
      

SCHOOL OF PLANNING AND ARCHITECTURE, BHOPAL          

 Tour Approval and Advance Form (For Faculty and Staff) 

 Name  ______________________________________________________________________________________________ 

 P.F NO. _______________ Designation  ____________________________________________________________ 

 Department _________________________ PAY & GP/AGP______________________________________________ 

 Purpose of Trip  ________________________________________________________________________________ 

 Date of Departure  ____________________  Date of Return _________________________________ 

 vodk’k dk fooj.k/ Details of Leave: 

 
Leave applied for 

From To Days 

   

 
 

Prefix 

  Saturday/Sunday/Gazetted Holiday/ Restricted Holiday/other leave 

 
Suffix 

 

Proposed Expenditure 

Air / Train / Road To From Class Fare 

    

Local Transport Taxi / Auto etc Distance Fare 

   

Accommodation Date of 
check In 

Date of 
Check out 

Amount 

   

Food Number of day Amount 

   

Others Amount  

   

Total expenditure Rs. 

vfxze vkosnd }kjk vuqekfur jkf’k ds vk/kkj ij Lohdr̀ fd;k tk ldrk gSA ysfdu vfxze dk lek;kstu vf/kdkjh@deZpkjh dh ik=rk ds vuqlkj gh fd;k tk;sxkA 

Please note that amount of advance may be sanctioned as per estimated amount given above by the applicant. However, advance shall be 
processed for settlement as per entitlement of the employee.  
 
7. Required Advance – Rs. _________________________ 

8. Whether any TA Advance is outstanding – YES/N0 

    If yes, then outstanding TA advance – Rs. ____________________________                   Signature of Applicant 
 

  (Recommended / Not Recommended). 

HOD _______________ladk;k/;{k ¼’kS{kf.kd½ Dean(Academics) / dqylfpo Registrar ____________________ 

Director  

 

Forwarded to Account Section for Payment  

FA-7  


