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fe=n-fAdx1/Guidelines

. PO YT R d fos o= 2t 8 e e § SR Taci am I 81 9 Ugd 30 TR &1 §f kg F W1
B3 W-UHIUH UuA ST H</Please ensure you have applied for leave and submitted the completely filled
self-certification form to your Administration before the LTC Journey is undertaken.

. PUYI TS & T 3fTdad S U Ugdl UBIdl Pl ofid R o | &l 91 & sl | §IH <13 & o Uh IR TS Bl
Y forT ST Tehar 8 SR IR AT & sl B YR & fobdlt oft R4 87 U IR TAcit &1 ary femn o gean 81 afS <
P! P TR ATH g1 foran a1 § df Fafarad siid & Ugd a¥ § Tacie &1 W oy foram S ¥ahet g1 /Please
check the 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.

. PO & ¢ fb TF & &1 I BT s@lldb 2018-19 8 3R Y& & IR I &1 sdlld 2018-21 Bl Please note that the
current two years block is 2018-19 and the current four year block is 2018-21.

. QM & A H e ¥ 81 < & U IR 91d & sl B o SfawRi TR SR 1Y SR WR YR | bt of
WF R Al & o1t 81 78 e ad ugeh IR WHR Ja1 § iAet 81 & 1¢ ar 8 a1d IR auf & Uga el
wArep! & forg AU ufdal & fow Iuasy 8, (@uar ot faaRor & forw Sleididies ofiud H&R.31011/7/2013-RA1.(T-1V)
fai® 26.09.2014 H T W 'www.persmin.nic.in’ << '3 THIHSRIMETN' < <'TT Yl P TAST IR TR SRR
UD SM ard Uy (UHUE) R I g1 /In case of fresh recruits, LTC to Home Town 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 applicable after joining the
Government service for the first time, (For details, please refer to DoPT's O.M.N0.31011/7/2013-Esst.(A-
IV) date 26.09.2014 available on ‘www.persmin.nic.in’ << ‘O.Ms & Orders’ << ' Frequently Asked
Questions (FAQs) on LTC entitlement of a Fresh Recruit’)

. TS T HHAR] A T el & ded 39 [ddhed IR TAC I d1H &1 981 PR Tl § oill [P 30 BRI
FHHANRG! IR AL 8| 39 AT § I 37 TACR &1 Y o1 Bt SAfd T8t < sneeht o 3 aR o1 & 39 sl &
Tu Yfcfat & ferg Wi 81 /A Fresh recruit may at his/her 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.

. YATGT RSN HHART 3T U & SR TACT BT AH W HRA & o8 U § =1 fob aTq™t &1 I Yargha

DI ARG J U B! Y| JATHgT & a1 TAS o M 1 AT a1 81 /The retiring Government employees
are eligible to avail LTC as per their entitlement provided that the return journey is performed before
their date of retirement. LTC is not allowed after retirement.

. UACRR W I Qideife / WHR! IRag & A1eqd § SR HHART & Urrdl aif & g1 &1 S 8 The Journeys on

LTC are to be undertaken in the entitled class of the Government servant in public/Government mode
of transport.
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TSR uRag & el el gR1 am $1 SAf T8l &, SIalic, Siel Hi e URaed Iuasy Tl 5, SUIH
Y RT & JHTUDR0 o 31efH il uRagd & foe Tgradn &1 ergafd d S fored fos amn & 99 faviy e &
T aRas &1 DIE 3 Frau-eh / TSR] e Iuasd Tl & 3R T WY Jaifd I WBRT / URae sl
3! fody Wiewfa & Iy wa  =q (§ig ¥ fig) dF 1 Hafiid o1uR R Ted § SR rdefAd ags & 9 H @is &
fore if¥igd €1/ Travel by private modes of transport is not allowed 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 public/Government mode of transport is available for that
particular stretch of journey and these modes operate on a regular basis from point to point with the
specific approval of the State Governments/Transport authorities concerned and are authorized to ply
as public carriers.

