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VISVA-BHARATI
SANTINIKETAN

NOTIFICATION

The undersigned is to forward herewith “Proforma for self-certification by the
Government Employee” along with the “Guidelines” in connection with availing
Leave Travel Concession in compliance with Govt. of India’s Office Memorandum
vide memo No. 31011/3/2015-Estt (A.IV) dt. 18" February 2016 of Ministry of
Personnel, Public Grievances and Pensions, Department of Personnel and Training,
Establishment A-IV Desh, New Delhi 110 001 for favour of information and
necessary action. Henceforth, LTC advance /Intimation would be processed with the
respective format together with proforma for self-certification by the Government

employee .

Enc.: As stated [

|

Lo
Ref.No. V.B./Est-11/22/ Joint Registrar
Dated 24" March,2016 (Establishment)

Copy forwarded for information and necessary action to :-

1. All Directors
2. All Adhyakshas of Bhavana/Vibhaga/Sadana

(98]

. All Heads of the Academic & Non-teaching Department/Section/Centre, etc.
4. University Webmaster — kindly upload it, in the University Website along with the
enclosed “Proforma for self-certification by the Government Employee” and

“Guidelines “ for LTC
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cioforma for self-certitication bv the Government empiovee

ISh/Smt./Kr. ..o, e (Name of the Govt. servant) wish
to confirm that I am availing ............................ (Home Town/ Any Place in India)
LTC in respect of self/ family member(s) for the block year ................ to visit
....................... (Place of visit) during............................... (dates of journey). It is

stated that I or the family member for whom I wish to avail LTC has/have not availed of

the same before in the present block.

2. The Particulars of members of family in respect of whom the Leave Travel Concession

1s being claimed are as under:

r
SL Name(s) Age | Relationship with the
No. Govt. servant
{
?
3. It is certified that the above facts are true and any false statement shall make me

liable for appropriate action under Rule 16 of CCS(LTC) Rules, 1988 and the relevant
disciplinary rules.

* N.B.: The Government employee may share interesting insights and pictures, if any, of
the destination visited while availing LTC on an appropriate forum.
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L. Please ensure that you have applied for leave and submitted the self-certification form
10 your Administratiop, before the LTC journey is undertaken.

- Please check your eligibility before applying for 1,TC. LTC to Home Town can be
availed once in a block of two Years and LTC to Any Place in India may be avajled
once in a four year block. If not availed during these blocks, the L.TC may also be
availed in the first year of the following block.

- Please note that the current twq year block is 2016-17 and the current four year block
is 2014-17.

In case of fresh recruits, LTC to Home Town is allowed on three occasions in a block
of four years and to any place in India op the fourth occasion. This facility is available
to the fresh recruits only for the first two blocks of four years applicable after Joining
the Government service for the first time. (For details, please refer to DoPT’s O.M.
No. 3101 1/7/2013-Estt,(A-IV) dated 26.09.2014 available on "WWW.persmin.nic.in’

<<‘OMs & Orders’<< ‘Frequently Asked Questions (F4 Os) on LTC entitlements of a
Fresh Recruir)

- A Fresh recrujt Mmay at his option choose to avail LTC upder the normal LTC rules as
applicable to other Government employees. In this case he/she will not be allowed to

7. The Journeys on LTC are to be underiaken in the entitled class of the Government
servant in public/Government mode of transport,
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10. Government sqlrvant may apply for advance for himself and/or his family members
sixty five daysibefore the proposed date of the outward journey and he/she is required

to produce the tickets within ten days of the drawal of advance, irrespective of the
date of commehcement of the journey.
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I'l. Reimbursement under LTC scheme does not cover incidental expenses and
expenditure in¢urred on local journeys. Reimbursement for expenses of journey is

allowed only an the basis of a point to point journey on a through ticket over the
shortest direct foute.

12. The time limit for submission of LTC claim is :

¢ Within three/months of completion of return Journey, if no advance is drawn;
¢ Within one ﬁponth of completion of return Jjourney, if advance is drawn.

13. Government e ployees entitled to travel by air are required to travel by Air India

only in Economy Class at LTC-80 fare or less unless permitted to do so by any
general or specific provision.

ployees not entitled to trave] by air may travel by any airline,
sement in such cases shall be restricted to the fare of their entitied
Sport or actual expense, whichever is less. o

14. Government e"
however, reim ‘
class of train/tr |

15. In all cases wh
the air tickets
agencies- viz:

never a Govt. servant claims LTC by air, he/she is required to book
ither directly through the airlines or through the approved travel
d/s Balmer Lawrie & Co. Ltd/ M/s Ashok Tours & Travels Ltd/
ing of tickets through any other agency is not permissible.

16. Travel on tour packages is not allowed, except in the case of tours conducted by
Indian Tourism Development Corporation (ITDC), State Tourism Development
Corporation (S IDC) and Indian Railway Catering and Tourism Corporation
(IRCTC). In sugh cases, only the fare component shall be reimbursable provided
ITDC/STDC/IRCTC separately indicate the fare component and certify that the
journey was acty lally performed by the Government servant and his family members
for which he/shelis claiming the Leave Travei Concession.

17. Please ensure that your LTC claim is as per the instructions to avoid rejection of
your claim.
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“Have a pleasant journey and a happy holiday”




