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Husband and Wife are one unit for the purpose of LTC and thus condition of dependency is 

not applied on the husband or wife as the case may be.

Children of divorced, abandoned, separated, widowed sister are not included in the term 

“Family”

YOU CAN ALSO CLICK BELOW LINK TO GET LTC RULES.

RESTRICTION OF TWO SURVIVING CHILDREN DOES NOT APPLY IF

>  in respect of those employees who have already more than  two children  prior to 20.10.97.

>  Children born within one year of coming into force of this  restriction;

> Where the number of children exceeds two as a result of  second multiple births.

Not more than one wife is included in the terms of family.  Where second wife is with the 

permission of Government, the second wife shall be included.

Though it is not necessary for the spouse or children to reside with the Government 

employee, so as to be eligible for LTC

AREAS OF JOURNEY
ANYWHERE IN INDIA BY SHORTEST ROUTE.

MEANS OF TRANSPORT

BY TRAIN,PUBLIC SECTOR TRANSPORT,AIR INDIA PLANES OR ANY OTHER MEANS BUT ONLY FOR AREAS WHERE 

THESE MENTIONED MEANS ARE NOT AVAILABLE.AS PER OLDER RULES,NO REIMBURSEMENT OF LOCAL CHARGES OR 

ACCOMODATION EXPENDITURES IS ALLOWED.MOREOVER LATEST NOTIFICATION OF LTC HAS ALSO TO BE STUDIED 

MINUTELY  AS NOW GOVT. HAS ALLOWED 10 DAYS LEAVE ENCASHMENT FOR LTC IN A BLOCK FOR ITS EMPLOYEES.

DEFINATION OF FAMILY FOR THE PURPOSE OF LTC

HOW TO AVAIL LTC

GOVT. SERVANT'S WIFE/HUSBAND AS THE CASE MAY BE, & TWO SURVIVING UNMARRIED CHILDREN OR STEP 

CHILDREN WHOLLY DEPENDENT ON THE EMPLOYEE IRRESPECTIVE OF THE FACT THAT THEY ARE RESIDING WITH GOVT. 

EMPLOYEE OR NOT.

MARRIED DAUGHTER WHO HAS BEEN DIVORCED, ABANDONED OR SEPARATED FROM HER HUSBAND & IS RESIDING 

WITH THE EMPLOYEE & IS WHOLLY DEPENDENT ON HIM.

PARENTS AND/OR STEPMOTHER RESIDING WITH & WHOLLY DEPENDENT ON THE EMPLOYEE.

UNMARRIED MINOR BROTHER AS WELL AS UNMARRIED,ABANDONED,SEPARATED OR WIDOWED SISTER RESIDING 

WITH EMPLOYEE & WHOLLY DEPENDENT ON HIM,PROVIDED THAT THEIR PARENTS ARE EITHER NOT ALIVE OR 

THEMSELVES ARE WHOLLY DEPENDENT ON EMPLOYEE.

http://www.employeesforum.yolasite.com/services.php

PERMISSION IS SOUGHT ON ANNEXURE FORM-A FROM COMPETENT AUTHORITY

ADVANCE FOR LTC

IF EMPLOYEE WANT TO CLAIM THE BILL AFTER COMPLETING TOUR,HE HAS TO SUBMIT CERTIFICATE & 

AFFIDAVIT IN ANNEXURE-B & ANNEXURE-C.

EMPLOYEE CAN GET 90% OF TOTAL LTC BILL 60 DAYS IN ADVANCE OF COMMENCEMENT OF LTC.HE HAS 

TO SUBMIT RECIEPT SLIP OF TICKETS WITHIN 10DAYS OF RECEIVING THE ADVANCE & HAS TO START HIS 

TOUR WITHIN 30 DAYS OF ADVANCE.EMPLOYEE CAN GET PERMISSION TO CHANGE THE TOUR VANUES 

FROM COMPETENT AUTHORITY BEFORE STARTING TOUR.

LEAVE TRAVEL CONCESSION

PUNJAB GOVT. HAS ALLOWED ITS EMPLOYEES THIS FACILTY FOR VISITING ANY REGION IN INDIA OR TO GO TO 

HIS/HER ANCESTRAL HOUSE ONCE IN A BLOCK OF 4 YEARS.,

ENTITLEMENT
1. GROUP A-D REGULAR EMPLOYEES

2. CONTRACTUAL STAFF HAVING 4 YEARS CONTRACT.

http://www.employeesforum.yolasite.com/services.php


1.     …………….

2.                                                ……………..

3.     

4.   

5.      

########

(i)

(ii)

(iii)

########

S.NO.

       8.(a) 

(b)

DATED.

PLACE.

