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D.O.No.310111312015-Estt.(A.lV) 15 June 2016

I would like to draw your attention to recent instructions regarding
simplification of LTC procedure to.ameliorate the problems being faced by
the employees, The OM dated 18tn February 2016(copy enclosed) inter-alia
lays down the time lines for processing LTC claims. Along with the OM, a
copy of the Guidelines has also been enclosed,'These Guidelines are
required to be circulated to the employees so that their claims are not
rgjected or delayed on account of lack of au/areness of the provisions.

. Further, DoPT has also circulated a draft for comments wherein attempt
has begn made to remove the difficulties faced by government servants

=rl6\\twhen 
thby do not use a public transport for short stretches of the journey.

\ t rvitl ha nrafafr rl if fhcc,.a nirnr llare ara niven wide nr rhlicifu and ntI wifl be grateful, if these circulars are given wide publicity and put on
yCwi rtcg3;te.
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Encl: as sfated above
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GOVERNMENT OF INDIA
DEPARTMENT OF PERSONNEL & TMINING

MINISTRY OF PERSONNEL, PUBLIC GRIEVANCES
AND PENSIONS

NORTH BLOCK, NEW DELHI.I 1OOO1
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Yours sincerely,

(Sanjay Kothari)
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No. 3 1 0 l l/J/20 1 S_Esn (A.IV)
Govprnment of India

istry of Personnel, Public Griei*rrs and pensions
Department of personner 

and Training
Establishment A-IV Desk

North Block, New Delhi-t l0 001Dated: February l g, 2016

subjecfi'centrat civilservicec (Leave Tnrvel conccssion) Rufes, rggg - Fufliilmentof procedural requiremcnts.

This Department is in receipt of a number of referencedifficulties faced bv m" co**r",iiJ*i,or", 
" 

*oi,-*u";ffi:H,r;#ffi:igclaims' sometimes, ,rr. c""'"r.", ,r1"-o craim trrat failure to forow the correct
procedure was on account ar" r..t-"ilgueaee of the *t"yinr*.tions. It is a'egedthat in some cases' nrocessing of LTcctairns 

4*;;I * time, particurarry when
the emptoyeu 

"tra 
tir" sanctioning uuaoJii", are rocated 

", 
[rff r"o, srations.

2' To remove th1s1, bottrenecks, it has been decided to simpri$ the procedure ofapplication and make tne procedure ii'pr*r.ing of rrc .t"irs time bound. ThefJlHffi;li'io 'r'Ji ;;ffi;;ire processing the Lrc appricationvcraims or

5workinfffi
1to5!ingdaysr

r(a) Additional 3 days hansit-time may be atowed in cases where rr".ol^.,_
HTHTjngx*:;*xtK;f ;;;ilill:ff &Ttr":iffi 

",;,(b) Efforts shourd be made to reduce the duration of processing of LTCapplicationvcraims at rrtr *tii.rr ti.,notrum time tin,i-t-rr,orro be stricfly adhered to
and non -comprianc" orti*r ririiri",rii o" adequatery exptained.

_Course of rm; Time limitLeave Sanctio,rl

Sanction

encashment
5 working@J
ryorking days*Time tak

verification of LTc chirn after theLTC biil is submitted b;' rheGovernment employee for
settlement.

l0workin@
3 working days*

I

Timetakm
5 working daFJJ
Illking daysr-......--_

r rme taken by pAO
5 working dE/il-3
lflking days*

..f .....2/-
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3' Under ccs (LTc) Rules, the Government servanb are requircd to inform theircontolling officer before the journey(s) on LTC ," u" Ll"n ten. It has now becndeided that'ftc l;eave sanctioning euttrority srrail obtain a ,"r-"rnin.ation from theemployee regarding the proposea irc joumey. The proform;;, J"ir;dffi;;;
been annexed with this O.M.

4' In addition to the above, it has been decided that whenever a Governmentservant applies for LTC, he/she should be provided with a copy of the guidelines(enclosed) which*eds to be folrowed while availing ric.--- 
-

5' Employees may be encouraged to share interesting insights and picturcs, if any, ofthe destination heahe visited while availing LTC in an appropiate forum.

Enclosures:

I ) Proforrna .for self-certification,
2) Guidelines

0j'"1 ) tr-tucfiIf;.,"

under secret aryto the liHlfffin#' 
o- -

To
The Secretaries

All Ministries / Departments of Govenrment of India
(As per the standard tist)

Copy,to:-

l. Comptrollerr& Auditor General of India, New Delhi.2. Union Public Service Commission, NewDelhi.

