fean- &= Guidelines:

1. TOIad 3R 3% g TR & oid & gt a1 o ft g1, a8 oy |t faftg et &t femm ) ag @y
Had I5] HHATRY! D1 e g1 A= BT ARG ah T Iy &1 Jal G &1 &l
Admissible to all regular employees irrespective of the distance between headquarters and their
home towns. Admissible only to those who have completed one year of service on the date of
journey.

2. HUGT UACR & foT 3MTae o ¥ Ugd U BT o o | I8 TR & e vadih & auf &t i o
TH IR forn S avarl @, IR URA & forddt +ft M & fow Tadielt IR awf & & sl & T IR forn o
Tl g, T sl a¥ 2022-2025 |
Please check your eligibility before applying to LTC. LTC to Hometown can be availed once in
a Block of two years and LTC to any place in India may be availed once in a block of four
Block i.e. Block year 2022-2025

3. Faftd 991 & Ue ¥ BT ol G HRA & F1E, AT Wil HHATRA! B Tec e (Il & dgd Poise a8 &
YR TR 3T SHIURI TR AT B T a1y e, o o
e UEd M @R T8 R & fag
o TN AR YRA & fHlt off = & forw
o TUHE, B0 3R IIaa 3G 6 TR & [T 3R
o 33T IR URA & Tt off R & ferw
g AT 7T el HHATRG BT Had 3% TSR JaT H Ugd 3113 I &b GRH & Suds giift|
After completion of one year of regular service, Fresh recruits are eligible to travel on eight
occasions on calendar year basis under LTC rules, as under:
a. first three occasions to Home Town
b. fourth occasion to All India
c. fifth, sixth and seventh occasions to Home Town; and
d. eighth occasion to All India

This facility shall be available to the fresh recruits only for the first eight years applicable after
joining the Government for the first time.

4. U Yl HHAIRG BT 3o URAR & 1Y g TR AT IR & oI IR auf & salid § ol R feu o 8
3R Y AR R YRA & foradt ft RIM &1 T BT S el 71 T8 Jfaen ¢ vl sranial &) drad Jar o
Ugd & IR-IN & Al P GRIF IUA GRTt | U5 & IR-TN & sl &1 TUHT HHART gRT 9T & Mfdra
B @ IR fafy § 31 Sl ydl 8 HHaR) a6 § WHR § $g1 AR HRRA g1 | gTfifs, CCS (LTC)
7w 1988 & W 7 & SR, T T Hdll HHART HT TACRT §F dhaieR a8 & [eurd ¥ Uk 8 &) (Hafid
Ja1 g 1 1 fafy § = o St | 7w vl eanfeat & o, SATd 9N # uaci &1 9 e ferar o
el Hich 5 YD Y TeIe /il 1 g UK Bl o | SHIY, UfS Bis 71 Hell Hrar] [t af & gadht
gfaen &1 a1y T8 ISIAT 8, 1 39 a8 & 3id H Ih1 TAC i FHT HHT ST |
Fresh Recruits are allowed to travel to their home town along with their families on three
occasions in block of four years and to any place in India on the fourth occasion. This facility
shall be available to the fresh recruits only for the first two blocks of four year applicable after
joining the service for the first time. The First two blocks of four years shall apply with
reference to the initial date of joining the service even though the employee may change the job
within the Government subsequently. However, as per Rule 7 of CCS (LTC) rules, 1988, the



LTC entitlement of a fresh recruit will be calculated calendar year-wise with effect from the
date of completion of one year of regular service. No carryover of LTC to the next year is not
allowed in case of a fresh recruit as he already entitled to every year LTC. Hence, if a fresh
recruit does not avail for the LTC facility in any year, their LTC will deem to have lapsed with
the end of that year.

5. TS AT & dgd UH: Y § T RAS T SR RITHG ar1 W g ardl W WMHd Tal ¢ | & & &
H1 G YA Had T R Y g VM d6 &1 I Ja9 Bic 3R W Arf )R amn fowe & oiuR R 8
fopa Smam |
Reimbursement under LTC scheme doesn’t cover incidental expenses and expenditure incurred
on local journeys. Reimbursement of expenses of journey is allowed only on the basis of point
to point journey on through ticket over the shortest direct route.

6. 3P AR & FHRIGH HT qrar FuiRd yoa & aroeh aen g8 89 & T e & iR a1 gid Uegd foan
ST 1R I TRt & Ry o A veH HRA & Fawt o1 Secud S man 7, d wem witeRt
dSAD &9, Ul Hidw [ JW R WPHR GRT SgHT &9 &R F 2% P, Igd ST - 99 15,
HES (6)1 FHAR F T ft 3Ry B o 98 Fta Rifga Jar @wadh) 1998 & Pl & oUR @ &
T o gars Ae/a9 fewre onfe gRT arad o AT R HT THI0 TR He |
The claims in adjustment of the advance should be preferred in the prescribed form within one
month of the completion for the return journey or immediately. If the rules for granting
advances for LTC have been violated, the Competent Authority shall charge penal interest, i.e.
2% above the rate of interest allowed by Government on Provident Fund balances -Rule 15,
GID (6). Employee is also requested to produce the evidence for having actually performed
journey by Air/Train/Bus tickets etc. In support of the claim as per rules of central civil
Services(LTC) 1998

7. JaAgd 8 ard HHAR! U Ul & AR TSR BT A1 3T Thd §, SR (b ATaT I Ih!
Jargit &1 fafd I ugd T &1 S| Jar+gd g o a1 TAc T &1 a1y el fordr Sff Jobar|
The retiring employees are eligible to avail LTC as per their entitlements provided that the
return journey is performed before their date of retirement, LTC is not allowed after retirement.

