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Guidelines for availing LTC
Eligibility:

(@) Please check your eligibility before applying for LTC. Employee with one year
continuous service on the date of journey performed is only eligible to apply for LTC.

(b) Please ensure that you have applied for leave and submitted intimation about
proposed LTC availing to Administration Section before the LTC journey is undertaken.
Leave is mandatory for availing LTC. This includes Casual Leave and Vacation Leave also
among other type of leave.

(©) 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.

Block Year:

(@) Please note that the current two year block is 2022-23 and the current four year
block is 2022-25.

(b) 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, being grace period.

LTC Provisions to the New recruits:

(@) Leave Travel Concessions shall be admissible on completion of one year’s
continuous service. This concession entitles fresh recruits to avail of LTC in two block
years of four years each i.e. for first 8 years of their joining Government service.

(b)  In every block of 4 years, fresh recruits are allowed to avail 4 home town LTCs or 3
home town LTCs and one All India LTC in lieu of the home town LTC. However, the all
India LTC can be availed only on the 4" occasion of the block and not at random.

(c) Fresh recruits are not allowed to use unutilized LTC in the next year, as they are
eligible for LTC every year for the first 8 years of Government service. They can also
convert Home Town LTC to J&K/ NER LTC against one of the four occasions of Home
Town LTC available to them in each block.

Any previous service rendered under Government of India shall be considered while
calculating first eight years.

Travel Entitlement:

(@  The following is the Air/Train travel entitlement.

Pay Level By Air By Rail

14 and above Business/Club Class | 1t AC / Executive Class
12,13 and 13-A Economy Class 15t AC / Executive Class
9to 11 Economy Class 2"d AC / Chair Car
6to8 Not entitled 2"d AC / Chair Car

4 and 5 Not entitled 34 AC / Chair Car

3 and below Not entitled 34 AC / Chair Car




(b)  Government servants not entitled to travel by air are allowed to travel by air in
Economy class by any airlines in the following sectors under Special Dispensation
Scheme:

0] Between Kolkata/Guwahati and any place in NER.

(i) Between Kolkata/Chennai/Visakhapatnam and Port Blair.
(i)  Between Delhi/Amritsar and any place in J&K/Ladakh.
(©) Travel by Helicopter is not permitted under LTC scheme.

Mode of Transport:

(@) The Journeys on LTC are to be undertaken in the entitled class of the Government
servant in public/Government mode of transport only.

(b)  Travel by private modes of transport is not allowed on LTC. However, wherever
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. Certificate should also
state that, these modes operate on a regular basis from point to point with the specific
approval of the State Governments/Transport authorities concerned and are authorised to
ply as public carriers.

(c) If an Institute 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 already available in that part, then he/she will be allowed the
fare reimbursement till the last point where he/she has travelled by the authorised mode of
transport.

LTC Advance and Reimbursement / Settlement:

(@ The time-limit for drawal of LTC advance is 125 days for journeys by train and 65
days for journeys by other modes of transport, viz. air / road / sea.

(b) Required to produce the tickets within ten days of the drawal of advance,
irrespective of the date of commencement of the journey.

(c) Reimbursement under LTC scheme does not cover incidental expenses and
expenditure incurred on local journey. 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.

(d) LTC Claim Settlement. Where advance has been drawn, the claim for
reimbursement shall be submitted within one month of the completion of the return
journey, failing which the right to claim shall stand forfeited and the entire amount will be
recovered along with applicable penal interest from the date of drawal of advance to the
date of recovery.

Where no advance has been drawn, the claim for reimbursement should be
submitted within two months of the completion of the return journey, failing which the claim
shall stand forfeited.



Booking of Ticket:

(@ In all cases whenever an employee claims LTC by air, he/she is required to book
the air tickets 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 mode including
directly from Air Line web site is not permitted.

(b)  Government employees are to choose 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.

(i) 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.

(i) There is provision of optimizing within a 10% price band, for convenience
comfort.

(i) Employees are to retain the print-out of the concerned webpage of Authorised
Travel Agents having flight and fare details for the purpose of the settlement of the
LTC claims.

(c) 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 also to ensure
booking of only one ticket for each leg of intended travel on LTC. Holding of more than one
ticket is not allowed.

(d)  No Mileage Points will be generated against travel on Government Account.

Availing of tour packages:

(@) 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 fare component and certify that the journey was actually performed by the
Government servant and his family members for which he/she is claiming the Leave Travel
Concession.

Encashment of Earned Leave:

(@) The staff members are allowed to encash 10 days of Earned Leave while availing
LTC to the extent of 60 days during the entire service, for which a balance of at least 30
days of earned leave is must. The request for each encashment should be made prior to
availing the LTC.

(b)  The balance at credit should not be less than 30 days after deducting the total of
leave, if any availed plus leave for which encashment was availed.

Travel by non-entitled mode:

(@) 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 only



through the three Authorised Travel Agents 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 less.

Please ensure that, you are complying with above guidelines which will ease
processing of your claim and avoid any rejection.

Misuse of LTC:

(@ In case of any misuse of LTC is reported, disciplinary action shall be initiated
against the concerned employee. The disputed claim will be withheld and further LTC
facility will not be allowed, till finalisation of the disciplinary proceeding.

Clarification if any:

In case you still need any clarification related to availing of LTC, may please call LTC unit
at extension 4022 or visit HCM Section, 2" floor, Main Building. We will be happy to help
you.

Dr. K. V. Reghuthaman
Joint Registrar (HR)