IS Th WBR HHIR T TR GRagA & M d A= gRT Fdbead gars ofg / ¥ad T dd Il HRdl § AR
Tad B IR (O Aol arg o el TR onfe), gRT am 3t Bif¥d S W Tt R @ O dRA &1 fadmed gAan
2, SIafe Frdoif~es IRkae Toumel 39 R # ugd € Iuee B, Y ot S sifew fig ao fevvman eyl o srgmfa
& T gt 8 STat I uRagd & SHfIGd TIeE O B g1 T8 WER HHARI & g & AT g0 o araa &
T & NN R BT TH F1 8 3R a8 ol Tifira / Janferd arga & gR1 &1 718 a6 & UeH & o fawmar ufagfd
&1 a1aT 981 IR @1 ¢ | /If a Government 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 arrangement' (such as personal vehicle or private taxi etc.), While the public transport system is
already available in that part, then he may be allowed the fare reimbursement till the last point where
he has travelled by the authorized mode of transport. This will be subject to the undertaking from the
Government employee that he has actually travelled to the declared place of visit and is not claiming
the fare reimbursement for the part of journey performed by the private owned/operated vehicle.

10. BRI HHAR] SRTET (@8 IEN) B UK dRRG ¥ U196 a7 ugd Wy / 3R / a1 307 uRaR & =i & forw

11.

I BY SHTdeT PR Iohd & SR AW & MR F ¥ ol & HieR IV fedve URgd A1 ST, I & A B
ARG &1 fdaR fbT fs11 /Government servant may apply for advance for himself/herself and/or his/her
family members sixty five days before the proposed date of the outward journey and he/she is required
to produce the tickets within ten days of drawl of advance, irrespective of the date of commencement
of the journey.

Tt AT ufayfd R amn W R aTd e RS W 9k g & HaR ol Bl 81 39 Fad fog F g amn
F YR R TG B UIe A W e & A1 J a1 & @l & fog ufagfd &1 ogafa 81 /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.

12. TSN STaT TR R &1 99 1 § /The time limit for submission of LTC claim is:

o Ul TET T W & dF HEN & ofaR, dfe dis S Tl forar Smar g1 /Within three months of
completion of return journey, if no advance is drawn;
o U T U BF & U HeH & 3iax, Al Pig A foram Srar 81/ Within one month of completion of

return journey, if advance is drawn.

13. BRI HVHT TS TN B & U § 3R 38 TaAcIT-80 fhman a1 ITQ &1 R Had [hwrd o § TR 3fear

DI YT HRAT AMAWF § OF db & (Bl I a1 faQw wraem™ gRT QT B9 ®1 3gAfd 7 811 / Government
officials entitled to travel by air are required to travel by Air India only in Economy class at LTC-80
fare or less unless permitted to do so by any general or specific provision.
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14. RSN HHARY gaTs T H & U a1 & d bl ot TRenST gRI T R Udhd &, Safd 08 Aa § ufagfd 396
TDHaR &l & ¢ 1 IRAfdd Fg & fhRU dob Hifd gifl,sil off & 81 /Government Employees are not
entitled to travel by air may travel by any airlines, however, reimbursement in such cases shall be
restricted to the fare of their entitled class of train or actual expense, whichever is less.

15. it el # o 1 B WBHR! HHAR gals T ST 8, 34 8418 fedhe e TRl & H1ed I a1 smfad cad
TR & W1 J g HRAT SaH ¢ oY TH/TY ITER dnl U8 H.Uacial/ TH/TY 3 g8 IS ¢acd fafies /
TSR | fpdt o7 woielt & memm § fewel &t gfdhw &1 S/gAfT T8 81/In all cases whenever a Govt.
servant travels by air, he/she is required to book the air tickets either directly through the airlines or
through the approved 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.

16. YR T faerg o (emsderdh g wfer faerg g @adiEidh iR HRdIg Yo @MU iR wifed famm
(ISR gRT fHT MU ERY o) BISHR, X Yol W I BT A 61 81 T AWal o FHad e ged oI
gfagfd @t smerh| gl / TadiERt / srgeRuiRdt st § R ged BT Wdhd 3d § SR YHIE BRd §
I ARTd H WHRT HHART SR ITP URAR F Ga=il gR1 &1 T3 Y, a9 g ST amn Rarad &1 aal a3 35
81 /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 Corporation (IRCTC). In such cases, only the fare component shall be
reimbursable provided ITDC/STDC/IRCTC separately indicate the fair component and certify that the
journey was actually performed by the Government servant and his family members for which he is
claiming the Leave Travel Concession.

17.304 g3 & rdipfa @ g97 & e Fuan gHfda o o fF smue vadit &1 gar =i & ogar & 81

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

*kkkk

"geTa-!, Td, HTd a6 SR &G a1/ Have a pleasant Journey and a happy holiday”

YTSTOR, U= / [IWM, Administration
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