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Introduction 

This document serves as a user guide for Travel Allowance (TA) Bill, that is 

submitted for reimbursement of expenses incurred during authorized official travel 

to attend official duties/meetings/training at designated destinations by AIS/ 

government employees. The TA Bill is prepared in compliance with the applicable 

government rules, policies, and procedures governing travel allowances. It provides a 

detailed account of the trip undertaken, including dates, destinations, modes of 

transport, duration, and the nature of official duties performed. 

All expenses claimed under this bill are substantiated by valid documentary 

evidence, such as travel tickets, boarding passes, accommodation receipts, and other 

related vouchers, as per the authorized categories and guidelines prescribed by the 

Government of Rajasthan (not applicable to all categories). The purpose of this 

documentation is to ensure transparency, accountability, and adherence to financial 

regulations related to official travel expenditures. It facilitates the proper verification 

and processing of claims by the concerned authorities, thereby ensuring timely 

reimbursement to the employee. 

 

1. Travelling Allowance Bill for Entitlement Category (above 

pay level 10) 

o TA for Journey on Tour or Training within India  

o Auto-populated fields (system fills automatically)- Employee Name, 

Employee ID, Designation, Basic Pay, Office, Headquarters, Service 

Category, Budget Head 

o Auto-calculated details - Tentative Duration of Travel (calculated from 

start and end dates) 

o Calculations (For AIS category) 

▪ Accommodation Allowance: -  

Pay Level Existing Rate (Rs) when DA rates 50% 
14 & above 7,500 

12 & 13 4,500 
10 to 11 2,250 
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▪ Food Charges: -  

Pay Level Existing Rate (Rs) when DA rates 50% 

14 &above 1,200 

12 & 13 1,000 

10 to 11 900 

 

▪ Timing restrictions: - 

Length of absence Amount Payable 

If absence from headquarter is < 6hours 30% of Lump sum amount 

If absence from headquarter is between 6-12 

hours 

70% of Lump sum amount 

If absence from headquarter is >12 hours 100% of Lump sum amount 

 

Note - Absence from Head Quarter will be reckoned from midnight to midnight and will 

be calculated on a per day basis. 

▪ Reimbursement of Travelling Charges (Within City): - 

Pay Level Existing Rate (Rs) when DA rates 50% 

14 and above Reimbursement of AC taxi charges as per actual expenditure 

commensurate with official engagement for travel within the city 

12 & 13 Reimbursement of AC taxi charges as per actuals up to 50 Kms 

per day (for travel within the city) 

10 to 11 338 (Non-AC taxi within the city) 
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▪ Journey by Own Vehicle (No Specific Rates Prescribed) (vide DOP order dt. 

12.08.2021) 

Vehicle Type Existing Rate (Rs per Km) when DA rates exceed to 

50% 

Taxi 12 

• Own car – Highest class of Railway entitlement 

 

Travelling Allowance: (calculation for other than AIS category) 

Basic Pay Category 

As per 5th Pay 

Commission 

As per 6th Pay 

Commission 

As per 7th Pay 

Commission 

  

Government servants 

drawing basic pay of Rs. 

16400/- per month or 

above 

Government 

servants drawing 

basic pay of Rs. 

37000/- per month 

or above 

Government servants 

drawing basic pay of 

Rs. 95000/- per 

month or above 

A 

Government servants 

drawing basic pay of 

Rs.8000/- or above but 

below Rs. 16400/- per 

month. 

Government 

servants drawing 

basic pay of 

Rs.19,000/- or 

above but below Rs. 

37,000/- per month. 

Government servants 

drawing basic pay of 

Rs.49,000/- or above 

but below Rs. 

95,000/- per month 

B 

Government servants 
drawing basic pay of 
Rs.6500/- or above but 
below Rs. 8000/- per 
month. 

Government 
servants drawing 
basic pay of Rs.15, 
000/- or above but 
below Rs. 19,000/- 
per month. 

Government servants 
drawing basic pay of 
Rs.39,000/- or above 
but below Rs. 
49,000/- per month 

C 
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Government servants 

drawing basic pay of 

Rs.4100/- or above but 

below Rs. 6500/- per 

month. 

Government 

servants drawing 

basic pay of Rs.10, 

000/- or above but 

below Rs. 15,000/- 

per month. 

