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;kstuk ,oa okLrqdyk fo|ky;] Hkksiky      

SCHOOL OF PLANNING AND ARCHITECTURE, BHOPAL 

nkSjs dk ;k=k HkRrk fcy dk lek;kstu@SETTLEMENT FORM FOR CPDA TOUR 
Hkkx &, ¼’kkldh; deZpkjh }kjk Hkjk tkos@PART-A (To be filled up by the Government servant) 

fcy Ø-@ Bill No.___________                                                  fnukad@Date:  
1- uke@Name__________________________________2.in@ Designation  _____________________________ 
3- foHkkx@Department _________________________4. Pay and GP/AGP /Level _____________________ 
5- nkSjs dk mn~ns’;@ Purpose of Trip :- (CPDA).  ________________________________________________ 

6- fdjk;s dk fooj.k @ Details of fare:- 
izLFkku@ Departure vkxeu@ Arrival nwjh fd-eh- esa@ 

Distance in 
Kms 

;k=k dk rjhdk@ 
Mode of travel 

Js.kh 
@Class  

fdjk;s dh 
jkf’k@Fare 
Amount 

 Air ticket 
booked by 

office 
(Yes/No) Dt. Time Place Dt. Time Place 

 
               

 
  

 
  

    
 

 
  

 
  

    
 

 
  

 
  

    
 

           
 

7- gksVy izokl dk fooj.k] gksVy j’khn vkfn ds lkFk izLrqr fd;k tkuk gS@ Particulars of stay, to be furnished along with 
hotel receipt etc.  

iM+ko dh vof/k@ Period of 
Stay 

gksVy dk uke@ 
 Name of the 

Hotel 

nSfud nj 
Daily Rate 

izfr dejk 
O;fDr;ksa dh 
la[;k@ 
No. of 

persons per 
room 

dqy Hkqxrku jkf’k@ Total 
Amount 

paid  

Admissible 

ls@ From rd@To 

       
       
       
       
       

8- Hkkstu ds [kpZ dk fooj.k@    9. LFkkuh; okgu dk fooj.k@ 
Details of food expenses              Details of local conveyance:  

 
10- O;; @ Other  Expenses ₹:___________________________________________________________________ 

 
11- O;; dh xbZ jkf’k@ Amount of Expenses ₹:________________________________________________________ 

 

fnukad@ Date Amt.  fnukad@Date ls@From rd@To Ekk/;e 
@Mode 

fdeh@ 
Kms 

Amt. 
Claimed  Admissible  

Claimed Admissible 

           
           
           
           
           
dqy@ Total    dqy@ Total       

FA-8(A) 
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12- vfxze yh xbZ jkf’k@ Amount of Advance ₹:_______________________________________________________ 

 
13- vfrjsd O;; dh xbZ jkf’k@ Amount of Excess Claimed ₹:______________________________________________ 

 

14- 'ks"k tek @ Balance Deposited: _____________________MR No.__________________Date _____________ 
    ¼;fn ykxw gks½ (If applicable)  

eSa izekf.kr djrk gwa fd Åij mYysf[kr tkudkjh esjs vuqlkj lR; o lgha gSA@Certified that the information as given above, is 
true to the best of my knowledge and belief.  

 
 

     vfxze /kkjd ds gLrk{kj@ Signature of Applicant 
vuq”kaflr@vuq”kaflr ugha@ Recommended/Not Recommended. 
 
 
foHkkx izeq[k@ HOD                                                                             laadk;k/;{k (ladk; dY;k.k) Dean (Faculty Welfare) 
 

ys[kk vuqHkkx ds }kjk Lohd`fr gsrq izLrqr@Sanction Process by Accounts Section 
 

Loh- vk- Ø-@S. O. No. ……… fnukad@dt. ………………..………… ys[kk en@Account Head …………………... 
 

Lohd`fr gsrq @ For Sanction of  ₹:__________________ ('kCnksa esa@In words) ₹: _______________________________  
_________________________________________________________________________________ (dsoy@Only) 
Balance in CPDA Amount 
 a. Financial Year: ___________________ 
 b. Block Year      : ___________________ 
 
 
 
dfu-@cgqizoh.krk lgk;d@ys[kkiky       vuqHkkx vf/kdkjh    lgk;d dqylfpo   dqylfpo        funs’kd 
       JA/MSA/Accountant      Section Officer     Asst. Registrar Registrar           Director 
 
lanHkZ ds fy, funsZ’k@ Instructions for reference:- 

1. dj lek;kstu nkok okfilh ;k=k ds 15 fnuksa ds Hkhrj izLrqr fd;k tkrk gS@TA adjustment claim is to be submitted within 
15 days of return journey. 

2. iz;qDr vfxze nkok ¼vxj dksbZ gS½ rks rqajr mifLFkfr ds nkSjku laLFkku dh ys[kk 'kk[kk esa tek gksuk vko’;d gSA ;fn fu;r fnukad ds 
ckn tek fd;k tkrk gS rks orZeku thih,Q C;kt nj ls 2 izfr’kr vf/kd C;kt nj ¼orZeku thih,Q C;kt nj 8-7 izfr’kr izfro"kZ gS½ 
lfgr iz;qDr vfxze nkok olwy fd;k tkosxkA Unutilized advance (if any) is to be deposited in the A/cs department 
immediately on joining office, even if claim is submitted at a later date. Penal interest @ 2% above GPF 
interest rate (Present GPF int. rate being 8.7%) p.a. will be charged on unutilized advance from date of drawl 
to date of refund

3. cksfMZax ikl vko’;d :Ik ls gokbZ ;k=k ds ekeys esa izLrqr fd;k tkuk pfkg,A@ Boarding passes must mandatorily be 
submitted in case of air travel. 

.  

4. ;fn fons’k ;k=k djrs gSa rks&@In case of foreign travel:-  
1) ohtk ,oa gokbZ fVfdV cqafdax esa ,tsalh pktZ fcy esa i`Fkd ls fn[kk,a tk,a ,oa dqy jkf’k dk fcy cuk;k tk;sA Agency 

charges for VISA and Air ticket booking must be separately indicated in bill, if included in total bill 
amount.  

2) ;fn fcy ,oa ikorh fons’kh Hkk"kk esa gS rks Hkqxrku dk fooj.k fganh@vaxzsth esa nsosaA@In case the bill/receipt is in 
foreign language, the particulars of payments must be indicated in Hindi/English. 

3)  ;fn miyC/k gksa rks ysu&nsu dh rkjh[k ij izpfyr fons’kh fofue; nj ¼ØsfMV dkMZ ds c;ku@cSad LVsVesaV@izkfIr;ka vkfn½ 
dk izek.k layXu djsaA@Proof of foreign exchange rate prevailing on date of transaction, (Credit card 
statement/ Bank statement/ Receipts etc.) be enclosed, if available. 


