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lanHkZ laŒ@Ref. No.NITUK/_______________________                                          fnukad@Date:_________________ 

 

Application of Leave Travel Concession for      Self & dependents     Self only     Dependents only 

 

uke@Name:__________________________________________________ deZpkjh dksM@Emp. Code:____________ 

in@Designation:______________________________________________________ osru Lrj@Pay Level:________ 

foHkkx@vuqHkkx@Dept./Section:_______________________________ dk;Zxzg.k dh frfFk@Date of Joining:____________ 
 

PART–1: LTC PARTICULARS  

 
Xk`guxj ,yŒVhŒlhŒ: 20______o"kZ ds fy, 

Home Town LTC: For the year of 20____ 

 
vf[ky Hkkjrh; ,yVhlh: 20______o"kZ ds fy, 

All India LTC for the year of 20________ 

xg̀uxj ,yVhlh dk #ikarj.k o"kZ 20____ ds fy, [   ] mÙkj iwoZ {ks= [   ] vaMeku ,oa fudksckj [   ] tEew&d'ehj [   ] ynk[k 

Conversion of Home Town LTC for the year of 20____  to [   ] North East Region [   ] Andaman & Nicobar [   ] J&K [   ] Ladakh 
 

[,d o"kZ iw.kZ gksus ij] u, HkrhZ fd, x;s deZpkfj;ksa dks pkj lky ds Cy‚d esa rhu ekSdksa ij vius vkfJr ks ds lkFk vius x`guxj dh ,yŒVhŒlhŒ esa ls 

,d ds :ikarj.k dh vuqefr mÙkj iwoZ {ks=@vaMeku ,oa fudksckj@tEew&d'ehj@ynk[k dh ;k=k ds fy, nh tkrh gSA  blds vykok] mUgsa pkj lky ds 

Cy‚d esa tEew&d'ehj dsaæ 'kkflr çns'k ,oa yík[k dsaæ 'kkflr çns'k dk nkSjk djus ds fy, x`guxj ,yŒVhŒlhŒ ds fy, ,d vfrfjä :ikarj.k dh 

vuqefr gSA @ After completion of one year, fresh Recruits are also allowed conversion of one of the three Home Town LTCs in a block of four 

years, applicable to them to visit NER/A&N/J&K/Ladakh. In addition, they are allowed one additional conversion of Home Town LTC to visit UT of 

J&K/ UT of Ladakh in a block of four years.] 
 

vafre ckj fy;k x;k ,yVhlh       Xk̀guxj             vf[ky Hkkjrh;        x̀guxj dk #ikarj.k  

Last availed LTC                         Hometown         All India                 Conversion of Hometown 
CykWd o"kZ@Block year of 20_____ 

D;k Lo;a ,oa vkfJrks ds fy, mlh dSysaMj o"kZ@CykWd o"kZ esa ykHk mBk;k gS? 

Have you availed the LTC in the same calendar year/block year for self & dependent? 

gk¡@ugha 

Yes/No 

         Lo;a       vkfJr 
          Self           Dependent   

xg̀uxj dk uke@,yVhlh esa fdl LFkku dk Hkze.k djuk pkgrs gS 

Name of Home Town / Place of Interest to be visited with LTC 
 

mijksDr LFkku ds fy, 

fudVre@Nearest 

 jsyos LVs'ku 

Railway Station 

 foekuiÙku 

Airport 

 

 

cl LVs”ku 
Bus Station  

 

yh tkus okyh NqV~Vh dh izd̀fr@Nature of Leave to be availed (CL/RH/EL/HPL/SCL/Maternity/Paternity Leave etc.)  

NqV~Vh dh vof/k@Period of Leave ls@to 

D;k vfxze dh vko';drk gS@Whether advance required?  [   ] Yes    [   ] No 

 dqy ns; fdjk;s dk vf/kdre 90% gh Lohdk;Z gksxk@Maximum 90% of total fare payable shall be admissible.

 Please follow the instructions for booking of air tickets as notified vide Institute’s Circular No.A-435 dated 25/07/2023.

`___________________ 

(enclose screenshot of webpage) 

D;k NqV~Vh udnhdj.k dh vko';drk gS@Whether leave Encashment required?  [   ] Yes    [   ] No 

 vHkh rd dqy vftZr NqV~Vh udnhdj.k@Total EL Encashed till date:__________. 

_________ day(s) 

Starting place of Outward Journey 
 

Starting place of Return Journey 

 

 

S.No. Name of the employee & dependents 

 

Age 

 

Relationship 

Proposed date of journey 

Outward Return 

1.      

2.      

3.      

4.      

5.      

6.      

 vfxze tkod ,oa okilh] nksuksa ;k=kvksa ds fy, fudkyk tk ldrk gS] ;fn okilh ;k=k dh lhek 90 fnuksa ls vf/kd gS] rks vfxze dsoy tkod 

;k=k ds fy, fudkyk tk ldrk gSA ;fn vfxze izkfIr ds 30 fnuksa ds Hkhrj tkod ;k=k 'kq# ugha dh tkrh gS rks vfxze dh iwjh jkf'k okil dj nh 

tkuh pkfg,A jsy ls ;k=k ds ekeys esa] tkod ;k=k dh izLrkfor frfFk ls 125 fnu ¼vFkkZr 4 ekg ,oa 5 fnu½ igys vfxze jkf'k fudkyh tk ldrh gSA 

lHkh ekeyksa esa ljdkjh deZpkjh dks vfxze jkf'k izkfIr ds nl fnuksa ds Hkhrj jsyos ;k cl fVdV izLrqr djuk gksxkA ;fn deZpkjh dk ifjokj vyx ls 

