, by general or special 
order, the maximum number of journeys in a financial year which 
the Head of Mission/Post may make to each country of 
concurrent accreditation.  

(2) The area of jurisdiction of an officer, serving under Head 
of Mission/Post who is concurrently accredited to one or more 
countries other than the main country of accreditation, shall 
normally be only the country of main accreditation.  

(3) The Head of Mission may authorise an officer referred to 
in sub para (2) above, to proceed on tour to, from or in the 
country or countries of concurrent accreditation [upto three visits 
for each officer in a financial year] subject to overall budgetary 
limitations.  

(4) The Government may, by general or special order, direct 
that the area of jurisdiction of an officer serving abroad shall 
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include an area or areas notwithstanding the fact that the Head 
of Mission/Post under whom such officer is serving is not 
concurrently accredited or accredited to such area or areas.  

(5) A Head of Mission who is concurrently accredited to one 
or more countries other than the main country of his 
accreditation may take his/her spouse or where he/she is 
unmarried or a widower, an adult female relative whose passage 
have been paid by the Government on tour to all or any of the 
countries to which he/she is concurrently accredited, subject to 
the following limitation.  

(i) The visits of the spouse of the Head of a Mission to each 
 country of concurrent accreditation shall not exceed four 
 in any financial year; and  

(ii) The total number of days in a financial year for which the 
 Head of Mission may claim daily allowance for his/her 
 spouse in respect of his/her tours to the country or 
 countries of concurrent accreditation for any or all such 
 tours put together shall not exceed twenty eight days. 

(iii) In case the officer has held the post for a portion only of 
 a financial year, the entitlement of the officer to take 
 his/her spouse to the country/ countries of accreditation 
 will be for a proportionate number of occasions and 
 days. 

(iv) The number of visits/days specified in sub-paras (i) and 
 (ii) above if remaining unutilised in a financial year, the 
 Head of Mission may utilise the same in the country of 
 main accreditation in the same financial year with the 
 prior approval of the concerned Territorial Division, in 
 cases where the spouse of HOM has at least toured the 
 country/ies of concurrent accreditation twice during the 
 year.} 

 (6) When a Head of Mission proceeds on tour to a country 
to which he is concurrently accredited:  

(i) If there is a Charge d' Affaires or other officer of the 
 Government of India resident in the country of 
 concurrent accreditation, the Head of Mission shall not 
 without the prior sanction of the Ministry take with him 
 any officer serving under him in the main country of 
 accreditation.  
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[ ] Para 4 of S.I. I under Anneuxre VI of IFS (PLCA) Rules 
(1990 edition) added.  

{} Paras 3 (5) (iii) & (iv) added vide letter no Q/GA/791/12/05 
dated 6.7.05 & 19.5.06 respectively. 

(ii) If there is no Charge d' Affaires or other officer of the 
Government of India resident in the country of concurrent 
accreditation;  

(a) The Head of Mission/Post may take with him his Private 
 Secretary or PA or non-diplomatic official in lieu of 
 Private Secretary/PA, if he considers it essential in the 
 proper discharge of his duties in that country; or  

(b) He may locally engage, during his stay in the country of 
 concurrent accreditation an Interpreter or an Assistant 
 on such rate of pay or on such daily remuneration as 
 may currently be in force in that country provided it does 
 not contravene security regulation.  

4. Journeys on deputation abroad: (1) The Ministry may, 
for a single urgent journey to which the normal procedure which 
applies to a deputation abroad cannot be followed, authorise a 
service officer holding a post in India to proceed on tour abroad 
for such period and subject to such conditions as may be 
prescribed. 

(2) An officer who has been authorised to perform a single 
urgent journey in accordance with the provisions of sub-para (1) 
above, may subsequently be authorised by the Government by a 
special or general order to visit such places, countries or areas 
and subject to such conditions as may be prescribed in the 
general or special order. For this purpose, the normal procedure 
governing deputations/delegations abroad shall be followed.  

(3) An officer serving in a Mission/Post abroad may be 
authorised by the Government to proceed on temporary 
deputation to a place or places outside the country of his posting 
or of the country or countries of his concurrent accreditation in 
accordance with the procedure governing deputation/delegation 
abroad. The Government may, if it is satisfied that it is in public 
interest, permit the officer concerned to take his/her spouse with 
him/her during such journeys and for such period as they may 
deem fit.  
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5. Journey on tour in India: The Government may require 
an officer on temporary duty or leave in India to tour anywhere in 
India. When this results in the curtailment of leave, the 
Government may be guided by the provisions of Audit Instruction 
(1) to F.R. 81.  

6. Journey on first appointment abroad: (1) A journey on 
first appointment abroad means a journey from any place, 
including a place outside India, to a station abroad for the 
purpose of joining a post at such station, performed by an officer, 
and/or the members of his family and/or his Indian servants 
when such officer -  

 (i) was not in the employment of the Government 
 immediately prior to his appointment to the post; or  

(ii) having been in such employment, had retired or was on 
 terminal leave or leave preparatory to retirement; or  

(iii) was not a member of a regularly constituted service of 
 the Government of India or of a State Government in 
 India and the Ministry declare his appointment abroad to 
 be a first appointment. 

(2) A journey from India on first appointment abroad shall be 
deemed to commence only on the date and at the last place at 
which the officer embarks on aeroplane immediately prior to 
leaving India, or if the journey is by land, the last place of exit 
from India. The journey shall be deemed to be concluded on 
reaching the station of posting.  

(3) If the orders of first appointment abroad are received by 
an officer who is normally or temporarily resident abroad, the 
Ministry may sanction the travel by the officer and the entitled 
members of his family and Indian servant either from the place of 
his normal or temporary residence abroad, or from India to the 
place of his posting, provided that the expenditure on the journey 
does not exceed the expenditure which would have been 
incurred had it been performed from India. Sub-para 2 also shall 
apply to any journey actually performed or deemed to have been 
performed from India. 

7. Terminal Journey: - (1) Terminal journey means a 
journey performed for the purpose of returning to India. 

(i) on termination of his assignment abroad by non-career 
 officer. If, however, the officer is required to join duties at 
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 the Ministry before terminating his appointment under 
 the Government, the journey will not be treated as a 
 terminal journey; or  

(ii) on retirement from service in the case of IFS officers and 
 deputationists.  

(2) A terminal journey shall commence from the date and the 
place at which the officer hands over charge of the post 
previously held by him and shall conclude on the date and at the 
port of initial entry into India or in case of air/road journey, at the 
first place where he enters India. However, in the case of IFS 
officers and officers on deputation in Missions/Posts abroad, 
travelling allowance for the journey from the authorised place of 
entry into India upto the home town of the officer, shall be 
regulated in accordance with the provisions of Appendix II to this 
Annexure.  

(3) If an officer was normally resident at a place abroad at 
the time of his first appointment to a post abroad, the 
Government may authorise the officer to perform a terminal 
journey from the place of his last posting to the place abroad 
where he was normally resident at the time of his first 
appointment, provided that the amount of travelling allowance 
and travel time admissible to the officer shall not exceed the 
amount and travel time he would have been entitled to if he, the 
entitled members of his family and Indian servants, had 
performed the terminal journey from the place of his last posting 
to India.  

8. Journey on recall: (1) A journey on recall means a 
journey from a place abroad, at which an officer is posted to 
India, performed by an officer and entitled members of his family 
and Indian servants, when: -   

(i) an officer has been dismissed or removed from the 
 Service while posted abroad; or  

(ii) the officer is a temporary Government servant and his 
 services have been terminated while serving in a post 
 abroad; or  

(iii) the officer was employed under the Government under a 
 contract which has expired while he was serving in a 
 post abroad; or  

(iv) the officer has been permitted to resign from service 
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 under the Government or has voluntarily terminated his 
 contract with the Government; or  

(v) the officer has been permitted to return to India at his 
 own request; or  

(vi) the officer has been recalled to India under the 
 provisions of sub-para (2) or sub-para (3) below.  

 (2) If the Ministry is satisfied that the conduct of an officer 
posted abroad or of any member of his family or any person 
living with him and under his general control: -   

 (i) has prejudiced or is likely to prejudice the maintenance 
 of friendly relations between India and a foreign country; 
 or  

(ii)  has brought or is likely to bring India into disrepute; or 

(iii) has caused or is likely to cause embarrassment to the 
 Government of India; or  

(iv) has occasioned or is likely to occasion a breach of the 
 security regulations of the Government of India or a 
 danger to security; or  

(v) has occasioned or is likely to occasion the commission 
 of an act which may constitute an offence under the 
 Indian Penal Code; or  

(vi) involves moral turpitude; or  
(vii) involves a serious breach of the Conduct Rules of his 

 Service.  

the Ministry may compulsorily recall the officer to India.  

(3) If the Ministry is satisfied that an officer serving abroad or 
a member of his family is suffering from a serious or chronic 
illness or disease as a result of which: -   

(a) the officer has been or may become unable to perform 
 his duties efficiently or fully; or  

(b) the expenditure that has been or may be incurred on his 
 or his family's medical or hospital treatment is unduly 
 large; 

the Ministry may compulsorily recall him to India and may, 
for that purpose, authorise his travel to India and of the entitled 
members of his family and Indian servants.  
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9. Journey on Home Leave: If a member of the Service has 
been authorised to avail of home leave fares to India under the 
provisions governing those fares, he, the entitled members of his 
family and the Indian servants who are residing with him and 
whose cost of passages from India were payable by the 
Government shall be entitled to air passage by the approved 
route from the station of posting abroad to the International 
airport nearest to his home town or upto Delhi.  

Provided that the Government servant shall not be entitled to 
claim any charges for the transportation of his personal effects 
during such journeys if he is due to return to the same post after 
his home leave;  

Provided further that if this journey coincides with his transfer 
from his post the transportation of his personal effects shall be 
governed by the provisions governing a journey on transfer:  

Provided further that he may avail himself of the leave travel 
concession for the portion of the journey within India as may be 
admissible within the terms of that concession.  

10. (1) Travelling allowance in respect of members of the 
family and Indian servants: During a journey on transfer or 
home leave, members of the family of an officer and his Indian 
servants are normally expected to accompany him from the 
station of his previous posting to the station of his next posting 
with a view to continuing or taking up residence with him. If they 
do not so accompany him, travelling allowance in respect of such 
members or servants is not admissible save for the exceptions, 
expressly provided for in paras (11) to (14) below.  

{Provided that if the spouse of an officer is having an 
established independent vocation (including employment with 
Ministry of External Affairs) which is in the prior knowledge of the 
Ministry and has been brought to the notice of office prior to the 
officer’s departure on posting, he/she will be entitled to outward 
transfer passage to the station abroad in the first six months of 
the posting of the  officer to enable the officer to set up the 
establishment at the station of posting, after which he/she may 
return to his/her vocation. Where return excursion fare by an 
airline/ carrier is cheaper than outward passage by national 
carrier, the officer will have the choice of availing the same for 
the spouse. The passage admissible will be from the officer’s 
headquarters normally and from the spouse’s station of posting 
in the cases of officers whose spouses are employed with the 
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Ministry of External Affairs.} 

{} As amended vide letter no Q/GA/891/13/91 DATED 28 
MARCH 2006 

*For those Missions, where national carrier does not 
operate, officers are entitled to avail of full fare economy class 
outward passage by approved route or lowest excursion return 
fare by any airlines for his/her spouse. 

*Added vide e-mail No. Q/GA/791/13/91 dated 05.12.2007 

 [(2) Admissibility of travelling allowance on transfer and 
home leave will be restricted to only two dependent children of 
an officer w.e.f 1.1.1999 However, this restriction shall not be 
applicable in respect of those officers who have more than two 
children before 1.1.1999. This restriction shall also not be 
applicable in respect of those officers who are presently 
issueless or have only one child and the subsequent pregnancy 
results in multiple births as a consequence of which the number 
of children exceeds two.] 

[ ] (No. Q/GA/791/9/98 dated 22nd December, 1998) 
* Added vide order No. Q/GA/791/13/91 (EAI/00/I/4) dated 28-4-
2000 

11. Where members of the family or servants follow the 
officer: (1) Passages and other travelling allowance for entitled 
members of an officer's family or Indian servants shall be 
admissible if they join him at his post within twelve months of the 
date of his assumption of charge there:  

An officer shall not be entitled to permission to allow his 
entitled family or Indian servants to precede him on his next 
transfer or on the occasion of home leave unless they have 
resided with the officer for at least 12 months at a station with a 2 
- year tenure and two years at any other post:  

Provided further that the stay of an Indian domestic servant 
of an officer in a country abroad, after the departure of the officer 
concerned, will not be allowed except under exceptional 
circumstances with the prior approval of the Ministry of External 
Affairs which must be sought and obtained well in advance. 

[Note: It is clarified that for leaving any member/ members of the 
family behind and/ or for allowing them to follow the officer on transfer 
passage from a station abroad to headquarters or to any other station 
abroad after availing of preparation time and leave approved, if any, by 
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the officer, prior permission of the Ministry would be necessary.] 

[ ] Added vide Q/GA/551/7/2005, dated 22.9.2006. 

(2) Deleted 
Note: Officials serving in Missions are required to anticipate 

problems relating to the studies of their children in advance of their 
transfer. Requests for extension of the 12 month period will be rejected 
unless such extension is necessitated by the transfer of an officer 
before his normal term or exigencies clearly beyond the control of the 
officer. 

[No. Q/GA/791/4/84, dated 24.2.1984] 

(3) If an officer is posted to a station classified as a non-
family station, and he is accordingly not permitted to take 
members of his family to such a station, and if subsequently the 
station ceases to be a non-family station, passages and other 
travelling allowance for entitled members of the officer's family 
shall be admissible and the limit of twelve months mentioned in 
sub-para 1 shall be counted from the date on which the officer 
was informed that he may take his family to that station, or the 
date of receipt by him of the Government order making it a family 
station, whichever is earlier:  

Provided that travelling allowance for the officer's family to 
join him at the station shall not be admissible if the officer is not 
expected to stay on there for at least one year after family's 
arrival.  

*(4) If an officer already holding a post abroad marries, 
passages and travelling allowance for his wife to join him shall 
be regulated as follows: 

 (a) In cases where the Government servant returns to India 
 within six months of his taking charge of duties in a 
 Post/Mission abroad and the newly wedded wife also 
 joins the Government servant at his duty station abroad 
 within this period the TA claim will be regulated under 
 the normal rules applicable in the case of married 
 officers. 

(b) Where the Government servant returns to India more 
 than six months after assuming charge of his duties in a 
 Mission/Post abroad the cost of passage for outward 
 journey from Delhi to the station abroad will be 
 admissible provided the newly wedded wife is expected 
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 to stay at the station of posting of her husband abroad 
 for a period of at least six months. Only the free baggage 
 allowance given by the airlines, shipping company etc. 
 will be allowed and no part of the baggage, if any, will be 
 transported at cost of the government. She will not be  
 allowed to precede her husband either on home leave or 
 on transfer passage unless she has stayed at her 
 husband's station of posting abroad for one year in the 
 case of station of 2 - year tenure or two years in the case 
 of station of 3 - year tenure.  

*S.I. V under Annexure XII of IFS (PLCA) Rules (1990 
edition) added.  

(c) For the purpose of return journey at the time of transfer 
 of the Government servant he will be treated as a 
 married officer and the entitlement will be governed 
 under the normal rules subject to the fulfilment of the 
 condition of minimum stay of the wife for at least six 
 months with the Government servant at his station of 
 posting abroad. (Also see para 2 (e) of Annexure XVII). 

(d) the provision will be equally applicable to a lady officer 
 and order will be issued in each case.  

[No. Q/GA/791/25/76, dated 9.7.1976.]  

12. Travel to or from a place other than the station of 
posting of the officer: (1) An officer on transfer from one station 
to another may draw travelling allowance for the travel of a child 
(wholly dependent on and living with him) from his station of 
posting to India where the child has to proceed for purposes of 
education, within the limit of the travelling allowance which would 
have been admissible had the child accompanied the officer from 
his previous station of posting to his next station of posting and 
provided within one year of the child's arrival in India the officer 
assumes charge of his new post. Children's Holiday Passages to 
such a child shall not be admissible within the block of twelve 
months' period in which transfer travelling allowance under the 
provisions of this sub-para is claimed and for this purpose, the 
block of twelve months' period will be calculated in the same 
manner as laid down in subpara (ii) of para 2 in Annexure VIII 
governing the scheme of Children's Holiday Passages.  

(2) If a child of an officer is wholly dependent on him and is 
residing at some other station whether in India or abroad for the 
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purposes of pursuing a course of study, and the officer is 
transferred from one station to another, the officer may draw the 
travelling allowance for the travel of the child from the place 
where the child is studying to his next station of posting within 
the limit of the travelling allowance that would have been 
admissible had the child accompanied the officer from his 
previous station of posting to his next station of posting, provided 
that the child completes the journey within one year of the date 
on which the officer assumes charge of his new post.  

(3) If an entitled member of the family of an officer who is 
dependent on and residing with him, does not, for reasons of 
health, travel to the station of posting of the officer, but wishes 
instead to travel to an intermediate station on the approved route 
to the station of posting of the officer, the Ministry may permit 
him to draw travelling allowance for travel upto such intermediate 
station subject to the following: -  

(i) the request for permission is supported by a medical 
 certificate; and 

(ii) the journey is performed within six months of the date of 
 assumption by the officer of charge of his new post.  

(4) If an officer is transferred from India to a post abroad and 
does not propose to take his family with him, the officer may 
draw travelling allowance for the entitled members of his family 
to travel to his home town in India in lieu of and subject to a 
maximum of the travelling allowance admissible had they 
travelled to the next station of posting of the officer. Such 
members of the family shall, however, not become eligible again 
for drawing travelling allowance for the purpose of rejoining the 
officer until the latter has been transferred to a third station or 
avails of a set of home leave passages. Children's Holiday 
passages admissible under Annexure-VIII may be allowed only 
on the surrender, on the first occasion after transfer, of the 
transfer passage availed of under the provisions of this subpara, 
if the other conditions for such holiday passages are fulfilled. 

13. Travel from a place other than the previous station of 
posting of the officer: A Government servant will be entitled to 
receive the amount of the fares for a member of his family who 
ordinarily resides with him and is wholly dependent on him but 
who, at the time he performs the journey, is not residing with him 
for reasons of health or education, to his own destination 
provided the amount payable shall not exceed the amount 
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admissible to the Government servant had that member travelled 
with him and provided further that the journey is performed within 
the time limits prescribed in this Annexure.  

Note: In regard to cases where a member of an officer's family is 
residing at a place different from his normal station at the time of his 
transfer, fares for the member of the family under the provision of this 
para may be given by the Government even for reasons other than 
health or education, provided Government's prior sanction was taken for 
such residence, with adequate reasons. 

[14. Where members of the family or servants precede 
the officer: (1) {An officer may apply to the Head of 
Mission/Post for permission for one or more members of his 
family or Indian servant or servants to travel in anticipation of his 
own journey, to his next station of posting. } 

{} As amended vide No Q/GA/791/19/05-I dt 15.9.2006 

 (2) (i) The Head of the Mission/Post may grant the 
 permission referred to in sub-para 1 if the member of the 
 family and/or Indian servant has resided with the officer 
 at his last station of posting for at least one year, if it was 
 a station with a 2-year tenure and for two years 
 otherwise.  

[(ii) Those officers, who want to send their dependent child/ 
 children to India for prosecution of studies before 
 completion of two years stay, should save the home 
 leave fares for such child/ children for this purpose. 
 Requests for transfer passage in relaxation of the rules 
 in such cases will not be entertained, save under truly 
 exceptional circumstances. Such requests should be 
 forwarded to the Ministry with the specific 
 recommendations of the HOM /HOP.] 

[] Added vide circular no Q/GA/791/6/03 dated 29. 4.2004 

(3) Deleted 
Note: - HOMs/HOPs can exercise this power in respect of their own 

family members/Indian servants also. 

(4) If a member of the family or Indian servant of an officer 
has performed with prior sanction as per sub-para-(2) above a 
journey in anticipation of the officer's own journey, and the officer 
is, under orders of the Ministry, detained at the previous station 
of his posting for a period longer than that specified in sub-para 
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(3), the Government may extend the period to a maximum of 12 
months].  

[ ] (No. Q/GA/796/1/92-Vol IV /EAI/94/1/31 date 6.7.94) 

(5) If an officer serving abroad has sent a child to India to 
join a recognised educational institution there, and within one 
year of the child's return to India, the officer takes charge of a 
post in India or arrives in India on retirement from service or final 
termination of his assignment, the officer may draw travelling 
allowance for the journey of the child from the station abroad to 
the station where the educational institution is located, subject to 
a maximum of the travelling allowance which would have been 
admissible had the child accompanied the officer.  

15. Travelling allowance for journey other than on 
transfer or tour: -  (1) Travelling allowance in full in accordance 
with the provisions of paras 6 and 7 shall be admissible for a 
journey on first appointment abroad and terminal journey 
respectively provided that travelling allowance for a terminal 
journey from abroad to port of disembarkation /point of entry into 
India shall be admissible only if the journey is completed within 
nine months from the date of handing over charge in a 
Mission/Post abroad. An officer and members of his family 
(excluding India based domestic servants, if any) will be entitled 
to travel by air on his terminal journey to India provided return 
journey is performed by the first available air passage after 
handing over charge in a Mission/Post abroad. Such air 
passages will be admissible by entitled Class both for the officer 
and members of his family except in the case of an 
Ambassador/High Commissioner and his wife who will be 
entitled to travel by First Class. If terminal journeys are 
performed by air in terms of the provisions of this sub-para, the 
Government will meet the cost of transportation of 
unaccompanied baggage by the approved route upto the 
admissible weight less the free allowance carried by air. Officers 
required to perform duty journeys by Air India as a compulsory 
measure, will be required to travel by Air India even on terminal 
journeys without the condition of availing first available passage 
as stipulated above provided that they would return to India 
within a period of nine months after handing over charge of their 
post abroad. 

(2) If an officer is recalled to India in accordance with the 
provisions of sub-para (2) of para 8: -   
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(i) and no proceedings, civil or criminal or departmental, are 
 initiated against him, he shall be entitled to travelling 
 allowance in accordance with these rules;  

(ii) but if any such proceedings are commenced against him 
 and he is placed under suspension, he shall be entitled 
 to travelling allowance in accordance with these rules 
 only for the journey to the port of his first arrival or the 
 place of entry into India. Thereafter, if he is exonerated 
 in the proceedings, he shall be entitled to travelling 
 allowance from the port of disembarkation or place of 
 entry into India to the next station of his posting. 

(iii) but if proceedings are initiated against the officer and he 
 is found by competent authority to be wholly or partially 
 guilty of the charges preferred against him, he shall not 
 be entitled to any travelling allowance from the port of 
 disembarkation or the place of entry into India to the next 
 station of his posting. Further, he shall be required to 
 refund to the Government part of the travelling allowance 
 drawn by him for his journey from his previous station of 
 posting to the port of disembarkation at the first place of 
 the entry into India as the Ministry may decide, in the 
 light of any other penalty or penalties imposed on him.  

(3) If an officer is recalled from abroad under the provisions 
of sub para (3) of para 8: -   

(i) and he is appointed to a post in India, travelling 
 allowance for the journey to the station of his posting 
 shall be admissible.  

(ii) otherwise, he shall be entitled to travelling allowance for 
 the journey to the airport or other place of entry into 
 India.  

(4) If an officer is dismissed or removed from service while 
serving abroad, he shall not be entitled to any travelling 
allowance.  

(5) If an officer is recalled to India under the provision of 
clauses (ii) and (iii) of sub-para (1) of para 8, he shall be entitled 
to travelling allowance in accordance with the provisions of these 
rules for the journey to the airport of his disembarkation in India 
or the place of his entry into India.  

(6) If an officer is recalled under clause (iv) or clause (v) of 
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subpara (1) of para 8 and  

(i) the officer has served at the station of his posting for a 
 full term, travelling allowance in accordance with these 
 rules shall be permissible for his journey to the airport of 
 his disembarkation or his place of entry into India; and  

(ii) if the officer has completed half the term at the station of 
 his posting and has home leave passages to his credit, 
 travelling allowance as in clause (i) above shall be 
 admissible to him against his set of home leave passage 
 due; or  

(iii) otherwise no travelling allowance shall be admissible.  

*It is clarified that if an official is prematurely recalled to India 
on his own request, travelling allowance would be admissible for 
the movement only if he has served at least half the prescribed 
tenure at the station and has home leave passages to his credit. 
If either of these conditions is not satisfied, no travelling 
allowance is admissible under the rules. This implies that officials 
not satisfying these conditions would be obliged to not only 
arrange their own passages, but would also have to bear the 
cost of transporting their personal effects to Headquarters. 

*JS (AD)'s circular of 30.07.2008 

16. Passages through India: An officer transferred from a 
post in a country to the east of India to another post in a country 
to the west of India, or vice versa, or from a post in a country to 
the north of India to another post in a country to the south of 
India or vice-versa, and who avails of home leave in India before 
proceeding to his new post, will be entitled to claim travelling 
allowance for self, members of his family and entitled number of 
servants either by the normal approved route from the old post to 
the new post or by the route adopted by him through India, 
whichever is less. For this purposes the route through India will 
be the direct route from the place of entry into India to the place 
of exit from India, unless the route adopted by him is cheaper.  

17. Bharat Darshan Tours:  

[(1) Heads of Mission / Heads of Posts of Grade IV of the 
IFS and above have been permitted by the Ministry to avail of 
Bharat Darshan tours at the time of departure on postings 
abroad in order to familiarize themselves with current 
developments in the country and to visit places of commercial, 
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industrial or cultural interest most suitable in view of their 
particular assignment. It would be useful if such tours are availed 
of before the officer proceeds on posting, so as to derive 
maximum benefit. If, however, for functional or personal reasons, 
the officer is not able to avail of it before proceeding to the 
station, it may be availed of during Home Leave. In such cases, 
Bharat Darshan tours should be availed before the officer 
completes half the tenure at the station. *In cases where Bharat 
Darshan Tour is availed during home leave, the admissibility of 
FA and other allowances shall be same as those during regular 
Home Leave taken in India (clarified vide letter No. Q/PA-
1/551/1/01 dated 15.01.2009) 

(2) Bharat Darshan tours should not exceed 15 
days(inclusive of weekends) in the case of Heads of Mission and 
10 days (inclusive of weekends)in the case of Heads of Post of 
Grade IV and above at Government expense. Sanction for such 
tours will be processed by the concerned Territorial Division. The 
officer on Bharat Darshan tour is entitled to TA/DA as admissible 
to officers of his rank and pay under GOI rules in this regard. 

(3) HOMs/HOPs may take their spouses on Bharat Darshan 
tours. *The revised BDT norms do not prohibit couples (in cases 
where both are serving officers) to take Bharat Darshan Tours 
together. In such cases both the officers can avail their BDT 
simultaneously or the spouse can accompany the entitled officer 
at her/his own cost. The objective is to prohibit the benefit of 
double BDT to tandem couples (clarified vide letter No. Q/PA-
1/551/1/01 dated 15.01.2009) 

(4) No conveyances /taxi charges are reimbursable to an 
officer for his visits at the outstation during Bharat Darshan 
Tour.] 

[ ] Superceded vide order No. Q/PA-1/551/1/01 dated 
15.12.2008 and 15.01.2009 

18. Tours of Commercial Representatives: -   

(1) Commercial Representatives at the time of their 
departure on a foreign assignment are normally required to visit 
various port towns, places of commercial and industrial 
importance to have consultations with the Export Promotion 
Councils, Chambers of Commerce etc. and to keep themselves 
abreast of current economic and industrial developments in the 
country. Such tours should be sanctioned by the administrative 
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Ministry according to the following principles:  

(2) All officers posted as Commercial Representative abroad 
may be permitted to visit places of economic, industrial and 
commercial interest. Such tours should not normally exceed ten 
days. The tour programme will be decided by the Ministry, but 
the Commercial Representative may suggest the itinerary which 
he considers most suitable in view of his particular assignment. If 
the Commercial Representatives posted abroad are on home 
leave-cum-transfer from one post abroad to another, they may 
be permitted to visit places lying on the route of their journey 
through India, and such other industrial, economic and 
commercial centers considered essential by the Ministry. 
Wherever officers avail themselves of the leave travel 
concession, such tours may be permitted en-route to and from 
their home towns. The duration of such visits should not normally 
exceed ten days. Commercial Representative, while performing 
such tours as mentioned above may deviate from the route of 
their journey from Headquarters to the port of embarkation, or, if 
they are on home leave-cum-transfer from one post abroad to 
another from the route of their journey through India, for visiting 
places of commercial and economic interest. The total 
expenditure involved on such tours including daily allowance and 
incidental fares should not exceed ` 800 (Rupees eight hundred 
only).  

(3) The tour of ten days envisaged in the previous 
paragraphs may be extended by another five days. Such 
extensions will require the specific concurrence of the Director or 
Joint Secretary (in charge of Trade Commissioner's 
Administration). In granting such permission due regard will be 
given to the need for visiting any special projects or places of 
special commercial /economic /industrial interest with regard to 
the next assignment of the particular officer. Where the tour is 
extended by five days, the ceiling of ` 800 (Rupees eight 
hundred) mentioned in para 1 above will also be raised to  
` 1,000 (Rupees one thousand only).  

(4) The above criteria should be borne in mind in finalizing 
Bharat Darshan Tours. Whenever an officer applies for 
permission to go on such a tour, he should be asked to specify 
the places that he has visited while attached to some delegation 
or foreign VIP. Care should be taken to ensure that there is no 
repetition of tours, especially when they involve a major deviation 
from the normal route to be taken by an officer while going to his 
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next post.  

[Ministry of Commerce O.M. NO. 4-TC(15)/62, dated 
1.4.1964 as modified by MEA letter No. Q/GA/791/3/70 
(EAI/75/1/19), dated 5.6.1975]  
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Appendix I 

LIST OF COUNTRIES WITH NUMBER OF TRIPS/DAYS 
ADMISSIBLE TO HoM TO TAKE HIS/HER SPOUSE  

ON LOCAL TOURS 

(Letter no. 491/JS(AD)/2006 dated 17th January 2006) 
Sl. No. COUNTRY TRIPS DAYS

1. AFGHANISTAN 3 10

2. ALGERIA 4 12

3. ANGOLA 3 12

4. ARGENTINA 3 15

5. AUSTRALIA 7 28

6. AUSTRIA 4 15

7. BANGLADESH  6 24

8. BELGIUM 3 9

9. BHUTAN 0 24

10. BOTSWANA 3 12

11. BRAZIL  5 20

12. BRUNEI 3 6

13. BULGARIA 3 9

14. BELARUS 3 9

15. CAMBODIA 3 12

16. CANADA  5 24

17. CHILE 3 12

18. CHINA 8 45

19. COLOMBIA 2 8

20. CROATIA 2 8

21. CUBA 2 6

22. CYPRUS 2 6

23. CZECH REPUBLIC 2 8

24. DENMARK  3 12
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25.. EGYPT 5 20

26. ETHIOPIA 3 15

27. FIJI 6 20

28. FINLAND 2 12

29. FRANCE 10 30

30. GERMANY 8 25

31. GHANA 3 15

32. GREECE  4 20

33. GUYANA 4 12

34. GUATEMALA 
(Added vide order No. 
Q/GA/791/4/2010 dated 
07.02.2002) 

1 12

35. HUNGARY 2 10

36. INDONESIA 5 20

37. IRAN 4 16

38. IRAQ 3 10

39. IRELAND 2 8

40. ISRAEL 2 8

41. ITALY 5 15

42. IVORY COAST 3 12

43. JAMAICA 3 10

44. JAPAN 8 24

45. JORDAN 3 9

46. KAZAKHSTAN 5 15

47. KENYA 5 20

48. KOREA (DPR) 2 6

49. KOREA (REPUBLIC OF) 6 15

50. KUWAIT  0 6

51. KYRGISTAN 6 12

52. LAOS 2 6

53. LEBANON 3 9
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54. LIBYA 4 12

55. MADAGASCAR 3 9

56. MALAYSIA 5 20

57. MALI  (Added vide order No. 
Q/GA/791/4/2010 dated 
03.9.2010) 

3 9

58. MALDIVES 0 10

59. MAURITIUS 4 8

60. MEXICO 5 18

61. MONGOLIA 3 12

62. MOROCCO 4 12

63. MOZAMBIQUE 3 12

64. MYANMAR 6 20

65. NAMIBIA 3 12

66. NEPAL 8 45

67. NETHERLANDS 4 12

68. NEW ZEALAND 4 14

69. NIGERIA 6 20

70. NORWAY 4 12

71. OMAN 4 12

72. PAKISTAN 8 35

73. PANAMA 3 9

74. PAPUA NEW GUINEA 3 8

75. PERU 3 9

76. PHILIPPINES 3 12

77. POLAND  2 10

78. PORTUGAL  4 12

79. QATAR 0 6

80. ROMANIA 3 9

81. RUSSIA 6 45

82. SAUDI ARABIA 8 24
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83. SENEGAL  2 6

84. SERBIA & Montenegro 2 8

85. SEYCHELLES 2 6

86. SLOVAK REPUBLIC 2 8

87. SLOVENIA (added vide order No. 
Q/GA/791/4/2010 dated 20.8.2010) 

NIL 15

88. a)CAPE TOWN 
b)Other town in South Africa 
c)Lesotho 
(revised vide order No. 
Q/GA/791/14/89 dated 09.10.2007) 

6

8

3

24

21

21

89. SPAIN 5 15

90. SRI LANKA 6 20

91. SUDAN  3 15

92. SURINAM  4 12

93. SWEDEN 2 12

94. SWITZERLAND 0 15

95. SYRIA 4 12

96. TAJIKISTAN(Added by order 
No. Q/GA/791/14/89 dated 
24.9.2007) 

6 12

97. TANZANIA 3 15

98. THAILAND 4 16

99. TRINIDAD & TOBAGO 4 12

100. TUNISIA 3 9

101. TURKEY 4 16

102. TURKMENISTAN 4 12

103. U.K.(revised vide order No. 
Q/GA/791/14/89 dated 
15.10.2008) 

10 40

104. U.S.A. 15 60

105. UGANDA 3 12

106. UKRAINE 4 12

107. UNITED ARAB EMIRATE 8 24
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108. UZBEKISTAN 4 12

109. VENEZUELA 3 9

110. VIETNAM 4 16

111. YEMEN 3 15

112. ZAMBIA 3 15

113. ZIMBABWE 3 15

[Note: It is clarified that the trips mentioned in the above appendix 
refer to journeys by public transport on scheduled flights, trains etc. 
Journeys of the spouse of HOM with him/her by staff car shall not be 
counted as trip for the purpose of the appendix. However additional 
entitlement to daily allowance and additional hotel charges if any, in 
case of spouse accompanying the HOM, even if the journey is 
performed by staff car, would be restricted to the total number of days 
specified in the appendix.] 

[ ] Authority No Q/GA/791/14/89 dated 15.5.93, 29.3.95 & 
8.2.2006
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APPENDIX II 

Travelling allowance on retirement  
Travelling allowance on retirement will be admissible in 

respect of the journey of the Government servant and entitled 
members of his family from the point of entry into India to his 
home town or any other place where he and his family are to 
settle down permanently and in respect of the transportation of 
his personal effects between the same places. The precise 
entitlement under the concession will be as follows: -  

(a) For Journey by rail and/or steamer  

(i) Actual fares including the tax on fares, of the class of 
 accommodation to which the Government servant was 
 entitled on the date when he was last on duty in respect 
 of self and members of his family, as defined in S.R. 
 2 (8). No allowance for incidental expenses would be 
 admissible. 

(ii) Actual cost of transportation of personal effects on the 
 scale admissible under S.R. 116 (a) (i) (iii). 

(b) For Journey by road  

(i) One mileage allowance for the Government servant, a 
 second mileage allowance if two members of the family 
 travel with him, and a third mileage allowance if more 
 than two members of his family travel with him, at the 
 rate applicable to the Government servant on the date 
 when he was last on duty. 

(ii) Actual cost of transportation of personal effects on the 
 scale admissible under S.R. 116 (a) (ii) (iii). 

(c) For Journey's partly by one mode of travel and partly 
by another  

As admissible under sub-paras (a) and (b) above, in so far 
as they are respectively applicable. 

Note I: The actual cost of transporting a motor car or other 
conveyance maintained by a Government servant before his retirement 
is not reimbursable under these orders but the motor car or conveyance 
may be treated as part of the personal effects for the purpose of 
application of the scale referred to in clauses (a) to (c) above.  

Note II: The Government servant will be entitled to mileage 
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allowance and allowance for carriage of personal effects between 
Railway station/ Bus stand and place of residence at either end.  

[(d) Officers who, prior to their retirement, were entitled to 
travel by air in India on tour/transfer, may also travel by air 
alongwith entitled family members on retirement to their declared 
home town where they wish to settle down permanently.] 
[ ] [No. Q/GA/799/1/93 dt. 19.8.94)  

(e) For journeys performed in the officer's own car or in 
a private car between stations connected by rail/steamer 
As admissible under sub-para (b), limited to railway/ steamer 
fares admissible under sub-para (a). 

2. The grant of the concession will be further subject to the 
following conditions, clarifications and subsidiary instructions:  

(i) The concession will be admissible by the shortest route 
 from the point of entry into India to the home town or 
 another place where he and his family are to settle down 
 permanently. 

(ii) The concession may be availed of by a Government 
 servant who is eligible for it at any time during his leave 
 preparatory to retirement or during refused leave or 
 within one year of the date of his retirement. 

(iii) The concession will be admissible to permanent 
Government servants who retire on a retiring pension or 
on superannuation, invalid or compensation pension. It 
will not be admissible to Government servants who quit 
service by resignation or who may be dismissed or 
removed from service. 

(iv) In the case of a person whose domicile is else where 
than in India or who intends to reside permanently 
outside India after retirement, the concession will be 
admissible upto the railway station nearest to the port of 
his embarkation. In the case of such a person who 
travels by air, the concession of travelling allowance by 
rail/ road under these orders will be admissible upto the 
airport of empanelment for himself and members of his 
family, and up to the port of dispatch for the personal 
effects. 

(v) Where an officer is re-employed under the Central 
Government while he is on leave preparatory to 
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retirement or within six months of the date of his 
retirement, the concession admissible under these 
orders may be allowed to be availed of by him within six 
months of the expiry of the period of his re-employment. 

(vi) If on transfer from Headquarters to a Mission abroad, an 
officer has transported part of his baggage to his home 
town for storage in terms of para 6 of Annexure XIII and 
the officer performs a terminal journey on return from 
that Mission to his home town, his entitlement to 
transportation of baggage to his home town under SR 
116 (a) (i) (iii) shall be reduced by the amount 
transported to his home town for storage before his 
proceeding abroad. In case, however, the terminal 
journey is performed to any place other than home town 
he may transport at Government cost the baggage left at 
his home town to the new place where he and his family 
intend to settle permanently, subject to the total baggage 
not exceeding the limits prescribed in SR 116. 

3. The Travelling Allowance claims admissible under these 
orders will be drawn on travelling Allowance Bill forms like 
Transfer Travelling Allowance claims. The claims of officers who 
were their own controlling officers before retirement, will 
however, be countersigned by the next superior administrative 
authority. The claim of an officer who before retirement was 
employed as a Secretary to the Government of India may be 
countersigned by his successor in office. The certificates 
required to be furnished by the officers in respect of Transfer 
Travelling Allowance claims will also be required to be furnished 
in respect of claims for Travelling Allowance under these orders. 

4. Before reimbursing the Travelling Allowance admissible 
under these orders, the countersigning authorities should satisfy 
themselves, as far as possible, that the claimant and members of 
his family actually performed the journeys to the home town or 
the other place to which he might have proceeded to settle there, 
e.g. by requiring the production of original railway vouchers 
relating to transportation of personal effects, conveyance etc. 

5. Payment of Travelling Allowance claims under these 
orders may be made by the Treasury Officer in relaxation of Rule 
21 of the Central Treasury Rules i.e. he may make the payment 
of such claims even after the issue of a last pay certificate and 
without asking the retired officer to surrender the last pay 
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certificate which will be required for the purpose of the 
finalization of his pension. 

6. [No advance of T.A. is admissible during terminal journey. 
However, the Missions abroad may arrange payments abroad of 
transportation, handling and insurance charges on the 
admissible luggage.] 

[ ] [Added vide M.E.A. letter No. Q/GA/791/17/80 (EAI 
80/1/97 dated 15.3.80].  
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ANNEXURE XIII 

TRAVELING ALLOWANCE - FARES  

[Authority: M.E.A. letter No. Q/GA/791/22/69-Vol.X dated 
30th April, 1970 as amended]  

1. Train fares: - (1) (i) For a journey by train outside India, a 
member of the Service shall be entitled to the actual cost of a 
first class fare including the obligatory reservation charges 
charged by the Railway Company by any train. If the journey by 
rail involves five hours travel by night after 10 p.m. or before 7 
a.m. the fare may include the cost of a sleeping berth, or of any 
supplementary charge required to secure a sleeping berth of the 
same class. 

(ii) For other officers, the Government shall lay down their 
 entitlements in respect of each country.  

(2) If an officer under orders of transfer from one post abroad 
to another post abroad, or from one post abroad to another post 
in India or vice versa, is required to tour in India, he may travel 
by the class of accommodation to which he would have been 
entitled had he held in India a post equivalent in pay to that held 
abroad by him. If such officer has already relinquished charge of 
a post abroad or a post in India, his entitlement shall be the 
same as if he were on tour from the post relinquished by him. 

2. Road fares: - (1) An officer may travel by road-  

(i) When travel by road forms part of the approved route; or 

(ii)When he has been authorised in the public interest to 
travel by road by the authority competent to sanction the 
travel itself. 

(2) If, on any portion of journey which the officer has to 
perform by road in accordance with clause (i) of the preceding 
sub-para, there is a regularly established road service or taxi 
service in which charges are levied on each passenger, the 
officer or members of his family shall be entitled to one seat each 
in such established road or taxi service in the same way as if 
they were traveling by rail. Provided that the Head of Mission 
abroad my reserve a whole motor car or taxi for himself whether 
or not accompanied by any member of his family. He shall, 
however, accommodate in the same car any diplomatic or non-
diplomatic officer accompanying him on his journey.
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(3) If there is no regularly established road or taxi service of 
the type mentioned in sub-para (2) or where the officer has to 
perform any duties at intermediate stations during the journey by 
road, the officer may travel by an official or a private motor car or 
by such other mode of conveyance as may be authorised by the 
Controlling Officer or by the authority competent to sanction the 
journey.  

(4) The Government may, by general or special order, 
prescribe the rate of road mileage allowance admissible for a 
journey by road in a country or a group of countries or on any 
particular route and may from time to time alter, amend or vary 
such rate. 

*(5) An officer who performs a journey, for which road 
mileage is otherwise admissible, by an official car maintained at 
the expense of the Government, shall not draw mileage 
allowance. However, if an officer is unable to use the official car 
due to its not being in working order and uses his private car on 
official duty outside the headquarters, he shall be entitled to 
claim three-fourths of the prescribed rates of road mileage 
allowance or the full rates reduced by the amount of daily 
allowance that may become admissible to the official chauffeur 
when taken on tour, whichever is greater. Such an officer may 
also use his private car when the official chauffeur of his official 
car and any other official chauffeur in the employ of the 
Mission/Post is not available in which case he shall be entitled to 
draw three-fourths of the rate of mileage allowance prescribed 
for his grade. 

* As amended vide order No. Q/GA/791/1/93 (EAI/93/I/21) 
dated 30-7-1993 

(6) If two or more officers are to travel by road to the same 
destination at approximately the same time and the travel is 
otherwise than by an established road or taxi service, the officers 
shall normally travel together in the same motor vehicle, and only 
one officer shall draw the prescribed road mileage allowance 
plus 3 p per mile for each extra officer carried in that vehicle 
whose fares would otherwise have been separately payable by 
the Government. The latter officer or officers shall only draw the 
daily allowance admissible under the provisions governing that 
allowance:  

Provided that the Ministry or the Head of Mission/Post may if 
they/he consider it in the public interest, authorise the officers to 
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proceed separately by separate motor vehicles. 

(7) If one or more members of the officer's family travel with 
him in his car, no additional road mileage is admissible on their 
behalf.  

(8) At the airport of embarkation or disembarkation in India 
and at any place abroad where the officer commences or 
terminates his transfer journey or makes a halt, he shall be 
entitled to receive reimbursement of the cost of transport for 
himself, his family and servants (subject to provisions of 
Annexure XV) 

(i) from his residence or hotel to the railway station, airport, 
 or the starting point of the road transport service; 

(ii) from the terminal point of one stage of the journey to the 
 commencing point of any other stage of the journey; and 

(iii)  from the terminal point of the journey or stage of the 
 journey to his hotel or residence both at the final 
 destination and at each place of intermediate halt where 
 daily allowance is admissible under the provisions 
 governing that allowance. 

(9) At the airport of embarkation or disembarkation abroad 
where the officer commences or terminates his tour journey he 
shall be entitled to receive reimbursement of the cost of transport 
for himself and such of his family members as have been 
authorised by the competent authority to accompany on such 
tour: -  

(i) from his duty point at his headquarters to railway 
 station/airport or the starting point of the road transport 
 service; and 

(ii) at the out-station to the place/office visited by the officer 
 concerned. Where there are two or more such points at 
 an out-station, the following shall be constituted as the 
 duty point: -  

(a) If the officer reaches that station by rail, or air, the point 
 which is farthest from the railway station, or the air 
 booking centre, as the case may be; 

(b) If he reaches that station by road, the point which is 
 farthest from the point where the journey to that station 
 commenced; and 



ANNEXURE – XIII: TRAVELING ALLOWANCE-FARES 

220 

 

(c) In cases where the journey commences/ends at a 
 station which is neither his headquarters, nor his place of 
 duty, such journeys should be treated to have 
 commenced/ended at the residence (hotel) where the 
 officer was staying. 

(10) The reimbursement referred to in sub-paras (8) and (9) 
shall be subject to the following conditions: -  

(i) No reimbursement shall be admissible if free transport is 
 provided by or on behalf of the Government; and 

(ii) If the air company provides free transport between the 
 airport and the air terminal, except that: 

(a)  a Head of Mission may at his option decide not to avail 
 of such free transportation and may engage a taxi from 
 the airport itself to his residence or hotel at Government 
 expenses; and 

(b) in the case of an officer who is not a Head of Mission or a 
 member of his family, the officer or the member of his 
 family shall normally avail of the free transport provided 
 by the air company to the air terminal and the 
 reimbursement under sub-para (8) shall be admissible 
 only from the air terminal 

3. Passages by air - (1) The officer and entitled members of 
his family and Indian servants shall be entitled to travel by air by 
the approved route and the entitled class.  

(2) An officer entitled to travel by air shall be entitled to the 
class of travel as laid down in Annexure XI to IFS (PLCA) Rules. 

(3) During journey by air on approved route either for the 
journey as a whole or for any stage thereof:  

(i) no special insurance shall be permissible beyond the 
 automatic insurance extended to passengers by 
 international airlines for a journey by the scheduled flight 
 of an international airline. 

(ii) no special insurance shall be admissible except to the 
 extent provided by Government generally for officer 
 serving in India for a journey by air permitted within India 
 which does not commence or terminate at a point 
 outside India. 

(iii) the officer shall be entitled to reimbursement for the 
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 payment of any extra premium required on his existing 
 insurance policies, during flights for a journey outside 
 India which have to be performed by a non-scheduled 
 flight. The insurance cover, however, shall not exceed 
 ` 1,60,000.00 or 48 times his monthly salary drawn in 
 his post abroad or admissible in an equivalent post in 
 India, whichever is less: 

Provided that if the insurance company is unwilling to accept 
the risk even on payment of an additional premium, 
reimbursement may be made of the cost of a fresh policy taken 
to cover the duration of the flight.  

4. Fares for Indian servants: (1) An Indian servant traveling 
by rail, shall be entitled: -   

(i) when traveling with the officer and his family which 
 includes a child who has not yet completed five years of 
 age, to accommodation by the same class and by the 
 same train by which the officer and/or members of his 
 family are traveling provided that if sleeping 
 accommodation in that class is available on payment of 
 a supplement to the fare of a lower class, only the lower 
 class fare and the supplement shall be admissible. This 
 clause shall apply to only one servant of the officer and 
 that too for journey's performed outside India. 

(ii) when the preceding clause does not apply, the servant or 
 servants accompanying an officer and/or members of his 
 family, shall be entitled to the accommodation of the 
 lowest class on the train by which the officer and/or 
 members of the family travel provided that with the prior  
 sanction of the Government, this clause shall not apply if 
 the officer or the members of his family are traveling by a 
 train which has no accommodation other than first class.  

(iii) when traveling independently, to a fare of the lowest 
 class by the cheapest train connecting the point of 
 departure to the point of destination. 

(2) When an Indian servant of an officer travels by air, his 
entitlement for such air travel shall be by the economy class. 

(3) When the servant is traveling by road- 

(i) if he accompanies the officer or a member of his 
 family in a vehicle for which road mileage allowance is 
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 admissible to the officer, no separate fare for the servant 
 shall be admissible; 

(ii) otherwise, the servant shall be entitled to the actual fare 
 by the cheapest public transport available on that route. 

(4) If the Government have authorised an officer or a 
member of his family to travel to India or to any station abroad 
for the purpose of medical treatment and the journey of such a 
person qualifies for the grant of traveling allowance under Rule 
26 and if an Indian servant has been authorised to accompany 
him/her as an attendant, the servant will be entitled to travel by 
the same class by rail/air as sanctioned by the Government for 
the officer or members of his family. 

5. Personal effects-Definition- (1) 'Personal effects' means 
those belongings of the officer, members of his family or of his 
Indian servants, which are meant for their use at the station at 
which he is posted or transferred.  

(2) A mechanically-propelled vehicle or vessel, other than a 
motor-cycle, motor bicycle or scooter shall not be deemed to 
form part of personal effects, even if its weight falls within the 
maximum laid down in para 6. 

(3) It is not permissible for an officer to include in his 
personal effects any articles not belonging to him and meant for 
delivery or presentation to others-  

(i) if such articles cannot be carried as part of the free 
 allowance by a transport company and separate freight 
 charges by sea, rail, road or air become payable or if 
 any other expenditure to the Government is caused by 
 such inclusion; or 

(ii) if the carriage of such articles would constitute a 
 contravention of any law or regulation or of any 
 diplomatic custom or usage or constitute a breach of 
 diplomatic privilege. 

*6. Limits of Personal effects  

(1) The maximum limits of personal effects which an officer 
may transport at the public expense shall be as follows. 
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Pay 
Range 

  By Sea  By Air 

1 Officers drawing Pay of ` 
8500/- and above 

2800 Kgs 1120 Kgs. 

2 Officers drawing Pay of ` 
3300/- and above but less 
than ` 8500/- 

1400 Kgs 560 Kgs  

3 Officers drawing Pay of less 
than ` 3300/-  

700 Kgs 400 Kgs 

Note: IFS (Probationers) drawing pay of less than ` 8500/- would 
be considered as Grade I officers for TA/DA purposes. 

*Subject to revision consequent upon implementation of 
6th Central Pay Commission 

(2) For the purposes of application of the maxima prescribed 
in the preceding sub-para, the total weight of the luggage shall 
be taken into consideration, including the weight of packing 
material, crates, hoops, receptacles and the lift-van, if any. 

(3) All the limits laid down in sub-para (1) above will be 
inclusive of the excess baggage allowance and free allowance 
provided by the carrier. 

Note (1) Baggage entitlement of couple officers: Both officers 
posted to the same Mission abroad shall be treated as one family unit 
and the officer in the higher grade may claim his/her baggage 
entitlement. If, however, the officers are posted to the same station after 
a gap of six months they would be entitled to transportation of baggage 
as individual entities. Similarly, if at the end of the tenure the officers are 
posted to different stations, they will be treated as individual entities for 
the purpose of baggage entitlement.  

