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The followmg orders/Notification/F AQS issued by Ministry of Finance and Department
of Personal Trammg (DoPT) for on Leave Ttavel Concession (LTC) entitlement are circulated .
“herewith for info of all concerned-

. 1. Central Civil Services (Leave Travel Concessnon) Rules, 1988 (DoPT Notification
02, No.31011/10/85-Estt.(A), dated the 3rd May, 1988), _
‘Frequently Asked Questions (FAQs).on LTC entitlement of a fresh recruit (DoPT O.M.
No. 31011/7/2013-Estt, (A-1V) dated 26 Sep 2014) '

.- Frequently Asked Questions and Afiswété on Leave Travel Concession matters (Issued by
DoPT Establishment (A-IV). —
= 4 Travel entitlements-of Govenunent emp}@yees for the purpose of LTC post Seventh Central
R :___Pay Connmssmnrclanﬁcatlon reg ((DoPT O.M. No. 31011/8/2017-Estt. A-IV, dated 19 Sep
T 2017).
5. Travelling Allowance Rules - Implemematlon of the Seventh Central Pay Commission
(Ministry of Finance O.M. No. 1903011/2017.E.IV dated 13 Jul 2017).
6. Relaxation to-travel by air to visit North East Region, Union Territory of Jammu &
' Kashmir; Union Territory of Ladakh and‘Andaman & Nicobar Islands- extension beyond
17251092020 (DoPT O.M. No. No. 31011/3/2018-Estt.(A-IV) dated 08 Oct 2020).
7. Encashment of eamed leave alongwith'Leave Travel Concession (LTC) whlle in service
© - (DoPT.OM. ‘No.14028/4/2009-Estt. (L.}, dated-03 Jun 2009). e
8. Instructions on bookmg of Air Tickets on-Government Account in respect of Leave Travel
"Concessmn (LTC) rcgardmg (DoPT 0 M No 3101 1;’ 12/2022-Estt. A-IV, dated 29 Aug
- 2022) S
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. { DO BS PUBLISHED IN THE GAZETTE OF INDIA PART II SECGLIU 5,
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No.31011/10/85-Estt. (&) : _f“’“’,f.

Government of India SR I

Ministry of Persmnel, P.G. & Pensions
Department of Persomnel & Training

L;«m._h S . New Delhi, the Cte . MEy, 1988
NOT IFICATION
1525 . 5 ' S
5,0, Tn exercise of the powers conferred by the proviso to article

309 and clause {(5) of article 148 of the Cconstitution and in
consulitation with the Comptroller and Auditor-General of India

in regard to persons serving in the Indian mdit and Accounts ~
Department, the President hereby makes the following rules namely:s-..

1, : . ghort title, comuencement and applicaticx
(1)  These rules may be called the Central civil

| .
i : Services (Leave Travel Concession} Rules, 1988.
|

(2) They shall come into force o the date of their
- publication in the official Gazet e,

(3) ' subject-£to the provisions of sub-rule(4),
: these rules shall apply to all persons-

(i) _who are appointed to civil services and-
posts including civilian Govemmment
servants in the Defence Services in _
cennection with the affairs of the Union:

(11) who are employed under a State Government
and who are on deputatiom with the Central
Gov_ernment; _ : -

(1i1) Who are appointed o contract basis;

(iv) who are re~cmployed after their retirement,

f_' (4) Those rules shall not apply to-
| | (a) .  Government gervonts not in whole-~time
employment: ; '

(b) persas incasual and daily raoted empleyment:'
() persms paid. from cmtingeﬁcies;
(d) Railvay servamts;
(e')- Members of the Armed Forcc—zs:'
(£ ' _ Local rec;lf:uits' in Tndian Missions abr-oad;.__'_
(g) gzisms eligible to my other form of

travel concession availeble during leave
or otherwise, : '
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Special provisions regarding certain categories of
gnployecse _ _ :

(1)

(2)

(3)

SCOPE--

In the case of persons belmging to categories
mentioned in clauses (ii), (iii) and (iv) of :
sub-rule (3} of rule 1, the leave travel concession
shall be admissible on cdmpletion of one year's -
centinuous service under the Central Govemment\f—" .
and provided that 1t isg certified by the. \
appropriate administrative authority that the

“employee concerned is-1likely to continue to serve

under the Central Government for a-periocd. of ak-
Téasttwo years in vhe chase of Lieave Travel
Concession to home town and at-least foir years in
the case of leave trovel concession to any place
in Mmdia to be reckoned from the dote of his
joining the post under the Central Government,

Tn the case of officers appointed on cmtract besis,
where the initial contract is for one year but

is. Iater oxtended,; the-total Auration of the _
contract will be taken into accaunt for the purpoese
of leave travel concessiom.

in the casec of persons re-employed, immediately
After retirement withoat any breesk, the pericd of
re—cmployed service will be treated as continuousy
with the previoas service for the purpose of s
leave travel -concession and the concessiam allowed
for the re-enploved periocd, provided that the leave -
travel comcession would have been admissibkble to

_the ro-anployed officer, had he not retired but

had continued as sexving officer.

Ilustration~ If zn cofficer has rvailed of the
concessiom to visit any place in India in respect
of a block of four years bhefore his petircment ond.
he i3 re-employed without any breck, he cannot
avaidl this concession till the expiry of the
particuloar blogk of four years,

The leave travel concession will cover the

Govemment servont himself and his femily,

pefinjtions~  In these Rules, unless the context othel;%&%. -

requires;

{(a) " 2 place in India® will cover any plac:dwithin the
territory of India, whether it is on the mainland India
or oOVersQas;. : . .

{h} "econtrolling officer” means an officer declared as
such. under Suppleomentary Rule 191; o

',"o e 3/;




5.

(é) "Disciplinary Auth'drity" shnll have the some memning
a5 assigned in clawse (@) of rule 2 of the Centrel Civil
Sexvices (Classificotion, Control and Appeal) Rules, 1965;

(@) ®family" memns ! fomily' as defined in Supplementary
Rule 2(8) . : : _

{e) "home-town® meons the t own, village or ony cother place
' declared as such by the Government servont and
_ accepted by the comtrolling officer:

(£) "shortest direct route" shall heve the siame meaning as
- given in Supplementary Rule 30 and crders issued there-
‘under from tiwme to time. © :

Change of Home Town- The home town once do_clcrecl and

accepted™by the controlling officer shall be trented as final.

In exceptimel circumstances, the Head of the'Department or if the

Government servent himself is the Head of the Department, the

administrative Ministry, way authorise @ chonge in such declaration
. provided thot such a change shall not be made more thon mce during

the service of a Government servant, _ '

6.

Declaration of place of visit under Leave Trovel Concession
to any place in India-When the concession to visit any
place in Inmdiz is proposed to be availed of by a Government
gervant or any member of the- family of such Government

servant, the intended place of visit shall be declared by

the Government servant in advence to his controlling officer,
The declared ploce of visit way be chmnged before the
commencemant of the jourrey with the approval of his -
controlling officer but it wmay not be chonged after the

. commencement of the joumey except in exceptional circums-

tonces whare it is established that the request for change
could not be made before the commencement of the journey

owing to circumstances beyond the cantrol of the Government
servant, This relaxation may be made by the administrative

Ministry/Department or by the Head of Department, as the
_Ccase may be, : ' S : : ' -

Admigsibllity of Leave Travel Concession- (1) The leave
travel concession shall be admissible to persons of the
categories specified in clauses(i) and. (11i) of suh-rule (3)
of rule 1 only if they have completed .one year's contigyous.
service under the Central Government ¢ ThHe date of :
journey performed by him or his family, as the case may

be, Lo avall of the concession,

(2) The leave travel comcession ghall be admiseible during
cany period of leave, including casual leave and - ¢
special casual leave,

o alh/

1
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(b}

by him shall be in 131 of, and adjusted against, the

()

8.

10.

et b ¢ |

~ years, such 28 198637, 1988-8%9 and so A1}

. years, as the case may bes The  concession 80 availed

Carry over of leavé trovel concessicn- A Government ‘gervant

S YVeRrS.

Types of leave travel concessidn- {3) The leave travel
concession to hiome town shall be admissible lrrespective

of the distance between the headquarters of the Government
servant and his home town, ORCE in a hlock of two calendar

The 1e:ive"t"ra\rel concession to any place in India shall
be admissible irrespective of the distance of the place =Zigs
of visit from the headquarters of the Govermment servanty

once in a blodk of four -calendar years, such as 1986=-89,
1990~93- and S0 )

provided that in the case of a government servant to whom
jeave travel cencession to home town igadmissible, the
leave travel concession to any place in India avalled of

1eave travel concession to home town available te¢ bim
at the time of commencement of the journey; N

A government servant whose Family livds away fron him ‘at’
his Home Lown wmay, in lieu of all concessions under this
scheme, including the lecve travel concession to visgit
any place in Tndia oce in a block of four years which
would otherwise be odmissible to nim ond members of his
family, cheoose to avail of lenve travel concession for.
self only to visit the home tuwn every Yelr. N '

Counting of leave travel cocession against porticilar ~y'
blocks-A government gervont and members OF hig family :
availing of leave travel concession may travel in different,
groups at different times during a blodk of two or foux

of will be counted agninst the hlock of two years oOr i
four vears. within which the oxtward journey commenced, ;
even if the return journey was performed aftexr. the expiry
of tlie blodk of two years or four years, This will apply. -
to availing of leave travel concession carried forward

in texms of rule 1Q. ' A '

whe is unable to avail of the leave travel conccsﬁiid;i. ,
within a particular block of two years or £ our, yenns may: .

avail of the same within the first year of the next BLOdk
of two years or four yvears, If a Government servohl is T
cntitled to 1eave trovel. concession to hane towny he, gan. -
corry forward the leave travel concession 0 any PLACE Sy i
in Indin for o block of four years only if he has cnrfied .
forward the leave travel concession to home toflin nospect
of the second block of two ¥ears within the block of fodx

1
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e

(ii) Government servaont in

»
- o
o
-

Place to'be visit‘od by Govemmc.rlti servant ond menbers of
his fomily Qrdexr leave travel concossion to ony place

in Indio-— A Governmont sopvent and each monber of his
family may visit aifferent places of their choice during

a block of
membors of
some place
himsel £ ot

four yelrs.