Government servants 

drawing basic pay of 

Rs.26,000/- or above 

but below Rs. 

39,000/- per month 

D 

Government servants 

drawing basic pay below 

Rs.4099/- per month.] 

Government 

servants drawing 

basic pay below 

Rs.10,000/- per 

month.] 

Government servants 

drawing basic pay 

below Rs.26,000/- per 

month. 

E 

 

Configuration for TA Bill at DDO (Workflow assignment) 

• Access Workspace 

o Login using SSO credentials, select desk and role – DDO 

o For Assigning the workflow, please go to – Workflow configuration >> 

Process Task assignment 

o Page for assignment gets open 

 

o Select the process from the Process list from the drop down list as 

Travelling Allowance Bill 
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o User can assign the role - Maker / Checker/ Approver, by clicking on 

Unassigned, as displayed in the screen 

 

o Employee details page gets open, with Assign action button 

o Select the employee to whom the M/C/A role is to be assigned 
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o Confirm the submission by clicking Yes button 
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Process for TA Bill Request Generation 

• Access Employee Self Service (ESS) 

o Login using SSO credentials 

 

o Users Dashboard page gets open, Click Travelling Allowance as displayed 

in the screen 

o From quick link Travelling Allowance – request for TA Bill (regular) 

gets generated and from View All Request hyperlink – all Transfer TA 

bills will be generated 
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o Enter the TA details from selecting from the drop-down lists – Purpose, 

Trip Type – One way / round trip, trip Start /End date. 

▪ Select the Round Trip as trip type, then details of both sides need 

to be entered  

 

 

o If is a Round trip, then click on Add Journey button, as displayed in the 

screen below 
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o Complete the details in Add journey details page, select within / outside 

Rajasthan radio button option 

 

o Enter all the required details, upload documents and click on Submit 

button 
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o Entered details get appeared on the screen, click on Add more Journey 

button, to enter the other trip details 

 

o Select Trip Completion status – Yes / No 
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o If Trip completed is selected Yes, then ‘To city’ will get auto populated, as 

displayed in the screen below 

 

o If Trip completed is selected No, then select the ‘To city’ from the drop-

down list, as displayed in the screen below 
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o Complete the required details, then click Submit button 
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o Enter the required TA details 

o Add / upload the required supporting document, add Remarks and click 

Submit button 
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o PDF gets open, check details and click e-sign 

 

o For e-signing the document, enter Aadhar number, tick the consent 

checkbox 
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o Enter the OTP, user receives at the registered mobile number and click 

Submit 

 

o TA Application request generated successfully with Application number 
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o This request has now been forwarded to DDO. 

 

• Access Workspace 

o Login as DDO using SSO credentials 

 

o Select Desk and role as DDO 
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o Select Employee Management under Disbursement engine 

 

• My Task List 

o Dashboard page gets open 

o Select My Task List from the left side Menu 

o My task List page gets open, here User can view – All requests, Pending, 

Reverted, Rejected, Approved, Drafts, and Completed Request details 

using Search/ Advanced Search, so DDO shall click on the request ID 

directly from here. 

o Details list will be displayed in the grid and Action button is provided to 

take the action on the requests. 
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• TA Bill Generation 

o Select from menu at left side – Bills>>Non-salary Bills>> TA Bill>> 

Bill Generation 

o Enter the search details like – Pay year, Pay Month, Bill Sub-Type, Budget 

head, etc. 

 

o Click Search button, the details get displayed 
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o Tick the checkbox, select employee and click Initiate button 

 

o Confirm the request 
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o Bill reference no. gets generated. 

 

• Bill List 

o After Bill generation DDO needs to go to – TA Bill >> Bill List 

o From here DDO forwards the Bill to Treasury. 

 

2. Transfer TA Bill 
 

o Users need to Input: Transfer Details- 

▪ Transfer Type: Within the same city / To another station 

o If Transfer is to another station, the following fields apply- 

▪ Old Station (Auto-populated based on employee records) 

▪ New Station (To be entered) 

▪ Distance from Old to New Station (To be entered in km) 

o If Transfer is to same station, the following fields apply: 

▪ Distance from Old to New Station- 

▪ Travel entitlement for self and family as prescribed for tour  
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▪ Composite Transfer and Packing Grant (CTG) shall be paid at the 

rate of 80% of the last month’s basic pay in case of transfer 

involving a change of station located at more than 20Kms from 

each other.  

