
No.G.12011/1/201 O/F3-III 

GOVERNMENTOFPUDUCHERRY 


FINANCE DEPARTMENT 

-oOo-


Puducherry, dated 08.03.2016 

I.D.NOTE /OFFICE MEMORANDUM 

Sub: Finance Department - Central Civil Services (Leave Travel 
Concession) Rules, 1988 - Fulfillment of procedural 

requirements - Reg. 
***** 

A copy of the O.M.No. 31011/3/2015-Estt (A. IV), dated 181
h 

February, 2016 received from Government of India, Ministry of Personnel , Public 
Grievances and Pensions, Department of Personnel and Training, New Delhi, on 
the subject mentioned above is forwarded herewith for information and necessary 

action . 

(P. A GU~~c.OU)
UNDER sti~~TARY TO GOVT (FIN.) 

Encl: as above. 

To 

All Secretaries to Government/All Secretariat Departments/ 
All Heads of Departments/Offices. 

Copy to: 
1. The Director of Accounts and Treasuries, Puducherry 
2. The Dy. Director of Accounts and Treasuries, 

Karaikai/Mahe/Yanam. 
3.The Director, Information &Technology Department, Puducherry - to be hosted 

in State Web Site. 
4.The Web Site of Finance Department - to be hosted in the official Web Site . 
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dol b/(f}.. 
 :\-<.lrth Block. 0:c'' Delhi- II 0 001 

I Received on Dated: Fcbruar~ 18. ~016 

Despatched on 


OFFICE IU\ IORAN DUf\1 


Subject:- Central CiYil Services (Lea\C Tr:t\'CI Co ncess ion) Rules, l988 - Fulfillment 
of procedural requirements. 

·1 his Depanment io.; in receipt nf a numbcr'of references regarding the procedural 
difliculties raced b: the GO\ ~rnmcnt employees in application and settlement or the LTC 
claims. Sometimes. the Go' ernment sen·ants claim that failure to follow the correct 
procedure \\as •)n account or:"~ lack ol kno'' leuge of the rules/instruction·. It is alleged -that in .llllle ca;e -. proces: ing ur Lrc claims takes undul) long time. particularly \\ hen 

\e the employee and the anctioning authoritil.!s are located at differe nt stations. 

') 10 re!TI( •Ve these hnltlcnet:kS. it has been decided tO simp lify the procedure Of' 
application and make the r roceJure or rmcess1ng of .LTC claims time bound. The 
follo,\ ing time- im its shall be t(lllo,,cd "hik processing ·the LTC appl icat ions/clai ms ol' 

*(a) Additional 3 days tran ·it -time may be allo,, ed in cases where the place of posti ng of 
the Government employees is away from their lleadquarters. The Government employee 
may proceed on LTC after action on .No. I. 

(b) E!Torts should be made to reduce th,e duration of processing or LTC 
apr! ications claims at the carl iest. The maximum time I i rrii t should be strict I y adhered to 
anu non compl rance of time limit should be adequately exrlained. 

.. .. ....~(-

thl.! (lo,··.: rnmenl sen ·ants.~ ~ ~,ft .:"io. 1 Cou r!-r of action 
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4. 

5. 

I 

Le~n c Sanction 

Sanction or LTC au vance/Leave 
encashme m ' 
Time taken b~ Au mi nistration for 

I 

verilication of LTC clai m after the 
LTC bi ll IS subm ittecl · by the 
Go,·ernment cmplo:ee for 
settlemen t. 

Time taken by DDO 

' 
Time taken by PAO 

I 

T ime limit 
5 working da) J I.L. 

\vorking days* 
_j 

5 "'·orking da: t · 1 

work ing days ·~ 

I 0 working da ys + 
3 working days* 

5 worki ng days+ 3 
working days* I 
5 working days + 3 

working days* 



. "l. 

From pre-page: 

3. Under CCS (LTC) Rules. the Go\crnment Sef\nnts are 1equ1rcd to 1nform their 
Controlling Ofticer before the juurnc)'(S I on LTC to be unJert~k.cn. It has no'' been 
decided that the Leave Sanctioning Authori ty shall obtain a sel f-ccnil i arion from the 
employee regarding the proposed L'l C journc;. The proforma fur sc lf-~ertilication has 

been annexed w ith this 0 .1\ 1. 

