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THE LAWRENCE SCHOOL ORDERS

Sanawar Friday [6th February, 2007
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No. I. CENTRAL BOARD OF SECONDARY EDUCATION
All-India Senior School Certificate (Class X1I) Examination

2007.
DATE SHEET
10-30 a.m,—1-30 p.m.
March
Thu. Ist ... 042 Physics
Mon. 5th ... 054 Business Studies

Tue. 6th ... 043 Chemistry
Wed. 7th ... 027 History
Fri. 9th ... 049 Painting

051 Sculpture
Sat. 10th ... 301 English Core
Mon. 12th ... 028 Political Science
Tue. 13th ... 044 Biology
Wed. 14th ... 048 Physical Education
Thu. 15th... 055 Accountancy
Sat. 17th ... 002 Hindi Elective
Tue. 20th ... 066 Entrepreneurship
Thu. 22n0d ... 041 Mathematics
Sat. 24th ... 029 Geography
Mon. 26th ... 030 Economics

April
Wed. 4th ... 083 Computer Science

Thu. 5th ... 065 Informatics Practices
Mon. 9th ... 037 Psychology
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No. 2. CENTRAL BOARD OF SECONDARY EDUCATION
All-India Secondary School (Class X) Examination 2007.

March

Fri. 2nd ...
Thu. 8th ...
Wed. 14th ...
Fri. léth ...
Sat. 24th ...
Wed. 28th ...

087
041
085
101
086
086

DATE SHEET
10-30 a.m.—1-30 p.m.

Social Science

Mathematics

Hindi Course-B

English Comm.

Science & Tech with practical
Practical Skills in Science & Tech.

Praveen Vasisht
Headmaster
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No. 3. WELCOME

The Headmaster, Mr. Praveen Vasisht, welcomes all children, mem-
bers of the staff and their families to Sanawar and wishes them a
very happy New Year and fruitful term at the School.

No. 4. PROGRAMME
February

Sat, 17th ... Matrons and Teaching Faculty return

; to school .. 6-00 p.m.
Sun. 18th ... Teachers’ Training Workshop by
Dr. Amrita Das .. 10-00 a.m.
Mon. 19th ... Teachers’ Training Workshop by
Sahil Adlakba’s visiting Faculty ... 10-00 a.m.
Headmaster’s Vacation Staff Dinner
in HM’s house ese 730 p.m.
Tue. 20th ... Full Staff Meeting, Birdwood
staff room ... 10-00 a.m.
House Staff Meeting «. 11-00 a.m.
Head of Faculty Meeting o 12-00 p.m.
Individual Faculty Meetings wo 1[-00 p.m.
Pupils return to school <. 5-00 p.m.
Parents are requested to leave the
school site by ... 6-00p.m,

Pupils of U-1II (2006) to move directly
to Holding House

Pupils of L-1V (2006)t0 move directly to
their respective Parent House

Wed. 21st ... School routine commences from breakfast
Opening Term Assembly wo 9-30 a.m.
Cricket, Basketball Teams to be made ... 2-30 p.m.
Hobbies sets to be made by House Staff
Evening Prep commences .o 6-15 p.m.




Thu, 22nd ...

Fri, 23rd ...

Sat. 24th ...

Sun. 25th ...
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Normal routine starts from 1st School ... 7-40 a.m.
Re-exams commence

1L-6 : Chem/Accts/Psycho

L-5 : Maths

U-4 : Maths/Hindi

L-4 : Maths, U3-Gen. Sc. .. 10-30a.m.
Games & Hobbies commence

Oath Taking Ceremony by the Prefectorial
Body 2007 ee  9-30 a.m.

New Pupils’ admission :

class L-1V, all Houses

HM'’s Lunch for new pupils and their
parents in MCR

Re-exam .. 10-30 a.m.
L-6 : Geog/Busi. Stu.

L-5 : Science

U-4 : Gen. Sc,

L-4 : Gen. Sc.

U-3 : Eng/Hindi

New Pupils’ admission,

Class L-111 : Himalaya & Siwalik only
HM’s Lunch for new pupils and their
parents in MCR

Re-exam :

L-6 : Maths

U-4 : Skt. veo 10-30 a.m,

Cricket Festival Match-Staff vs,

Students 1st XI ... 10-00 a.m.
No, 5. DAILY ROUTINE (Sr. School)

Rouser wee 5-50 a.m.

Morning P.T, 6-30—7-00 a.m.

