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GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
DIRECTORATE OF TRAINING & TECHNICAL EDUCATION
MUNI MAYA RAM MARG, PITAMPURA, DELHI
( ADMINISTRATION BRANCH )

No. F. PA/DD(Admn.)/OMs/DTTE/2022/ 5605~ /2 Dated: 3//49/27

OFFICE MEMORANDUM

Sub.: Consolidated instructions regarding personal/ official visits including foreign visits in
respect of teaching staff of DTTE working in Universities.

The Department of Personnel & Training and Ministry of Home Affairs, cht._of In_dfa.

have issued various instructions/ guidelines with regard to the personal/ official foreign visits

/ circulars/ orders. Despite

from time to time through various office memorandums/ instructions J
Is are not following the due procedure while

that, it has been observed that officers/ officia

applying for their person/fofficial visits including foreign visits. The Controlling Authorities are also
simply forwarding their requests 10 the DTTE (HQ) without assessing their applications properly
in accordance with the extant guidelines.

In this regard, the Deptt. of Training & Technical Education had prepared the draft
visits including foreign visits in respect of

consolidated instructions regarding personal/ official
teaching staff of DTTE, which were forwarded for approval of the Hon'ble Lt. Govemor, Delhi in
a separate file (CD No.033717322), which is presently lying with the Services Department,

GNCTD.

Meanwhile, the department has been receiving numerous applications from the Facullies
of the Technical Universities under DTTE for seeking approval for foreign/domestic
official/private visits. The decision/ approval on the above referred file is still awaited and may
likely to take some more time. Till such time, final decision of the Hon'ble L.G., Delhi is received,
following interim guidelines are being issued for taking decision on such applications :-

Official Tour (Domestic) :

ancellor of the concerned University, at his discretion, may permit a member
of faculty or any official of the Technical Universities under DTTE (who has been directly
recruited by the University) to visit within India, for participation in any Conference/ Seminar/
Symposium/ Convention/ Workshop/ Short term training course (not more than 14 days)/ study
tour/ presentation of papers at Government Cost or fully/partially funded! sponsored by the
inviting crganization/ agency, subject to the vigilance clearance from appropriate level.

However, in case of official tour of Vice-Chancellor and the member of faculty or official
of the Technical Universities under DTTE (who has been recruited through the DTTE), a formal

approval of the Hon'ble Lt. Governor, Delhi should necessarily be obtained.

A

The Vice Ch

1|Pagr




2

The following conditions may also be followed :-

() Maximum 03 such events may be permitted in each financial year where Govt/
University funds are involved.

(i)  Hel she should have completed 06 months of service as a faculty member
continuously, before commencement of the evenl. .

(i) His/ her papers should have accepted for presentation or invitation for Ie-::tluyenalkﬂwe
workshop and/or chairing of session or he/she may have invilation lo participate as a
delegate by the arganizers. ]

(iv)  For participation of such events without financial support from the Institute, a clear
statement with regard to the course of funding to meet the expenditure for such visits
alongwith documentary evidence to that effect should be submitted. ) :

(v) In case of self funding, he/she should give a statement lo the effect in their
application. :

(vij  Funding agency should be a government organization, Aulonomous Body. Society.
Scientific Association. Charitable Trust/Society or non-profit mganizatloq. Acceptance
of funding from any private company or organization to meel expenditure for such
visit should not be allowed.

(vii) He/ she should be required to submit participation certificate and a report on the event
within a period of 15 days of his/ her return.

(viil) In case of training programme or course, the invitation letter should be addressed to the
Vice-Chancellor or the application for altending such training/ course should be routed
through proper channel.

Official Tour (Abroad} :

The Vice Chancellor of the concerned University, at his discretion, may permit a member
of faculty or any official of the Technical Universities under DTTE (who has been directly
recruited by the University) to visit outside India, for participation in any Conference/ Seminar/
Symposium/ Convention/ Workshop/ Short term training course {not more than 14 days)/ study
tour/ presentation of papers at Govemment Cost or fully/partially funded/sponsored by the
inviting arganization/ agency, subject to the vigilance clearance from appropriate level.