1. Central Vigilance commission, New Dethi.
4. Central Buroau of Investigations, New Delhi.
5. Parliament Library, New behi.
6. All Union Tonitory Administrations.
7. Lok Sabha/Rqiya Sabha Secretariat.

l' {tj*hecland subordinate offices of Ministry ofpersonnel, p.G. & pensions.

, .Jry9: DoP&T with the request to uproad this o.M; on Depgrhent,s.web site(OMVOrders<< Establishment<< LTC Rules).
10. Hindi Section for Hindi version.
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I Sh./Smt./Ift. ;....................(Narne of the Govt. servant) wish

:"-1**t 
that I am availing (Home Town/ Any place in India)

LTC in respect of selfl family membe(s) for the block year .. to visit
(Place of visit) during....... (dates ofjourney).It is

stated that I or the family member for whom I wish to avqil LTc havhave not availed of
.: the mnne'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:

I -;- i ' t..'rv\.'it ! Jage i l(eIaUOnStUp With
iNo.i i j cow.servantlt',ir
f--**----.;*..*-..-.,,****% | i

3' It is certified that the above facts are tnre and any false statement shall make me
li8ble 

for appropriate action under Rute t6 of ccs(LTC) Rules, lggg and the relevanrdisciplinary rules.

o

i N'B': The Crovemment employee may share interesting insights and pictures, if any, of
the destination visited while avairing LTC oo "l uppiopriate furum.
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Guidetines

l' Please ensure 
9, r:u have appliedfor leave and submitted the self-certification formto your Adminisbation before the LTC journey is undertaken.

2' Please check your erigibirity before applying for LTC. LTc to Home Town can be
' 

availcd on* tn_.1 b]r.! :t,: i*tr *o rrb to Any prace in India may be avairedonce in a four year brock. tf not Jvailed during tr,.sr lio.rs, the LTC may arso beavailed in the first year of the following block.

' ,tJffi;il: 
that the cunent twp vear block is 2ot6-rTarrd the current four year block

4' In case of fresh recruits, LTC to Home Town is allowed on three occasions in a blockof fo.r years and to anyplace in rialu on the fourth occasion. This facility is availableto the fresh recruits onlyfor the first two blocks orou, yruo applicable after joiningthe Govemment service for the first time_. (For detrails, please refer to Doprs o.M.No' 3l0l lfll20l3-Estt.(A-Iv) a"J zo.og .2014 avursb 
"o 

.www.pcrsmin.nic.in,
<< 'oMs & orders'<< 'Frequently Askcd aurrtio^il}rr on LTC entitrements of aFresh Recruit )

5; A Fresh recruit may at his option choose to avail LTC under the normal LTC rules asapplicable to other Government 
"rploy"o i" ,ttJ*irlt*he will not be a[owed toavailother LTcs as admissible'to the tli *.r,iir"tJririii"at of four years.

6 Tbe reii:i::'g Gorcrnmcnt empioyees are eligible to avail LTc as per their entitlementprovided that the retuqn joumuy is perorm"a before o"i, i"r. of retirement. tTc isnot allowed after retirement.

t 
ffjiy:f,lJ*l:3}$:1tarc," in the entitred crass e-f the, Gove$menrservant in pubt ic/Governmentlent mode of tfafrsport.

8' Travel by private modes of hansport is not ailowed on LTC, however, wherever apublic transpoft is not availabl., *iirt"ore shail be ailowed for the private hansportsubject fo the certification aorn un Appropriate Authority that no otherpublic/crovernment mode of transport is auailaur" iori* *"tar stnetch ofjourneyand these modes opera{e on a regular basis fiom p"il; point with the specific

ffi "* ||T: :*t ::*t*tt"nchr-rpon 
authorities concerned and are authorised

9' rf a Government se.ant travers on LTc upto the nearest airpo,4,/_.rarr.ryay station by, authorized,rnode of transport *o .noo*s to compr"* 
-r"o 

of the journey to thedeclared place of vif by L*t **.r*' rru.r, ul-pr*nd vehicre or private taxietc')' while the public transport tyi .ti i, already *.ilrirc i" that part, then he may beallowed the'fare reimbursem"ni tilt trr" rust-poi;ffi; he has travered by theauthorised mode of transport. Thrr wi, be subject ,;-L undertaking from theGovernment employee that he has actualty travelled to the o""rr* place of visit and
:'*l;:Hl"t T:nff":t*o'*ement 

roith" p* 
"rj""** perrormed by the private

i

I

I

I

I
I

,raraa2/'
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10. Govemment scrvant may apply for advance for himself and/or his family members
sixty five days before the proposed date of the outward journey and he/she is required
to produce tho tickets within ten days of the drawal'of advance, irrespective of the
dat€ of conimencement of the journey.

ll.Reimbrrsement rmder LTC scheme does not cover incidental expenses and

expenditure ircurred on local journeys. Reimbrnsement 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. Thc time limit for submission of LTC claim is :

o Within threo months of completion of return journey, if no advance is drawn;
o Within one month of complction of retum journey, if advance is dravm.

