No. 31011/3/72015-Esge (AIV)
- Government of India
Ministry of Personnel, Public Grievances and Pensions

North Block, New Delhi-1 10 001

oL Dated: ‘February 18, 2016

OFFICE MEMORANDUM
Subject:- Central Civil Services (Leave Travel Concession) Rules, 1988 - Fulfillment
‘ of procedural requirements, o R . :

ﬂiéempiafee and the sanstiqniﬁg authorities are kma:éd at vdiffereat stations,

2. To remove these bottlenecks, if has been decided to simplify the procedure of
application and make the procedure of processing of LTC claims time bound. The
following time-limits shall be followed while processing the LTC applications/claims of
the Government servants, s = ' , R

- | 8.No. [ Course of action o T Time Timie o]
o I Leavgismciicﬂ e T 3 working day +3

S Ly working days* 4

% | Sanction of LTC advance/Leave]s working day +31

i i

{3 | Time taken by Administration for 10 working days+]

 verification of LTC claim after the 3 working days*

tted

ILTC bill s submi
L | settlement. G e N
& [TmekebyBoe e
S working days* |
| 3 working days + 3
working days*
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5 Time taken by PAO

may proceed on LTCafter actionon S.No.I. -

)  Efforts should be made to reduce the duration of processing of LTC
applications/claims at the earliest. The maximum time limit should be strictly adhered to
and non wompliaace;g)f time limit should be adequately éxplaineﬁ! et S
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t
Servant applies for LTC. he/she should be provided with a.copy of the guidelines
. (enclosed) which ne ol : o
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Under Secretary to the Government of India
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I Sh./Smt./xr. (Name of the Govt, servant) wish
to confirm that am availing et o, (Home Town/ Any Place in India)

LTC in respect of seify family member(s) for the block year ... to visit

sreeeeseeeens. (Place of visit) dnrzng »»»» {dates of journey). It is
stated that I or the family member for whom I wish to avail LTC has/have not availed of
the same before in the present block. )

st : Name(s) | Age | Relationship with the |
No. | VO A B Govt. servant -
i
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2. Please é};ecic your eﬁgibiiify before appiyiség for LTC. LTC to Home Town can be
availed once in a block of two years and LTC o Any Place in India ‘may be availed
once in a four year bk}r:ic If not availed during these blocks, the LTC may also be
availed in the first year of the following block. | : ' ‘

3. Riease note that the current two year block is 2016-17 and the cﬁ:‘r&nt four year block
i52014-17. ‘ :

<< OMs & Orders’<< "Frequently Asked Questions (FA Qs} onLTC ehx‘fifemexais ofa
Fresh Recruir'y . R :

‘ cwn'mgemem‘ (such aspersona! vehicle or private tax;

eic.), while the gu’i}lic transport system is already available in that part, then ,/Ec’may be
allowed the fare reimbursement 6l the last point wheps he has travelled by the
 authorised mode of transport. This will be subject to the undertaking from the
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i1, Reimburseme under ‘LTC scheme doeg not cover i:_zci&ental expenses and
expenditure ingur;

of completion of retum journey, if no advance is drawn,
completion of return Jjourney, if advance is drawn,

hployees entitled to trave] by air are required to travel by Air India

ployees nqi; entitled to tz;vei by air may ftravel by any airline,
byursement in such cases shall be restricted to the fare of their entitled
¥1sport or actual expense, whichever is Jegs: ‘

15, In all cases wh ‘:e‘rer’a Gt)jvt;‘ /rsérvant ciaimgf LTC by air,gi:f;efshgis rquﬁ’#ii to book
the air tickets ﬁher directly througt the airlines or through the approved travel

- agencies viz: M/s Balmer Lawrie & Co. Ltd/ M/s Ashok. Tours & Travels Ltg/

IRCTC. Boo 3

1 tckets through any other agency i not permcp. i
16. Travel on tmzx;mkages 3s:'n9; allowed, exeeptmtbe case af tours conducted by
Indian TORI?SQ‘E? Be?éi;}pme:;i i4C03jp¢ration {ITIDC}, State Tourism Development
Corporatio;i (STDC) and Indian ~Rziiiw7ayf’fCafeﬁﬁg and Tourism Corporation

for which he/sh i
17. Please ensure I}Fz your LTC eclaim Is as per the instructions to avoid rejection of
Your claim
i E 3 AR
§i

! “Have a pieasant Jjourney and ahéppy holiday”

at LTC-80 fare of less unless permitted 1 do 50 by any -
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