Inspection eee 7220 a.m.

Marching Up <e  7-30 a.m.

1st Scnool 7-40—8-20 a.m.

2nd School 8-20—9-00 a.m.

Breakfast 9-05—9-20 a.m.

Assembly eee  9-30 a.m,




3rd School
4th School
Milk Break
5th School
6th School
7th School
Sr. School Lunch

10-00—10-40 a.m.
10-40—11-20 a.m.
11-20—11-40 a.m.
11-40—12-20 p.m.
12-20—1-00 p.m.
1-00—1-40 p.m.
1-45 p.m.

Extra classes for XII everyday from

5th March

Games & Hobbies
Tea

2nd Session

Bath

Prep

Supper

Inspection

Study hour

Lights out

1st Session

No. 6. DAILY ROUTINE P.D.

Rouser/P.T./Inspection
M.I.

Breakfast

1st School

2nd School

Assembly

3rd School

4th School

Milk Break

5th School

Lunch

6th School

Games & Hobbies (Tue. & Fri.)
Tea

Baths

Prep

Supper

Study hour

Lights out

2-20—3-20 p.m.
2-50—3-50 pm.
3-50 p.m.
4-00—35-00 p.m.
5-20 p.m.
6-15—7-30 p.m.
7-40 p m.

8-20 p.m.
8-30—9-45 p.m.
e 10-00 p.m.

As per School Timings

7-35—7-50 a.m.
7-50—8-10 a.m,
8-10—8-50 a.m.
8-50—9-30 a.m.
9-30 a.m.
10-00—10-40 a.m.
10-40—11-20 a.m.
11-20—11-40 a.m.
11-40—12-20 p.m.
12-25 p.m.
12-50--1-30 p.m.
2-00—2-50 p.m.
4-00 p.m.

4-30 p.m.
5-15—6-20 p.m.
6-40 p.m.
7-30—8-15 p.m.

9-00 p.m.
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No. 7. ADDITIONAL RESPONSIBILITY

Mr. P.K. Sharma, Finance Manager has been detailed to look after
the additional responsibility as Officiating Bursar, w.e.f. Ist January,
2007, after the resignation of Lt Col (Retd) S.K. Nautiyal. He
shall continue to do so till further orders.

No. 8. RETIREMENT

Shri Gobind Ram, Painter has been retired from the school services
on 31st December, 2006.

No. 9. RESIGNATION

The under-mentioned individuals are no more in the school services
as per details given below :—

* Lt Col (Retd) S.K. Nautiyal (Bursar) ... wef Ist Jan. 2007

¢«  Mr. Nicholas Waywell (Teacher) ... wef 12th Dec., 2006
*  Mr. Pradeep Kumar (Maths Teacher) ... wef 26th Jan., 2007
* Dr. R.X Singla (Teacher) ... wef 2nd January 2007
* Smt. Roma Devi (Ayah) ... wef 17th Feb., 2007

No. 10. HOUSE APPOINTMENTS

The under-mentioned individuals will shoulder additional respoansi-
bility as per details mentioned against each names.

*  Mr. S.K. Jain, Teacher ... Sr. Housemaster, HHBD w.e.f.
17-2-2007
* Mr. R.Solomon, Teacher ... Housemaster S/V PB
w.e.f, 17-2-2007
* Mr. Deepak Pant, Teacher ... Shifted from HHBD to HBD

as Sr. Housemaster
No 11. EXTENSION IN SERVICE

The following individuals have got extension in service :—
*  Mr. NK Sharma, Sr. Asstt, wef Ist Jan., 2007 to 30th June. 2007

*  Mr. Pran Nath, A/cs Manager wef 1st March, 2007 to 28th Feb,,
2008.

*  Mr, Sohan Singh, Astt. to Carp. Instr. wef Ist Feb. 2007 to 31st
January, 2008.

Mrs. Binita Rishi, Teacher-Extension for a further period of 5
years.
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No¢. 12. NEW APPOINTMENT

The under-mentioned indivlduals will join as members of Teaching
and Administrative Staff before the re-opening of the school on
20th February. 2007.

* Dr. V. K. Sharma ... Dean of Faculty

* Mr Ramakrushna Dash ... Teacher (Biology)

* Mr. Abhimanyu Sen ... Teacher (French Language)
*  Mr. Ashish Gupta ... Teacher (Maths)

* Smt. Meena Kumari ... Ayah (Hospital)

No 13. STRENGTH RETURN

Housemaster/Mistress will hand over the strength of children who
have reported after winter vacation by 9-00 a.m. on 21st February,
2007 to the following :

(a) E.A to HM.