8. G HHIRT URAT TRATSY GRT G4 el AT I A1 I 5, il T T Hhad ¥ 1 99 & 9a9 BIC JA7T
& foTu a Hfird xgmm, ok 6 () GID(s) & Feffvd g
If the employee travels by longest route by Indian airlines, then the travel expenses strictly
restricted to the shortest route by train or bus fare as per rule(f) GID(5).

9. 39 IeH H, afg HHard o1 s A HeR 3T A1kt &, o I 4 IR U A F 79 (10) &G & iR
I/XE/GTS fedhe TRgd 1 G|
In this connection if an advance amount is sanctioned to the employee, he / she should produce
bus/train/air ticket within ten (10) days of drawal of the advance.

10. TACR & He o gars amn & Gt ol §, 841 fodhe dhad diF siftigrd e Tole (ATA) T BRie! Sa,
S fafafed 6
(@) IR AT €S Hu- forfics
() 32l ¢aed Td X (ATT)
() YR XAd HehT 3R R HIURIA fIfHes (IRCTC)



11.

12.

13.

In all cases of air travel in respect of LTC, air tickets shall be purchased only from the three
Authorized Travel Agents (ATA) namely:

(a) M/s Balmer Lawrie & Company Limited (BLCL)

(b) M/s Ashok Travels &Tours (ATT)

(c) Indian Railways Catering and Tours Corporation LTD. (IRCTC)

I Tole &1 g, 41 ifrga amn wolel # 9 fewre gft & forg, wamera,/ faum ok sifert R sier
&, afe W gfhT ot g, g gfawm 3R It Jores & SR W gRT|

The choice of the travel agent for booking of ticket from the three authorized travel agents is
left upon to the Ministry/Department and the official in case of self booking, based on
convenience and service quality.

"IRAR" HT AAAS § BRI HHART BT Gell/afa, 3 shfad sifaaried o= a1 9ad a2, off I aRE ¥ WBRI
HHIRI R 1R T, 96 & WRT HHAR P 1Y Il 81 AT g1 | "FHHRAT" B R WDRI BHART b Ufel/qell
R AN et Bt 81 ke fefvd w7 & o, @it Ol 9 sma 39 ufkar UwE ¥ siftie =6t gt =1ie,
S FHl WHR gRT FAUiRd 31 118 5, 314l 29,000/- Ui ATE 3R ITHT AR Ul - a9 4(d) 3R e
5 dUT GID (2) & 3HIER|

The term “family” means a Government servant’s wife / husband, two surviving unmarried
children or stepchildren, wholly dependent upon the Government servant, whether they are
residing with the Government servant or not. The “dependency” condition does NOT apply to
the Government servant’s spouse. For deciding the “dependency”, income from all sources
should not exceed the amount of Family Pension prescribed in Central Government i.e Rs.

9,000/- p.m and Dearness Relief there of-Rule 4(d) and explanation 5 and GID (2).

URaR &1 aRHTeT 7 =i R
ufd/aa (@fd 3R Tl
3 Siifad stfaanied =1, R ad a= 3R S &0 § e g 70 = Tite €
TATH /ATl T T g5/fear adi@n, st gl iR ¥ iR § iR Wi sremt & Iy
Tl 8
TR I & OFH & HRUI &l ¥ YD T (3HATIH IR Al &, 99 Fs o= T Ty TH ) |
AIT-Yar 3R et Arar-far, S gf @Re § W e’ R MRk § TR § W e &
1Y T5d Bl A1 AT |
YIs-g8- (Sifaariea Bic uiR iR sifaarfga/darmyer/@nt/saT gs/fAyar d8+), ol WHRI
FHHAR & 1Y 5 § 3R I R A R § s2rd 396 wrann-firan an & sifad 7 8 o1 wg et
FHHIR R G ag AR T
Relations included in the definition of Family:

a) Spouse (Husband & Wife)

b) Two eldest surviving unmarried children including step children and legally adopted
children, and

c) Divorced / abandoned / separated from husband / widowed daughter(s) wholly
dependent and residing with Government employee.

d) Children exceeding two as a result of second child birth resulting in multiple births (in
exceptional case)

e) Parents and step parents, who are wholly dependent on the Government employee,
irrespective of whether they are residing with the Government servant or not.



14.

15.

16.

17.

18.

19.

f) Siblings (unmarried minor brothers and unmarried/ divorced/ abandoned/ separated/
widowed sisters) residing with and wholly dependent on the Government employee,
provided that their parents are either not alive or are themselves wholly dependent on
the Government employee.