However, in case of official tour of Vice-Chancellor and the member of faculty or official
of the Technical Universities under DTTE (who has been recruited through the DTTE), a formal
approval of the Hen'ble Lt. Governor, Delhi should necessarily be obtained, subject to the
vigilance clearance from appropriate level,

The following conditions may also be followed :-

{i} The entitlement of Assistant Professors and Associate Professors shall be once in two
financial years and in case of Professors, once in a financial year, where Govt./University
funds are involved.

(i) Hefshe is required to make their plan well-in-advance and required to submit the
application atleast 06 weeks prior to commencement of foreign visit, so that the outcome
could be communicated to the applicant well before proceeding for the scheduled date.,

iii} He/she will not accept any hospitality from the foreign government without prior
permission of the Central Government under FCRA, 2010
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(iv)

(v)

(v)

(vil)
(wili)
(ix)
(x)
(x1}
{xii)
(xiii}

{xiv)

Private Tour D
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In case of such Private tour (within India) of Vice-Chancellor, a formal approval of the
Hon'ble Lt. Governor, Delhi should necessarily be obtained. In case of the member of faculty or
official of the Technical Universities under DTTE (who has been recruited through the DTTE),
approval of the Secretary (TTE) may be obtained.

The folloewing conditions may also be followed :-

(i)  The entitlement of Assistant Professors and Associate Professors shall be once in financial
year and in case of Professors, twice in a financial year. However, this ceiling shall not be
applicable during vacation period. P

(i) Hesshe is required lo make their plan well-in-advance and required to submit the application
atleast 06 weeks prior to commencement of such tour, so that the outcome could be
communicated to the applicant well before proceeding for the scheduled date.

(i) Hefshe should give a statement in the application to the effect that the said visit is fully
funded by himselff herself or by the inviting agency. .

(iv) Afleast 50% of faculty should be available on duty in the concerned depariment during the
pericd of such visit.

However, in case of private tour within India, which is for tourism purpose or on personal
grounds, only sanction of leave (if required) and station leave permission is required from the leave
sanctioning aulhority.

Private Tour {Abroad) on personal grounds:

The Vice Chancellor of the concerned Universily, at his discretion, may permit a member
of faculty or any official of the Technical Universities under DTTE (who has been directly
recruited by the University), for any Foreign Visit for tourism purpase or to meet his/her relative/
friend who is living abroad and all the cost of tour is being borne by the concerned Govi. official or
sponsored by his/ her relative, subject to the vigilance clearance from appropriate level.

However, in case of Private tour (abroad) of Vice-Chanceller, formal approval of the
Hon'ble Lt. Governor, Delhi should necessarily be obtained. In case of the member of faculty or
official of the Technical Universities under DTTE (who has been recruited through the DTTE),
farmal approval of the Secretary {TTE) may be obtained, subject to the vigilance clearance from
appropriate level.

Restriction on acceptance of Foreign Hospitality :-

‘Foreign Hospitality' means any offer, not being a purely casual one, made in cash or
kind by a foreign source for providing a person with the costs of travel to any foreign country or
territory or with free boarding, lodging, transport or medical treatment.

No Government servant or employee of any corporation or any other body owned or
controlled by the Government shall, while visiting any country or territory, oulside India, accept
any foreign hospitality (except with the prior permission of the Central Government). Each
application for grant of permission to accept foreign hospitality, complete in all respect,
alongwith recommendations of the concerned Compelent Authority should reach the Ministry of
Home Affairs, Foreigners Divisions at least 10 warking days before the scheduled date of
departure of the officer/official concerned. The Act/Rules and comprehensive guidelines relating
to ‘Foreign Hospitality' have already been circulated by Foreigners Division {(FCRA Wing).
Ministry of Home Affairs, Govt. of India vide OM dated 21.11.2022.
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Therefore, in all cases, where the ial i i itali
. Telure, ! officer/official intends to accept the foreign hospitality,
Prior permission of tha Central Government under FCRA, 2010, must be taken separately by the

offic i i
f ernfgr{ﬁmm cqn-;gz-rned by applying in Form FC-2 with the Central Government, apart from the
Permission for visiting abroad.