Entitlement= (1}
lonve travel condess ien,

servont in
pny of .
above por

(i) Government

" receipt of

. Rs. 2800 and
MEn SUM

T shall nct
Family of & Govornmont scerv
as that visited by the Government scrvent
any time carlier during the sane blocK.

sccond closs
two-tier sleeper/first class.

be necessory for
ant to visit the

Journ sy by rall-For tr::xfcl by train under
_ cntitlement €O diffoerent classes
of cocommadation shall be as under:—

air conditioncd

First class/air coenditioned

receipt of poy of p3.1400/~ chalr cars

and obove but less than
RS 2800/~ Pur mensule

(idd) Govei:nm'ent servant in
roccipt of pay of less
then R.,1400 pox men Sul, .
(2) Joumey by road - (a)

IInd class slecPel.

The Government'!s of sigtance

towards the cost of journeys between places not

conpected by rall will be
gervant 28 under:— -

(1)

thzrc @ publ 1c: “transport syst
running between fixed points,.
‘and -charging fixed ratcs coxists,

Sdmissible to the Government

em with vehicles
ot -requlor intervals
the ossistance

~is the fare actually charged by such & systom .
‘for the appropriate class of acceamodation of thé

tronsport systéan.

_Nol:e:. Appropriate ¢lags wemns as followsse

(a) !
trovel by I closs
on rail '

(b) other officers

officers enti'tll'ed o’
: -__includj,ng super
deluxc, deluxe,

By any type of bus |

express cte, put
excluding aix-
cnditimed Dus.

By ordinary bus mly.
mhe claime for Lravel

in coxpress bus may
clso be- odmitited if
the journey is =
actually performed kY
such bus on account - of
nca-ovollability of '
aonts in ordinary bus.
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o= e (14 Where o public tronsport system as aforesald does not

exist, the assistance will be regulated 2s in case
¢f journeys undeortaken on tronsfer. ' . :

- (1id) Notwithstanding anything ¢entained in sub-rule {1)
or cdlauses (1) and (ii) of sub-mlc (2), where & °
_ Government servont travelling by rood takes a-seat
* or seats in a bus, van or other vehicle cperated by
B Tourism Development Corporatiandin the Public Sector, |
State Trensport Corporations and Tronsport services a
un by other Government or locel bodies to visit an Yy ns
place in India, the re-imburscment sholl be either the
actual hire charges or the cmount reimburs.oble oo the
W joumey to the declared place of. visit had the joumey
Yrrre o been undertiken by entitled class by xail by the o
short est direct route, whichever is less, Reimburse-
ment shall not be admissible for journey by a private
car {owned, borrowed or hired) or a bus, van or other
vehicle owned by private operators. o _

(3) By air - The Government servant may trevel by alr betweéen
" places not connected by rail, where an altemative means of
travel is either not available or is more expenzive. _

(4 1In regard to places iIn territory of India connected by shipping !

: services, the entitlement of a Government servant Lo travel by
ship will be regulated as in the case of journeys by ship
undertaken on transfer., o .' ' B

(5), Travel between places not connected by any means of tr‘ansPor-t-:Y'
.7 For travel betwen places not canected by any ‘other means of
Transport, a Government servant can avail of animal transport
like pony, elephant, camel etc, In such casges,mileage | B
allowance will be admissible at the same rate as for journeys.
- on transfer., ‘ o ‘ L o

Exphamation- For the purpose of this mle, !Pay' - shall mean pay

.

‘as defined in Fundaméntal Rule 9(21) (a) (i) .

13. Reimbursement~ Relmbursement under the leave travel concession .
scheme shall not cover incidental expenses and expenditure’ indurded
m local journeys. Reimbursement for expenses of journey shall be
allowed only on the basis of a point to point joumey o o thiengh:
ticket over the shortest direct route, o - R

i4. ‘Forfeiture of claim- A& claim for reimbursement of eypandityre,
incurred m journey under leave travel concession shall be ,aumit;@,},;;f
within three months after the completicn of the return joumey, 'ifs
no advance had been drawn. Foilure té do so will entall fortfeiture. |
of the clolm =nd no relaxatlion shall be permissible in thie regard.

Vo
i
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(1)

(vi)

1. Grant of advonce and ddjustment thereof -

_Advandé may be granted td._GOVer;nmenﬁ servants to encble

them to avail themselves of the cencessian. The amount

of such advance in each case.shall be limited to four-
Fifths of the estimcted amount. which Government would have
to preimbursae in respect of the cost of the journey both
WYS e o

1€ the family travels separntely from the Government
servimt, the advance may also be dravin sepsretely to the
extent ndmissible, . .

The ~dvance may be drawn both for the forward snd return
journeys ot the time of commencement of the forward '
journey, provided the pericd of leave taken by the Govern-
ment servant or the pericd of anticipated obsence of the
members of the fomily does not exceed threoe months or
ninety days. If this limit is exceeded, then the ~dvance

‘may be drawn for the outward journey mly.

If the 1imit of 3 months or nincty day® is exceeded after .
the advance had already been drawn far both the journeys,

“one half of the sdvenge should be Jrefunded to the Govern-

ment " forthwith.

The odvance should be refunded in full if the outward -

journcy is not commenced within 30 days of the grent of
advance. However, inlases where rescrvations con be made
sixty days before the proposed dote of the outward journey
and ndvance is granted accordingly, the Government servaht
shauld produce the tickets within ten days of the drawal

of advance, irrespective of the dote of comuencement of

the journey.

Where an advance hes been drawn by o Government servant,
the claim for reimbursament of the expenditure incurred o
the journcy Shall Pe submitted within one month of the

completion of tho réturn joumey. ©n a Govemment servant's
foi lure to do 5o, he shell be required to refund tiw :

entire amount of o8vance forthwith in ole lunpsum, Ho
recquest for recovery of the ~dvance in instalments shall
be entertained. :

Froddulent claim of leave travel concessicn.

| (1} .. 1f a decision 1ls taken by the Disciplinary dauthority

to initiste disciplinary proceedings against o Government
servet on the charge of preferring a fravdulent claim of
leave travel concession, such Governmont servant shall '
not be allowed the leave travel cancession till the.
finalisation of : such disciplinary procecdings,

(2) If the disciplincry proceedings result in imposition
of pny Of the penaltics gpecified in rule 11 of the
Conkrol Civil Services (Classificotion, Control and Appeal)
Rules, 1965, the Government servent shall not be allowed
the next two sets of the leave travel concession in addition
to the gots already withheld during the pendency of tho
disciplinary procecdings. For recasons to be recorded in

‘writing, the controlling suthority can also disal low more

thah two sets of leave travol concession. ‘
.o 98/"".
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c 7 (3) If£ the Government servant is fully exonerat el of the
UYL Yok s uf) AT perefErapil et claim of leave travel oonoss sign, he
] o -shall be allowed to avail of the concessiocn withheld earlier
Loe Ty a3 adaiticnal set(s) in future blodk yeass put’ before the

Il N

nermel date of hls superanioticne-" : y;:ﬁm

_Explenatione For the purpose of this rule,. leave travel
congessian to home town and leave trovel concessic to any
place in India’as specifiicd in c¢louses {2) and () of mle 8

 shall constitute two sets Of the leave travel concessiun.

17. Mnterpretation -~ If there is ony doubt regarding any of the
R . provisions in these rules, the matter shall be referred to
‘ ' the Govermment of India in the Department of Personnel &,
Training, who shall decide the same. ‘ ' '

18, Power to re}lax - Scve as ctherwise provided in these rules,

. where ony Ministry or Department of the Government is satisfied
rhat the oporotion of any of these rulss/couges undue hayxdship
in any particulor code, that Ministry or Department, &5 the
case may be, by order, for reasws to be recorded in ‘writsag,
digpense with or relax the requirements off that mle o such
extent and subject to such excaptions, and conditions as it
may cwnsider nccessary for dealing with the cosé in a just.
and ecuiteble wanners - 0 . S

Provided that no such order shall ba made except with

the coprurrance of the Department of Personnel & Trainiag.

o§

=G, Saving-All the existing instructioms which are not contrary
- to gny of the provisiais of these rules-and all instruétichs |
- . which cover motters not specifically covered by these mlew
shall continue to bé in force until they are amended, '
modi fied or cencelled.: ' ' B
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No. 31011/7/2013-Estt.{A-IV)
Departinent of Personnel and Trajning
Establishment (A-IV)

wkw | -

Dated: 26" September, 2014
North Block, New _Deihi

Freguently Asked Questions (FAQs) o LTC enfitlements of a Fresh Recruit

The 6" CPC had recommended that “Fresh Recruits” o the Central Government may
be allowed to travel to.their Home Town along with their families.on three occasions in a block
of four years and to any place in India on the i‘ourth occasion. This was accepted by the

Government and orders were issued vide DoPT OM. No, 31011/4/2008-Bstt. (A) dated 23”
September, 2008.

2. This Department receives & number of jeferences seeking clavifications from various
Ministry/ Departments about the year wise LTC entitlements of Fresh Recruits. Based on lhe
same, a set of fraqu ently asked questions have been answered as under:

Question 1. What are the I_,TC entitlements af 2 Fresh Recruit?

Answer:  Fresh recraits to the Central Government are allowed to travel to their home town

along with their families on three occasions in a block of four ysars and to any
place in India on the fourth oceasion. This facility shall be available to the fresh

recruits only for the first two blocks of four years applac:able after j Jmmng the
Government for the first time,

Question 2. How are the two blocks of foar years applied to the Fresh Reeruit?

Answers  The first two blocks of four years shall apply with referance to the initial date of

joining the Government service even though the Govt, servant may change the
job within the Government subsequently. However, as per-Rule 7 of CCS (LTC)
Rules, 1988, the LTC entitlement of a fresh recruit will be calculated calendar
year wise with effect from the date of completion of one year of regular servic'c‘

Question-3.-Are_the LTC biocks of four years jn respect of Fresh Recrmts same as the

regular blocks like 2010-13, 2014-17?2

Angwer: - No. The first two blocks of four years of fresh recruits will be personal to them.
On completion of eight vears of LTC, they will be treated at par with other

regular LTC beneficiaries as per the prescribed blocks like 2014-17, 2018-21
ate. - ' '

Question 8, 1 a {resh recralt does not avail LTC facility in a particular yeay, can el she
avail it in the next year?

Answer: No, Carryover of LTC 1o the next year is not allowed in case of a ’resh recruat as
he js already entitled to every year LTC. Hence, if a fresh recruit does not avail of

the LTC facility in any year, his LTC will deem to have lapsed with the end of
that year,
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Question 5.

How will the LTC eptitiements of Y Fresh Recmlt be exercised after the
-completion of eight years of service?

