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Government of India

Ministry ofJal Shakti
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Department of Water Resources, River Development and
Ganga Rejuvenation
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Shram Shakti Bhawan, Rafi Marg

New Delhi, the: 3 Ist January, 2025

OFFICE MEMORANDUM

Subject: General instructions for Leave Travel Concession-regarding

It may be iterated that DoPT and DoE has circulated various instructions/guidelines for
Government employees related to Leave Travel Concession (LTC) Scheme on various occasions.

However, of late, it has been observed that LTC applications are being received without complying

with the instructions enumerated by DoPT and DoE. Accordingly, all government employees are
requested to comply with all these instructions of DoPT & DoE. Some of the procedural
requirements for the processing Leave Travel Concession (LTC) application are under mentioned
below for compliance:

(i) Employees intending to avail LTC shall submit duly approved leave application along with the
application of LTC in the prescribed form enclosed herewith. Deemed approved leave shall not be

considered for the purpose of LTC.

(ii) in case of Air Travel, officers are requested to book flight tickets at least 21 days prior to
intended date of travel on LTC, to avail the most competitive fares and minimize burden on

exchequer. Detailed instructions may kindly be followed in the attached O.M. no. 31011/12/2022-
Estt.A-IV dated 29.08.2022. Also, the Air tickets on LTC shall be purchased from the following
Authorized Travel Agents (ATAs) by registering official Email IDs (Gov./NIC mail) on their website:

Ca)

Cb)

(C)

M/s Balmer Lawrie & Company Limited (BLCL),
M/s Ashok Travels & Tours (ATT),
Indian Railways Catering and Tourism Corporation Ltd. (IRCTC).

(iii) Government 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. They are to retain the print-out of the concerned webpage of the ATAs having
flight and fare details for the purpose of the settlement of the claims. (as per DoPT 's OM. No.

31011/12/2022-Estt.A-IV dated 29.08.2022).
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(iv) An employee intending to avail LTC is required to obtain prior permission order of the
competent authority before proceeding the journey on LTC. Competent Authority for all Group 'A’

officers is Additional Secretary (Administration) and for Group ’B' & 'C' officers; Deputy Secretary
(Administration) is the Competent Authority.

(v) in exceptional case, i.e. Medical emergency etc.; employees intending to avail LTC are
requested to provide prior intimation to the Administration Section before proceeding the journey
on LTC along with the duly approved leave from the Leave Sanctioning Authority and with
appropriate Justification.

(vi) Applications for LTC shall be submitted in the prescribed for enclosed herewith.

aajQ
Under Secretary to the Government of India

Tel.011-2373 8126
E-mail: usadmn-@nic.in

To

All officers/officials of Department of Water Resources RD & GR

(Uploading on Intra, MoWR)



F. No. 31011/12/2022-Estt.A-IV
Gover Ii:neat of India

Ministry of Per$onn€}, Public Grievances & Pensions
Department of P€r$onne! & Training

Establishment A-iV Desk
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North Hock, New Delhi.
Dated 29 th August, 2022

OFFiCZ a&EB80RANDVM

Subject: Instructions on booking of Air Tickets on Government Account in
respect of Leave Travel Concession €LW - regarding,

The undersigned is directed to refer to the abave rxleridorred subject and to
state that in view of the di$inve$unerrt of Air India and the coli soadated instructions
issued consequently by Departnlerit of Expelldittue ade O.M. No. 190:24/03/2021-
E.IV dated 16.06.2G22, which is also applicable in case of air journey in respect of
LTC, it has been decided that:

i+ In aB cases of air travel in respect of lm, air tickets shaH be purchased
only front the three Authorized Trava Agents (ATAs), naInely:

(a) M/s Ballner lawrie & Company Limited (BLCL) ,
(b) M/ s Ashok Travels & Tours {Am),
(c) Indian Railways Catering and Tourism Corporation IId. ( iRC:TC}.

ii. The choice of the travel agent for booking of ticket from the three authorized
travel agents is left open to the Mirri$try/i)epmtment and the official in case
of seE booking, based on convenience and service tiuaW, No agenta
charges/ convenience fees wai be paid to these ATAs.

iii . Government employees are to choose flight having the Best Available Fare
on their entitled travel class which is the Cheapest Fare availableI
preferably for Non-stop flight in a gh'en slot, mentioned below, at the time of
booking. They are to retain the print-out of the concerned webpage of the
ATAs having flight and fare details fat the PU,WW of a=' setaem'nt '>f the
LTC claims.

(a) On the day of crave} in the desired 3 hours’ slot of folk>wing time band '-
OQ:OO hours to C3:DO hours, Q3:OO hours to Q6:GO hours) Q6:OO hours to
Og:00 hours. Q9:DO hours to 12:OC hours, i:2:OG hours to 15:OO hours,
15:oo hours to }8:00 hours1 18:DO hours to 2 I;OO hours, 2:i:00 hours to
24:OO hours.