13. Govemment employees entitled to tavel by air are required to travcl by Air India
only in Economy Class at LTC.80 fare or less unless permitted to do so by any
general or specific provision.

14. Crovemment employees not entitled to travel by air may tavel by any airline,
however, reirnbusernent in such cases shall be restricted to the fare of their entitled
class of train/ransport or actual experurc, whichever is less.

15.In all cases whpnever a Govt, servant claims LTCby air, he/she is required to book
the air tickets either directly through the airlines or through the approved travel
agencies viz: lWs Balmer Lawrie & Co. Ltd/ lvl/s Astrok Tours & Travels lrtd/
IRCTC. Booking of tickets through any other agency is not permissiblc.

16. Travet on tour packages is not allowed, except in the case of tours conducted by
Indian Tourism Development Corporation (ITDC), State Tourism Dcvelopment
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 indicarc the fare component and certify that the
joumey was achrally performed by the Government servant and his family members
for which hc/shc is claiming the Leave Travel Concession.

17. Please ensure that your LTC claim
your claim.

is as per the'instructions to avoid rejection of

*t***

I
I

i'.

I

"Have a pleasant journey and a happy holiday"
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No. 3 l0 l l/3/201 s-Esrt (A.f V)
Covernrnent of India

Ministry of Personnel. Public Criel,ances and Pensions
Department of,Personnel and Training

Establishment A-lV Desk

North Block, New Delhi-l l0 001

Dated: Marchl3, 2016

oFFrcE METUOMNDUM

subject:- central civil'senlces (Leave Trrvel concession) Rules, lggg -
Fulfillment of procedural requirements-reg.

The undersigned is directed to enclose a copy of draft o.M. on the subject
noted above for comments within 15 days to the undersigncd (email addrcss:
jha.sn@nic.in).

Under Secretrary to the Govemment of India

To
The Secretaries

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

Copy to:

l) Comptroller & Auditor Generalof India, Ncw Delhi.
2) Union Public Service Cornrnission, New Delhi.
3) Centlal Vjgilance cornnission, New Dellu.
4) Central Bureau of Investigarions, New Delhi. ! :' 

:

5) Parliam€nt Library, New Delhi.
6) All Union Tenitory Administrations.
7) Lok SabhalRajya Sabha Secrerariat,

. 8) Att Attached and Subordinate Offrces of Ministry of Personnel, P.G. & Pensions.
Vftttc, DoP&T with the request to upload this o.M. on Department's web sire

(OMVOrders<< Establishment << LTC Rules).
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No.3 I 0 I | /3 /20 1 S -Estt.(A.IV)
Govemmentof India

Ministry^of personnel, public &;;r, and pensions
Department of personner ana rruining 

v^rorv'.

Esablishment A-IV Desk 
----e

: :,:;:: 
th.Biock,NewDelhi-ll000l

Dated March ,2016
'

Subject:-

,";"'.si:'iffilff:lff"ve rravel concession) Rures, le88 - Futritrnent

The undersiened is directed to refer to para 8 and g of the Guidelines enclosed in thisDepartmenr's o.M.-of e;;;;; i"""j 1A.Z.Z016;;td.iou"."ol{ subject and to say thatthe issues have been ..uisiteJii;";;i* ;*;h;D;;"ilr"n, of Expenditurc. rt has beendecided that the cases where " di*ent servant trdvers on LTC upto the nearcstairporuraihray station/ b.* ilt*r il"""tr,".rr"a;"d;;;porr and undertakes rest of theJoumey to the decrared prace of visit oi ;;*..,iil;;r*, il*r"-rn t, nnybe dearr with as
follows:- r---- Y' "r't vt vL' rangement, may be de

"*S *r ffi:.t*hffi#i,l;vailable betrveen the nearest airport/rairway station/bus

rhe Govemment servant may arso be rerPlursed the fare incurred forcomptetion ofjourney to the d;chred pte of visf;t; uilrrg"r.ot. Thiswill be resricted t" rt" r.* ua"tirtili.'iiliogpy by othenvise entitrcd modeofpublic transDort fro,m trre;;il;?*irway siatior/ busierminar to thedeclared ptace of visit. The 6;;#fi;*.*lrhlt be requir-Fd to submitan undertaking that he tras actuaty 
"h-rt 

a u* decrarcd prace ofvisit.