Ans“ ers (a) Afer the completion of eight years of service, when the next LTC cycle of fresh

recruit cojncides with the beginning of the second two year block (eg. 2016-17) of
the Tunning four year block (2014-17), he will be eligible only for “Home Town’

~ LTC if he/she has availed ‘Any Place in India’ LTC in the eighth year. Cases,
.. where the new LTC cycle of fresh recruit coincides with the second year of the
_ running two year block (ex. 2017 of 2016-2017), he will not be eligible for LTC

(b)

Qusstion 6, How will the LTC enhtlement computed in case of a fresh recruit Jnmmg the

Answer:

. Question 7,

Answer:

Govt. service hefore. 81, 09 20087

in that year. Rcfer Blustrations 1 & 3 far furthar exp!anatmn

At the end of the ei ghth year of LTC, when the new LTC cycle of 4. fresh recruit
coincides with the beginning of a regular four year block, his entitlermnent in the

_regular block will be exercised as per the usual LTC Rules. Refer illustration 2.

service on 31* December of any year?

A fresh recruit who JDIIlS,ﬁ"#B Government service on 3 1% December of any’ year,
will be eligible for LTC w.e.f. 31" December of hext year, Since, 31* December
is the last date of a calendar year, his first:occasion of LTC ends with that year.
Hence, he may avail his first Home Town LTC on the last day of that year. From

next year onwards; he would be eligible for the remaining seven LTCs. Refer
illustration 3. :

How will the entitlements of a fresh recyuit be ccmpuied who has joined the

’

A fresh recruit who. has joined Government service before 01.05.2008 (i.e before

- the introduction of this scheme) and has not completed his first eight years of

Question 8.

service as on 01.09.2008 will be eligible for this concession.for the remaining

time-period till the completion of ﬁrst eight years of his/ her service, Refer '

illustration 4.

Can & fresh recruit whose Home Town and Headquariers are same, avail

Answer

LEC to- Home Town?

No. A frash recruit whose Home Town and Headquarters are, same, cannot avail
LTC 1o Home Town. He may avail LTC to any place in India ou the fourth and
eighth occasion only, As per Rule 8 of CCS (LTC) Rules, 1988, LTC to Home
Town shal] be admissible irrespective of the distance between the Headquarters of

‘e Gt servant and his Home Town which implies that Headquarters and Home

Town should be av differend places.

1@\;.‘
(B. Bandyopadhyay)
o Under Semeiary to the Govt. of India

 Ph. (011) 23040341



Blustration 1:

Tlinstrations

An employee joins the Government service on 1* Septernber; 2008. As per the CC8 (LTC)
~ Rutles, he will become eligible for LTC with effect from 1% Septermber, 2009 (ie. after the
epmpletion of one year of regular service). His-entitlement for Home Town / All India would

second black of 4 yrs

be as under:
LTC
£ |
Year of LTC Type of LTC Occasion
- 01,09.2008 ~31.08.2009 Nl -
© 01.09.2009 - 31.12.2009 ‘Hotne Town. e
01.01.2010- 31122010 - Home Town - g !
01.01.2011-31.122011 <" Home Town 3" )
01012012 - 31.12.2012 Any Place in 4
: , India
01.01.2013 - 31,12.2013 Home Town - 5t
( 01.01.2014 - 31.12.2014 Home Town .
% — .
2 01.01.2015 = 31.12.2015 Horne Town 7"
o : * :
g 01.01.2016 —31.12.2016 Any Place in g
g ; Jnd;a
=4 . )
L 01.01.2017 —31,12.2017 Nl -
01,01,2018 - 31,12.2021 New LTC Block |

Explanations:

First block of 4 yrs

(i) After the completion of the first eight years, when the fresh recruit gets into the
middle of the running regutar block of four calendar years-(ex. 20 14-2017) whare ile
new LTC cycle of fresh recrisit coincides with the second year of the running two
year block (ex. 2017 of 2016-2017), he will not be ‘eligible for LTC in that year {ie.

20171

(i) It can be seen from above that LTC entitlement for'a fresh recruit is calculated

calendar year wise with effect from the date of completion of one year of regular '

-service,
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_ I]lﬁstraﬁan 2

An employee joins the Government sem‘de on 1¥ January, 2009, As per the CCS (LTC)-Raies,
| " be will become eligible for LTC with effect from 1* January, 2010 (i.e. after the completion cf
ane year of regular service). His entitlement for Home Town / All India LTC would e =5

under:
L YearofLTC o Typeof LTC | oiggon
| 01.01.2009 - 31.12.200 R -
01.01.2010- 31122010 HomeTown 5
01012011 - 31122011 HomeTown | 2%
01.01,2012~31.12.2012 Home Town L
01.01.2013 - 31.12.2013 Any Place olndia | 4
. 01.01.2014 - 31,12_.2-014. " HomeTown | "
01:01.2015~ 31'.1.2.:;015 ' Home Town - g
01.01.2016 - 31,12.2016 Home Town ™
01.01.2017 - 31.12.2017 Any Place in Indla - g™
01.01.2018 - 31.12.2021 . New LTC Block - 1
Ez&p!anafions :

It}

{i) At the end of the eighth year of LTC, when the new LTC cycle of a fresh Tecruit
* coincides with the beginning of a regular four-year block; his entitlement in the
regular block will be exercised as per the usual LTC Rules.
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Hlustration 34 -

An employee joins the Government service on 31% December, 201 1. As per the CCS (LTC)
‘Rules; he will become eligible for LTC with effest from 31% December, 2012 {i.e. after

compiletion of one year of regular service). His entittement for Home Town / All India LTC
would be as under:

Q)

(ih

Year of LTC TypeofLTC | H1C
. Dccazion
31802011 -30.12.2012 ~ | N -
gme 77 31122012 Home Town ¢
01.01.2013 - 31.12.2013 Home Town 9
01.01.2014 - 31.12.2014 Home Town 3"
01012015 - 31.12.2015 Any Place in 4
g india

01.0).2016 - 31,12.2046 Home Town 5™
01.01.2017 - 31.12.2017 Home Town g
01.01,2018 - 31,12.2018 Home Town 7%
01.01.2019 - 31.12.2019 ’5‘"3":"’1‘“:Ce in gh

: ndia :

01.01.2020 - 31.12.202) Home Town -

01.01.2022 - 31.12.2025 New LTC Block - |

Running Block
{2018-2021}

Explanations:
A fresh recruif who joins on 31% December of any year, will be eligible for LTC w.e.f.

31% December of next year, Since, 31% Décember is the last date of that calendar year,

his first occasion of LTC ends with that year. Hence, he may avail his first home town
LTC on that day only (eg. 31" December, 2012). Froin next year onwards he will be

eligible for the remaining seven LTCs.

After the completion of eight years of service, when the nexi LTC cycle of fresh
recruit toincides with the beginning of the second two year block (eg. 2020-21) of the
running four year block (2018-21), he will be eligible only for the ‘Home Town’ LTC
in that block if he has avaled of *Any Place in India’ LTC in the eighth year. In case,
the [resh recruit forgoes his eighth year LTC, then be has a choice to avail either *Any

. Place in lndia’ or “Home Town' LTC in the fellowing two year block (i.e. in 2020-21).
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TMustration 4:

An erﬁployee joins the Government service on 1_0"‘ _May, 2006, As per the CCS (LTC) Rulss, he
will become eligible for LTC with effect from 10" May, 2007 (i.¢. after the completion of one
year of regular service), His entitlement for Home Town / All India LTC would be as under:

3 -

| - I TTC
Year of LTC Type.of LTC Oceasion
10.05,2006 ~ 09.05.2007 Nil -
10.05.2007 - 31.122007 | Tlome Town/ Any B
o Place in India

01.01.2008 - 31.12.2008 Homé Town 2"
01.01.2009 — 31.12.2009 Howe Town 3"
01.01.2010 - 31.12.2010 Any Place in India 4%
01.01.201¢ - 31,12.201! Home Town 50
01.01,2012 - 31.12.2012 Horme Town 6"
01.01.2013 - 31,12.2013 Home Town 7™
01.01.2014 ~31.12.2014 Any Place in India g
01.01.2015 - 31.12.2015 Nil -
01.01.2016 - 31.12.2017 Home Town -

Hxplanation

A fresh recruit who has joined the Goverument service before 01.09.2008 (i.e before the
Cintroduction of this scheme) and has not completed his first cight years of service as on
$1.09.2008 will he eligible for this concession for the remaining time-period till the completion
of first eight ysars of his/ her servics,




Department of Personnel & Training

Establishment (A-lV)

* % %

Frequently Asked Questions and Answers on Leave Travel Concession (LTC)

matters
S.No. | Question Answer :
1 | How are the claims of LTC | Where advance has been drawn, the claim for

be -adjusted in case of
delayed submission?

relmbursement shall be submitted within one
month of the completion of the return
journey.

Where nc advance has been drawn, the
expenditure incurred shall be submitted
within three months of the completion of the
return journey. '

Administrative Ministry/Department
concerned can admit the claims in relaxation
of the provisions subject to the following time

limits without reference to DoPT: '

fa) Where no advance is taken, LTC Bill
submitted within a period not exceeding six :
months ; and _
(b) Where advance has been drawn, claim
for reimbursement submitted within a period |
of three months after the completion of
return journey (provided the Govt. servant
refunds the entire advance within 45 days
after the completion of the return journey.
Rule 14 of CCS(LTC) Rules, 1988 read with -

0. M. No. 31011{5[ 2007-Estt.A dated 27
September, 2007




Can a Govt. servant visit
NER or J&K on more than

one  occasion on
conversion of Hometown
under the  relaxation

allowed for LTC visits to
NER/J&K?

Govt. servant who has availed the
benefit of Home Town conversion to NER/J&K
in one block {say 2006-2009) can again visit
NER/J&K in the new/next block (say 2010-
2013) subject to availability of LTC in a
particular block so long as the relaxation is in
force.

1..Q.M No. 31011/4/2007-Estt.(A} dated
02.05.2008 |

2. 0.M No. 31011/4/2007-Estt.(A} dated
23.04.2010 .

3. 0.M No. 31011/2/2003-Estt.{A) dated

18.06.2010

Can a Govt. employee

availl of air travel to
NER/J&K in case of All
India LTC if his
Hometown and  the

Headquarters are at the
same place?

Both NER and J&K scheme of LTC allow
relaxation for air travel on All India L7TC to all-
categories of employees to the extent
specified in the DOP&T's O.M 31011/4/2007-
Estt.{A) dated 02.05.2008 and DOP&T’s O.M
31011/2/2003-Estt.{A) dated 18.06.2010 even
if the Hometown and the Headquarters are
same.

Whether Govt. servant
who has already availed
one . Home Town LTIC in
the current block can avail
LTC to visit NER?