(b) Offg Bursar

(c) Sr. Master/Mistress B.D., P.D. & G.D.

(d)y lic C.D.H.

No. 14 DAILY STRENGTH RETURN

From 22nd February the Daily Strength will be sent by the Matrons
to all concerned after getting it counter signed from the House-
master/ Mistress.

No. 15. CLOTHING

February 20th & 21st will be devoted to the issue of clothing to the
children according to the laid down scales. All clothes will bear the
House Number of the child, and initials of the Dept/House.
Marking of clothes must be completed by the evening of 23rd
February, 2007.

No. 16. TUCK SHOP TIMINGS
There 1s no change in Tuck Shop timings, however the timings are
repeated (or the benefit of all.

Monday to Friday :

Tuck Shop Cffice Work .. 9-30—--10-45 a.m.
Jr Suaff Mon. & Fri. ... 10-45—1-00 p m.
Sr. Staff woe 10-45—1-00 p m.
Lunch Break eee 1-00—1-30 p.m.
Sr Staff we 130-2-00 p.m.
HPD & HPG Mon. & Thu, we 2-50—3-50 p m.
NPD & NPG —do— —do—

SPD & SPG Tue. & Fri, —do—

VPD & VPG —do— —do—
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HGD & HHG Mon. & Thu.
NGD & NHG —do—
SGD & SHG Tue. & Fri.
VGD & VHG —do—
HBD & HHB Mon. & Thu.
NBD & NHB —do—
SBD & SHB Tue. & Fri.
VBD & YVHB —do—

Tuck Shop Office Work
Tuck Shop Close

On the above given days (Mon, to Fri.)

2-30—3-30 p.m.
—do—
—do—

4-00—5-00 p.m,
—do—

4-00—5-00 p.m.
—do—

5.00—>5-30 p.m.

S5-30 p.m.
sale will be on Tuck-Shop

Stips only. Tuck Shop will remain closed on Wednesday.

Saturday Timings :

(a) PD

(b) GD

{(c) BD

Sale will be on cheques only.
Sundays & Holidays

(a) Tuck Shop Office Work ...
(b) GD & PD

(c) Office Work
(d) Lunch Break
(e} B.D.

(fY Tuck Shop Office Work
Sale will be on cheques only.

9-30-10-0M a.m.
... 10-00-12-00 noon
vee 12-00—1-00 p.m.
1-00—2-00 p.m.
2-00—5-00 p.m.
5-00—5-30 p.m.

Timing for the Matrons for Clothing (Indents)

(a) GD Holding/GDL/GDU Mon
(b) PDL/PDU/PD Girls Tue.
(c¢) SBD/VBD Thu.
(d) HBD/NBD Fri.
() BD Holding Sat.

No. 17. CHILDREN’S BATH

. w.  11-00~12-30 p.m.

11-00—1-00 p.m.
11-00-12-30 p.m.
11-00~-12-30 p.m.
11-00-12-00 noon

Till 28th February 2007 the children will have two baths a week as

per programme given below 1—

1. BD including (Monday)
Holding House (Friday)
(Tuesday)
(Saturday)

SUNDAYS ...

{Wednesday)...
(Thursday)
(Monday)
(Friday)

2. GD including

Holding House

Senior

Junior & Holding House

Head washes (Sikh Boys)
8-00 a.m.—9-00 a.m.

NO BATHS

Vindhya/Siwalik
Holding House
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SUNDAYS... Head washes 8-00 a.m. to
9-00 a.m. (alternately bet-
ween Upper and Lower
Dormitory).

(Wednesday)... NO BATHS

(Thursday)

3. P.D. Boys (Monday) ... Himalaya/Nilagiri
(Thursday)
(Tuesday) ... Siwalik/Vindhya
(Friday)

SUNDAYS ... Head washes 8-00 a.m. to
8.30 a.m. (Sikh boys)
P.D. Sparrow {Weduesday)
(Saturday)
SUNDAYS... Head washes for Sparrows
€-30 a.m. to 2-30 p.m.
No. 18. DRESS
In view of the cold climate the following dress will be worn :
(a) School Kit—Grey woollen Trousers.
Full Sleeve jersey
Red coats for girls
Blazer for boys
(b) P.T Kit—Track suit
Sleeve less jersey, if necessary, will be worn.
(¢) Games Kit— do
The P.D. Mattons will ensure that the children wear warm vest if

} If necessary

necessary.
No. 19. STAYING ARRANGEMENTS FOR STUDENTS (IN

EMERGENCY) OF CLASS XII APPEARING IN THE BOARD
EXAMINATION

Arrangements for boarding & lodging for the children (in emergency
only) appearing in the class XII Board Examination have been made
in the GD Common room for girls and Tin Huts for boys. Detailed
instruction are being issued separately.