u*,f,1h""m",fr i:ilTf Ji#:*ii1;vailablebetweentrenearestairporvralwaystation/
(a)

(b)

In case he does not wish-to craim reimbyTl 
{or the p-art of the journeywhich he has undertaken uy nit 

"*r dng.,n"*, he may be reimbursed for*:..fl:t.the journey wiich n" f,rs rroA."tur.en by puUtic fiansport. Therrovernment servant shail be required to submit * ;"e;rr*i"g that he hasactually visited the declared pmJ"i"irit.

where the Government servant craims assistance for the entire joumey, thery! -or the journey where tr n^ *J il. o*n aftngement wourd also berermbursed as per his entitrement for joumey on transfer. The Government
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serrant shall be required to submit an undertaking that he has actually visited

the declared place of visit. 
.

2. In case of (b) above, the Government sewant shall be requircd to submit a certificate that

tlre mode of nansport used by him operates from point to point on regular basis with the approval

of thc Sate Govemment/Transport authorijies, urd is authorised to ply as public carrier.

3. Abovc certificate need not be insisrcd upon in case information to the effect that (i) no

ptrblic tansport is available in a particular arcq (ii) list of transport _operators 
who operate on

rcgular basis from point to point on regular basis with the specific approval of the Sate

Government/Transport authorities, is available on the website of a State/CenEal Govemlnent or a

Strteor Cental'PSU or in a current publication brought out by these authorities.

(Surya Narayan Jha)

Under Secretary to the Government of India

To
Tht Secretaries
All Ministies/Departments of Government of India
(As per the standard list)

Copy to:-

I
)r

l.
2.
3.
4.
j.
6.
7.
8.

9.

10.

Compholler & Auditor General of India, New Delhi.
Union Public Service Cornmission, New Delhi.
Central Vigilance Commission, New Delhi.
Cmtal Bureau of Investigations, New Delhi.
Pdiament' Library, I.Iew behi.
All Union Tenitory Adminisrations.
Ink Sabha/Rajya Sabha Seorctariat.
All attached anO SuUorainate Offrces of Ministry of Personnel, P.G. & Pensions.

MC, DoP&T with the request to upload ttris OM on Departnent's website

(OMdOrders<<Establishment<<LTC Rules).
Hindi Section for Hindi version.
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^ -i fi-isr-*' No. 31011 131201 3-Estt (A. lV)

Government of lndia

Ministry of Personnel, Public Grievances and Pensions

Department of Personnel and Training
Establishment A-lV Desk

S.Bcrstsry (Portsl
Dy, No.+{h.kk,..il,
Datgarr. fu.l6,!.,.r,'

0

North Block, New Delhi-1 10 001
t\

Dated:5-\rlf 12- ,2016
0

OFFICE MEMORANDUM

Subject- lrregularities and misuse in availing Leave Travel Concession-
Guidelines to be followed.

The undersigned is directed to enclose a copy of draft O,M. on the subject noted

above for cornments within 15 riays to the undersigned (email address: jha.sn@nic.in).

ET;-*"Tfr* 6
(Suri6 Narayan"Jhir)

P.G. & Pensions.

Department's website

o/o Pntl^

F# Lh)

s4'y

f.*r
Under Secretary to the Government of India

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

Copy to:-

1. Comptroller & Auditor Gerreral of India, New Delhi.
2: Union Public Service Commission, New Delhi.

3. CentralMgilance Cornmission, l.l9w Delhi;
4. Centrai Bureau of Investigations, New Delhi.

5. Parliament Library, New Delhi.
6. All Union Territory Administrations,
7, Lok Sabha/Rajya Sabha Seqretariat.
8. All aftached-and Subordinate Offices of Ministry of Personnel,

9. NlG, DoF&T with the request to upload this OM on
(OMs/Orders)Establishment) LTC Rules)

10. Hindi section for Hindiversion.

**-/

/tY\0

hf f,;f,u5a,r
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\r No. 31 01 1 t3t2o13-Estt (A.lV)
Government of lndia

Ministry of Personnel, Public Grievances and pensions

Department of Personnel and Training
Establishment A-lV Desk

North Block, New Delhi-l10 001

Dated: .2016

oFFtcE MEMqRANpUM

Subject:- lrregularities and misuse In availing Leave Travel Concession- Guidelines to
be followed.

