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Bank of India 
Head Office 

 L 
Branch Circular No. : 

Human Resources Department, 
Industrial Relations Division 

Sub : Human Resources / 2022-23 
Sub-Subject : Staff matters / General 
Ref : HO:HR:IR:SM:24 Date: 27-03-2023 

CIRCULAR TO ALL  BRANCHES / OFFICES 

Reimbursement of expenses incurred 
towards purchase of Briefcase to Employees 

Please refer to our Head Office Branch Circular Nos. 104/136 & 104/137 dated 
25.01.2011, advising the limits for reimbursement of expenses incurred by Officers & 
selected categories of Award Staff towards purchase / reimbursement of Briefcase once in 
5 years, on declaration basis. 

2. We are now pleased to advise that the Board of Directors, during the meeting 
held on 24.03.2023, have approved revision in the above mentioned ceiling limits for 
purchase / reimbursement of Briefcase / Office Bag to Officers & selected categories of 
Award Staff once in 3 years, with effect from 01.04.2023, on declaration basis. The revised 
ceiling limits as approved in the said meeting are as under:-

Scale 

Scale VIII 
Scale VII 
Scale VI 
Scale V 
Scale 1V 
Scale III 
Scale II 
Scale I 

Head Cashiers Category II, Agricultural 
Assistants & Special Assistants 

Existing Amount tin Rs.) Revised Amount (in Rs.) 
Once in 5 years Once in 3 years 

-- Rs. 12000/-
-- Rs. 9250/-

26001- Rs. 6000/-
21001- Rs. 5300/-
18001- Rs. 50001-
16001- Rs. 2200/-
12001- Rs. 21001-
1200/- Rs. 1800/-
10001- Rs. 12001-

3. GUIDELINES 

Salient features shall be as under: 

3.1 Employees shall be eligible for expenses incurred for reimbursement / purchase of a 
Briefcase once in 3 years from the date of last purchase. 

3.2 With change in trends in lifestyle of the employees, and availability of variety of 
Briefcases / Bags in the market, it is decided to include other types of bags under the 
provision for reimbursement of briefcase expenses for the employees. 

3.8 Employees can purchase Handbags, Sling bags, Laptop bags, Satchel, Satchel 
Backpack, Office bag, Backpacks. Messenger bags etc which can be used for official 
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purposes excluding the bags which are used for travelling & other personal purposes like 
trolleys / suitcase / rucksack / luggage bags etc. 

3.4 Upon promotion to higher grade having higher entitlement, employees shall be eligible 
to claim their revised entitlement, only after completion of 3 years from their last purchase. 

3.5 Employees who have availed the facility earlier will be eligible to apply for the same 
again only after completion of 3 years from their last purchase. 

4. Please bring the contents of this Circular to the notice of all employees working 
under your Branch / Office. 

411-
*.of IN 

fr. 0 3-

(A. 
Chief General Manager - HR 
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