Time frame :-

alo The applicant should submit the application for seeking permission to travel abroad

ﬂgw:tht the supporting documents atleast 30 days before commencement of outward
iﬂufner in order to complete all the formalities including vigilance clearance. Further, it is
desirable that request of the Gowt. servant for such permission be dealt wilh expeditiously. It
may _bE ensured that the decisions are conveyed to the Government servants within 21 days of
receipt of complete application to the competent authority. Any lacunae/discrepancy in the
application should be brought to the notice of the Govt, servant within one week of the receipt
of the application.

Henceforth, the instructions/proforma prescribed in the following communications/
documents may be followed/utilized as regards handling of requests for 'NOC for proceeding
abroad on official/personal visit and grant of Ex-India leave to the officers and staff of the
depariment’ :-

a) Prescribed Proforma for taking prior permission by the Government servants as
circulated through DoPT's QOffice Memaorandum F. No.11012/8/2015-Estt. A-lll dated
27.07.2015 (Annexure-A).

b) An undertaking in terms of Para-297 of OM Part.| to be furnished by the Government
servants {Annexure-B).

c) DoPT's OM Mo F.11013/7/2004-Estt.(A) dated 01.09.2008 regarding approval of leave for
proceeding abroad by the Leave Sanctioning Authority,

d} Proforma for permission to apply for Ex-India leave duly recommended {Annexure-C).

e} Surely Cerificale {Annexure-D). .

f) Check List for NOC for going abroad on Official Visit, duly verified by the concerned Principal/
Head of Office (Annexure-E).

g} Check List for NOC for going abroad on Private Visil, duly verified by the concerned
Principalf Head of Office {Annexure-F).

h) General terms & conditions for granting permission for going abroad (Annexure-G).

General Conditions -

The following general conditions shall also be kept in mind, while granting ex-India leave to
any officer/official ;-

a) Hefshe is applying for due and admissible leave for visiting abroad.

b} If the visit is to a country with which India does not have friendly relations, the prior approval
of the Gowt. of India sheuld be obtained.

c) No Government servant shall, except with the previous sanction of the Government or of the
prescribed authority, ask for or accepl contributions to, or otherwise associate himself with
ke raising of, any funds or other collections in cash or in kind in pursuance of any object

whatsoever.
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S.N. | Nomenclature of post

Competent Authority ________——————
Chancellor/ Hon'ble Lt Governor, Delhi

In respect of Vice-Chancellor

i

a
b [In respect of all faculty members and
staff (who have been directly recruited

Tice-Chancelior of the concemed University

by the University)

= | In respect of all faculty members and
staff {who have been directly recruited

Secretary (TTE)

by the DTTE)

q abroad on Official Tour:

Competent Autharity for granting permission for vigitin

The following authority may be compete
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for Official foreign visits, subject 1o
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S.N. | Nomenclature of post

ChancellorfHon'ble Lt. Governor, Delthi

— a | In respect of Vice Chancellar

b | In respect of all faculty members and
staff (who have been directly recruited
by Lhe Univessity)

Vice-Chancellor of the concerned University

In respect of all faculty members and
staff (who have been directly recruited

5]

Hon'ble Lt, Governar, Delhi

by the DTTE)
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rivate Tour for enhancing

The followin ' : - o
visit for enhancing E:gc:;;?r?i::{t:kli}?:{ be competent for granting permission for domestic private
_%.a_M,_ INQH'Ianlal'.urel of post Competent Authority [
b i respatae-Chancellor Chancellor Horble Lt Governor, Delhi____|

In respect of all faculty members and
staff (who have been directly recruited
by the University)

Vice-Chancellor of lhe concerned University

In respect of all faculty members and

staff (who have been directly recruited
by the DTTE)

Secretary (TTE)

Competent Authority for granting permission for visiting Domestic Official Tour:

The following authority may be competent for granting permission for granting permission
for Domestic official visits, subject to the vigilance clearance & FCRA Clearance, where required:

S.N. | Nomenclature of post

Competent Authority

a | Inrespect of Vice Chancellor

Chancellor/Hon'ble Lt. Governor, Delhi

b | In respect of all faculty members and
staff (who have been directly recruited
by the University)

Vice-Chancellor of the concerned University

c | In respect of all faculty members and
staff (who have been directly recruited
by the DTTE)

Secrefary (TTE)

It Is enjoined upen all that while forwarding the requests for visiting abroad, it should be

ensured that the above instructions are strictly adhered lo so as to aveid any inordinate delay in
processing the application, All the concerned officers are requested to bring these instructions 1o the
notice of all officers and staff serving under their contral (including those on proforma strength) for
information, guidance and further necessary action,

The above guidelines shall be in force till such time, any further decision/approval is
received from the Services Department, GNCTD.