No. 20. MEDICAL CERTIFICATES

The School Office will send all medical certificates received, to
the R M.O., who will scrutinise these and take necessary action.
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Inspite of our clear instructions to parents some of them continue
to send these along with their children. All House Master/Mistress/
Matrons are requested to colect such Maedical Certificates from
the children and send them to the R.M O. latest by 10-00 a.m. on
21st February, 2007.

Children who appear to be unwell on arrival, especially those who
have cough and cold should be sent to the R.M O.

No. 21, CHILDREN RETURNING AFTER SICK LEAVE

Children returning to school after sick leave irrespective of whether
returning late after the school has reopened or are sent from the
Hospital/School during school term must report to the RMO with
all relevant medical papers. He/she will, after a check-up by the
RMO, be issued a green slip for the House staff confirming termi-
nation of medical leave and other details regarding categories etc.
Housestaff will kindly observe this procedure and not accept a child
back in dormitory unless he/she produces this green slip. Acceptance
of a child in the dormitory witbout the knowledge of the RMO
may result in the treatment/restrictions being overlooked thereby
ieading to serious complications.

MNo. 22. HOSPITAL ORDERS

MI TIMINGS AT MI ROOM, BIRDWOOD Monday to Saturday
Lower I1l, Upper IIT and Lower 1V—7-40 a.m. to 8-00 a.m.

Upper 1V to Upper VI—11-25 a.m. to 11-45a.m, (During Milk
Break).

Special M. 1. at Hospital OPD—4-15 p.m. to 4-45 p.m. (Monday to
Saturday).

OPD TIMING

QPD hours—Monday to Friday
9-00 a.m. to 11-30 a.m.

No OPD on Sunday

All routine case to report during OPD hours. Outside the OPD
hours, it is requested that only in case of emergencies the patients
will please report to the Nursing Staff on duty. After examination
and first aid the nursing staff will inform the R.M.D. Al serious
case will be seen immediately by the RMO and all other cases will
be seen routinely during OPD hours.
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Children reporting sick out side M.I. Timings are required to obtain
a slip from Dean of Studies during classes and Housemaster/
mistress/matron during the remaining period-

No. 23. STAFF SICK IN QUARTERS

If the teaching staff is unfit they should inform the DHM/Dean of
Faculties before the Ist School start and then report to the hospital
between 9-00 a.m. to 9-30 a.m. on all working days.

All administrative staff and Supporting Staff reporting unfit for the
day must do so between 9-00 a m. to 9-30 a.m. on all working days.
They will however inform their Head of Dept. before proceeding to
the hospital.

No. 24. SPECIALIST REFERENCE

Special sick report for children requiring specialist reference :—
4-30 p.m. to 5-00 p.m,

. Dental ... Thursday & Saturday
No. 25. HOSPITAL VISITING HOURS
The following timings for visit to the hospital will be observed :

Monday—BD 1
Tuesday—GD
"Wednesday—PD
Thursday—BD
Friday—GD
Saturday—PD J

Sunday/Holiday—PD~—9-00 to 9-30
BD~—9-30 to 10-00
GD-10-30 to 11-00
No. 26. LOCKER CHECK UP FOR MEDICINES

The house staff/matrons are requested to check the lockers regularly
for any medicines including homeopathic medicines. No one is
allowed to keep any kind of medication in the lockers without the
prior permission of the RMO.

No. 27. STAFF VISIT TO SCHOOGOL OFFICE

For administrative reasons, it is essential that staff should keep
their visit to the school office to the minimum; should they need
information urgently they must contact the Bursar/Asstt. Manager
Admin, first.

l
'} 4-30 p.m, to 5-00 p.m.
I
I
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No. 28. LEAVE APPLICATION BY STAFF MEMBERS

All staff members are reminded that except for unforseen circums-
tance applications for casual leave must be submitted so as to reach
the Dean of Faculties/Offg. Bursar/Headmaster not less than four
clear working days before the day from which the leave applied for
will start. All heads of Departments will please explain these orders
to all employees serving under them who do not receive orders or
cannot read them, particularly Support Staff and also ensure that
these instructions are complied with by all concerned.