▪ In case of transfer to stations which are at less than 20 Kms from 

the old station and for transfer within the same city, one-third of 

the CTG will be admissible (1/3*80% of last month’s basic), 

provided that a change in residency is involved. 

o Spouse Transfer Details 

▪ Spouse Employment Status: Identify if the spouse is an AIS/Central 

Government employee: 

▪ If No, no spouse transfer details need to be entered. 

▪ If Yes, continue to the next step. 

▪ Transfer to Same Station: Check whether the spouse has been 

transferred to the same station as the employee. 

▪ If No, no further information is required. 

▪ If Yes, user must enter: - 

▪ Date of Spouse’s Transfer 

▪ Date of Spouse’s Joining at New Station 

▪ If Transfer of spuse’s is to same station, the following fields 

apply: 

▪ Distance from Old to New Station (To be entered in km) 

▪ Travel entitlement for self and family as prescribed for 

tour  

▪ Composite Transfer and Packing Grant (CTG) 
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▪ In cases where the transfer of husband and wife 
takes place within six months, but after 60 days of 
the transfer of the spouse, fifty percent of the 
transfer grant (50% of 80% of basic pay) on 
transfer shall be allowed to the spouse transferred 
later.  No transfer grant shall be admissible to the 
spouse transferred later, in case both the transfers 
are ordered within 60 days.  

 

• Transfer TA Bill (Calculation for AIS Category) 

o Luggage on Transfer of Personal Effects by Road: - 

Pay Level Existing Rate (Rs per Km) when DA rates exceed to 

50% 

10 & above 50 

*Subject to submission of production of actual receipts/vouchers. 

o Journey by Own Vehicle (No Specific Rates Prescribed) 

Vehicle Type Existing Rate (Rs per Km) when DA rates exceed to 

50% 

Own Car / Taxi 12* 

*As per DOP order No F.3/1(10) Pers/A-I/2017 Dated 12.08.2021 

o Transportation of Conveyance  

Level  Reimbursement 

6 and above 1 Motor car etc. or 1 Motorcycle / Scooter 

5 and below 1 Motorcycle / Scooter/ Moped/ Bicycle 

* A government servant authorized to transport a motor car or motorcycle by rail at 

public expense may opt for either a passenger or goods train. In case of passenger train 

transport, only the actual freight charged by Indian Railways is reimbursable. If 

dispatched by goods train, the government servant may claim the freight charges along 

with packing and local transportation costs at the stations of departure and arrival, 
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provided the total amount does not exceed the freight charged for transport by 

passenger train. 

Note – As the Government of Rajasthan has not approved TA entitlements 

for retired employees, the provisions prescribed under the Rajasthan TA 

Rules, 1971 shall accordingly prevail.  

• Access Employee self Service (ESS) 

o Login using SSO credentials, Click View all requests 

 

o Select Request type and Sub type 

 

o Click Raise Request Button 
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o Complete the required details and click confirm as displayed in the screens 

below 

 

o Enter TA details 
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o Click Add journey button, to add the journey details 

 

o Select the within State / outside State radio button-  

▪ If selected “Outside Rajasthan” – the list gets displayed as shown in 

screen below including – Aerodrome city, State capital, etc. 

▪ If selected “Within Rajasthan” – the list with all the districts gets 

displayed like – Jodhpur, Kota, etc. 

o Complete all the required details for - city, address, amount, date, etc., and 

click Next button 
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o Complete the Transportation details 

 

 

o Enter the required details and upload the supporting documents and click 

Submit 
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o E-sign the document using the process mentioned above.  

o Once the request is submitted it will go to the DDO for Approval and Bill 

will be generation 

o DDO shall go to Bills >> Non-salary Bills >> TA Bill >> Bill 

Generation, to generate the Bill. 

o After the Bill generation, DDO shall go to Bills >> Non-salary Bills >> 

TA Bill >> Bill List, from here DDO can forward the Bill to Treasury 

----------------------------------X----------------------------------X-------------------------------- 