This issues with the approval of the Secretary (TTE).

;\,\,Iﬁ,.,.
(AMN.GAUR)

DEPUTY DIRECTOR. (ADMMN.)
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No. F,F'NDD{Admn.}JDMSIDWEFEGEE-ESISJﬂ 512 Dated; 3"/"‘”;13

Copy to the following for information and necessary action :-

The Secretary to Hon'ble Lt. Governor, Raj Niwas, Delhi-110054
The Spl. Secretary (Services), Services Department, Delhi Secretarial, New Delhi.

The F'PS_ to Secretary (TTEY PS to Director (TTE), DTTE (HQ, Pitampura, Delhi.
The Registrars of all Universities under DTTE.

The Controller, BTE/ all Deputy Directors at DTTE (HQ).
The Principals/ Vice-Principals of all ITls under DTTE.

The System Analyst, DTTE (HQ) — with the request to upload it on the official website of the

Department.
‘Lﬂr‘
(A.N.GAUR)

Guard file.
DEPUTY DIRECTOR {ADMM.)

No oWl =
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PROFOESIA FOR TAKING PRICR PERMISSION BY

GOVERNMEMT SERVANTS FOR PRIVATE VISITS ABROAD

Part A = To be filled by the Government servant applying for visit abroad

1. Mame and Designanon
1. Pay

1. Mirnisiry/ Department
4, Pasapon Mo

5. Details of private foreign travels to be underiaken

Period af travel MName of foreign | Purpose Estimated Source of funds |
countrics to be cxpenditure [travel,
wisited borad, lodging, visa,
misc., €ic.) l
]
. Details of private foreign travel underiaken during the lasi four years
Period of travel Mame of forcign countries Purpase
visited
L
Signature
Lhate:

Name and Designalion



Part B = To be filled by the Administration

. Whether the Government servant is handling large amounts of government cash.
Whether the Government servant is dealing with secrelf top secrel matters.

3. Whether any case involving serious charges against the Government servant is under
investigation {Dectails)

4. Whether the Government servant is under suspension.

Whether any disciplinary proceeding/ criminal case is pending against the Government
secvanl (Details),

Signature
Date:

a”\/ Mame and Designation




NPV 23

Underaking

{In tenins ol Paza 297 of OM. Part-l)

AY lundertake that, -

a) [ will not participate in any o m=Government actvities dusing my Visn
abroad as mentioned in Para 297 of O M. Part-1,

B} 1 will not stay abroad Deyond my leave period as sanctioned by the
Coenpetent Aulhorily

B Further, T understand that. -

A)  While T am abroad whether on an official duty or private aflairs [ shall
cortinue Lo be subject 1o all the provisions of Governument Servaats comnducct
Rules including these relading W the commumcation of offiial deaniments
or information, connections with the press and eriticsny ol Govermment ae

expression of opinion on inatiers relating to [oreign countoes amd

b)  Any Lreach of these provisions whether committed in India or abroad shall

render me equally Liable to disciplinary achon

(gnature af the Applicant)
Place: Name
Date Crade:

Ate No,
Oftice:

o T ITENEE IR T LA LA L Leait | LY Tl Il e RLPER S T LA T 1T
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PROFORMA FOR PERMISSION TO APPLY FOR EX-INDIA LEAVE

I. Mame, Designation and office in
which working :

2. Date of Birth

3. Date of appointment to the
Present post :

4. Whether post held on ad-hoc
basis or in a regular capacity *

5. Lf regular, whether Temporary,
Quasi-permancnt or permanent and from
which date :

6. Names of countrics proposed
10 be visited :

7. Purpoese of visit :

2. Probable duration of the visit -

9. How the expenditure on visit abroad
is to be me

10. Details of previous visils abroad,
[fany

11. Whether it is intended to apply for
Leave or voluntary retirement or
reassign for going abroad :

UNDERTAKING

I undertake that [ will return to India on the expiry of my leave and will not accept
any job of join any course during the period of my stay abroad, failing which | will be
liable to disciplinary aclion as required under C.C.5. (Conduct Rulcs), 1964,

Place :

Signature of applicant
Dale :
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SURETY CCRTIFICATE

1 Son of Shri
(Design.)

working as

in the office o __
herepy stand surety for all Government dues which maY ke found
con of

outstanding against Shri
who is holding ths post of

Shri

in

—

and from which he wants 10 g0 abroad.