Note (2) The officer is also required, to the extent possible, to carry 
baggage at the rate of 100 Kgs per adult ticket and 50 Kgs per half 
ticket subject to a maximum of 350 Kgs (inclusive of free allowance 
allowed by the Airlines), allowed free by the Air India/Indian Airlines 
under mandatory orders of the Government of India. This concession is 
not applicable to domestic servants, who shall be entitled to only the 
free allowance of 20 kg. allowed by the Airlines.  

*(4) (i) Officers on transfer to/from Missions abroad, will be 
entitled to reimbursement of expenses on transportation of their 
personal effects within India as per limits laid down in the 
Supplementary Rules.  
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(ii) In case they transport their personal effects by road they 
will be entitled to reimbursement of actual expenses limited to 
the maximum amount admissible for transport of personal 
baggage under the Supplementary Rules by goods train minus 
free allowance given by air minus amount of personal effects 
transported to/from Home Town at the time of transfer. 

7. Mode of transportation of personal effects: (1) 
Personal luggage shall normally be transported by goods train, 
steamer, road or air, as may be laid down by the Government. 

Provided, however, that, should an officer utilise a 
mode/modes of transport other than that laid down below, the 
reimbursement to him of the expenditure involved shall be limited 
to that which would have been admissible had he used the 
modes or methods laid down hereunder subject to the limits laid 
down in para 6 above. 

(2) The reimbursement of the cost of transportation of 
personal effects by rail shall be limited to the cheapest freight 
rates applicable to the transportation by goods train, of the 
quantity of luggage actually transported, subject to the maximum 
limits prescribed in para 6 above. 

(3) If an officer transports his personal luggage by 
passenger train or by goods train at rates other than the 
cheapest freight rates, he shall be entitled to reimbursement of 
the actual expenditure incurred subject to a maximum of the 
amount which would have been admissible, had he transported 
by goods train the maximum quantity of personal effects 
admissible under para 6 above: 

*S.I. XXIV under Annexure XIII of IFS (PLCA) Rules (1990 
edition) added. 

Provided that if the transportation is made under the Quick 
Transit Scheme of Indian Railways, the surcharge levied will be 
reimbursed.  

(4) Subject to the maxima prescribed under para 6 a 
Government servant 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 admissible 
quantity by goods train, road or steamer, as the case may be, 
under the normal rules. 
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(5) If an officer and/or members of his family travel by air, the 
officer and each adult member of his family shall, subject to sub-
para (6) be entitled to carry by air 45 kgs. of personal luggage, 
inclusive of the free allowance allowed by the carrier, and each 
child below the age of 12 years to free allowance. These 
provisions shall not be applicable to transfer journeys performed 
by Air India.  

(6) When sub-para (5) applies the personal effects in excess 
of the free Allowance shall, unless the Government specifically 
sanction otherwise, be transported as air cargo. 

(7) If, outside India, personal effects have to be transported 
by road the officer shall be entitled to the reimbursement of the 
actual expenditure incurred on such transportation by the 
cheapest rate and by the cheapest mode of road haulage 
actually available for the purpose.  

(8) The transportation of personal effects by road within India 
shall be governed by the provisions of the Fundamental and 
Supplementary Rules, except that the handling, transshipment 
and embarkation or disembarkation of the personal luggage at 
the port or airport of embarkation or disembarkation in India shall 
be governed by the provision of these rules. 

*(9) (i) Where the shipping lines do not accept 
uncontainerised cargo, the baggage may be allowed to be 
transported by container. 

(ii) The container utilised for such transportation should be of 
appropriate size/capacity considering the entitled quantum of 
baggage of the officer. 

(iii) Wherever the entitled/actual baggage of an official is less 
than a full container load by the smallest container, the Mission 
should make all efforts to make use of the Less than Container 
Load (LCL) facility, which the shipping companies provide by 
splitting the cargo volume. 

(iv) However, if despite all efforts to avail LCL facility, only a 
full container is available and the shipping line charges on the 
basis of full container even if the quantum of baggage is too less 
to fill it up, a full container may be allowed subject to a certificate 
being obtained from the shipping line/handling agent to the effect 
that LCL facility is not available and the charges are to be paid 
on full container basis. 
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* Added vide order No. Q/GA/791/6/92 dated 11.11.1992  

(v) The containerised baggage may be booked direct from 
Mission to Delhi. In such a case, freight charges for 
transportation of the containerised baggage from Mission to 
Hqrs. may be paid by the Mission direct to the shipping 
line/handling agent. The officer will, however, be reimbursed 
charges in Delhi as per ceilings laid down in Appendix. 

(vi) In case the baggage is booked only upto Bombay and 
the officer later arranges its transportation from Bombay to Delhi 
under customs bond, the freight charges from Bombay to Delhi 
shall be reimbursed to the officer as per the provision of 
FRs/SRs. 

(vii) However, in no case will Government pay the cost of 
transportation of the empty container from Delhi to any other 
place, even if the shipping lines/forwarding/handling agent 
charges towards the transportation of the container. 

*(11) When the transportation of luggage is undertaken by 
sea, it should be booked by Indian ships, wherever available. 

* Para 3 of S.I. I under Annexure XI of IFS (PLCA) Rules 
(1990 edition) added. 

**(12) When the baggage is transported by air, the entire 
baggage should be booked through Air India or Indian Airlines as 
case may be, in one lot. The services of Air India/Indian Airlines 
should be utilised for transportation of the baggage. In sectors 
where Air India/Indian Airlines do not operate, the baggage 
should be booked through Air India/Indian Airlines for carriage by 
foreign airlines at cargo rates. 

**Para 3 S.I. XX under Annexure XIII of IFS (PLCA) Rules 
(1990 edition) added. 

***(13) As regards admissibility of incidentals and 
transportation charges in India on the mandatory portion of 
baggage transported at the time of transfer from Headquarters to 
Missions abroad and vice-versa or during home-leave-transfer 
from one Mission to another Mission abroad, these shall be 
reimbursable to the extent given below: -  

i) in case of drawal of composite transfer grant, no taxi 
 charges for carriage of mandatory baggage from 
 residence to airport and vice-versa would be admissible, 
 otherwise, transportation charges shall be restricted to 
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 that of hiring of an additional taxi from airport/cargo 
 office to the residence and vice versa at the approved 
 mileage rates. 

ii) All compulsory and incidental charges levied by 
 authorities within the airport premises shall be 
 reimbursable. This includes porterage/coolie charges. 

iii) The charges shall not be reimbursable in respect of 
 mandatory baggage transported by an officer during 
 mid-term home leave. 

iv) In case of home-leave-cum-transfer from one Mission to 
another Mission abroad, if an officer's home-town 
happens to be other than the airport cities mentioned in 
the IFS(PLCA) Rules, the admissibility of transportation*  
charges as per sub-para(i) above shall be restricted to 
that from airport/cargo office to the railway station/bus 
terminal and vice-versa in the airport city and not to the 
home-town to which he travels under LTC rules or at his 
own expenses. 

v)  No other charges like packing/Agency charges etc. shall 
be admissible in India on the transportation of mandatory 
baggage. 

***MEA order No. Q/GA/791/28/88 dated 23.2.1993 

*(14) The officer is entitled to the transportation charges for 
the baggage actually carried by sea/air in terms of para 6 above 
less the free allowance permissible by air irrespective of whether 
this allowance is actually availed of in full or not. The officer 
should, however, try to utilise the free allowance allowed by Air 
India in full, as far as possible. 

*S.I. XI under Annexure XIII of IFS (PLCA) Rules (1990 
edition) added. 

8. Reimbursement of compulsory charges: (1) An officer 
shall be entitled to the reimbursement of the actual expenditure 
incurred on the following items on the travel of himself, members 
of his family and Indian servants and the transportation of his 
personal effects: - - 

(i)  landing, port or airport, head or terminal taxes;  

(ii)  dock dues; 

(iii) port trust charges and wharfage charges but excluding 
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demurrage and storage charges;  

(iv) launch hire between ship and shore;  

(v)  road or bridge tolls, turn-pike charges or any other 
compulsory taxes levied on the use of any means of 
travel; 

(vi)  obligatory reservation fees incurred for travel performed 
outside India. 

(vii) octroi charges 

[(viii) foreign travel tax.]  

[ ] S.I. XIII under Annexure XIII of IFS (PLCA) Rules, (1990 
edition) added. 

(2) The claim of the officer for the reimbursement of the 
charges, incurred under sub-para (1) above shall be supported 
by actual vouchers or receipts.  

9. Reimbursement of incidental charges: (1) To the extent 
that the Controlling Officer (including an officer who is his own 
Controlling Officer) certifies that the expenditure incurred was 
essential and reasonable, an officer shall be entitled to the 
reimbursement of actual expenditure incurred on the following 
items: -  

(i) porterage and luggage registration fees;  

(ii) transshipment, cartage or other road transport charges; 

(iii) charges levied by travel agents for loading and unloading 
of luggage or for services rendered by them in 
connection with the transportation, custody, booking, 
customs clearance (but excluding storage and 
demurrage) execution of customs bond, and any other 
service essential for the transportation of the luggage; 

(iv) telegram or telephone charges levied by the travel 
agents for booking onward passages from an 
intermediate point in the journey. 

(2) If any telegram or telephone charges for booking of 
onward passages from an intermediate point in the journey are 
incurred by a Mission or a Post, such expenditure shall be borne 
by the Government. If, however, an officer himself incurs 
telegram or telephone charges for the purpose of booking of 
passages, such expenditure shall not be reimbursable except 
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with the prior sanction of the Ministry.  

(3) The claim of the officer shall be supported by-  

(i)  the actual bills and receipts relating to payments made 
to the travel agents. 

(ii) actual vouchers or receipts unless the Controlling Officer 
is satisfied that it was not possible for the officer to 
obtain receipts for the amount and the officer certifies 
that the amount claimed was actually disbursed. 

 (4) Reimbursement under sub-para (1) may be claimed only 
for expenses incurred at the port or airport of embarkation or 
disembarkation in India and for such portion of the transportation 
of the luggage as takes place abroad, including the 
transportation between the residence of the officer and the 
railway station, port or air-port, or road terminal in question.  

(5) for the portion of a journey performed within India 
whether on transfer, tour, or temporary duty, a Government 
servant shall be governed by the relevant provisions of the 
Fundamental and Supplementary Rules provided that an officer 
performing a transfer journey from abroad to India by Air India as 
a compulsory measure will, subject to the production of 
vouchers, be entitled to the reimbursement of the expenditure 
incurred by him in respect of his unaccompanied baggage 
transported under custom bond within India as laid down in 
Appendix I. 

*(6) Incidental charges such as porterage and cartage on the 
baggage allowed as free allowance by Airlines during the journey 
on Home Leave, for the portion of the journey abroad may be 
reimbursed, as is the case with incidental charges, for the 
journey of the officer, member of his family and Indian servant for 
travel abroad. 

**(7) Incidentals etc. on emergency passages would be 
admissible to the same extent as above. Accordingly, the 
following charges on foreign portion of journey only during home 
Leave Fares/Emergency passages would be admissible:  

(a) Porterage, taxi-fare at the station of posting abroad.  

(b) Porterage, taxi fare during any Enforced/Scheduled Halt 
 at a station abroad. 

(c) No incidentals would be admissible for the portion of 
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 journey in India. 

**Amended vide order No. Q/GA/791/1/2012 dated 16.07.2012 
{the term "Home leave cum transfer deleted} 

(8) Inadmissible charges on transportation of personal 
effects in India. The following items of expenditure are not 
reimbursable: -  

(i) Railway sundries. 

(ii) Measurement fees.  

(iii) Cost of scales.  

(iv) Export duty.  

(v) Marking charges.  

(vi) Copy of letter of Guarantee.  

(vii) Stamps.  

(viii) Postage and air mail charges.  

10. Reimbursement of visa fees: - (1) If an officer or a 
member of his family or an Indian servant in the course of a 
journey for which traveling allowance is admissible has to travel 
through or to a foreign country for which gratis or official or 
diplomatic visa are not available, the officer shall be entitled to a 
reimbursement of the actual visa fees incurred by him.  

(2) The reimbursement of the expenditure on visa fees may 
be claimed as part of traveling allowance, on production either of 
the actual receipt or on the basis of a certificate of expenditure 
given by him which is verified by the Controlling Officer with 
reference to the passport of the person for whom the visa was 
obtained.  

*(3) It is the responsibility of the officer proceeding abroad to 
ensure that he is equipped with necessary travel documents 
including transit visas. Government will not accept any claim for 
any expenditure that may be incurred due to his not having 
obtained a transit visa. 

*S.I. XVI under Annexure XIII of IFS (PLCA) Rules (1990 
edition) added. 

11. Insurance of personal effects during transit: (1) An 
officer under orders of transfer may insure his personal baggage 
against normal risks, including fire, theft or pilferage and 



ANNEXURE – XIII: TRAVELING ALLOWANCE-FARES 

231 

 

breakage, during a period of transit by rail, road, air or steamer. 
Such insurance should take effect from the date of its departure 
from his residence or from a place of storage at his previous 
headquarters to that of its delivery to him at his residence or 
place of storage or hotel at his new headquarters subject to the 
value of property insured not exceeding the amounts prescribed 
below: -   

[(i) For officers of Grade-III of 
the Service and above and 
Heads of Missions in Grade IV 

[` 187,500/-  

(ii) For officers of Grade-IV of 
the Service other than Heads 
of Missions 

` 150,000/-  

(iii) Officers in other Grades of 
the Service and IFS (B) 
Grade-I and PPS (Second 
Secretary) 

` 131,250/-]  

[substituted vide order No. Q/GA/791/16/91 dated 3.5.2006] 

(2) An officer shall be entitled as part of his traveling 
allowance to the reimbursement of the actual expenditure 
incurred on insurance carried out in accordance with sub-para 
(1), subject to the following conditions: - 

 (i) if the value of the property insured exceeds the maxima 
prescribed in sub-para (1) the reimbursement shall be 
limited to the amount which would have been incurred 
on property of the prescribed amount; 

(ii) if an officer has already insured his personal effects 
against risk including transit risk for the journey in 
question, he shall be reimbursed with such proportion of 
the actual premium paid by him, as the period of transit 
bears to the total period of insurance or to the premium 
which would have been payable had the personal 
luggage been insured specifically for the journey in 
question, subject to the maxima prescribed in sub-para 
(1), whichever is less; 

(iii) it shall be the duty of an officer to ensure that his luggage 
is properly packed and crated and complies with all the 
rules, regulations and specifications prescribed by the 
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Insurance company, to enable the insurance to be 
effected at the cheapest possible rates.  

(3) If normal insurance is not available, an officer under 
orders of transfer may apply to the Ministry for permission to 
insure his personal luggage against war or other extraordinary 
risk on payment of such additional premium as may be 
necessary.  

12. Storage charges: (1) Subject to the maximum 
prescribed in para (6) and para (11), an officer shall be entitled to 
reimbursement of the actual expenditure incurred on the storage, 
deposit or safe custody of his luggage, and of insurance during 
such storage-  

 (i) if, in the course of transit, the luggage has to be stored 
at a place of intermediate halt during a scheduled halt of 
the officer or a member of his family at that place or 
during a period of non-scheduled halt for which daily 
allowance is admissible, or due to the non-availability of 
onward transport for the luggage, although the onward 
journey of the officer and/or members of his family is 
possible;  

(ii) if, before commencement of the journey, an officer or a 
member of his family has to make an enforced stay at 
the station of departure and the officer or a member of 
his family is required or obliged to stay at a hotel; 

(iii) if, on first arrival at the station abroad or during the 
period of his posting at the station, an officer is obliged, 
an account of non-availability of residential 
accommodation to stay in a hotel; 

(iv) if, an officer is under orders of transfer from one station 
abroad to another station abroad and has been granted 
home-leave and is required to send his heavy luggage 
direct from his previous station of posting to his next 
station of posting; and  

(v) if, the officer is under orders of transfer from a post 
abroad and has not been informed by competent 
authority of the station of his next posting, storage 
charges shall be admissible for the period from his 
departure from his old station to the date on which, after 
receipt of intimation of his next station of posting, the 
personal effects are actually dispatched from his last 
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station of posting to his next station of posting. 

 (2) Storage of personal effects under the provisions of sub-
para (1) shall be effected only with the prior authority in writing of 
the Head Mission/Post within whose jurisdiction the place of 
storage falls or, if the station is in India, of the Ministry.  

(3) The Head of Mission/Post or the Ministry, in authorising 
storage of personal effects shall consider the cheapest 
arrangements possible and may consequently direct that the 
luggage shall be stored at the last station of the officer's posting 
or at his next station or at any intermediate station or, if that 
would involve the minimum expenditure to the Government, at 
any other place. 

(4) The reimbursement of storage charges shall not be 
admissible under the provision of sub-para (1) unless the Head 
of Mission/Post or the Ministry certifies that: - 

(i) the storage was authorised by him or them; and  

(ii) the luggage for which storage charges have been 
claimed could not have been stored free of cost, or at a 
cheaper rate, in the hotel at which the officer is staying 
or in any building including the Chancery premises under 
the control of the Head of Mission/Post or of the Ministry; 

(iii) the storage was effected at the cheapest rates available 
at the station and the charges are reasonable. 

(5) Demurrage charges on personal effects: - The 
demurrage charges on personal effects are not admissible. 
However, in cases where the delay is occasioned due to reasons 
beyond the control of the officer, the Ministry may permit 
reimbursement of such expenditure. The Mission/Post should 
ensure that all necessary steps are taken to obtain the 
exemption certificates from the local Foreign Office, immediately 
after the arrival of the officer at the station. The Government will 
not normally entertain any request for reimbursement of 
demurrage charges paid on personal baggage.  

13. Transport of luggage from a place other than the 
previous station of posting of an officer: 
(1) An officer on transfer may transport his personal effects from 
his previous station of posting or from any other place to the 
station of his next posting; or from the station of previous posting 
to any other place within the limits prescribed in para 6 and 
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subject to the condition that the reimbursement of the 
transportation charges incurred shall be limited to the amount 
which would have been admissible had the officer transported 
the maximum amount of personal effects under para 6 from the 
previous station of posting to the next station of posting, taking 
into account, the free allowance allowed by the carrier. 

*(2) Subject to the overall ceilings laid down in para (6) an 
officer may claim reimbursement of transportation of his personal 
effects or part thereof purchased from a station en-route 
(including articles for which orders are placed at the station en-
route and which reach the officer within six months of his arrival 
at the station of posting). 

*S.I. XII under Annexure XIII of IFS (PLCA) Rules (1990 
edition) added. 

(3) If an officer has, under the provisions of this Annexure or 
under specific sanction of the Ministry, stored his luggage at a 
station other than his previous station of posting, he may 
transport such luggage from the place of storage to the station of 
his next posting, within the limits prescribed in para 6 after taking 
into account the free allowance allowed by the carrier on his own 
traveling.  

14. Transport of luggage to a station other than the 
station of posting: If an officer is under orders of transfer from a 
station in India to a station abroad the Ministry may permit him to 
transport his luggage or any part thereof, at the Government 
cost, to any station in India for purposes of storage there, 
provided that the luggage thus transported in India and the 
personal luggage accompanying the officer to the station abroad 
do not exceed the limits prescribed in para 6 [ Also see para 8 
(b) -II on page 466.]  

15. Booking of passages: (1) Where an officer receives 
orders of transfer, or is ordered to relinquish charge of a post 
preparatory to a terminal journey, or when allowed to perform a 
journey on home leave, or ordered to perform a journey on recall 
to India, he shall immediately communicate, in writing, to the 
authority specified in sub-para (2) below, the following 
information: 

(i) The date on which he expects to be ready to proceed to 
the post to which he has been appointed, or transferred, 
or to commence the terminal journey, and any other 
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information regarding himself which is necessary or 
relevant to the booking of passages for himself; 

(ii) the names, ages and full particulars of the members of 
his family and of his Indian servants, with an indication of 
the respective dates of travel of: - 

 (a) those who will accompany him:  

 (b) those who will precede him  

 (c) those who will follow him.  

(iii) if he or any member of his family or any Indian servant 
wishes to travel by a route other than the approved route 
or halt at an intermediate station and if so whether he 
has obtained the permission for such a course of action 
from the Ministry or the Head of Mission/Post as the 
case may be; and  

(iv) any other information relevant to the booking of the 
passage. 

(2) The information mentioned in sub-para (1) shall be intimated 

(i) by an officer serving in India, to the Under Secretary in 
the Ministry in charge of booking of passages through 
the Under Secretary in charge of the Personnel Section 
concerned. 

(ii) by an officer serving abroad, to the Head of Mission/ 
Post or an officer designated by the latter for the 
purpose. 

(3) The officer shall also promptly intimate to the authority 
mentioned in sub-para (2) above, any subsequent change in his 
plans or those of the other members of his family or Indian 
servants.  

(4) On receipt of the information mentioned in sub-para (1) 
above, the authority specified in sub-para (2) shall- 

(i)  if he considers that for any reasons the move of an 
officer serving abroad or the booking of the passage 
should be deferred, immediately inform the Ministry, or if 
the officer concerned is serving at Headquarters, the 
Joint Secretary (Administration), together with reasons 
therefor. If a delay in a final decision in the matter may 
involve the possibility of an enforced stay, the reference 
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should be made by telegram; 

(ii) if the previous clause is not applicable or if the orders of 
competent authority to give effect to the move have been 
received, take prompt action for the booking of 
passages; 

(iii) if the journey involves transshipment at one or more 
stations, give the nearest Indian Mission at or near such 
station of transshipment, the particulars of the passages 
required along with a request for booking the connecting 
passages required and confirming the fact of having 
made such bookings to him;  

(iv) if there is no Indian Mission at or near the station of 
transshipment, take such other action, through travel 
agents or otherwise, as may be necessary to secure 
connecting passages for each stage of the journey. 

(v) take such other action or make such arrangements as 
are calculated to avoid or minimise an enforced stay at 
the station of departure or enforced halts at one or more 
of the intermediate stations of transshipment and 
generally to reduce the expenditure of the Government 
on giving effect to the move of the officer, members of 
his family and Indian servants; 

(vi) promptly report, to the Ministry or the Head of the 
Mission/Post in which he is serving or to the Head of 
Mission/Post at any station of intermediate halt or 
transshipment, any facts which bear on the question of 
the avoidance of unnecessary expenditure by the 
Government; and 

16. Cancellation of passages: - (1) If after passages have 
been booked, it becomes necessary or desirable, in the public 
interest to postpone or cancel the journey of the person for 
whom they have been booked, the authority which was 
competent to authorise the journey may order them to be 
cancelled. The fee or penalty, if any, for cancellation shall 
thereupon be met by the Government and the expenditure, if 
any, already incurred by the officer himself, may be drawn by 
him as part of his traveling allowance bill.  

(2) If an officer or any member of his family falls ill before the 
commencement or in the course of journey on duty and is for 
that reason unlikely to be able to utilise the passages booked for 
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him, he shall forthwith report the position to the authority 
specified in sub-para (2) of para 15 above and also to the Head 
of Mission/Post in whose jurisdiction any intermediate stage of 
transshipment falls. He shall also forward to the authority 
referred to in sub-para (2) of 15 above, at the earliest possible 
opportunity, a medical certificate from the authorised medical 
attendant to this effect. On receipt of the intimation the authority 
referred to in sub-para (2) of para 15 above may authorise the 
cancellation of passages booked. Thereupon, the fee or penalty 
for the cancellation of any portion of the journey outside India 
shall be met by the Government. 

(3) If an Indian servant of an officer falls ill, the officer or 
members of his family shall not be entitled to cancel their own 
passages on that account. The Head of Mission/Post may, 
however, authorise the cancellation of the passage for the 
servant himself, the cost of such cancellation being met by the 
Government.  

(4) If passages booked for an officer have to be cancelled at 
his own request or for reasons personal to him, other than those 
referred to in sub-para (2) above, the fee or penalty for the 
cancellation shall be met by the officer himself. 

17. Non-utilisation of passages: If an officer or a member 
of his family or an Indian servant is unable to utilise the 
passages booked for him due to circumstances beyond his 
control the Government may authorise the reimbursement to the 
officer of the fee or penalty incurred by the non-utilisation of the 
passages and of any expenditure which the officer may have 
incurred by having to utilise alternative means or modes of 
transport. Otherwise, the fee or penalty for non-utilisation of a 
passage booked for an officer, a member of his family or Indian 
servant, and the differential higher cost, if any, of a passage 
which may subsequently have to be booked shall be borne by 
the officer himself.  
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Supplementary Instructions  

*I. TA advance & its adjustment  

(A) The following instructions should be strictly 
complied with: 

(i) TA advance should be limited to the amount which is 
absolutely necessary for the transit of the official 
concerned and members of his family.  Such advances 
should be worked out on the basis of the probable 
expenses by way of railway fares, air passages, 
incidentals and carriage of personal effects etc. after 
taking into consideration the number of the members of 
the official's family. But if any fares, charges, viz., air 
passages and transportation of personal effects are paid 
direct by the Missions under existing orders the same 
should be deducted from the approximate expenses 
worked out above. In no case TA advances be given in 
excess of TA thus worked out. If payments on the above 
account are made in excess, such payments will 
constitute unauthorised expenditure for which the sole 
responsibility will rest on the drawing and disbursing 
officer. (Before granting the advances the Controlling 
Officer should insist that written estimates of likely 
expenditure both in Indian as well as foreign currencies 
are submitted by the officials.) 

(ii) TA advance should normally be drawn by the officers 
from the last place of posting. However, if in any 
exceptional circumstances, (i.e. enforced halt at a transit 
point) where the expenses on journey cannot be 
anticipated, an officer can draw minimum amount of TA 
advance necessary for his stay at the transit point from 
the Indian Mission situated at that station 

*S.I. VI, VII, IX under Annexure XIII of IFS (PLCA) Rules 
(1990 edition). 

(iii) The cost of transportation of unaccompanied heavy 
baggage to the Shipping Agent/Travel agents can be 
paid by the Missions upto the limits prescribed for each 
category of officers for transportation of personal effects 
at Government expense on transfer by approved route. 
In regulating the payments in such cases on the basis of 
the actual entitlements, the free allowance allowed by 
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the air company/shipping company etc., for the journey 
of the officer by an approved route should also be taken 
into account. The payment thus made by the Mission 
directly to the Shipping Agent/Travel agents should be 
treated as TA advance and indicated as such in the LPC 
of the officer. The officer should not be paid any further 
TA advance towards the transportation of the 
unaccompanied personal effects. In other words the 
advance of TA payable to the officer should be related to 
such of the admissible items of expenditure for which no 
direct payment has been made/is to be made by the 
Mission. 

(iv) In connection with settlement of TA bills copies of 
vouchers denoting payments made to handling agents 
etc., on account of freight and handling charges for 
unaccompanied baggage of an officer should be sent 
invariably to the station where the officer has been 
transferred. 

(B) Adjustment:  

(1) Normally TA claims should be submitted to the 
Controlling Officer within a period of six month from the date 
following the date of completion of the journey. Where it is 
anticipated that it would not be possible to prefer a TA claim for 
settlement within the prescribed period of one year, the matter 
should be taken up with the Ministry in writing well before the 
expiry of one year limit. 

(2) Where it is decided to revive a lapsed TA claim which 
was preferred after more than 12 months but not more than 18 
months after the date completion of the journey, a penalty of 
10% of the gross amount of the claim (excluding cost of 
passages and freight etc. paid directly by the Mission) subject to 
a maximum of ` 5,000 shall be imposed.  

(3) Where it is decided to revive a lapsed TA claim which 
was preferred more than 18 months but not more than 2 years 
after the date of completion of the journey a penalty of 15% 
(excluding cost of passages and freight etc. paid directly by the 
Mission) subject to a maximum of ` 10,000 shall be imposed. 

(4) If a TA claim is not preferred within two years, it would 
not be necessary to examine request for its revival. Powers rest 
with the Administration to adjust/recover the cost of passages, 
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freight and other TA advances paid by the Government along 
with penal interest. It is further clarified that loss or misplacement 
of documents will not be considered as sufficient ground for 
relaxation of the rules. Procedure for considering revival of 
claims is cumbersome and time consuming. Requests for revival 
of claims will be considered for genuine reasons only provided 
that officer had informed the Ministry about the delay within a 
year from the date following the date of completion of the 
journey.] 

*(5) With a view to avoiding complication and individual 
references for relaxation of SR 194-A the following provisions 
may be made in the transfer terms of the officers and staff. 

"Shri/Smt./Kumari....................................... should submit 
his/her transfer T.A. claim within six months of his/her arrival at 
the station of posting abroad or India. Failure to comply with the 
above requirements will entail not only forfeiture of the claim but 
also recovery of the entire T.A. advance from his/her pay bill or 
any other dues in one installment. If due to 
unforeseen circumstances the T.A. claim cannot be submitted 
within the prescribed period of six months he/she should intimate 
the position stating the full facts and details of the claim to 
Administration well in advance for consideration". 

[ ] [Q/CA-IV/770/2/92 dated June 5th, 1997]  

(6)* In cases where T.A. claims have been submitted within 
the prescribed time-limit by Government servant concerned but 
could not be preferred or passed for payment by the 
Administrative authority due to reasons known to them, such 
claims should be regulated in terms of provisions as contained in 
Note 2 in para 2 of Ministry of Finance (Department of 
Expenditure) O.M. No. F.23(5)E.II/A/67 dated 24-4-68  
copy circulated vide No. Q/BF.II/799/1/67 (EAI/69/II/45),  
dated 22-10-69. 

In such cases sanction for relaxation of SR 194-A need not 
be issued, but the prescribed procedure for possessing such 
claims laid down in Rule 264(3) of General Financial Rules, 2005 
has to be followed. 

*S.I. VI under Annexure XIII of IFS (PLCA) Rules (1990 
edition). 

(7) (i) The provisions of S.R. 194-A apply to all T.A. claims 
irrespective of the fact whether they are preferred in full 
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or in part or whether it is a main T.A. claim or a 
supplementary one. 

(ii) As far as possible one consolidated claim should be 
submitted for a single journey and a supplementary 
claim may be submitted, where it is not possible to 
prepare a consolidated claim. In cases however, where 
a Government servant is not able to present his claim 
within the above limit for valid reasons such as non-
availability of LPC/receipt/vouchers etc. without which 
the claim cannot be presented, he should, without any 
delay, intimate the position to the Ministry stating the full 
facts and details of the claim and request permission for 
delayed submission or relaxation of the orders. 

Government of India Decisions (General Financial Rules 
2005) 

1) Procedure to be followed when advance is granted in 
single lump sum and claims preferred piecemeal-when a single 
lump sum advance is granted under Clause( c) of Rule 40 to 
cover the traveling expenses both of the Government servant 
himself and of his family, it may be adjusted by the submission of 
more than one bill if it so happens that the members of the 
Government  servant's family do not actually make or complete 
the journey with him. In such a case, the Government servant 
should certify on each adjustment bill submitted by him that a 
further bill in respect of traveling allowance of the members of his 
family, who have not yet completed the journey, will be submitted 
in due course and is expected to include an amount not less than 
the balance of the advance left unadjusted in his bill. 

2) Procedure to watch over the TA advance and effecting 
recovery when the claim for TA is forfeited: Where a Government 
servant has not submitted the adjustment traveling allowance bill 
in due time and subsequently his right to traveling allowance 
claim stands forfeited under SR 194-A, the advance drawn by 
him shall be recovered from his pay bill or any other dues in one 
installment by the authority competent to sanction such an 
advance. In order to keep a watch over the traveling allowances 
advances drawn by Gazetted officers who are their own drawing 
Officers and to enforce the refund of such advances after the 
forfeiture of officer's traveling allowance claim, the Controlling 
Officers/Head of Office shall maintain a register indicating (i) 
Serial No. (ii)Name of the officer to whom the TA advance has 
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been sanctioned, (iii) Quantum of advance, (iv) No. And date of 
orders sanctioning the advance, (v) Date on which adjustment 
bill has been submitted, (vi) Reasons for not submitting the bill 
immediately on completion of the journey, (vii) Whether the time-
limit has expired and if so, whether audit has been requested to 
issue retrenchment slips, (viii) Remarks, if any. This register 
should be checked every month by the Controlling Officer/Head 
of Office, as the case may be, and in cases where the right to TA 
claim stands forfeited in terms of SR 194-A, i.e. TA advances are 
pending adjustment for more than one year, the Audit and/or 
Accounts officer should be asked to issue the necessary 
retrenchment slips to the Treasury officers concerned. 

Ministry of Finance (Department of Expenditure) O.M. No. 
F.23(5)E.II/A/67 dated 05.03.1969 and 30.3.1970 and no. 
F.17(2)-E.II(A)/70 dated 16.03.1971) 

Added 

Rule 265(1): Procedure for dealing with time barred claims-
Even a time barred claim of a Government servant, shall be 
entertained by the concerned authority, provided that the 
concerned authority is satisfied that the claimant was prevented 
from submitting his claim within the prescribed time limit on 
account of causes and circumstances beyond his control. 

Rule 265(2): A time barred claim referred to in Rule 265(1) 
shall be paid with the express sanction of the Government 
issued with the previous consent of the Internal Finance Wing of 
the Ministry or Department concerned. 

(8) To facilitate prompt settlement of the TA claims the 
following points are stressed for compliance: 

(i) The transfer TA claim becomes due on the date of 
arrival of the officer at the station abroad/date of 
disembarkation at the first port of entry into India. 

(ii) Officers should make it a point to preserve all relevant 
documents and present the claims in time; non-
submission of claims due to misplacement of documents 
will not be accepted as valid reason. 

(iii) It is the responsibility of the officers to see that the claims 
are presented to the authorities concerned within the 
prescribed time-limit. It is not sufficient that the details of 
TA claims are furnished to the Cash Branch of the 
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Ministry/Accounts Sections in the Missions/Posts abroad 
in time. It should be ensured that the claims are actually 
preferred, got countersigned where necessary by the 
Controlling authority and passed for payment within the 
time limit. 

(iv) The claims should be furnished to the Cash Branch of 
the Ministry/Accounts Sections in the Missions/ Posts 
abroad sufficiently in advance (within six months of the 
completion of journey) to enable them to scrutinise and 
prepare the claims and present the same in time.  

*(v) TA claims in respect of the journeys performed by the 
officer and/or his family members should be considered 
as falling due for payment on the date succeeding the 
date of completion of each individual journey. Similarly 
the TA claims in respect of the transportation of personal 
effects should be considered as falling due on the date 
succeeding the date on which the personal effects are 
actually delivered to him. Hence, in cases where it is 
anticipated that there would be delay in the delivery of 
personal effects, submission of TA claims for each 
individual journey should not be delayed but submitted 
within six months stating therein that the supplementary 
claim for the members of family/transportation of 
personal effects will be subsequently submitted. 

*S.I. VIII under Annexure XIII of IFS (PLCA) Rules (1990 
edition). 

 (9) As to whether the payment of TA bills after adjusting the 
advances drawn by the officers should be made in the local 
currency or in rupees by RBI draft, following should be followed:  

(i) On transfer from Mission abroad to Headquarters  

 Advances drawn in Indian or local currency should be 
shown separately in TA adjustment bill, to enable Audit 
to verify that the advances made in local currency or in 
rupees do not exceed the actual requirements. In cases 
where any recovery is to be made after adjusting the 
advance, the payment as well as recovery of unspent 
balance of TA advance should be made in rupees only. 
However, in the cases where official had not drawn any 
advance from the Mission the entire TA claim may be 
settled in rupees. 
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(ii) On transfer from one Mission to another including home 
leave  

 The TA claim may be prepared as in (i) above and 
advances may be adjusted on the basis of actual 
expenditure incurred in local or Indian currency as the 
case may be. If any reimbursement is to be made on 
account of traveling allowance the same should be made 
in local currency of the country of posting or in rupees in 
the same proportion in which the expenditure was 
incurred in excess of the advance drawn in foreign 
currency or in Indian currency as the case may be. This 
procedure should also be applied for reimbursement of 
traveling allowance where the officer had not drawn any 
TA advance. The recovery on account of unspent 
balance of TA advances may be made from the pay bills 
drawn in the country of posting. 

 (iii) On transfer from Headquarters to Missions abroad  

 The procedure as in para (ii) above should be followed 
for preparation of TA bills, adjustment of TA advances 
and the reimbursement of expenditure on traveling 
allowances. The recovery on account of unspent 
balance of the TA advance drawn at headquarters 
should be made from pay bills drawn in the country of 
posting. 
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APPENDIX I  

CEILING OF VARIOUS PAYMENTS TO THE CLEARING 
AGENTS ENGAGED BY THE OFFICERS FOR CLEARING OF 
THEIR PERSONAL EFFECTS.  

I. When the baggage is cleared at Bombay or at any 
other port or border checkpoint: 

   Weight categorisation in kgs. 
  2800 1400  700 

1. Port Trust Charges   Actuals   
2. Shipper's Destuffing 
Charges  

  Actuals   

3. Crane charges    Actuals   
4. Escort Fee   Actuals   
5. Transport within 
docks/checkpoint  

1150 770 670 

6. Opening, closing & 
Sealing of the baggage to 
facilitate customs 
examination  

860 770 580 

7. Porterage within docks/ 
checkpoint   

1060 960 670 

8. Agency & Handling 
charges 

4990 4030 2880

     
II. When the baggage is brought to Delhi under custom 
bond: 

(A) Charges in Bombay or at any other port or border check 
point: 

1. Port Trust charges   Actuals   
2. Shipper's Destuffing 
charges   

  Actuals   
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3. Escort and transmission 
fees 

  Actuals   

4. Crane Charges   Actuals   
5. Transport within 
docks/checkpoint   

1150 770 670

 6. Porterage within 
docks/checkpoint 

1060 960  670 

7. Transportation from 
docks checkpoint to 
Bombay railway station or 
to the truck including 
loading & unloading 
charges 

1440  1340  1060  

8. Agency & handling 
charges  

4800 3840 2690

 (B) Charges in Delhi:  
1.Loading /Unloading 
charges at railway 
Station/Truck depot 

960 770  670 

2.Transportation from 
railway station/truck depot 
to custom House  

1060 960  860 

3. Opening, closing & 
sealing of baggage for 
facilitation custom 
examination  

860  770 580 

4. Crane charges   Actuals   
5. Escort fees etc. 
charged by customs 
authorities 

  Actuals   

6.Transportation from 
customs house to 
Residence 

(According to supplementary rules) 

  

7. Agency charges  1920 1340  960 
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III. When the baggage is booked directly upto and cleared at 
Inland Container Depot, Delhi.  

1. Inland haulage 
charges for the 
container charged by 
shipping Company  

  Actuals   

2. Destuffing charges   Actuals   
3. Crane charges   Actuals   
4. Porterage within 
Depot 

960 770 580  

5. Opening, closing& 
sealing of baggage for 
facilitation of customs 
examination 

770 670  580  

6. Agency charges 3840 3360 2400

These handling/agency charges will be applicable for 
transfer from Headquarters to Missions abroad as well and also 
for transportation of baggage by Air.  

Note (1) If an officer does not engage a handling agent and 
arranges the clearance of baggage personally the charges paid by him 
to the porters/coolies should be classified as "porterage charges" and 
not as unloading/loading charges of travel agents. 

Note (2) Charges to be reimbursed on the basis of "Actuals" are to 
be supported by receipts 

Note (3) {Service Tax of 10% of Agency charges plus educational 
cess of 2% on Service Tax, is admissible. Henceforth Service Tax will 
be reimbursed as per rates fixed by the Government of India from time 
to time.} 

{ } As amended vide No Q/CA IV/764/1/99 dated 9.2.2005 
Note (4) These handling/agency charges will be applicable for 

transfer from Headquarters to Missions abroad as well as also for 
transportation of baggage by Air. 

As circulated vide Circular No Q/GA/791/17/05 dated 
22.8.2005 in terms of letter no Q/CA-IV/764/1/99 dated 
26.5.2003.
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APPENDIX II 

Guidelines for preparation of TA Claims  

1. TA Claims for Duty Tour  

Please indicate the following information:  

(i) Particulars of the journey, mentioning the time of 
departure and arrival at each station. 

(ii) Specific purpose of the journey (such expression as 
official journey' is not deemed enough) 

(iii) Details of actual expenditure, if any incurred. 

(iv) The distance in km. when claiming taxi charges or 
mileage allowance. 

(v) Whether you were treated as state guest.  

Please attach the following documents:  

(i) Receipt of airport tax. 

(ii) Used air/bus/train tickets; the numbers of train tickets will 
do when these tickets have been surrendered to the 
railways. 

(iii) Copy of sanction in case of tour abroad; in case of tour 
within India, approval of the Head of Division. 

(iv) In case of air journey within India copy of sanction 
(where applicable). 

(v) A certificate from the Indian Mission concerned, in case 
of enforced halt at a station. 

(vi) A copy of the voucher, if you have drawn advance of 
Cash Allowance. In case you have not, a certificate to 
this effect from the concerned Mission. 

(vii) Approval of the competent authority, in case the journey 
has been performed in officer's personal car (instead by 
rail or road).  

II. LTC Claims  
In addition to the relevant information and documents as 

detailed in Section I, officers claiming LTC may please give the 
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following information: 

1. Whether prior intimation for availing LTC was given to the 
personnel section `concerned. 

2. Block of years for which LTC is claimed. 

3. Declared Hometown and whether the claim is for 
Hometown or for elsewhere in India. 

4. Shortest distance, if the journey was by a longer route. 

5. Name and age of dependents for whom LTC has been 
claimed; for children aged 18 years and above, please certify 
that they are dependent on the officer. 

6. Whether LTC advance was drawn; if so, please give 
details. 

7. If the journey was performed in a private car or in a 
conducted-tour bus, please contact Cash-III Section to ascertain 
what further information is required to be furnished. 
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ANNEXURE XIV 

TRANSPORTATION OF PERSONAL CAR  

[Authority: - M.E.A. letter No. Q/GA/791/24/86 dated 
7.8.1986]  

*1. The cost of transportation of one personal car shall be 
admissible to the members of the IFS, Grade I officers of 
IFS(B),Principal Private Secretaries, Representational Officers 
and Grade I Non-IFS officers who are drawing pay in the 
revised pay band + Grade Pay ( PB-3, ` 15600-39100+ Grade 
Pay ` 6600) and above ( and also equivalent scale). 

*As per Sixth Central Pay Commission 
Note 1: - officer- couples posted to the same Mission abroad are 

considered individual entities for purposes of this Annexure and are 
separately entitled to motor car advance, reimbursement of cost of 
transportation and insurance, repatriation facilities etc. provided other 
necessary preconditions are complied with. 

(Q/GA/791/24/86 dated 30.7.1987) 
Note 2: - The Head of Chancery, before forwarding the claim for 

reimbursement of the transportation charges preferred by the officer, as 
per detailed proforma in Appendix I, to the Ministry, may satisfy himself 
about the  admissibility/genuineness of the claim. 

(Q/PA-II/722/2/87(EAI/90/I/5) dated 14.2.1990) 

2. At a station where a personal car is required by an officer 
for the effective discharge of his duties, reimbursement of 
transportation costs would be permitted: 

 (i) For a car which the officer possessed at the time of his 
posting to the next station. 

(ii) In case an officer did not possess a car at the previous 
station, then for a car he purchases for use at the next 
station of posting. In this case, reimbursement of 
transportation costs would be from the place of purchase 
or the place of manufacture of the car to the station of 
posting, limited to the cost of transportation for a similar 
car from the previous station of posting to the next 
station of posting.  

[Provided that where an officer is transferred from 
Headquarters to neighbouring Missions/Posts viz. Afghanistan, 
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Bangladesh, Bhutan, Myanmar, Iran, Maldives, Nepal, Pakistan 
and Sri Lanka, the actual cost of transportation from the place of 
purchase or manufacture of the car to the station of posting shall 
be reimbursed to him.]  

[ ] [No. Q/GA/791/24/86 dated 24.7.1987] 

3. (i) Reimbursement of transportation costs would be 
allowed in case of (i) above if the car is transported to 
the new station of posting within six months of an 
officer's taking over charge at that station and in case of 
(ii) above if the car is paid for in part or full within six 
months of taking over charge at the next station of 
posting abroad. In exceptional circumstances, the above 
time limit of six months can be relaxed upto one year in 
consultation with the Financial Adviser (EA). 

(ii) Officer should produce Bill of Lading/manufacturer's 
invoice as proof of expenditure actually incurred on 
transportation of a car. In case of purchase through a 
local dealer, the officer should produce dealer's invoice 
specifying the amount charged towards transportation of 
the car from the place of manufacture. The claim of the 
officer shall be restricted to the estimate of transportation 
charges obtained through the Indian Mission in the 
country of manufacture. 

*(iii) Officer should furnish `Essentiality Certificate' from the 
Head of Office for the grant of a motor car advance for 
the purchase of car, and for the reimbursement of 
transportation charges of a car. 

*vide order No. Q/GA/791/19/88 dated 28.1.91. JS (AD) has 
certified that it is essential for all RG Officers to maintain a car. 
Essentiality Certificate for RG Officers in individual cases is, 
therefore, not required.  

(iv) Transportation costs will be admissible only in respect of 
a car which does not exceed six meters in length. 

4. If an officer is ab-initio posted to a station abroad for less 
than a full term i.e. the normal tenure fixed for a Mission by the 
Ministry from time to time, he shall not be entitled to the cost of 
transportation of car purchased at such a station.  

5. An officer who is transferred to India on retirement will be 
reimbursed the cost of transportation of his personal car 
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provided the car is purchased/transported within six months of 
his assuming the charge of his post abroad and the same is 
maintained till the terminal journey. 

6. (i) If an officer eligible for reimbursement of the cost of 
transportation of his personal car between any two 
places, otherwise than under para 4, possesses a car, 
which by reason of its age, condition, type of road 
conditions at the station abroad to which he has been 
transferred, is in the opinion of the Government 
unsuitable for use there, then the Government (i.e. the 
Ministry) may authorise him, subject to current local 
regulations to sell it at the last station of his posting, and 
to purchase and transport another car to his next station 
of posting abroad. The officer shall there upon be 
entitled to be reimbursed the actual cost of transporting 
of the newly acquired car from the place where it is 
purchased or where it is manufactured to the station of 
his next posting within the limit of the amount, which he 
would have been entitled to, had he transported his 
previous car from his previous station of posting to his 
next station of posting:  

 Provided that reimbursement under this para shall not be 
admissible unless the aforementioned car is paid for in 
part or full within six months of taking over charge at the 
next station of posting abroad. In exceptional 
circumstances, the above time limit may be relaxed upto 
one year in consultation with the Financial Adviser (EA).  

(ii) Prior sanction of the Government for the sale of his old 
car by an officer shall be necessary for the purpose of 
claiming transportation charges for his newly acquired 
car under the provision of this para without prejudice to 
the powers vested with the Ministry and/or the 
Government of India's Representative abroad for 
authorising sale of conveyance by the Government 
servants, either under the provisions of General 
Financial Rules or under the provisions of Conduct 
Rules. The provision of this para shall equally apply to 
officers transferred to Missions abroad from India. 

(iii) The cost of transportation of a reconditioned/second 
hand car shall also be admissible under these rules. 
However, in such cases the reimbursement shall be 
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limited to the cost of transportation of the car from the 
place of its purchase to the station of posting i.e. the 
actual cost of transportation of the reconditioned/second 
hand car incurred by the officer. No reimbursement shall 
be admissible for purchase of such cars from local 
dealers. [No. Q/PAII/722/2/87(EAI/90/I/5) dated 
14.2.1990]  

7. Reimbursement of transportation charges will be limited to 
the amount admissible had the car been sent unboxed at the 
cheapest rate available by sea on approved route or any part 
thereof. The cost of boxing of a car and the additional 
expenditure thereon for insurance, etc. will also be borne by the 
officer. [However, where the shipping companies do not accept 
the cars in an unboxed condition, the cars may be transported in 
containers subject to a certificate being obtained from the 
Shipping company that they do not accept the cars in an 
unboxed condition.] 

[] [No.Q/GA/ 791/35/88 dated 16.12.92] 

8. If a personal car is transported by rail, by the approved 
route the officer shall be entitled to the reimbursement of the 
actual cost of transportation or of freight at the cheapest rate 
available for transport of an unboxed car by passenger train, 
whichever is less. 

9. If an officer boxes his car and transports it by goods train, 
he shall be entitled to the actual freight by the goods train for the 
boxed car and also to the cost of transportation of the boxed car 
from his residence to the railway station at the station of 
departure, between unloading and loading points at an 
intermediate station of transhipment and from the station of 
unloading to his residence at the station of destination within 
always the limit of the cost, which would have been incurred, had 
the car been transported unboxed by passenger train. 

10. The transportation of car by road will be subject to the 
provisions as under: -  
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RATE OF ALLOWANCE  

Mode of 
transportation  

Between the places 
connected by rail /ship  

Between the 
places not 
connected by 
rail/ship  

(1) (2)  (3)  
(i) When the 
car is sent 
under its own 
propulsion 

*` 16.00 per km limited to 
expenditure on transportation 
by passenger train or rail/ 
ship.  

*` 16.00 per 
Km  

(ii) when the 
car is sent 
loaded on a 
truck 

Actual expenses limited to the 
lower of the freights charged 
by rail/ship. 

Actual 
expenditure 
subject to. the
car being
transported by
the 
manufacturer's 
agent.  

 
*Rate of mileage Allowance revised vide  Ministry of 

Finance, Deptt. Of Expenditure O.M. No. 19030/3/2008-E.IV 
dated 23.09.2008 

Note 1. [Ministry of Finance has revised the rate of road mileage 
allowance for journeys by own car to the effect that it would be the same 
as notified by the concerned Director of Transport for taxi/auto 
rickshaw.] 

[ ] MoF O.M. No. 19030/3/86-E.IV, dated 10-6-1986.  
Note 2. Where the car is sent under its own propulsion the 

Government servant and the members of his family traveling in the 
same car would not be entitled to any separate mileage allowance or 
fare by rail/air. 

11. The reimbursement of the cost of transportation of car 
shall include, in addition to freight charges or the mileage rate 
admissible under the above paras the actual incidental charges 
such as ghat-charges, river dues, dock dues, loading and 
unloading charges, port trust-charges or road tolls, handling 
charges and any other obligatory fees and charges.  
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12. The officer shall also be entitled to the cost of insurance 
of the car during its transit by rail, road or ship. 

13. If insurance is available by the payment of additional 
premium on the insurance policy for the car already paid by the 
officer, he shall be entitled to be reimbursed with the additional 
premium which had to be incurred within the limit of the amount 
which would have been admissible under para 12.  

14. If the Government is satisfied that a normal Insurance 
policy is not available, the Government may authorise an officer 
to insure his personal car against additional risks also. An officer 
so authorised shall be entitled to be reimbursed with the 
additional cost of insurance incurred against such risks.  

15. If an officer has transported his personal car to a station 
at the expense of the Government, and has been reimbursed the 
actual cost of transportation and is permitted to sell the said 
personal car, at the station to which it has been transported, 
within one year of its arrival there, he shall refund to the 
Government the whole of the amount drawn by him for its 
transportation to that station.  

16. If on an occasion when para 15 would normally apply the 
car suffers serious deterioration, as a result of an accident or 
otherwise, and the Government are satisfied that it would not be 
reasonable to require the officer to continue to possess or use 
the said car until the completion of one year from the date of its 
arrival at that station and the prior consent of the Government to 
the sale of the car has been obtained, the Government may 
wholly or partly exempt the officer from the operation of para 15. 

17. (i) If an officer transports his personal car to a station or 
to India at the Government's expense and is reimbursed 
with the cost of its transportation and then he sells or 
proposes to sell the car at that station, and the 
Government is satisfied that the officer will or is likely to 
receive a price very considerably in excess of the price 
which he had paid for the car and its accessories, the 
Government may, as a condition of the grant of 
permission to sell the car, require him to refund all or any 
part of the amounts drawn by the officer for the cost of 
its transportation to that station.  

(ii) 25% of the cost price may be taken as reasonable profit 
for the purpose of ascertaining of excessive profit in (i) 
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above. The cost of the car for the purpose of this para 
would be calculated as under: - 

(a) The customs duty payable by the Government servant at 
the time of importing their car into India shall be added to 
the cost price of the car for determination of profit on the 
sale of the car in India. 