No. 29. EARNED LEAVE APPLICATION

Barned Leave will be sancticned for a minimum period of 8 days.
All applications for Earned Leave should be submitted for scrutiny
at least 7 days in advance, so that the office is able to look through
full details regarding Earned Leave account of the concerned staff.
All concerned are requested to note the details given above Heads
of Departments will kindly explain the details of this to the emp-
loyees working under them.

No. 30. MEALS IN CENTRAL DINING HALL (C.D.H.) AND
MASTER COMMON ROOM (M.C.R))

All those entitled to meals in CDH & MCR will comply with the
following :

(a) Conform to the meals timing as published in the School Orders.
(b} Conform to the dress code.

(¢) Enter name(s) of guest(s) in the register provided for this
purpose in the CDH/MCR.

(d) Permission of the Bursar will be taken if the guest(s) are to
dine for more than 3 days.

() Guest Children below 8 year are NOT entitled to dine in the
COH/MCR.

(f) Only Spouse entitled to meals in the CDH/MCR.
(g) Children of Staff are NOT entitled to meal in the CDH/MCR.

No. 31. MEALS FACILITIES IN THE CDH

Meal facilities in the CDH is authorized to individuals from Grade
1V (b) and above and only they are entitled to have meals in the
CDH.




Heads of Departments are required to clearify the above to the in-
dividual working under them. The Mess Manager is requested to
follow the instruction strictly as given above.

No. 32. ISSUE OF INDENTS BY QUARTERMASTER

Members of staff and the Quartermaster kindly note that, when an
indent is to be issued the aciual time of issue is to ke fixed in
consultation with the Quartermaster. Furthermore, such time once
fixed shall not be changed unilaterally by either the member con-
cerned or the Quartermaster, but only by mutval agreement. The
time so fixed should not be between 3-00 p m. and 4-00G p.m. on full
working days and not between 12-00 noon and 1-00 p.m. on Satur-
day.

The Quartermaster should ensure that all items to be issued are
ready for immediate issue at the time fixed, thus ensuring that no
unnecessary delay occurs and that indenting staff members are not
held up at the Stores for more than the minimum time necessary.

Any difficulties in implementing this order should be brought to the
notice of the Bursar immediately.

No. 33. PERFORMANCE OF PRIVATE CEREMONY ON THE
CAMPUS

In order to avoid disturbance to the children and to ensure that the
school activities are not disrupted in any ways, prior sanction must
be taken for functions entailing the use of fireworks, bands or loud-
speakers. This school order will be explained to the staff of your
department.

Applications for holding such ceremonies on the campus must be
made in writing to the Bursar, approval taken in writing.

No. 34. THE SCHOOL’S CLEANLINESS

The co-operation of all is requested to keep the School neat and
clean ' every way. At a residential school like ours it is necessary
that we inculate the habit of keeping everything tidy. Therefore,
we all should set an example not only by NOT throwing litter
everywhere but drawing the attention of others from doing so and
also picking up litter Iying around. Proper receptacles have been
provided, where more are required, they will be provided on
request.
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No. 35. NEW PURCHASE SYSTEM

It has been noticed that the individuals are making certain pur-
chases directly for their departments and only bills are being sent
to the Quartermaster for making MRN (Material Receipt Notes),
which is against the school rules.

In future all purchased items alongwith bills /| Cash Memos will be
sent to the Quartermaster for their further necessary action in con-
nection with making Material Receipt Notes (MRN) and Material
Issue Notes (MIN) before submitting to Accounts Department.  All
concerned are requested to follow the instructions strictly.

No. 36. MEDICAL LOAN

We have a fund donated by Mr, Gurinder Singh Dhillon, Head,
Radha Soami Satsang, Beas, for the immediate help to school
employees for medical treatment. As per existing policy the school
has been helping the deserving individuals by sanctioning loans
from that fund for medical treatment in addition to SBF Loan, on
a simple interest of 4%,

In furture the Medical Loan will be sanctioned to the deserving cases
without charging interest, recoverable in 20 equal instalments, but
for the smooth functioning the limits have been fixed for the
sanction of Medical Loan, which are as under :—

Major Operation Rs. 15,000
Minor Operation Rs. 10,000
Serious Illness Rs. 10,000
Misc. treatment Rs. 10000

The applicants will have to attach the Medical Specialist’s report
with the loan application for justification duly recommended by
the school R.M.O.