TS IIoFT & d8d IH: YT H S RAS W SR AT I R g1 aT1a T Qiid gt ¢ | s & §d
HT T YIAH Had Wise-g-Wiee IH |, Ja9 Bic 3R H 7nf IR 5 fedhe & MR R far smem|
(CCS (LTC) T, 1988 &1 fTH 13)

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. (Rule 13 of
CCS(LTC) Rules, 1988)

afird / ST / ORIy SMHfRTed AT, 3eqd- GHI, I BT AR @ aHT & IRA
U B 1 Hadt gled! (AR, FAaR) I SR U T B

Admissible during regular / casual / special casual leave, Study Leave, Maternity Leave and
during Paternity Leave. Not admissible during holidays (Saturday, Sunday) alone.

URER & o fhft of TRem & oren-orenT Tig! & A dR Tdhd ¢ | TS JUg $I a1 aml 39 GHg i
e S dTell AT 1 FH3ATd Y B8 HolH & IR I 8- A1feT | 39 <1 B IRy 7ral # faumT v R
< foan S T g

Family members may travel independently in any number of batches. The return of each group
must be completed within six months from commencement of that group’s outward journey.
This condition may be relaxed by the Head of the Department in special cases.

TAYTTaE 39 i Bt [Muffed Afer a1 araa & g few e o & eraR o simem, S off B g
Reimbursement allowed by the entitled class or actually travelled class whichever is less.

FHHREl oY 3ot ur e oft H T K gars AT BT GG HIAT BN, S I arad fhm g, 3R
o1 & 9 Al Wya g1 ot Tieht IS (1 o) =1t Bhi:
%) Al & fo FEfaRad 3 8¢ & wic § ¥ fofl to Wi & amm &1 S 00:00 ¥ 03:00, 03:00 H
06:00, 06:00 | 09:00, 09:00 ¥ 12:00, 12:00 ¥ 15:00, 15:00 ¥ 18:00, 18:00 ¥ 21:00, 21:00 H 24:00|
W) Ay 3R 3R & oY 10% Yoo W1 & HidR 3 gHa &t Fawl
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 at the time
of booking: -
a) On the day of travel in the desired 3 hours slot of following time band-00.00 to 03.00,
03.00 to 06.00, 06.00 to 09.00, 09.00 to 12.00, 12.00 to 15.00, 15.00 to 18.00, 18.00 to
21.00, 21.00 to 24.00
b) With provision of optimizing within a 10% price band, for convenience and comfort.

FHHARGT B e A1 Tacl & fou Fuiia amn fafy & &3 § 39 21 37 18d gas fode §6 A &t
TATE < ST &, AT T Teh & BT AT ISTT o Wb 3R WBRY Jol- TR SIS HH o1 S T | I
FRIHH BT TRt anft uferan & g1, R oft g 31 o1 gadlt B

Employees are encouraged to book flight tickets at least 21 days prior to the intended date of
travel on tour and LTC, to avail the most competitive fares and minimize burden on the




20.

21.

exchequer. Bookings may be made even if the approval of the tour programme is still under
process.

FHHAIRA! DI 3O A ardl &I fFafaied fHuffed g Far & Hiar uga & ghm:
1. afe 3ifr R ot 71 €, A I YA BT Erar Rt A gt 81 % T e & iR TR fma
SNl 3R
2. g ¥ iRy =Y ot 715 71, Al T 95T ¢ o7 BT gra1 Ao ae g 81 & o dee & HiR
ESGACRINIEIC Y
BTaifop, et Harer/ Ay faxii TaeaR &t IgAfd d Gral B DoP&T ¥ TgH T far WieR o uohd
8, T foF O.M. BT 31011/3/2015-Estt.A-1V, f&did 21.12.2023 & IwiRad &
The employees are required to submit their LTC claims in the prescribed time period as
mentioned below:
1. Where advance has been drawn, the claim for reimbursement shall be
submitted within one month of the completion of the return journey; and
2. Where no advance has been drawn, the expenditure incurred shall be
submitted within three months of the completion of the return journey.

However, the Ministry/Department concerned with the concurrence of Financial Advisor can
admit the claims without reference to DoP&T as per O.M. No. 31011/3/2015-Estt.A-1V dated
21.12.2023

XTSI, ATt SR gRIT Sl & STaT, TACR & dgd dor UaRiiN, de HIRd TaRTDY 3R gHTR UaRi
N A g B B gAEfd B, S UEAl & SUR @1 [O.M. WS 31011/03/2022-PP A-lv, feAi®
14.01.2025]

Apart from Rajdhani, Shatabdi & Duronto trains, travel by Tejas Express, Vande Bharat
Express and Humsafar Express trains under LTC is allowed, as per entitlement. [O.M. No.
31011/03/2022-PP A-1V, dated 14.01.2025].

22. quft o femm-fadwr Tt Ty, srawrr-Tg-ywor Rarad faw, 1988 SR I TNt & TR 8|

All other guidelines shall be in accordance with the rules mentioned in the CCS Leave Travel
Concessions Rules, 1988, and its amendments.