Yes, he can avail it against All India LTC.

“Can a Govt. servant avail
the benefit of visiting
NER/J&K twice in a
particular block of 4
years?

Yes, a Govt. servant can visit NER/J&K by
conversion of his HomeTown LTC and also by
availing All India LTC subject to validity periad
of the scheme and fulfilling of other

" conditions.




Can a fresh recruit avail
| the benefit of Home Town
_ conversion to NER/JI&K?

A fresh recruit Govt. servant can also avail the
benefit of Home Town conversion to NER/J&K
against one of the three occasions of Home
Town available to him in each block.

Can fresh recruit avail of
conversion of Home Town
o visit NER/J&K under the
r}laxation allowed = for
visiting NER/J&K?

Any Govt. employee can avail of the
relaxation for visiting NER/J&K and convert
one Home Town LTC for such visit in a block
of 4 years as long as the relaxations continue.

1. 0.M No. 31011/4/2007-Estt.{A) dated
02.05.2008

0.M No. 31011
18.06.2010

2003-Estt.(A} dated

Can a fresh recruit Gowvt.
servant avail of All India
LTC anvtime during the 4
vear block?

It can be availed only in the 4th occasion of
the block and not at random.

Whether Carry over of LTC
is allowed to fresh
recruits?

Carry over of LTC is not allowed to- fresh
recruits as they are eligible for every year LTC
for the first 8 years of service.

Who is a fresh recruit
entitled for LTC every
year?

A person who has joined service for the first
time is treated as a fresh recruit for the first
eight years.

O.M. __No. 31011 8-Estt.(A} _dated

23.09.2008.

How the LTC entitlements
of fresh recruits are
regulated in the first eight
| years?

On completion of one year, the fresh recruit
can be allowed 3 Home Town LTC and 1 All
India LTC in each block of Four years in the
first 8 years, '

dated

O.M. No. 31011/4/2008-Esit.

23.09.2008.




No, the dependent parents of fresh recruits

12 Whether Dependent
parents of fresh recruits| can not avail LTC for the journey from
can avail LTC for the| HomeTown to Headquarters and back.
journey from HomeTown |-
to Headquarters and
back?

13 Whether  claims  for | LTC Rules do not permit reimbursement for

| reimbursement can be journey by . a private car .
allowed for road journeys | {owned/borrowed/hired} or a bus/van or
by bus/taxi or other| other vehicle owned by private operators.
vehicle operated by | LTC facility shall be admissible only in respect ;
private operators? of journeys performed in vehicles operated by

Govt, or any Corporation in the Public sector
run by the Central or State Govt. or a local
body. Rule 12(2) of CCS(LTC) Rules,1988 read
with-

DoPT’s O.M. NO. 31011/4/2008-Estt.A dated
23 September, 2008 :

14 Whether  airfare  of | If full fare has been charged by the airlines
children whose full fare is | and paid by the Government servant, the
charged by the airlines is | same will be reimbursed.
reimbursed?

15 “Can a Govt. servant use | Yes, but it should be limited to M/s Balmer
the service of travel| Lawrie and Company and M/s. Ashok Travels
agents for LTC purpose? and Tours.

16 What is the definition of | For LTC purpose, family consists of

family for LTC?

(i)

(i)  Spouse of the Govt. servant and two
surviving unmarried children or Step
chiidren.

(i)  Married daughters, who have been

divorced, abandoned or separated from

their hushands and widowed daughters
residing with and wholly dependent on
the Govt. servant.

Parents and/or step parents residing

with and wholly dependent on the

Govt. servant.

Unmarried minor brothers as well as

‘unmarried, divorced, abandoned,

separated from their husbands and

widowed sisters residing with and
wholly dependent on the Govt. servant
provided their parents are either not

(iii)

(b




alive and are themselves wholly
dependent on the Govt. servant.

Rule 4 of CCS{LTC) Rules,1988 read with

0.M. No, 31011/4/2008- Estt.{A ted
23.09.2008

17

What are the dependency
criteria?

A member of family whose income from ail
sources, including pension, temporary
increase in pension does not exceed Rs.3500
from 01.09.2008 and Dearness relief thereon
is deemed to be wholly dependent-on the
Government servant. '

13

Can  parents/children
residing at other places
avail LTC to visit the Govt.
servant at Headquarters
and go back?

No, reimbursement of LTC claims being
restricted to the entitlement for journey
between Headquarters and place of visit, the
amount reimbursable in such cases is nil.

O.M. _No. 31011/14/86-Estt.{A) dated
07.05.1987

LAY

(B.Bandyopadhyay)

Under Secretary to the Government of India




No. 31011/8/2017-Estt A-IV
Government of India
Ministry of Personnel, Pubiic Grievances & Pensions
Department of Personnel & Training
Establishment A-1V Desk

ek

North Block New Delhi. °

Dated September 19, 2017
FrICE MEMORANDUM

Subject: Travel entitiements of Government employees for the purpose of LTC

post Seventh Central Pay Commission-clarification reg.

The undersigned is directed to refer to this Department's O.M. No.
31011/4/2008-Estt A-IV dated 23.09.2008, which infer-alia provides that travel
entitlements for the purpose of official tour/transfer or LTC, will be the same but no
daily allowance shali be admissible for travel on LTC. Further, the facility shall be
admissible only in respect of jourmneys performed in vehicles operated by the
Government or any Corporation in the public sector run by the Central or State
Government or a local body.

2. Consequent upon the decisions taken by Government on the
recommendations of Seventh CPC relating to Travelling Allowance entitiements of
Central Government employees, TA Ruiles have undergone changes vide Ministry of
Finance's O.M. No. 19030/1/2017-E.IV dated 13.07.2017.

3. In this regard, it is clarified that the fravel entitiements of Government servants
for the purpose of LTC shall be the same as TA entitlements as notified vide Minisiry
of Finance's O.M. dated 13.07.2017, except the air travet entitiement for Level 6 to
Level 8 of the Pay Matrix, which is allowed in respect of TA only and not for LTC.

4. Furthér, the following conditions may also be noted:

i.  No daily allowance shall be admissible for travel on LTC.
ii.  Any incidental expenses and the expenditure incurred on local journeys shall
not be admissible.
i. Reimbursement for the purpose of LTC shall be admlssmle in respect of

journeys performed in vehicles operated by the Government or any Corporation

in the public sector run by the Central or State Government or a local body.
iv. [n case of journey between the places not connected by any public/Government
means of transport, the Government servant shall be atlowed reimbursement as
per his entittement for journey on transfer for a maximum limit of 100 Kms
covered by the private/personal transport based on a self-cedification from the
Government servant. Beyond this, the expenditure shall be borme by the

Contd...

it
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v.  Travel by Premium trains/Premium Tatkal trains/Suvidha trains is now allowed

- on LTC. Further, reimbursement of tatkal charges or premium tatkal charges
shall also be admissible for the purpose of LTC.

vi.  Flexi fare (dynamic fare} applicable in Rajdhani/Shatabdi/Duronto trains shall be
admissible for the journey(s) performed by these trains on LTC. This dynamic
fare component shail not be admissible in cases where a non-entitled
Government servant travels by air and claims reimbursement for the entitied
class of Rajdhani/Shatabdi/Duronto trains.

5. This O.M. will take effect from July 1, 2017.

B. H_indi version will follow. S ﬂo
| : ! 7i1=1't7r
(Surya Narayan Jha) .
Under Secretary to the Government of india
To
The Secretaries

All Ministries/Departments of Government of India
(As per the standard list)

Copy to:-

Comptroller & Auditor General of India, New Deihi.

Union Public Service Commission, New Delhi.

Centra! Vigilance Commission, New Delhi, _

Central Bureau of Investigations, New Deihi.

Parliament Library, New Delhi.

All Union Territory Administrations.

Lok Sabha/Rajya Sabha Secretariat,

All attached and Subordinate Offices of Ministry of Personnel, P.G. & Pensions.
NIC, DoP&T with the request o upload this OM on Department's website
(Notifications << OMs/Orders << Establishment << LTC Rules).

10. Hindi section for Hindi version.

Qopor«.msnﬁso.w:*
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savemnment of ingia
Ministry of Finance
Deoartment of Expenditure

New Ceihi, the 13- July 2017
OFFICE MEMORANOUW |
Subject; Travelling Altowance Rules - Impiementation of the Seventh Centrat Pay Commission.

Consequent upon the decisions taken by the Government on the recommendations of the Seventh Cenlrat
Pay Commission refating fo Travelling Allowance entitlements 1o civilian employees of Central Government, President
I8 pieased 1o decide the revision in the rates ¢ Favelling Allowance ag set out =0 the Annexure to this Office
Memorandurm

2 The 'Pay Level for determining the TAMA enidlernent is as ndicated in Central Ciyr Service (Revised Pay)
Rules 2016,
3 The term *Pay in the Levor for the purpose of these orders refer to Basic Pay drawn in appropriate Pay level

in the Pay Matrix as defined in Rulo 3(8}) of Conual Cuii Services {Revised Pay} Rules 2018 ang dees rol nclude
Non-Practising Aliowance {NPA), Military Service Pay (MS or any olner type of pay fike spec.al pay efc

4 However, if the Travelling Affowance eAlements in terms of the revised enfitlements now prescribed result in
a lowering of the existing entittements in the case of any indwidual, groups or classes of empioyees. the entitlements,
patticufarly in respect of mode of lravel, class of acommodation et shall not he lowored They will instead continue
to be governed by the earlier orders on the subjeer it such time as they become ehgible m the normal course, for the
higher entitlements.

5 The claims subm{tied in respect of jourr-my made on or after 1= suly. 2047 may he eQuiated In accordance
with these orders. In respect of journeys pertormod pnerio 1 July, 2017 the claimy ™ay be regqulated in accardance
with the previous orders dated 23.09.2008.

6. i may be noted that no additonar s w be provided on aconunt of VSO m DA DA enitloments May
therefore be ensured that pernission 1o officiai ravel grven judiciously and restricted only 1o absolutely essential
official requirements.

7. These orders shaii take effect from o1+ July, 2017
A e i i i e
8. Separate orders will be issued By Mrustry of Deferice ang Miistry of Raitways in respect of Armed Forces
personne! and Railway empioyees, resagclivoly
9 In's0 far as the persons SevVInG in NG hgiae Aucr & Accounts Depariment are concerned, these orders issue
in consutation with the Comprolier & Auditor Genera? of indig :
Hindi vession is atiached. M‘ j’A'/Lf/\-

(Nirmala Dev)
Deputy Secretary to the Government of India

Te,
All Ministries and Departmehts of the Govt, of India etc. ag per standard distribution ligt,

Copy to: C&AG and U.P.S.C., etc. as per standard endorsement list.