SIGNATURE OF APPLICANT

DESIGNATION

 NAME OF THE OFFICER/EMPLOYEE

POST HELD 

DATE OF APPOINTMENT IN PRESENT SERVICE

PERIOD DURING WHICH LTC IS PROPOSED TO BE AVAILED OF(IN CASE OF SELF PLEASE 

INDICATE WHETHER LEAVE HAS BEEN SANCTIONED

BLOCK OF THE YEAR FOR WHICH L.T.C.IS PROPOSED TO BE AVAILED OF

IT IS CERTIFIED THAT LEAVE TRAVEL CONCESSION FOR THE BLOCK YEARS BEING CLAIMED ABOVE WAS NOT AVAILED OF PREVIOUSLY.

IT IS FURTHER CERTIFIED THAT THE MEMBERS OF FAMILY FOR WHOM L.T.C. IS BEING CLAIMED,ARE RESIDING WITH ME.

IF ANY SANCTION FOR THE GRANT OF L.T.C. WAS ISSUED,PLEASE QUOTE NO. & DATE

WHEN THE L.T.C. WAS AVAILED OF LAST(INDICATE THE BLOCK YEAR FOR WHICH L.T.C. 

AVAILED OF & THE PERIOD DURING WHICH IT WAS AVAILED OF)

      MEMBERS OF FAMILY FOR WHICH L.T.C.IS  AVAILED

NAME OF FAMILY MEMBER RELATION WITH EMPLOYEE

IN CASE OF (b) OF THE ABOVE THE PLACE TO BE VISITED

DETAILS OF L.T.C. BE TO AVAILED OF:

WHETHER FOR VISITING IN HOME TOWN

WHETHER FOR VISITING ANYOTHER PLACE IN INDIA

ANNEXURE-A

APPLICATION FOR AVAILING OF LEAVE TRAVEL CONCESSION



TO

  WITH 

CHILDREN/

CHILDREN/ CHILDREN

AND

 YEAR AND

CHILDREN/

6

 

SIGNATURE OF GOVT. EMPLOYEE

5 THE JOURNEY HAS BEEN PERFORMED BY ME/MY WIFE WITH

 CHILDREN TO THE DECLARED HOME-TOWN/VILLAGE/PLACE

      IN INDIA.

THAT MY HUSBAND IS NOT EMPLOYED/THAT MY HUSBAND IS EMPLOYED IN GOVT. SERVICE & THE CONCESSION HAS NOT BEEN AVAILED OF BY HIM /HER SEPARATELY FOR 

HIMSELF/HERSELF IOR ANY FAMILY MEMBER IN CONCERNED BLOCK OF TWO YEARS/FOUR YEARS.

4 I HAVE ALREADY DRAWN T.A. FOR THE L.T.C. IN RESPECT OF A JOURNEY PERFORMED BY ME IN THE 

IN RESPECT OF BLOCK OF TWO/FOUR YEARS FROM

.THIS CLAIM IS IN RESPECT OF JOURNEY PERFORMED BY ME IN THE YEAR

.THIS IS AGAINST THE CONCESSION ADMISSIBLE ONCE EVERY TWO YEARS IN A PRESCRIBED BLOCK FOR

 VISITING HOME-TOWN AS ALL THE MEMBERS OF MY FAMILY ARE LIVING AWAY FROM MY PLACE OF

 WORK.

  THE PARTY ON EARLIER OCCASSIONS.

3 I HAVE NOT ALREADY DRAWN T.A. FOR THE L.T.C. IN RESPECT OF A JOURNEY PERFORMED BY ME/

 MY WIFE WITH IN RESPECT OF THE BLOCK OF

 TWO/FOUR YEARS FROM THE CLAIM IS IN RESPECT OF

 CHILDREN NONE OF WHOM AVAILED OF THE CONCESSION RELATED TO THAT BLOCK.

ANNEXURE -B

CERTIFICATE TO BE GIVEN BY GOVT. EMPLOYEE
1

I HAVE NOT SUBMITTED ANY OTHER CLAIM SO FOR FOR L.T.C. IN RESPECT OF MYSELF OR MY FAMILY

MEMBERS IN RESPECT OF BLOCK OF TWO/FOUR YEARS FROM

2 I HAVE ALREADY DRAWN T.A. FOR THE L.T.C. IN RESPECT OF A JOURNEY PERFORMED BY ME/MY WIFE

CHILDREN.THE CLAIM IS IN RESPECT OF THE JOURNEY PERFORMED BY MY WIFE

 /MESELF WITH  CHILDREN NONE OF WHOM TRAVELLED WITH



I S/D OF

DATE

PLACE DEPONENT

DEPONENT

VARIFICATION

VARIFIED THAT THE ABOVE FACTS ARE TRUE TO THE BEST OF MY KNOWLEDGE & BELIEF & THAT NOTHING HAS BEEN CONCEALED THEREIN.

AFFIRM & DECLARE THAT JOURNEYS IN RESPECT OF WHICH L.T.C. FOR VISTING

IS BEING CLAIMED VIDE MY BILL FOR THE PERIOD WERE ACTUALLY PERFORMED BY

ME AND/OR MEMBERS OF MY FAMILY AS PER DETAILS GIVEN IN THE L.T.C. BILL.