(b) The cost of transportation of the car already reimbursed 
to the officer shall, however, be excluded while 
calculating the profit.  

The officer should be required to refund part or whole of cost 
of transportation charges out of the profit received in excess of 
25%.] 

[ ] (No. Q/GA/791/1/87 dated 1.5.87) 

(iii) Permission of the Government will be necessary for the 
sale of car even if the officer is eligible to sell the car 
under any other Orders/Rules. 

18. Subject to all the provisions in the above paras, an 
officer may transport his car to the station of his next posting by 
a route other than the cheapest direct route, provided that the 
expenditure to the Government shall be limited to that 
permissible had the car been transported by the cheapest direct 
route to the station of posting.  
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ADDITIONAL INSTRUCTIONS  

REGARDING MOTOR CAR ADVANCE, CONVERSION 
FACILITY ETC.  

I. Advance and conversion facility (1) Grant of car 
advance and conversion facilities in foreign exchange-
Delegation of powers regarding 

Ministry of External Affairs may sanction motor car advance 
and conversion facility, in foreign exchange, for purchase of 
motor cars by Government officials posted in our Missions and 
Posts abroad subject to the fulfillment of the criteria laid down in 
General Financial Rules and other conditions prescribed from 
time to time. 

[MoF (DEA) No. F1/48/EC/80 dated 11.9.1981]  

(2) Quantum of Advance 

(i) This is governed by GFR (General Financial Rules) 21, 
which provides: - 

*21 (1)- AMOUNT OF ADVANCE -The total amount of 
advance, which may be granted to a Government servant for the 
purchase of a motor car for the first occasion shall not exceed ` 
1,80,000(Rupees one lakh eighty thousand) or eight months' 
pay in the pay band of the Government servant or the 
anticipated price of the motor car to be purchased by the 
Government servant, whichever is the least. If the actual price of 
the motor car purchased by the Government servant is less than 
the amount of advance, then he shall refund the balance to 
Government forthwith. 

*Min. of Fin. (Exp.) O.M. No. 12 (1)E. II (A)/2008 dated 
24.10.2008  

**21 (2) -The quantum of advance that may be granted on 
the second or subsequent occasions for the purchase of a motor 
car shall not exceed ` 1,60,000(Rupees one lakh sixty thousand) 
or eight months' pay in the pay band of the Government 
servant or the anticipated price of the motor car to be 
purchased, whichever is the least. Such second or subsequent 
advances for the purchase of a motor car will be admissible only 
after four years, reckoned from the date of drawal of the last 
advance, have elapsed.  



ANNEXURE - XIV: TRANSPORTATION OF PERSONAL CAR 

258 

 

Provided that this restriction of 4 years shall not apply in the 
following cases: -  

(a) where an advance had been allowed earlier for the 
purchase of a motor cycle but it is desired to draw the 
advance for the purchase of motor car. 

(b)  where a Government servant disposes of his motor car 
in India prior to his posting abroad or deputation/training 
abroad lasting more than one year and returns to India 
without a motor car. 

(c) where a Government servant is appointed to a regular 
post abroad and does not take his motor car alongwith 
him. 

**Min. of Fin. (Exp.) O.M. No. 12 (1)E. II (A)/2008 dated 
24.10.2008  

Note 1 The word "price" used in the above sub-rules includes the 
registration money paid for in advance by the Government servant to 
the dealer while booking for the new car and which is later adjusted by 
the dealer on allotment/delivery towards the price of the new car. 

Note 2 Where a Government servant desires to keep two vehicles 
of different types i.e. a motor car and a motor cycle/scooter and has 
purchased one type of vehicle with the advance drawn from the 
Government and wants to have advance for purchasing a different type 
of vehicle, he may be sanctioned the same, under the provisions of 
General Financial Rules, as amended from time to time, without being 
required to sell the previous vehicle, provided he repays the outstanding 
amount of advance with interest before drawing the fresh advance. An 
advance given in such a case will be treated as second advance. 

[] [Min. of Fin. (Exp.) O.M. No. 23 (19) - E - II (A)/86 dated 
23.7.1987 and Min. of Fin. (Exp.) O.M. 16 (1) E.II (A)/97 dated 
11.12.1997  

[21 (3) A Government servant holding regular post abroad or 
on training/deputation abroad for period exceeding one year who 
is otherwise eligible for the grant of motor car advance under 
these Rules may be granted an advance admissible to him in the 
above sub-rules in two installments: first at the time of purchase 
of the car abroad and the second at the time of payment of 
customs duty on the car brought into India on completion of his 
tenure.  

Note 1 In this Rule, the expression "actual price" includes sales tax 
and the cost of such items e.g. spare wheel, tyre and a tube or a pillion 
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seat in a scooter, on the purchase of which the purchaser has no 
choice. It does not, however, cover the cost of certain accessories, e.g. 
radio in a car, plastic covers, which are not essential and are purchased 
by the customer of his own volition. Insurance and registration charges 
of the vehicle are also not included in "actual price". 

Note 2 The expression "actual price" used in this Rule shall also 
cover in the case of first purchase, the following items: - 

(i) the cost of transportation of the conveyance up to the 
place of the duty of the Government servant concerned 
at the time of purchase irrespective of whether the 
transport is arranged by the distributors or by the 
Government servant himself, and 
(ii) the octroi charges actually paid. 

Note 3 The maximum amount of the advance for the purchase of 
motor car by officers of the Indian Foreign Service or Central 
Government servants holding regular posts abroad will be the amount 
specified in this Rule or the amount admissible from the foreign 
exchange angle, whichever is less. In this case, the `actual price' may 
also include purchase tax payable outside India and customs duty 
payable in India. 

[] [MoF (Exp.) O.M. No. F-16 (4) - E.II (A)/86 dated 
15.5.1986] 

[21 (4) A Government servant, who fulfills the conditions 
specified in rule 21 (3) for the grant of advance for payment of 
customs duty and who has not drawn advance in terms of rules 
21 (1) & (2) for the purchase of motor car, may be sanctioned the 
advance for payment of customs duty levied on the car brought 
alongwith him to India, in one installment, as per his entitlement 
in terms of rule 21 (1) above. The advance paid for payment of 
customs duty should be regulated in accordance with the 
provisions of rules for sanctioning advance for the purchase of 
motor car.] 

[] [Min. of Fin. (Exp.) O.M. No. 12 (1)E. II (A)/2008 dated 
24.10.2008 

(3) Payment of Advance: The payment of advance will be 
expressed in rupees and may be disbursed in the local currency 
of the country where the official is serving at the official rate of 
exchange. The disbursement may be allowed in the currency 
other than local currency subject to the condition that official 
making request for the same has to make payment in that 
currency. This should, however, be supported by documentary 
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evidence.  
Note: - No car advance will be sanctioned to an official whose 

tenure of the service abroad is for a period of one year or less. Further a 
motor car advance will not be sanctioned to an official posted from one 
station abroad directly to another station abroad unless a minimum 
period of 4 years has elapsed from the date of sanction of earlier 
advance. No motor car advance will, however, be allowed to an official 
at the same station in which he is serving even though the period of 4 
years may have elapsed. 

[(MoF/DEA) No. F.1/48/EC/80 dated. 11-9-81]  

4. Conversion Facility: The ceiling for conversion facility in 
foreign exchange for purchase of cars by the GOI officers posted 
in Missions/Posts abroad will be ` 2,20,000.00. In addition the 
officer can draw Motor Car Advance in convertible currency. If he 
does not avail of the Motor Car Advance, the conversion facility 
shall be restricted to ` 2,20,000.00 only. 

[] [No. Q/GA/791/28/86(EAI/98/I/28), dated 14.7.1998] 

[The Ministry of External Affairs may recommend conversion 
facility for purchase of car direct to the Reserve Bank of India 
subject to the following guidelines: - 

(i) The conversion facility will be allowed at the official or 
commercial rate of exchange whichever is beneficial to 
the Government. 

(ii) Any proposal to sanction conversion facilities in free 
foreign exchange in the case of an official posted to 
countries where rupee facilities are normally admissible 
(including Bilateral Group of countries) will continue to 
be referred to Ministry of Finance, Department of 
Economic Affairs for approval]. 

[] [MoF (DEA) No. F.1/48/EC/80 dated 11.9.81]  

(5) Recovery/Repatriation 

Rule 23: Recovery of Advance: - 

(i) [The amount of advance granted to a Government 
servant for the purpose of motor car under Rule 21 shall 
be recovered from him in such number of equal monthly 
installments as he may effect, not exceeding 200. The 
Government servant may at his option repay more than 
one installment in a month. 
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[ ] [Compendium of Advances-GFR 2005] 

[(ii) The recovery of the advance together with interest 
thereon will be effected through the pay bills of the 
official concerned at the appropriate rate of recovery that 
may be indicated in the sanction for the grant of 
advance. 

*The rate of exchange for the purpose of recovery from the 
paybills shall be the rate of exchange at which the Motor Car 
Advance was drawn. If the disbursement of pay and allowance is 
in more than one currency, the recovery, too, would be in the 
same proportion. 

*Q/GA/671/2/77 dated 18-12-90 

(iii) The foreign exchange sanctioned for conversion facility 
will be repatriated by the official concerned through 
banking channels and through RBI drafts where normal 
banking channels are not available. 

(iv) The entire amount of foreign exchange sanctioned to an 
official in the form of car advance and/or conversion 
facility will be on repatriation basis and is recoverable in 
full during the tenure of the officer abroad. If any amount 
remains outstanding at the time of an official's transfer, 
he will have to refund the same by sale of his car, if 
necessary. The HOC shall issue a certificate at the end 
of the tenure of the officer that the amount has been 
repatriated. 

(v) In the event of transfer of an official where the 
refund/repatriation of the balance of car advance and/or 
conversion facility has to be made by sale of car, the 
refund/repatriation will be in the currency in which the 
sale proceeds of the car have been received by the 
officer.] 

[ ] [MoF (DEA) No. F.1/48/EC/80, dated 11.9.1981] 

[(vi) Only recoveries of motor car advance through regular 
pay bills of the officers in Missions abroad, remittances 
made, through Reserve Bank of India drafts and/or 
remittances to India through commercial banking 
channels by them will be taken into account for purposes 
of obligatory repatriation of foreign exchange.] 

[ ] [No. Q/GA/671/2/77 (EAI/80/I/12) dated 26.3.1980] 
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(vii) Repatriation of Sale Proceeds of Car: India based 
officers and members of staff posted in Missions/Posts 
abroad, who sell their personal cars in non-convertible 
currencies, shall be entitled to repatriate the entire sale 
proceeds to India through RBI drafts (NNRE). 
[Repatriation of the sale proceeds of the car shall be 
limited to the purchase price of the car as certified by the 
HOM/ HOP and reflected in the proforma notifying the 
acquisition of the movable property. In case of the sale 
proceeds being more than the purchase price of the car, 
the disposal of the excess amount shall be the 
responsibility of the officer. All such cases will of course 
have to be reported to the Ministry by the officers 
concerned.] 

[] As per letter no Q/GA/747/1/83 dated 7.1.2002 

The repatriation of entire sale proceeds shall be allowed 
provided following conditions are satisfied: -  

(a) That the officer should have repatriated the amount of 
foreign exchange which was released to him for the 
purchase of the car. If the whole amount of foreign 
exchange has not been repatriated then the outstanding 
amount should be repatriated in convertible currency 
and only the balance amount would be allowed to be 
repatriated by RBI draft facility. 

(b) That while allowing repatriation facility through RBI draft 
the Head of Mission shall certify that the Mission is in a 
position to absorb the local currency which would be 
accruing to it by providing RBI facility. 

(c) That the official who has requested for repatriation of sale 
proceeds should have repatriated the conversion facility 
availed of and it is only the balance of the sale proceeds 
that he has requested for being repatriated through RBI 
draft.  

Further the following conditions also shall apply for being 
entitled to this facility: 

(i) The car has been in possession of the officer for the last 
13 months. 

(ii) The sale has been made with the knowledge of the 
HOC. 
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(iii) The declaration of the sale price of the car by the official 
is certified correct by the HOC and HOM/ HOP. 

(iv) Ten percent (10%) of the sale proceeds are paid to the 
Mission as handling charges and will be credited into 
Head: 0070-Other Administrative Service -(ii) Other 
Receipts. 

(d) The conversion into Indian rupees of sale proceeds for 
the issue of RBI draft will be made at the commercial 
rate or official rate of exchange prevailing on the date of 
conversion whichever is beneficial to the Government. 
However, in stations where no commercial rate of 
exchange is available for Indian rupees, the rate of 
exchange between the local currency and Indian rupees 
should be worked out by using the hard currency of 
remittance from India at the rate at which the local bank 
converts this currency into local currency. The rate of 
exchange thus arrived at should be compared with the 
prevalent official rate of exchange (on the date of 
conversion) between local currency and Indian Rupee. 
Whichever of these two rates is beneficial to the 
Government should be applied for conversion of sale 
proceeds into Indian Rupees. 

(e) Heads of Missions/Posts shall be empowered to 
sanction the repatriation of sale proceeds of the car in 
respect of officers under their charge.  

These powers can be exercised by HOM/HOP in respect of 
their own personal cars also.] 

[ ] [No. Q/GA/747/1/83(EAI/93/I/10) dated 26.4.93 and 
(EAI/93/I/30) dated 21.9.93] 

 (viii) [Method of Calculation of Interest on Advance paid 
to Government servants: - 
 

(i) When the recovery is regular and paid in equal 
installments 

 n x (n+1)/ 2 X Rxr/ 100 X 1/ 12  

(ii) When recovery is regular and paid in equal installments 
and balance is paid in lump sum: 

 (n+1)/2x(a+L) X r/100 X 1/ 12 
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(iii) when number of installments is irregular: Total balance of 
Principal X 1/ 12 X rate of Interest/100 

 n= No. of installments paid, 

 R= Monthly rate of recovery, 

 r= rate of interest, 

 a=amount of advance,  

 L=lump sum amount paid.] 

[No. Q/PA-II/772/34/78, dated 12.6.1980]  

(ix) Borrowing rate of Interest  

Year Rate of interest for Motor Car
advance (per annum) 

2005 -06  11.50% 

2006 -07 11.50% 

2007 -08 11.50% 

2008-09 11.50%  

2009 -10 11.50%  

2010-11 11.50% 

2011-12 11.50% 

2012-13 11.50% 

II. Additional Cost of Car Insurance  

(1) A Representational Grade Officer serving in an Indian 
Mission or Post abroad shall be entitled to reimbursement of part 
of the cost of insurance of his personal car upto a maximum 
value of ` 1,60,000/-. The reimbursable amount shall be 
calculated by deducting from the cost of the annual automobile 
premium on comprehensive insurance of the cheapest variety a 
sum of ` 5,000/- (if the officer is entitled to any no-claim bonus in 
the country concerned, the amounts to be deducted from the 
premium paid, to arrive at the amount to be refunded, are  
` 4000/- with a 20% no-claim bonus, ` 3500/- with a 30% no-
claim bonus, ` 2750/- with a 45% no-claim bonus, ` 2500/- with a 
50% no-claim bonus and ` 2,000/- with a 60% no-claim bonus); 

The above entitlement is subject to the following conditions: - 
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(a) Only Representational Grade Officers serving in Missions 
and Posts abroad are entitled to this facility. 

(b) The entitlement is applicable with respect to only one car 
of an officer at any given time. 

(c) The entire reimbursable amount shall be paid to the 
Officer after submission of documentary data on the 
premium paid. In case of any premature termination of 
insurance policy, and consequent refund to the officer of 
any part of the premium, a proportionate amount will be 
recoverable from the officer. 

(No. Q/GA/791/36/82-VI dated 19.8.87 and 15- 10-1993) 

(2) The Head of Mission shall invite quotations from 3 
insurance companies every year to determine the 
comprehensive insurance premium of the cheapest variety, 
payable for a car valued at ` 1,60,000/-. The lowest quoted 
amount shall, by an Office Order, be fixed as "bench Premium" 
in respect of all cars of entitled officers in the Mission and related 
Post(s). The bench premium shall be fixed on yearly basis at the 
official rate of exchange prevailing in the month of April each 
year. A copy of the Order shall be endorsed to the Ministry (GA 
Section) along with a copy of each quotation received by the 
Missions/Posts. The bench premium shall be calculated on the 
basis of normal premium charged by the insurance companies. 
"No claim bonus" if any, received by an officer would of course 
be disregarded for the purposes of determining the "bench 
premium". 

The reimbursable amount shall be "actual premium" or 
"bench premium ", whichever is less, minus ` 5,000/-. The 
following examples would illustrate the mode of calculations: 

Bench Premium - ` 7,000.00 -  
  1

(in `)
2

(in `)
3

(in `)
4

(in `)

Car valued at 75,000 1,00,000 1,00,000 1,60,000

Actual premium paid 6,000 7,000 7,500 8,000

Officer's contribution  5,000 5,000 5,000 5,000

Re-imbursable amount  1,000 2,000 2,000 2,000



ANNEXURE - XIV: TRANSPORTATION OF PERSONAL CAR 

266 

 

(3) Some of the queries on operation of instructions on 
fixation of Bench Premium are clarified below: -  

Query  Clarification 

i) Insurance Premia are 
fixed not on the value of 
car but the cubic capacity 
of its engine; make and 
model; country of 
manufacture (e.g., 
American/European/ 
German/Japanese/ 
Indian/Foreign); or 
'notional' cost as worked 
out by local government 
or the insurance 
company(ies).  

Cheapest comprehensive 
insurance premia Rates are to 
be obtained from the insurance 
company/ companies for a 
variety of cars (of different 
makes, models, etc.) valued at 
`1,60,000/- irrespective of 
cubic Capacity etc. The lowest 
of all such quoted premia shall 
be the 'bench premium' for all 
the entitled officers of the 
Mission and related Posts(s). 

(ii) Insurance Premia 
consist of two parts: -  
(a) Basic/ Third Party etc. 
Premium Which is 
compulsory according to 
Local laws, and  

(b) Comprehensive 
premium which is to be 
added to the compulsory 
Premium.  

Third Party Insurance forms 
part of comprehensive 
insurance cover which is 
permitted under the Rules. 

(iii) Insurance Premia 
depend on the weight Of 
the car and approximate 
mileage to be covered per 
year. 

Weight and approximate 
mileage to be determined by 
HOM/HOP taking Into account 
local conditions. 

(vi) Insurance Premia 
depend on a number of 
variables factors such a: 

Quotations are to be obtained 
on the basis of following 
guidelines: - 

(a) Driver's age, sex and 
marital status. 

(a) Age may be taken as 40 
years, Sex - Male or female, as 
the Case may be; and the 
marital Status may be taken as 
Married.  
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(b) Whether the local 
licence is new or old. 

(b) New 

(c) Driver's accident 
record  

(c)No previous accidents 

(d) Car used for office or 
for pleasures. 

(d) Office 

(e)Country of manufacture

 
(e) To be determined by HOM/ 
HOP keeping in view local 
conditions.  

(f) Area of residence. 
(g) Accident rate in the 
area of residence. 

(h) Crime rate in the area 
of residence. 

(i) Traffic flow in the area 
of residence. 

(j) Availability of garage 
facility.  

The area in which the 
Chancery is located may be 
taken as the reference point for 
the purpose of obtaining 
Quotations (s). 
 

 
No. Q/GA/791/35/86 (EAI/88/I/30), dated 15-7-1988 

(4) It is clarified that an officer who has a 'No Claim Bonus' 
and thus pays less premium resulting, consequently , in the 
Government's liability for reimbursement being reduced, is 
entitled to a proportionate reduction in his/her contribution of ` 
5,000/-. Such deduction would be governed by para 1 above. {It 
may be Noted that even in an instance of a no-claim bonus, the 
amount reimbursable to the officer cannot exceed what would 
have been admissible to him/her otherwise, that is, the fixed 
bench premium or the amount of premium actually paid, 
whichever is less, minus officer’s liability of Rs 5,000/-. For 
example where the bench premium is Rs 20,000, the 
reimbursement should on no account exceed Rs 15,000/-} 

[ ] Q/GA/791/1/88 dated 4.1.89. 

{} Added vide letter no Q/GA/791/21/05 dated 16.12.2005 

(5) In case an officer has to take an insurance policy on his 
personal car for less than a year on account of transfer, the 
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reimbursable amount of the additional cost of car insurance will 
be regulated as follows: - 

The Officer's liability will be raised by the same proportion as 
the part-policy premium bears to the annual premium. For 
example, if a three-month policy premium is 40% of the 
annual premium on the same car, the officer's liability shall 
also be 40% of the standard annual liability which is `5,000/- 
at present. Thus, while for a three-month policy, the officer's 
liability would normally have been one-fourth of ` 5,000/- i.e. 
` 1,250/-, the actual liability of the officer in the instant case 
would be 40% of ` 5,000/- i.e. 

` 2,000/-(` 5,000 x 40) /100 

All cases involving part-term policies (of less than one year's 
duration) should be dealt with in accordance with these 
provisions. 

(No. Q/GA/791/36/82 - VI dated 19.8.87) 

(6) If it is not possible to obtain premium of the car valued at 
` 1,60,000/-, the quotations for a variety of cars obtained by the 
Mission should be proportionately reduced to the value of 
` 1,60,000/- and the cheapest quotation may be fixed as Bench 
Premium. The following example will illustrate the mode of 
calculation of bench premium in such cases: -  

(i) Cheapest variety of car for which 
insurance premium is available  

Peugot 1995  

(ii) Cost of Peugot 1995  ` 2,50,000/-  

(iii) Premium for Peugot, 1995  ` 25,000/-  

(iv) Bench Premium =  
25,000x1,60,000 /2,50,000  

` 16,000/-  

(Reimbursement to the officer shall, however, be made in 
accordance with sub-para (2) above) 

(No. Q/GA/791/35/86(EAI/95/I/33) dated 21.2.95)  

III. Mid -term Sale of Cars  

(1) Mid-term sale of personal cars would not normally be 
permitted. Only in exceptional cases, in which mid-term sale of 
cars is absolutely essential, the Ministry would consider granting 
permission. Whenever proposals are made for permission to sell 
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the car mid-term, inter-alia the information on the following points 
should also be furnished: 

(i) The compelling reasons which necessitate mid term sale 
of car. 

(ii) HOMs comments as to whether it is absolutely essential 
for the officer to sell his existing car. 

(iii) HOM's certificate that no profit motive is involved in 
selling the car mid-term. 

(2) The permission for sale shall be given in deserving cases 
while discouraging officers, as always, from selling cars mid-term 
with a view of profiteering. The permission for selling a car mid-
term and buying another car shall henceforth be sought only in 
the prescribed format (Appendix II).  

The decision to allow the sale shall continue to vest with the 
Ministry. Officers from other Ministry/Department posted abroad 
shall also have to obtain prior clearance from this Ministry. Their 
cases however should be referred through their parent 
Ministry/Department. The Ministry shall take into account the 
recommendations of the HOM, who may satisfy himself of the 
genuineness of the request. The Ministry shall favourably 
consider requests for disposal of the car if it is satisfied that it is 
uneconomical to maintain the vehicle given its age, condition etc. 
Replacements in such cases could be allowed with prior 
permission of Ministry. 

(3) The permission of the Ministry is not necessary in respect 
of non-entitled officials in Missions/posts abroad who purchase 
the car out of their own savings or arrange finance by raising 
commercial/bank loans, provided they have not availed of Motor 
Car Advance/conversion facility or any diplomatic concession. 
The car can be purchased/disposed of with HOM's approval. If 
the officer has availed any of the above facilities, prior approval 
of the Ministry would be required for mid-term sale of such 
personal car.  

(No. Q/GA/791/2/92(EAI/92/I/14) dated 28.5.92)  

 (IV) Purchase/sale of Car by an officer: -  

(1) The Head of Missions/Posts are empowered to approve 
purchase of only one car by an officer for personal use at the 
station of posting. For purchase of a second motor car, prior 
approval of the Ministry is required. 
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(2) The car may be sold with the prior approval of Head of 
Mission/Post, only after intimation regarding transfer from the 
post has been received. In case of non-entitled members of the 
staff, mid-term sale of the car may be permitted by the Head of 
Mission/Post subject to the conditions laid in para III (3).  

(3) All transactions involving acquisition/disposal of the  
car even when entered after due approval should be  
reported to the Ministry within 30 days, irrespective of the value 
of the car. 

(V) Purchase of Motor Cars on Hire-purchase Basis  

The Heads of Missions are empowered to grant permission 
to officers and members of the staff working under them to 
purchase cars on hire-purchase basis. Only one car can be 
sanctioned by an HOM to an official during his entire tenure at 
the station. For purchase of second car prior approval of the 
Ministry would be essential. 

Before granting permission for purchase of car under the 
hire-purchase, the Head of Mission may satisfy himself on the 
following points: - 

(a) It is within the means of the officer concerned to pay the 
monthly installment without detriment to the proper 
maintenance of his standard of living. The installment 
should not normally exceed 1/3rd of the emoluments of 
the officer.  

(b) The officer should be able to pay all the installments 
before expiry of his normal term of duty at the station; 
and 

(c) It is made clear to the officer concerned that should it be 
necessary in the public interest to transfer him before the 
expiry of his term, he must clear all the remaining 
installments before he leaves the country of posting.  
Full details of the purchase should be intimated to the 
Ministry (Personnel Section concerned) within 30 days 
from the date of purchase. 

(VI) Raising of bank/commercial loan: -  

Head of Mission/Post may permit an officer to raise a 
commercial bank loan as per local diplomatic practice  
for the purpose of purchasing a motor car, provided no car  
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advance has been sanctioned for the purpose. However, the 
loan must be repaid alongwith interest, before the expiry of the 
tenure of the officer at the station.  



ANNEXURE - XIV: TRANSPORTATION OF PERSONAL CAR 

272 

 

APPENDIX I  

PROFORMA FOR CLAIMING TRANSPORTATION CHARGES 
OF PERSONAL CARS  

 (A) General  

1. Name and designation  

2. Date of joining the Mission/Post  

3. Last place of posting 

4. Date on which order placed for import/purchase and 
amount of part payment made with date of part payment. 

5. whether car has been imported (give details of 
exporter)or purchased locally from a dealer/private 
owner 

6. Make, model and volume of car: (also please indicate 
length of car separately). 

7. Whether permission for sale of old car (if any) taken from 
the Ministry. 

8. Whether car imported as boxed or unboxed  

9. Please attach copy of intimation of purchase to the 
Ministry. 

(B) Officer's claim 

1. Freight and transit insurance from place of Manufacture to 
the port nearest to the station of posting of the officer (copy of 
Bill of lading/Manufacturer's/Dealer's invoice may be attached) 
Handling/Agency charges at the port (if any) (Receipts/invoice to 
be attached) 

2. Transportation charges from the nearest port to the place 
of posting as per details below: 

(a) Transportation charges by rail (Receipt to be attached) 

OR 

 (b) Transportation by truck: - Charges incurred (Receipt to 
be attached). If port and place of posting connected by 
rail please indicate rail charges payable if car were 
transported by rail. If place is not connected by rail 
please indicate if car was transported by manufacturer's 
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agents or agents appointed by the officer; 

OR  

(c) Car transported under its own propulsion: If car 
transported under its own propulsion please indicate 
distance between port in country of posting and the 
place of posting. 

 Note: - If the car has not been transported by sea details only 
in the relevant column may please be filled in. In that case the word 
"Port" may please be substituted by the word "place of 
manufacture/purchase". 

3.  Other incidental and compulsory charges. (Please 
indicate each charge separately and attach receipt. 
Receipts in local languages may please be accompanied 
by English translation). 

(C) Processing in the Mission 

1.  Provide one or two estimates from recognised dealers of 
expenditure on transportation of similar car from the last 
place of posting to the present station of posting or vice 
versa. 

2.  In case of purchase of cars through local dealers, 
Mission may obtain and forward with the claim an 
estimate of transportation charges from the Indian 
Mission in the country of manufacture. 

3.  Examine the claim as per rules and provide complete 
details/information/documents so that claim could be 
processed in the Ministry immediately. 

4.  If order for import/purchase of car has been made after 
six months of officer's taking over charge in the Mission, 
justification in support of relaxation of rules may be 
provided.  

Note: - In the case of Officers transferred from Headquarters to 
Missions in Afghanistan, Bangladesh, Bhutan, Myanmar, Iran, Maldives, 
Nepal, Pakistan and Sri Lanka estimates of transportation from 
Headquarters to the place of posting are not required. 
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APPENDIX II 

PROFORMA FOR SEEKING APPROVAL FOR MID-TERM 
SALE OF CARS  

1.  Name of the officer, designation, Mission/ Post, Scale of 
pay 

2. (a) Date of joining the Mission/Post  

 (b) Expected duration of further stay at Mission/ post 

3.  (a)  Cost of acquisition of car (including break-up of 
 transportation/insurance charges etc. reimbursed to 
 the officer) 

 (b)  Anticipated sale price of the car  

4. Reasons of sale:  

 a)  Accident (Please specify nature of accident/ extent 
of damage and estimated cost of repairs) 

 (b)  Excessive cost of maintenance/repairs (Please 
 furnish details particularly of expenses incurred 
 in the preceding 18 months) 

 (c)  Age/condition of car (Please indicate date   
 of acquisition and mileage). 

 (d)  Any other reason (Please specify and   
 give all necessary details). 

5.  Whether sale and fresh purchase permissible under 
local laws.  

6. Recommendations of HOM (clearly certifying that there 
is a genuine need to sell the car and not with a view of      
profiteering). 

7.  Comments of Personnel Section 

8.  Approval: Granted/Denied  

 (a)  JS(AD) (for officers upto Grade III of IFS and no IFS     
 officers except ex-cadre HOMs).                

  (b)  AS(AD) (for all other officers) 
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ANNEXURE XV  

[COMPOSITE] TRANSFER GRANT  

[Authority: -M.E.A. letter No. Q/GA/791/22/69(Vol. XI) dated 
22nd January, 1970 & Q/GA/791/16/85 dated 12.8.98] 

1. General - (a) The [composite] transfer grant is intended  
to assist an officer in incurring expenditure broadly on the  
following: -  

(i) the outlay on the purchase and maintenance of 
receptacles and materials for packing of such belongings 
as are to accompany him to a station to which he has 
been transferred; 

(ii) the expenditure incurred on packing at the station of 
departure and unpacking at the station of destination; 

(iii) any incidental expenditure connected with the 
transportation of his personal luggage which has not 
been otherwise provided for in these rules; 

(iv) expenditure on the breaking up of his establishment at 
the station from which he is transferred and on setting up 
a household at the station to which he has been 
transferred; and 

(v) except when the reimbursement of the cost of storage 
and insurance of luggage incurred has been otherwise 
provided for in the rules, the expenditure on the storage 
and insurance of his luggage during a period of home 
leave or a period during which otherwise than in         
bona fide transit such luggage is stored at a station 
pending its transit to the officer's next station, or when 
the luggage has already arrived at the officer's next 
station, pending his own arrival there. 

[ ] The Transfer Grant has been replaced by Composite 
Transfer Grant vide. No. Q/GA/791/16/85 dated 12.8.98  

(b) Except as otherwise provided and as provided here 
under, the composite transfer grant admissible to an 
officer will be equivalent to one month's basic pay. No 
separate packing allowance shall be admissible. The 
composite transfer grant or a part thereof may be drawn, 
at the option of the officer, at the station from which he 
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has been transferred or the destination to which he is or 
has been transferred or when he proceeds on home 
leave to India, before joining his next post, in India.  

Note *The composite transfer grant can be drawn without any 
previous authority from the Controller of Accounts. It should be drawn 
on a separate T.A. bill form. At the time of drawing the amount of 
composite transfer grant a certificate to the effect that in the event of 
cancellation of transfer the amount drawn would be refunded forthwith 
may be recorded by the officer concerned on the bill.  

All orders of cancellation of transfers may invariably be 
furnished to the Controller of Accounts to enable him to watch 
the recovery of the composite transfer grant etc. which becomes 
inadmissible due to cancellation of transfer orders. 

2. Admissibility of Composite transfer grant: *(a) As far 
as transfer from India to a Mission/Post abroad is concerned, the 
composite transfer grant in respect of all grades of officers shall 
be equal to one month's his/her basic pay i.e. Pay in the pay 
band plus Grade Pay in the revised scales of pay promulgated 
under the CCS (Revised Pay) Rules, 2008. 

*Amended vide order No. Q/GA/681/2/08 dated 21.10.2008 

*S.I I under Annexure XV of IFS (PLCA) Rules (1990 edition)  

(b) As regards transfer from one Mission to another or to 
Headquarters in India, the panel of packer scheme as 
given in para (4) hereunder would be applicable. In such 
cases, Composite transfer grant will not be admissible. 

(c) The composite transfer grant is also admissible to an 
officer on his first appointment to a post abroad or on the 
occasion of performing terminal journey to India.  

(d) In case an officer after final termination of his assignment 
abroad or retirement from service does not perform the 
terminal journey within the prescribed period governing 
entitlement to traveling allowance, or such other 
extended period as may have been sanctioned in his 
case by Government, he shall not be entitled to any 
composite transfer grant in connection with his journey 
from the station of posting abroad to India or to any other 
place abroad. In such cases payment of composite 
transfer grant should be made only after obtaining an 
undertaking from the officer concerned that in case he 
does not perform the journey within the prescribed time, 
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he shall refund to the Government the amount of 
composite transfer grant paid to him. 

[No. Q/GA/699/1/71 (EAI/71/I/62) dated 12.10.1971]  

(e) If an officer is transferred from one post in a country to 
another post in the same country, and the approved 
route or the route actually followed does not require the 
officer to pass through any other foreign country in the 
course of his journey to the Post to which he has been 
transferred, only half the amount of the composite 
transfer grant as prescribed in sub-para (b) of para 1, 
shall be admissible. 

(f) When an officer is recalled from a post abroad on 
termination of his service, if he is a temporary 
Government servant, or on the expiry of contract period 
when employed by the Government on contract, the 
composite transfer grant shall be admissible in full.  

(g) When an officer is recalled from a post abroad on 
dismissal or removal from service, or is permitted to 
resign his service, or has voluntarily terminated his 
contract, or when permitted to return to India at his own 
request, he shall be entitled to half the composite 
transfer grant, if he has completed eighteen months of 
service at the Post abroad before his recall; otherwise no 
composite transfer grant at all. 

(h) If an officer is recalled to India for reasons of chronic 
illness, of himself or of a member of his family, he shall 
be entitled to half the composite transfer grant at the 
time of his recall. He shall also be entitled to other half of 
the composite transfer grant when the Ministry declares 
that he is fit to rejoin a Government post or when he 
retires from service.  

(i) If an officer is recalled to India for misconduct or on 
security consideration etc., (whether of himself or a 
member of his family) which in the opinion of the Ministry 
is likely to embarrass the Government, he shall not be 
entitled to any composite transfer grant, except to the 
extent that the Government may decide to allow him. 

(j)  If an officer has travelled to a station on transfer, and if, 
after his personal effects have already arrived at that 
station and been wholly or partly unpacked, he is, in the 
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public interest, either before taking charge of the post at 
that station or within three months thereof, transferred to 
another station, thereby having to repack his luggage 
and disband his household, the Government may 
authorise him to draw in addition to the composite 
transfer grant admissible under sub-para (b) of para 1, 
such other sum, not exceeding half of the amount of the 
composite transfer grant admissible under para 1 as 
they may deem fit. 

(k)  If an officer is under orders of transfer from one station 
to another, and if in the course of transit to such station, 
or on the expiry of his home leave in India, the Ministry 
require or permit such officer to assume charge of a duty 
post at an intermediate station for a period not 
exceeding six months, the officer shall be entitled to only 
one composite transfer grant, and the journey of the 
officer from his original station to the station where he 
has temporarily taken charge of a post, and from the 
latter station to his final destination shall be regarded as 
a single journey. If, however, the Government are 
satisfied that on assumption of the temporary charge of 
the duty post at the intermediate station, the officer has 
had to incur expenditure beyond the ordinary 
expenditure on packing, unpacking, and on the setting 
up and disbandment of his household, they may permit 
him to draw the additional amount provided for in sub-
para (j) above. 

(l)  Where an officer and his wife, both being India-based 
Government servants are posted in Missions/Posts 
abroad, the payment of transfer grant shall be regulated 
as under:  

(i) If husband and wife are posted simultaneously, i.e. the 
interval between their relief and dates of journey is less 
than one month, to the same station, only one composite 
transfer grant equal to one month's basic pay of the 
husband or the wife whichever is greater; 

(ii) If posted to the same Mission but not simultaneously, a 
composite transfer grant in full to the one posted first, 
and 50 percent of the admissible composite transfer 
grant to the one posted later; and 

(iii) If posted to different Mission, separate composite 
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transfer grants as admissible to each 

3. Admissibility of transfer incidentals: - In the event of 
drawal of "Composite Transfer Grant" by an officer, the transfer 
incidentals such as taxi/conveyance charges for self and family 
from residence to Railway station /Bus-stand/Airport and vice 
versa will not be admissible. These will instead be subsumed in 
the "Composite Transfer Grant".  

[No. Q/GA/791/16/81 (EAI/99/I/26) dated 23.9.99]  

4. *PANEL OF PACKERS (a) Full packing charges will be 
admissible for officers on transfer from a Mission to 
Headquarters or to another Mission. A panel of packers will be 
drawn up for each Mission/Post and Government will bear the 
expenditure on packing done by the packers included in the 
approved panel. No composite transfer grant will be admissible 
separately. Charges will be paid by the Mission directly to the 
packers. 

(b) For drawing up a panel of packers quotations are to be 
obtained from at least five reputed firms, preferably 
those who have provided satisfactory service to the 
Mission in the past. The quotations should be sent to the 
Ministry in the proforma at Appendix I. 

(c) Heads of Missions/Posts may make substitutions in the 
panel of packers and revise the rates of packing charges 
of the empanelled firms upto 25% of the existing rates 
beyond which proposals would continue to be referred to 
the Ministry for approval. The initial empanelment of a 
firm of packers will however continue to be made by the 
Missions/Posts abroad with the approval of the Ministry. 
The sanction issued by the Mission/Post in this regard 
should be sent to the Ministry and audit authorities for 
information. 

(d) These orders are also applicable to non-IFS officers and 
Security Guards serving in Mission abroad. 
[No. Q/GA/791/42/82 dated 5.3.1984]  

*S.I III under Annexure XV of IFS (PLCA) Rules (1990 
edition) 

**It is clarified that all cases for ab initio empanelment of 
packers should be referred to the Ministry for appropriate 
sanction. Once Ministry has approved the packing firms and their 
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rates, HOM/HOP can revise the changes upto 25% under 
delegated powers only once. The revision of packing charges 
under delegated powers should be made only after comparing 
rates with other local firms after obtaining from at least three 
firms. Thereafter, if any further increase takes place (whether 
more than or less than 25%) the same should be referred to the 
Ministry for approval. Whenever any packing firm intimates 
revisions of its rates which are beyond the delegated powers of 
HOM/HOP as mentioned above, the proposal should 
immediately be sent to the Ministry. Payment at enhanced rates 
should not be made unless approved by the Ministry. Further, 
HOM/HOPs are empowered to substitute one packing firm which 
is already on the panel, with another firm provided the rates of 
new firms are less than or equal to the firm which is being 
replaced. Ministry should be approached in case rates of the 
new firm are higher. 

**clarified vide Q/GA/791/10/86 dated 8.5.98
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APPENDIX - I  

PROFORMA  

(1) Name of the Mission/Post:  

(2) Name and address of the firm: 

(3) Quotations for cost of packing of personal and household 
effects weighing as follows:  

(A) By Ship  

Approx. 
Weight 

Packing 
charges 
per 100 

kgs 

Total cost
of packing
material 
including 
lift van 

Labour charges for packing 

kgs Local 
currency

Indian 
Rupees 

Local 
currency 

Indian 
Rupees

Local 
currency

Indian 
Rupees

2800 
1400 
700 

      

(B) By Air  

Approx. 
Weight 

Packing 
charges 
per 100 

kgs 

Total cost
of packing
material 
including 
lift van 

Labour charges for packing 

kgs Local 
currency

Indian 
Rupees 

Local 
currency 

Indian 
Rupees

Local 
currency

Indian 
Rupees

1100 
560 
400 

      

Note: (i) Separate proforma to be used for each firm.  
(ii) Copies of quotation to be sent with proforma alongwith the English 
translation. 

(iii) The quotations may be sent for the gross weight as per the 
proforma. The format of the proforma is explained as below: - 

The column "packing charges per 100 kgs" shows the unit cost for 
the total packing. The second column shows the cost towards the liftvan 
and packing material and the third column towards labour. Thus the 
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figure in the 1st column should be the corresponding fraction of the sum 
of 2nd and 3rd columns. For the entitlement 2800 kgs., the figure in the 
1st column should be 1/28th of the sum of figures in 2nd and 3rd 
columns. The same explanation holds good for other entitlements also. 
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ANNEXURE XVI 

CLASSIFICATION OF STATION (DELTED) 

Deleted vide M.E.A. letter No. Q/GA/663/1/89 (EAI/89/I/31) 
dated 14th December, 1989. The classification of stations shall 
continue to be governed by instructions issued by the Ministry 
from time to time.  



ANNEXURE – XVII: HOME LEAVE FARES 

284 
 

ANNEXURE XVII  

HOME LEAVE FARES  

[Authority: - MEA letter No. Q/GA/791/3/81 part.III 
(EAI/84/I/14), dated 26.3.1984] 

1. An officer of the Service will be entitled to one set of 
Home Leave Fares during his posting to a Mission/Post abroad. 
He will also be entitled to Home Leave Fares at the time of his 
transfer from one station to another abroad. [HOMs/HOPs may 
sanction Home Leave Fares provided it is admissible under the 
rules.]  

[ ] [Q/GA/791/11/86 dated 21.5.1986]  
Note: Utilization of Home Leave Fares in respect of all India based 

officers posted in the non-family stations in Afghanistan and Baghdad 
would be governed under the provisions of Ministry’s letters no  
Q/GA/791/12/96 dated 19.12.2002, 19.7.2005, 18.10.2006,19.08.2005 
and order No.  Q/GA/791/5/06(17) dated 03.10.2007 and     order No. 
Q/GA/791/3/2010 dated 18.05.2010 and 24.05.2012. 

2. The utilisation of the sets of Home Leave Fares will be in 
the following manner: - 

(a) An officer and all the entitled members of his family may 
travel to India and back during the officer's posting to the 
station abroad. 

(b) {Home Leave Fares can be availed of by an officer and 
entitled members of his family with the approval of the 
concerned HOM/HOP, once any time during the 
currency of his tenure in the Mission/ Post abroad 
subject to the conditions laid down in para 2(g), 2(h) and 
para 10 of this annexure. 

 The travel of the officer himself/herself will be subject to 
grant of leave but the members of his family can travel 
anytime separately or together with the officer provided 
the return journey of the member is completed within 
one year of the outward journey. This will be subject to 
the condition that before applying for HLF, the officer will 
be required to submit his/her transfer TA claim along 
with all necessary documents.} 

{} As amended vide No Q/GA/791/19/05-I dt 15.9.2006 



ANNEXURE – XVII: HOME LEAVE FARES 

285 
 

(c)  If an entitled member of family of the officer is residing at 
a place other than the station of posting abroad of the 
officer, he shall be entitled to Home Leave Fares from 
such place to India and back limited to the fares which 
would have been admissible had he travelled from the 
station of posting of the officer to India and back. 

(d) Dependent sons/daughters getting employed or getting 
married after travel to India or remaining there for 
prosecution of studies, after having performed the 
journey to India will be entitled to one way Home Leave 
Fares for the journey from station abroad to India 
provided he or she has resided with the officer at a post 
abroad for at least six months [even if the officer has not 
completed one year stay at that station by that time.] The 
period of six months stay can be relaxed only by the 
Ministry with concurrence of the Financial Adviser. 

(e) Newly married husbands/wives going from India to a 
station abroad or dependent sons/daughters staying in 
India will be entitled to one way Home Leave Fare from 
India to the station abroad. 

[(f) An Indian Domestic Assistant whose passage from India 
to a Mission/Post abroad has been borne by the 
Government will be eligible for home leave  passage to 
India by the entitled class when the officer with whom 
he/she is employed is transferred to another post 
abroad. The Domestic Assistant shall also be entitled to 
mid-term home leave fares, during the posting of his/her 
employer at a station abroad subject to the condition that 
Government liability shall be restricted to 75% of 
excursion class air fare. The air passages to the 
Domestic Assistant shall be admissible from the station 
of posting of the officer upto the international airport in 
India nearest to his/her home town or upto Delhi subject 
to the provisions of para (3) below. The utilization of 
Home Leave Fares by the Domestic Assistant shall be 
subject to other provisions of this Annexure as 
applicable.] 

 [ ] As substituted vide Order no Q/GA/791/15/99  
dated 15.4.2002 

(g) An officer is entitled to Home Leave Fares at the time of 
his transfer from one station to another station abroad 
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provided the last Home Leave Fare was availed at least 
twelve months earlier. The condition of twelve months 
stay after availing of the last Home Leave Fare may be 
relaxed by HOM/HOP by three months on account of 
administrative exigencies to be recorded by him in 
writing. Any relaxation beyond a period of three months 
may be authorised by the Ministry only after obtaining 
concurrence of Financial Adviser. 

[ ] No. Q/GA/791/8/91 (EAI/93/I/3) dated 17.11.1993 

(h) Home Leave Fares not availed of at the time of transfer 
from one station to another station abroad will lapse. 
However, in case an officer is instructed by the Ministry 
to proceed from his station of posting abroad to next 
station abroad direct without availing of Home Leave 
Fares, he will be entitled to unutilised Home Leave Fares 
after he has assumed charge of his new post abroad on 
a certification by the Foreign Secretary (as per Appendix 
I) that functional requirements prevented the grant of 
Home Leave Fares in the normal course to the officer at 
the time of transfer from his last station abroad. 

(i) {Security Guards posted abroad for a term of two years 
will be eligible to avail of Home Leave Fares with the 
approval of the concerned HOM/HOP, once any time 
during the currency of his tenure in the Mission/ Post 
abroad. They will also be entitled to Home Leave Fares 
at the time of their transfer to another station abroad 
provided the last Home Leave Fares were availed by 
them 8 months earlier.} 

{} As amended vide No Q/GA/791/19/05-I dt 15.9.2006 

3. An officer or a member of his/her family travelling on 
Home Leave Fares or on Emergency Fare, will be entitled to 
passages by the entitled class from the station of posting abroad 
upto the International airport in India nearest to his/her home 
town or upto Delhi. International airport will also now include the 
airports which receive international flights and have customs 
clearance facilities viz. Amritsar, Varanasi, Ahmedabad, Patna, 
Calicut, Hyderabad, Tiruchhirapalli, {Bangalore, Kochi 
(Nedumbassery)} and <Coimbatore> # Jaipur, Gaya, Lucknow, 
Goa and Pune. 

{} Added vide letter no Q/GA/791/24/84 dated 15.1.2002. 
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< > Added vide letter no Q/GA/791/24/84 dated 22.6.2006. 

These airports are in addition to the airports at Delhi, 
Bombay, Calcutta, Madras and Trivandrum. The facility to travel 
by air upto the airports at Amritsar, Varanasi, Ahmedabad, 
Patna, Calicut, Hyderabad, Tiruchhirapalli, {Bangalore, Kochi 
(Nedumbassery)} and <Coimbatore>, # Jaipur,Gaya, Lucknow, 
Goa and Pune shall be admissible for international and not for 
domestic flights. 

[ ] No. Q/GA/791/24/84 dated 1-8-1996. 

{ } Added vide letter no Q/GA/791/24/84 dated 15.1.2002;  

< > Added vide letter no Q/GA/791/24/84 dated 22.6.2006 
#Added vide letter No. Q/GA/791/24/84 dated 30.11.2009 

*It is clarified vide fax No. Q/GA/791/24/84 dated 31.3.2008 
that the cost of passage during home leave/emergency passage 
is to be restricted to the cost of passage to the major 
international airport nearest to the hometown. In other words, 
any direct/indirect flight from the Mission/Post to any of the 
airport listed in the list of category II airports is admissible only if 
its cost is more than the cost of passage to the major 
international airport nearest to the hometown of the officer. At the 
time of booking for HLF/Emergency passage made by the 
Mission/officer, due care may be taken to ensure that the cost of 
passage booked is not more than the cost of passage to the 
nearest major international airport nearest to the hometown of 
the officer concerned. Any amount in excess of what is 
admissible under the rules is to be borne by the officer 
concerned. Further it is also clarified that in case, if the officer 
desires to travel upto Delhi, in lieu of cost of passage to the 
airport nearest to  the hometown during journey on 
HLF/emergency passage, it is admissible only in case the officer 
physically travel to Delhi. 

*[Provided that the facility to such airports would be 
admissible on domestic flights also if the switchover from 
international flight to domestic flight does not entail any 
additional financial liability on the Government i.e. the cost of 
journey from the station of the posting of the officer upto any of 
the International Airport should not exceed the cost of journey 
upto any of the five major airports. Journey from the above 
airports to the home town or any other place in India in a block of 
four years and back shall be by the normal mode of travel under 
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LTC.] 

4. If an officer or a member of family travels by a route other 
than the approved route the entitlement will be restricted to the 
cost of passage by approved route. [The Mission will arrange 
booking of passage through Air India/Indian Airlines. The 
Mission's responsibility is restricted to payment of fares by 
approved route and by RBI draft to Air India/Indian Airlines. 
Excess fare and/or foreign exchange element, if any, is to be 
borne by the officer concerned. Conversion of air ticket from full 
fare to excursion fare during home leave journeys is not 
permitted.]  

5. Mandatory baggage facility on Air India's sectors is 
admissible on home leave journeys. 

6. An officer or a member of family travelling on Home Leave 
Fares/Emergency Fares will not be entitled to transportation of 
excess baggage at Government cost. He/she would, however, 
be entitled to obligatory charges and incidental charges like 
porterage, conveyance, etc. for the foreign portion of journey 
only. No incidentals except Foreign Travel Tax would be 
admissible for the portion of journey performed within India. The 
officer will also be entitled to travel time including enforced halt in 
transit. 

*[ ] S.I. X under Annexure XVII of IFS (PLCA) Rules, (1990 
edition) added. 

[ ] S.I. IX under Annexure XVII of IFS (PLCA) Rules, (1990 
edition) added. 

7. Home Leave Fares account will be maintained only by the 
Mission/Post abroad, where the officer is posted. If a set of 
Home Leave Fares or a part thereof remains unutilised during an 
officer's posting to a station abroad, it will lapse. 

*8. India-based Interpreters who are required to stay on in 
the same Mission/Post beyond the normal tenure of three years 
in public interest, will be entitled to one additional set of Home-
Leave Fare for each additional spell of three year's tenure at the 
same Mission/Post. The first such additional set of Home Leave 
Fare will be due after completion of fourth year of stay at the 
same station provided it is certified that the Interpreter will stay 
on at the same Mission/Post for a further minimum period of one 
year, after returning from Home leave. Subsequent sets of 
additional Home Leave Fare will be due on the completion of 
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seventh year, tenth year, thirteenth year and so on at the same 
Mission/Post subject to the certification referred to above. 

*Added vide order No. Q/GA/791/24/84 dated 26-7-1993  

**8A. In recent years, the Ministry has been adjusting 
language trainees in Missions for full period of three years after 
passing of the Compulsory Foreign Language (CFL) 
examination. Earlier, probationers adjusted in the same Mission 
were regularised only for the remaining part of the normal 3-year 
tenure at the station, where those posted to another Mission, 
after completing language training, were sent for a 3-year tenure. 

** Added  vide order No. Q/GA/791/3/04 dated 06.02.2009 

Doubts have been expressed regarding the eligibility of 
Home Leave Fares for officers who are adjusted in the same 
mission/Post for a further period of 3 years after completing their 
language training, especially if they had already availed of Home 
Leave fares during the period of language training. 

