APPLICATION FORM FOR  GRANT OF LTC ADVANCE
1. Name of the Government servant :

2. Designation

3. Date of entering the Central Government service :

4. Present Pay :

5. Whether permanent or temporary :
6. Hometown as recorded in the service book:

7. Whether wife/husband is employed & if so

 whether

8. Whether the concession is to be availed for 

visiting Hometown & if so block for which 


LTC is to be availed.

9. (a)If the concession is to visit “anywhere in India”, 

the place to be visited

(b) Block for which to be availed

10. Single railfare/busfare from the headquarters to 

To hometown/place of visit by shortest route

11. Persons in respect of whom LTC is proposed to

Be availed.
	S.No
	Name and age
	Relationship

	
	
	


12.
Amount of advance required ______________Rs. _________________________ 

I declare that the particulars furnished above are true and correct to the best of my knowledge. I undertake to produce the tickets for the outward journey within ten days of receipt of the advance.

In the event of cancellation of the journey or if I fail to produce the tickets within ten days of receipt of advance , I undertake to refund the entire advance in one lump sum.
Date :









Signature:

CHECK LIST

(For use in Office)

1. Particulars in Col. 1 to 6 verified :

2. Amount entitled for reimbuserment :

Fare Rs.          x (No. of tickets)

      3.
Advance admissible (90% of amount in 2) :
                       Rs.    


Advance of Rs.               may be sanctioned







OR


The advance is not admissible since                     


The official has not completed the minimum service   

DECLARATIONS

I ___________________hereby certify that the above particulars furnished by me are true and correct.
I also undertake to refund the LTC advance in full immediately in case of failure to perform the proposed journey for which advance was taken.
I also declare that I will not visit other than the place mentioned in he application without obtaining prior approval of the competent authority.

I also agree to refund one half of the advance if the return of journey could not be performed within 90 days from the date of the advance.

I also agree to credit forthwith to the office any excess amount of advance left with me for any reason whatsoever.

I also agree to produce evidence of purchase of tickets etc. for myself/members of my family as the case may be for the forward journey within 10 days of before the commencement of the journey whichever is earlier from the date of drawing the advance. I am aware that failure to comply with the above requirement will entail recovery of the advance in one lump sum from the next drawl of my salary, together with the penal interest @ 2½ % over and above the normal interest.

I am aware that if I do not submit LTC bills within one month from the date of return journey the outstanding LTC advance is recoverable ion one lump sum from my next salary together with the penal interest @ 2½ % over and above the normal interest.
I am also aware that my claim will be forfeited if I fail to submit the bills within 3 months from the date of completion of journey.

I also understand that if the LTC is availed for self the cost is reimbursable only when the journey is performed after availing  any kind of leave and not during week-end holidays other Holidays/RH alone.







SIGNATURE & DESIGNATION

FOR OFFICE USE IN HEAD OFFICE
Leave sanctioned for ___________days from _____________for _____________________ for  availing  LTC Block year _________________for self/family/self  with family as mentioned in the application for visiting  __________________________________________________________________






_______________________________

Passed for Rs. _____________________(Rupees________________________________only) 

Under  Rupee _________________________________________________________).

CONTROLLING OFFICER
------------------------------------------------------------------------------------------------------------ 

Pay Rs. ___________________________(Rupees ______________________________ )

Examined and entered.

ACCOUNTANT





ACCOUNTS OFFICER









Dated 

FORM OF APPLICATION FOR GRANT OF LTC

ADVANCE ON EARNED LEAVE/CASUAL LEAVE

1. Name of Applicant :

2. Designation :

3. Basic Pay :

4. Date of Appointment :

5. Block year for which LTC has been

applied for

6. Number of family members including self
ONWARD JOURNEY
	Name
	Age
	Relationship
	Distance (in Kms)
	Fare Remarks I/II Class

	
	
	
	
	


RETURN JOURNEY
	Name
	Age
	Relationship
	Distance (in Kms)
	Fare Remarks I/II Class

	
	
	
	
	


7. Date of commencement of the proposed
Journey & place
8. Amount of advance required
(90%  of total fare & total Km)








Signature of the Applicant