(b) With provision of opalrliang within a 10% price bancif fat convenience
and comfort.

iv. Employees are encouraged to book Right tickets at least 21 daYS pTioF to the
intended date of travel on LTC, to avail the alost colnpedtive fares and
rnirrirnize burden on the exchequer.

Con{d +sba
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Ve E:niployees are also encouraged to avoid unnecessary canceUalions,
Cancellations made less than 24 hours before intended travel on :LTC, will
require the subna$sior! of a self-declared ju$t£8ca8on by the ea}ployee, All
the three ATfAs have been directed to provide zero/nil cancellation charges.
Till then, cancellation charges are to be reimbursed far all cases where
cance iIaRon was due to the circumstances/reasons beyond the control of
Government emp}oyee.

Vie Employees shotHd preferably book only one ticket for each leg of intended
travel on LTC. Rokling of more than one ticket is not allowed.

vii+ While tickets may be arranged by the office through the buve! agent,
e7nployees are encouraged to make ticket booking digitally through the Self
Booking Tool/online booking website/portal of these 3 ATAs onky.
Employees nlust register their official Government Email-Id with these three
agencies to book their air tickets digitally through above modes for travel by
any airlines.

viii, Ih case of unavoidable circumstances, where the booking of ticket is done
Bon unauthorized travel agent/website, the Financial Advisors of the
Ministry/DepadxIrent and Head of Department not below the rank of Joint
Secretary in $ubor cbn ate/attached o£Bce$ are authorized to grant relaxation.

ix. No Mileage Points wai be generated against travel on Government account.

Provisions for Actvarrees

(i) Gavenwlent employees entitled for air travel, in ay apply for LTC advance with
the print-out of the concerned webpage of authorized travel agency having
suitable flight and fare details while tracking the fare of the fIWH under the
three hour time slot, as awntione(i at Para 1 W)(a) above, at least 3G days
prior to the intended date of journey.

(ii) Government employees not entiaed for air travel and wish to travel by air but
not under the Special DisInn$adoI! Scheme, may apply for LTC advanoe with
reference to Rail/Bus fare,

{iii) Wlose Government employees who are not entidai for air trave! but who wish
to travei by air under the Special Dispensation Scheme, may apply for LTC
advance with reference to Rai}/Bus fare froa1 their Hea<iquarters/place of
posting UP to Kolk&t&/Guwahati/Chennai/Visakhap&tnam/Delhi/Axnr{tsar
plus air fare (indicated in print-out of the concerned webpage of au{horimd
travel agency having suitable Bight and fare details} from the re}event
r8ithead in Kolkata/ Guwahaa/ Chennai/ Vis&khapatnwn/ Delhi/ Amritsm
tia the place of visit in North East Region/Union Terdtary of Jamnnr &
Kashmir/Union Territory of Andaman & Nicobar/Union Territory of Ladakh.

Con&1 ...3
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Provi8ioa9 for Reirrrbws8at8at8

(iI In case, at the time of actual booking of the ticket after nceiving the a<ivan?e,
there is any difFerence in fare owing to the dIne gap between request IoT
advance ana grant of advance1 the difference in fare Will be adjusted at the
time of settleulent of LTC claim.

(ii) In all cases wherein the IIon.enti&d Goverxullent earpk>yee s travel by aiT
under Spedai Dispensation Scheme directly from their Headquart:ers/pi ace of
posting to the place of visit in NER/ J&K/ A&N/ladakh, the Govenmnat
employees must take the print„out of the concerned webpage having a WIt and
fare details of the flight for relevant railhead viz. Kolkata/ Guw&had/ Delhi/
Amrit8 ar/ Chennai/ Vis!lakh apabma to the place of visit viz. NER or UT of
J&K or UT of ladakh or UT of A&N within the same tillie- slot where the dirvet
flight has been booked for the purFnse of reimbursement. In case the flight
tickets are not availabie in the s arne slot, the print out of the details of the
flights available in the next slot may be retained,

In such cases, the reimbursement will be restricted to the actual air fare
for the direct journey or the fare entitled under Special Dispensation Scheme,
whichever is less.

(iii) Government empioyees not entitled for air travel and wish to travel by air but
not under the Special Dispensation Scheme, are also required to book their
air ticket through only the three ATA$ !nendorred above irresp'ecHve of booking
time halit. However, the reimbursement waI be res&{cbd to {he actual air far8
ap the entitled train/bus fare for the shortest route, whichever is less.\

-_ b*i'D
€Satish Kumai)

Under Secretary to the Government of india
Tel: 23CK Q:Bl

To

Aa Secntades of Ministdes/Departments
(As per Standard List)

Copy ta:

1.

2.
3.

4.

S.
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7.
8.

9.

CornptroIIcr & Auditor General of India, New Delhi.
Union Public Service Commission, New Dead.
Central Vigilance Cornmis sion, New Delhi
Central Bureau of Investigation, New Delhi.
ParEalnent !,itxary, New Delhi .
All Union Territory Adrnini$tradoris
Lok Sabha/ Rajya Sabha Secretariat.
An Attached and Subordinate OfSees of Ministry of Personnel, P. G. & lbnsions.
Hindi Section for Hindi version.
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