·L ln addition to the abo' e, it has been decided that "'·he never a Government 
servant appl ies for LTC, he/she shouiJ be provided wi th a copy o l· the guidelines 

(enclosed) which needS: to be followed while uvai lim!. LTC.
\ 	 ~ 

5. Employees may be encouraged to share interesting insight · and pictures. if any, of 

the destination he/she visited \\ hile avai ling LTC in an appropriatl! forum . 

Enclosures: 

I) Profo rma for self-ceni li<;ation. 


2) Guidelines 
 2$~9~~~~-\~ 
(Su~ya ~ara) anlfh~) 

Under ecretar) tO the GO\crnment or India 

To 

The Secretaries 

All Ministries I Department::. ur Uu' ernment o l.lndia 


(As per the standard list) 


Cop~ to: 

I. 	 Comptroller & Auditor General of India. ew Delhi. 
2. 	 Union Public Service Commission. ·ew Delhi . 

3. 	 Central Vigilance commission. Ne"" Delhi . 
4. 	 Centra l Bureau qf lnves.tigations. New Delhi. 
5. 	 Parliament Library, New Delhi. 
6. 	 All Union Territory Administrations. 
7. 	 Lok Sabha/Rajya abna ecretarint. 
8. 	 All Attached and ubordinate Ortices of Minist r) of Persvnnel, P.G. & Pensions. 
9. 	 IC, DoP&T V~ith the request to upload this O.M. on Department's '"·eb site 

(OMs/Orders<< Establishment<< LTC Rules). 

10. 

A NAREND~~l'i \ \ 'o
SUPEA\NTENO't~~ 

FINANCE DEPAfi TMENl 

CHIEF SECRETARIAT 


PUDUCHERRY. 
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Proforma for elf-certification bY the GoYernment cmplovcc 

' 

I ~h.! ' mt. Kr.... . ..... .............................. ~........ (1 arne of the Govt. cn·ant) '"i h 


to confirm that I am avail ins ........ ... .. ........... ~ .... (Home To,~,.nJ 1\ny Place in India) 


LTC in respect of self l'cunily member( ) l"l)r the block ~ear .. . ...... . ....... to visit 


................ ....... (Place of' isit) during ......... ...................... (dates ofjourne~ ). It is 

stated that I or the famil~ member !"or'' hnm I '' i-h to a,·ail LTC has ha\e not availed or 

the ·arne before in the pre-.cnt bloch.. 

2. The Particulars of members o r family. in respect of whom the Leave Travel Conce sian 

is being claimd are as under: 

Age Relation hip"' ith theSl. 

o. \ Go,·t. servant 

,, 
J. It is certified that the above !'acts arc true and any fa lse statement shall make me 
liable fo r appropriate action under Rule 16 of CCS( L TC) Rules. 1988 and the relevant 

disciplinary rules . 

. 8. The ( rovernment employee may share interesting insights and pictures, if any, of* 
the desti nation ,·isitcJ '" hik availing LTC on an appropriate forum. 



• 


Guideline 

' 
I. 	 Pkase ensure that )OU ha\l' Jppli~d for ka\e-and subin itted the ·elf-certification form 

to Y•)ur <\dninistration hcfon: the LTC jol;rne~ is undertaken. 

1 	 Please check !Our eligibilit~ bt·lorc appl: ing for LTC. LTC to I lome To, .. n can be 
:l\·aikd one.~ in a block of l\\0 years and LTC to An~ Place in lnJia may be a,·ailcJ 
onct· in a fc,ur year block. If not a'.ai led during these blocks. the LTC may al so be 
il\ ai led in tre first yearn!" the foliO\\ ing block. 

' J. Please note that the current two year bloc!-. is :2016-1 7: and the current !our year block 
i 2{11-t-17. 

-+ . 	In case of fresh recruits. L rc to I lome 1O\\ n is allowed on three occasions in a block 
of 10ur :ear.; and to an: place in India on the fourth occasion. This facilit) is a,·ailable 
tn the fre h recruits r)nl: lor the tir~t t\\0 blocks of four years applicable after joining 
the <lovernnent sen·icc for the first time. (For details. please refer to DoPrs O.M. 
No. 310 I I /' '120 I J -Estl.( A-IV) dated 26.09.2014 available on ·.., \vw.pcrsmin.nic.Jn · 
<< ·oM -& Orders· << ·Frequent~r A.\kecl Que\tions (F.4Qs) on LTC entit/eme/11.\ (~lo 
Fresh Recruit") 

5 . 	.-\ fr .: sh recruit may at his option choose to a .._ail LTC under the normal L rc rul es as 

Jpplicable tc other Go' crnment empl o:--ccs. In th i case he/she will no t be allo,,ed to 
avai l other LTC.;; as admissibk to the fre sh recruits in that block of four) ears. 