ANNEXURE

Annexure to Ministry of Finance, Department of Expenditure ‘
C.M.No.18030/1/2017-E.V dated 10® July 2017,

In supersession of Department ot Expenditure’s O M No. 19{]30}3!2008-5:!\! dated 23.09.2008, in respect of
Travelling Aliowance the following prowisions wilt be applicabie with effect from 01.07.2017 -

2. Entitlements for Journeys on Tour or Training

A} TYravel Entitlements within the Countey

| Pay Level in Pay Matrix

Travel entitiernent T
14 and above

R BusinessiCiub class by air orAC-Ibytrain "7
[ 12 and 13 Economy class 0y air or AG- by Irain

LACAY , Economy class by air or ACH by train e
i Sand below ' : First Class/AC-IIAC Chair car by frain ' i

() U has also been decided 1o alow the Govemmen: officals to travel by Premium Trains/Premium Tatkal
Trains/Suvidha Trains, the reimbursement to Premium Tatkal Chacges for buoking of tickets and the reimbursement of
Oynamic/Flex:-fare in Shatabdi/RajdhaniiOuronlo Trains while on official tour/ training. Reimbursement of Talkal Seva

, Charges which has fixed fare, will remain conlinte io be  allowed. Travet entitfernent for the joumey i
Premium/Premium Tatkal/Suvidha/ ShatabdiRajdhani/ Duronto Traing will be as under -

Rajdhanil Duronto Trains

| 12-and above Executive/AC 1+ Class (In case of PremiumyPremium

P . TatkalSuvidha/Shatabdi'Radhani Trains as per available highest class)
' 6 1o 11 - AC 2 Class/Chair Car (in Shatabd: Trains)

¢ 5 & below . AC 3= Ciass/Chair Car

: Pay Level in Pay matrix _ Travel Entitlements in Premium/Premium Tatkal/Suvidhal Shatabdi/

(i}  The revised Travei entilements are Subject 1o foltowing

(a) In case of piaces ot connecled by rail, rave! by AC bus for all those entitied 1o travel by AC [ Tier and
' above by tair and by Deluxe/ordinary bus for others 15 allowed.

(b) in case of road {ravel botween p{acés connected by rai, fravel by any means of pubiic transport is
alfowed provided the tofal fare does not exceed he tran fare by the entilled class.

{c} - Al mileage points eamed by Government employees on fickets purchased for official travel shall be
ulilized by the concermed denariment for otter official travel by their officers. Any usage of these
mileage points for purposes of pravale travei by an officer will attract departmental action. This is o

ensure that the benefits out of official travel, witich 1s funded by the Government. shouid accrue to the
Government . :

(d} In case of non-avaifability of seats in entitied class Govi. servanis may fravel in the class below their
entitied class.

8. International Travel Entitlement -
: Pay Level in Pa.y Matrix : Travel entitfemeﬁt . :
| 17 and above o First class
41016 ' ' : Business/Club class ;

13 and below . ' Economy class
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C. Entittement for journeys by Sea or by River Steamer

{ty  For places other than A&N Group of Islands and Lakshadweep Group of Island -

) Pay Levet in Pay Matrix Travel entitiement

i 9 and above * Highest clasg

[6lo8 R  Lower.class i there be two classes only on the steamer

: §and 6 if two classes only, the lower class. if three classes. the midgle

_ © Or second elass  thare be four ciasses, the third ¢lasg

i Jand below . Lowest ciass

(i} For travel between the mainland ang the A&N Group of Islands and Lakshadweep

Group of Istand by ships operated by the Shi

Bping Corporation of India Limited -

|_Pay Level in Pay Matrix - Trave! entitlement
[ 9andabove . Deluxe ciass
B _- Fustf ‘A Cabin ciass
v dands \Seccnd! ‘B Cabmn ciass
f_ 3 and balow . Bunk ciass
D. Miieage Allowance for Journeys by Road
(i) At places where specific rates have been prescribed ;-

o r-f’é;} Level ihﬁay Matrix __: Entitlements
g’mﬁ or above ' Actial fare by any type of pubiic ous including AC bus
At prescribed! rates of AC taxt when the Journey is actually performed by AC tax
! . OR .
{ . At prescribed rales for aulo fickshaw for journeys by auto nckshaw, own car, scooter, J
! molor cycie moned. el
. 61013 . Same as above with the exception that journeys by AC lax will nat be pemissibie.
*iaﬂd 5 . ' Actual fare by any type of public bus other than AC bus o
{ : . OR f
3 . .

- At prescribed rales for autg rickshaw for ourneys by auto rickshaw, own car, scooter, |
i - motor gycle. moned, i,

iy )
 3'and below :  Aciuat fare by urcary public bus oriy

i
j _
? | At presaribec ratos for

L ; motor cygie, maoped, ele.

(i) At places where no specific rates have been
concerned State or of the neighboring States:

! For joumeys performed in own carftax
‘L Fot journieys performed by aut rickshaw |
: own scoaler, eic

hﬂt‘ blaces where no specific rates have heee nressribed.
increases by 50 pergent.

. OR :
auto rckshaw for journeys by aulonckshaw, own scooter,
_,F

prescribed either by the Dirpctorate of Transport of the

_' Rs. 24/ per km 7

- P Rs. 197 per Km e

the rate ner km will lirher rise by 25 oercont whenaver DA

flh



Efi). Paily Allowance on Tour

H
'
I

G011

Pay level in
pay matrix D
14 and above.  : Reimbursemen! for hoel accommocaton guest house of up to T7,500/- per day,

- Entitlement

. Reumbursement of AC 1ax charges as per actum expendiyre commensurate with official -

! engagements for travel within the city angd
L : Reimbursemen! of food bills not exceeding 21200 ger day. _
12 and 13 i Rembursement for hotel accommodation/guest house of up to ¥4,500/- per day.
: " Reimbursement of AC taxi charges of up to 50 km per day for traved within the city,

Reimbursement of food bilis not exceeding F1000¢ ver day

Reimbursement for hotel accammodation/guest house of up to 22,250 per day,
; Reimbursement of non-AC taxi charges of vg to 2338/- per day for lravel within the city,

: i Reimbursement of food bifls not exceeding T900/- per day. .
8t 8 . Reimbursement for hote: accommodationiguest house of up to 150 per day,

1 Reimbursement of non AC tax: charges of up io ¥225- per day for lravel within the city, -

' Reimbursement of food bills not exceeding 2800 ger day. _
5 and below © Reimbursement for hotel ac-;ommddat'ionr‘guesf house of up 1o 2450 per day,

" Reimbursement of non AC lax charges of up to T113- per day for travel within the city, ,

- Reimbursemert of food bis not exceeding 2500/ per day.

{if) Reimbursement of Hote! charges = For leve's 8 and beiow. 1he amount of claim (up to the ceiling) may be
paid without production of vouchers agairs| sel-certficd clam enly. The seif-certified clairn should clearly indicate the
period of stay, name of dweliing, etc. Acditionally. for stay n Class ‘X' cities, the ceiling for afl employees up fo Level 8
would be 1,000 per day. but it will only be in the form of reimbursemrent upon production of ralevant vouchers. The
ceifing for reimbursement of hotel charges will further rise by 23 percent whenever DA increases by 50 persent

(iii) Reimbursement of Traveliing charges :- Sanitar 1o Remmbursemant of staying accommodation charges, far
leveis 8 and below. the claim {up 1o the ceiling) may be paid without production of vouchers against self- ceriified claim
only. The self-certified ciam should cicarly ingicate the period of travel, vehicle number,6tc. The ceiling for levels 11
and below will turther dse by 25 percent whenever DA increascs by 56 cercent. For joq‘meys on footl, an allowance of
Rs.12/- per kilometer travelied on fooi shak be payable addifionally This rate will further increase by 25% whenever DA
increases by 50%. '

(v} Reimbursement of Food charges :- There will be no separate retmbursement of food bills. Instead, the lump
surm amount payable will be as per Table B} above and. depending or the length of absence from headquariers,
would be regulated as per Table {v) below Since the concept of remburseent has been done away with, no vouchers
wilf be reaured Tris methodology is in fing vtk that followed by indian Railways at present (with suitable enhancement
of rates). 1@ Lump sum amount payabie The ump sum amount will merease by 25 percent whenever DA increase by
50 percent. '

v} Timing restrictions
Length of abserce ~ Amourt Payable _
- If absence from headquariers is <6 hours 3C% of Lump sum amount
. It absence from headquariers 1s between 6 12 nours . {C% of Lump sum amounl J
i if absence from headquarters is >17 hours _ 100% of Lump sum amount !

Absence from Head Quarter wili be reckoned fror mrudnight 1o midnight and will be calculated on 2 per day

basis.

f
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{vi) In gase of stay/journey on Government shins, boats et o Oumey o Bmets n20eg o e oy &y
scientific/data coliection purpeses in orgamzator like £ Survey of india. 38 EC dey 2lomarre wn e o e
equivalent 1o that provided for reimbursement of food bill However, i this case, e amounr wil bo Sa:r:m:e:
irrespeclive of the actyal expenditure incurred on this account with the approval of the Head of Donorirmong ;
officer, - :

A N T LT

Note : DA rates for foreign trave! witt be foguitcd as prescribed by Minisiry of External Afairs

3. TLA.on Transfer

' TA on Transfer_ incIudes 4 comparents  ( i Travel entitiement for self and family (it Com posite Transfer ang
packing grant {CTG) (il Reimbursement of Charges on transportaiion of personal effects {ivy Reimbursement of
charges on transportation of conveyance :

(i) Trave! Entitlements :
(a) Tf‘aye! entiflements as prescribed fof tour in Para 2 above, except for International Travel, will be
applicable in case of journeys on transfer The pengral conditions of admissibifity prescribed in
SR.1A14 wili. however eontinge @ he applicable

(b The provisions retating o smail family norms as comanied in para 4¢A} of Arnexure to Mo Finance
) OM. F.No 10/2/98-1C & F No 1903{]!2!9?-EIV dr 171, April 1998 | shait ceniinue 1o be applicable.
{ii} Composite Transfer and Packing Grant (CTG) ; o
ran 3
' (a) The Composite Transter Grant shall be paid at the rate of 80% of the last month's basic pay in case of
transfer involving a change of station located af & distance of Or more than 20 kms from each other
However, for transfer to and from the Islard territories of Andaman_ Nicobar & Lakshadween, CTG
shail be paid at the rawe of 100% of iast month's basic pay Further NPA and MSP shall not be
included as part of basic pay whie delermining entitiement for C1g

L)

. , S .
{b) In cases of transfer to statons which are at a distance of less than 20 kms from the old station and of
transfer withir: the same Cily, one third of the composite transter grant will be admissible, provided a
change of residence is actuaty volved.