It has been decided by the Competent Authority that 
language trainees who are adjusted in the same Mission/Post for 
a further period of 3 years after completing their CFL 
Examinations will become entitled to one(1) set of Home Leave 
Fares(HLF), which may be used at any time after being adjusted 
in the Mission. This would apply even if Home Leave Fares have 
already been availed during the period of language training, 
subject to the usual conditions about minimum 12-month gap 
between two successive Home Leave Fares. Hence, for the 
purpose of HLF, the period after language training will be 
considered as a distinct posting, irrespective of whether the 
officer is being adjusted in the same Mission/Post or transferred 
to another. 

Competent Authority has recommended that HOMs should 
approve Home Leave Fares for Third Secretary Language 
Trainees) only if they are convinced that this would not interfere 
with the study of the CFL. 

The above order would also apply to officers who have 
already been adjusted for a further 3 year tenure in Missions 
where they were originally posted as language trainees. 

9. Emergency Passage  

(i) In addition to the normal Home Leave Fares, an officer 
will be entitled to two single Emergency Fares during his 
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career if he or a member of his family wishes to travel 
urgently to India for reasons of personal or family 
emergency. [It is for the officer to decide as to what 
constitutes an emergency for him]. HOMs/HOPs may 
sanction Emergency passage provided the same are 
admissible in accordance with the Rules. 

 [No. Q/GA/791/3/81 - Part III (EAI/84/I/14), dated 
26.3.1984 

 {Non-IFS officers posted to a Mission/Post abroad would 
however, be entitled to a single emergency passage 
during their career if he/she or a member of the family 
wishes to travel urgently to India for reasons of personal 
or family emergency. Necessary entries to this effect 
should be made in the service book/record of the officer 
concerned by the Mission/Post. In case the Service 
Book of the officer is not available with the Mission/Post, 
prior approval of the administrative Ministry may be 
sought. Administrative Ministry should be informed of the 
utilization of the Emergency Passage.} 

 {} As amended vide No Q/GA/791/19/05-I dt 15.9.2006 

(ii)  Mandatory baggage, facility will also be available to the 
officer on journey on emergency fare. However this 
would be restricted to sectors on which Air India 
operates and joint services operated by Air India with 
other carriers. It shall not be admissible on foreign 
carrier sector. 

[No. Q/GA/791/26/90 (EAI/90/I/40), dated 20.11.1990] 

(iii) In addition to the Emergency passages admissible under 
sub-para (i), an officer shall be entitled to a third 
emergency passage which would, however, be in lieu of 
the Home Leave Fare to be earned in future by the 
officer. The grant of this passage shall be subject to the 
following conditions: 

(a) The third emergency passage shall be admissible only 
after the officer has exhausted the two passages 
admissible under sub para (i) above. 

(b) If an officer has availed of the third passage and retires 
before earning a Home Leave passage, the expenditure 
on the additional emergency passage shall be recovered 
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from his gratuity. An undertaking to this effect should be 
obtained from the officer before sanctioning the 
passage. 

(c) An entry to this effect should be made in the LPC and 
Service Book of the officer to ensure adjustment of the 
passage against his future Home Leave Fares. 

(d) These orders shall not be applicable to non-IFS officers. 
[No. Q/GA/791/3/81(EAI/95/I/38) dated 14.8.95]  

(iv) If an Emergency fare is availed of by an officer and/or 
his/her spouse, he/she may take children below five year 
of age. 

10. Mid-term home leave fares may not be sanctioned to an 
officer or his/her entitled family members after the issue of orders 
transferring him/her back to India.  

[No. Q/GA/791/24/84, dated 6.1.1986]  

[11. Home Leave Fares are meant for availing of home leave 
in India. If an officer wishes to take ex-India leave during home 
leave fares, he will be allowed ex-India leave not exceeding 1/2 
of the total number of days sanctioned as home leave. 

[ ] [No. Q/GA/791//3/81 - Part II (EAI/98/I/42), dated 27-10-
1998]  

12. [Mid-term Home Leave Fares cannot be availed during 
Casual leave/Restricted holiday. Emergency Passage may, 
however, be availed on Casual leave/Restricted holidays 
provided the officer does not have any Earned Leave to his 
credit. {It is clarified that HLFs can be availed of on maternity/ 
paternity leave. The emoluments in such cases shall be 
governed by para 2 (6) of Annexure XXIV of IFS (PLCA) Rules.} 

[No. Q/GA/791//15/89 (EAI/92/I/2), dated 10.3.1992] 

{ } Added vide letter no Q/GA/791/4/99 dated 19.2.2001 

13. Ex-India Leave: - HOMs/HOPs may grant ex-India leave 
to officials serving in Missions/Posts upto a maximum of one 
month per annum in a single spell or otherwise except to those 
proceeding on transfer. Ex-India leave to HOMs/HOPs would 
however, continue to be approved by the Ministry. 

[ No. Q/GA/791/11/86(EAI/94/I/42), dated 22.8.1994] 
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14. Procedure for sanctioning mid-term Home Leave 
Fares/Emergency Fares to Gazetted Officers 

(i) Application for Home Leave Fares/Emergency Fares 
should be made as per Appendix II. 

(ii) In respect of officers for whom the service books and 
leave records are maintained at headquarters, Cash III 
Section shall incorporate the title to leave (Earned leave, 
Half pay leave, etc.,) including the leave at credit 
(including the advance credit given for that half-year) 
and Emergency passage in LPC. For this purpose, 
Entitlement Section/Personnel Section shall provide the 
requisite information to the Cash III Section for officers 
transferred from Headquarters to a Mission/Post abroad. 
As regards officers presently posted to Mission/Posts 
abroad, Entitlement Section will communicate the title to 
leave & emergency passage to the Head of Chancery of 
the respective Mission/Post abroad. This information 
may then be duly incorporated in the LPC, when such 
officers are transferred from the Mission/Post either to 
Headquarters or to another Mission/Post abroad 

(iii) The Mission/Post shall issue the necessary sanction for 
Home Leave Fares/Emergency Passage and orders 
regularising the intervening period at the end of the 
leave in respect of all officers including the Head of 
Mission/Post and members of staff in the formats 
enclosed (Appendix III to V). 

(iv) A copy of the charge relinquishment/assumption report 
should be enclosed with the copy marked for Entitlement 
Section and the Personnel Section concerned. 

(v) Entitlement Section shall, upon receipt of the sanction 
order, issue the necessary pay slips and debit the leave 
account of the officers concerned. An entry in respect of 
the Emergency passages availed of shall also be made 
by Entitlement Section in the Service Book. 

(vi) Prior approval of the Ministry would not be required for 
an officer proceeding on Home Leave/ Emergency 
Passages. In respect of the Heads of Mission/Posts, 
however, prior clearance of the Heads of Territorial 
Division concerned shall continue to be obtained before 
the officer concerned leaves his station, on leave. 
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 All cases involving relaxation of the rules shall continue 
to be referred to the Ministry for prior approval before the 
necessary sanctions/orders are issued. 

{No. Q/PAI/551/7/86(EAI/86/I/6), dated 7.5.1986} 
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APPENDIX I  

MINISTRY OF EXTERNAL AFFAIRS  

No.  Date: ………..

It is certified that shri ....................(name & designation of 
officer) on transfer from..................................(name of 
Mission/Post) has been directed to report  
to ............................(name of Mission/Post) without availing of 
Home Leave Fares in the exigencies of public service. 

In view of the public interest involved in the 
transfer Shri...............................................(name & designation 
of officer) is entitled to Home Leave Fares 
within............................................. months after taking over 
his assignment at the new station abroad in accordance 
with para 2(h) of Annexure XVII of IFS(PLCA) Rules.  

FOREIGN SECRETARY 
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APPENDIX II  

PROFORMA  

APPLICATION FOR HOME LEAVE/EMERGENCY FARES  

1. Name of the applicant  

2. Post held by him at present  

3. Date of joining the present station  

4. Nature and amount of leave applied for  

5. Date from which leave is required  

6. Purpose for which leave is required  

7. Place where the applicant proposes to spend his leave in 
India/abroad and address during leave.  

8. When last proceeded on leave from an outpost and 
whether the passage(s) of the Government servant and his 
family on that occasion were met by the Govt.  

9. Whether applicant proposes to avail of HLF/Emergency 
Fare(s):  

(i) If applied for Emergency Fare(s), whether any 
Emergency Fare has already been availed of after 
1.1.1981 and if so, dates on which availed of may be 
given. 

(ii) If applied for Home Leave Fares, particulars of family 
members who propose to avail of HLF may be given 
below: 

S. 
No. 

Name Sex Age Relationship 
to the 

applicant 

Date of arrival at the 
present station 

1. 
2. 
3. 
4. 
5. 
6.  

          

10. Whether all entitled family members are with the officer. 
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If not, details and whereabouts of members for whom Fares are 
required  

I propose/do not propose to avail of Leave Travel 
Concession for the block year……..................................during 
the ensuing leave.  

Dated: -  

Station: -  

Signature of the applicant  

______________________________________________ 

 

For Official Use Only  

Nature and amount of leave due to the applicant. (This column 
shall be filled in by the Mission concerned with reference to the 
leave account, if available with them.)  

 

 
Recommendations of the Head of Mission 
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APPENDIX III 

No. ___________ 

GOVERNMENT OF INDIA  

(BHARAT SARKAR)  

EMBASSY/HC/CG/PM OF INDIA  

_____________ Dated the 

O R D E R  

Subject: Grant of Mid-term home leave fares to 
Shri/Smt./Kum.................................in.............. 

With reference to Shri /Smt./Kum. ___________________`s 
application for mid-term home leave, sanction of the President is 
hereby granted to Shri/Smt/Kum _____________________ and 
the entitled members of his/her family availing 
himself/herself/themselves of home leave fares from 
______________ to India and back by the approved route and 
entitled class in terms of provisions contained in the revised 
Annexure XVII to Indian Foreign Service (PLCA) Rules, 1961, 
circulated vide JS(Estt)'s letter No. Q/GA/791/3/81-Part 
III/EAI/84/1/14), dated 26.3.1984 as amended from time to time. 
Home Leave for ________________________ days is also 
approved which will be regularised on receipt of charge 
relinquishment/assumption reports.  

2. Shri/Smt./Kum________________ joined the Mission 
at____________ on __________. With this, home leave fares 
during the tenure of his/her posting in the Mission/Post stand 
exhausted. Necessary entries to this effect will be made in the 
Service book of the Officer.  

3. The expenditure involved is debitable to the sanctioned 
budget grant of this Mission under the appropriate head of 
account. 

4. This issues in exercise of the powers delegated to this 
Mission/Post.  

 
(Head of Chancery)  
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Copy to: -  

(i) Director of Audit, Central Revenue, New Delhi/Director 
of Audit, Washington/London.  

(ii) The Controller of Accounts, MEA, New Delhi. 

(iii) The Personnel Section concerned (5 copies): NGO: 
VIGILANCE SECTION: FIN.I: FIN.III: BUDGET: 
....................... DIVISION.  

(iv) Shri/Smt/Kum………………. 
(v) Spare copies - 10  

 

 
(Head of Chancery)
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APPENDIX IV  

No.________________  

GOVERNMENT OF INDIA  

(BHARAT SARKAR)  

EMBASSY/HC/CG/PM OF INDIA  

________________ dated the  

OFFICE ORDER  

Shri/Smt.Kum.________________ in the Embassy/High 
Commission/Consulate General/Permanent Mission of India, 
____________________has been granted earned leave ex-
India/in India for _____________________days with effect from 
_____________to_____________ with permission to prefix 
Sundays/closed holidays on______________and suffix 
Sunday/closed holidays on_______________.  

2. On proceeding on leave, Shri/Smt/Kum.______________ 
relinquished charge of the post of _________________in the 
Embassy/High Commission/Consulate General/Permanent 
Mission of India ___________________in the Ministry of 
External Affairs on the afternoon of the__________________ .  

3. After the expiry of leave, Shri/Smt/Kum_______________ 
resumed charge of the post of________________________ in 
the Embassy/high Commission/Consulate General/permanent 
Mission of India on the forenoon/afternoon of 
the___________________________.  

 

 
(Head of Chancery)  
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To,  

1. DACR, New Delhi/Director of Audit, Washington/ London. 

2. The Controller of Accounts, Ministry of External Affairs, 
New Delhi. 

3. The Entitlement Section, MEA, New Delhi.  

The intervening period is regularised as under: - 
(Here give full details of the intervening period from the date of 
relinquishment of charge to the date of assumption of charge 
indicating separately the number of days allowed as travel time, 
leave in India, ex-India leave, number of days of consultation 
duty allowed etc.)  

It is certified that but for proceeding on leave-cum-
consultation duty, Shri/Smt/Kum__________________________ 
would have continued as______________________________ in 
the Embassy/High Commission/Consulate General/Permanent 
Mission of India,___________________________________ It is 
also certified that after the expiry of leave, Shri/Smt/Kum 
___________________________was expected to resume 
charge of the post of___________________________________ 
in the Embassy/High Commission/Consulate General/permanent 
Mission of India, ____________________________.  

4. The Personnel Section concerned (5 copies): NGO: 
VIGILANCE SECTION: FIN.I: FIN.III: BUDGET: 
................................... DIVISION.  

5. Shri/Smt/Kum___________________________________ 
(the officer concerned). 

6. 10 Spare copies.  

(Head of Chancery)
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APPENDIX V 

No. --------------------------------------  

Government of India  

(Bharat Sarkar)  

EMBASSY/HC/CG/PM OF INDIA  

............................................ dated the  

ORDER  

SUBJECT: - Grant of one single Emergency Passage to 
Shri/Smt./Kum.___________________________________in the 
Embassy/High Commission/Permanent Mission/Consulate 
General of India ________________________________. 

Shri/Smt./Kum._____________________________has been 
allowed to visit India on a personal/family emergency. (ex-post-
facto) sanction of the President is hereby conveyed to the grant 
of one single Emergency Passage to Shri/Smt./Kum. 
_____________________________ by entitled class and 
approved route from __________________________ to India 
and back in terms of relevant provisions of the revised Annexure 
XVII read with circular letter No.Q/RC/791/XVII/81 - Part III 
(EAI/84/1/14), dated 26-3-1984 as amended from time to time. 

2. The expenditure involved is debitable to the sanctioned 
budget grant of the Embassy/High Commission/Permanent 
Mission/Consulate General of India.  

3. This issues under the powers delegated to this 
Mission/Post.  

 
(Head of Chancery) 
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Copy to: -  

1. DACR, New Delhi/Director of Audit Washington/ London.  

2. The Controller of Accounts, M.E.A., New Delhi.  

3. The Entitlement Section, M.E.A., New Delhi-11  

4. The Personnel Section concerned (5 copies): NGO: 
VIGILANCE SECTION: FIN I: FIN II: BUDGET: 
__________________________________ DIVISION. 

5. Shri/Smt./Kum.__________________________ (the officer 
concerned).  

Spare Copies - 10
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ANNEXURE - XVIII  

DAILY ALLOWANCE  

[Authority: - M.E.A. letter No. Q/GA/791/22/69 (Vol.XI) dated 
3rd March, 1970]  

1. General: - *(1) Daily Allowance means an allowance 
given for each day or part thereof of absence from headquarters 
on duty or an authorised halt. The Government may prescribe 
rates of daily allowance for various stations from time to time.  

(2) Daily Allowance outside India will be admissible for each 
night, which a government servant spends away from his 
headquarters when travelling on duty or in any of the 
circumstances recognised by the provisions hereunder as 
qualifying for such allowance.  

1A. **Panel of hotels: A panel of approved hotels has been 
drawn by the Ministry in respect of various capital cities. The 
officer is required to arrange accommodation in a hotel on the 
approved panel and may claim reimbursement of actual 
expenditure on room rent (including service charges, taxes etc.).  

(2) The officer/visiting delegate shall have the discretion to 
stay in a hotel cheaper than his entitlement. 

(3) A visiting delegate may be allowed to stay in the same 
hotel in a room of his entitlement where the leader of the 
delegation is staying, provided the leader of the delegation 
desires the delegate to stay in that hotel.  

(4) Preference should be given to hotels giving diplomatic 
discount.  

* Amended in view of abolition of All Inclusive/split rate of DA 

**S.I. VI under Annexure XVIII of IFS (PLCA) Rules (1990 
edition) added. 

(5) The scale of accommodation admissible to an officer 
shall be in accordance with the instructions issued by the 
Ministry from time to time.  

(6) Officials going abroad on non-representational visits such 
as attending training courses or for attending seminars would be 
entitled to hotel accommodation one step below their normal 
entitlement.  
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(7) For the cities where approved panel of hotels is not 
prescribed the lowest hotel rate for particular grade of officers 
applicable in the capital city of that country should be the ceiling 
for hiring accommodation in hotels in such cities. 

2. Entitlement of an officer for hotel accommodation 
when travelling alone- An officer who travels or halts on duty 
and is not accompanied by any member of his family shall be 
entitled to hotel accommodation as follows: -  

(i) If he is a Head of Mission: -  

(a) for a halt within the country/countries of 
accreditation/concurrent accreditation a self contained 
single suite (consisting of a single bed-room plus a 
sitting room) in the approved panel of hotels in that 
particular station. If however, a single ordinary suite as 
above is not available, a single bed-room plus a single 
room if needed for receiving visitors and serving as an 
office. If that also is not available or if the additional 
single room is very inconveniently situated for purposes 
of receiving guests and for use as an office, it is 
permissible to engage a double bed-room plus a single 
room, the additional room to be taken only for receiving 
guests and for office purposes. If that also is not 
available, or if the additional single room available is 
very inconveniently situated for purposes of receiving 
guests and for use as an office, it is permissible to 
engage a self-contained double suite (consisting of a 
double bed-room plus a sitting room). The reservation of 
deluxe suites by Heads of Missions should however, be 
avoided during the course of officials tours; and  

(b) for a halt at a place outside his jurisdiction for the 
performance of official duties, hotel accommodation as 
admissible to an officer drawing pay above ` 8500/-
p.m.(Pre- revised Pay). 

(2) If an officer not below Grade IV of the Service is 
designated as Charge d' Affaires in a country where there is no 
resident Head of Mission, such officer shall be entitled to 
accommodation as for a Head of Mission vide clause (a) in sub-
para (1) above, except that when the Head of Mission or any 
other officer senior to the Charge d' Affaires in rank who is also 
accredited to that country is on a visit to such a country, the 
Charge d' Affaires shall be entitled to accommodation as for an 
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Officer drawing pay above ` 8,500/-p.m.(Pre- revised Pay) 

(3) If a Charge d' Affaires ad interim who is in temporary 
charge of a diplomatic mission during the absence of the regular 
Head of Mission travels or halts within his jurisdiction he shall be 
entitled to accommodation as follows: - 

If he is in Grade IV or a higher grade of the Service he shall 
be entitled to accommodation as for a Head of Mission as in 
clause (a) of sub-para (1) above; otherwise as for an Officer 
drawing pay of ` 8,500/- p.m.(Pre- revised Pay) under revised 
GOI instructions in supersession of SR 17. 

(4) If the officer is not entitled to accommodation as for a 
Head of Mission, he shall be entitled to a single bed-room 
accommodation.  

[(5) Visiting heads of Missions from other countries, 
however, would be entitled to a single bed-room.  
Heads of Missions of Grade I of the Service who travel outside 
their jurisdiction as members of delegation to International 
conferences or travel to other countries for attending 
International conferences individually will be entitled to a single 
bed-room only.] 

[ ] [No. Q/GA/791/3/90(EAI/90/I/31) dated 4.9.90] 

3. Hotel accommodation entitlement of members of an 
officer's family - If the wife of an officer accompanies him, 
either on transfer or under sanction of competent authority, the 
officer shall be entitled to accommodation as follows: - 

 (i) Where the officer is entitled to accommodation as for a 
Head of Mission, he shall be entitled to a self-contained 
ordinary double suite consisting of a double bed-room 
plus a sitting-room. If the sitting room is not available, he 
may take an adjacent single room; the additional room 
being taken only when needed for receiving visitors and 
for office purposes. 

(ii) Where the officer is not entitled to accommodation as for 
a Head of Mission, he shall be entitled to a double bed-
room. 

(2) If the wife of an officer accompanies him unofficially, he 
shall be entitled to accommodation as follows: -  

(i) Where the officer is entitled to accommodation as for a 
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Head of Mission, his normal entitlement will be taken as 
a self-contained single suite or, if no single suites are 
available, a single bed-room plus a single room, if 
required for office purposes. If on such occasions a self-
contained double suite or a double bed-room is 
engaged, the Head of Mission shall ascertain the 
difference between the charges for a single bed-room 
and a double bed room or between the cost of the bed-
room portion of a single suite and a double suite and 
meet the difference from his own pocket. 

(ii) The officers other than HOM are entitled to a single bed 
room. If on such occasions the officer engages a single 
bed-room, he shall bear 20% of the cost of 
accommodation. If he engages any other scale of 
accommodation, the difference between the charges for 
such accommodation and that for engaging a single bed 
room shall be ascertained by the officer and paid from 
his own pocket; and 

(3) If an officer is a widower and has been permitted to take 
with him a relative to act as hostess and if such hostess 
accompanies the officer, either on transfer or with the sanction of 
the competent authority, on tour, the officer shall be entitled to 
engage a separate bed-room for such hostess. 

(4) If the officer is accompanied by his wife and also be a 
child or children he shall be entitled to the following 
accommodation in respect of the children: - 

(i)  If a child of or below the age of 3 years, an extra cot in 
his own bed room.  

(ii) for any group of any two children over 3 years of age-  

(a) if for the officer himself, accommodation is admissible as 
for a Head of Mission, a double bed-room. 

(b) if the officer is not entitled to accommodation as for a 
Head of Mission , a single bedroom. 

(iii) for any single child or any child in excess of an even 
number of children who is more than three years of age, 
single bed-room.  

(5) If the officer is accompanied by his children but not by his 
wife, one of the children shall be counted in lieu of the wife, and 
for the remaining children he will be entitled to accommodation 
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as under sub-para (4) above. 

(6) If the wife or the children of an officer, or both, are 
travelling separately from the officer, hotel accommodation shall 
be admissible as follows: -  

(i)  for the wife alone, a single bed room 

(ii) for the wife and one child above 3 years of age, a double 
bed-room. 

(iii) for the remaining children, accommodation as provided 
under sub-para (4) above; and  

(iv) a child under 3 years will be provided with a cot in the 
parents' room.  

4. Non-availability of prescribed accommodation:(1) If 
the Head of Mission certifies that he is satisfied that 
accommodation on the prescribed scale is not available in a 
panel hotel, he may authorise an officer to stay in another hotel. 
The cost of accommodation shall, however, be restricted to the 
actual cost subject to a maximum of 10% above the amount 
which would have been admissible on the basis of his 
entitlement in a panel hotel.  

(2) If a Head of Mission is entitled to a sitting-room and the 
room is actually not available he may in addition to the bed room 
take another bed-room. 

5. Incidental charges: (1) In addition to the actual cost of 
hotel accommodation in the panel hotel, an officer shall be 
entitled to be reimbursed the following charges if charged 
separately: 

(i) reservation charges for booking hotel accommodation 
where necessary; 

(ii) obligatory local taxes levied on hotel accommodation, 
where necessary; 

(iii) charges of central heating; 

(iv) terminal taxes or visitor's taxes 

(v) If an officer is travelling by road on a journey for which 
road mileage is admissible the actual cost of garaging 
the car at night during a halt subject to a maximum of ` 
2.11 per night; and  
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(vi) except when an officer is travelling by his personal car or 
other private vehicle, the actual expenditure incurred on 
taxis or other conveyance hired for trips on official duty 
during a tour or at an intermediate place during a journey 
on transfer where the officer has been authorised to halt 
for the performance of official duties. 

(2) If the hotel levies compulsory charges and the charges 
are in the nature of rent for accommodation and not for services 
rendered to the occupant at his request such service charges 
shall be reimbursed to the officer. 

(3) Reimbursement under para (1) & (2) above shall be 
subject to the following: 

(i) for the expenditure referred to in clause (i) to (v) of sub-
para (1) sub-para (2), the officer shall produce the actual 
vouchers of expenditure; and 

(ii) for the expenditure referred to in clause (vi) of sub-para 
(i) and sub-para (3) the officer shall certify that the 
expenditure has actually been incurred. 

(iii) the controlling officer certifies that expenditure referred to 
in clause (ii) of this sub-para was necessary and 
reasonable.  

(4) An officer shall not be entitled to reimbursement of the 
following charges during his stay in hotel: - 

(i) Charges made by the hotel for meals or other 
consumable stores as part of charges for the 
accommodation;  

(ii) Charges for services rendered to the occupant which are 
provided at his request and the utilisation of which is not 
obligatory e.g. service of meals in the officer's room, 
special services to children etc. 

6. Admissibility of daily allowance. 

(i) For the officer himself, at full rates prescribed by the 
Government from time to time 

(ii) For his wife, or a relative taken as a hostess, or a child 
above the age of 12 years at the full rates prescribed for 
the officer himself; 

(iii) For any child above the age of 12 months but upto 12 
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years of age, at three-fourths of the rate admissible to 
the officer; and 

(iv) In respect of a child below the age of 12 months at one 
half of the rate admissible to the officer. 

*7. Reduction in daily allowance: -  

* All inclusive rates of daily allowance abolished vide MEA 
latter No. Q/FD/695/27/79 dated 19.5.1982.  

(1) If an officer makes his own arrangements for 
accommodation for a halt at a station abroad or, is provided with 
free accommodation, he shall be granted daily allowance in full 
at the rate prescribed for his category. 

(2) If the hotel charges include breakfast charges, the daily 
allowance shall be reduced by 10%. 

(3) If an officer on tour or temporary duty or member of his 
family who has been authorised to accompany him is provided 
with both accommodation and meals, either at the cost of the 
Government or because he is treated as State Guest by a 
Foreign Government and/or a public organisation at the station 
at which he halts or when he is provided with both 
accommodation and meals by an air company at an intermediate 
station of halt, the daily allowance admissible to the officer 
and/or members of his family shall be limited to 25% of the 
normal daily allowance. 

*(4). A representational officer may treat an officer on duty 
staying with him as official house guest and reimburse himself 
for the expenditure on such house guest out of his 
representational grant. The entitlement of the officer treated as 
official house guest will be at the rate of 25% of the admissible 
DA.  

Concerned representational officer shall report the facts to 
the Head of Chancery. The Head of Chancery shall, issue a 
certificate (appended below) to the Audit and the officer 
concerned in such cases. The officer staying as house guest will 
attach the following certificate with his TA bill.  

*S.I. VIII under Annexure XVIII of IFS (PLCA) Rules (1990 
Edition) added.
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CERTIFICATE 

Certified that Shri ...........................for the period of his 
official stay from......................................................stayed with 
Shri ........................................of this Mission. He was treated/not 
treated as house guest in terms of para 7 of Annexure XVIII of 
I.F.S. (PLCA) Rules.  

8. Daily allowance during travel by Steamer or air - (1) 
No daily allowance shall be admissible to an officer or a member 
of his family during any period of travel by steamer or air if the 
fare is inclusive of the cost of food during the journey.  

(2) If the fare for travel by steamer or air is not inclusive of 
the cost of food, the officer may draw daily allowance as for a 
journey by rail.  

9. Daily allowance during a journey by rail - (1) The daily 
allowance admissible for a journey performed by rail outside 
India where the fare is not inclusive of the cost of food, shall be 
as follows: -  

i.  For himself and each member of his family of and above 
the age of 12 years (including a relative taken as a 
hostess) the daily allowance prescribed for the station or 
point of transhipment at which the rail journey will 
terminate. 

ii. For each member of his family below the age of 12 
years, three fourths of the rate admissible under clause 
(i) above; 

iii. For any child of or below the age of 12 months at one-
half of the rate of daily allowance admissible to the 
officer under clause (i) above.  

(2) The daily allowance under sub-para (1) above shall be 
admissible only if the officer and/or members of his family or 
Indian servants spend the whole of a night in the train.  

(3) If an officer and/or other entitled person leaves his 
headquarters by rail and/or returns to it by rail, he shall be 
entitled to daily allowance to the extent provided in sub-para (3) 
of para 11, subject to the other conditions prescribed therein. 

(4) If an officer on transfer from or to a Mission or Post 
abroad performs a portion of the journey on transfer in India by 
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rail, he shall, for the rail journey performed in India, be entitled to 
full incidentals prescribed under the Supplementary Rules.  

(5) If an officer on transfer/on home leave/on tour from a 
Mission/post abroad and vice versa is required to perform a tour 
journey within India by rail, he shall be entitled to daily allowance 
as per Supplementary Rules.  

10. Daily allowance during a journey by road (1) If the 
officer is proceeding on transfer and travels by his personal car 
or by other private vehicle abroad, either between points not 
connected by rail or steamer or in public interest he shall be 
entitled to a daily allowance for himself and members of his 
family for the period of the transit by road and a night halt after 
400 km shall be permissible in case only single mileage 
allowance is drawn. In the event of full mileage allowance for self 
and members of family, no daily allowance would be admissible. 
The provisions of para 9 shall apply to such a journey.  

(2) Where an officer travels by road at his own option and 
not in the public interest between points connected by rail or 
steamer, the daily allowance admissible for road journey shall be 
limited to the daily allowance which would have been admissible 
had the officer travelled by rail or steamer, as the case may be.  

11. *Daily allowance for fraction of a day- (1) If an officer 
is travelling on tour outside a radius of 16 km from his 
headquarters, but does not spend any night away from his 
headquarters and proceeds to a place or places, he shall be 
entitled to a daily allowance as follows: - 

(i) If his absence from his headquarters does not exceed 
six hours, he shall not be entitled to any daily allowance; 

(ii) If his absence from headquarters exceeds six hours but 
not twelve hours 50% of daily allowance prescribed for 
the place to which he proceeds on tour.  

 Provided that if he has visited more than one place and 
there are different rates for two or more of such stations, 
he shall be entitled to 50% of the highest rate of daily 
allowance applicable to any of the stations visited; 

(iii) If his absence from headquarters exceeds twelve hours, 
full daily allowance referred to in clause (ii) above  
(2) If an officer proceeds on tour to a station or stations 
outside a radius of 16 km from his headquarters and 
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spends one or more nights at the outstation and 
thereafter spends fraction of a day at such outstation, he 
shall, in addition to the daily allowance admissible to him 
for the night/nights spent at the outstation, be entitled to 
daily allowance admissible under sub-para (1) above for 
the fraction of the day spent at the outstation - provided 
that such daily allowance for the fraction of the day shall 
be admissible only at the last station visited away from 
headquarters.  

*Amended as per S.I. VII under Annexure XVIII of IFS 
(PLCA) Rules (1990 edition). 

(3) If an officer proceeds on tour to a station or stations 
outside a radius of 16 km from his headquarters and spends a 
night/nights in transit by rail/air and thereafter spends fraction of 
a day at the outstation, he shall, in addition to the daily 
allowance admissible to him under the provisions of either para 
9 or para 10 as the case may be, be entitled to daily allowance 
under sub-para (1) above for the fraction of the day spent at the 
outstation- provided that such daily allowance for the fraction of 
the day will be admissible only at the last station visited away 
from headquarters. 

Note I: For the purpose of admissibility of daily allowance for the 
fraction of a day as laid down above the `stay' of an officer at the 
outstation shall be held to commence at the time of disembarkation from 
the plane, steamer or railway and end at the time of embarkation on the 
plane, steamer or railway for the return journey. Where such daily 
allowance, for fraction of a day is claimed in combination with a night's 
halt at the outstation, daily allowance from the time of arrival at the 
outstation as stipulated above, will first be calculated on 24 hourly basis 
and thereafter daily allowance for fraction of a day, if any, admissible, 
will be calculated and paid to the officer. 

*It is clarified that Note 1 below Para 11 refers to the jouney 
by air, steamer or road and not by road. Therefore, in case of 
journey by road, the period of journey should also be considered 
for calculation of DA.  

*Added vide fax No. Q/GA/791/7/2000 dated 23.11.2011 

12. Daily allowance for an Indian servant: If an Indian 
servant is entitled to travel at the Government's expense, a daily 
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allowance shall be admissible for such servant during a period of 
travel by air, steamer, rail or road subject to the conditions 
prescribed in paras 9 to 11, both inclusive, and subject further to 
the condition that the daily allowance for the Indian servant shall 
be calculated at the rates prescribed by the Government for a 
lowest Grade Officer as defined under GOI orders in 
supersession of S.R. 17. 

13. *Payment of daily allowance on first arrival: Payment 
of daily allowance in lieu of foreign allowance to officers on first 
arrival in a Mission should be disbursed weekly and in arrears. In 
no case should this allowance be paid in advance. The officer's 
entitlement to daily allowance shall be as follows:  

 *S.I I under Annexure XVIII of IFS (PLCA) Rules (1990 
 edition) 

1) For first 21 days in hotel 

(i) The amount of daily allowance admissible shall be 
restricted to twice the amount of foreign allowance. 

(ii) Where hotel charges include breakfast charges, the daily 
allowance reduced by 10% or double the foreign 
allowance, whichever is less, shall be admissible. 

**(iii) When the hotel accommodation has only partial kitchen 
facilities, the officer shall be entitled to daily allowance 
reduced by 25% or double the foreign allowance, 
whichever is less. 

 ** Added vide order No. Q/GA/791/4/91 dated 15-2-1991 

(iv) When officer and spouse are both posted together to the 
same Mission/Post abroad, Daily Allowance (for self and 
children) or double foreign allowance whichever is less 
for either of the two spouses and normal foreign 
allowance only for the other spouse shall be admissible. 

(v) These provisions shall apply when the officer has to stay 
in the hotel anytime during his tenure at the Mission/Post 
or at the time of his transfer.  

*(vi) Where the amount of daily allowance admissible to the 
officer is less than the normal Foreign Allowance 
admissible to him the officer shall be entitled to his 
normal Foreign Allowance (i.e. gross FA, less slab 
deductions) including the component of entitled servants 
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wages. 

*(vii) While working out the entitlement of daily allowance of 
officers for the period of stay in a hotel on first arrival, 
restricted to twice the amount of foreign allowance, the 
component of servants' wages shall not be deducted 
from the foreign allowance. Slab deduction should also 
not be made from the figure of foreign allowance. Such 
restricted daily allowance is payable only to the officer 
and not in respect of each member of the family. It 
should be disbursed in the same currency in which 
foreign allowance is paid. The rate of exchange will be 
the same as used for disbursing salary. 

It is clarified vide fax No. Q/GA/791/1/2012 dated 01.02.2012 
that the above cited para speaks about the manner of payment 
of cash allowance in the cases where daily allowance would be 
restricted to twice the amount of foreign allowance. According to 
the para, when DA ( for officer and each member of the family) 
exceeds the amount of double the foreign allowance, only the 
double FA would be admissible. Payment voucher for such 
amount (i.e. Double FA) would carry only the name of concerned 
officer and not the name of each member of family. 

*(viii) In the case of officers who are posted to countries where 
Missions/Posts are opened for the first time or where 
Missions/Posts are opened after remaining closed for 
some time, they may be provided with hotel 
accommodation with the prior approval of the Ministry 
and allowed to draw daily allowance or double the 
admissible foreign allowance, whichever is less upto 60 
days if their stay in a hotel for want of suitable 
accommodation for this period becomes inescapable. 
Depending on the merits of the case, officials may with 
the approval of Ministry, be allowed to stay in hotel 
beyond 60 days but after 60 days, only normal foreign 
allowance will be admissible to them. 

 *No. Q/GA/791/64/82 dated 9-11-1995 

(2) For period beyond 21 days in hotel  

(i) Only normal foreign allowance shall be admissible 
beyond 21 days even if the official and his family 
continue to stay in a hotel. 

(ii) When either relieving officer or relieved officer is 
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accommodated in hotels during the period of preparation 
time availed of by the relieved officer at the station of 
posting (either on first arrival or on departure) prior 
permission of the Ministry will not be necessary. The 
payment of daily allowance shall be regulated on the 
above basis. 

(iii) Re-numbered as (vi) below Para 13(1)(v)-DELETED 

(iv) Re-numbered as (vii) below Para 13(1)(vi)-DELETED 

(v) Re-numbered as (viii) below Para13 (1)(vii)-DELETED 

**14. Daily Allowance for journeys beyond 16 km: Where 
free transportation has not been provided at Government cost, 
the conveyance charges are reimbursable to the officers in 
accordance with the Government orders issued in that regard. 
Irrespective of whether conveyance is provided at Government 
cost or not, officers performing journeys on official duty beyond 
16 kms from their headquarters and this includes journeys 
performed to airports by members of staff to collect diplomatic 
bags -are, therefore, entitled to the payment of Daily Allowance, 
in accordance with the relevant provisions of this Annexure.  

**No. Q/GA/791/64/82 dated 23-12-1993  
#15. Rates of daily allowance to various grades of 

officers: 

 (i) Admissibility of daily allowance for various officers as 
defined in Government of India orders issued in 
supersession of SR 17 shall be as follows: -  

(a) Officers drawing grade pay of
 ` 5,400/- p.m. and above
including those senior officers
who have fixed pay scale 

100% of full DA rates 
indicated in Appendix.  

(b) Officers drawing grade pay
below ` 5,400/- p.m. and above
` 1,800/-p.m. 

75% of full DA rates 
indicated in the Appendix  

(c) Officers drawing grade pay
below ` 1,800/- p.m.  

 33% of full DA rates 
indicated in the Appendix.  

#Superceded vide order no. Q/FD/695/2/2012 dated  
17-07-2012 and Addendum dated 28-08-2012. 
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[However Group `A' Officers of the Central Government are 
treated as Grade I officers for TA/DA purposes even if their pay 
is less than ` 8500/- p.m.] 

[ ] [No. Q/FD/695/1/98 dated 15.9.98] 

(ii) Where an officer is treated as State Guest or has been 
provided both accommodation and meals free, 25% of 
the daily allowance shall be admissible. 

(iii) The rates of daily allowance fixed for various grades of 
officers do not include any element towards cost of 
transport for official journeys. Accordingly the actual cost 
of taxi or conveyance hired for trips on duty which is 
considered necessary and reasonable by the controlling 
authority will be reimbursed to the officer subject to 
specific provisions of funds in the sanction order 
sanctioning the deputation/delegation. 

(iv) No reimbursement on account of tips, in addition to daily 
allowance, shall be admissible. 

(v) Where the hotel charges include breakfast charges, the 
daily allowance shall be reduced by 10%.  

(vi) In the case of countries, where local currencies are freely 
convertible, the equivalent amount of prescribed Daily 
Allowance in US dollars for the country concerned may 
be paid in the local currency. The local currency 
equivalent may be arrived at via Rupee, by using the 
official rates of exchange fixed by the Ministry from time 
to time. In the case of Missions where local currencies 
are not freely convertible, the prescribed Daily Allowance 
for the country concerned may be paid in US dollars. 
Subject to local laws, regulations and administrative 
procedures, Daily Allowance (DA) may be paid in US 
dollars, if the officer drawing the DA so desires. 

(vii) The rates of Daily Allowance shall be the same 
throughout a country. However, for tours by officers 
within the country of their posting, or for tours from one 
Mission to another by officers posted abroad, Daily 
Allowance for each tour shall be regulated as follows: -  
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For the first seven days  Full admissible DA 

For the next seven days 75% of Full admissible DA  

For subsequent additional
days 

50% of full admissible DA  

(viii) For tours, by officers posted in India, from India to one 
or more countries abroad, Daily Allowance for each tour 
shall be regulated as follows: 

For the first fourteen days Full admissible DA 

For the next fourteen days 75% of full admissible DA 

For subsequent additional 
days 

60% of full admissible DA  

(ix) Daily Allowance shall be regulated as per para (vii) and 
(viii) above and restricted to rank Foreign Allowance in 
case of tours/temporary duty exceeding 30 days. The 
number of days shall be counted on the basis of stay at 
a particular station only."] 

[ ] (No. Q/FD/695/1/90 dated 11.11.1996 and 4.7.1997) 
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Supplementary Instructions 

I. Scale of accommodation: The entitlement of scale of 
accommodation to following categories of officials going on 
official duty abroad would be as under:  

1. Speaker of Lok Sabha,
Cabinet Minister, Minister
of State, Dy. Minister of
Central Government,
Speakers of legislative
Assembly.  

Single suite if travelling alone and
double suite if travelling with spouse
officially. 

Chief Ministers, Ministers
of State Government  

-as above- 

2. MPs/MLAs/MLCs Single room only  

3. Secretaries to the
Govt. of India (including
those holding non-
secretariat post but
drawing pay equivalent to
that of Secretary to the
Government of India)  

Single suite (only if they visit a
foreign country as leader of the
delegation otherwise a single room. 
The entitlement to suite would be on
a case to case basis with the prior
approval of the competent authority. 

[ No. Q/FD/695/3/84 dt. 25.7.1985 and Ministry of Finance, 
Deptt. of Expenditure O.M. No. F.19036/6/95 E-IV dt 
13.12.1995.] 
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APPENDIX 

(Authority: No Q/FD/695/3/2000 dated  21.09.2010) 

 S.No. Name of the Country Daily Allowance (US $) 

1. Afghanistan 75 

2. Albania 75 

3. Algeria 75 

4. American Samoa 60 

5. Angola 75 

6. Anguilla 75 

7. Antigua 75 

8. Argentina 75 

9. Armenia 75 

10. Australia 100 

11. Austria 100 

12. Azerbaijan 75 

13. Aruba 75 

14. Bahamas 75 

15. Bahrain 75 

16. Bangladesh 60 

17. Barbados 75 

18. Belgium 100 
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19. Belize 60 

20. Belarus 75 

21. Benin 60 

22. Bermuda 75 

23. Bhutan 60 

24. Bolivia 75 

25. Botswana 75 

26. Bosnia Herzgovina 75 

27. Brazil 75 

28. British Virgin Islands 60 

29. Brunei 100 

30. Bulgaria 75 

31. Burkina Faso 60 

32. Burundi 60 

33. Cameroon 60 

34. Canada 100 

35. Cape Verde Islands 60 

36. Cayman Islands 60 

37. Central African 
Republic 60 

38. Chad 60 
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39. Chile 75 

40. China 100 

41. Colombia 75 

42. Comoros 60 

43. Congo 60 

44. Cooks Island 60 

45. Costa Rica 75 

46. Croatia 75 

47. Cuba 75 

48. Cyprus 100 

49. Czech Republic 75 

50. Denmark 100 

51. Djibouti 60 

52. Dominica 75 

53. Dominican Rep. 75 

54. Ecquador 75 

55. Egypt 75 

56. El Salvador 75 

57. Eritrea 60 

58. Equatorial Guinea 60 
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59. Estonia 75 

60. Ethiopia 60 

61. Fiji 100 

62. Finland 100 

63. France 100 

64. French Guyana 75 

65. Gabon 60 

66. Gambia 60 

67. Gaza(PNA) 75 

68. Georgia 75 

69. Germany 100 

70. Ghana 60 

71. Gibraltar 100 

72. Greece 100 

73. Grenada 75 

74. Guadeloupe 75 

75. Guam 60 

76. Guatemala 75 

77. Guinea 60 

78. Guinea Bissau 60 



ANNEXURE – XVIII: DAILY ALLOWANCE 

323 
 

79. Guyana 75 

80. Haiti 75 

81. Honduras 75 

82. Hong Kong 100 

83. Holy See(Vatican) 100 

84. Hungary 75 

85. Iceland 100 

86. Indonesia 75 

87. Iran 75 

88. Iraq 75 

89. Ireland 100 

90. Israel 75 

91. Italy 100 

92. Ivory Coast 60 

93. Jamaica 75 

94. Japan 100 

95. Jordan 60 

96. Kampuchea 
(Combodia) 75 

97. Kazakhstan 75 

98. Kenya 60 
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99. Kiribati 60 

100. Korea (North) 60 

101. Korea (South) 100 

102. Kuwait 75 

103. Kyrgyzstan 75 

104. Laos 60 

105. Latvia 75 

106. Lebanon 60 

107. Lesotho 60 

108. Liberia 60 

109. Libya 60 

110. Lithuania 100 

111. Luxembourg 100 

112. Macao 100 

113. Madagascar 60 

114. Malawi 60 

115. Malaysia 75 

116. Maldives 60 

117. Mali 60 

118. Malta 100 
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119. Martinique 75 

120. Macedonia 75 

121. Mauritania 60 

122. Mauritius 60 

123. Mexico 75 

124. Micronesia 100 

125. Moldova 75 

126. Monaco 60 

127. Montenegro 75 

128. Mongolia 60 

129. Montserrat 75 

130. Morocco 60 

131. Mozambique 60 

132. Myanamar 60 

133. Namibia 75 

134. Nauru 60 

135. Nepal 60 

136. Netherland 100 

137. Netherland Antille 75 

138. New Caledonia 60 
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139. New Zealand 100 

140. Nicaragua 75 

141. Niger 60 

142. Nigeria 60 

143. Niue 60 

144. Norway 100 

145. Oman 75 

146. Pacific Islands(Trust 
territory) 75 

147. Pakistan 60 

148. Panama 75 

149. Papua New Guinea 100 

150. Paraguay 75 

151. Puerto Rico 75 

152 Principality of 
Liechtenstein((Vaduz) 100 

153 Peru 75 

154 Philippines 75 

155 Poland 75 

156 Portugal 100 

157 Qatar 75 

158 Reunion 60 
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159 Republic of Palau 75 

160 Republic of Slovenia 100 

161 Republic of San Marino 100 

162 Romania 100 

163 Rwanda 60 

164 Samoa 60 

165 Sao Tome & Principe 60 

166 Saudi Arabia 75 

167 Senegal 60 

168 Serbia 75 

169 Seychelles 75 

170 Sierra Leone 60 

171 Singapore 75 

172 Slovak Republic 75 

173 Solomon Islands 60 

174 Somalia 60 

175 South Africa 75 

176 Spain 100 

177 Sri  Lanka 60 

178 St. Kitts & Nevis 60 
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179 St. Lucia 60 

180 St. Vincent & 
Grenadines 60 

181 Sudan 60 

182 Surinam 75 

183 Swaziland 60 

184 Sweden 100 

185 Switzerland 100 

186 Syria 75 

187 Tajikistan 75 

188 Tanzania 60 

189 Thailand 75 

190 Togo 60 

191 Tonga 60 

192 Trinidad& Tobago 75 

193 Tunisia 60 

194 Turkey 100 

195 Turkmenistan 75 

196 Turks & Caicos 75 

197 Tuvalu 60 

198 Uganda 60 
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199 U.A.E. 75 

200 U.K. 100 

201 U.S.A 100 

202 Russian Federation 75 

203 Ukraine 75 

204 Uruguay 75 

205 US Virgin Islands 60 

206 Uzbekistan 75 

207 Vanuatu 75 

208 Venezuela 75 

209 Vietnam 60 

210 Yemen 60 

211 Wallis Futune Islands 60 

212 Zaire 60 

213 Zambia 60 

214 Zimbabwe 75 
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ANNEXURE XIX 

AUTHORISED HALTS  

[Authority:M.E.A. Memo No. F.21(14)60-Vol.II dated 31st 
March, 1962]  

1. Scheduled Halts (1) A Scheduled halt means- 

(i) a halt which an officer or a member of his family makes, 
with the sanction of competent authority, at any station in 
the course of a journey on transfer or on tour for the 
performance of official duties there; or 

(ii) a halt, at an intermediate station of transhipment either 
specifically prescribed as a part of travel time on transfer 
journey or provided for in the regular service of a 
transport organisation for all passengers by that route. 

(2) If an officer is accompanied by one or more members of 
his family on a journey on transfer and the officer is authorised 
by the Government to make a scheduled halt at any station en 
route to the station of his posting for the performance of official 
duties, Government shall decide whether his family shall also 
halt at that station or proceed direct to the station of his posting.  

(3) If an officer, in the course of a journey, has been 
authorised to make a scheduled halt at any station for the 
performance of official duties, the Indian servant or servants of 
such officer shall not be deemed to be authorised to make a 
scheduled halt except: - 

(i)  if the family of the officer is required to halt along with 
himself and if he has a child not exceeding five years in 
age, one Indian servant may also make a scheduled halt 
at that station unless he is a widower and has been 
allowed to take a near relative as hostess; or  

(ii) if the Government for reasons to be stated in writing are 
satisfied that it is necessary, and specifically authorise 
the officer to retain the servant with him during the 
period of the scheduled halt or a part thereof. 

(4) An officer shall be entitled to daily allowance at 
prescribed rates for any period of a scheduled halt for himself, 
any members of his family or Indian servant authorised or 
entitled to make it. 
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(5) When an officer avails leave ex-India at an intermediate 
station, he may prefix the scheduled halt with such leave. In such 
cases, the officer shall be entitled to porterage charges, 
accommodation, and DA as admissible under sub para (4) 
above. Taxi/conveyance will be limited to the cost of fare from 
the airport to the hotel only]. {Taxi/ conveyance charges for 
return from the place of stay to the airport shall also be 
admissible. These charges shall, however, be restricted to the 
amount of charges payable from the panel hotel to the airport.} 

{ } Added vide letter no Q/GA/791/10/89 DATED 29.5.02 

2. Non-scheduled halts (1) Enforced Halt- An `enforced 
halt' means a halt which an officer or a member of his family or 
an Indian servant is, in the course of a journey, obliged to make 
at an intermediate station, other than the station of 
commencement of the journey or the destination due to the non-
availability of an onward connecting passage/conveyance. 

(2) Except with the sanction of the Ministry, a halt under para 
(1) above shall not be treated as an enforced halt if-(i) an officer 
due to travel on transfer, fails within fifteen days of the receipt of 
his transfer orders to take action for booking his passages, or 

(ii) the officer, a member of his family or an Indian servant 
fails, through his act or default, to utilise the transport or 
particular accommodation booked for him in accordance 
with existing orders. 

[ ] Added vide No. Q/GA/791/10/89 dated 20-1-1993 

(3) If an officer is travelling by public means of transport, 
which breaks down during the journey, he shall proceed at the 
earliest opportunity by as economical a transport as available. 
The period of halt till such transport is available shall be treated 
as an enforced halt. 

(4) If an officer is using a personal car or some other private 
car or a Government car for a journey for which travel by car has 
been prescribed by a competent authority to be in the public 
interest and the car breaks down, he may make a halt for such 
period as may be necessary to ensure the safe custody of the 
car, and shall thereafter continue the journey by as economical a 
transport as may be available. The period of halt for making 
arrangements for the safe custody of the car shall be treated as 
enforced halt. 
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(5) Where passages from an intermediate station of 
transhipment are not available within a reasonable time of the 
anticipated date of an officer's arrival, the authority responsible 
for booking the onward passage from there shall, as soon as 
possible, inform: -  

(i) the Head of Mission/Post from where the officer is under 
orders of transfer; or  

(ii) the Ministry if the officer is under orders of transfer from a 
post in India or if he is a Head of Mission/Post. 

(6) The Head of Mission/Post or the Ministry, shall on receipt 
of the information referred to in para (5) above, decide whether 
the move of the officer should be deferred or whether he should 
be allowed to proceed to the station of intermediate halt even 
though it will involve expenditure on an enforced halt. In the latter 
event, the Head of Mission/Post, shall issue to the officer a 
certificate of enforced halt. 

(7) If a period of enforced halt is likely to exceed a week, the 
Ministry, may require a Head of Mission/Post and a Head of 
Mission/Post in the case of any other officer, to perform such 
official duties during this period as they may specify.  

3. Enforced stay- (1) "Enforced stay" means the period, 
inclusive of the preparation time of eight days admissible on 
transfer, but exclusive of any period of overlap or other 
temporary duty, during which an officer under orders of transfer 
from a station abroad and/or members of his family and/or Indian 
servants are obliged to continue to stay at his station due to the 
absence or non-availability of transport for effecting the transfer. 

(2) A halt shall not, without the sanction of the Ministry, be 
treated as a period of enforced stay under sub-para (1) 
above if  

(i) the officer has not, within fifteen days of receiving 
transfer orders, taken action for booking his passages; 
or  

(ii) the officer, a member of his family or an Indian servant 
fails to utilise transport or accommodation booked for 
him in accordance with existing orders.  