6. 	 rhe retiring Government emplo: ecs arc eligible to avail LTC as per their entitlement 
proviJed that the return journey is performed before their date of retirement. LTC is 
not allowed after retirement. 

7. 	 The Journeys on LTC are to be underta!..en In the entitled class of the Government 
servant in public'Go\.eJnmcnt mode of transport. 

8. 	Travel by pri vate modes of" transport is not al lowed on LTC, however, wherever a 
rub lic transport is not avai lable. assistance shall be allowed for the private transport 
subject to the certification from an Appropriate Authority that no other 
public/Government mode oi. transport is available for that particular stretch of journey 
and these m)des operate on a regular basis from point to point with the specific 
approval of the tate G<)\ ernmcnts Transport authorities concerned and are authorised 
to pi) as public carriers. 

9. 	If a Go,·ernment sen.an t tra,els on LTC urto the nearest airport/ raih~va)' station by 

authorized rrode of transron and chooses to complete rest of the journe) to the 
declared place of vis it h~ ·own arrangement· (such as personal vehic le or pri,·ate taxi 
etc.), while the public transpo rt system is already a,·ailab le in that part. then he may be 
allowed the fare reimbursement ti ll the last point where · he has travelled by the 
authoriseJ mode of transrort. This "ill be . subject to the undertaking from the 
Government t;mployee that he ha') actuall) trav.elied to the declared place of ~visit and 

i ~ not claiming the fare reimbursement for the pan of journey performed by the private 
O\\ned operat~d \·ehicle. 

..., ,_ 
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I0. Go, ernment servant ma~ applj for ad\ uncc tor himself and or his famil~ nh.:mbas 
::.i.\t) ti' e days before the proposed 'date· of the Otl!\\ ard joume~ and ~ et::.hc i~ requt red 
to produce the tickets ''ithin ten da)::. of the Jt,l\\al ofad\ance. ine:.pccu ... e of the 
date ofcommencement of the jounw) 

II. Reimbursement ·under LTC sc:heml! do~s nt,l cO\ er incidenwl e.,penses and 
expenditure incurred on local journe; s Reimbursemem lor c:xpensl·s of jt>u rncy is 
allovved only on the basis of' a point tu point journey on a through ticket d\er the 
shortest direct route. 

12. The time limit for submis i9n of LTC claim is : 

• 	 Within three months ofcompletionot'returnjourne), if no athancc is dra\\n: 

• 	 \\'ithin one month of completion of return journe). if ad ,·ance is dn,\\ n. 

1.3 . Government employees ent itled to tra,cl b) air are required to travel b) Air India 
only in Economy Class at LTC-80 fan: or le::.s unless permiued to do so by any 
general or specific provision. 

l.f . Government employees no[ cntitluJ tu tra,·el b~ air ma:- tr<t\'el b,t any :ti rlinc:. 

hO\\evcr. reimbursement in such case:; sh:tll be restricted to the lnre o ·their l.' tllitled 
class of train/transport or nctual cxpen-;c. "IJichcver is less. 

15. In all ca:.es whenel.·er a Go, t. ser\-ant ..:l.11ms L I C b) air. he/she ts required tt> book 

the nir tickets either direct!) th rough th~ airline:~. or through the ap )rOved tnl\\?l 

agl.!nct~s \i.e J'vl/s Balmer La,Hie & Co. Ltd \1 s A hok Tours & fravel : LtJ/ 

IRCTC. Booking of tid..ets through an~ other .tgt:ncy is not permissible. 


16. 	 rrnvel on tour packages is not allo\\'e,l, cXCt'pt in the case uf tours <onduck'd b) 

Indian Tourism Development Corporation ( lTDC), State Tourism Devctopmcm 


Corporation (STDC) and Indian Rail\\ay Carering and Tourism Corporation 

(fRCTC). In such cases, only ' th~.· fare component shnl l be r~imbursable pro vided 

I fDC/STDC/IRCTC separately intlicnte the far~ component and cer ily that the 

journey was actual!) performed b: the' (io\ernment servant and his family men1bers 
liJr \\hich he/she is claiming the Lc.:a\t: I ran~! Concession. 

17. Please ensure rhat your LTC claim is .ts per the instructions ro avoid rejection of 
your claim. 

'l 

-1'0 


"Have a pk~tsant journcy and a happy holiday" 