{c} It cases where the transfer of nusband and wife takes place within six montas, but after 80 days of
the transter of 1he spouse fity percont of the transfor grant on transfer shalf be allowed 1o the 5pouse
transferred laler. No transfer grart shalf be admissidie te the spouse transferred later, in case both the
Iransfers are ordered within 58 ¢ays. The existing provisions shatl continue 1o he applicable in case of
transfers after 2 cerioc o7 5.1« monthg ormore Giher ries precluding transier grant in case of fransfer
a own fequest o lransler othor thar pubirc nierest, shai continue to apply unchanged in their
a5 :

(i} Transportation of Personal Effects

Level . By Train/Steamer . ByRoad

- 12and above 6000 Kg by goods ranid wheeler wagon 1 doubse container . Rs. 50¢- per km
B0 i1 - 6000 Kg by goods wramid wheeler wagory 1 singie container - Rs, 50/~ per km
5 3000k _ _Rs. 25 perkm |
| 4andbelow 1500 kg , : . Rs. 15/ perikm

The rates will further nse by 25 percen: whenever DA increases by 50 percent. The rates for transporting the
entitled weight by Steamer will be cqual o the prevailing rates prescnbed by such iransport in ships operated
by Shipping Corporalion of india 1n¢ craies or rembursement siall be admisgibie subjent 1o the production of
actual receipls! vouchers by the Gayt servant Production of receipisivouchers s mandatory in 1o transter
cases of Nortb Eastern Region, Andamae & Micobar Islancs and Lakshadweep also. '



5 e
Transportation of personai effects by road is as per kiomeler basis cnly  The ciassification of cives Aowns jor
the purpose of transportation of persanal effects is done away win

(iv)  Transportation of Conveyance.

. Level o ! Reimbursement
: 6.and above . 1 malor car ete. or 1 motor cyclefscooler :
4 and below - I motarcyclefscootermopediticycle

The general conditions of admissibility 0! TA on Trunsier as prescnged in S.R. 116 will, however, 'conlinue (3
be applicable. -

4 T.A Entitlement of Retiring Employees

TA on Retirement includes 4 comnonents - . (i} Travel cntitlorment for self and famity {#) Composite Transfer and

packing grant {CTG} (i} Reimbursemen! of charges on transporiation of personal effects {iv) Reimbursement of
charges on transportation. of conveyance

(i) Travel Entitlements

Trave! entitiements as prescribed for tourftransier n Para 7 above. exsept for International Travel, will be

applicabie n case of journeys on ratirement. The general conditions of admissibility drescribed in SR 147 will
however, continue to be applicable '

fii)  Composite Transfer Grant(CTG)

fa) The Composite Transter Grant shad be paid & the rate of 80% of the last month's basic pay in case of

those empioyees, who on retirement | sefiied down at piaces other than last station(s} of their duly

located at a distance of or more than 20 km However. in case of settlement 1o and from the lsland

tertores of Andaman, Nieobar & Lakshadween. CTG shal: be paid at the rate of 100% of last month's

basic pay. Further, NPA and MSP shall not be included as pari of basic pay while determining

entillement for CTG Tbe transier incidentats and roag mileage for journeys between the residence ard

 the radway statonibus stand otc . 3t the cld 2ad new stavon, are already subsumed in the composile
transier grant and wii not be separately admissitie

{b)  Asinthe case of sérving caployees, Government servaats wh‘q, on retirement, seitle 2t the last station
of duty tsclt or within a distance of less than 20 kms may be vaid.one thind of the CTG subject to the
condiior: that & change of residence is aciually rvoived

(i)  Transportation of Personal Effects :- Same as Para 3ii) above.
{iv}  Transportation.of Conveyance - Same a5 Para Hiv) above

The generat conditions of admissibility of TA on Reliremient as preszrbed in SR 147 wil, however. continue to be
apphcable :

Lid i tad
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No. 31011/3/2018-Estt.(A-IV)
Government of India
Ministry of Personnel, Public Grievances and Pensions
Department of Personnel and Training
Establishment A-1V Desk
North Block, New Dethi-110 001
Dated: October 8, 2020

OFFICE MEMORANDUM

Subject:- Central Civil Services (Leave Travel Concession) Rules, 1988 — Relaxation
to travel by air to visit North East Regicn, Union Territory of Jammu &
Kashmir, Union Territory of Ladakh and Andaman & Nicobar Islands—
extension beyond 25.09.2020.

The undersigned is directed to refer to this Depariment's O.M. No. 31011/3/2018-
Estt A-IV dated 20.09.2018 regarding relaxation to travel by air to visit North East Region,
Jammu & Kashmir and Andaman & Nicobar and to say that in relaxation to CCS (LTC)
Rules, 1988, the scheme allowing Government servants to travel by air to North East
Region (NER), Union Territory of Jammu and Kashmir (J&K), Union Territory of Ladakh
and Union Territory of Andaman & Nicobar Isiands (A&N) is extended for a further period of
two years, w.e.f. 26" September, 2020 till 25™ September, 2022 as under:

(i)  LTC for visiting NER, J&K, Ladakh and A&N in lieu of a Home Town LTC.

(i} . Facility of air journey to non-entitled Government servants for visiting NER, J&K,
Ladakh and A&N. :

(i)  Permission to undertake journey to J8K, Ladakh, NER and A&N by private
airlines. -

2. The above special dispensation is subject to the foliowing terms & conditions:

(i) Al eligible Government servants may avail LTC to visit any piace in NER/ A&N/
J&K/ Ladakh against the conversion of their one Home Town LTC in a four year
block.

(iy ~ Govemment servants, whose Home Town and Headquarters/ place of posting is

the same, are not allowed the conversion.

ecruits. ' O

(iv) ~ Government servants entitled to travel by air may avail this concession from their
Headquarters in their entitled class of air by any airlines subject to the maximum
fare hmit of LTC-80.

Government servants not entitled to travel by air are aliowed to travel by air in
Economy class by any airlines subject to the maximum fare limit of LTC-80 in the
following sectors: '

contd... 2/-




From pre-page:

(a) Between Kolkata/Guwahati and any place in NER.
(b) Between Kolkata/ChennaifVisakhapatnam and Port Blair.
(¢} Between Delhi/Amritsar and any place in J&K/Ladakh,

Journey for these non-entitied employees from their Headquarters up to Kolkata/
Guwahati/ Chennai/ Visakhapatnam/ Dethi/ Amritsar shall be undertaken as per
their entitlement.

(vi)  Air travel by Government empioyees to NER, J&K, Ladakh and A&N as mentioned
in para (iv) and {v) above is allowed whether they avail the concession against
Anywhere in India LTC or in fieu of the Home Town LTC, as permitted.

(vi)  As regards the seltflement of LTC cases where a non-entitied Government
employee travels directly by air from his Headquarters to the destination in NER/
J&K/ Ladakh/ A&N, the ciarification issued vide DoPT's O.M. No. 31011/3/2018-
Estt.A-1V dated 20.06.2019 may also be referred to.

(viil}  Alr tickets are to be purchased directly from the airlines {(Booking counters, website
of airlines) or by utilizing the service of Authorized Travel Agents viz. 'M/s Baltmer
Lawrie & Company', '"M/s Ashck Travels & Tours’ and 'IRCTC' [to the extent IRCTC
is authorized as per DoPT's O.M. No. 31011/6/2002- Estt.(A) dated 02.12.2009]
while undertaking LTC journey. Booking of tickets through other agencies is not
permitted and no request for relaxation of rules for booking the tickets through
such agencies shall be considered by this Department.

3.~ Efforts should be made hy the Government servants to book air tickets at the
cheapest fare possible. All the Ministries/ Departments are advised to bring it to the notice

- of all their employees that any misuse of LTC will be viewed seriously and the employees
will be liable for appropriate action under the rules. In arder to keep a check on any kind of
misuse of LTC, Ministries/ Departments are advised to randomly get some of the air tickets
submitted by the officials verified from the airlines concerned with regard to the actual cost
of air travel vis-a-vis the cost indicated on the air tickets submitted by the officials.

4. In their application to the persons belonging to Indian Audit and Accounts
Department, these orders are issued under Article 148(5) of the Constitution and after

consultation with the Comptrofler & Auditor General of India. 52) -
(Surya Narayan Jha)

Under Secretary to the Government of India

" To

The Secretaries
All Ministries/ Departments of the Government of india

_ (As per the standard fist)

contd.. .3~
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Copy to:

1.
2.
3.
4.
5.
6.
7.
8.
9.

Comptrolier & Auditor General of India, New Deihi.

Union Public Service Commission, New Delhi.

Central Vigitance Commission, New Delhi.

Central Bureau of Investigation, New Delhi.

Partiament Library, New Delhi.

All Union Territory Administrations.

Lok Sabha/ Rajya Sabha Secretariat.

All Attached and Subordinate Offices of Mznastry of Personnel, P.G. & Pensions.
Hindi Section for Hindi version,




No. 14028/4/2009-Estt.(L)
Government of India
Mlmstry of Personnel, Public Grievances and Pensmns
Department of Pe\rsonnel & Training

wekkE

New Delhi, the S"‘June,‘ZOOQ.
OFFICE MEMORANDUM

Subject:-Encashment of earned " leave alongwith Leave Travel

Concession while in service.
wvekv

The undersigned is directed to refer to Rule 38-A of CCS(leave)
Rules, 1972 regarding encashment of earned leave alongwith LTC
while in service which says that Government servants are permitted to
“encash earned leave upto 10 days at the time of availing Leave Travel
Concession subject to the condition that earned leave of at least an
equivalent duration is also availed of by the Government servant
simultaneously. This Department. has been receiving a number of
references from various Ministries/Departments to waive this condition
citing practical problems faced by them as the facility of LTC is also
admissible while availing Casual Leave.

2. The matter has been examined in this Department in
consultation with the Ministry of Finance and it has now been decided
to permit Government servants encashment of earned leave upto 10.
days at the time of availing LTC without any linkage to the number of
days and the nature of leave availed while proceeding on LTC.

3. These orders shall take effect from the date of issue.,
4. Formal amehdment to the provisions of CCS(Leave) Rules,

1972 are being issued separately.
(Sl\gms i R. N8kra)

Director

5. Hindi version will follow.

All Ministries/Department of the Government of India.
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No. 14028/4/2009-Estt.(L) Dated the 3 June, 2009.