(3) If transport is available from the station of 
commencement of the journey but connecting onward passages 
from an intermediate station are not available and in accordance 
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with the provisions of sub-para (5) of para 2, the Ministry or the 
Head of Mission/Post concerned decides that an officer should 
not commence the journey, his period of halt at the first named 
post, shall be treated as a period of enforced stay, if his 
substitute has already arrived and he himself has relinquished 
charge of the post. 

(4) If an officer makes an enforced stay within the terms of 
these orders, the Head of Mission/Post shall grant him a 
certificate accordingly, and this shall be attached to his travelling 
allowance bill. 

(5) During the enforced stay of an officer beyond eight clear 
days of preparation time, the Ministry/Head of Mission/Post may 
require him to perform such official duties as they may specify. 

4. Sickness halt- (1) A `sickness halt' means a halt which 
an officer, or a member of his family or his Indian servant has to 
make either at the station of commencement of his journey on 
transfer after relinquishment of charge from a post abroad or at 
an intermediate station outside India during the course of his 
journey, owing to illness. 

(2) If, before the commencement of a journey, an officer or a 
member of his family or Indian servant is suffering from an 
illness, or disease, the officer shall bring that fact or cause it to 
be brought to the notice of the Authorised Medical 
Attendant(AMA), at the station of the commencement of his 
journey and shall not himself commence the journey or allow a 
member of his family or Indian servant to do so unless the AMA 
certifies that the malady is not likely to occasion a sickness halt 
during the journey. If no AMA is available, the officer shall have 
the facts brought to the notice of the Ministry and shall comply 
with such instruction as they may give regarding the 
commencement of the journey by the person concerned. 

(3) If an officer or a member of his family falls ill at an 
intermediate station and the illness has supervened only in the 
course of the journey, and if the authorised medical attendant at 
such intermediate station certifies that the patient cannot 
continue the journey without serious detriment or danger to his 
health, he may make a halt at such intermediate station for such 
period as may, in the opinion of the competent medical authority, 
be necessary for the recovery to the extent necessary to permit a 
resumption of the journey.  
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(4) If as required under sub-para 3 above, there is no 
authorised medical attendant at the intermediate station, an 
officer shall have himself or any member of his family examined 
by a reputable medical officer at that station and shall forward his 
certificate to the Ministry. The Ministry shall thereupon decide 
whether and if so to what extent and subject to what conditions 
the halt of the officer should be treated as sickness halt. 

(5) If the period of sickness halt is likely to exceed ten days 
the Head of Mission/Post within whose charge the station of halt 
lies, or, if there is no Head of Mission or Post there, the officer 
himself shall telegraph the circumstances to the Ministry giving 
particulars of the persons obliged to make the halt. The Ministry, 
may, thereupon decide whether, apart from the person or 
persons actually ill, any other member or members of the family 
should halt there or issue other appropriate orders.  

(6) If an Indian servant of an officer falls ill at an intermediate 
station and the competent medical authority certifies that he 
cannot continue or resume his journey without serious detriment 
or danger to his health, he may make a halt at the intermediate 
station for such period as is, in the opinion of the medial 
authority, necessary for him for recovery to the extent required 
for resuming his journey.  

(7) The illness of an Indian servant shall not constitute 
grounds for the halt of the officer or a member of his family. 

5. Emergency Halt- (1) An `emergency halt' means a halt 
which an officer or member of his family or Indian servant 
makes, in the course of a journey, at any station including the 
station of the commencement of the journey or its termination, 
due to abnormal causes arising from circumstances beyond the 
control of the officer or of the organisation responsible for the 
transport.  

(2) If an officer/member of his family/Indian servant halts or 
proposes to halt under circumstances referred to in sub-para(1) 
above, the Head of Mission/Post within whose jurisdiction the 
station of halt lies, and where there is no such Head of 
Mission/Post, the officer himself shall have reported the full 
circumstances leading to the halt or proposed halt to the 
Ministry, as early as possible. The Ministry may thereupon 
decide whether, to what extent and under what conditions, the 
period of the halt or a portion thereof shall be treated as an 
emergency halt for the purpose of these orders.  
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6. Emoluments during Non-scheduled Halts- (1) Any non-
scheduled halt other than a sickness halt which falls within the 
provisions of these orders, shall be treated as a period of duty. 
The joining time admissible to the officer shall be deemed to 
have been extended by the period of such sanctioned non-
scheduled halt. During such extended joining time, the officer 
shall be entitled to joining time emoluments as laid down under 
Annexure XX. 

(2) If an officer makes a sickness halt under the provisions of 
these orders, due to his own illness or of a member of his family 
the period of such sickness halt shall not be treated as a period 
on duty, but as a period on leave of the kind due and granted to 
him. In such a case, the officer shall be entitled to the following, 
in addition to the leave salary otherwise admissible to him: -  

(i) during the first twenty eight days of the halt, daily 
allowance admissible under the rules to himself and to 
members of the family or Indian servant authorised to 
make the halt;  

(ii) for periods in excess of the first twenty eight days, the 
officer shall report the matter to the Government, who 
may, at their discretion, sanction such financial relief to 
the officer as they may deem appropriate.  

(3) If an officer is not travelling himself and one or more 
members of his family have, in the course of a journey at public 
expense, to make a sickness halt due to the illness, either of a 
member of the family or an Indian servant, or if an Indian servant 
is travelling alone at the public expense and has to make a 
sickness halt, no daily allowance or hotel accommodation at 
Government expense shall be admissible.  
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ANNEXURE XX  

JOINING TIME, TRAVEL TIME AND EMOLUMENTS DURING 
SUCH TIME  

[Authority: -M.E.A. letter No. Q/GA/791/22/69-Vol.XIII dated 
10th June, 1970]  

1. Admissibility of Joining Time - If an officer is transferred 
from one station to another, he shall be entitled to joining time, 
which shall count as duty, as follows: -  

(i) eight days (including Sundays and holidays) for 
preparation, hereafter referred to as `preparation time'. 
Preparation time may be availed of either at the station 
of commencement of journey or at any other station 
provided that the availing of such time either at the 
station of commencement of journey or at an 
intermediate station shall not upset the first available 
passages booked by the Ministry/Mission for the officer 
concerned, provided further that if there is any enforced 
stay at the station of commencement of journey due to 
non-availability of passages, the preparation time shall 
run concurrently with the period of such enforced stay; 

(ii) the travel time used for the actual journey on duty by the 
approved route, hereafter referred to as `travel time'. 

(iii) any scheduled halt including a period of duty at an 
intermediate station, for which daily allowance is 
admissible under the relevant rules; 

(iv) any enforced stay/enforced halt/emergency halt for 
which the Head of Mission or Post/the Ministry have 
granted a certificate in the form prescribed under the 
relevant rules.  

Note: When holiday(s) follow(s) Joining Time, the normal joining 
may be deemed to have been extended to cover such holidays (s). 

(2) Joining Time may be combined with vacation and regular 
leave of any kind or duration except casual leave. If an officer 
travels to India on home leave or from India after availing of 
home leave and home leave fares have been sanctioned to him, 
he shall be entitled to travel time as in sub-para (1), subject to 
the modification that-  

(i) The actual travel time shall be counted only upto the first 
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airport of disembarkation in India or, for a journey by 
land, to the place where he enters India and, for journey 
from India, from the last place of exit from India. 

(ii) Preparation time shall not be admissible during home 
leave. 

(3) If an officer performs a terminal journey to India on 
retirement or on leave preparatory to retirement, or on final 
termination of his assignment he shall be entitled to joining time 
as in clauses (ii), (iii) and (iv) of sub-paragraph (1) but not to 
preparation time, provided that the return journey is performed 
by the first available passage after handing over charge in a 
Mission/Post abroad. The travel time admissible shall be counted 
upto the first airport of disembarkation or place of entry into 
India. The terminal journey will be so arranged that no extension 
of service is required to cover the travel time together with the 
leave preparatory to retirement admissible. If, however because 
of difficulties in arranging passages, it becomes necessary to 
adjust the date of retirement/extension to few days later than the 
date of compulsory retirement/date of expiry of extension, such 
adjustments will be made with proper Government sanction.  

(4) For a journey to India on recall, an officer shall be entitled 
to joining time as follows: -  

(i) if recalled under the provisions of clause (ii) and (iii) of 
sub-para (1) of para (8) of Annexure XII to joining time 
under sub-paragraph (3) above; and 

(ii) if recalled under the provisions of clauses (i), (iv) and (v) 
of sub-para (1) of para 8 of Annexure XII, to no joining 
time or travel time; but the period in question may be 
treated as leave of the kind due; and 

(iii) if recalled under the provisions of sub-para (2) and (3) of 
para (8) of Annexure XII and 

a) no proceedings are drawn up, he shall be entitled to 
joining time under sub-paragraph (1); 

b) if proceedings have been or are to be drawn up, joining 
time, not including preparation time, shall be admissible 
to the place of entry into India unless he is placed under 
suspension prior to his entry into India. In the latter event 
joining time as in sub-paragraph (1) shall be admissible 
only if the officer is subsequently found not guilty; 
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(c) No joining time shall be admissible to him if he is found 
wholly or partly guilty, except to the extent availed of 
under sub-clause (b) above.  

(5) (1) In case the officer does not avail of full Preparation 
Time wherever admissible, the difference between the full 
Preparation Time admissible to the officer and the preparation 
time actually availed by him subject to a maximum of 8 days 
shall be credited to his leave account as earned leave.  

*(2) Where passages are available for an officer on transfer 
on the expiry of the preparation time availed of by him at that 
station, there should be no objection to an officer availing 
preparation time either in full or in part at the station of 
commencement of the journey. If, however, this will mean 
postponement of the journey beyond the period of preparation 
time admissible, whereas passages are available during the 
period of preparation time, an officer is expected to avail any of 
those passages unless he has been granted leave ex-India by 
the competent authority. No enforced stay shall be allowed 
beyond the period of preparation time admissible under these 
provisions unless it is due to the non-availability of passages 
from the Mission under circumstances as envisaged in para 3 of 
Annexure XIX. No preparation time however will be allowed to an 
officer if availing of such preparation time will result in a 
cancellation of passages already booked and consequential loss 
to Government.  

(3) Preparation time is intended to enable an officer to wind 
up his establishment at the old station and set up establishment 
at the new station and therefore an officer should normally be 
free to have the option to avail of it either at the station from 
which he is transferred or at any other station. With the 
introduction of compulsory air travel by Air India for all categories 
of officers, booking of passage is not difficult and passages can 
in most cases be had within one or two days of the date of 
release of the officer. It will not, however, be proper to insist on 
the officer's availing of the first available passage without 
allowing him time to avail of preparation time if he chooses to 
avail it. 

*S.I. II under Annexure XX of IFS (PLCA) Rules (1990 edition) 

2. Calculation of Travel Time: (1) An officer may arrive at 
the station of embarkation one day involving a night's halt prior to 
the date of departure to enable him to collect documents, clear 
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his luggage through the customs, and embark. If the day 
immediately preceding the day of departure is a Sunday or a 
public holiday, he may arrive at the station of embarkation on 
such a date as would give him one day before the 
commencement of the Sunday or other public holiday or 
holidays. This sub-paragraph shall not, however, apply if the 
station of embarkation is less than six hours journey from the 
station of his previous posting.  

(2) If an officer after a journey, disembarks at an airport, 
whether in India or abroad, he may halt there for one day 
involving a night's halt to enable him to clear his luggage through 
the customs and make arrangements for the onward journey. 
These provisions shall not, however, apply if the station of 
disembarkation is less than six hours journey from the 
destination of the officer.  

(3) The above provisions will apply to transfer journeys 
authorised to be performed by air, rail or road. These provisions 
shall not, however, apply in case of transfer journeys performed 
by an unapproved route if the station of 
embarkation/disembarkation on such unapproved route happens 
to be different from the station of embarkation/disembarkation on 
the approved route. 

(4) If a journey is performed by a route other than the 
approved route, the officer shall be entitled to the joining time or 
travelling time as admissible by the route which he follows or as 
admissible by the approved route, whichever is less. In the 
calculation of joining time by the approved route, however, no 
period of anticipated enforced stay or enforced halt shall be 
taken into consideration.  

(5) If a journey is performed partly by the approved route and 
partly by a route other than the approved one, an officer shall be 
entitled to joining time by a route which he follows or by the 
approved route, whichever is less. Any period of enforced stay or 
enforced halt during travel by the unapproved route shall be 
excluded from the calculation of joining time admissible unless 
the enforced halt occurs at a place of transhipment and would 
have occurred on the approved route. Thus an enforced halt, 
subject to a maximum of three days, shall be admissible as 
joining time.  

(6) The provisions contained in sub-paras (1) and (2) above 
shall also apply to journeys (i) on home leave-cum-transfer from 
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abroad to India, (ii) on leave-cum-transfer from India to a 
Mission/Post abroad and (iii) home leave-cum-transfer from one 
Mission to another Mission abroad. The provisions will not, 
however, apply to an officer who spends his leave ex-India in 
combination with his transfer journey at a station of 
embarkation/disembarkation outside India. The leave availed of 
in India by an officer either on the occasion of leave-cum-transfer 
from abroad to India or on home leave-cum-transfer from one 
Mission to another Mission abroad, shall commence on the day 
following the day of his disembarkation in India at an airport or 
the first point of entry during journeys by rail or road. 

3. Allowances during Joining Time: (1) During preparation 
time availed of in India on transfer from India to a Mission/Post 
abroad, an officer shall be entitled to Dearness Allowance, 
House Rent Allowance and Compensatory (City) Allowance as 
admissible to him in the post from which he has been 
transferred. (City compensatory Allowance abolished as per 
recommendations of Sixth Pay Commission) 

(2) During preparation time availed of either at an 
intermediate station outside India or at the next station of posting 
abroad, either on transfer from India or from a Mission abroad, 
an officer shall be entitled only to Dearness Allowance at rates 
prescribed in India. Dearness Allowance at rates prescribed in 
India shall also be admissible to an officer availing of preparation 
time in India either on transfer from a Mission abroad to India or 
on transfer from one Mission to another Mission abroad.  

(3) During preparation time availed at the station of 
commencement of transfer journey from a Mission/Post abroad, 
either to India or to another Mission/Post abroad, an officer shall 
be entitled to –  

(i) Free furnished accommodation under the orders 
governing residential accommodation, or if such 
accommodation is not available, hotel accommodation 
suitable to his status; and  

(ii) the foreign allowance (excluding wages of servants) 
attached to the Post abroad from which he has been 
transferred. 

 Provided that if he has to stay in a hotel, he may draw 
daily allowance in lieu of foreign allowance as laid down 
in Annexure XVIII. 
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(iii) the reimbursement of standard wages at the prescribed 
rates for his Indian servants (No reimbursement of pay 
of the local servants shall be admissible).  

(iv) Children Education Allowance under the orders 
governing such allowance and as admissible to him at 
the post from which he has been transferred. 

(4) During any period of enforced stay abroad with which the 
preparation time shall run concurrently, and during any 
emergency halt at the station of commencement of journey 
abroad, an officer performing a transfer journey shall be entitled 
to: -  

(i) free furnished accommodation under the orders 
governing residential accommodation, or if such 
accommodation is not available hotel accommodation 
suitable to his status; and 

(ii) The foreign allowance (excluding wages of servants) 
attached to the post abroad held by him: Provided that if 
he has to stay in a hotel, he may be allowed daily 
allowance in lieu of foreign allowance as laid down in 
Annexure XVIII. 

(iii) the reimbursement of standard wages at the prescribed 
rates for his Indian servants. (No reimbursement of the 
pay of local servants shall be admissible.) 

(iv) Children’s Education Allowance under the provisions 
governing such allowance and as admissible to the post 
held by him.  

(5) During a period of enforced halt or of an emergency halt 
at an intermediate station including halts prescribed in para 2 
above, an officer performing a journey on transfer shall be 
entitled to –  

(i) daily allowance in accordance with the orders governing 
that allowance; and  

(ii) reimbursement of the standard wages at the prescribed 
rates for his Indian servants, as admissible to the post 
held by him; 

(iii) Children Education Allowance under the provisions 
governing such allowance as admissible to the post held 
by him; 
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(iv) Dearness Allowance at rates prescribed in India.  
Note I - The above provisions shall also apply to halts at the station 

of posting abroad arising out of arrivals in the afternoon or when charge 
of post cannot be assumed due to holiday(s) provided that where during 
such halts on arrival in a Mission/Post abroad, an officer is provided with 
free furnished accommodation under the provisions governing 
residential accommodation, he shall be entitled to draw foreign 
allowance of the post which he has to join in lieu of Daily Allowance. 
During such halts at station of posting abroad, he shall not be entitled to 
draw Dearness Allowance.  

Note II - Daily Allowance as for halts at ports of 
embarkation/disembarkation in terms of para 2 will be admissible only if 
the halt on the day of arrival at the port of embarkation/disembarkation 
lasts at least upto 12 O'Clock in the night; otherwise the officer will be 
entitled to D.A. as for transit for that day.  

(6) During actual travel time, an officer shall be entitled to  
(i) reimbursement of the standard wages at the rates applicable 
at the post abroad held by him for those Indian servants who 
accompany him direct to his next post, or during home leave to 
India. If the officer is travelling from India after availing of home 
leave, he shall be entitled to servants' wages at the rates 
applicable at the post to which he is proceeding for such Indian 
servants as actually precede or accompany him to his next 
station of posting. If an officer is proceeding on transfer from a 
post in India to a post abroad, he shall, with effect from the date 
of his exit from India, be entitled to draw, if a Head of Mission ` 
75.00 p.m; otherwise ` 55.00 p.m. for each Indian servant who 
has preceded or accompanies him and who falls within the 
prescribed complement of Indian servants at his post abroad; 

(ii) Dearness Allowance at rates prescribed in India. 

(7) The servants wages and the compensatory allowances 
laid down in sub-paragraph (6) shall not be admissible to an 
officer who is travelling on first appointment abroad as defined in 
the provisions governing travelling Allowance, or on a terminal 
journey or on a journey on recall. 

(8) If an officer is travelling on home leave after which he is 
to return to the post abroad from which he proceeded on home 
leave, his allowances during joining time for the purpose of 
proceeding to and returning from home leave, shall be regulated 
as follows: - 

(a) He shall be entitled to the same compensatory 
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allowances as laid down in the provisions governing 
leave emoluments as were admissible to him during 
leave.  

(b) In addition, during a period of enforced halt or emergency 
halt, the provisions of clause (i) of sub-paragraph (5) of 
this paragraph shall apply. 

*(9) The amount of `Interim Relief' (if any) will also be 
payable to officers during actual Travel Time spent by them on 
journeys on transfer from Headquarters/Missions to Missions/ 
Posts and vice versa; where DA, ADA is otherwise admissible. 
(Interim Relief and ADA since dispensed with) 

*S.I. VI under Annexure XX of IFS (PLCA) Rules, (1990 edition) 
added.   

4. Consultations with an officer who has performed a 
terminal journey (1) If an officer, after the termination of his 
assignment abroad performs a terminal journey to India, the 
terminal leave, or leave preparatory to retirement, or refused 
leave shall commence from the date of his entry into India.  

(2) The Ministry may, with the consent of an officer to whom 
sub-paragraph (1) applies, call the latter to the headquarters of 
the Ministry for the purpose of consultations for a period not 
exceeding ten days, and for that purpose, grant him daily 
allowance and, if the officer has expressly to come to New Delhi 
for the sole purpose of such consultations, also allow him 
travelling allowance from the place from which he was actually 
travelling to New Delhi and back.  

(3) The period of the journey and the consultation shall not 
be treated as period of duty. During such period an officer shall if 
he is on leave continue to be on such leave, and if he has 
already retired, continue to remain on pension. 

5. Joining Time Pay - Joining time pay shall be regulated 
under F.R. 107(a). Dearness allowance at rates prescribed in 
India shall also be admissible for the entire period of joining time 
provided that such allowance shall not be admissible for the part 
of joining time during which an officer may be entitled to 
compensatory allowance under the provisions of IFS (PLCA) 
Rules, 1961. 

*6. Extended Joining Time: -(1) When an officer arrives at 
a station abroad on or before closed holidays, the period of such 
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intervening closed holidays may be deemed as extended Joining 
Time. Preparation Time will run concurrently with such extended 
Joining Time. His entitlement to various allowances during such 
extended Joining Time shall be governed by Note (I) below sub-
para (5) of para 3 of this Annexure. 

(2) When an officer proceeds on or returns from home leave, 
and in case closed holidays precede/follow travel time, these 
holidays may be allowed to be prefixed or suffixed as the case 
may be, and full foreign allowance shall be admissible for such 
holidays provided the officer actually spends such holidays at the 
station of postings. 

*S.I. IV & V under Annexure XX of IFS (PLCA) Rules, (1990 
edition) added. 

7. Drawing of joining time pay and allowances on 
transfer: - As the period of preparation time, enforced stay, 
overlap is treated as duty and the officers concerned have 
necessarily to incur expenditure in foreign exchange for their 
maintenance at the stations abroad and as allowances, 
accommodation etc. during joining time availed of at the station 
of commencement of transfer journey from a Mission/ Post 
abroad are admissible, payments of emoluments (other than 
pay) as per the entitlements under the rules for the preparation 
time, enforced stay etc. spent at the station of commencement of 
journey may be paid in foreign exchange to the officers without 
the specific authority of the Controller of Accounts. Payment so 
made should be indicated in the last pay certificate. 
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ANNEXURE XXI  

CONSULTATION DUTY - EMOLUMENTS DURING  
SUCH DUTY  

[Authority: -M.E.A, letter No. Q/GA/791/22/69-Vol.XII dated 
30th April, 1970]  

1. General- An officer on home leave from a Mission abroad 
or on home leave-cum-transfer from one Mission to another 
Mission abroad or on leave-cum-transfer from a Mission abroad 
to headquarters in India while he is spending his leave in India, 
may be required by the Ministry to undertake tours or attend a 
refresher course or perform such other duty as the Ministry may 
direct. The period spent on such duties shall be termed as 
Consultation duty. 

2. Treatment of period of consultation duty and its effect 
on leave and leave emoluments- The period spent on 
consultation duty under the provisions of para 1 above (including 
the travel time both for the onward journey from the station 
where the officer was spending his leave to the place or places 
of consultation duty and also the return journey from the last 
station of consultation duty to the station from where he had 
originally proceeded on consultation duty) shall be treated as 
duty. The period of such consultation duty in conjunction with 
leave shall not, however, be treated as interruption of leave and 
consequently the broken periods of leave intervened by period(s) 
of consultation duty shall be treated as a single spell of leave for 
the purpose of calculating leave salary and allowances 
admissible to an officer under the relevant provisions of 
Annexure XXIV to the IFS (PLCA) Rules, 1961. 

3. Emoluments during consultation duty: -(1) During the 
period or periods of consultation duty under the provisions of the 
preceding paras an officer will be entitled to emoluments as 
admissible to him during the leave preceding such consultation 
duty. [However, in cases where an officer is placed on 
Consultation Duty before proceeding on leave, he will be entitled 
to the emoluments as admissible to him during the leave 
succeeding such consultation duty.] 

(2) In addition to the emoluments mentioned in sub-para(1) 
above, an officer during the period of his consultation duty shall 
be entitled to traveling allowance as for a journey on tour under 
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the provisions of S.R. 135 in respect of journeys performed in 
connection with such consultation duty including those from the 
place where the officer was spending his leave to the place of 
duty and back. He shall also be entitled to daily allowance, as 
prescribed by the Government from time to time for the 
place/places of halt on duty and also for the journeys performed 
in connection with such duty. 

*(3) Increments during consultation duty- An officer shall be 
entitled to increments accruing to him during the period of 
consultation duty. 

[ ] [Inserted vide M.E.A. letter No. Q/GA/791/39/74 dated 
5.6.1975]  

*S.I. I under Annexure XXI of IFS (PLCA) (1990 Edition)
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ANNEXURE XXII  

EMOLUMENTS DURING TEMPORARY DUTY  
[Authority: -M.E.A.Memo No. F.21 (14) GA/60-Vol, II dated 

31st March, 1962]  

1. General (1) For the purpose of this Annexure, an officer 
shall be deemed to be on temporary duty: -  

(i) if, when holding an appointment in a duty-post abroad, 
he is required to proceed on duty abroad to a station 
outside the geographical limits of the country or 
countries to which he, or the Head of Mission under 
whom, he is serving, is accredited or concurrently 
accredited and on completion of such duty is to return to 
his post; or 

(ii) if, having relinquished charge of a post abroad and 
before being permitted to take charge of his next post, 
he is required to remain at or proceed on duty to a 
station abroad otherwise than to take charge of his next 
post; or 

(iii) if, when holding charge of a post abroad or after having 
relinquished charge of such a post and prior to 
proceeding to another post abroad, he is required to 
proceed on duty to a place in India; or 

(iv) if, having relinquished charge of a post in India and 
before being permitted to take charge of a post abroad, 
he is required to perform temporary duty either in India 
or abroad; or 

(vi) if, when holding charge of a post in India, he is required 
to proceed temporarily on duty to a station abroad after 
completion of which he is to return to his post in India; or 

(vi) during a period of sanctioned overlap at a station abroad. 

(2) An officer may be placed on temporary duty only under 
the specific orders of the authority or authorities prescribed in 
para 9. 

(3) Temporary duty shall normally not exceed six months at 
a time. If it is likely to exceed that period, the Ministry will transfer 
the officer instead of placing him on temporary duty, and these 
provisions will not be applicable for any period subsequent to the 
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transfer,  

(4) When the Ministry propose to place an officer on 
temporary duty in accordance with the provisions of sub-para(1) 
they shall inform the officer of the approximate period during 
which they normally expect him to be on temporary duty. That 
period is hereafter referred to as the `anticipated period of 
temporary duty'. 

2. Emoluments during temporary duty under clause (i) of 
para 1(1)- An officer who is placed on temporary duty in 
accordance with clause (i) of sub-para (1) of Paragraph 1 shall 
be entitled to the following terms from the date of his proceeding 
on temporary duty to the date of his return to duty, or to the date 
referred to in para 1(3), above whichever is earlier: -  

(1) Pay- As laid down in para 10 below. 

(2) Foreign Allowance- 

(a) If one or more members of his family continue to reside 
at the station from which he proceeds on temporary 
duty, full foreign allowance excluding the amount of 
servants wages admissible at that station; 

(b) Otherwise, full foreign allowance excluding the amount of 
servants wages for the first two months and half 
thereafter: 

 Provided that if the spouse of the officer is permitted by 
competent authority to accompany him/her to the station 
of temporary duty, and if daily allowance for the spouse 
is drawn, for a period exceeding one month, the foreign 
allowance excluding the amount of servants wages for 
the period after the first month, shall be reduced by 
twenty percent; and 

(c) If he is required to occupy and maintain a house at the 
station of his temporary duty, such additional foreign 
allowance as the Government may sanction. 

 (3) Indian servants- Payment in accordance with the 
provisions governing such payment of prescribed monthly rates 
for those Indian servants who are in his employment on the date 
he proceeds on temporary duty, for the period they continue to 
be in his employment. 

(4) Local servants- (i) If one or more members of the family 
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of the officer have been residing and continue to reside at the 
station of his posting. 

(a) reimbursement of the expenditure incurred as wages for 
the prescribed number of local servants at rates not 
exceeding the prescribed rates in accordance with the 
provisions governing such payment; and  

(b) the additional local servant or servants as the 
Government may sanction if, at the place of his 
temporary duty, he is not permitted to stay in a hotel but 
is required to occupy and maintain a residence. 

(ii) If no member of his family resides or continues to reside 
at his station of posting: 

(a) reimbursement of the expenditure incurred on local 
servants at rates not exceeding the prescribed wages if 
the anticipated period of temporary duty does not 
exceed two months. 

(b) reimbursement of the expenditure incurred at rates not 
exceeding the prescribed wages on the prescribed 
complement of full-time local servants (excluding part-
time local servants) if the anticipated period on 
temporary duty exceeds two months, but does not 
exceed four months; and  

(c) if the anticipated period of temporary duty exceeds four 
months, reimbursement of the expenditure incurred on 
local servants for such period as is necessary for the 
purpose of giving the obligatory or customary notice of 
termination of services in the country concerned: 

 Provided that notwithstanding sub-clause (c) above, the 
Head of Mission/Post who does not have any Indian 
Servant in his employment at the station of his posting 
may, for the purpose of looking after the residence, 
retain any one of his existing local servants in 
employment during his absence on temporary duty, and 
the Government shall reimburse to him the prescribed 
monthly amount for the employment of such local 
servants: 

 Provided further that the first proviso above shall not be 
applicable if the Ministry direct that an officer, other than 
the Head of Mission/Post, shall occupy the residence of 
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the Head of Mission/Post during his absence on 
temporary duty.  

(5) Residential accommodation- (i) If one or more members 
of the family of the officer continue to remain at the station of his 
posting, the residential accommodation shall continue to remain 
admissible to the officer while holding the duty post. 

(ii) If no member of the family of the officer remains at his 
station of posting- 

(a) and his anticipated period on temporary duty does not 
exceed four months, the residential accommodation, 
allotted to the officer shall continue to remain leased. 

(b) If the anticipated period of his absence on temporary duty 
is more than four months, the orders of the Ministry 
should be obtained on whether the residential 
accommodation of the officer obtained on short lease 
should be retained during his temporary duty. If the 
Ministry direct that such residential accommodation shall 
not be retained, either immediately or from the date of 
the expiry of the lease, the officer shall be entitled to be 
reimbursed with the cost involved in packing, storage 
and insurance of those personal effects of his which he 
does not take with him subject to the maximum weight 
prescribed under Annexure XIII, and of the cost of 
transport from the said residential accommodation to the 
place of storage, and from the place of storage to the 
residential accommodation to be occupied by him/her on 
his/her return. He shall also be entitled to 
accommodation (including hotel accommodation, if no 
other accommodation is available) for any Indian servant 
or servants whom he leaves behind. In seeking the 
Ministry's orders under the provisions of this clause, the 
Head of Mission/Post shall furnish to the Ministry an 
estimate of the anticipated cost, involved in retaining the 
residential accommodation and, of providing 
accommodation for the Indian servants and paying for 
the cost of packing, storage and insurance and transport 
of luggage. 

(c) When either sub-clause (a) or sub-clause (b) applies 
(but the Ministry direct that the residence should 
continue to be retained) the Ministry may direct a Head 
of Mission, and the latter may direct any other officer that 
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only a part or parts of the premises shall remain allotted 
to him, while the rest of the premises is utilised to the 
best advantage of the Government. 

(6) Representational Grant- Except as provided in the 
provisions of Annexure IV, the representational grant shall not be 
drawn upon during the period of absence on temporary duty 
under clause (i) of para 1(1): 

Provided that if the Government consider it necessary that 
the officer should incur expenditure on representation 
entertainment at the station of his temporary duty, they may 
separately sanction it.  

(7) Children Education Allowance- As would have been 
admissible had the officer continued at the station of his posting. 

(8) Accommodation and daily allowance- In accordance with 
the provisions of Annexure XVIII in respect of himself.  

 (9) If the officer is directed or permitted by the Ministry to 
take his spouse with him/her, traveling allowance, 
accommodation and daily allowance for the latter in accordance 
with the provisions governing such allowances. 

3. Emoluments during temporary duty under sub-para (i) 
of para 1(1) if Government decide that the officer will not 
return to his post- (1) If an officer has been placed on 
temporary duty in accordance with sub-para (1)(i) of para 1, and 
the Ministry subsequently decide that the officer shall not return 
to the post from which he proceeded on temporary duty, the 
officer shall simultaneously be informed of the next station of his 
posting and of the directions of the Ministry in exercise of the 
powers conferred by sub-para (1) of para 4. On receipt of the 
decisions of the Ministry, the officer shall, with due diligence, 
arrange for the move of his family, Indian servants and luggage, 
from the last station of his posting to the place indicated in the 
direction under sub-para (1) of para 4.  

(2) Subject to his family, servants and luggage leaving the 
previous station of posting by the earliest authorised means 
available after receipt by the officer of the orders of transfer, he 
shall be entitled to be governed by the provisions of para 2 till 
such time as his family and servants, actually depart from his last 
station of posting, and for his personal effects, till such time as 
they are actually dispatched from the station of his last posting, 
and thereafter by the provisions of para 4: 
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Provided that if his family and/or servants continue, after 
receipt by him of transfer orders to stay on at the last station of 
posting for a period exceeding a month, the Head of 
Mission/Post shall report the fact to the Ministry and the Ministry 
shall thereupon decide the extent of benefits admissible to the 
officer from the date of receipt of transfer orders:  

Provided further that if before the expiry of the period 
mentioned in this sub-para, the officer has already assumed 
charge of a post at another station, his entitlements shall from 
the date of taking over his new post be regulated as follows: 

(i) For members of his family or Indian servants still at his 
last station of posting, the benefits of sub-paras (3), (5)(i) 
and (7) of para 2. 

(ii) For himself at his new station of posting: 

(a) pay as laid down in para 10; 

(b) either hotel accommodation and cash allowance or free 
residential accommodation on the scale admissible to 
him plus foreign allowance applicable to his new post; 

(c) the complement of local servants prescribed for his new 
post in accordance with the provisions of Annexure III. 

(d) till such time as his Indian servants arrive from his old 
station, such additional local servant or servants as the 
Government may specifically sanction;  

(e) the representational grant applicable to his new post.  

4. Emoluments during temporary duty under clause (ii) 
of para 1(1)- If an officer is placed on temporary duty in 
accordance with the provisions of clause (ii) of sub-para (1) of 
para 1, and one or more members of his family were with him at 
his last station of posting, the Government shall, after taking into 
consideration the comparative cost of the various alternatives, 
decide whether the family and/or Indian servants of the officer 
shall- 

(i) continue to stay at his last station of posting; or 

(ii) be permitted to proceed to some station abroad where 
the foreign allowance attached to the post of the same 
grade is lower; or 

(iii) be permitted to accompany him to the station of his 
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temporary duty; or 

(iv) proceed to India; or 

(v) be permitted to precede him to his next station of posting.  

(2) If in pursuance of the provisions of sub-para (1) of this 
para, the Government direct that the family of the officer and/or 
his Indian servants, shall continue to stay at the station of his last 
posting, his emoluments shall be governed by the provisions of 
paragraph 2 for such period as the family and/or Indian servants 
continue to stay at his last station of posting. 

(3) If, in accordance with sub-para (1) of this para, the 
Government permit the family and/or Indian servants, of the 
officer to proceed to another station abroad, his emoluments 
shall be regulated by the provisions of para 2 in the same way as 
they would have been, had he proceeded on temporary duty 
from a post of the same grade located at the station to which his 
family and servants have been permitted to proceed. In addition, 
he shall be entitled to draw traveling allowance for his family and 
servants and the cost of transportation of luggage to that station 
in accordance with the provisions governing such allowance. He 
shall not, however, be eligible to draw a transfer grant in addition 
to the transfer grant admissible to him for his transfer to his next 
station of posting. 

(4) If under the provisions of sub-para(1) of this para, the 
Government permit the family and servants of the officer to 
accompany him to the place of his temporary duty, the officer 
shall be entitled to-  

(i) travelling allowance for his family and servants and the 
cost of transportation of his luggage to the station of his 
temporary duty in accordance with the provisions 
governing this allowance. 

(ii) according as the Ministry may direct, residential 
accommodation and foreign allowance as applicable to a 
post of the same grade at the station of his temporary 
duty or daily allowance for himself, his family and 
servants under the provisions governing this allowance. 

(iii) the authorised wages for Indian and local servants and 
children's education allowance as applicable to a post of 
the same grade at the station of his temporary duty 
provided that if the officer and his family are staying at a 
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hotel, no engagement of local servants shall be 
permissible. 

(5) If under the provisions of sub-para (1) of this para, the 
Government directs that the family and Indian servants, of the 
officer shall proceed to India, he shall be entitled to- 

(i) traveling allowance for his family and/or Indian servants 
and the cost of the transportation of his luggage, in 
accordance with the provisions governing this allowance, 
to any place in India subject to a maximum of the 
traveling allowance admissible up to New Delhi.  

(ii) accommodation for his family and Indian servants at any 
place in India selected by the officer, on the following 
basis: - 

(a) If the family stays at a hotel-The officer shall be entitled 
to the reimbursement of the actual charges for hotel 
accommodation on the scale prescribed under the 
provisions governing this allowance, provided that the 
charges relate to the bare cost of hotel accommodation 
only and do not include food. If the hotel charges a 
consolidated rate including both accommodation and 
food, 60% of such rates shall be taken as representing 
the cost of the accommodation. The reimbursement shall 
also be limited to the amount calculated on the basis of 
the daily allowance at the rate applicable to the officer 
himself for the station in question under the 
Fundamental Rules and Supplementary Rules for each 
member of his family of and above the age of 12, and 
half such daily allowance for each member of his family 
under 12 years of age; and 

(b) If the family stays in rented accommodation- The officer 
shall be entitled to the reimbursement of the actual cost 
of rented furnished accommodation roughly of the same 
standard as would have been admissible to him had he 
been posted in India, and subject to a maximum monthly 
ceiling of 17.5% of the basic pay admissible to him 
during the period of his temporary duty. 

(iii) foreign allowance at rates applicable to an officer of his 
grade at the station of his temporary duty. Provided that 
if the officer stays, at the station of his temporary duty, in 
a hotel and draws daily allowance, he shall not be 
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entitled to draw the foreign allowance.  

(iv) Children's Education Allowance- As would have been 
admissible had the officer continued at the station of his 
posting. 

(v) for the officer himself, accommodation and in addition, if 
he is staying in a hotel, daily allowance under the 
provisions governing daily allowance. 

(vi) If one or more Indian servants return to India with the 
officer's family and subsequently accompany them at the 
Government's expense to his next station of posting, a 
Head of Mission/Post or other officer may, for the 
duration of his temporary duty, continue to draw 
servants' allowance for servants at the rate of `75.00 per 
month or ` 55.00 per month each respectively. 

(6) If the family of the officer is permitted to precede him to 
the station of his next posting, he shall be entitled, with effect 
from the date of arrival of the family at such station to 

(i) pay as laid down in para 10; and 

(ii) foreign and children's education allowance as would 
have been admissible had the officer already joined his 
next post; and 

(iii) traveling allowance for his family and Indian servants, 
from his old to his new station of posting; and 

(iv) such representational grant as the Government may 
sanction for utilisation by the officer at the place of 
temporary duty; and 

(v) for the officer himself, such daily allowance as may be 
admissible. 

(7) If an officer is placed on temporary duty in accordance 
with clause (ii) of para 1(1) and the officer has no family, he shall 
be entitled, during the period of temporary duty, to-  

(i) pay as admissible; 

(ii) for any Indian servant at his last station of posting, 
traveling allowance to the station of his temporary duty 
or to India, as the Government may direct; and 

(iii) for the luggage with him at his last station of posting, 
according as the Government may direct-  
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either (a) cost of storage at his last station of posting and 
the cost of transport to and from the place of storage and 
the cost of insurance during storage; 

 or (b) the cost of transportation to the place of his 
temporary duty and, unless he is provided with a free 
furnished residence, the cost of its storage, including 
insurance, at such place; 

 or (c) the cost of transportation to any other place, 
including a place in India and the cost of its storage, 
including insurance, at such place; 

(iv) daily allowance for himself and Indian servants, under 
the provisions governing this allowance; 

(v) servants' wages for his Indian servant or servants at full 
rates if they are permitted to accompany the officer and, 
if they return to India as provided in  clause (vi)  of sub-
para (5). 

(vi) such representational grant, as the Government may 
sanction.  

5. Emoluments during temporary duty under clause (iii) 
of para 1(1)- If an officer is placed on temporary duty in India in 
accordance with the provisions of clause (iii) of para 1(1), and 
one or more members of his family were resident with him 
abroad, the Government shall issue a direction or may give 
permission to his family and Indian servants in accordance with 
the provisions of sub-para (1) of para 4, if his period of temporary 
duty in India is likely to exceed two months, or he is not to return 
to his post.  

(2) If the officer is to return to his post and the period of his 
temporary duty does not exceed two months, the provisions of 
para 2 shall apply.  

(3) If the direction or permission given by the Government 
under sub-para (1) is as laid down in clauses (i),(ii) and (v) of 
para 4(1), the emoluments of the officer shall be regulated 
respectively by the provisions of sub-para (2),(3) or (6) of para 4. 

(4) If the officer is directed or is permitted to bring his family 
to India, the provisions of sub-para (5) of para 4 shall apply. 

(5) If an officer is placed on temporary duty in India and he 
has no family, his emoluments shall be regulated as follows: -  
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(i) if he is to return to his post, by the provisions of para 2; 
and  

(ii) if he is not to return to his post, he shall be entitled to  

(a) pay as laid down in para 10; 

(b) the daily allowance admissible to an officer of his grade; 
and  

(c) traveling allowance for the Indian servants, to the place 
of entry into India or to his next  station of posting, as the 
Government may direct;  

(d) servants' wages for Indian servants as admissible at his 
last post or at his next post, whichever is less, provided 
that if the Indian servant is brought to India at the 
Government's expense, the rates prescribed in para 
4(5)(vi) shall be applicable; and 

(e) for his luggage, according as the Government may 
direct, either the cost of its storage, including insurance, 
at his last station, at a place in India, or at his next post 
plus the cost of its transportation, to such place. 

6. Emoluments during temporary duty under clause(iv) 
of para 1(1)-If an officer is placed on temporary duty in 
accordance with the provisions of clause (iv) of para 1(1), the 
officer shall be entitled to the following: - 

(1) If the temporary duty is in India or if he has to proceed 
abroad but his family remains in India-  

(i) pay as laid down in para 10; 

(ii) for himself, accommodation and cash allowance under 
the provisions governing this allowance if the temporary 
duty is abroad, and under the Fundamental Rules and 
Supplementary Rules, if the temporary duty is in India; 

(iii) accommodation for his family or servants, as at the 
station of his last posting on the same terms as were 
applicable to him at the last post held by him in India. 

(2) If the officer's family is permitted by the Government to 
accompany him to a place of temporary duty abroad- 

(i) pay as laid down in para 10; and  

(ii) hotel accommodation and cash allowance for himself 
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and members of his family; and 

(iii) wages of Indian servants actually incurred but limited to 
the prescribed rates; and  

(iv) Children's Education Allowance under the relevant rules.  

7. Emoluments during temporary duty under clause (v) of 
para 1(1)- If an officer is placed on temporary duty in accordance 
with the provisions of clause (v) of para 1(1), he shall be entitled 
to- 

(1) pay as laid down in para 10, accommodation at the 
station of his posting and to all the other terms and conditions of 
service as applicable to the post held by him;  

(2) accommodation and daily allowance admissible at the 
station of his temporary duty for himself. 

8. Emoluments during a sanctioned overlap abroad- If a 
relieving or relieved officer holding or appointed to a post abroad, 
has been sanctioned an overlap in accordance with the 
provisions of para 9, he shall, during the period of the sanctioned 
overlap, draw the pay, children's education allowance and 
reimbursement for the wages of Indian servants, for the period of 
the overlap. He shall also be entitled to-  
either (i) free furnished accommodation and the prescribed 
complement of local servants and foreign allowance  
or (ii) hotel accommodation and daily allowance at the prescribed 
rates, for himself, his family and Indian servants. Only the 
relieving officer will be entitled to the representational grant 
during the period of the overlap. 

9. Competence to place an officer on temporary duty- (1) 
The Ministry of External Affairs or Ministry of Commerce may, 
subject to sub-para (3) of para 1, place any officer serving under 
them on temporary duty under any of the clauses of sub-para (1) 
of para 1 for any period they deem fit. 

The Government of India have decided that the Ministry of 
External Affairs or Commerce shall exercise the power conferred 
by this para in consultation with the Director (Finance) in the 
Ministry of External Affair 

The powers may, however, be exercised without such 
consultation or reference to the following extent: -  

(i) For a period not exceeding seven days at any 
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intermediate station abroad during a journey on transfer 
or on first appointment. 

(ii) Temporary Duty in India for a period not exceeding ten 
days on one occasion, for an officer posted in Pakistan, 
Bangladesh, Nepal, Bhutan, Myanmar, Sri Lanka, 
Afghanistan and Maldives.] 

 [ ] [No. Q/GA/791/1/2012 dated 16-05-2012 and 
04.10.2012] 

(iii) For a Head of Mission transferred from a station abroad 
to another station abroad, who has come to India, on 
home leave or is passing through India, for a period not 
exceeding ten days for purposes of consultations at the 
Headquarters of the Ministry or of the Ministry of 
Commerce and/ or another twelve days for the purpose 
of visiting such places in India as the Ministry may direct 
or authorise, subject to this being approved by a 
Secretary in the Ministry. 

(iv) An overlap for the relieved or relieving officer at a station 
abroad for a period not exceeding ten days. The period 
of such sanctioned overlap shall run concurrently with 
preparation time.  

(2) The Head of Mission/Post may, without reference to the 
Government or Ministry, sanction the following overlaps in a post 
abroad: - 

(i) Four days for an officer in custody of the cypher 
documents in a Mission.  

(ii) One day for others, if he considers that an overlap is 
necessary to enable a proper handing over of charge 
and is unavoidable. 

 Provided that the period of overlap, sanctioned under 
this sub-para and the period of Preparation Time, as 
admissible under relevant provisions of Annexure XX, 
taken together, does not exceed ten days. 

10. Pay during temporary duty-An officer shall draw pay 
including special pay, if any, as applicable to the post which he 
holds during his temporary duty, subject to the provisions of 
Fundamental Rule 35. 
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11. Certificate regarding return to the post at the end of 
temporary duty/leave in Missions and Posts abroad: - Where 
leave is sanctioned by the Head of Mission under his own 
powers, the certificate regarding the likelihood of the officer's 
return to his post will be given by the Head of the Mission and 
embodied in the Office Order sanctioning the leave. An Office 
Order should be issued in respect of gazetted officers also and a 
copy endorsed to Audit. Where leave/temporary duty is 
sanctioned by the Ministry the certificate will be embodied in the 
Office Order/Notification issued by the concerned Personnel 
Section in the Ministry. 

[No. Q(GA)791/6/64 (EAI/64/I/81), dated 15-7-1964]  

12. Combination of temporary duty in India with long 
leave: - Officers serving in Indian Missions/Posts abroad are 
sometimes required to come to India on temporary duty. While 
on temporary duty some officers also avail of leave. Such 
officers who combine temporary duty with earned leave or any 
other kind of leave, except casual leave, will not be entitled to 
return passage, unless the leave in question is treated as home 
leave and a set of home leave fares is debited to the Home 
Leave Fares Account. This will not be applicable where the 
Ministry sanctions earned leave not exceeding ten days, or half 
the period of temporary duty whichever is less. In case an official 
avails of leave on medical grounds after the period of temporary 
duty the quantum of leave may be determined with reference to 
the advice of the Authorised Medical Attendant in India. In that 
case if the leave availed of by the official exceeds 30 days the 
same shall be treated as home leave and his home leave fare 
account debited with one set of such fares, provided that no such 
debit shall be made if the cost of return passage from India is 
borne by the officer himself.  

[No. Q(GA)791/7/69 (EAI/69/I/98),dated 10-12-1969] 

13. Combination of temporary duty with holidays: - 
Under the rules, the period of temporary duty is regarded as duty 
for all purposes and the officer is treated as on tour which 
enables him to claim daily allowance for such days as he is on 
duty. While on tour, officers are expected to perform Government 
duty on all days except on Sundays or other local holidays which 
are treated as closed holidays at the station where he is on 
tour/duty. Such an officer cannot claim the benefit of such 
holidays which are treated as public or closed holidays in the 
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country where he is serving. The benefit of local holidays can 
however, be availed of during temporary duty if such holidays 
are treated as closed holidays in the country where temporary 
duty is performed. 

[Q/GA/791/2/70(EAI/70/I/40) dated 15.6.1970]  

14. Combination of temporary duty with leave ex-India: - 
Officers serving in Indian Missions/Posts abroad are sometimes 
required to proceed on Temporary duty to another country. While 
on Temporary duty, some officers also avail of ex-India leave. 
Officers, who combine Temporary duty with more than 10 days 
leave ex-India will not be entitled to the return passage.  

[No. Q/GA/791/14/82(EAI/82/I/14) dated 18.8.1982]
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ANNEXURE XXIII 

ADDITIONAL CREDIT OF LEAVE FOR SERVICE ABROAD 

[Authority: -Memo. No. F. 21(14) GA/60-Vol.II dated 31st 
March, 1962]  

1. Additional Leave Account: -The additional credit of 
leave shall be maintained in a separate account by the same 
officer who maintains the earned leave account of that officer. 
[Additional Leave Account of the officers should be maintained in 
the proforma prescribed for earned leave but in separate sheets 
and kept with their Service Books alongwith the proforma for the 
earned leave.] 

2. Earning of additional leave*(1) The credit to the 
additional leave account shall be made at the rate of 50% of the 
earned leave to the extent admissible in terms of the revised 
orders reckoned against active service rendered by an officer 
abroad. However, periods of travel time and joining time during 
journeys on transfer or on leave for which leave passage is 
availed of shall not be reckoned as service abroad. 

**When an officer joins/leaves duty abroad in the middle of 
six months' period or avails of Home Leave in India which does 
not qualify for additional leave, the entitlement to earned leave 
for the broken period/periods of active service abroad  
which qualifies for Additional Leave should first be calculated 
and then half of the earned leave so calculated may be credited 
to Additional Leave account. 

[ ] [S.I. I under Annexure XXIII to IFS (PLCA) (1990 Edition) 
** [S.I. III under Annexure XXIII to IFS (PLCA) Rules (1990 

Edition) ] 
* [Substituted by M.E.A. letter No. Q/GA/791/49/76 

(EAI/I/76/95 dated 28th Oct. 1976, as amended vide MEA 
Notification No. 2/GA/80 dated 6.8.1980]. 

(2) [The accumulation of leave credit to this account shall be 
limited to 120 days with effect from 14.11.91] 

[ ] [No. Q/GA/791/11/91 dated 14.11.91] 
3. Utilisation of additional leave (1) The additional leave i 

s granted to enable an officer who spends the major part of his  
life abroad to acquaint himself with the latest
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developments in India and to settle his personal affairs in India. 
Additional leave shall, therefore, be availed of only in India. 

(2) When an officer takes leave in India, the first 60 days or 
such lesser amount as he may have to his credit in his additional 
leave account, shall be debited to his additional leave account, 
and the balance to his earned leave account.  

4. Lapsing of additional leave (1) The credit of additional 
leave in the account of an officer shall lapse on the date on 
which he leaves India on his last posting abroad.  

[When an officer proceeds on direct transfer to last station of 
posting after one or two continuous postings abroad without 
availing of any home leave, the credit of additional leave in the 
officer's leave account shall ordinarily lapse on the date of his 
arrival at the last station of posting. Where, however, an officer 
had applied for home leave in connection with such transfer and 
the leave had been refused in the exigencies of public service, 
the Ministry may permit the officer concerned to avail of the 
additional leave upto the extent refused earlier,  
if he is subsequently allowed to proceed on mid-term home leave 
to India from that station(last posting). The additional leave thus 
granted shall not in any case exceed the maximum of  
60 days prescribed under the rules. The officer shall have no 
option, in such cases, to avail of the additional leave  
as terminal leave. Only the additional leave earned  
during the service at the last station abroad, can be utilised as 
terminal leave.]  

(2) When sub-para (1) applies, the officer shall be entitled to 
earn additional leave during his last posting abroad and to utilise 
it as terminal leave subject to the general conditions of F.R. 86 
and analogous provisions under the Central Civil 
Services(Leave) Rules, 1972.  

(3) (a) The additional leave earned by an officer during the 
period of duty at his last posting need not be availed  
of only as terminal leave. It can also be  
availed of by him/her any time after his/her arrival in India. 