Heads of Departments are required to inform the individuals work-
ing under them.

No. 37. OVERTIME WORKING

All overtime working will be got sanctioned from the Offg. Bursar
in advance or on the same day by the concerned Heads of Depart-
ments. However, in an emergency, the temporary hands can be
employed to tide over the situation,
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No. 38. MEDICAL REIMBURSEMENT

It has been observed that a majority of employees are sending
medical Reimbursement bills to the school office without verifying
from the school hospital, which is against rules. In future only biils
duly recommendations from the RMO, will be accepted for making
reimbursement for the medical treatment.

No. 39, SUBMISSION OF ATTENDANCE REGISTERS

The Attendance Register of every department will be submitted to
the Offg. Bursar on every Tuesday at 10-00 a.m. for verification and
the Incharge responsible for the attendance will be present there to
discuss matters in connection with attendance.

No. 40. WORKING ON SATURDAY/SUNDAY

No overtime can be given to the individuals working on Saturday
from 2-00 p.m to 5-00 p.m. as the overtime is only entitled to those
who work before 9-00 a.m. and after 5-00 p.m. thus the working on

Saturday and Sunday will be compensated against single salary
or Off.

The Heads of Departments are required to clarify the above to the
individuals working under them.

No. 41. WORKING ON WEEKLY OFFS /| ADMINISTRATIVE
HOLIDAYS

Tt has been noticed that keeping staff on overtime on their weekly
offs/administrative holidays by various departments has become
accepted norm without giving due consideration of work and such
individuals are claiming double overtime for the same, which is
totally against the School Rules.

The overtime payment at double rates will only be admissible to
those individuals who have to work hefore or after normal duties
hours i.e. before 9-00 am. znd after 5-00 p. m.

In future all those who are expecting to employ their staff on
overtime duly on weekly /administrative holidays will have to
strictly follow the above instructions.

No. 42. TEMPORARY WORKERS

It has also a been noticed that various departments are not working
under the instructions issued by the school for temporary staff and
are giving them half day on Saturday, where as the temporary
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workers will have to work for 8 hours a day to claim daily wages.
The temporary workers are also not entitled to administrative
holidays expect the following national holidays :—

(a) Republic Day

(b) Independence Day

(c) Dr. B. R. Ambedkar Jayanti
(d) Gandhi Jayanti

No. 43. BIRTHDAY CAKES

It has been observed that there has been a vast variation in the
Quantity of Birthday cake sanctioned for the Students. In order to
bring uniformity, the quantity of Birthday cake to be sanctioned
for each student has been fixed at 2 kg. House Staff is requested to
follow this norm while sanctioning the Birthday Cakes.

No. 44. ADMINISTRATIVE HOLIDAY

Friday, 16th February, 2007 will be a holiday on account of Maha
Shivratri.

Praveen Vasisht
Headmaster
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Head washes 8-00 a.m. to 9-00 a.m.
Sunday (alternately between Upper and Lower
dormitory)
P.D.
Tuesday
Thursday ... Siwalik and Vindhya
Friday
Monday
Wednesday Himalaya and Nilagiri
Sunday
Monday 1
Wednesday >... Sparrow
Saturday J

No. 47. SUBMISSION OF ACCTS. TO SCHOOL OFFICE

1.

It has been noticed that advance for purchase of items [ travel
expenses are taken from the Accts. Section and details of ex-
penditure are submitted after considerable delay.

1n order to ensure that the Accts, are kept reasonably upto date
those taking advance are requested to ensure that the details of
expenditure are submitted within one week of the withdrawal,
failing which the amount will be deducted from the salary of the
individual.

No. 48. REIMBURSEMENT OF TRAVEL EXPENDITURE

To ensure speedy clearance of TA/DA bills the following procedure
will be ensured :—

(a)

(b)
(c)

(d)

(e)
(f)

No.

Claim will be made on the form available with the Establish-
ment Section.
Instruction on the form to be read and complied with.

Claim to be submitted to Accounts Section within SEVEN
DAYS of completion of journey.

Proof of travel and expenditure to be supported with bills duly
signed,

Letter/note sanctioning the move to be attached with the claim
Photocopy of form and bills to be maintained for personal

record.
49, CLAIM OF ALLOWANCE

For better financial management allowance if any due will be claim-
ed before the end of the financial year (3lst March) in which
entitled.