Copy forwarded to:-

(1) Office of the Comptroller &Auditor General of India. -

(2) Office of the Controller General of Accounts, Ministry of Finance.

(8) Secretaries to Union Public Service Commission/Supreme Court of
India/Election Commission/l.ok Sabha Sectt./Rajya Sabha
Sectt./Cabinet Sectt./Central Vigilance Commission/President's
Sectt./ Vice-President's Sectt./ Prime Minister's Office/ Planning
Commission. -

(43 All State Governments and Union Territories.

(5) Secretary, National Council of J CM (Staff Side), 13-C, Feroz Shah
Road, New Delhi.

(6) All Members of Staff Side of the National Council of

' JCM/Departmental Council.

(7) All Officers/Sections of DOPT/Deptt. of Administrative Reforms &
Public Grievances/ Department of Pensions & Pensioners
Welfarc/PESB.

(8) Official Language Wing (Legislative Deptt.), Bhagwan Dass Road,
New Delhi.

(9 Railway Board, New Delhi.

(10) NIC, DOPT - With the request to upload the O.M. on the website.

(11) 50 spare copies.

O

- (Simmi R. Nakra)
Director

i}



® F. No. 31011/12/2022-Estt.A-IV
_ - Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training '
Establishment A-IV Desk
b2 .

North Block, New Delhi.
Dated 29t August, 2022

OFFICE MEMORANDUM

Subject:  Instructions on booking of Air Ticket on Government Account in
respect of Leave Travel Concession (LTC) - regarding,

The undersigned is directed to refer to the above mentioned subject and to
state that in view of the disinvestment of Air India and the consolidated instructions
issued consequently by Department of Expenditure vide O.M. No. 19024/03/2021-
E.IV dated 16.06.2022, which is also applzcable in case of air journey in respect of
LTC, it has been deczded that:

i In all cases of air travel in respect of LTC, air tickets shall be purchased
: only from the three Authorized Travel Agents {ATAs), namely:

(2} M/s Balmer Lawrie & Company Limited (BLCL),
- (b} M/s Ashok Travels & Tours (ATT},
(¢) Indian Railways Catering and Tourism Corporatzon Ltd. (IRCTC)

if. The choice of the travel a.gent for booking of ticket from the three authorized
travel agents is left open to the Ministry/ Department and the official in case
. of self booking, based on convenience and service quality. No agency

- charges/convenience fees will be paid to these ATAs.

iii. Government employees are to c'_hoose flight having the Best Available Fare
on their entitled travel class which is the Cheapest Fare available,
preferably for Non-stop flight in a given slot, mentioned below, at the time of
booking. They are to retain the print-out of the concerned webpage of the
ATAs having flight and fare details for the purpose of the settlement of the
LTC cia:;ms .

(&) On the day of travel in the desired 3 hours’ slot of following time band ~
00:00 hours to 03:00 hours, 03:00 hours to 06:00 hours, 06:00 hours to
09:00 hours, 09:00 hours to 12:00 hours, 12:00 hours to 15:00 hours,
15:00 hours to 18:00 hours, 18:00 hours to 21:00 hours, 21:00 hours to
24:00 hours.

(b) With provision of optimizing within a 10% price band, for convenience
and comfort.

iv. Employees are encouraged to book flight tickets at least 21 days prior to the
intended date of travel on LTC, to avail the most competitive fares and
' minimize burden on the exchequer.

Contd . .2




vi.

vii.

viii.

"2

Employees are also encouraged to avoid unnecessary cancellations.
Cancellations made less than 24 hours before intended travel on LTC, will
require the submission of a self-declared justification by the employee. All
the three ATAs have been directed to provide zero /nil cancellation charges.
Till then, cancellation charges are to be reimbursed for all cases where
cancellation was due to the circumstances/reasons beyond the contro! of
Government employee,

Employees should preferably book only one ticket for each leg of intended
travel on LTC. Holding of more than one ticket is not allowed.

While tickets may be arranged by the office through the travel agent,
employees are encouraged to make ticket booking digitally through the Self
Booking Tool/online booking website/portal of these 3 ATAs only.
Employees must register their official Government Email-Id with these three
agencies to book their air tickets digitally through above modes for travel by
any airlines. '

In case of unavoidable circumstances, where the booking of ticket is done
from unauthorized travel agent/website, the Financial Advisors of the
Ministry/Department and Head of Department not below the rank of Joint
Secretary in subordinate/attached offices are authorized to grant relaxation.

No Mileage Points will be generated against travel on Government account.

Provisions for Advances

(@

(i)

(iid)

Government employees entitled for air travel, may apply for LTC advance with

-the print-out of the concerned webpage of authorized travel agency having

suitable flight and fare details while tracking the fare of the flight under the
three hour time slot, as mentioned at Para 1(iilij(a) above, at least 30 days
prior to the intended date of journey, '

Government employees not entitled for air travel and wish to travel by air but
not under the Special Dispensation Scheme, may apply for LTC advance with
reference to Rail/Bus fare, :

Those Government employees who are not entitled for air travel but who wish
to travel by air under the Special Dispensation Scheme, may apply for LTC
advance with reference to Rail/Bus fare from their Headquarters/place of
posting up to Kolkata/Guwahati/Chennai/Visakhapatnam/Delhi/Amritsar
plus air fare (indicated in print-out of the concerned webpage of authorized
travel agency having suitable flight and fare details) from the relevant
railhead in Kolkata/ Guwahati/ Chennai/ Visakhapatnam/ Delhi/ Amritsar
till the place of visit in North East Region/Union Territory of Jammu &
Kashmir/Union Territory of Andaman & Nicobar/Union Territory of Ladakh.

Contd 3



Provisions for Reimbursements

(i) In case, at the time of actual booking of the ticket after receiving the advance,
there is any difference in fare owing to the time gap between request for
advance and grant of advance, the difference in fare will be adjusted at the
time of settlement of LTC claim.

(i) In all cases wherein the non-entitled Govefnment employees travel by air

under Special Dispensation Scheme directly from their Headquarters/place of

- posting to the place of visit in NER/J&K/A&N/Ladakh, the Government

employees must take the print-out of the concerned webpage having flight and

- fare details of the flight for relevant railhead viz. Kolkata/ Guwahatl/ Delhi/

Amritsar/ Chennai/ Vishakhapatnam to the place of visit viz, NER or UT of

J&K or UT of Ladakh or UT of A&N within the same time-slot where the direct

flight has been booked for the purpose of reimbursement. In case the flight

tickets are not available in the same slot, the print out of the details of the
flights available in the next slot may he retained.

In such cases, the reimbursement will be restricted to the actual air fare
for the direct journey or the fare entitled under Special Dispensation Scheme,
whichever is less.

{iii)  Government employees not entitled for air travel and wish to travel by air but
not under the Special Dispensation Scheme, are also required to book their
air ticket through only the three ATAs mentioned above irrespective of booking
time limit, However, the reimbursement will be restricted to the actual air fare
or the entitled train/bus fare for the shortest route, whichever is leh
298 Joz

(Satish Kumar)
Under Secretary to the Government of India
Tel: 2304 0341

To
All Secretaries of Ministries/ Departments
~ {As per Standard List)

- Copy to:

Comptroller & Auditor General of India, New Delhi.
Union Public Service Commission, New Delhi.
Central Vigilance Commission, New Delhi.
Central Bureau of Investigation, New Delhi.
Parliament Library, New Delhi.
All Union Territory Administrations
Lok Sabha/ Rajya Sabha Secretariat.
~ All Attached and Subordinate Offices of Ministry of Personnel, P.G. & Pensmns
Hindi Section for Hindi version.

1.
2.
3.
4,
5.
6.
7.
8.
9.

e drdkkbk




IR uRd

arrgﬁsrmwnqmaﬁ'em .

Ul e dlal 2y(lsual dzsuat, A5z

ALL INDIA IN STITUTE OF MEDICAL SCIENCES, RAJKOT, GUJARAT

il

APPLICATION FOR LTC & LTC ADVANCE

Name of Employee

Designation/Department

Employee ID

Date of appointment

Pay Level

Home Town as declared in Service Book

RN Ed Bl badiad

Whether spouse is employed and if so whether entitled
to LTC

o

Nature of leave (Vacation/EL/CL etc)

........................................

................

Particulars of LTC availed for

(i) Home town/ All India............ - (i)
(i) Block Year......................... {ii)

Block Year.......coooovvnnnn..

10.

Block year for which now proposed to avail

11.

(a) If concession is to visit anywhere in India, place to
be visited. '
(b) Block year for which to be availed

...........................

...........................

12. .

Single Rail fare/ Bus fare/ Air fare from headquarters to
home town/ place of visit by shortest route.

(If travelled by road, journcy must be done through any
Government transport only)

13.

Address during LTC

14,

Entitlement as per Rule (Road/Rail/Air)

15.

Particulars of Employee & his/her family members availing facility
(If employee is traveling under LTC, he/she should mention his/her name below )

S.N | Name Relationship

DOB Marned

(Yes/No)

Age Dependant

{Yes/No)

16.

Total approximate cost of travel : Rs,

17.

Amount of Advance requested (90% Sr. No.15)
If yes, amount required

Account No.

Encashment of EL required
If yes, no. of days

............

Signature of Applicant
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DECLARATION

(i I hereby certify that above particulars furnished by
me are true and correct. :

{i}  Lalso undertake to refund LTC advance in full immediately. in case of failure to perform proposed
journey for which advance has been taken, :

i) Lalso declare that [ will not visit other than place mentioned in application without obtaining prior
approval of competent authority.

{iv) Talso agree to produce evidence of purchase of tickets, etc, for myself/members of my family as
case maybe for my forward journey within 10 days or before commencement of journey whichever
is earlier from date of drawing advance. [ am aware that failure to comply with above requirement
will entail recovery of advance in one lump sum from next drawl of my salary, together with penal
interest @ 2 % over and above normal GPF interest.

(v) lamaware thatifI donot submit LTC bills within one month from date of return journey outstanding
LTC advance is recoverable in one lump sum from my next salary together with penal interest@ 2%
over and above normal GPF interest,

{vi) Tam also aware that my claim will be forfeited if T fail to submit bill within 3 months from date of
completion of journey.

{vii) That my spouse is not employed in government / That my Spouse is employed in Govemment
Service and concession has not been availed of by him/her separately for himself/herself or for any
of family members for concerned block of two years.

(vii) Certified that my spouse for whom L.T.C. is claimed by me is employed
in (Name of Public Sector Undertaking/ Corporation/
Autonomous body etc.) which provides leave Travel Concession facilities but he/she has not
preferred and will not prefer, any claim in this behalf from his/her employer.