(b) The balance in the additional credit of leave account can 
be utilised as terminal leave. 

(c) An officer will not be permitted to club the additional 
credit of leave with the earned leave for the  
purpose of the payment of cash equivalent  
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of leave salary on retirement or superannuation. 
[ ] [S.I. II under Annexure XXIII to IFS (PLCA) Rules (1990 

Edition). 
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ANNEXURE XXIV 

ADMISSIBILITY OF ALLOWANCES DURING LEAVE  

[Authority: - M.E.A. Memo No. F. 21(14) GA/60-Vol. II dated 31st 
March, 1962]  

1. Declaration whether an officer is to return to his post 
abroad-(1) If an officer serving at a post abroad proceeds on 
leave, the Ministry may declare whether or not he is expected, 
on the expiry of his leave, to return to duty to the same post or to 
another similar post at the same station.  

(2) If the Ministry certify that he is expected to return to the 
same post or to another post at the same station and he does 
subsequently rejoin duty at such a post, the admissibility of the 
allowances attached to his post during the period of his leave 
shall be regulated in accordance with the provisions of 
paragraphs 2 and 3 below.  

*(3) In cases where an officer avails of leave from a Mission 
abroad and is expected to return to the same station the 
Controller of Accounts/Entitlement Section should be furnished 
with information on the following points before he can authorise 
drawal of leave emoluments: -  

 (i) whether or not any member of the officer's family 
continues to stay at the officer's station of duty; 

(ii) Whether any Indian servant is accompanying the officer 
during his leave; 

(iii) whether local servants continue to be in the employ of 
the officer during his leave and whether they have been 
paid wages for the period of leave availed of by the 
officer; and 

 *S.I. II under Annexure XXIV to IFS (PLCA) Rules (1990 
Edition) 

(iv) whether the officer continues to retain his residence (in 
accordance with the rules prescribed therefore) and 
whether his personal effects are being stored there.  

2. When an officer is to return to his post and spends 
his leave ex-India: (1) If the Ministry have certified that an 
officer is expected to return to his post abroad and he takes 
leave ex-India (other than leave on medical certificate) not 
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exceeding 60 days, he shall be entitled to all the compensatory 
allowances previously drawn by him at his duty post, except that 
the representational grant shall not be admissible, except as 
otherwise provided for under Annexure IV. 

(2) If an officer is to return to his post and takes leave ex-
India (other than leave on medical certificate) for a period 
exceeding 60 days or if, having taken leave ex-India (other than 
leave on medical certificate) for a period of 60 days or less, he 
extends the leave (other than on medical certificate) for a period 
beyond 60 days, his entitlement to compensatory allowances 
during the period of leave shall be regulated as follows: -  

(i) Foreign Allowance: - For the first 60 days of the leave, 
75% of the amount arrived at after deducting the wages 
of servants from the foreign allowance admissible in the 
post relinquished by him. Thereafter, no foreign 
allowance shall be admissible. 

(ii) Indian servant: - Throughout the period of his leave ex-
India other than leave on medical certificate; he shall be 
entitled to be reimbursed the wages of the Indian 
servants who continue in his employ at the rate of 
`75.00 per mensem for a Head of Mission/Post and ` 
55.00 per mensem for others. 

(iii) No wages of local servants shall be drawn. 
(iv) Accommodation-Residential accommodation under the 

provisions of Annexure X will be admissible for the first 
two months/60 days as the case may be, of leave and 
not thereafter.  

(v) Children's Education Allowance: - Children's Education 
Allowance shall be admissible under the relevant 
provisions governing that allowance.  

(3) If the leave ex-India is taken on medical certificate, the 
Head of Mission/Post, or the Charge d' Affaires shall report the 
full facts immediately to the Ministry. The Ministry may thereupon 
decide whether the officer shall continue to receive treatment at 
a station abroad, or return to India. 

(4) If under sub-paragraph(3) the Ministry have permitted an 
officer to receive treatment abroad and the leave ex-India on 
medical certificate does not exceed 120 days and the Ministry 
have certified that the officer is expected to return to his post 
abroad on expiry of leave, the compensatory allowance 
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admissible shall be as prescribed in sub-paragraph(1). The 
admissibility of compensatory allowance during leave on medical 
certificate beyond 120 days shall be determined by the 
Government in each case. 

(5) If an officer initially proceeds on leave ex-India from his 
post abroad for a period exceeding 60 days and thereafter is 
granted leave on medical certificate from a date later than the 
expiry of the first 60 days the compensatory allowance 
admissible to him shall be regulated under the provisions of sub-
paragraph (2) above.  

*(6) (i) In case maternity leave (under CCS Leave Rules) is 
granted to a female officer ex-India and the Ministry have 
certified that the officer is expected to return to her Post abroad 
on expiry of the maternity leave, the compensatory allowance 
shall be admissible as prescribed in sub-para (1) above.  

(ii) In case maternity leave is spent in India, the 
compensatory allowance would be regulated in the same 
manner as in the case of Home Leave in terms of para 3 
ibid. 

 *Added vide order No. Q/GA/791/4/99 (EAI/99/1/23) 
dated 13-9-1999. 

(iii) For the period exceeding the ceiling on maternity leave, 
as specified by the Government from time to time, no 
compensatory allowance shall be admissible. 

(iv) The admissibility of allowances for leave on medical 
certificate beyond maximum admissible under maternity 
leave shall be determined by the Government in each 
case.  

3. Where an officer is to return to his post and proceeds 
on home leave to India: - (1) If the Ministry certify that an officer 
is expected to return to his post and the officer proceeds on 
home leave to India, together with or without combination with 
leave ex-India and the period of his leave does not exceed 60 
days, he shall be entitled during the period of leave to 
compensatory allowance as follows: -  

(i) If one, or more members of his family continue to stay at 
the station of his posting during the period of his leave 
he shall be entitled to the foreign allowance, including 
provision for servants wages, attached to his post. 
Provided further that if any Indian servant also avails of 
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home leave passages the officer shall, during the 
absence of the servant from his station of posting, be 
entitled to be reimbursed with the wages of such servant 
at the rate specified in sub-para (ii)(b) below. 

(ii) If no member of his family continues to stay at the 
station of his posting during the period of his leave he 
shall be entitled to-  

(a) the standard wages at the prescribed rates for the Indian 
servants who continue to stay at such station, and 

(b) for the Indian servants who accompany him to India and 
back, an allowance at the rate of `75.00 p.m. each if he 
is a Head of Mission/Post or ` 55.00 p.m. if not. If a 
servant comes o India and does not go back, the officer 
shall draw the above allowance only up to the date of 
entry into India of the servant, and if a substitute is 
taken, from the date of exit from India of the substitute, 
and 

(c) children's education allowance under the relevant 
provisions, and 

(d) Reimbursement of the wages of local servants actually 
paid at rates not exceeding the authorised rates, and  

(e) 50% of the amount arrived at after deducting wages of 
the servants from the foreign allowance admissible at 
the post from which he proceeds on leave. 

(2) If an officer is to return to his post after home leave in 
India, with or without leave ex-India and the period of the leave 
exceeds 60 days, including the period of leave, if any, taken on 
medical certificate, the entitlement of the officer to compensatory 
allowances during the period of leave shall be regulated as 
follows: -  

(i) Foreign Allowance: - Whether or not any member of the 
officer's family continues to stay at the station, he shall 
be entitled to 50% of the amount arrived at after 
deducting the wages of servants from the foreign 
allowance attached to his post; 

(ii) Indian servants: - Reimbursement of the wages of each 
Indian servant sanctioned and employed, at the rate of ` 
75.00 p.m. for a Head of Mission/Post and `55.00 p.m. 
for other officers, whether or not the Indian servant is left 
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at the station or brought to India and taken back. If an 
Indian servant is brought to India but does not return 
with the officer to his station, the reimbursement of 
wages as indicated above shall not be admissible 
beyond the date of entry into India of the servant and, if 
a substitute is taken before the date of the latter's 
departure from India. 

(iii) Local servants: No reimbursement of wages of any local 
servant shall be admissible except in the case of Heads 
of Missions, who proceed on leave under this sub-
paragraph and when the Head of Mission maintains no 
Indian servant or when the Indian servants have also 
proceeded on home leave during the same period of 
absence and further when the residence is not occupied, 
wholly or in part by the C.D.A. In such cases the Head of 
Mission shall be entitled to reimbursement of the actual 
expenditure incurred in engaging or retaining a local 
servant to look after the residence subject to that 
expenditure not exceeding the rate prescribed for the 
local servant or where there are more than one local 
servant, at the second highest rate prescribed for such 
local servants. 

(iv) Accommodation: - The officer shall be entitled to retain 
the residential accommodation under the relevant 
provisions governing that accommodation to the 
following extent: -  

(a) A Head of Mission/Post, if one or more members of the 
family continue to reside at the station during the leave, 
may retain his full accommodation; and 

(b) If no member of his family continues to stay at the 
station of his posting, such portion of the 
accommodation as the Ministry may authorise. The 
Ministry may in such circumstances authorise any other 
officer or officers to use a part or the whole of his 
residence. 

(c) An officer other than a Head of Mission/Post shall not be 
entitled to retain his residential accommodation during 
leave except for such portion as may be allotted to him 
by the Head of Mission/Post for storage of his luggage. 

 The rest of the accommodation should be utilised by the 
Head of Mission/Post as far as possible, to the best 
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advantage of the Government. If for any reason the 
lease of the accommodation lapses or is terminated by 
the Head of Mission/Post to save expenditure or for 
other reasons, he may authorise the officer to make 
other arrangements for the storage of his luggage at 
Government's expense in such a case. The 
arrangements made for this purpose should be the 
cheapest possible. 

(v) Children's education allowance: - Children's education 
allowance shall be admissible under the relevant 
provisions.  

(3) If an officer expected to return to his post, proceeds on 
home leave, with or without leave ex-India, and initially the leave 
is for a period not exceeding 60 days, but subsequently, before 
the expiry of his leave, he has to extend it on medical certificate, 
his entitlement to compensatory allowances during leave shall be 
as follows: -  

(i) during the first two months of his leave, under the 
provisions of para 3(1); and 

(ii) during any period of leave after the first two months, 
under the provisions of para 3(2). 

#It is clarified vide order No. Q/GA/791/9/08 dated 
15.12.2008 and 14.10.2009 that admissibility of  Allowances 
during Ex-India leave in cases where the quantum of leave 
exceeds 21 days per annum,  whether availed in combination 
with home leave or not will be regulated under the provisions 
contained in para 3 above. This provision, however will not apply 
in following cases; 

(i) when ex-India leave is taken in the country of posting of 
the official. 

(ii) when ex-India leave is taken on medical certificate and 
in cases of maternity leave ( sub para 3 to 6 of para 2 
above). 

(iii) when ex-India leave is taken under provisions contained 
in para 26(iii) (a) of the Assisted Medical Scheme. 

4. Entitlement to Foreign Allowance during leave of 
couple officers shall be regulated as under: -   

a)  when one officer proceeds to India on earned leave with 
children and the other officer stays at the station abroad, 
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the officer who stays at the station abroad would be 
entitled to full foreign allowance in accordance with the 
rules during the period of the other officer's absence in 
India. The officer who goes on earned leave to India 
would be entitled to draw only 50% of the entitled foreign 
allowance. 

b) When both officers go to India on earned leave and one 
child remains behind at the station abroad and the 
period of leave does not exceed 60 days, the officer in 
the higher grade would be entitled to full rates of Foreign 
Allowance and the other would get only 50% of the 
entitled Foreign Allowance. If the period of leave 
exceeds 60 days, the officers would be entitled to 
Foreign Allowance as in (c) below. 

c) When both officers go to India and no child remains 
behind at station abroad. Both officers would be 
separately entitled to 50% of entitled foreign allowance.  

 [No. Q/GA/791/3/91(EAI/94/I/38), dated 29.7.1994] 
5. Where an officer is expected to return to his post but 

does not do so: - (1) If, under the provisions of paragraph 1(1), 
the Ministry have declared that an officer is expected to return to 
his post on the same station on the expiry of his leave, and 
subsequently does not in fact do so, his entitlement to 
compensatory allowances during the period of his leave shall be 
regulated by sub-paragraphs (2), (3) and (4) below.  

(2) If the officer fails to return to his post owing to his 
transfer, in the exigencies of public service, to any other post 
before rejoining duty  

(i) he shall be entitled to compensatory allowances till the 
date on which he is informed of his transfer, as if he had 
returned to his post; and  

(ii) he shall immediately on being informed of his new 
posting, arrange for his family and/or Indian servants left 
behind at the station of his previous post to leave it as 
early as practicable and report to the Government the 
date of their departure and any other relevant facts; and  

(iii) thereafter the Government shall decide the date up to 
which his entitlement to compensatory allowances shall 
be governed by paragraphs (2) and (3), and from when 
he shall only be entitled to the allowances admissible to 
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an officer not due to return to his post. 
(3) If the officer is unable to return to his post due to serious 

illness or physical or mental incapacity and 
(i) if the leave is spent entirely outside India, his entitlement 

shall be governed by the provisions of sub-paragraph (4) 
of paragraph 2; 

(ii) if the leave is spent wholly or partly in India, the 
Government shall decide the date up to which the 
entitlement of the officer to compensatory allowances 
shall be governed by the provisions of paragraphs 2 and 
3, and from which he shall only be entitled to the 
allowances admissible to an officer who is not due to 
return to his post. 

(4) If an officer does not return to his post owing to his death, 
the admissibility of compensatory allowances to him for the 
period till his death shall be governed by paragraph 2 or 3 as the 
case may be. 

(5) If the officer fails to return to his post for any reason other 
than those specified in sub-paragraphs (2), (3) and (4) he shall 
be entitled to compensatory allowances only to the extent to 
which he would have been entitled had the Ministry not initially 
declared that the officer was expected to return to his post. 

6. When an officer is transferred from a post abroad to 
another post abroad or to India (1) If an officer is transferred 
from a post abroad to another post abroad or to a post in India 
and before joining his new post takes ex-India or home leave, he 
shall, in addition to leave salary, be entitled to Dearness 
Allowance, Additional Dearness Allowance and ad-hoc Dearness 
Allowance as admissible on such leave salary in India. 

(Additional Dearness Allowance and ad-hoc Dearness 
Allowance since dispensed with). 

(2) If an officer is transferred from a post abroad to a post in 
India, he shall, in addition, to the allowances admissible in sub-
para(1) shall be entitled to HRA for the period of leave spent in 
India at the rates admissible in a `C' class city subject to 
fulfillment of conditions laid down in Ministry of Finance's O.M. 
No. F.2 (37)-EII(B)/64 dated 27.11.1965, as amended from time 
to time. (“C" class city was renamed as "Z" class city as per Sixth 
Pay Commission recommendation). 
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(No. Q/GA/791/22/94(EAI/95/I/39) dated 14.8.1995). 

7. Where an officer is transferred from a post in India to 
a post abroad: - Where an officer is transferred from a post in 
India to a post abroad and takes leave in India or abroad prior to 
joining his new post, he shall during his leave be entitled to leave 
salary as admissible under the rules and Dearness Allowance, 
House Rent Allowance and City Compensatory Allowance if 
otherwise admissible. 

8. Special Provision: - (1) Notwithstanding any provision of 
this Annexure granting to an officer, during the period of his 
leave or joining time, the whole or a percentage of the foreign 
allowance of the post relinquished by him, the foreign allowance 
admissible to a Head of Mission/Post during absence on leave 
shall not exceed the amount available after deduction from his 
full foreign allowance of the amount given as additional foreign 
allowance to the Charge d' Affaires under the relevant 
provisions. 

(2) Notwithstanding any provision of this Annexure entitling 
an officer to foreign allowance or to a percentage of the foreign 
allowance attached to the post relinquished by him during the 
period of leave such foreign allowance or part of the foreign 
allowance shall not be admissible to an officer for any period 
during which he is on sickness halt and draws the whole or part 
of the daily allowance under the provisions provided for sickness 
halt:  

Provided that if an officer and/or a part of his family are on 
sickness halt and draw the daily allowance under the provisions 
governing such halts and the other members of his family 
continue to remain at previous station of his posting during the 
period of such sickness halt, the Government may sanction the 
payment to the officer of a part of the foreign allowance 
admissible to him at his last post not exceeding half of the 
foreign allowance which would have been due to him had he not 
been on sickness halt. 

(3) No compensatory allowances, other than the allowances 
admissible to an officer proceeding on leave from a post in India 
shall be admissible during-  

(i) leave preparatory to retirement; 
(ii) terminal leave; 
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(iii) leave taken after the final termination of assignment 
abroad.  

(4) No compensatory allowance whether it is foreign 
allowance, entertainment allowance or reimbursement of 
servants' wages, shall be admissible during leave: -  

(i) beyond 50% of the allowance otherwise admissible if the 
leave taken is on half pay; and 

(ii) at all, if the leave taken is extraordinary leave without 
pay. 

(5) Leave availed of by an officer partly ex-India and partly in 
India after final relinquishment of charge abroad which is 
intervened by travel time to be treated as duty in terms of the 
provisions of sub-para (3) of para I in Annexure XX will be 
treated as a single spell of leave.  

(6) When officials travel to India on Casual leave not 
exceeding 8 days in a calendar year at own cost along with 
entire family or alone, no deduction from the foreign allowance 
will be made;  

(No. Q/GA/791/15/89(EAI/92/I/2) dated 10.3.1992)  

*It is clarified vide order No. Q/GA/791/1/2012 dated 
28.02.2012 that that full FA will be admissible when  officials 
travel to India on Casual leave not exceeding 8 days in a 
calendar year at own cost along with entire family or alone, even 
if it is combined with Gazetted Holidays, Restricted Holidays or 
weekends. 

** Added 

Full FA will be admissible when an officer visits a third 
country with the permission of the HOM, on Casual 
Leave/Restricted Holidays/Gazetted Holidays. 

*9. Payments in foreign currency/Indian rupees  
(i) Foreign allowance, wherever admissible for the period of 
leave spent in India is payable in foreign currency and no 
separate Government sanction is necessary. 

(ii) Leave salary for the period spent in India is payable in 
Indian rupees only. The specific sanction of the Government is 
necessary for payment of such salary in foreign currency. Leave 
salary is also payable in only Indian Rupees when an officer is 
transferred from a Mission/Post abroad to another Mission/Post 
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abroad or to India and takes ex-India or home leave before 
joining his new post. 

(No. Q/GA/791/2/90-Pt.II (EAI/93/I/40) dated 9.11.1993) 
In case an officer leaves behind one or more members of his 
family at the station of posting and spends his leave in India, he 
can be paid to the extent of 50% of his salary in foreign currency. 
The remaining 50% of the leave salary is payable in Indian 
rupees only. 

**(iii) The officers may draw allowances attached to their 
posts abroad in Indian currency if they so desire for the period of 
home leave in India. 

(iv) deductions from GPF and CGEGIS should be made from 
Rupee portion of leave salary, which is payable by RBI draft and 
not from Foreign Exchange portion. 

(No. Q/GA/791/2/90 dated 7.9.92). 

10. Emoluments during Compulsory Waiting: -  Officers, 
who are transferred from Missions without their next assignment 
having been decided and who are required to come to Delhi 
would be on earned leave in India in the first instance. During the 
course of earned leave in India, they would be entitled to draw 
leave salary, Dearness Allowance, Additional Dearness 
Allowance and ad-hoc Dearness Allowance, as are admissible 
on such leave salary in India. When the earned leave at the 
credit of the officer gets exhausted, the Ministry would, in 
consultation with the Department of Personnel, put such officer 
on a period of "Compulsory Waiting" during which they will be 
entitled to draw basic pay, Dearness Allowance, Additional 
Dearness Allowance admissible to officers of their grade in Delhi. 
Salary during the period of leave and `Compulsory Waiting' will 
be payable on a monthly basis at Headquarters of Ministry of 
External Affairs. 

*S.I. I under Annexure XXIV of IFS (PLCA) Rules (1990 
edition)  

**S.I. IV under Annexure XXIV of IFS (PLCA) Rules (1990 
edition).
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ANNEXURE XXV  

LANGUAGE REWARDS AND ALLOWANCES 

[Authority: - M.E.A. Memo. No. F. 21(14)(GA)60-Vol.II dated 
31st March, 1962]  

1. Study of compulsory language (1) A member of the 
Service is normally required before being confirmed in the 
Service, to pass an examination in a foreign language allotted to 
him for compulsory study. The Ministry, may, however, at their 
discretion exempt an officer from passing the required 
examination if-  

(i) the Ministry are satisfied that the officer has entered the 
service at an age at which the requirement to pass an 
examination in a foreign language will cause exceptional 
hardship; or 

(ii) the officer has, before appointment to the service, 
already been allotted a compulsory language and has 
passed an examination in that language by a standard 
not lower than that prescribed for a member of the 
Service. 

(2) The Ministry, may, from time to time, prescribe by an 
order in writing the standard of the examination to be passed, the 
authority which shall conduct it, and/or declare its results, or 
make such other provision as they may deem fit with regard to 
the allotment of or study of or examination in the compulsory 
language allotted to an officer. 

(3) The Ministry may allot, as a compulsory language any of 
the languages specified in the Schedule I attached. The Ministry 
may, from time to time, and by an order in writing delete any 
language from the said schedule or add any other language. 

(4) No language reward or allowance is admissible to an 
officer for the study of the compulsory language allotted to him. 

(5) If an officer has been allotted a foreign language for 
compulsory study, the Ministry may require him to attend a 
course in the language at any institution abroad, and authorise 
payment from Government funds of the expenditure incurred on 
such course of study and may also specially prescribe the 
allowance and other terms admissible to the officer during such 
course of study, in lieu of the foreign and other compensatory
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allowance which would otherwise have been admissible to him. 
But in no case shall such allowance and other terms be more 
favourable than those admissible to a member of the Service of 
the same grade at that place.  

(6) If an officer posted abroad is not required to attend a 
regular course as provided in sub-para (5) above, he shall be 
entitled to the reimbursement of the cost of private tuition in the 
language of compulsory study, for a maximum number of hours 
not exceeding those laid down in Schedule II attached and at 
such rates as the Government may deem proper.  

(7) If an officer has attended a course of instructions in the 
compulsory language provided in sub-para (5) above, but it has 
been found insufficient to enable the officer to reach the standard 
required for the compulsory examination, the Ministry may 
sanction reimbursement of the cost of private tuition taken by 
him after his return from such institution for such number of 
hours as may be sanctioned by the Ministry and at such rates as 
the Government may deem proper.  

(8) If an officer is entitled to the reimbursement of the cost of 
private tuition under paras (6) and (7) above, the Head of 
Mission/Post under whom the officer is serving may make 
payment from Government funds of the cost of such tuition or 
lessons at such rates as the Ministry may prescribe or, if no such 
rates have been prescribed, at current local rates.  

(9) A member of the service is normally expected to pass the 
prescribed examination in the compulsory language allotted to 
him within the period specified below of his joining a Mission 
where the language allotted to him is in current use:  

(1) Chinese, Japanese, Tibetan and 
Kiswahili 

2 years 

(2) Arabic, Bulgarian and Burmese 18 months  

(3) Other languages  1 year  

Failure to pass the prescribed examination in the periods 
specified above will normally entail stoppage of increments 
unless the Ministry decides otherwise for any special reasons.  

2. Study of compulsory language beyond the standard 
prescribed(1) If an officer has already passed the prescribed 
examination in the foreign language allotted to him, for 
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compulsory study, he may, at his option apply to the Ministry for 
permission to study the language to a higher standard.  

(2) If the Ministry has accorded permission in accordance 
with sub-para (1) above, and the officer has passed the 
prescribed examination, they may sanction reimbursement to the 
officer of the actual cost of private tuition at such rates as 
Government may deem proper for a further period not exceeding 
120 hours. 

3. Study of optional foreign language (1) A member of the 
Service may, whether before or after passing the examination in 
his compulsory foreign language, apply to the Ministry for the 
allotment to him of an optional language other than the language 
allotted to him for compulsory study. In making such application, 
the officer shall specify, in the order of his preference any three 
of the languages included in Schedule I to this Annexure. The 
Ministry may, at their discretion, allot to the member of the 
Service an optional language which may be one of the three 
languages indicated in his application or any other language 
specified in Schedule I.  

(2) The Ministry may, from time to time, and by an order in 
writing prescribe the standard by which an officer shall pass the 
examination in an optional foreign language, the authority or 
authorities which shall conduct the examination and/or declare 
the results and make such other provisions as they think fit in 
regard to the allotment or study of or the holding or passing of an 
examination in that language.  

(3) If an officer has passed the examination by the 
prescribed standard in any optional language allotted to him 
under the provisions of sub-para (1) above, he shall be entitled 
to draw a reward of Rupees one thousand five hundred, which 
shall be exempt from the payment of income-tax, for each such 
language passed other than the compulsory language: 
Provided that an officer who has become eligible for drawing the 
reward referred to above shall not be permitted to draw the said 
reward until he has-  

(i) also passed the compulsory language allotted to him 
under para 1(1) above; and 

(ii) been confirmed in the Service.  
(4) An officer to whom an optional language is allotted is 

himself required to bear the expenditure on books, teacher's fees 
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or other expenditure on learning the language, whether or not 
such officer subsequently passes the examination and draws the 
reward. 

(5) If a member of the Service has passed an examination in 
an optional language by a standard higher than that prescribed 
under para 3(2) and the Ministry certify that the member of the 
Service has acquired such higher standard of proficiency as is 
sufficient to enable him to act as an interpreter, he will be entitled 
to the reimbursement of tuition fees for the actual number of 
hours of tuition which the officer had and at such rates as the 
Government may deem proper subject to a maximum of 120 
hours. 

4. Language Allowance. (1) If a member of the Service has 
qualified in an optional foreign language allotted to him under the 
provisions of para 3(1) above, and the officer is subsequently 
posted in a country in which such optional language is the main 
language of the country or is widely in current use, the officer 
shall be entitled, during the period of his posting in such country, 
to a language allowance at the following rates: 

(i) If the officer has passed an examination in the optional 
language by the standard prescribed under para 3(2), at 
the rate of ` 100 p.m., and, 

(ii) If the officer has passed an examination by a higher 
standard in the optional language than that prescribed 
under para 3(2) and the Ministry certify that he has 
acquired such higher standard of proficiency as is 
sufficient to enable him to act as an interpreter, at the 
rate of ` 200 p.m.  

(2) The Ministry may also sanction the payment of language 
allowance referred to in sub-para (1) above to an officer who is 
placed on temporary duty, in such circumstances that the 
officer's proficiency in the optional language is of advantage to 
the Government. This allowance shall only be payable for the 
period of his temporary duty or for such part of it as the 
Government may specify. 

(3) The language allowance referred to in sub-paras (1) and 
(2) above shall not be admissible to-  

(i) an officer whose pay exceeds Rs 29,490 + Grade Pay of 
` 6600/-/- p.m.(Revised Pay as per 6th Central Pay 
Commission) and  
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(ii) an officer who has not yet passed his compulsory 
language or has not yet been confirmed in the service.  

Note- The language allowance shall become admissible to the 
officer from the date on which he has passed his compulsory language 
and/or he has been confirmed in service, whichever is later. 

(4) The language allowance under sub-para (1)or (2) above 
shall be adjusted against the reward granted under para 3(3) and 
the tuition fees under para 3(5) if any, already drawn in respect 
of that language. The officer shall commence drawing the 
language allowance only when the reward granted and the 
tuition fees reimbursed by the Government for that particular 
language have been fully adjusted against the language 
allowance admissible for that language.  

(5) If a member of the Service applies for the allowances 
prescribed under sub-para (1), the Ministry may require him to 
undergo a further examination to test his competence in the 
relevant language, if the period between the date of the 
application and the date of his initial passing of the examination 
exceeds five years. 

(6) An officer may not draw language allowance for more 
than one optional language at a time. 

5. [Book Allowance- The book allowance at the rate of Rs 
15,000/- is reimbursable to each IFS probationer who is under 
training for the purchase of books, cyclostyled time tables, 
examination papers, language tapes, linguaphone records and 
other teaching material relating to his training. The books etc. so 
purchased may be retained by him for future reference. The 
Allowance can be used by the IFS probationers any time during 
their period of training, both in India and abroad. 

2. The purchase of books will, however, be restricted to the 
following subjects:  

(a) Anything to do with Indian History, Politics, Economics 
and Art and Culture in general but not specialised books 
on Indian Sculpture, Paintings, Music etc. 

(b) Books relating to India's cultural and other contacts and 
relations with other countries, particularly in the 
neighbourhood. 

(c) Books on the compulsory language allotted to the IFS 
probationers or dealing with Politics, Economic Culture, 
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etc. of the country/countries where that language is 
widely spoken. 

3. Reimbursement upto the above amount will be limited to 
the amount actually spent, duly supported by the original 
vouchers for the purchase of books etc. 

4. The reimbursement of Book Allowance will be subject to 
the list of books intended to be purchased having been approved 
by: -  

(i) Deputy Secretary/Under Secretary (FSP) 
(ii) The Head of Mission/Post where the probationer is 

posted for language study. It is, therefore, advisable to 
seek prior approval.  

5. The amount is payable in Rupees or US$ or currency of 
the country of posting of the IFS probationer at the appropriate 
rate of exchange as sanctioned from time to time.] 

6. General: - (1) An officer posted in a country the language 
of which is other than that allotted to him for compulsory or 
optional study, is expected to familiarise himself with the 
language of the country to the maximum extent possible. 

(2) No reward or language allowance or reimbursement of 
expenditure is admissible for learning a language other than the 
allotted compulsory or optional language or languages. The 
Government may, however, at their discretion, (where 
considered necessary in the interest of Government) provide at 
Government expense reasonable facilities for learning the 
language in common to officers and members of the staff posted 
at a Mission abroad. {Foreign language classes will normally be 
sanctioned only in such countries where one of the languages 
prescribed in the IFS rules [as per Schedule I to this annexure] 
for compulsory or optional study is in common use. The proposal 
with regard to conducting of common language classes may be 
approved by the concerned HOM/HOP subject to the following 
conditions: 

a) The proposal should be fully examined in the 
Mission/Post and put up to the concerned HOM/HOP for 
approval in the proforma as prescribed at Appendix I 
attached. A separate sanction in the prescribed proforma 
of Appendix II should be issued by the Mission/Post for 
each new session. 
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b) There should be a minimum of 50% change in the India 
based staff since the last session and a minimum gap of 
1 ½ years between the date of completion of a particular 
session and the commencement of the next session. 
Increase in the teacher’s fees between the last session 
of classes up to a maximum of 25% can be authorised 
by the HOM/ HOP, beyond which the proposal will have 
to be referred to the Ministry for approval. 

c) The maximum number of hours for which such common 
classes can be held in a particular session would be 
restricted by the limits as laid down in Schedule II to this 
Annexure. 

d) If in case a session as approved above has to be 
discontinued for any reason before its slated completion- 
the matter may be brought to the notice of the Ministry 
giving full details. 

e) Local employees of the Mission/Post should not be 
appointed as language teachers.} 

The proposal with regard to conducting of common language 
classes may be sent to the Ministry in the proforma prescribed at 
Appendix-I.  

{ } As amended vide Circular no Q/GA/791/19/2005-II Dated: 
19th May 2006 

 [ ] [S.I. IV under Annexure XXV to IFS (PLCA) Rules (1990 
Edition) amended vide order No. Q/PAII/624/3/ 98,dated 
17.3.1998] 
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Appendix I to Q/GA/791/19/2006-II dated 19.5.2006 

PROFORMA FOR COMMON LANGUAGE CLASSES 

1. Name of Mission/Post:  
2. Language for which common 

classes are to be held: 

(From the list at Schedule I) 

  

3. Whether there is any necessity 
for the organisation of foreign 
language classes or 
linguaphone records would 
serve the purpose. The Head of 
Mission/Post will examine this 
carefully and certify in the form 
of an essentiality certificate, 
that the organisation of such 
classes is absolutely necessary 
in the interest of public service. 

  

4. Total number of officers and 
staff in different grades, 
showing the dates of their 
joining the Mission/Post: 

  

5. Total number of officers and 
staff grade-wise, desirous of 
joining the proposed classes; 
Has there been a minimum 
50% change in the number of 
India based staff and a 
minimum gap of 1 ½ years 
since the date of completion of 
the last session? 

  

6. Details of previous 
arrangements for teaching a 
foreign language, if any, 
showing the following: -  

  

  (a) Number and date of last 
sanction: 

  

  (b) Total duration of classes   
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organised, along with date of 
commencement and date of 
completion 

 Was the last session fully 
completed as originally slated? 
If not, Ministry may be informed 
with full details. 

  (c) The names of officers and 
staff who joined the classes in 
the last session and whether 
they have since been 
transferred from the station. 

  

  (d) Progress and efficiency of 
the individuals, and the benefit 
achieved by the Mission by the 
utilization of their knowledge in 
the foreign language. A 
proficiency certificate from 
the teacher reflecting  the 
grades achieved by the various 
participants in the last session 
is to be attached 

  

  (e) Hourly expenditure and total 
expenditure incurred in the last 
session 

  

7. Total duration of the 
proposed classes, along with 
date of commencement and 
date of completion. 

  

8. Hourly expenditure and total 
expenditure 

 likely to be incurred on the 
proposed classes (i.e., the 
pay of the teacher to be 
appointed etc.) 
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9. Whether the proposed 
expenditure can be met out of 
the budget grant of the 
Mission/Post. 

  

10. Whether the proposed rate of 
pay of the teacher is the 
cheapest, in the context of the 
prevailing rates in the country. 
Three quotations from 
prospective teachers willing to 
hold the classes should be 
attached and the cheapest of 
them selected. Local employees 
of the Mission/ Post should not 
be appointed as Language 
Teachers. 

  

11. Whether any other India based 
official serving in the 
Mission/Post has sufficient 
knowledge of the language 
concerned. If so, details of 
qualifications, etc. may also be 
furnished with comments as to 
whether his services can be 
utilised in the place of an outside 
teacher. The functional 
efficiency and effectiveness of 
any officer, particularly officers 
of representational grade should 
be assessed and an 
examination should be 
conducted at the end of each 
course and a suitable entry 
should be made in the service 
records of such of the personnel 
as pass the examination. A 
proficiency certificate from 
the teacher reflecting the 
grades achieved by the 
various participants is to be 
placed on record on 
completion of the session and 
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a copy of the same may be 
forwarded to the Ministry.] 

12. Whether the current proposal 
has the approval of the HOM/ 
HOP? 

  

 

 

 (                                 ) 

HOM/ HOP. 

 

No. and Date of Sanction issued by the Mission/ Post: 
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Appendix II to Q/GA/791/19/2006-II dated 19.5.2006 

 No…………… 

 Government of India 

Embassy/HC/CG/PM of India………. 

Dated: the………………. 

OFFICE ORDER 

 Subject: Organisation of (name of the Language) language classes for 
India-based officials in Embassy/HC/CG/PM of India ………… 

Sanction of the President is hereby accorded to the organisation of 
(name of the Language) language classes for India-based officials in the 
Embassy/HC/CG/PM of India…………for ___ hours  spread-over a 
maximum period of ___ months within a total amount of ______/- at the 
rate of ______/- per hour. 

2. It is certified that, in consultation with the teacher to be 
appointed, the standard of proficiency that is to be attained by the 
officials attending the classes, will be prescribed in advance.  An 
examination shall be conducted at the end of the course and the 
teacher’s report on the proficiency attained by each of the participants, 
will be prescribed in advance.  A suitable entry shall be made in the 
service records of those officials who pass the examination. 

3.The expenditure involved is to be met from the sanctioned budget 
grant of the Mission/Post and is to be debited to the Major Head 2061 – 
External Affairs; 00.101 Embassies and Missions; 00.00.13 – Office 
Expenses. 

4.This issues under the powers delegated to this Mission/Post in 
terms of Ministry’s Circular No. 

Q/GA/791/19/2005-II dated 19
th

 May 2006. 

(……………..……) 

Head of Chancery 

 

Copy to: -  

1.Pr. Chief Controller of Accounts, MEA, New Delhi. 
2.Director of Audit (EA), AGCR Bldg., IP Estate, New Delhi. 
3.Principal Director of Audit, London/Washington 
4.GA Section/Finance-III Section, MEA, New Delhi 
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* SCHEDULE I TO ANNEXRUE XXV  

Foreign Languages  

1. Amharic  20. Modern Greek 

2. Arabic  21. Mongolian 

3. Bahasa Indonesia  22. Nepali  

4. Bulgarian  23. Norwegian 

5. Burmese  24. Persian 

6. Chinese (Either Mandarin or
Cantonese)  

25. Polish 

7. Czechoslovak  26. Portuguese 

8. Danish  27. Pushtu 

9. Dutch  28. Romanian 

10. Dzongkha  29. Russian 

11. Finnish  30. Serbo-Croatian 

12. French  31. Spanish 

13. German  32. Swedish 

14. Hungarian  33. Sinhalese 

15. Italian  34. Tibetan 

16. Japanese  35. Thai (Siamese) 

17. Kiswahili 36. Turkish 

18. Korean 37. Vietnamese 

19. Malay  38. Hebrew# 

* As amended by M.E.A. letter No. Q/GA/624/1/78, dated 2nd 
November, 1978.  

# included vide Order No Q/GA/624/1/98 dated 17.6.2006 
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SCHEUDLE II TO ANNEXURE XXV 

LANGUAGE NO. OF HOURS 

Amharic  To be prescribed  

Arabic  240  

Bulgarian  180 

Burmese  180  

Chinese( Either Mandarin or 
Cantonese)  

240  

Croatian 120  

Czech 120 

Slovak  120 

Danish  120 

Dutch  120 

Dzongkha To be prescribed.  

French 120  

Finnish To be prescribed.  

German 120  

Hungarian 120  

Italian 120  

Japanese  240 

Indonesia-Bahasa 150  

Kiswahili 240  

Korean To be prescribed.  

Malay -do-  

Modern Greek -do-  

Mongolian -do-  

Norwegian -do-  
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Nepali -do-  

Hebrew# 120 

Persian  120 

Polish  120 

Portuguese  120  

Pushtu  To be prescribed 

Romanian  120  

Russian  160  

Serbian  120 

Spanish  120  

Swedish  To be prescribed  

Sinhalese  -do- 

Tibetan  240 

Thai  To be prescribed 

Turkish  -do-  

Vietnamese -do-  

#Included vide Order No Q/GA/624/1/98 dated 17.6.2006
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ANNEXURE XXVI 

GRANT OF FACILITIES IN THE EVENT OF DEATH ABROAD 

(1) The following provisions shall become applicable if an 
officer dies: 

(i) when holding a post abroad or when on tour or 
temporary duty to which he proceeds from such post; or  

(ii) when on leave ex-India after relinquishing charge of a 
post abroad; or 

(iii) when on home leave in India or traveling from or to a 
station abroad in connection with such leave, after 
relinquishing charge of a post abroad; or  

(iv) when abroad on a journey on transfer. 

(2) Not withstanding any provision in any other orders of the 
Government, free furnished accommodation at the last station of 
posting of the deceased officer, shall be admissible-  

(i) for a period not exceeding twenty-one days to the 
spouse or any other member of family of the officer who 
was residing, at the time of the officer's death at the 
station of his posting abroad; or 

(ii) if no member of the family of the officer was, at the time 
of his death resident at the station of his posting and 
where the wife and/or other members of the family 
subsequently arrive at the station on account of the 
officer's death or for the purpose of performing the 
obsequies and winding up his affairs and provided that 
they arrive at such station within ten days of his death 
(which period may be extended by the Ministry for a 
station particularly difficult of access), for a period not 
exceeding twenty days from the date on which the first 
member of the family arrives at the station; or 

(iii) if the provisions of sub-paras (i) and (ii) above are not 
applicable but the officer had Indian servants serving 
him at the time of his death, for such period, not 
exceeding fifteen days, as may be necessary to wind up 
the affairs of the officer and for his personal effects to be 
taken into proper charge; and 

(iv) during any period of enforced stay at the station owing to
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  the non-availability of transport. 
(3) Notwithstanding any other orders regarding foreign 

allowance, the foreign allowance attached to the post held or 
relinquished by the officer prior to his death shall be admissible- 

 (i) at three-fourths of the rates for any period during which 
free furnished accommodation is admissible under the 
provisions of sub-para (2) above and during which a 
member of the family actually stays at the station 
abroad; Provided that if the member or members of the 
family stay at a hotel because other Government 
accommodation is not available, they shall be entitled to 
daily allowance for themselves and for the Indian 
servants in lieu of the foreign allowance; and  

(ii) at half of the rates for such period during which 
residential accommodation is admissible under sub-para 
(2) above, during which no member or members of the 
family were actually resident at the station of posting of 
the officer, but one or more Indian servants were. 
Provided that if the Indian servant or servants stay at a 
hotel because other Government accommodation is not 
available, they may draw only the daily allowance in lieu 
of the foreign allowance. 

(4) The reimbursement of the wages of Indian servant or 
servants serving the officer abroad at the time of his death for 
any period of halt to which sub-para (2) applies, shall be 
admissible-  

(i) at full rates during the period, not exceeding thirty days, 
during which the servants continue to remain at the 
station of posting abroad of the officer; and 

(ii) at the rate of ` 75 per mensem each for those of a Head 
of a Mission, and ` 55 per mensem each for other cases, 
from the date on which the servant leaves the station of 
posting of the officer to the date of his arrival at the place 
of entry into India. 

(5) Reimbursement of the cost of local servants shall be 
admissible, for period not exceeding twenty-one days, from the 
date of the death of the officer to the extent of his entitlement, as 
on the date of his death, calculated on the assumption that the 
officer had not died and had, during the twenty-one days, in 
question, continued on duty, tour or temporary duty or on leave 
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ex-India or home leave, or both, of the description granted to him 
or in transit in the course of a journey on transfer. 

(6) Children's education allowance as admissible under the 
relevant orders shall continue to remain admissible in respect of 
a child receiving education abroad for whom the allowance was 
being drawn on the date of the officer's death, to the date on 
which the child leaves the educational institution abroad or to the 
end of the current academic year at that institution, whichever is 
earlier. 

(7) Traveling allowance under the provisions of the relevant 
rules shall be admissible for the spouse, members of the family 
and Indian servants, if any, of the officer and for his/her personal 
baggage and car, to the same extent as would have been 
admissible had the officer performed a terminal journey to India, 
subject to the following conditions: -  

(i) the journey of the members of the family and of Indian 
servants to India shall be completed within six months of 
the date of death of the officer:  

 Provided that for a child to whom sub-para (6) applies 
the period of six-month shall be extended to the end of 
the academic year plus reasonable travel time for the 
purpose of travel to India; 

(ii) unless the Government extend the period in view of 
exceptional circumstances, the transportation of the 
personal effects and car of the officer to India shall be 
completed within six months of his death.  

(8) If the officer dies at a station abroad on tour or when on 
leave ex-India, the reasonable cost of taking his body and his/her 
personal effects from the place of death to the station of his 
posting abroad shall be admissible.  

(9) The family members would be entitled to travel by first 
class where the deceased officer was a Head of Mission and 
economy class otherwise. 

(10) Single rail fares or for travel by road, road mileage 
allowance, as well as the cost of transport of personal baggage, 
other than a car shall be admissible from the place of entry into 
India to the declared home town of the officer, or if no home town 
has been declared, to his normal place of residence in India as 
ascertainable from official records. The traveling allowance 
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admissible under this sub-para shall be governed by the orders 
of the government, in force at the time for the grant of similar 
concessions to the family of an officer who dies while in service 
in India. 

(11) A transfer grant shall be admissible to the same extent 
as would have been admissible if the deceased officer had 
performed a terminal to journey to India. 

2. Entitlement for the period prior to his/her death: (1) If 
for any period prior to the death of the officer, any due is payable 
to the officer or would have become so payable had he/she been 
able to complete the formalities in claiming it, the entitlement of 
the officer to such payment shall continue to subsist. 

(2) If for any period prior to his/her death the entitlement of 
the officer requires to be calculated with reference to his/her 
return to duty or joining a post, the entitlement shall, 
notwithstanding the death of the officer, be calculated as if the 
officer had not died and had rejoined his/her post on the expiry of 
the leave granted to him/her or joined another post to which 
he/she had been transferred. If any question arises as to how the 
entitlement of the officer shall be calculated in any particular 
circumstances, the matter shall be referred to the Ministry whose 
decision shall be final. 

(3) Subject to the adjustment of any claim of the Government 
against the deceased officer outstanding on the date of his/her 
death and subject also to any claim outstanding under the orders 
of any competent authority or a competent Court of law, the 
Head of Mission/Post or if the deceased officer was 
himself/herself the Head of Mission/Post, the Charge d' Affaires 
shall, as soon as practicable, make payment, in accordance with 
the provisions of sub-paras (2) and (3) of para 4 below, of any 
arrears of pay and allowances admissible to the deceased officer 
under the provisions of these orders and also any other amounts 
admissible to the deceased officer under any other rules and 
regulations for the time being in force.  

3. Person entitled to receive amounts admissible under 
Para 2 above: (1) The amount admissible under the provisions 
of para 2 above shall constitute ex-gratia payments made by the 
Government to the spouse, other members of the family and/or 
Indian servants of the officer to enable them to defray the 
expenses to which they are put on account of the liability of the 
officer to serve abroad. Such amounts shall, therefore, be 
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admissible only to the persons specified in sub-paras (2) and (3) 
below who shall receive and expend them for the purpose for 
which they are granted and no right to receive such amounts 
shall legally devolve on the heirs, executors, assignees or 
creditors of the officer. 

(2) The Head of Mission/Post for a deceased officer who had 
last been serving under him, and the Charge d' Affaires or the 
officer in charge of the Post if the deceased officer was the Head 
of Mission/Post, shall make the payments admissible under para 
2 above or the advance authorised in accordance with para 5 
below:  

(i) if the deceased officer was married and his/her spouse 
had not divorced him/her or been judicially separated 
from him/her, if the spouse is at the station concerned 
abroad, to her/him against her/his receipt; and  

(ii) if the deceased officer was married but the spouse had 
been divorced or had judicially separated from him/her 
or is not at the station of posting of the officer and if 
other members of the officer's family, dependent on 
him/her are at the station concerned abroad, to such 
member of the family as is, in his opinion, competent to 
expend the amounts for the purposes for which they are 
granted and to account for them. 

(3) If the deceased officer was a single officer or when 
clause (ii) of the preceding sub-para applies and all the members 
of the family of the deceased officer are below the age of 
eighteen years or, though above that age, are, in the opinion of 
the Head of Mission/Post or the Charge d' Affaires not physically 
and /or mentally competent properly to expend the amount, 
admissible or to account for them, it shall be the duty of the Head 
of mission/Post /Charge d' Affaires- 

(i) himself to draw, on behalf of the deceased officer, the 
amounts or the advances admissible according to this 
sanction, and expend them for the purposes for which 
they have been made admissible and to account for 
them; and 

(ii) to take such care of the personal effects and affairs of 
the deceased officer as a man of ordinary propriety 
would do to his own effects and affairs; and 

(iii) to arrange, with all despatch and care, the travel of the 
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members of the family of the deceased officer to India 
and to dispatch his personal effects and car, if any, to 
India; and 

(iv) to submit to the Government a full report on the action 
taken by him with a complete statement of the amounts 
received and disbursed on behalf of the deceased 
officer; and 

(v) to prepare and submit to the Ministry a statement of the 
liabilities, as far as ascertainable, of the officer in the 
country of his posting abroad or any other foreign 
country; and 

(vi) to render all assistance, including financial assistance 
provided for in this Annexure, to the members of the 
family and Indian servants of the deceased officer. 

4. Grant of temporary advances: (1) If the spouse or any 
other member of the family of the officer in resident at the station 
of posting abroad of the officer, the Head of Mission/Post, under 
whom the deceased officer had been serving, or if the deceased 
officer was himself a Head of Mission/Post, the Charge d' 
Affaires or the officer in charge of the Post may, at the request in 
writing of the spouse or other adult member of the family and 
against her/his receipt grant an advance equivalent to one 
month's pay of the deceased officer in the currency of the 
country in which the Mission is situated. Such advance shall 
subsequently be adjusted against any gratuity or any other sum 
admissible to the spouse or member of the family of the officer. 

(2) The authority mentioned in the preceding sub-para may 
arrange the passage and dispatch of the luggage and, if 
admissible, of personal car to India, and may, when necessary, 
grant to the spouse or any adult member of the family of the 
deceased officer such advance, out of the balance of 
expenditure on the items referred to in para 2, as he may 
consider appropriate and reasonable. 

(3) If the officer has no spouse or the spouse has been 
divorced or judicially separated or if the spouse is not resident at 
the station of posting of the officer and if the other resident 
members of the family are so resident but are minors or, in the 
opinion of the Head of Mission/Post /Charge d' Affaires, are not 
fit to receive and expend the money, the Head of 
Mission/Post/Charge d' Affaires may himself draw the advance 
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of one month's pay referred to in sub-paras (1) and (2) above, 
and expend it for the purpose of meeting the expenses on the 
upkeep of the establishment of the officer pending the departure 
of the members of the family from that station, for the travel of 
such members and for the dispatch of the personal baggage and 
car of the deceased officer to India. 

5. Funeral Expenses: (1) If an officer dies at a station 
abroad, all reasonable expenditure on his funeral at the station of 
posting shall be borne by the Government in full. The question 
whether the expenditure incurred on a funeral of a Head of 
Mission/Post is reasonable shall be decided by the Government 
and that of any other by his Head of Mission/Post.  

(2) If the Government are satisfied that, owing to religious 
practices or reasons, such as the local law or custom, it is not 
possible to perform the funeral rites of an officer in the country in 
which he dies, they may sanction such expenditure as they may 
deem fit for the purpose of taking his body to India, and to permit 
such attendant or attendants as the Government may specify to 
accompany it to India and, then return to the station abroad. 
Where,   however, it is in fact practicable and convenient to 
perform the rites abroad, and this would be cheaper than doing 
so India, the Government may permit it. 

6. Utilisation of Home Leave Passage: (1) If an officer dies 
abroad and, at the time of his death, has a set of home leave 
fares to his/her credit and if, immediately prior to the death of the 
officer, his/her spouse and other members of the family are in 
India- 

(i) not withstanding any other provision of these orders, the 
spouse may utilise one set of such home leave fares for 
the purpose of proceeding to the station of posting of the 
officer abroad and return to India. Such utilisation may 
be for the purpose of rejoining the officer before his/her 
death or for the purpose , after his/her death, of winding 
up his/her affairs or participating in his/her funeral rites; 
and 

(ii) The Government may, at their discretion, also permit the 
utilisation of the same set of home leave fares for any 
child or children of the officer to proceed to the station 
abroad where the officer was posted or where he died. 

(2) If an officer dies at a station abroad and, at the time of his 
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death, had a set of home leave fares to his credit and if the fare 
is not utilised by the spouse or the children of the officer under 
the provisions of sub-para (1) above and if, further, any other 
relation of the officer had, at his own expense, proceeded abroad 
to the station of posting or of the death of the officer in 
anticipation of such death and with a view to render assistance 
to the officer before his/her death or to his/her spouse and 
members of his/her family after the death or to wind up the 
affairs of the officer, the Government may, at their discretion, 
sanction the reimbursement to such relation of the cost of fares 
by tourist class from the place of exit from India to the station of 
posting or death of the officer abroad and back to India, subject 
to a maximum of the amount which the Government would have 
had to expend if, before his/her death, the officer had himself 
availed of home leave fares for himself from the station of his 
posting abroad to India and back. 

7. Death at station abroad of a member of the family of 
an officer: (1) If a member of the family of an officer including a 
single dependent parent living with the officer and whose 
passages have been paid by the Government, dies at a station 
abroad, the reimbursement of reasonable expenditure on his 
funeral may be authorised, by the Government for a Head of 
Mission/Post, or by the latter for officers serving under him 
subject to the following extent: -  

 (i) the cost of shawl or shroud, to be placed on the dead 
body shall be excluded; and 

(ii) of the balance of expenses, the government shall bear 
the excess over `150 for an officer in Grades I to III of 
IFS, ` 120 for other diplomatic officers, and ` 75 for the 
Ministerial staff. 