SIGNATURE
NAME IN FULL
DESIGNATION
STAFF NUMBER __
OFFICE

Cerified that Shri ‘s

holding the pﬂm::ant;n't pur in 1&45 n'm‘"r:.. and ke has sizned the above

e o ——
——

dotuments in My presence.,

-
i P E:ﬂu:ﬁ‘ure ﬂfﬂ]E Gazetted Officer
- B ; .:-.:—:"- I.. =t '_'. :"':—'-:- St Tyl : > . > _-.-- . .
i A i S ARG ----.u__..'___ Ill:mgnanun i : e i
S T s - e AR S
- ““‘""‘D]}J_S‘El e E = :




Check List for NOC for going abroad on OFFICIAL visit :-

S.No. | Details of Documents/Certificates/Forms required Page No.

1 Application for NOC with duly filled proforma (Part-A & B)

2 Undertaking of the applicant

3 Surety Certificate by two Permanent Govt. officials

4 Leave application for Ex-India Leave

L Self attested copy of Valid Passport

6 Copy of approval/Order of the Competent Authority regarding
official tour

7 Details of head-wise estimated expenditure ie. Travell Boarding/
Lodging/ Visa and misc. etc. in respect of all the dependent family
members, in case travelling with the officer/official.

8 Copy of official invitation letter.

9 In case, the officer/official intends to accept the Foreign
Hospitality, copy of prior permission of the Central Government
under FCRA, 2010.

10 | Vigilance Clearance at the level of Institute




Powaern—

eck List for NOC for qeing abroad on PRIVATE visit :-

S.No. | Details of Documents/Certificates/Forms required Page No.

1 Application for NOC with duly filled proforma {Part-A & B)

2 Undertaking of the applicant

3 Surety Certificate by two Permanent Gowt. officials

4 Leave application for Ex-India Leave

Self attested copy of Valid Passport

o an

Copy of current Bank Statement (in support of source of funds)

7 Details of estimated expenditure including Travel/ Boarding/
Lodging/ Visa and misc. etc. in respect of all the dependent family
members, in case travelling with the officerfofficial.

8 Copy of email/ invitation received from relative alongwith copy of
histher bank statement, in case the expenditure is bame by
his/her relative.

g Vigilance Clearance at the level of Institute
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. General Terms & Conditions -

Porwmerss — G

1.

s o

Hefshe will furnish an undertaking that hefshe will return to his/her job on expiry of
the leave, failing which, the entire leave will be treated as unauthorized absence

- from the duty leading to disciplinary proceedings.

Hefshe will not submit resignation/voluntary retirement from abroad and during
hisfher stay in foreign country hefshe will not accept any job/employment full/part-
time or any other sort and will not enter into any business dealings/contract.

He/she will not violate any of the provisions of the service conduct rules.

Leave of the kind due and admissible will be granted by the official for this purpose
by the concemed administrative Officer subject to the exigencies of public interest.
Before proceeding on leave (duly sanctioned), hefshe will have to furnish surety
bond from two responsible persons/Govt. servants to stand hisfher guaraniee for
the recovery of over-payment, if any.

If hefsheis visiting to a country with which India does not have friendly relations, hef
shewill also obtain prior approval of the Govt, of India.

In no case, extension of leave, while on foreign visit, shall be granted {except in
medical emergency). In case, the extension is sought on medical grounds,the
medical cerlificate has to be produced from a Hospital approved by the Indian
Embassy concerned. Any medical certificate from any other sourcefauthority would
not be valid.In case of default, the said absence shall be treated as unauthorized
absence and lhe disciplinary action as deemed fit under the rules shall be taken
against himfher.

NOC can be withdrawn in public interest at any time without assigning any reason.



