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The fol lowing order def ines the general  pol icy of the inst i tute and operat ional guidel ines in grant ing

f inancial  support  to the students of the inst i tute for domest ic and internat ional t ravel in connect ion to their

academic programs. This is in supersession of of f ice order No. D.O'11'6275 dated 24 November 2010'

L. Purpose ofTravel
(a) Type - l :  To present a paper in a conference

(b) Type-l l :To del iver an invi ted talk

(c) Type-l l l :  To attend school/  tutor ial /  workshop/ symposium

(d) Type-lv:  Visi t ing other inst i tutes for at  least two weeks

Elieibilitv
Students of al l  degree courses admitted

to sat isfying the fol lowing condit ions

through the Dean's off ice are el igible to apply subject

(a) A PhD student must be a ful l - t ime research scholar ful ly funded by the Inst i tute'

(b) For students of al l  degree programs of the inst i tute, other than the PhD program' the overal l

average score must be at least 75% rll the last semester prior to the date of application.

Note that this cut-off  is used by the Inst i tute to determine students who have passed with

dist inct ion.

3. Amount and Nature of Sugport

(a) Support  for Domestic Trave| subject to a maximum of Rs.25,000/-

( i )  Registrat ion Fees

(i i )  Round tr ip travel cost as per Inst i tute rule

( i i i )  Actual costs of lodging, boarding and local conveyance of up to Rs'2000/- per day

(b) Support  for Internat ional Travel

( i )  Registrat ion Fees up to a maximum of US S soo (only basic early bird registrat ion fee)

( i i )  Round tr ip travel cost as per Inst i tute rules subject to a maximum of Rs'100,000/-

( inclusive of al l  taxes) '

( i i i )  Visa fees and appropriate medical  insurance fees

( iv) Actual costs of lodging, boarding and local conveyance at the rates mentioned below

subject to a maximum of US S 500

o US S 125 per day for European Countr ies, South American Countr ies, USA,

Canada, JaPan, Austral ia

o US"S 70 per day for SAARC countr ies

o US S gS Per daY for other countr ies

For Internat ional Travel,  the appl icant MUST provide evidence of applying for t ravel support  to

external funding agencies ( l ike DST, NBHM etc.)  wel l  ahead of the actual t ravel dates. l t  is also expected that

the appl icant wi l l  wr i te to the conference organizers for f inancial  assistance'  Support  so received wi l l  be

adjusted with the amount of support  approved by the inst i tute. The students may use their  cont ingency

grant for covering part  of  the expenses mentioned above' 
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4. Procedure

(a) The appl icat ion for t ravel support  should be made to the Dean of studies on a prescr ibed

f o r m a t ( a t t a c h e d a S a n a n n e x u r e ) w i t h d o c u m e n t s I i s t e d b e | o w :
o Letter of acceptance/lnvitation

r Review comments on the submitted paper from conference organizers'  
' i f  avai lable on

the date of appl icat ion (For Type-l  grants only)

o L e t t e r o f r e c o m m e n d a t i o n ( r e f e r t o ( c ) a n d ( d ) b e | o w )

. Conference/workshop detai ls with registrat ion information (wherever appl icable)

o 2 page resume with marks in a| |  examinat ion and | ist  of  publ icat ions, i f  any

o copies of appl icat ions to external funding agencies for t ravel support  (only main forms)

o A fare certificate from Air India in case of air travel'

Appl icat ion should be made wel l  in advance, at least 45 days before the travel date'

An appl icat ion from a Research scholar must be accompanied by a conf ident ial  let ter of

recommendation from the supervisor in closed cover '

(d) Appl icat ions from al l  students, other than research scholars, must be accompanied by

conf ident ial  let ter of  recommendation, in closed cover,  f rom the class teacher ( in

consultat ion with other members of Teacher 's Committee) '

(e) The Dean of Studies wi l l  forward the appl icat ion to Students'  Travel Grant committee after

ver i fy ing the detai ls of  the student,  including marks obtained'

( f)  The committee wi l l  assess the appl icat ion and send i ts recommendation to the Dean of