(2) The provisions of sub-para (2) of para 5 shall also be 
applicable to the demise of a member of the family of an officer 
at a station abroad where facilities for funeral rites are not 
available. 

8. Death abroad of an Indian domestic servant of an 
officer: If an Indian domestic servant of an officer dies at a 
station abroad, all expenditure on his funeral at that station shall 
be borne by the Government in full. The provisions of sub-para 
(2) of para 5 shall also be applicable to the demise of the Indian 
servant of an officer.  
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9. For the purpose of these concessions the term "Servants" 
will mean the domestic servants that are employed by diplomatic 
officers in accordance with their entitlement. 
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ANNEXURE - XXVII 

EVACUATION OF INDIA-BASED PERSONNEL FROM 
MISSIONS/POSTS ABROAD  

[Authority: Q/GA/791/8/92, Dated 4.1.1995]  

1. General: - Owing to various reasons it may become 
necessary to evacuate India-based personnel from a 
Mission/Post abroad. Whenever such a situation arises at a 
station abroad, the Ministry may take a decision in writing at the 
level of Foreign Secretary regarding evacuation to India. Various 
entitlements in case of evacuation will be regulated as per the 
provisions of para (2) to (7) of this Annexure.  

2. (1) The maximum period of temporary duty in India after 
evacuation will be six months. During this period the Ministry will 
decide whether (a) the officer will return to his place of posting or 
(b) the officer will be transferred to another station abroad or (c) 
the officer will be retained in India on transfer. 

The entitlement of the officer while on Temporary Duty in 
India after evacuation will be as follows: -  

(i) Pay: - As indicated in para 10 of Annexure XXII. 

(ii) Accommodation: - As provided for in para 4 (5) (ii) of 
Annexure XXII. 

(iii) Daily Allowance: - As admissible in terms of SRs. 

(iv) Full wages of Indian servants as was allowed at the 
station of posting.  

(v) Children's Education Allowance: - School fees for 
recognised schools in India will be reimbursed subject to 
the maximum fees payable in a panel school at the 
station of posting of the officer. This concession will be 
available for six months or completion of the current 
academic session whichever is later.  

(2) When only the members of officer's family are evacuated: 
- In case the officer continues to stay at the station of his posting 
but the members of his family are evacuated, entitlements of the 
family members would be governed under the relevant 
provisions of para 4(5) of Annexure XXII. The officer shall 
continue to draw his pay and allowances as admissible at the 
station of his posting. 
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3. In case of evacuation, the Mission will make arrangement 
to either store the baggage of India-based officials in the same 
station or, after having the baggage packed, transport it to India 
as per his entitlement, as may be decided by the ministry. 
Insurance charges for baggage in transit/storage abroad will be 
admissible to the extent allowed under the rules. If personal 
baggage are brought to India and subsequently the officer has to 
return to the same station or another station abroad, the 
Government will allow packing/transportation charges etc. as 
admissible under the rules in case of a normal transfer. Payment 
of Customs duty on importation to India will be the responsibility 
of the officer.  

4. The baggage of officials evacuated will include the 
personal car of the entitled officers. Where an entitled officer's 
personal car is transported at Government cost to India, the 
officer would be responsible for payment of customs and other 
duties payable on importation of the car. 

5. Any charges connected with the accommodation at the 
previous station of posting accruing after evacuation of the 
officer and school fees already paid under the CEA Scheme not 
adjusted/refunded by the school shall be borne by the 
Government. 

6. If an officer after evacuation to India proceeds on leave, 
he will be entitled to leave salary. Mode of payment of leave 
salary/emoluments during temporary duty after evacuation to 
India will be regulated in terms of letter No. Q/FE/752/23/86, 
dated 7.2.92 and Instructions under Annexure XXII. 

7. Any matter/entitlement not specified above will be 
regulated in accordance with existing provision of IFS (PLCA) 
Rules. In case of any doubt matter may be referred to the 
Ministry for a decision. 
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ASSISTED MEDICAL ATTENDANCE SCHEME  

[Authority: - M.E.A. Letter No. Q/GA/653/1/74, dated 
5.3.1979]  

In supersession of all previous orders on the subject, the 
President is pleased to promulgate the following scheme on 
Assisted Medical Attendance. The Scheme will come into force 
on 15th March, 1979.  

1. Applicability of the Scheme: -   

(a) All India-based Government personnel when abroad on 
duty;  

(b) Their wives/husbands; 

(c) Their children and step-children, if they are wholly 
dependent on them; 

(d) Their dependent children who visit them in their post 
abroad whether under the Children's Holiday Passage 
scheme or at their own expense; 

(e) Their parents who are residing with them with the prior 
permission of the Ministry and who are wholly dependent 
on them; 

(f) Their private servants who are taken abroad at 
Government expense.    

Note: Dependent family members of Chauffeurs, Security Guards, 
Peons and other Grade `D' employees are entitled to the benefits of the 
Assisted Medical Attendance Scheme when they are allowed to 
proceed to the station of posting abroad, with the permission of the 
Government, even at the own cost of the concerned officials.  

[Letter No. Q/GA/653/1/74-vol. V (EAI/94/I/7), dated. 
21.3.1994] 

Added 

It has been decided to revive the extension of AMA facilities 
to the dependent family members of Security Guards when they 
are allowed to  proceed to the station of posting abroad at their 
own cost with the permission of Government 
(Q/PE/6618/49/2008 dated 15.09.2009)  
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2. The Scheme shall also be applicable in the following 
cases:  

(a) When the entitled person falls sick in any part of the 
country of posting; 

(b) When in transit to Headquarters/Station abroad; 
(c) When on leave or duty in a country other than the 

country of posting; 
(d) All Government servants sent from India on deputation 

or temporary duty abroad. 
Note(1)  - Applicability of the Scheme (c) & (d) above will be 

restricted with respect to ailments of non-continuing nature, i.e. 
emergency cases, which have not been detected at the normal place of 
residence. In such emergency cases treatment must be obtained from 
an approved doctor or hospital. If there is no approved doctor or 
hospital, the details may be sent to the Government for decision. [AMA 
Scheme shall also be applicable to all entitled individuals on ex-India 
leave (whether in the country of posting or a third country) after 
relinquishment of charge, on transfer, but ONLY IN CASE OF 
EMERGENCIES. In other words, an individual shall not be covered with 
respect to an ailment the existence of which was known or suspected at 
the time of embarking upon the journey. Medical cover shall thus be 
available only for accidents and sudden ailments which were not 
detected at the normal place of residence. All doubtful cases shall be 
referred to the Ministry (GA Section) through the Personnel Sections 
along with recommendation of HOM and the medical opinion of an 
approved doctor. The Ministry shall decide each case taking into 
account the medical history of the individual. Information in this respect 
if deemed necessary could be requisitioned from the previous post(s) of 
the officer. 

The Mission in the country in which such an individual is taken ill, 
may incur the necessary expenditure with the written approval of HOM 
only. The HOM may satisfy himself about the genuineness of the case 
before sanctioning any payment. The debit may thereafter be raised 
against the Ministry. 

[ ] [No. Q/GA/653/1/74, dated 7.9.1987]  

Note(2)  - AMA Scheme is admissible during preparation time 
spent abroad after relinquishment of charge on transfer.  

[Letter No. Q/GA/653/6/86, dated 2.12.1991] 
Applicability of the Scheme in U.K.  
“The earlier provisions under this heading stands deleted 

with the extension of the AMA Scheme to all India based officials 
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of our Mission/ Posts in UK with effect from 17th August 2006 in 
terms of Ministry’s order no. Q/GA/653/7/94 dated 29th August 
2006.” 

3. The Scheme shall not apply to: 

(a) Locally recruited staff except where specifically provided 
to the contrary; 

(b) When an entitled person is in India: 
Note(1) - If an officer posted abroad leaves his family behind in an 

area covered by CGHS, the members of family will be entitled to 
medical attendance/treatment under the CGHS Rules against advance 
payment of contributions. However, if the members of family stay 
outside the area covered by CGHS, they will be entitled to medical 
attendance/treatment under the CS (MA) Rules. For this purpose, the 
term "family" means wife/husband, children and dependent parents.  

Note(2) - If an officer or an entitled member of his family, while 
stationed abroad, proceeds to India temporarily on home leave or 
otherwise he/she will be entitled to medical attendance treatment in 
India under the CS (MA) Rules. 

Note(3) - An officer posted in a Mission abroad and entitled 
members of his family who undergo medical treatment in approved 
hospitals in India under the CS (MA) Rules may be allowed by the Head 
of the Mission/Post without reference to the Ministry, to claim 
reimbursement of cost of the treatment, by RBI draft, on production of 
relevant bills, certificates, receipts, etc.  

Note(4)  - A Government official who after relinquishing charge in a 
Mission/post abroad avails of preparation time and leave in India prior to 
joining Headquarters is eligible for CS (MA) facilities for medical 
treatment of self and entitled family members. 

[No. Q/GA/653/2/85, dated 28.6.1985]  

(c) When an entitled family member is residing in a country 
other than where the Government officer is posted. 

Administrative Arrangements  

4. Administrative arrangements under the Scheme shall be 
made by the Head of Mission/Post with the prior approval of the 
Ministry.  

5. (a) A panel of doctors/specialists may be drawn at each 
station with the prior approval of the Ministry. The 
doctors/ specialists should be chosen for their 
professional reputation and personal integrity.  
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(b) The fees of these doctors/specialists should be more or 
less the same as far as possible. 

(c) The panel of doctors/specialists should be as large as 
necessary to meet the requirements of personnel 
residing in different parts of the city provided that no 
retainer fee is payable to the doctor/specialist. 

(d) Wherever possible, a Gynecologist, a Cardiologist, a 
Dentist and a Pediatrician should be included in the 
panel. Mission/Post may also include doctors/hospitals 
providing treatment in Ayurveda, Yoga, Unani, Siddha 
and Homeopathy system of medicines wherever such 
facilities are available. 

(e) The Head of Mission/Post is empowered to make 
changes in the panel of doctors/specialists at any time 
provided that the fee of the doctors/specialists to be 
included in the panel is equal to or less than that of 
doctors/specialists who are being replaced by them. 
[Head of Mission/Post is not empowered to make 
additions in the approved panel. For this purpose, a 
proposal in Prescribed Proforma, i.e. Annexure I of AMA 
Scheme is required to be submitted to the Ministry for 
consideration.] 

[ ] [Letter No. Q/GA/653/9/81 dt. 23.10.82] 

*(f) The Head of Mission/Post is also empowered to revise 
the fee/charges of approved doctors upto 25% P.A. if 
there has been a general increase in such charges. The 
charges upto 25% P.A. may be increased with 
retrospective effect for settlement of bills. Approval of the 
Ministry will, however, be necessary if the increase in 
such rates, due to general increase, is more than 25% 
P.A.] 

* [No. Q/GA/653/5/86 dated 5.5.86] 

6. (a) A panel of hospitals may also be drawn up at each 
station with the prior approval of the Ministry. The 
hospitals to be empanelled should guarantee 
accommodation and treatment for personnel requiring 
hospitalization. These hospitals should be well staffed 
and equipped to attend to all types of cases of 
hospitalization. 



ASSISTED MEDICAL ATTENDANCE SCHEME  

406 
 

(b) The panel of hospitals should be as large as necessary 
provided that the rates charged are more or less the 
same. 

(c) Fees for accommodation and treatment in these 
hospitals is chargeable to public funds. 

(d) The Head of Mission/Post is empowered to make 
changes in the panel of approved hospitals at any time 
provided the charges in the hospitals to be included in 
the panel are equal to or less than that of hospitals to be 
replaced. 

*(e) The Head of Mission/Post is also empowered to revise 
the fee/charges of approved hospitals upto 25% P.A. if 
there has been a general increase in such charges. The 
charges upto 25% P.A. may be increased even with 
retrospective effect for settlement of bills. 

* [No. Q/GA/653/5/86 dated 5.5.86]  
Note - Treatment in unapproved hospitals is not admissible as 

a rule. If, however, special exceptional circumstances demand such 
treatment the details may be sent to the Government with the 
recommendations of the Head of Mission/Post for decision (Also 
see para 11).  

7. In the case of hospitalization the entitlement shall be 
as follows: -   

(a) Chauffeurs, security guards, Group D employees and 
domestic servants shall be entitled to general ward 
accommodation.  

(b) All other officers and officials shall be entitled to single 
wards. 

(c) The Head of Mission/Post and his family may be 
accommodated in hospital suite, if one is available.  

 

DETAILS OF THE SCHEME 

8. Medical attendance shall normally take place at the clinic 
of an approved doctor or specialist during the clinic hours. The 
consultation charges shall be reimbursed in full. 
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8A. Consultation with Specialists- A specialist, if on the 
panel, may be consulted directly or on the advice of an approved 
doctor. If the panel has no specialist for a particular ailment, an 
approved doctor may refer the patient to a specialist, preferably 
attached to an approved hospital.  

In terms of para 8 of the revised AMA Scheme, consultation 
charges of a specialist are also reimbursable in full. 

9. Prolonged medical treatment should normally be in an 
approved hospital.  

Note(a) - If prolonged medical treatment is taken in the private 
clinic of a doctor, Government's liability shall be limited to the amount 
that would have been charged in the approved hospital.  

Note(b) - Individual cases involving a large number of consultations 
should be reported to the Ministry for decision. 

10. As regards medical attendance/treatment at residence, 
full reimbursement is admissible in the case of Heads of 
Missions/Posts and their entitled family members. In all other 
cases the reimbursement towards the additional costs, i.e. costs 
beyond the cost of treatment in a clinic/hospital, shall be to the 
extent of 90 percent.  

Note - Full reimbursement will be admissible when residential 
treatment leads to hospitalization. 

11. In emergency cases, the speediest medical attention 
may be authorised by the Head of Mission/Post at the station of 
posting. Reimbursement of charges shall normally be restricted 
to the amount that would have been admissible had the 
treatment been taken from the approved doctor/hospital. 

12A. All hospital charges shall be reimbursed in full.  
Note(1) - However, a sum amounting to 0.5 percent of the Foreign 

Allowance shall be recovered from the concerned person for each day 
of hospitalization as his contribution towards cost of diet charges for the 
patient. 

No recoveries will be made in the case of persons drawing 
pay upto ` 7450/-* per month in non-TB cases and upto 
` 11,160/-* per month in TB cases as per 6th Central Pay 
Commission. No recoveries shall be made with respect to 
entitled domestic servants. 

[No.Q/GA/653/2/2012, dated06.02.2012]. 
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The calculations for the recovery of diet charges in terms of 
Note above will be made on the net Foreign Allowance actually 
being drawn by the concerned officers "at salary rate of 
exchange at which pay and allowances are being reimbursed".  
" " [Letter No. Q/GA/653/6/93 (EAI/93/I/33 dated 1.10.93] 

Recovery for diet charges will not be made in cases when 
the hospitalization charges do not include charges for diet and 
the hospital authorities certify to the same.  
(Letter No. Q/GA/653/2/89 dt. 8.9.89). 

Note(2) - All types of medical treatment and hospitalization as 
prescribed by the revised AMA scheme are admissible when such 
treatment/hospitalization is taken in an approved hospital. Essentiality 
certificate signed by the authorities of an approved hospital is 
acceptable for the purpose of reimbursement.  

[No. Q/GA/653/1/74-Vol. VI (B), dated 1.7.1985] 
12B. The cost of telephone connection at the time of 

hospitalization is not reimbursable under the AMA Scheme. 
13. Reimbursement of special nursing charges may be 

allowed to the extent of 90 percent provided the approved 
doctor/hospital certifies that such nursing was essential for the 
recovery or prevention of serious deterioration in the condition of 
the patient. 

14. Charges for any operation (including sterilization/medical 
termination of pregnancy) conducted in an approved hospital or 
the private clinic of an approved doctor and charges on account 
of follow-up dressing for the operation shall be reimbursable in 
full. Charges on account of treatment of minor injuries etc. not 
involving an operation shall also be reimbursable in full. 

15. i) Charges for electric treatment (physiotherapy) 
undergone on the advice of the approved doctor shall be 
reimbursed in full. [Missions/ Posts may allow reimbursement of 
expenditure on non-electric physiotherapy and massage 
treatment subject to the fulfillment of the following conditions: -  

a) That massage treatment was undertaken on the advice 
of the Authorised Medical Attendant/ panel Doctor; 

b) That it was carried out by a trained masseur; 
c) That the progress of such treatment was reported at 

stated interval to the Authorised Medical Attendant; 
d) That it was certified by the Authorised medical Attendant 
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that the treatment had been completed or that the case 
had reached the stage of maximum benefit from the 
treatment; 

e) That the massage treatment was not taken at residence; 
and 

f) That in case of treatment taken from a private masseur it 
was certified by the Authorised Medical Attendant/ panel 
doctor that the facilities for such treatment was not 
available in any local Government or approved hospital. 

ii) Reimbursement of expenses incurred on physio 
therapeutic and occupational therapeutic treatment, shall be 
admissible in full to the extent these facilities are available in 
Government/ approved/panel hospitals if the treatment is 
obtained to recoup certain physical weakness/ defect, which may 
have occurred as a result of some disease. Reimbursement will 
not be admissible if such treatment is obtained to improve 
general fitness/ stamina, for cosmetic purpose or to improve 
figures etc. The reimbursement shall also not be admissible if the 
treatment is taken at the residence.] 

[ ]  [No.Q/GA/653/6/01 dated 26.9.2001] 

16. Charges for treatment of Venereal Diseases, Delirium 
Tremens etc. shall be reimbursable in the same manner as 
charges for other diseases. All charges for X-Rays, blood tests, 
urine tests, etc. shall be reimbursed in full.  

17A. All charges relating to confinement, including pre-natal 
and post-natal treatment, shall be reimbursable in full. 

Note - (a) Recovery by way of diet charges shall be made, if 
applicable, as per para 12A. 

(b) The total number of pre-natal and post-natal checks shall not 
exceed 12.  

17B. The insertion of I.U.D. as a measure of temporary 
sterilization is admissible under the AMA Scheme provided the 
same is performed by a panel doctor or in a panel hospital.              
[No. Q/GA/653/2/89, dated 15.6.1989] 

18. Cost of medicines supplied shall be reimbursed in full 
provided it is certified that they were bought on the advice of an 
approved doctor. In every case of medicines prescribed by the 
approved doctor, he must certify as follows: -  
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"The medicines are not primarily of food or tonic value, nor 
do they belong to the category of cosmetics, disinfectants or 
toilet articles".  

Note(1) - Medicines used on the advice of the approved doctor and 
certified by the doctor not to be of food or tonic value or in the category 
of cosmetics, disinfectants or toilet articles are regarded as admissible 
medicines for the purpose of AMA Scheme. 

(letter No. Q/GA/653/1/74-Vol. V dt. 22.5.83). 
Note(2) - Reimbursement of cost of medicines imported from 

India on the advice of an approved doctor. There is no objection to 
the reimbursement of the cost of medicines actually incurred in Rupees 
through the RBI draft at the official/ commercial rate whichever is 
favorable to the Government. The respective draft will be endorsed as 
`non-creditable' to any `non-resident external account' maintained in 
India. Normal banking commission on the amount will be charged. 

2. In all those cases where the medicines prescribed by a 
panel doctor, have to be imported either from India or from any 
other country because of their non-availability locally, the 
reimbursement may be sanctioned in the currency in which the 
expenditure was actually incurred, if the claimant so desires. In 
case of imports from India, reimbursement is to be made through 
RBI drafts non-creditable to non-resident external accounts and 
normal bank commission is to be charged. The official or 
commercial rate will be used whichever is beneficial to the 
Government.  

[No. Q/GA/653/14/80, dated 18.11.1981]  

19. Cost of all drugs/injections for prophylactic or 
immunization purposes shall be reimbursed in full, whether it is 
in connection with international travel or otherwise. 

20. [(i) A list of artificial aids/appliances whose cost would be 
reimbursable under the AMA Scheme is enclosed at 
Annexure IV.  

(ii) The reimbursement towards   purchase/ replacement/ 
repair/adjustment of such artificial aids/appliances 
should be authorised by the Controlling Authority when 
the same is duly certified to be essential for checking 
serious deterioration of health of the patient by a 
specialist on the Mission's approved panel of 
doctors/hospitals. All cases where the expenditure on 
cost/repair/adjustment of the item is more than ` 1000/- 
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the same shall be authorised by the Head of Mission 
only. 

(iii) Where, however, under the advice of the medical 
specialist the artificial appliance is to be 
repaired/adjusted, it has to be certified by the specialist 
that the cost of repairs/adjustment of appliance is less 
than the cost of replacement thereof. 

(iv) #Certificate for all claims of artificial aids/appliances are 
to be provided as per Annexure V.]  

[ ] Substituted vide M.E.A. letter No. Q/GA/653/6/83, dated 
10.1.1985. 

21. All charges relating to dental treatment including 
extraction, scaling* and gum treatment, filling of teeth and root 
canal treatment shall be reimbursed in full. Amalgam restoration 
in connection with dental treatment is admissible. ** 
{Replacement of complete or partial denture is reimbursable on a 
one-time basis. Cost of porcelain full crown/ porcelain to metal 
crown is reimbursable. This is further subject to the conditions 
that:  

(i) Reimbursement of actual expenses on full and partial 
denture in respect of an official or his/her entitled family 
members incurred on recommendation of a doctor in the 
panel of the Mission/ Post is admissible with prior 
approval of HOM/HOP. 

(ii) Admissibility of full/partial denture will be on one-time 
basis and a record may be maintained in Service Books 
in a suitable manner in respect of all officers who will 
receive full/ partial denture.} 

*Corrigendum No. Q/GA/653/2/98(EAI/98/I/34), dt. 14.9.98. 

**No. Q/GA/653/6/83 dt. 4.4.89. 

{ } Amendment No Q/GA/653/6/2006 dated 27.6.2006 

# The provisions of the earlier part (iv) of this Para requiring 
Ministry’s approval in cases of Heart Pacemaker and Pulse 
Generator stands deleted in terms of Order No Q/GA/653/2/98 
dated 11 May 2006 and consequently the earlier part (v) has 
been renumbered as part (iv) as above. 

Note: - No charges on orthodontic treatment are reimbursable. 
(Consultation charges of a specialist for orthodontic treatment are also 
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not reimbursable). Cost of "Porcelain Crowns" is not reimbursable.  

No. Q/GA/653/1/74-Vol. V dated 22.10.83  

*22. All charges for examination and treatment of eyes shall 
be fully reimbursable. Cost of visual aids such as spectacles and 
contact lenses is not reimbursable. (Implantation of Intra-ocular 
Lens will be admissible for Central Govt. employees and their 
dependent family members covered under AMA Scheme when 
the treatment is taken in the approved hospital in the panel of the 
Mission/Post). Consultation fees charged by approved doctor for 
testing eye-sight for the purpose of providing spectacles is 
reimbursable**. Cost of Hearing Aid is reimbursable on the 
recommendations of the approved specialist on the Mission's 
panel of doctors after identifying the degree and nature of 
deafness. The payment will be made directly to the supplying 
agency and not to the individual concerned.  

23. Ambulance charges are reimbursable in full.  
Note: - Conveyance/taxi charges incurred in connection with 

obtaining medical treatment by an officer/entitled member of family at 
the station of posting or at another station designated for emergency 
medical treatment are not reimbursable. 

[No. Q/GA/653/6/93 (EAI/93/I/31), dated 23.9.1993] 

24. Treatment at a mental home or hospital shall not be 
chargeable to public funds. Costs on treatment obtained from a 
psychiatrist on the specific advice of a panel doctor shall be 
reimbursable in full.  

( ) [No. Q/GA/653/6/83 dt. 23.7.92.] 

*As amended vide M.E.A. letter No. Q/GA/653/6/83, dated 
27.5.1988. 

** No. Q/GA/653/1/74, dated 20.6.1979. 

25. Financial provisions and procedures shall be as 
indicated in part-II.  

26. (i) Heads of Missions/Posts of the places mentioned in 
Annexure VI (A) & VI(B) are delegated powers to permit 
India-based personnel and their entitled family members 
to obtain medical treatment in cases of emergency, on 
recommendation of panel doctor/hospital, when 
adequate medical facilities are not available locally, at 
the place designated against the name of the 
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Mission/Post. [HOM is empowered to exercise this 
facility in respect of himself/herself or family members.] 
Such treatment is to be obtained from approved 
doctor/hospital. Officials and their family members 
posted in Missions/Posts mentioned in Annexue VI(B) 
shall obtain treatment from hospitals, clinics recognized 
under CS(MA) Rules. 

(ii) In addition to the cost of treatment admissible under the 
rules, the patient will be entitled to one economy class 
return air passage from the station of posting abroad to 
the authorised place of emergency medical treatment by 
the shortest route. In case the patient is a minor (under 
12 years of age) or is critically ill, the Head of 
Mission/Post may authorise a family member to 
accompany such patient as escort at Government cost. 

(iii) (a) The patient as well as the escort, when provided, will 
be entitled to reimbursement of 50% of hotel 
accommodation charges in a hotel on the panel of 
Mission and 50% of daily allowance, both as admissible 
to the Govt. servant during tour abroad, for the period of 
out-patient treatment certified as essential by the 
medical authorities concerned abroad subject to a 
maximum of 60 days. In the case of the Govt. servant 
himself the absence from duty shall be treated as leave 
of the kind due and admissible. 

[ ] [ No. Q/GA/653/3/81, dated 27.6.85.] 

[(Para 26(iii) (a) renumbered vide letter No. Q/GA/653/6/87 
(EAI/98/1/31) dtd. 6.8.98.] 

(b) In case of in-patient treatment where the escort is 
permitted to stay in the same room in the hospital with 
the patient 50% of DA as admissible to concerned 
Government servant during tour abroad will be paid to 
escort only for the period of stay of the patient in the 
hospital certified as essential by medical authorities 
concerned abroad subject to a maximum of   60 days. 

 In case of In-patient treatment where the escort is 
required to make alternate accommodation 
arrangements for himself/herself. 

(i) 50% of DA as admissible to concerned Government 
servant during tour abroad to escort only and payment of 
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actual rent paid (receipt to be produced) for 
accommodation by the escort or 50% of hotel tariff of 
empanelled hotels as per entitlement of the concerned 
Government servant, whichever is less, subject to the 
following conditions: -  

 The payment of DA and actual rent or 50% hotel tariff 
will be for the period of stay of patient in the hospital 
certified as essential by medical authorities concerned 
abroad subject to a maximum of 60 days. 

(ii) The payment for actual rent or 50% hotel tariff, 
whichever is less, will be made subject to production of a 
certificate from the Hospital concerned to the effect that 
the Hospital does not allow the escort to stay with the 
patient in the same room.  

 [Para 26(iii)(b) inserted vide letter No. 
Q/GA/653/6/87(EAI/98/I/31), dated 6.8.98]  

(iii) Missions/Posts whose names are not included in the 
Annexures VI(A) & VI(B) may send cases of any 
emergency medical treatment requiring transfer of the 
patient to another place, to the Ministry for individual 
administrative approval with full recommendations of the 
HOM/HOP. In case of approval of such treatment the 
patient as well as the escort will be provided same 
facilities as explained above. 

(iv) Such passages will not be off set against Home Leave 
Fares/Emergency Fare. 

(v) A quarterly statement of all such cases shall be sent to 
the Ministry for review. 

 [Para 26 included vide MEA letter No. Q/GA/653/6/ 
87(EAI/89/I/28, dated 2.11.89.] 

 

  



ASSISTED MEDICAL ATTENDANCE SCHEME  

415 
 

PART – II 

FINANCIAL PROVISIONS 

1. Controlling Officers: - The Head of Mission/Post shall 
have the authority of the Controlling Officer which may be 
delegated to the Head of Chancery. 

2. All claims for refund admissible under the AMA Scheme 
should be submitted in the form prescribed (Annexure II). The 
claim should be accompanied by receipted bill with the 
necessary certificate (Annexure III) by the approved doctor and 
all receipts for hospitalisation and other charges and cost of 
medicines. (An English translation for each item may be given). 
In every case the bill should be countersigned by the Controlling 
Officer.  

Note: - Essentiality Certificate signed by the authorities of an 
approved hospital is acceptable for the purpose of reimbursement. 

3. Claims for reimbursement of medical expenses should be 
preferred within six months of the date of receipt of the last 
concerned bill in respect of any particular course of treatment; 
claims preferred after this time limit will not be entertained unless 
the delay is due to unavoidable circumstances. 

4. The Controlling Officer, after examining the claim and 
satisfying himself that the treatment was necessary and had the 
approval of the approved doctor, shall authorise refund to the 
extent permissible under the Scheme. A reference to the Ministry 
shall be made whenever necessary in case of doubt. 

5. Normally all Government servants must settle their 
medical bills and then claim reimbursement. Special advances 
may be given by the Head of Mission/Post in case when 
expenditure incurred in his opinion is clearly beyond the capacity 
of the Government servant concerned. This concession should 
be limited to the extent of refund clearly admissible. The amount 
must be adjusted as early as possible and any excess amount 
paid must be recovered from the pay bill of the Government 
servant concerned.  

6. Cases involving heavy expenditure: - All cases of 
medical treatment, other than those involving hospitalization, 
where the expenditure exceeds ` 15,000/-* should be reported to 
the Ministry immediately. In case of hospitalization, cases 
involving expenditure exceeding ` 75,000/-* need only be 
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reported.  

7. Every Mission/Post should submit a quarterly return in the 
prescribed form showing full details of cases where treatment 
has been of more than one months' duration or where the 
expenditure incurred on an individual is heavy. This return 
should be submitted to the administrative Ministry (concerned 
Personnel Section)** concerned not later than the 15th of the 
month following that to which it relates. In cases where an 
individual is expected to receive treatment for more than a month 
an extra report should be submitted to Government, as soon as 
the Mission/Post comes to know of such cases. 

* As amended vide letter No. Q/GA/653/1/93, dated 18.6.93.  
** Added vide letter No. Q/GA/653/1/93, dated 18.6.93. 

8. Cases involving accidents: - In cases where an entitled 
person gets involved in an accident and receives full 
compensation for the necessary medical treatment (from an 
insurance company or from the other party), he shall not be 
eligible for any reimbursement under the Scheme. where, 
however, the amount of such compensation received covers only 
a part of the medical expenses incurred, the claim will be 
restricted to the uncovered balance only, subject to its 
admissibility otherwise under the Scheme. For purposes of this 
provision, any amount received as compensation for disability 
sustained, temporary or permanent will not be taken into 
account.  

Note: - In a case where the entitled person claims reimbursement 
of part of the medical expenses incurred by him for treatment of the 
injuries sustained in the accident, he should enclose a certificate in the 
following form with the medical claim:  

“I certify that the expenditure now claimed has not been met by the 
Insurance Company or the other party”  

9. Procedure for submission of medical claims for 
expenditure incurred by entitled persons while visiting India 
from abroad: -  The Government servant concerned should 
arrange to collect all the necessary certificates, bills, receipts, 
vouchers, etc., that are required to accompany any claim for 
refund under the CS(MA) Rules, and other orders issued 
thereunder. He should then submit his claims to his Controlling 
Authority through the Head of Mission/Post in which he is 
serving. The claim should be included in the appropriate bill form 
and supported by the prescribed application form, necessary 
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bills, vouchers, and certificates as are required under the rules.  

When the payment is authorised, it will be made payable in 
India and an RBI Draft will be issued in his favor for the amount 
passed for payment. The expenditure on such reimbursement 
should be debited to the Mission/Post in which the Government 
servant is serving at the time the medical treatment was 
undertaken. 

10. Refund of medical expenses made under the Scheme 
shall be debited to the Head "Allowance, Honoraria, etc.” 
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ANNEXURE I  

When a proposal is submitted to the Ministry for sanction, 
the HOM/HOP should carefully examine it to ensure that it 
conforms to the provisions of the AMA Scheme. All detailed 
relevant information pertaining to the proposal should be 
forwarded and must include the following:  

A. IN CASE OF DOCTORS/SPECIALISTS 

 (i) Whether professional qualifications, reputation, personal 
integrity, etc. of the doctor have been taken into 
consideration before recommending his inclusion on the 
approved panel.  

(ii)  Whether the doctor has beds available in one or more of 
the approved hospitals where the system is in vogue. 

(iii) Whether the doctor is a specialist. Does he have a clinic 
with beds for in-patient treatment? 

(iv) How the fees of the doctor being recommended 
compare with those of the other doctors of similar status 
in the locality, and whether doctors of similar status 
charging lower fees than the doctor being recommended 
cannot be found.  

(v) How the fees of the doctor being recommended 
compare with those of the other doctors already on the 
approved panel (as far as possible, a comparative 
statement should be furnished). 

(vi) Whether there is any local medical or health association 
or other similar body which fixes the fees of the doctors 
and if so, whether the fees of the doctor being 
recommended are in accordance with the fees fixed by 
such body.  

B. IN CASE OF HOSPITALS 

(i) Whether the hospital is prepared to guarantee treatment 
and/or accommodation whenever required by the 
entitled personnel of the Mission/ Post. 

(ii) Whether the hospital recommended is well staffed and 
equipped. Here the exact nature of the services and 
facilities e.g. maternity, surgical, X-Rays, pathological 
tests, etc., should be indicated. 
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(iii) Similar information wherever relevant as is required in 
the case of doctors. 
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ANNEXURE II  

FORM OF APPLICATION FOR CLAIMING REIMBURSEMENT 
OF EXPENSES INCURRED ON MEDICAL ATTENTION, 

MEDICINES, TREATMENT ETC. 

1. Name, designation and pay of the Government servant 

2. Name of the patient treated and his relationship to the 
Govt.   Servant 

3. Nature of the illness and duration 

4. Details of the amount incurred and claimed:  

Amount incurred Amount claimed 

Foreign Currency Foreign Currency 

5. (i) Consultation visiting fee indicating: -   

(a) the number and dates of consultation /visit  

(b) the fees charged for each consultation/visit  

(c) whether consultation/ visits were from approved 
 doctors and the fee paid were in accordance with the 
 prescribed scales 

(d) (i) whether the consultations were at the residence of 
the patient or in the consulting room of doctor 

(ii) Charges for X-Ray, blood/urine tests and other 
similar expenses during diagnosis  

(iii) Expenses on medicines and drugs bought on the 
advice of the approved doctor  

(iv) total amount claimed, less advance received and 
less the amount deducted for diet charges as 
applicable. Net amount payable. 

(v) Details of the certificates, bills, vouchers etc. 
Submitted by the Government servant in support of 
the claim 

 
Signature of the  
Government Servant 

Signature of the 
Controlling Officer  
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ANNEXURE III  

CERTIFICATE 

  
1. Name of the Government servant  

2. Name and age of the patient  

3.  Ailment  

4. Expenses incurred: 

(i) consultation fees/visiting fee  

(ii) X-Ray, pathological, bacteriological, radiological 
examination 

(iii) Medicines  

(iv) Hospitalization (in-patient) expenses 

(v) Special Nursing, if any  

Total 

I. It is certified that the treatment detailed above was given 
on my advice. The treatment was essential for the 
recovery/prevention of serious deterioration in the condition of 
the patient. The medicines are not primarily of food or tonic 
value, nor do they belong to the category of cosmetics, 
disinfectants or toilet articles. 

II. It is certified that hospitalization/special nursing was 
essential for the recovery and prevention of serious deterioration 
in the condition of the patient.  

Signature of the  
approved doctor 

Signature of the Controlling
Authority

 

Date: -  

Station: - 
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Note: - The essentiality certificate (Annexure III) will not be required 
in the case of the Mission in CIS countries, China and Japan. In their 
case a certificate from the Controlling Officer should be furnished as 
prescribed below: -  

 

CERTIFICATE  

1. Name of the Government servant  

2. Name of the patient  

3.  Ailment  

4. Expenses incurred: 

(i) Consultation fees/visiting fee  

(ii) X-Ray, pathological, bacteriological, radiological 
examination 

(iii) Medicines  

(iv) Hospitalization  expenses 

(v) Special Nursing, if any  

(vi) Special consultation fee 

This is to certify that the above treatment was essential for 
the recovery/prevention of serious deterioration in the condition 
of the patient and that the amount claimed is reasonable.  

 
 

(Controlling Authority) 
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ANNEXURE IV 

*LIST OF ARTIFICIAL AIDS/APPLIANCES ADMISSIBLE 
UNDER AMA SCHEME  

Sl.No. Artificial aids/appliances 

1. Unilateral long leg Brace without hip joint  

2. Hip joint with pelvic band  

3. Spinal Brace  

4. Unilateral short leg Brace 

5. Shoes or Boot-Protective or aiding to paralyzed or weak
legs 

6. Bilateral hip joint with pelvic band weak leg  

7. Bilateral long leg Brace without hip joint  

8. Bilateral short leg Brace 

9. Limbo-sacral or spinal support or back support 

10. Taylor's Brace  

11. Milwaukee Brace 

12. Mermaid Splint  

13. Posterior Slab  

14. Cervical Brace four post  

15. Rigid Cervical Collar with head extension  

16. Cervical Collar  

17. Dynamic Splint(aluminum)  

18. Cock-up Splint (Plain aluminum)  

19. Cock-up Splint (Plastic) or long opponens 

20. Turn Buckle Splint  

21. Knuckle Bender Splint  

22. Anterior Knee Guard Splint  
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23. Denis Brown Splint  

24. Congenital Talipus Equino Varus/Valgus Splint 

25.  Short opponens P.V.C. (plastic)  

26. Knee cage  

27.. Long opponens with M.P.Fl. bar and finger  

28. Extension (plastic) Dynamic 

29. Boot with C and E heel and arch support  

30. C and E heel 

31. Arch Support  

32. M.T. Pad  

33. M.T.E. raising np"  

34. T. Strap 

35. Sponge heel 

36. Wedge 1/8"  

37. Universal raising 1"  

38. Foot Drop Splint  

39. Below Knee Prosthetics (P.T.B. type Prosthetics)  

40. A.K. Prosthetics  

41. Aluminum adjustable above knee right Splint  

42. Plastic shoulder abduction Splint 

43. Plaster of Paris or Gypsona cast  

44. Modified shoes  

45. Below Elbow Prosthesis  

46. Hooks  

47. Cosmetic Hand  

48. Splint for C.D.H.  

49. Splint for Elbow  
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50. Above Elbow and Below Elbow Prosthetics  

51. Above Elbow and Below Elbow Porthotics  

52. Corset 

53. Wheel Chair 

54. Protective shoes with micro-cellular rubber without nails
often with additional gadgets like adjustable springs and
rockers. 

55 Crutches  

56. Walking iron with Plaster casts  

57. Calipers 

58. Braces 

59. Artificial limbs  

60. Floatron Device Pump with Full leg Boot Short*  

61. Heart Pacemaker 

62. Pulse Generator 

63. Artificial Electronic Larynx 

**64 Glucometer (Diabetic patients suffering from diabetic
Gangrene) 

#65 Nebulizer Machine
##66 Night Guard( for dental treatments) 

* If prescribed by authorised specialist to check serious 
deterioration in the condition of the patient's health.  
[Letter No. Q/GA/653/6/83, dated 18.10.1989]  

 ** The reimbursement is subject to:  

(i) Essentiality certificate issued by the specialist/panel 
doctor stating that the patient is suffering from diabetic 
gangrene. 

(ii)  Cost  of Glucostics (measuring strips) being borne by the 
official. 
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# The reimbursement is admissible: -  

(i) when essentiality certificate issued is by the empanelled 
doctors and 

(ii) as per the conditions mentioned in Ministry of Health & 
Family, O.M. No. Misc. 11006/2000-JD(R&H)/CGHS(P), 
dated-11-06-2001 (Annexure XLVIII) 

## In terms of O.M. No.-CONS/RA/IR-08 dated 01-02-2011 
issued by Ministry of Health & Family Welfare
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ANNEXURE V  

CERTIFICATE  
For aids/appliances mentioned in Annexure IV:  

1. Name of the Government servant  

2. Name & age of the patient  

3. Aliment  

4. Name of the artificial aids/appliances 

5. Expenditure on purchase/replacement/repair/adjustment 
of the artificial aids/appliance  

It is certified that the _____________________ has been 
purchased/ replaced/repaired/adjusted on my advice for the 
recovery/prevention of serious deterioration in the condition of 
the patient.  

2. It is certified that the cost of repairs/adjustment of the 
appliance mentioned above is less than the cost of replacement 
thereof. 

Signature of Specialist.  
Note: - For those Missions where the production of essentiality 

certificate for medical claims signed by the panel doctor has been done 
away with under special provision of AMA Scheme, the certificate is to 
be signed by the Controlling Authority instead of the specialist  
as under : -  

1. Name of the Government servant  

2. Name & age of the patient  

3. Aliment  

4. Name of the artificial aids/appliances  

5. Expenditure on purchase/replacement/repair/adjustment 
of the artificial aids/ appliances  

It is certified that the _____________________ has been 
purchased/ replaced/repaired/adjusted with my prior approval 
and that the amount claimed has actually been paid.  

Controlling Authority
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ANNEXURE VI  

LIST OF MISSIONS/POSTS WITH NAMES OF DESIGNATED 
PLACES AS PER PARA 26 PART I OF THE A.M.A. SCHEME  

(A)  
Sl.No. NAME OF 

MISSION/POST 
PLACE OF MEDICAL 
TREATMENT IN EMERGENCIES  

1. E/I, Pyong Yang  Hong Kong  
2. HCI, Maputo  Johannesburg 
3. E/I, Ulan Baatar  Hong Kong 
4. E/I, Phnom Penh Bangkok 
5. E/I, Vientiane  Bangkok & (Nongkhai/Udon Thani 

Hospitals in Thailand) 
6. E/I, Beijing  Hong Kong 
7. E/I, Algiers  Paris  
8. E/I, Luanda  Johannesburg  
9. E/I, Khartoum  Nairobi  
10. E/I, Hanoi  Bangkok  
11. HCI, Kampala  Nairobi  
12. E/I, Addis Ababa  Nairobi  
13. E/I, Paramaribo*  Washington 
14. HCI, Accra  Abidjan (Now Dubai) [order No. 

Q/GA/653/15/84 dt. 03.8.2011] 
15. E/I, Dakar  Abidjan (Now Paris) [order No. 

Q/GA/653/11/84 dt. 04.4.2011] 
16. E/I, Bucharest  Vienna  
17. E/I, Warsaw Berlin  
18. HCI, Lusaka  Johannesburg  
19. HCI, Gaborone  Johannesburg  
20. E/I, Yangon  Bangkok 
21. CGI, Ho Chi Minh 

City  
Bangkok 
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22. HCI, Georgetown Port of Spain/Caracas 
23. E/I, Tripoli*  Paris via Tunis/Malta 
24. E/I, Almaty  Moscow/Delhi 
25. E/I, Kyiv  Frankfurt  
26. E/I, Minsk  London  
27. E/I, Baghdad*  Amman ( Now Istanbul) [order No. 

Q/GA/653/14/79 dt. 04.5.2012] 
28. E/I, Damascus  Amman/Beirut  
29. HCI, Windhoek  Johannesburg 
30. CGI, Vladivostok  Tokyo 
31. CGI, Shanghai  Hong Kong 
32. E/I, Bishkek  Moscow/Delhi 
33. E/I, Dushanbe  Moscow/Delhi  
34. E/I, Ashgabat  Abu Dhabi/Delhi 
35. HCI, Mahe  Reunion Island 
36. R.O., Gaza*  Tel Aviv 
37. E/I, 

Ouagadougou*  
Abidjan (Ivory Coast) 

38. E/I, Sann’a  Riyadh ( Now Abu Dhabi) [order 
No. Q/GA/653/23/79 dt. 09.8.2011] 

39. E/I, Antananarivo Reunion Island (St. Denis)/ [India] 
40. CGI, Zanzibar  Dar-es-Salaam (for minor ailments) 

Nairobi (for major ailments) 
41. HCI, Port 

Moresby 
Sydney  

42. E/I, Budapest*  Vienna  
43. HCI, Suva  Sydney/Wellington 
44. HCI, Harare Johannesburg 
45. E/I, Baku Istanbul 
[46 E/I Jakarata Singapore 
47 CGI Medan Singapore 
48 CGI Mandalay* Bangkok & Yangon 
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49 HCI Dar-es 
Salaam 

Nairobi] 

50 CGI, Guanzhou Hong Kong [order No. 
Q/GA/653/9/2007 dt. 27.8.2008] 

51 E/I, Bratislava AKH Hospital, Vienna  [order No. 
Q/GA/653/4/95(27) dt. 05.5.2009] 

52 E/I, Kinshasa Johannesburg  [order No. 
Q/GA/653/04/2006 dt. 21.9.2011] 

53 E/I, Bamako Paris [order No. Q/GA/653/01/2012 
dt. 21.2.2012] 

*Conditional and subject to periodical review.  

[ ] Added vide Order Nos: Q/GA/653/2/97 dated 21.8.2000, 
5.2.2001, 4.4.2001, 11.5.2001, 27.2.2004 and No. Q/GA/653/ 
6/87 – II dated 22.3.2006, 30.9.2005, 6/9/2006, Q/GA/653/6/87 
dated 7.7.2004. 
 (B)  

Sl. 
No. 

NAME OF MISSION/POST AUTHORISED PLACE 
OF MEDICAL 
TREATMENT IN 
EMERGENCIES 

1. Mission/Posts in neighboring 
countries namely Nepal, 
Bhutan, Bangladesh, 
Myanmar, Sri Lanka, 
Pakistan, Afghanistan and 
Maldives  

India.  

2.  E/I, Tashkent India. 

*3. HCI, Abuja & Office of the 
High Commission, Lagos 

India 

* Added vide order No. Q/GA/653/1/2001 dated 22.11.2010. 
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REGULATIONS FOR THE APPLICATION OF THE I.F.S. 
(PLCA) RULES, 1961, AND THE DECISIONS THERE UNDER 

TO THE I.F.S (B) 

[Authority: - M.E.A. memo No. 21(5) GA/62 (EAI/62/I/87), 
dated 1st June, 1962] 

The President is pleased to decide that , subject to the 
provisions listed below, the Indian Foreign Service (Pay, Leave, 
Compensatory Allowances and Other Conditions of Service) 
Rules, 1961, and the Government of India's decisions 
thereunder communicated under this Ministry's Notification No. 
778-GA/61, dated the 15th December, 1961, and letter No. 
F.21(14)-GA/60 (Vol. II), dated 31st March, 1962, as amended 
from time to time, except the rules and the decisions indicated in 
the Appendix to this letter (which shall not be applicable), shall 
apply mutatis mutandis to members of branch `B' of the Indian 
Foreign Service. This application shall be with effect from April 1, 
1962, and shall be in supersession of all previous orders on the 
subject. 

*2. The grades and scales of pay prescribed in rule 4(1) of 
these rules shall be substituted by the following: -   

(a) Grade I (Under 
Secretaries, at 
Headquarters, First 
and Second 
Secretaries/Principal 
Private Secretaries in 
Missions/Posts 
abroad) 

` 15600-
39100+Grade Pay  
` 6600  PB-3 

Group `A' 
Gazetted  

(b) Combined 
Grades II and III  
(Attaches, Section 
Officers at 
Headquarters, Vice-
Consuls and 
Registrars in Indian 
Missions/posts 
abroad)  
Private Secretaries 
at Head- quarters 
and Missions/Posts.  

When appointed as 
Section Officers/ 
Registrars/Vice-
Consuls  
` 9300-
34800+Grade Pay  
` 4800  PB-2 
When appointed as 
Private Secretaries 
` 9300-
34800+Grade Pay  
` 4800  PB-2 

Group `B'  
Gazetted  



REGULATIONS FOR THE APPLICATION OF THE I.F.S. (PLCA) 
RULES, 1961, & THE DECISIONS THERE UNDER TO THE I.F.S (B) 

434 
 

(c) Grade IV 
(Assistants and 
Assistant Archivists). 

` 9300-
34800+Grade Pay  
` 4600  PB-2 

Group ‘B’ Non-
Gazetted 

(d)Grade V (Upper 
Division Clerks). 

` 5200-
20200+Grade Pay  
` 2400  PB-1 

Group ‘C’ Non- 
Gazetted 

(e)Grade VI (Lower 
Division Clerks). 

When appointed as 
LDCs- 
` 5200-
20200+Grade Pay  
` 1900  PB-1 

Group ‘C’ Non- 
Gazetted 

(f) Stenographers 
cadre 

  

(1) Grade II Personal 
Assistants) 

` 9300-
34800+Grade Pay  
` 4600  PB-2 

Group ‘B’Non- 
Gazetted 

(2) Grade III 
(Stenographers) 

` 5200-
20200+Grade Pay  
` 2400  PB-1 

Group ‘C’ Non- 
Gazetted  

(g) (i) Grade II of the 
Cypher Sub-
Cadre.[(Cypher 
Assistants)] 

` 9300-
34800+Grade Pay  
` 4600  PB-2 

Group ‘B’ Non- 
Gazetted  

(ii) When appointed 
as Cypher Keyman. 

` 9300-
34800+Grade Pay  
` 4600  PB-2 Plus  
` 200 per month as 
Special Allowance 

Group ‘B’ Non- 
Gazetted  

* Revised as per 6th Central Pay Commission 

3. Rule 8 of the said rules shall apply only to officers 
belonging to Grade I, and to such other officers as are 
specifically designated by the Government as representational 
officers. 

4. In the application of the rules 21 (1) of the said rules, the 
ceilings prescribed therein for personal baggage shall apply only 
to officers of Grade I. For the other officers the following ceilings 
shall apply:  



REGULATIONS FOR THE APPLICATION OF THE I.F.S. (PLCA) 
RULES, 1961, & THE DECISIONS THERE UNDER TO THE I.F.S (B) 

435 
 

(a) By train, road, sea/air: -   

Pay range Weight in Kilograms

 By train, road
and sea or

 By Air

(i) Officers drawing
pay of ` 8,500/- or
more per month 

2800 1120

(ii) Officers drawing
pay of more than `
3,300/- and less
than ` 8,500/- per
month 

1400 560

(ii) Officers drawing
pay of less than `
3,300/- per month 

         700 400

(b) By air: -   

The above ceilings are inclusive of excess free baggage 
allowance and free allowance allowed by Air India/Indian 
Airlines.  

5. In the application of rule 21 (3), only 9 kilograms 
(exclusive of the free allowance by the airlines) shall be 
admissible to officers other than Officers of Grade I. 

6. Confirmation in service shall not depend on passing an 
examination in a foreign language, as required under rule 34. 

7. In the application of rule 36 (1) the due regard shall be 
paid to the provisions of F.R. 56 (b) and such orders as may be 
specifically passed by the Government regarding ministerial 
Government servants of similar status. 

8. Annexure XIII shall apply subject to the following 
modifications: -  

(a) The application of para 1(1) (i) shall be restricted to 
officers who are Grade I officers. It shall be extended to 
only such other officers as have been permitted to retain 
their Group A status.  

[(b) -I. The maximum limits of personal effects prescribed in 
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para 6(1) shall apply as in para 4 above.  

 Note: - The above limits do not apply to Group `D' 
officials/Security Guards/Chauffeurs, who will continue to be 
governed by the instructions contained in Ministry's letter No. 
Q/GA/791/20/89, dated 26.12.1989. as amended from time to 
time.  

(b) -II It has also been decided that the following facilities 
should be provided, in addition, to the officers governed 
by IFS(PLCA) Rules when they are transferred out of 
India and on their return from posting abroad: -   

(i) On transfer from the Headquarters to a Mission abroad, 
such an officer may transport, at Government cost, such 
excess quantity of personal effects which he is not 
transporting abroad, to his home town, for storage during 
his tenure abroad, provided such excess baggage does 
not exceed the difference between the domestic 
baggage entitlement permissible under the revised S.R. 
116(a) (I) (iii), and the baggage permitted under the IFS 
(PLCA) Rules. 

(ii) Similarly, on transfer back to the Headquarters in India, 
such an officer may transport, at Government cost, the 
excess quantity of baggage stored in India during his 
tenure abroad subject to the ceiling indicated in (i) above 
from his home town to the Headquarters. 