The undersigned is directed to say that some instances where some Govemment
servants colluded with private travel agents to submit LTC claims showing inflated airfare to
clandestinely obtain undue benefits like fr:ee boarding/lodging/transport or.cash refunds have
come to notice of the Govemment.

2. In order to curb these malpractices the following steps may be taken:

(i) As per instructions reiterated from time to time, in all cases whenever a Govt.
servant claims LTC by air, he/she is required to book the air ticketS either directly' through the airlines (Booking counters, website of airlines) or. by utilizing the service of
authorized travel agents viz. 'M/s Batmer Lawrie & Company', 'M/s Ashok Travels &
Tours' and 'IRCTC'. Proposals from different Ministries/Departments for relaiation
continue to be received on the plea that the Government Servant was not aware of this
requirement. Vide the OM dated No. 31011/3/2015-Estt (A.M) dated 18h February,
2010 detailed guidelines on submission and processing of claims were circulated.
ihccc gt,ioclrn.rs are requtred to oe maoe availaote to Governmem servants wnenever
they apply for LTC. Plea of ignorance of the instructions therefore cannot be used by. such Government servants.

The nodal Ministries of M/s Balmer Lawrie & Co. (Ministry of Petroleum and

: . Natural Qas), M/s Ashok Travels & Tours (Ministry of Tourism) and IRCTC (Ministry of
Railways) shall issue instructions to these organisations to ensure compliance to the
instructions issued vide O.M. dated 18th February, 2016 on issue of airtickets. Any
violation of these instructions shall invite blacklisting.

(ii) Vide the Department of Expenditure's O.M. No. 1gO24t1t2O09-E.lV dated
04.03.201 1 , it was clarified that reimbursement of air fare lower than LTC-BO fare of Air
India is admissible for the journey(s) perfonned by Air India under LTC-BO. LTC-80
fare is to be used as the ceiling beyond which no claim will be entertained. lt has now
been decided that in accordance with the canons of financial propriety, Government
servants should purchase tickets at the lowest rate available at the time of booking for
the date and time of scheduled journey. Government servant will be required to submit
the print out of the tickets showing date and time of booking in addiiion to the fare
charged. lt ffiay, however, be kept in mind that in some cases of
cancellation/rescheduling, a refund fee may be applicable. This will be borne by the
employee unless the journey had to be rescheduled/cancetled due to exigencies of
work. The Authority which has approved the LTC will have the powers to cancel or
reschedule it.

Contd..,
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(iii) While submitting the LTc claim after completion of the LTC journey, the Govt.
servant will be required to submit a setf-certificate on plain paper as follows:

(1) I certiff that the airfare claimed by me is in respect of the fare charged by the
Airline for the air journey only and does not include any charges for any
facility/undue benefit including boarding/lodging/local transport.

(2) | also certrff that I have booked the ticket at the lorest fare available for the
destination at the time of booking for the scheduled date and time of
departure. I am aware that suppression of any inforifiation or fumishing
wrong information willrender me tiable to disciplinary action.

3' The Administrative Ministries/Departments may also from time to time do random
checks from airlines whether the tickets were booked at the lowest fare avpilable on that date.
Aftention of the Ministries/Departments is also invited to Rule 3(1Xi) of the {entralCivit Services(conduct) Rules, 19&t which reguires the Government servani"io niaint&in absotute integrityat all times. In addition, cheatinglfraud also attract various sections 

"r 
trc irJli penat c-oo!1860' Ministries/Departments should therefore not hesitate to take severe action against

employees guitty of deliberate malpractices, particularly in collusion w1h travel agents etc.

4' All the Ministries/ Departments of Government of lndia are requested to bring thecontents of this O.M. to the notice of altconcerned.

Under secretary t",h" 8"[?,"il.,Tni,i:?

The Secretaries
All Ministries / Departments of Government of India.
(As per theetandard tist)

Copyto:-

1. Comptrotler & Auditor General of lndia, New Delhi.
2. Union Public Service Commission, New Delhi.
3. CentralVigilance Commission, New Delhi.
4. CentralBureau of Investigations, New Delhi.
5. Parliament Library, New Delhi.
6. All Union Tenitory Administrations.
7. Lok Sabha/Rajya Sabha Secretariat.
8' All attached and Subordinate offices of Ministry of personnel, p.G. & pensions.
9. Nlc, DoP&T with the request to upload this oM on Departrnent,s website

(OMdOrders)Estabtishment) LTC Rutes)
10. Hindi section for Hindi version.
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