Studies.
(g) For Domestic Travel,  the Dean of studies wi l l  decide whether to grant travel support  or not '

(h) For Internat ional t ravel,  the Dean of studies wi l l  consult  the Director before taking a

decision.
( i )  The student avai l ing a travel grant wi l l  have to submit a report  to the Dean of studies within

a month after returning from the travel with detai ls of  grant ut i l ized along with a copy of

certificate issued by the organizer of the conference/host certifying presentation of the

paper/Part ic iPat ion'

( j )  Sett lement of bi l ls as per procedure must be made within one month of return from travel '

The cert i f icate of presentat ion/part ic ipat ion is to be enclosed whi le submitt ing claims'

med

5. Policv

a) Research scholars of the lnst i tute would be the pr imary recipients of Student Travel Grants'

b) Appl icat ions forType-l  combined with Type lV (wherever appl icable) wi l l  get pr ior i ty '  Type-

i l  wi l l  normal ly not be supportedras i t  is expected that invi t ing inst i tute should support  the

travel.  Support  for Type l l l  and lV wi l l  not cover accommodation and local sustenance costs

which must be borne by the host/organizer '

(b )

(c)

c) Ful l  t ime Research Scholars who are ful ly funded by the inst i tute

domestic travel grants and one Internat ional t ravel grant in the

fel lowship. A second internat ional t ravel may be covered part ial ly

can avai l  at  most two

ent ire tenure of their

up to 50% of the costs

bi l lsett lement.

admissible under 3(b).  Resea first for
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d) Students of al l  degree programs of the inst i tute, other than the PhD program, can avai l  at

most one travel grant (whether internat ional or domest ic) dur ing the ent ire tenure of the

degree program. Only Type I  and Type l l  t ravel,  with Type I  gett ing pr ior i ty,  wi l l  be funded.

Even in this case, no travel grant appl icat ion wi l l  be entertained, i f  i t  involves travel dur ing a

period that c lashes with examinat ion for the student.  Travel when classes are on should also

normal ly be avoided unless the conference is a top t ier one and/or the Teacher 's Committee

cert i f ies that the student wi l l  benef i t  f rom i t .

e) l t  is expected that the student appl ies to other sources of funding including government and

non-government 'agencies especial ly for internat ional t ravel wel l  ahead of his/her travel

dates. s

f)  The number of t ravel grants to be awarded per year and the amount of t ravel grant to an

appl icant is at  the discret ion of the Student Travel Grant committee based on avai labi l i ty of

fu nds.
g) No student can avai l  more than one travel grant whether Domestic or Internat ional in an

academic year.

h) Pr ior i ty wi l l  be given to appl icants who have not received the travel grant ear l ier,  and to

those who have received part ial  f inancial  support  for the travel f rom other Government or

non-Government agencies.

i )  Inst i tute wi l l  make an advance payment for registrat ion fee, v isa and medical insurance fee.

The student may take cash advance of up to 75% of the sanct ioned air fare and up to 50% of

the admissible dai ly expenses from the Inst i tute. Advance of 1,00% of the expenses may be

provided only in except ional c ircumstances that must be adequately just i f ied in wri t ing. In

case the travel grant awardee fai ls to attend the conference, the cash advance taken from

the Inst i tute against air  t icket and d.ai ly expenses, must be refunded in ful l .

j )  The student should purchase air  t ickets from Inst i tute authorized travel agency, Air  India

website (not anv other wgbsite) or f rom Air- lndia Off ice only.

k) A student can approach any authorized foreign exchange dealer for gett ing foreign currency.

The conversion document,  in or iginal ,  has to be produced for reimbursement.

1-.  Dean of Studies
2. All Professors-in-Cha rge
3. Head, SQC & OR Division
4. Al l  Head of Centres
5. Al l  Head of Units/Departments/S.. t iont
6. Chief Execut ive (A&F)

7. Dy. Chief Execut ive (Finance)

8. Director's Office

(Sangha mitra BE ndyopadhyay)
Director


