Sirumalai Evergreen Multipurpose Community Development Society-SIMCODESS

SIMCODESS - Travel Policy

v The management, Executive committee, full time

employers, paid volunteers, beneficiary participants,
experts and resource persons involve in travels pertaining copt®
to project implementation as and when such needs occur.

v" The organisation owns one four wheeler Mahindra vehicle and two
wheeler vehicle for conveyance facilities.

v' Travels are taken by bus and train transports have to be submitted
with relevant tickets within the last working day of each week by all
personal of the organisation.

v" Each personal of the organisation is eligible for travel expenses along
with refreshments for travels exceeding 6 hours or beyond.

v" The secretary, Board members and staff can make use of the vehicles
for project needs, with due approval of the executive committee or
secretary.

v’ Bills for fuel costs of vehicles, other fees incurred in the event of
using vehicles like toll fee, should be submitted within the last
working day of each week.

v All the bills and vouchers of each calendar month should be
submitted within the last working day of the month and settled.

v' All travel expenses will be approved by the secretary only when they
are endorsed by the programme manager.

Policy was formulated on 07.09.2025 and approved by general Body
meeting held on 27.09.2026
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