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Office of the C.A.G. of India, Neq,Delhi

ApJ'licotion form for gront of LTC odvonce

1. I.lame of Govt. servant

'2. Designation

:i. Date of entering in Cent. Govt. S'ervice

4. Pey (in payband)

ld. No

Grade Pay

5. t/uhether PernanenU temporary

6. Fiome Town as recorded in service Book

?'. V/hethei'spouce is employed and entitled to LTC,

if sc, name of onice

8 (a) Whether LTC is to be avaiied for Horne Town/ in lieu of Home Town

Block year

(b) lf LTC is for'Any where in lndia,

place of Visit Block of four

(c) For freih recruits /every year..-

for the year & No. of Chance being availed

(Pro)(?) Plc.aoQ 4 To-un-"ft I
I O
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[rO) Singre air farel ratl farel bus farelany othei' from headquarters to Home town\ ' lplace of visit by shortest route No of tickets

Calculations

90% of fare

Amount of Advance i'equireci

(1 1p Famil'r members (as per service records) for r,vhom l-TC is to be clairned:---

iriai^rie\Jt.

Nc
Aite R.eiationship

fl, Details of previously availed LTC
(a) Block Year

(b) Period

(c) Place of irisit

I declare that the pafticulars furnished above are true ancl correct fo the besf of mS, lano*1*nr. ,
unc.leftake to produce the tickets for the outward joumey yithin ten days of receipt of the advance.

ln the event of cancellatlon of the joumey or if I fail to produce tickets within ten days of receipt of
advance, I undertake to refund the entire advance in one lump sum.

Signature

Name of Section

Encl.
Ccpy ci leave sanctoned

Ext. No.
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l. Please eniure that you have applied for leave and submitted the self-certification fornn

to your Administration before the LTC journey is undertaken.

2. Please check your eligibility before applying for LTC. LTC to Home Town can be

availed once in a block of nvo years and t-TC to Any Place in India may be availed

once in a four year block. [f not availed during these blocks, the LTC may also be

availed in the fust year of the following block.

3. Ple;se note that the current two year block is 2016-17 and the cunent four year block
is 2014-17.

4. In case of fresh iecruits, LTC to Home Town is allowed on three occasions in a block
of four years and to any place in krdia on the fburth occasion. This facility is avajlal;le
to the fresh recruits only for the first tu,o blocks cf four years applicable after jo;ning
the Government senice for the first tfune. (For details, please ret'er to LIoPT's O.M.
No. 3i011/7i2013-Estt.(A-IV) dated 26.09.2014 available on 'wu.rv.pcrsmin.nic.in'
<< 'OMs & Orders'<<'Frequently Asked Que.sttons (FAQs) on LTC entitleryents of a
Fresh Recruit')

5. A Fresh recruit may at his option choose to avail LTC ':nder the normal LTC rules as

applicable to other Govemment employees. In this case he/she rvill not be allowed to
avail cther LTCs as admissible to the fresh recruits in that block of four vears.

6. The retiring Govemment employees are eligible to avail LTC as per their entitlement
provided that Jhe return journey is performed before their date of retirement. LTC is
not allowed after retirement.

7. The Journeys on LTC are to be undertaken in the entitled class of the Covemment
sen ant in public/Government mode of transport.

8. Travel by private modes of transport is not allon'ed on LTC, however, wherever a
'public transport is not available, assistance shall be allowed for the private transport
subject to the certification from an Appropriate Authority that no other
publiclGovernment mode of transport is available for that particularstretch of.ioumey
and these modes operate on a regular basis from point to point with the specific
approval of the State GovernmentVTransport authorities concerned and are authorised
to ply as public carriers.

9. If a Govemment servant 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 arangement' (such as personal vehicle or private taxi
c;tc.), while the public transport system is already available in that part, then he may be
allowed the fare reimbursement till the'last point u,here he has travelled by the
authorised mode of transport. 'This will be subject to the undert,rking from the
Govenrment employee that he has actually travelled to the declared place of r.isit and
is not claiming the fare reimbursement for the part ofjounrey perfomred by the pnvate' 
owned/operated vehicle.
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I Sh./Snnt./Itu Oi*" of the Govt. servant) wish

to confirm thbt I am availing ... ... (Home Tovwr/ Any Place in India)

LTC in respect of selfl famili member(s) for the ilock year ....., to visit
........................ (Place of visit) during.. (dates ofjourney). It is
stated that I or the family member for whom I wish to avail LTC haslhave not availed of
the same befbre'in the present block.

!:6
2. The Particulars of members of in respect of whom the Leave Travel Conc:ession

is L-eing claimed are as under:

Age

@ W,nUeA,6 4 +*% a)> 6rn%rf{'6.n4 rvr se-'.*:..r.r g=rr._}

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

* N.B.: The.Govemment emplo)'ee may share interesting insights and pictures, if any, oi
the destination visited while availing LTC on an appropriate forum.

SI.

No.
Nanre(s) Relationship with the

Govt. servant

(

uaGJ ( sltrafir'r *l *pl"l..r^+)
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From pre-page:

10. Govemment may apply for advance for himself and/or his ihmily rfiembers
sixtyfive days the proposed date of thd outward joumey and he/she is required
to produce tickets within ten days of the drawal of advance. irrespective of the
date of of'the joumey.

ll under LTC scheme does not cover incidental expenses and
expenditure

allowed only
shortest direct

the

on local joumeys. Reimbursement for expenses of journey is
basis of a point to point joumey on a through ticket over the

Class at LTC-80 fare or less unless permitted to do so by any
provision.

not entitled'to havel by air may travel by arry airline,
in such cases shalr be restricted to the fare oftteii eiiiitied

or actual expense, whichever is less.

a Govt. servant claims LTC by air, he/she is required to boo]<
directly through the airlines or through the approveil trai,el

Balmer Lawrie & co. Ltd/ IWs Ashok Tours & Travers Ltdl

and Indian Itailuay Catering and Tourism Coipora.tion
reimbursable providecl

your LTC claim is as per'the instructions te avoid rejectiou of

12. The tiiae limit submission of LTC claim is :
i

. Within months of completion of ret,ra joumey, if no advance is drarvn:o Srithin one of completion of retum journey, if advance is drawn

13. Govemment
a entitled to travel by air are requiled to travel by Air India

only in
general or

14. Government

however, reim

class of

15. In all cases

the air tickets
agencies viz;
IRCTC. of tickets through any other agency.is not perrnissible

16. Travel on tour is not allowed, except.in the case of tours conducted bylndian Touri
Corporafion' (IRCTC). In

Development Corporation (ITDC), State Tourism Devel opment

ITDC/S
cases, only the fare component shall be

separately indicate the fare componeDt and certi! that thejoumey was perfomred by the Government servant and his farni!;,. membersfor which is claiming the Leave Travel Concession.

17. Please ensure
your claim.

*****

"Have a pleasant journey aud a happy holiday,,
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