(iii) The transportation of such excess baggage to/from 
home town shall be completed within a period of six 
months from the date of departure from/arrival in India.  

(c) In the application of para 7(5) officers of grades other 
than Grade I shall be entitled to the amount of baggage 
prescribed in para 5 of this letter. 

(d) Para 11(1) of Annexure XIII of IFS(PLCA) Rules shall 
apply, subject to the value of property insured not 
exceeding the amounts prescribed below: -   

(i) Officers of IFS(B) with 
basic salary of ` 8,500/- 
p.m. or above 

[` 75,000/- 

(ii) Officers of IFS(B) 
with basic salary of less 
than ` 8,500/- p.m. 

` 63,750/- ] 
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[ ] Substituted vide order no Q/GA/791/16/91 dated 3.5.2006 

9. Annexure XXV shall be applicable as follows: -  

(a) The study of a foreign language shall be compulsory 
only to officers in the Integrated Grade II & III of the 
General cadre, Private Secretaries Grade I of Branch `B' 
of Indian Foreign Service. However, Government may 
allot a foreign language to officers belonging to other 
Grades in the term provided in para 1 of Annexure XXV 
of the IFS (PLCA) Rules, 1978. 

(b) List of languages for compulsory studies shall be the 
same as laid down in Schedule I of that Annexure. 

(c) Tuition fees shall be reimbursed for the study of 
compulsory language in the same manner and upto the 
same extent as laid down in para 1 of Annexure XXV of 
the IFS (PLCA) Rules, 1990. 

(d) The requirement of passing the examination at the 
prescribed level in one compulsory foreign language 
shall be restricted to the officers in the Integrated Grade 
of the General Cadre, Private Secretaries and Grade I of 
Branch `B' who have not attained the age of 37 years at 
the time of allotment of the compulsory foreign language. 
Such officers shall, however, not be required to pass the 
examination in a second foreign language. 

(e) Officers who have passed the foreign language 
examination at the prescribed level in a compulsory 
foreign language shall also be eligible to the rewards 
and allowances payable on passing the same language 
at higher standard, and optional language examination 
on the same terms and conditions as laid down in 
subpara II and subpara V of Annexure XXV of the 
IFS(PLCA) Rules, 1990. 

10. Government may, from time to time vary the terms and 
conditions sanctioned for I.F.S. `B' officers. 

11. Language Study by Grade I Officers of IFS (B): -  
A Grade I officer of IFS (B) who has already attained the age of 
42 years and has been allotted a compulsory foreign language 
will be required to refund tuition fees etc. if he fails to pass the 
advance examination within three years from the date of 
allotment of the language even if he has crossed the age of 45 
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years. 

12. Reimbursement of expenditure on books for study of 
foreign language to Grade I and Integrated Grade II and III of the 
Indian Foreign Service, Branch `B';  

(1) Reimbursement of expenditure of an amount not 
exceeding ` 100.00 (Rupees one hundred only) and 
drawable once only for the purchase of books to every 
officer belonging to Grade I, Integrated Grade II and III 
and Private Secretaries of the Indian Foreign Service, 
Branch `B', who have been allotted a foreign language 
for compulsory study is admissible. The books so 
purchased may be retained by them for future reference. 

(2) The reimbursement should be duly supported by 
vouchers together with a certificate as to the usefulness 
of the books by the controlling authority. 

(3) The amount will be payable to the officer concerned in 
the currency of the country of his posting.  

(4) The expenditure involved is debitable to the Head `Other 
Charges' of the budget grant to which the pay and 
allowances of the officer concerned are debitable.  

13. Foreign language Study IFS (B): - 

(1) An officer of the Integrated Grade II and III of IFS (B) 
who has attained the age of 45 shall not be required to 
pass the compulsory language examination. 

(2) Officers of Grade IV and allied cadres viz., 
Stenographers' cadre and Cypher sub-cadre of the IFS 
(B) may also be allotted foreign languages for 
compulsory study at Government cost. At present the 
total number of such persons shall be restricted to 20 
per cent, 10 of whom will take tuition in India and 10 in 
the countries of their posting abroad. When they have 
passed the examination by advanced standard in the 
language allotted to them for compulsory study, they 
would be entitled to the reimbursement of the 
expenditure incurred by them on account of fees as 
admissible to IFS officers under the Rules, cost of books 
limited to ` 100 (Rupees one hundred only) and also the 
examination fees. Officers of these grades who pass the 
prescribed examination will be exempted from the 
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compulsory test on being promoted to a higher grade. 
Reward or allowance on passing an optional language 
will also be available to them on their promotion to the 
higher grade. 
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APPENDIX  

(Please refer to para 1)  

Statement showing the Rules and the decisions under the Indian 
Foreign Service (Pay, Leave, Compensatory Allowance and 
Other Conditions of Service) Rules, 1961, which are not 
applicable to I.F.S. `B' Officers  

PART I - RULES 

Rule number with sub-rule 
Rule not applicable to 
Grade-I of the IFS (B)  

Rule number with sub-rule not 
applicable to officers of I.F.S. `B' 
other than Grade I  

1 and 2  1 and 2  

3(1)-items (v), (vii), (viii) 
and (xii) 

3(1)-items (ii), (iii), (v), (vi), (vii), 
(viii), (xi) and (xii)  

  3(3)  

4( & 6) 4(4 to 6)  

5 and 6 5 and 6 

9  9 

  11 

  23  

  31  

32(9)  32(9) 
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PART II - DECISIONS 

Annexure number with 
paras and sub-paras which 
are not applicable to 
Grade- I officers of the 
I.F.S. `B' 

Annexure number with paras and 
sub-paras which are not applicable
to officers of I.F.S. `B' other than 
Grade-I  

I I 

II II 

  III-para 3 to 14 

  IV 

  V  

VI ( 1 and 2) VI 

  X - para 12 

  XI - para 4( 4 to 8 )  

XII - para 2 ( 3 and 4) XII - para 2( 3 and 4)  

XII - para 3 XII para 3 

  XII - paras 5 and 6  

XIII - para 1(1)(item ii)   

  XIII - para 2 ( 4 to 7) 

  XIII - para 4 

  XIV  

XXIV - Para 7 (1)  XXIV- para 7(1) 
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 APPLICATION OF THE PROVISIONS OF I.F.S. (PLCA) 
RULES, 1961,  

AND THE GOVERNMENT OF INDIA'S DECISIONS THERE 
UNDER TO THE INDIA-BASED INTERPRETERS  

[Authority: - M.E.A. letter No. Q/GA/791/2/63 (EAI/64/52), 
dated 13th May, 1964 as amended by letter No. Q/GA/791/6/78, 
dated 3rd May, 1978.]  

The President is pleased to decide that the Indian Foreign 
Service (Pay, Leave, compensatory Allowance and Other 
Conditions of Service) Rules, 1961, and the Government of 
India's decision there under shall apply to the India-based 
Interpreters posted by the Ministry of External Affairs in the 
Indian Mission/Posts abroad, to the same extent as these have 
been made applicable to members of the Indian Foreign Service 
`B' other than Grade I vide this Ministry's letter No. 
F.21(5)GA/62(EAI/62/I/87), dated the 1st June, 1962, as 
amended from time to time.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

443 
 

TERMS AND CONDITIONS OF SERVICE OF NON-IFS (B) 
MEMBERS OF THE STAFF POSTED IN INDIAN 

MISSIONS/POSTS ABROAD  

[Authority: - M.E.A. letter No. Q/GA/791/20/89, dated 26th 
December, 1989.]  

In supersession of all previous orders on the subject the 
President is pleased to decide that S.A.S. Accountants, non-IFS 
officers holding posts equivalent to ministerial posts in IFS(B), 
Chauffeurs, Group `D' officials and Security Attendants/Guards, 
posted to Indian Missions and Posts abroad by the Ministry of 
External Affairs will be governed by the following terms and 
conditions of service: -  

I. Travelling allowance and daily allowance (for journeys on 
transfer and tour) 

 (a) S.A.S. Accountants and non-IFS officers holding posts 
equivalent to ministerial posts in IFS(B) will get same 
terms as admissible to members of the IFS(B) 
depending upon their Pay Range under GOI decision 
under S. R. For others, the modifications detailed in sub-
paragraphs (b) to (e) will apply. 

(b) Group `D' officials and Security Attendants/Guards will 
be entitled to travel by air by Economy Class and for 
travel by rail they will be entitled to lowest class. The 
maximum baggage which they may carry at Government 
expense will be as under: -   

By Air   400 Kg 
OR    

By Sea   700 Kg 

Insurance of personal effects during transit will be admissible 
subject to the value of the property insured not exceeding [` 
12,500/-.] 

[ ] Substituted by Order No. Q/GA/791/16/91 dated 3 May 
2006 

(c) Chauffeurs in the Pay Range of ` 3300 and above under 
SRs on the date of their transfer will be entitled to the 
same terms as members of IFS (B) belonging to an 
equivalent pay range except in the matter of passage for
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  family and insurance of personal effects in which matters 
the provisions relating to Group `D' officials as laid down 
in subpara (b) above will apply. 

(d) Chauffeurs/Groups `D' officials/Security Attendants 
Guards will also be entitled to Composite Transfer Grant 
corresponding to their Pay Range on the same terms 
and conditions as applicable to members of IFS (B) in 
accordance with instructions in force.  

Note: - Chauffeurs/Group `D' Government servants/ Security 
Attendants/Guards will not be entitled to Transfer Travelling Allowance 
to the family except to certain specific stations as may be decided by 
the Ministry from time to time. 

II. Joining time, travel time and emoluments during such time 

The rules applicable to members of the IFS (B) will apply. 

III. Leave and emoluments during leave 

The leave rules applicable to the officers before their transfer 
to the post abroad will continue to apply. No additional credit of 
leave shall be admissible. The emoluments during leave taken 
during the term of duty abroad will be regulated by the same 
rules as are applicable to members of IFS (B).  

IV. Home Leave fares 

An officer shall be entitled to avail of home leave fares to 
India to the following extent during his service abroad.  

(a) One emergency home leave fare for a single member 
throughout his entire service abroad  

 subject to terms & conditions applicable to members of 
IFS(B).  

(b) The rules as applicable to members of IFS (B) will apply 
except as in (a).  

V. Foreign Allowance 

Foreign allowance will be admissible at the rates prescribed 
for officers of equivalent status from time to time and will be 
admissible on the same terms as laid down for members of 
IFS(B).  

VI. Residential accommodation and furniture 

The scale of accommodation and furniture will be as laid 
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down for officers of equivalent status in Appendices I and II to 
Annexure X of IFS (PLCA) Rules, 1961, as amended from time 
to time. They shall also be entitled to CCG Grant as laid down in 
para 26 of Annexure X to IFS (PLCA) Rules. 

VII. Outfit Allowance 

(3) The amount will be payable to the officer concerned in 
the currency of the country of his posting. 

(a) SAS Accountants and non-IFS (B) officers holding posts 
equivalent to ministerial posts in IFS (B) will be entitled 
to outfit allowance as admissible to members of IFS(B) 
drawing pay in the same Pay Range.  

(b) The Chauffeurs/Group `D' Government servants/ 
Security Attendants/Guards shall not be entitled to an 
outfit allowance. They will, however, be provided with 
uniform at Government cost according to scale laid down 
from time to time. 

VIII. Children's Education Allowance 

An officer will be entitled to children's Education Allowance in 
accordance with the provisions laid down in Annexure VII to the 
IFS (PLCA) Rules, 1961, as amended from time to time. 

IX. Children's Holiday Passages  
(a) Officers other than Chauffeurs/Group `D' Government 

servants/Security Guards/Attendants will be entitled to 
Children's Holiday Passages in accordance with the 
provisions in Annexure VIII to the IFS(PLCA) Rules, 
1961, as amended from time to time. 

(b) These passages shall not be admissible to the children 
of Chauffeurs/Group `D' Government servants and 
Security Guards/Attendants. 

X. Medical facilities  
As provided for in the AMA Scheme. 
2. The Government may from time to time vary the terms 

and conditions sanctioned in this letter. 
3. The terms and conditions of service detailed in this letter 

will not apply in those cases where separate terms have 
been specifically laid down e.g. deputations to Bhutan, 
Nepal etc.  
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INDEX 

This Index has been compiled solely for the purpose of 
facilitating references. No expression used in it should be 
considered in any way as interpreting the rules. The following 
abbreviations are used in the Index: -  

A.I.  : Additional Instruction 

Annex. : Annexure 

Chp. : Chapter 

S.I.  : Supplementary Instruction 

SI. 
No. 

Subject Page 
No. 

Reference  

 A   

 ADDITIONAL CREDIT OF LEAVE  

 (See S.I. Nos. 201 to 205 under 
the head 'Leave' 

  

 ADDITIONAL ENTERTAINMENT GRANT 

1. Additional Entertainment grant 
for HOM 

81 Annex. VI, Para 2 

2. Utilisation of additional enter- 
tainment grant by CDA 

81 Annex. VI, Para 3 

 ADDITIONAL FOREIGN ALLOWANCE  

3. Additional foreign allowance in 
lieu of income-tax 

61 Annex. III, Para 
15 

 AIR TRAVEL   

4. Compulsory Travel by Air India 185 Annex. XI, Para 6 

5. Entitlement to air travel by HOMs 
on transfer, consultation duly, 
home leave etc. 

186 Annex. XI, Para 7 

6. Entitlement to air travel by 
spouses of HOMs while 
accompanying the officer on 
temporary duty/visits of VIPs, 
VVIPs 

188 Annex. XI, Para 8 
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 ALLOWANCES DURING LEAVE  

7. Admissibility of allowances 
during leave 

365 Annex. XXIV 

 APPROVED ROUTE   

8. Approved route 3 
178 

Chp. I, Rule 3(1)(i)
Annex. XI, Para 1 

 AUTHORISED HALTS   

9. Authorised halts (Also see under 
the head 'Halts' for various kinds 
of authorised halts) 

330 Annex. XIX 

 B   

 BABY SITTERS   

10. Employment of baby sitters  60 Annex. III,  
Para 14 

 BAGGAGE ENTITLEMENT 

(See SI. Nos. 355 to 362 under 
the head 'Travelling Allowance') 

  

 BED LINEN 

(See SI. Nos. 106 under the
head 'Furniture/ Furnishings/
Equipment') 

  

 BHARAT DARSHAN TOURS   

11. Bharat Darshan Tours 204 Annex. XII, Para 
17 

12. Travel of spouses of HOMs on 
Bharat Darshan Tours 

205 Annex. XII, Para 
17(3) 

13. Admissibility of conveyance/taxi 
charges on Bharat Darshan 
Tours 

206 Annex. XII, Para 
17(4) 

 BOOK ALLOWANCE  

(see SI. No. 196 under the head
'Language (Foreign) Study' 
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 C   

 CAR(PERSONAL)   

14. Transport of personal car 250 Annex. XIV 

15. Essentiality Certificate for grant 
of car advance 

251 Para 3(iii) 

16. Quantum of car advance 257 A.l. (2) 

17. Grant of car advance for 
payment of customs duty 

259 GFRs 21(1) to 
21(4) 

18. Payment of car advance 259 A.l.  (3) 

19. Conversion Facility 260 A.l.  (4) 

20. Recovery of advance 260 A.l. (5) 

21. Repatriation of sale proceeds  
of car 

262 A.l. (5) (vii) 

22. Calculation of interest and 
advance paid to government 
officer 

263 A.l. (5) (viii) 

23. Borrowing rate of interest for car 
advances 

264 A.l. (5) (ix) 

24. Insurance and additional cost of 
car insurance 

264 A.l. II 

25. Mid term sale of cars 268 A.l. III 

26. Purchase of more than one car 
by an officer 

269 A.l. IV 

27. Purchase of cars on hire 
purchase basis 

270 A.l. V 

28. Proforma for claiming trans-
portation charges of personal 
cars 

272 Appendix I 

29. Proforma for seeking approval 
for mid-term sale of cars 

274 Appendix II 

30. Reimbursement of transportation 
charges etc. Entitlement of 
officer-couples 

250 Note I below  
Para 1 
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31. Reimbursement of transportation 
charges on re-conditioned and 
second hand cars 

252 Para 6(iii) 

32. Reimbursement of transportation 
charges on transfer to India on 
retirement 

251 Para 5 

33. Transportation of car by road 253 Para 10 

34. Transportation of boxed car 253 Para 9 

35. Cost of insurance during transit 255 Para 12 

 CARPETS 

(See SI. No. 108 under the head
'Furniture/Furnishings/ 
Equipment') 

  

 CHARGE D' AFFAIRES AD INTERIM  

36. Definition 3 Chp. 1,Rule (1)(ii) 

37. Compensatory allowances of 
CDA 

76 Annex. V 

38. Occupation of HOM's residence 
by CDA 

76 Annex. V, Para 3 

39. Utilisation of additional enter-
tainment grant by CDA 

81 Annex. VI, Para 3 

 CHILDREN'S EDUCATION ALLOWANCE  

40. Children's education allowance  12 
84 

Chp. IV, Rule 12 
Annex. VII 

 CHILDREN'S HOLIDAY PASSAGES  

41. Children's holiday passages 12 
94 

Chp. IV, Rule 13 
Annex. VIII 

42. Record of passages availed 
under CHP 

101 Appendix 

43. Admissibility of Foreign Travel 
Tax under CHP 

96 Note II below  
Para 2(v) 
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 COMMERCIAL REPRESENTATIVES  

44. Tours of Commercial Re-
presentatives at the time of their 
departure on foreign assignment 

205 Annex. XII, Para 
18 

 COMPENSATORY ALLOWANCE  

45. Compensatory allowances of a 
Charge d' Affaires 

76 Annex.V 

 COMPULSORY WAITING IN INDIA  

46. Emoluments during compulsory 
waiting in India 

375 Annex. XXIV,  
Para 10 

 CONCURRENT ACCREDITATION GRANT 

47. Concurrent accreditation grant 11 
79 

Chp.III, Rule 9 
Annex. VI 

48. Concurrent accreditation of 
diplomatic/other officers posted 
in one country to another country 
to which HOM is concurrently 
accredited 

82 Annex.VI, Para 4 

 CONSULTATION DUTY   

49. Consultation duty 25 
345 

Chp. IX, Rule 31 
Annex. XXI 

50. Increments during consultation 
duty 

346 Annex.XXI,  
Para 3 (3) 

 CORRESPONDENCE COURSES  

51. CEA not admissible for Pursuing 
studies through correspondence 
courses 

87 Annex.VII,  
Para 2 (f) 

52. CHP not admissible for a child 
receiving education through 
correspondence Course 

94 Annex. VIII, Note 
3 below Para 1 
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 CROCKERY, CURTAINS AND CUTLERY 

(See Sl. Nos. 101 to 102 and  
107 under the head 'Furniture 
/Furnishings/   Equipment')               

                           D        
 DAILY ALLOWANCE   

53. Daily allowance 21 
303 

 
315 

Chp.VII, Rule 27 
Annex. XVIII,  
Para 1 
Annex. XVIII,  
Para 15 

54. Admissibility of daily allowance 
for various officers as defined in 
SR 17 

315 Para 15 

 

55. Daily allowance for fraction of a 
day 

311 Para 11 

56. Daily allowance during travel by 
steamer or air 

310 Para 8 

57. Daily allowance during a 
journey by rail 

310 Para 9 

58. 
 
59. 
 
60. 

 
61. 

 
62. 

63. 

Daily allowance during a journey 
by road 

Daily allowance for an Indian 
servant 

Payment of daily allowance on 
first arrival 

Daily allowances for journeys 
beyond 16 kms 

Entitlement of daily allowance for 
stay as house guest 

Entitlement of daily allowance 
when officer is treated as State 
Guest 

311 

312 

313 

315 

309 

316 

Para 10 

Para 12 

Para 13 

Para 14 
 
Para 7 (4) 

 
Para 15 (ii) 
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64. Rates of daily allowance For 
various countries 

319 Appendix 

 DEATH ABROAD   

65. Grant of facilities in the event of 
death abroad 

33 
391 

Chp.XIV, Rule 39 
Annex. XXVI 

 DEMURRAGE CHARGES 
(See Sl. Nos. 376 under the 
Head 'Travelling Allowance')  

  

66. Facilities for a single wholly 
dependent parent of a 
Government Servant 

184 Annex. XI, Para 5 

67. DEPUTATIONISTS 
Application of IFS (PLCA) Rules 
to deputationists 

43 Annex.I 

 E   

68. EMERGENCY FARES 
Entitlement of IFS/IFS (B) 
officers to emergency fares 

289 Annex. XVII,  
Para 9 (i) 

69. Entitlement of non-IFS officers to 
emergency fares  

290 Para 9 (i) 

70. Proforma application for 
emergency fares 

295 Appendix II 

71. Power of HOMs/HOPs to 
sanction emergency fares 

289 Para 9 (i) 

72. Procedure for sanctioning 
emergency fares to gazette 
officers 

292 Para 14 

73. Mandatory baggage facility not 
admissible on Emergency 
passage 

290 Para 9 (ii) 
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74. Evacuation of India based 
Personnel 

EMERGENCY HALT  

ENFORCED HALT 

ENFORCED STAY 

(See under the head 'Halts') 

EX-INDIA LEAVE 
(See Sl. Nos. 241 to 217 
Under the head 'Leave') 

400 Annex. XXVII 

 F   

 FAMILY   

75. Definition of family 17 
182 

Chp.VII, Rule 19 
Annex. XI, Para 4 

76. Sister or other near relative of 
the officer as hostess as a 
member of family 

182 Annex. XI,  
Para 4 
{(4)-(8)}  

 FOREIGN ALLOWANCE   

77. Foreign Allowance 11 
51 

Chp.III, Rule 7 
Annex.III 

78. Reduction of foreign allowance 
during absence from post abroad

11 Chp.III, Rule 10 

79. Deduction in foreign Allowance 
of HOM 

77 Annex. V, Para 5 

80. Entitlement of foreign allowance 
during temporary duty 

347 Annex. XXII 

81. Entitlement of foreign allowance 
during leave 

365 Annex. XXIV 

82. Admissibility of foreign allowance 
during closed (pre-fixed/ 
suffixed)holidays while on home 
leave 

344 Annex. XX,  
Para 6(2) 

83. Payment of foreign allowance in 
foreign currency/Indian rupees 
for the period of leave spent in 
India 

374 Annex. XXIV,  
Para 9 
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84. Entitlement of  foreign allowance 
when husband and wife are 
posted in the same station 

51 
370 

Annex.III,Para1(3)
Annex. XXIV, 
Para4 

85. Additional foreign allowance 61 Annex.III, Para 15

86. Matters relating to servants and 
servant's wages, discharge 
/replacement/repatriation etc. of 
servants 

51 Annex. III, 
Para 2-13 

87. Income-tax on arrears of foreign 
allowance received in India 

62 Note below Para 
15(4) 

 FOREIGN TRAVEL TAX   

88. Foreign travel tax-revised 
scheme of 

228 Annex.XIII, 
Para 8 (I)(viii) 

 FURNITURE/FURNISHINGS/EQUIPMENT 

89. Categorisation of furniture and 
Equipment for residences and 
Supply of such items 

135 Annex. X,  
Para 17-21 

90. Compendium/Stock Register of 
Government property in 
Residences

139 Annex. X, Para 22

91. Maintenance of and repairs to 
Furniture and furnishings 

139 Annex. X, Para 23

92. Renewals and replacements of 
furniture and furnishings 

140 Annex. X, Para 24

93. Purchase/hiring of furniture 136 Annex. X,  
Para 17 (8) 

94. Purchase of heaters for use in   

 centrally-heated buildings 129 Annex. X,  
Para 10(6) 

95. Security deposit for gas cylinders 160 Note below 
Appendix II  
Para (F) 

96. Scale of residential furniture 147 Appendix II (A) 
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97. Lifespan fixed for various items  
of furniture/furnishings supplied  
at Government cost in India 
Missions abroad  

171 Appendix IV 

98. List of Kitchen utensils/other of 
furniture/furnishings supplied at 
Government cost at the 
residences of HOMs 

162 Appdx. II (H)(I) 

99. List of  inadmissible items which 
are not to be purchased  at 
Government cost for supply at 
the  residences in Missions 

165 Appdx. II (H)(2) 

100. Payment of CCG (Crockery, 
Cutlery and Glassware) Grant to 
officer/staff in Missions/Posts 
abroad in lieu of supply of daily 
use crockery, cutlery and 
glassware  

142 Annex. X, Para 26

101. Lumpsum grant for re-
presentational crockery 

143 Annex. X, Para 27

102. Scale of crockery, cutlery and 
glassware sets for Re-
presentational use 

155 Appdx. II(D)(I) 

103. Scale of cooking/ranges/stoves 160 Appdx. II(F) 

104. Scale of electric fans 161 Appdx. II(G) 

105. Scale of electric bulbs 160 Appdx. II(E) 

106. Payment of lumpsum grant in 
lieu of supply of bed and table 
linen  

144 Annex. X, Para 28

107. Provision of curtains & netting/ 
casement cloth at officers and 
residences 

154 Appdx. II(C)(I) 

108. Scale of carpets/floor coverings 152 Appdx.II(B) 

  



 

459 
 

 G   

 GARDENS   

109. Upkeep of gardens at residences 
of HOMs 

16 
129 

Chp.VI, Rule17 
(1) Annex. X, 
Para 11

110. Expenditure on maintenance of 
gardens attached to residences 
of representational officers 

16 
130 

Chp. VI,Rule17(2) 
Annex. X, Para 12

111. Garden grant for residences of 
HOMs/HOPs 

129 Annex. X, Para 11

112. Expenditure on maintenance of 
gardens attached to residences 
of representational officers 

130 Annex. X, Para 12

 GRADES   

113. Grades and pay scales of IFS 
Officers 

7 Chp. II, Rule 4 

114. Grades and pay scales of IFS 
(B) Officers 

433 Part III, Para 2 

 GROUP'D'   

115. Terms and conditions of service 
of Group 'D' officials 

443 Part III 

 H   

 HALT   

116. Enforced halt 22 
 

331 

Chp. VIII, Note1 
below Para 
28(2)(a) 
Annex. XIX,  
Para 2 

117. Enforced stay  332 Para 3 

118. Scheduled halts 330 Para 1 

119. Sickness halt  333 Para 4 

120. Emergency halt 334 Para 5 

121. Non-scheduled halts 331 Para 2 
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122. Emoluments during non- 
Scheduled halts 

335 Para 6 

 HEAD OF MISSION   

123. Definition 4 Chp. I,  
Rule3 (1) (v)

 HEAD OF POST   

124. Definition 4 Chp.I, 
Rule 3 (i) (vi)

 HEATING AND COOLING   

 (See Sl.No. 300 under the head 
'Residential Accommodation') 

  

 HOME LEAVE FARES   

125. Home leave fares 20 
284 

Chp.VII,Rule24(3) 
Annex. XVII 

126. Home leave fares to newly 
married husbands/wives 

285 Annex. XVII, Para 
2(e) 

127.  Home leave fares to Indian 
domestic servants 

285 Annex. XVII, 
Para 2 (f) 

128. Home leave fares to security 
guards 

286 Annex. XVII, 
Para 2 (i) 

129. One way home leave fares 285 Annex. XVII, 
Para 2 (d) & (e) 

130. Entitlement for travel by un-
approved route 

288 Annex. XVII, 
Para 4 

131. Proforma application for home 
leave/emergency fares 

295 Appdx. II 

132. Admissibility of compulsory and 
incidental charges while availing 
home leave fares 

288 Annex. XVII, 
Para 6 

133.  Admissibility of mandatory 
baggage facility while availing 
home leave fares 

288 Annex. XVII,  
Para 5 
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134. Procedure for sanctioning mid-
term home leave fares to 
gazetted officers (including  
HOMs) 

292 Annex. XVII, 
Para 14 

 HOTELS   

135. Stay in hotel on first arrival 15 
124 
126 

Chp.VI,Rule 15(6) 
Annex.X, Para 8 
Annex.X, Para 9 

136. Entitlement of officer for hotel 
accommodation 

304 Annex. XVIII,  
Para 2 

137. Entitlement of members of 
officer's family for hotel 
Accommodation 

305 Annex. XVIII, 
Para 3 

138. Scale of hotel accommodation 
For MPs/Ministers etc. 

318 S.l. I(1) 

139. Scale of hotel accommodation 
For secretaries to Government of 
India. 

318 S.l. I(3) 

140. Scheme of approved panel of 
Hotels 

303 Annex. XVIII 
Para I A 

141. Guidelines on arrangement of 
residential/hotel accommodation 

126 Annex. X, Para 9 

142. Exemption from certificate 
(regarding employment of  
servants) while officer is 
Compelled to stay in hotel 

57 Annex.III, Para 9 

 IFS(B)   

143. Application of IFS (PLCA) Rules 
to officers of IFS (B) 

433 Part III 

144. Statement showing the Rules 
And the decisions under the IFS 
(PLCA) Rules which are Not 
applicable to IFS (B) Officers 

441 Appdx. 

 IFS (PLCA) RULES, 1961   

145. Application of rules 3, 34 Chp. I, Chp. XIV 
Rule 2, 45 
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146. Definitions 3 Rule 3 

147. Date of effect 3 Rule 1(2) 

148. Relaxation of rules 33 Rule 41 

149. Interpretation of rules 33 Rule 42 

150. Residuary matters  33 Rule 43 

151. Power to amend or hold in   
Abeyance  

34 Rule 44 

152. Application to non-career Heads 
of Mission/Posts 

43 Annex. I 

153. Application to deputationists 43 Annex. I 

154. Regulations for applications of 
IFS (PLCA) Rules and the 
decisions there under to the  
Officers of IFS (B) 

433 Part III 

155. Regulations for application of IFS 
(PLCA) Rules and the decisions 
there under to the Interpreters 

442 Part III 

156. Regulations for application of IFS 
(PLCA) Rules and the decisions 
there under to non IFS (B) staff 

443 Part III 

157. Regulations for application of IFS 
(PLCA) Rules and the decisions 
there under to Security 
Guards/Attendants  

443 Part III 

158.  Regulations for application of IFS 
(PLCA) Rules and the Decisions 
there under Chauffeurs 

443 Part III 

159. Regulations for application of IFS 
(PLCA) Rules and the Decisions 
there under to Group 'D' official 

443 Part III 

 INCREMENTS   

160. Regulations of increments 9 Rule 6 
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 INSURANCE   

161. Life insurance charges 19 Note below  
Rule 21 (3) 

162. Insurance of personal effects 
During transit 

230 Annex. XIII, 
Para 11 

 INTERPRETERS   

163. Application of IFS (PLCA) Rules  
to India-base Interpreters 

442 Part III 

164. Additional home leave fares to 
Interpreters  

288 Annex. XVII,  
Para 8 

 J   

 JOINING TIME (INCLUDING TRAVEL TIME) 

165. Admissibility of joining time 22 
336 

Chap. VIII,Rule 28
Annex. XX,Para 1 

166. Calculation of travel time 338 Annex. XX,Para 2

167. Allowances during joining time 340 Annex.XX, Para 3 

168. Admissibility of preparation time 
on transfer at a station abroad  

338 Annex. XX,  
Para 1(5) (2) 

169. Drawing of joining time pay and 
allowances on transfer 

344 Annex. XX, 
Para 7 

170. Extended joining time 336 
343 

Note below  
Para 1(1) 
Annex.XX, Para 6 

171. Grant of interim relief during 
travel time (since dispensed 
with) 

343 Annex.XX,  
Para 3(9) 

 JOURNEYS   

172. Journeys on duty 189 Annex. XII 

173. Authorised journeys 17 Chap. VII,Rule 18 

174. Journey under medical certificate 21 Chap. VII,Rule 26 

175. Terminal journeys (See Sl. Nos. 
323-327) 
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176. Terminal journeys for non-career 
officers 

193 Annex.XII, Para 7 

177. Journey on transfer 189 Annex.XII, Para 1 

178. Journeys on tour in the Country 
of accreditation 

189 Annex.XII, Para 2 

179. Journey on tour in a country of 
concurrent accreditation 

190 Annex.XII, Para 3 

180. Journey on deputation abroad 192 Annex.XII, Para 4 

181. Journey on tour in India 193 Annex.XII, Para 5 

182. Journey on first appointment 
abroad 

193 Annex.XII, Para 6 

183. Journey on recall 194 
337 

Annex.XII, Para 8 
Annex. XX,  
Para 1(4) 

184. Journey on home leave 196 Annex.XII, Para 9 

185. Bharat Darshan tours (See.Sl. 
Nos.11-13 under the head 
'Bharat Darshan Tours) 

  

186. Tours of commercial re-
presentatives 

205 Annex.XII, Para 
18 

187. Entitlement of HOMs to take their 
spouses with them on tour within 
the countries of their 
accreditation 

208 Appdx.I 

188. Entitlement of HOMs to take their 
spouses with them on tours to 
countries of concurrent 
accreditation 

191 Annex. XII,Para 
3(5) 

189. Members of family and/or 
servants accompanying / 
following/ preceding their officer. 

196 Para 10-14 

190. Permission of officers to leave 
their dependent children in their 
previous station of posting to 
complete their Studies. 

197 Note below  
Para 11(1) 
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191. List of Missions where HOMs 
can take their spouses on tour 
within the country of 
accreditation 

208 Appdx. I 

 JUNIOR ADMINISTRATIVE   

 GRADE   

192. Pay scale of Junior 
Administrative Grade.  

7 Rule 4(1) 

193. Implementation of Junior 
Administrative Grade 

31 S.l. I & II 

 LANGUAGE (FOREIGN)    

 STUDY   

194. Language Rewards & Allowance 28 
 

376 

Chap. X, Rule 34 
& 35 
Annex. XXV 

195. Facilities to teach foreign 
language in Missions/Posts 
abroad-General procedure 
regarding submission of 
proposals. 

383 Appdx. I  

196. Book allowance 380 Para 5 

197. Study of foreign language by 
officers of IFS (B) 

437 Para 9 of Part III 

198. Language study by Grade I 
officers of IFS(B) 

437 Para 11 of Part III 

199. Reimbursement of expenditure 
on books for study of foreign 
languages to Grade I and 
Integrated Grades II and III of 
IFS (B) 

438 Para 12 of Part III 

 LEAVE   

200. Leave rules 25 Chp. IX, Rule 30 

201. Additional credit of leave for 
service abroad 

25 
362 

Rule 32 
Annex. XXIII 
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202. Additional leave account 362 Para I 

203. Treatment of additional credit of 
leave at the time of last posting  

363 Para 4 

204. Calculation of additional credit of 
leave 

362 Para 2 

205. Availing of additional credit 
of leave 

362 Para 3 

206. Admissibility of allowance during 
leave 

365 Annex. XXIV 

207. Emoluments during compulsory 
waiting in India 

375 Para 10 

208. Payment of foreign allowance 
and leave salary for the period of 
leave spent in India. 

374 Para 9 

209. Drawal of leave emoluments 365 Para 1 (3) 

210. Drawal of allowances in India 
currency for the period of home 
leave in India. 

375 Para 9 (I) (iii)  

211. Certificate regarding return from 
leave 

359 Annex. XXII,  
Para 11 

212. Combination of temporary in 
India with leave 

360 Para 12 

213. Treatment of period of 
Consultation duty and its effect 
on leave and leave emoluments 

345 Annex. XXI,  
Para 2 

214. Power of HOMs/HOPs to grant 
ex-India leave 

291 Annex. XVII,  
Para 13 

215. Compensatory allowances 
during ex-India leave 

365 Annex. XXIV, 
Para 2 

216. Quantum of ex-India leave when 
taken in conjunction with home 
leave 

291 Annex. XVII,  
Para 11 

217. Admissibility of AMA scheme 
during ex-India leave  

403 Para 2 (c) & Note 
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 M   

 MEDICAL ATTENDANCE   

218. AMA Scheme.1979  402  

219. Applicability of the Scheme 402 Para 1 & 2 

220. Applicability of the Scheme to 
family members of Chauffeurs 
Security Guards, Peons and 
other Group 'D' employees 

402 Para 1 

221. Panel of doctors/specialists 404 Para 5 

222. Panel of hospitals 405 Para 6 

223. Revision of charges of approved 
doctors/hospitals 

406 Para 6(e) 

224. Treatment in unapproved 
hospitals. 

406 Para 6 Note 

225. Entitlement to accommodation in 
hospitals 

406 Para 7 

226. Consultation with specialists 406 Para 8, 8-A 

227. Prolonged medical treatment 407 Para 9 

228. Individual cases involving large 
number of consultations 

407 Note (b) below 
Para 9 

229. Medical attendance/treatment at 
residence. 

407 Para 10 

230. Treatment in emergency cases 407 Para 11 

231. Facilities for emergency 
treatment at the designated 
place 

412 
428 

Para 26 
Annex. VI A 

232. Authorised place for medical 
treatment in emergencies for 
Missions in neighbouring 
countries 

430 Annex VI B 

233. Recovery of diet charges during 
hospitalisation 

407 Note (1) below 
Para 12 (A) 
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234. Reimbursement of special 
nursing charges. 

408 Para 13 

235. Reimbursement of charges of 
operation / treatment of minor 
injuries. 

408 Para 14 

236. Reimbursement of charges for 
electric treatment 
(physiotherapy) 

408 Para 15 

237. Reimbursement of charges for 
treatment of Veneral Diseases, 
Delirium Tremens etc.  

409 Para 16 

238. Reimbursement of charges for X-
rays, blood tests, urine tests etc. 

409 Para 16 

239. Reimbursement of charges 
relating to confinement  
(Including pre-natal and post-
natal treatment) 

409 Para 17 A 

240. Reimbursement of cost of 
Medicines 

409 Para 18 

241. Reimbursement of cost of 
medicines imported from 
India/any other country 

410 Para 18- Note (2) 

242. Reimbursement of cost of 
drugs/injections for prophylatetic 
or immunisation purposes. 

410 Para 19 

243. Reimbursement of cost of 
artificial aid/appliances. 

410 
423 
427 

Para 20 
Annex. IV 
Annex. V 

244. Purchase of replacement of 
Heart Pacemaker. Replacement 
of Pulse Generator. 

411 Para 20(iv) 

245. Dental/orthodontic treatment. 411 Para 21 

246. Examination and treatment of 
eyes; cost of visual aids such as 
spectacles and contact lenses; 
consultation fee for testing of 
eye-sight. 

412 Para 22 
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247. Reimbursement of ambulance 
charges 

412 Para 23 

248. Treatment at mental home/ 
hospital. 

412 Para 24 

249. Cases involving heavy 
expenditure 

415 Part II. Para 6 

250. Cases involving accidents. 416 Part II. Para 8 

251. Controlling officers 415 Part II. Para 1 

252. Grant of special advances 415 Part II. Para 5 

253. Claims for reimbursement of 
medical expenses 

415 Part II. Para 2 

254. Form of application for claiming 
reimbursement of medical 
expenses 

420 Annex. II 

255. Essentiality certificate 415 Note below 
Para 2 of Part II 

256. Admissibility of AMA Scheme 
during ex-India leave. 

403 Para 2(c) & Note 

257. Admissibility of IUD as a 
measure of temporary 
sterilization 

409 Para 17 B 

258. Admissibility of artificial 
appliance ‘Floatron Device Pump 
with Full Leg Boot Short’ 

425 S.No.60 

259. AMA Scheme- Application to 
High Commission of India, 
London  

403 Para 2 
(below Note 2) 

260. Treatment under CGHS 
Scheme. 

31 
404 

Rule 37(2) 
Note I below 
Para 3

261. Treatment under CS (MA) 
Scheme. 

404 Note 1- 4 below 
Para 3 

 N   

 NON-CAREER HEAD OF MISSION OR POST 

262. Definition 4 Rule 3 (1) (viii) 
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263. Application of IFS (PLCA) Rules 
to Non-career Heads of Missions 
or Posts. 

43 Annex. I  

 NON-CAREER OFFICER   

264. Terminal journey in the case of 
non-career officers. 

193 Annex. XII, Para 7

 NON-IFS (B) OFFICER   

265. Terms and conditions of service 
of non-IFS (B) members of staff  

443 Para III 

 NON-SERVICE HEAD OF MISSION OR POST 

266. Grant of retirement benefits to 
non-service Heads of Missions 
and Posts abroad. 

47 Annex. I,  
Para 11(3)(i) 

 O   

 OFFICE BUILDINGS   

267. Maintenance of leased office 
Premises 

133 Annex. X, 
Para 14 (8) 

268. Heating of offices 127 Para 10 

 OUTFIT ALLOWANCE   

269. Outfit allowance 14 
104 

Chap. V, Rule 14 
Annex. IX 

 P   

 PACKING   

270. Packing charges 279 Annex. XV, 
Para 4 

271. Panel of packers 279 Para 4 

 PASSAGES   

 (See Sl. Nos.351 to 354 under 
the head 'Travelling Allowance') 

  

 PAY FIXATION   

272. Pay fixation on promotion from 
Junior to Senior Scale of IFS 

8 Chp. II, Rule 4(5) 
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273. Pay fixation on promotion  
From Grade I of IFS (B) to  
Senior Scale of IFS 

8 Rule 4 (4) 

 PAY SCALES   

274. Pay Scales of IFS 7 Chp. II, Rule 4 

275. Pay Scale of IFS (B)  433 Part III, Para 2 

 PLACE OF ENTRY INTO INDIA   

276. Definition 4 Chp. I,  
Rule 3 (1) (ix) 

 PLACE OF EXIT FROM INDIA   

277. Definition 5 Rule 3 (1) (x) 

 PERSONAL EFFECTS   

 (See Sl.Nos.355 to 358)   

 PERSONAL CAR   

 (See under the head Car Personal)  

 PERPARATION TIME   

 (See under the head 'Joining Time')  

 PROVIDENT FUND   

278. Applicability of General Provident 
Fund (Central Services) Rules 
1960. 

32 Chp. XIII,  
Rule 38 

 R   

 REPRESENTATIONAL GRANT  

279. Representational grant 65 Annex. IV 

280. Entitlement to higher rates of 
following date of promotion. 

73 Annex. IV,  
Para 21 

281. Certificate for claiming RG 74 Appdx. I 

282. Proforma account of RG 75 Appdx. II 

 RESIDENTIAL ACCOMMODATION  

283. Residential accommodation 15 Chap. VI, Rule 15 
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284. Government-owned 
accommodation 

107 Annex. X, Para 2 

285. Accommodation on long lease. 109 Annex. X, Para 3 

286. Accommodation on short lease 110 Annex. X, Para 4 

287. Government-owned/long lease 
furnished accommodation. 

118 Annex. X, Para 5 

288. Allotment of accommodation 122 Annex. X, Para 7 

289. Scale of residential 
accommodation 

145 Annex.X, Appdx.I 

290. Maintenance of residence 131 Annex. X, Para 14

291. Maintenance of residence of 
HOM/HOP in his absence. 

134 Annex. X, Para 16

292. Prohibition of sub-letting 131 Annex. X, Para 13

293. Retention of accommodation 
during leave 

134 Annex. X, Para 15

294. Lease deed form 168 Annex. X, 
Appdx.III 

295. Plinth area of residential 
buildings 

108 Para 2(4) 

296. Guidelines on arrangement of 
residential/hotel Accommodation 

126 Para 9 

297. Rental ceilings 117 
118 

Para 4 (17) 
Para 4 (18) (i) 

298. Heating of residences.  127 Para 10 

299. List of Missions where heating 
concessions have been 
extended. 

176 Annex.X, Appdx.V

300. Heating and cooling of 
residence. 

15 
127 

Chp. VI, Rule 16 
Annex.X, Para 10 

 RESIDENT CHARGE d' AFFAIRES  

301. Definition 5 Rule 3 (1) (xi) 

 RETIREMENT   
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302. Retirement and pension 29 Chp. XI, Rule 36 

 S   

 SECURITY/GUARDS/ATTENDANTS  

303. Terms and conditions of service 
of Security Guards/Attendants. 

443 Part III 

304. Home leave fares to Security 
Guards. 

286 Annex. XVII,  
Para 2 (i) 

 SERVANTS   

305. Entitled Indian Servant-definition 4 Chp. I,  
Rule 3 (1) (iii) 

306. Indian servant – definition 53 AnnexIII, Para 3 

307. Local servant-definition 54 Annex III, Para 4 

308. Death abroad of Indian Servant 398 Annex. XXVI, 
Para 8 

309. Replacement of Indian servant 
who dies abroad 

60 Annex III, Para 13

310. Matters relating to wages/ 
discharges/replacement/ 
repatriation etc. of servants. 

51 Annex. III 

311. Fares for Indian servants 221 Annex. XIII,  
Para 4 

312. Home leave fares to servant 20 

285 

Chp. VII,  
Rule 24 (3) 
Annex. XVII,  
Para 2(f) 

313. Daily allowance for Indian 
Servant 

312 Annex. XVIII,  
Para 12 

314. Baggage allowance of Indian 
Servant 

223 Annex. XIII, 
Note 2 below 
Para 6(3) 

315. Stay of domestic servant at 
Station abroad not be allowed 
after departure of officer. 

197  Annex. XII, 
Para 11 (1) 
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 SPECIAL PAY   

316. Special pay to be drawn by a 
member of the service while 
holding a post in India 

8 
40 

Chp. II, Rule 5 
Appdx. II of Part I  

 STATIONS   

317. Classification of stations 20 Chp. VII, Rule 24 

 STORAGE CHARGES   

 (See SI.No. 377 under the head  
'Travelling Allowance') 

  

 T   

 TABLE LINEN   

 See SI.Nos.106. Under the head 
Furniture/Furnishings/Equipment 

  

 TELEPHONE/INTERNET   

317A Landline telephone 113 Annex. X, 
Para 4(12) 

317B Mobile Phone 113 Para 4(12) 

317C Internet connectivity 115 Para 4(12) (iii) 

 TEMPORARY DUTY   

318. Temporary duty and emoluments 
during such duty. 

24 
347 

Chp. VIII, Rule 29 
Annex. XXII 

319. Combination of temporary duty in 
India with leave. 

360 Para 12 

320. Combination of temporary duty 
with ex-India leave  

361 Para 14 

321. Combination of temporary duty 
with holidays 

360 Para 13 

322. Certificate regarding return to the 
post at the end of temporary 
duty/leave in Mission / Posts 
abroad.  

360 Para 11 

 TERMINAL JOURNEY   

323. Terminal journey 193 Annex. XII, Para 7
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324. Advance of TA not admissible 
during terminal journey 

216 Appdx. II Para 6 

325. Consultation with an officer who 
has performed terminal journey. 

343 Annex. XX,  
Para 4 

326. Payment of transfer grant on 
terminal journey 

276 Annex. XV,  
Para 2 (c) 

327. Preparation time not admissible 
during terminal Journey. 

337 Annex. XX, 
Para 1(3) 

 COMPOSITE TRANSFER GRANT  

328. Composite Transfer grant 19 
275 

Chp. VII, Rule 22 
Annex. XV 

329. Admissibility of transfer grant 276 Para 2 

330. Transfer grant on terminal 
journey 

276 Para 2 (c) 

 TRAVELLING ALLOWANCE   

331. Approved route 3 
178 

Rule 3 (1) (i) 
Annex. XI, Para 1 

332. Travel by route other than 
approved route. 

180 Para 2 

333. Travel by lower than entitled 
class 

181 Para 3 

334. Family for purposes of TA  17 
182 

Chp. VII, Rule 19 
Annex. XI, Para 4 

335. Married daughter as a member 
of family 

182 Para 4(2) 

336. Sister or other near relative 
acting as hostess of the officer  

182 Para 4(4) 

337. TA for a widow and other 
member of family and entitled 
Indian servants from Station 
abroad consequent on death of 
the officer serving abroad. 

20 
393 

Rule 25 
Annex. XXVI, 
Para 1 (7) 

338. TA to a newly wedded officer. 198 Annex. XII,  
Para 11(4) 
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339. Facilities for single dependent 
parent 

184 Annex. XI, Para 5 

340. TA for member of family and 
Indian servants. 

196 Annex. XII, 
Para 10 

341. TA for members of family or 
servants who follow the officer. 

197 Para 11 

342. TA for members of family 
or servants who precede 
the officer  

201 Para 14 

343. TA for journey other than on 
transfer or tour. 

202 Para 15 

344. TA on retirement 202 Para 15 

345. TA for travel to or from a place 
other than the station of posting 
of the officer. 

199 Para 12 

346. TA for travel from a place other 
than the previous station of 
posting of the officer. 

200 Para 13 

347. TA for travel to home town by 
officer's family members 

200 Para 12(4) 

348. Passages through India. 204 Para 16 

349. Train fares 217 Annex. XIII, 
Para 1 

350. Road fares. 217 Para 2 

351. Passages. 17 Chp. VII, Rule 20 

352. Booking of passages. 234 Para 15 

353. Cancellation of passages. 236 Para 16 

354. Non-utilisation of passages. 237 Para 17 

355. Personal effects- definition. 222 Para 5 

356. Limits/Quantum of personal 

effects.  

18 
222 

Chp. VII, Rule 21 
Para 6 

357. Mode of transportation/carriage 
of personal effects. 

224 Para 7 
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358. Free baggage allowance 
(mandatory baggage facility) 
allowed by Air India. 

223 Note 2 below 
Para 6(3) 

359. Baggage entitlement by sea/ 
surface route. 

222 
227 

Para 6(1) 
Para 7(14) 

360. Baggage entitlement by air 222 Para 6(1) 

361. Baggage entitlement (surface 
and air) for Group 'D' officials 
and Security Guards/ Attendants 

443 Part III, Para 1(b) 

362. Baggage entitlement (surface 
and air) for Chauffeurs. 

443 Part III,  
Para 1(c) & (d) 

363. Transport of luggage from a 
place other than the previous 
station of posting. 

233 Para 13 

364. Transport of luggage to station 
other than the station of posting. 

234 Para 14 

365. Transport of luggage to home 
Town 

436 Part III,  
Para 8 (b)-II (i) 

366. Transport of luggage from home 
town 

436 Para 8 (b)-II (ii) 

367. Reimbursement of Compulsory 
charges incurred on travel of 
officer, his family and Indian 
servants and the transportation 
of his personal effects.  

227 Annex. XIII, 
Para 8 

368. Reimbursement of incidental 
charges. 

228 Para 9 

369. Admissibility of compulsory and 
incidental charges during 
journeys on Home Leave etc. 

229 Para 9 (6) 

370. Transportation charges for   
articles imported abroad on first 
arrival 

234 Para 13 (2) 

371. Transportation of personal 
effects within India on transfer 
from abroad. 

223 Para 6 (3) 
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372. Loading and unloading charges 
for personal effects in India. 

247 Note (1) below 
Appdx. I 

373. Inadmissible charges on 
transportation of personal effects 
in India. 

230 Para 9(8) 

374. Admissibility of Handling/Agency  
charges levied by travel agents 
in  India for transportation of 
personal effects on transfer from 
Head-quarters to Missions 
abroad. 

245 Appdx.1 

375 Transportation/handling charges 
for personal effects on transfer  
from Missions abroad to Head-
quarters guidelines. 

229 Para 9(7) 

376. Demurrage charges on baggage 233 Para 12(5) 

377. Storage charges. 232 Para 12 

378. TA advance and its adjustment 238 S.I. I 

379. Submission of TA claims-Prompt 
settlement-Instructions 
regarding. 

238 S.I. I 

380. TA advance from Mission at 
transit point 

238 S.I. I 

381. Guidelines for preparation of TA 
claims. 

248 Appdx. II 

382. IFS Officers-treating them as 
Grade I Officers for purposes of 
TA/DA 

315 Annex. XVIII, 
Para 15 

 TRAVELLING TIME   

 [See under the head 'Joining 
Time (including travel item)'] 

  

 U   

 UNAPPROVED ROUTE   

383. Travel by route other than 
approved route. 

180 Annex. XI, Para 2 
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 V   

 VISA   

384. Officer's responsibility for 
obtaining visa 

230 Annex. XIII, 
Para 10(3) 

385. Reimbursement of visa fee 230 Para 10 
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