{ix)  Persons in respect of whom LTC is proposed to be availed are dependent on me,

Date:....ceennene : Signature of Applicant

Official use onlv:

1. Details have been verified from record and recommended / not recommended of LTC & LTC
advance of Rs. m words

Dy Dir (Admin)
APPROVED/NOT APPROVED
1. LTC sanctioned /not sanctioned ;: Yes/No
2. LTC Advance sanctioned of Rs,
Executive Director

Office Order:
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ALL INDIA INSTITUTE OF MEDICAL SCIENCES, RAJKOT, GUJARAT

Proforma for self-certification by the émployee |

Lo L DEME/MEIS, oot seeeecsess s es s (Name of the employee) wish to
confirm that I am availing .............cccoeeeeeeeeeeorereeeennn ., (Home Town/ Any Place in India) LTC in

respect of self/ family member(s) for the block year.......oooovvooveeeninnnnn) to visit (Place of visit)
during .................. (dates of journey). It is stated that 1 or the family member for whom I wish to

avail LTC has’have not availed of the same before in the present block.

2. The particulars of members of family in respect of whom the Leave Travel Concession is being

claimed are as under:

S.no " Name(s) | Age ‘Relationship with the Employee

3. It is certified that the above facts are true and any false stateinen_t shall make me liable for
appropriate action under Rule 16 of CCS(LTC) Rules, 1988 and the relevant disciplinary rules.

Date i iiiiiiniinnriiinnianne Signature of the Employee

* N.B.: Employee may share interesting insights and pictures, if any, of the destination visited while

availing LTC on an appropriate forum.
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LTC Guidelines

. Please ensure that you have applied for leave and submitted the self-certification form to your

Administration before the LTC Jjourney is undertaken.,

. Please check your eligibility before applying for LTC. LTC to Home Town can be availed once in
a block of two years and LTC to Any Place in India may be availed once in a four year block. If not
availed during these blocks, the LTC may also be availed in the first year of the following block.

Please note that the current two year block is 2022-23 and the current four year block is 2022-25,

In case of fresh recruits, LTC to Home Tov?n is allowed on three occasions in a block of four years
and to any place in India on the fourth occasion. This facility is available to the fresh recruits only
for the first two blocks of four years applicablé after joining the Government service for the first
time. (For details, please refer to DoPT’s Q.M. No. 31011/7/2013-Estt.(A-IV) dated 26.09.2014).

A Fresh recruit may at his option choose to avail LTC under the normal LTC rules as applicable to
other Government employees. In this case he/she will not be allowed to avail other LTCs as

admissible to the fresh recruits in that block of four years.

. The retiring employees are eligible to avail LTC as per their entitlement provided that the return

joumey is performed before their date of retirement. LTC is not allowed after retirement,

. The Joumneys-on LTC are to be undertaken in the entitled class of the Government servant in
public/Government mode of transport (For details, please refer to Ministry of Finance O.M. No.
1903011/2017.E.1V dated 13 Jul 2017). ' ' '

. Travel by private modes of transport is not allowed on LTC, however, wherever a public tmnsi:ort
is not available, assistance shall be allowed for the private transport subject to the certification from
-an Appropriate Authority that no other public/Government mode of transport is available for that
_particular strefch of journey and these modes operate on a regular basis from point to point with the
specific approval of the State Govemmentszranspoﬁ aﬁthorities concerned and are authorised to

ply as public carriers.

. If an employee travels on LTC upto the nearest airport/ railway station by authorized mode of
transport and chooses to complete rest of the journey to the declared place of visit by ‘own
arrangement’ (such as personal vehicle or private taxi etc.), while the public transport' system is
alfeﬁdy available in that part, then he may be allowed the fare reimbursement till the last point where
he has travelled by the authorised mode of transport. This will be subject 1o the undertaking from
the employee that he has actually travelled to the declared place of visit and is not claiming the fare

imbursement for the part of joumey performed by the private owned/operated vehicle.

Cont 2/-
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10.

1.

12.

13.

14.

15.

-

Employee may apply for advance for himself and/or his family members sixty days before the |
proposed date of the outward journey and he/she is required to produce the tickets within ten days

of the drawl of advance, irrespective of the date of commencement of the journey.

Reimbursement under LTC scheme does not cover incidental expenses and expenditure incurred on
local journeys. Reimbursement for expenses of journey is allowed only on the basis of a point to

point journey on a through ticket over the shortest direct route.

The time limit for submission of LTC claim is : .
*  Within thfée months of completion of return journey, if no advance is drawn;
= Within one month of completion of return jourﬁey, if advance is drawn.

Employees entitled to travel by air are required" to book the air tickets through the hpproved travel
agencies viz: M/s Balmer Lawrie & Co. Ltd/ M/s Ashok Tours & Travels Ltd/ IRCTC. Booking of
tickets through any other agency is not permissible. (For details, please refer DoPT O.M. No.

31011/12/2022-Estt. A-1V, dated 29 Aug 2022).

Employees not entitled to travel by air may travel by any airline, however, reimbursement in such
cases shall be restricted to the fare of their entitled class of train/transport or actual expense,

whichever is less.

Travel on tour packages is not allowed, except in the case of tours conducted by Indian Tourism

Development Corporation (ITDC), State Tourism Development Corporation (STDC) and Indian

- Railway Catering and Tourism Cotporation (IRCTC). In such cases, only the fare component shall

16.

be reimbursable provided ITDC/STDC/IRCTC separately indicate the fare component and certify
that the journey was actually performed by the Employee and his family members for which he/she

is claiming the Leave Travel Concession.

Please ensure that your LTC claim is as per the instructions to avoid rejection of your claim.

“Have a pIe{xsant jozérney and a happy holida "
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43 FORM G.AR. 14-C

The Accounts Officer (Reimbursement)

won afrd @wigff),

Accounts Seciion

(Arwr Brsn)

All India Instimte of Medical Sciences, Rajkot
SHfeeT W SRR T, ISHE

1. Name %)

M

Designation (¥}

Pay level (3w &R}
'Headquarter {fwarera):
Date of Joining {Prafe R-its):

oW

b

6. Nature and period of leave sanctioned : from . to

{Wima qaem o sty AR sy 4. -z

7. Particulars of members of family in respect of whom the 1.T.C. has been claimed

(e @ wxwal o1 faver R s § LT.C. wray Rwar e 29

S/NO  INAME (S) AGE Relationship with the Government servant

=) ) _ {org) ﬂmﬁw@ﬁ:%wm}

3. Details of 'oum;%;(s) performed by Government servant and the members of his/her family.
furverdy ﬁ'wm e R & ueE g 9 9f wrm o )

Departure - . Arrival Mode of Travel &
Distance in class of No. of Fare
DS’: e& From [:?xe& "To ks Accommodation fares paid Remarks

used




Amount of advance, if any, drawn ¥

(@t <, oy ameRa o wf & €

1. Cash/ Cheque (if Cheque, please mentioned cheque number and date)

Hwg /4% (afx 4w 2,y I Ty ol Refe sefaa oY)

2. Particulars of journey(s) for which higher class of accommodation than the one or which the Government servant is
entitled, was used. (Sanction No, & Date to be given). .

m@ﬁmmﬂw%ﬂﬁ@mwmﬁ)&mm—mmmaﬂ

Place

From

To

Mode of
convevance

Class to which
entitled

Class bywhich
Actually

No. of fares

Fare paid

traveled

3. Particulars of journey(s) performed by road between places. connected by rail,
g afhe #ig wys arl | @ wd aew o B

Name of Place
From To

Class to which entitled Rail fare

Certified that the(rarfra fasrmy siem 2 Re):-

1. Information, as given above is true to the best of my knowledge and belief: and

(@ wh gamd RN walow gw G Beaw o sgar ww 2 o)

2. That my husband/wife is not employed in Government service/that my husband/wife is employed in Government

service and the concession has not been availed of by him/her separately or himself/herself or for any of the family
members for the concerned block of

years.
{Fr TR uRy /o wverd dur F srtw el /05 R ofr/ ol wver S ¥ wrdv @ sl 9R 210 49T @ T 9 o1
R @ fodl ANl wew & R ooy o ave % T R o1 am o sy 8

Signature of Employee
{aa%ﬂm B FEIR)

Note: (1} Time limit for subemissiom of claim 2T UM 89 W9y Wbn):
a} If advance dizwa- Watlam Ore Month from the date of completion of return journey.
If advance not dostm- Walhio Thre: Months from the date of completion of refumn journey.

po%gmmia k= mveice bill should be self-certified.
iy Rwes seinm Re w—wiw o5 Ry )




a@ﬁﬂﬂ?ﬂﬂ&ﬂgﬁaﬁwmm
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CERTIFICATE GIVEN BY THE EMPLOYEE FOR L.T.C.

. T'have not submitted any other claim so far for Leave Travel Concession in respect of myself or
my family members in respect of the block years

. T'have already drawn T.A. for the Leave Travel Concession in respect of a journey performed by

me / my wife with children. The claim is in respect of the journey performed by my
wife / myself with children none of whom travelled with the party on the earlier
occasion. '

. Thave not already drawn T.A. for the Leave Travel Concession in respect of a journey performed

by me / my wife with children / children in respect of the block of two
years 20 and 20 - This clam is in respect of the journey performed by my wife
/- myself with children / children one of whom availed of the concession
relating to that block. ' -'

. I'have already drawn T.A. for the Leave Travel Concession in respect of a journey performed by
me in the year in respect of block of two years 20 and 20

This claim is in respect of journey performed by me in the year 20 . This is against
the concession admissible once every year in a preseribed block for visiting home town as all the
members of my family is living away from place of work.

-~ The journey has been performed by me / my wife with children / children to the
declared home town viz,

. That my husband / wife is not emploved in Government:

That my husband / wife is employed in Govemmeut service and the concession has not been
availed of by him / her separately for himself / herself or for any of the family members for the
concerned block of two years,

. Certified that my wife / husband for whom L.T.C. is claimed by me is employed in
(name of the Public Sector
Undertaking / Corporation / Autonomous Body, etc. ) which provide Leave Travel Concession
facilities but he / she has not preferred and will not prefer any claim in this behalf to his / her
employer,

. Certified that my wife / husband for whom L.T.C. is clalmed by me is not employed in any Public
Sector Undertaking / Corporation / Autonomous Body, fi nanced by wholly or partly by the
Ceniral Government or Local Body, which provides LTC facilities to its employees and their
families.

SIGNATURE OF THE EMPLOYEE-