ANNEXURE-C

AFFIDAVIT
EMPLOYED AS

IN THE OFFICE OF DO HEREBY SOLEMNLY



 

 

APPLICATION FOR ENCASHMENT OF EARNED LEAVE FOR L.T.C. PURPOSE CLAIMED FOR THE 

BLOCK YEAR : ________________________ 

1 Name of the Officer  

2 Designation  

3 
No. of days  claimed for 

encashment 
 

4 Period of EL/CL availed during LTC  

5 EL Balance at Credit  

6 (i) Basic Pay  

  (ii)  Grade Pay  

  (iii) DA  

  (iv) Total  

7  

Amount claimed for encashment of 

10 days ( Will be filled up by the 

Office) 

 

 

 

 

 

Signature 

 

Name of the Govt. Servant : 

Designation.   : 

 



Sub Bill No………………………. T.R.25.C

Leave Travel Concession Bill for the block of year __________ to _________

PART-A[To be filled up by Government Servant]

1. Name _________________________ 2. Designation __________________________
3. Pay ___________________________ 4. Headquarters _________________________
5. Nature and period of leave sanctioned, from ______________ to __________________
6. Particulars of members of family in respect of whom the LTC has been claimed.
Sl.No Name Age Relationship with the

Govt. Servant
1
2
3
4
5
6

7. Details of journey(s) performed by Govt. servant and the members of his/her/family
Departure Arrival

Date & 
time

From Date & 
time

To
Distance
In KMs

Mode of
Travel & 
class of 
accommod-
ation used

No. of 
fares

Fare 
Paid
Rs.

Remarks

8. Amount of advance if any drawn Rs. _________________
9. Particulars of journey(s) for which higher class of accommodation than the one to which 
the Govt. servant is entitled, was used(Sanction number and date to be given)

Place

From To

Mode of 
conveyance

Class to 
which 

entitled

Class by
which actually 

travelled

No. of 
fares

Fare paid
Rs.

..Contd.,



10. Particulars of journey(s) performed by road between places connected by rail :
Name of places

From To
Class to which entitled Fare Rs.

Certified that the
1. Information as given above is true to the best of my knowledge and belief, and
2. that my husband/wife is not employed in government service/that my husband/wife 

is employed in government service and the concession has not been availed of by 
him/her separately or himself/herself or for any of the family members or the 
concerned block of __________ years.

Signature of the Government Servant
Date :

PART B[To be filled in the Bill Section]

1. The net entitlement on account of leave travel concession works out to Rs.________ as 
detailed below :
(a) Railway/Air/Bus/Steamer fare Rs. ___________
(b) Less amount of advance drawn vide Voucher No. _____________ dtd _____ Rs. ______
(c) Net amount Rs.________ (Rupees__________________________________________)

2. The expenditure is debitable to _______________

Signature of Bill Clerk Signature of DDO

Countersigned

Signature of controlling office

Certified that necessary entries have been made in SB of Sri/Smt./Miss ________________

Signature of the officer authorised to



APPLICATION FOR AVAILING OR LEAVE TRAVEL CONSESSION

1. Name of the Officer/Official :

2. Father’s /Husband’s name :

3. Post held :

4. Present branch/office :

5. Date of appointment in the 
present service :

6. Basic pay of the official/officer :

7. Entitlement of Class by Railway :

8.        Approximate fare required 
for journey :

9. T.A. Advance required (90%) :

10. Head of account to which the pay 
of the official is debited :

11. Period during which L.T.C. is 
proposed to be availed of (in case 
of self, please indicate whether 
leave has been sanctioned). :

12. Block of year for which L.T.C. is 
proposed to be availed of :

13 Details of L.T.C. to be availed of :
i) Whether for visiting home town :
ii) Whether for visiting any place :
iii) In case of (ii) above, the place 

to be visited. :

14. Members of family for whom L.T.C. 
is to be availed of :

i) Name’s of family members with 
present age :

ii) Relationship with the applicant :

15. When L.T.C. was availed of last ? :
(intimate the block year for which
L.T.C. was availed for and the per-
Iod during which it was availed of.

If any sanction for the grant of :
L.T.C. was issued, please quite 
Its No. and date.



1. If father and mother are to 
accompany, attach an affidavit 
indicating that they are dependant 
on the applicant and have no source 
of income and are residing with the 
applicant.

2. Indicate whether the wife or 
husband is in Govt/Semi. Govt, of  
private service.

It is certified that the Leave Travel Concession for the block year being claimed above was not 
availed of previously.  It  is further certified that the members of family for whom L.T.C. is being 
claimed are residing with me.

Signature of applicant

Name in Block
Letters

Dated :______________ Designation:

Place:_______________ Branch:
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