
 

 

 
 
 
 
 
 

SHEIKH SIRAJ FOUNDATION                                             
 
 
 
 
 
 
 

Travel Policy 

 

 

 

 

 

 

 

 

2020 Sheikh Siraj Foundation   



 

 

 

TRAVEL POLICY 

 

The objective of having a clearly laid down travel policy is to minimize the program expenditure incurred 
on travel and to have an effective system in place so as to prevent misuse of funds and official transport. 

1. Domestic Travel 

1.1 Air travel should be on economy class only.  

1.2 Prior approval of Manager Finance & Administration or Head of the organization should be obtained 

for all travel/tour schedules on the prescribed form before the commencement of the tour. 

1.3 All travel requests should be through the Travel Authorization Form. 

1.4 Availability of funds within the appropriate budget line must be ensured before approving the travel 

authorization. 

1.5 Travel advance should be taken from the office up to three days before commencement of travel. 

1.6 All travel expense claims should be made through a memo and addressed to Finance Department 

and shall be supported by original receipts. Used tickets and boarding card stubs should be handed 

over to Administration Department within five working days of returning to the office. 

1.7 Account should be settled within five working days of returning to the office. In case the accounts 

are not settled within the stipulated time then the advance will be settled against the salary of the 

employee for that month. 

 

2 International Travel 
 

2.1 Air travel should be on economy class only.  

2.2 Travel mode should be Economy Class. 

2.3 The Section should explore for all possible routes available from destination to destination. 

2.4 All travel expense claims should be made through a memo and addressed to Administration & 

Finance Section and shall be supported by original receipts. Used tickets and boarding card stubs 

should be handed over to the section within five working days of returning to the office. 

 