;k=k djrk gS rks vfxze jkf'k Hkh vyx ls fudkyh tk ldrh gSA  
 

NOTE: The advance may be drawn both for the Outward and Return journeys, if limit of return journey is exceeding 90 days, then the advance 

may be drawn for the Outward journey only. The advance should be refunded in full, if the Outward journey is not commenced within  30 days of 

the grant of advance. In case of Journeys by rail, advance can be drawn 125 days (i.e. 4 months and 5 days) before the proposed date of the 

outward journey. In all cases, the Govt. servant should produce Railway or bus tickets within ten days of drawl of the advance. If the family 

travels separately from the employee, the advance may also be drawn separately.  

 

  

FACULTY
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PROFORMA FOR SELF-CERTIFICATION BY THE GOVERNMENT EMPLOYEE 

 

eSa ;g iqf"V djuk pkgrk@pkgrh gwa fd CykWd o"kZ ds nkSjku Lo;a rFkk ifjokj ds vU; lnL;ksa ds laca/k esa ,yŒVhŒlhŒ dk ykHk ?kksf’kr 

LFkku dh ;k=k ds fy, mBk jgk@jgh gwaA eSaus ;k ifjokj ds vU; lnL;ksa ftuds fy, esa ,yŒVhŒlhŒ dk ykHk ysuk pkgrk@pkgrh gqa] ds 

}kjk orZeku CykWd o"kZ esa bl ,yŒVhŒlhŒ dk ykHk ugh fy;k x;k gSA 

 

I wish to confirm that I am availing LTC in respect of self/family member(s) for the block year to visit the above declared place.  It 

is stated that I or the family member(s) for whom I wish to avail LTC have/have not availed of the same before in the present 

block year. 

 

;g izekf.kr fd;k tkrk gS fd mijksDr rF; lR; gSa vkSj fdlh Hkh xyr c;ku ds fy, eSa lhŒlhŒ,lŒ ¼,yŒVhŒlhŒ½ fu;e] 1988 ds 

fu;e 16 vkSj lacaf/kr vuq'kklukRed fu;eksa ds rgr mfpr dk;Zokgh ds fy, mÙkjnk;h jgqaxk@jgqaxhA @ 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. 

 

eSa ,rn}kjk ?kks"k.kk djrk gwa fd izpfyr ,yŒVhŒlhŒ fu;e eq> ij ykxw gksaxs vkSj blds }kjk ckgjh ;k=k 'kq# gksus ls igys esjs ;k=k 

dk;Zdze esa fdlh Hkh cnyko dh lwpuk nsus vkSj fu/kkZfjr le; ds Hkhrj Þ,yŒVhŒlhŒ fcyÞ tek djus dk opu nsrk gwaA@I hereby 

declare that the LTC Rules in vogue shall be applicable to me and hereby undertake to intimate any change in my itinerary before 

commencement of outward journey and submit the “LTC Bill” within the stipulated time. 

Signature of Faculty 

LFkkiuk vuqHkkx dks vxzsf"kr@Forwarded to Establishment Section 

 

 

Counter Signature of the HoD/Section Head/Coordinator               

 

 

 

NOTE:  

 

a) Hkkjr esa fdlh Hkh LFkku ls ljdkjh deZpkjh ds eq[;ky;@rSukrh LFkku rd vkSj okil vkus ds fy, ifjokj ds lnL;ksa }kjk 

,yŒVhŒlhŒ ij dh xbZ ;k=k ds fy, ljdkjh deZpkjh dh ik=rk ds vuqlkj iw.kZ izfriwfrZ dh vuqefr nh tk;sxhA tc ,slh ;k=k 

xg̀uxj ls dh tkrh gS] rks ,yŒVhŒlhŒ dks Þxg̀uxjÞ ,yŒVhŒlhŒ esa fxuk tk;sxk vkSj ;fn ;k=k Hkkjr esa fdlh vU; LFkku ls gS] 

rks bls ÞHkkjr esa fdlh Hkh LFkkuÞ ,yŒVhŒlhŒ esa fxuk tk;sxkA@Full reimbursement as per the entitlement of the Government 

servant shall be allowed for journey(s) performed on LTC by the family members from any place in India to 

Headquarters/place of posting of the Government servant and back. When such journey is performed from the Home Town, 

the LTC shall be counted against 'Home Town' LTC and in case the journey is from any other place in India, then it shall be 

counted against 'Any place in India' LTC. 

  

b) ljdkjh deZpkjh ,yŒVhŒlhŒ dk ykHk mBkrs le; ;k=k fd, x, xarO; dh fnypLi tkudkjh vkSj rLohjsa] ;fn dksbZ gks] mfpr 

eap ij lk>k dj ldrk gSA@The Government employee may share interesting insights and pictures, if any, of the 

destination visited while availing LTC on an appropriate forum. 

  

c) ,d uofookfgr ifr@iRuh tks xg̀uxj ls eq[;ky; vk jgsa gSa ;k ,d ifr@iRuh tks yacs le; ls xg̀uxj es jg jgsa gSa vkSj mUgksaus 

ckgjh ;k=k ds laca/k esa ,yŒVhŒlhŒ dk ykHk ugha mBk;k gSA@A newly married husband/wife coming from home town to 

headquarter or a husband/wife who has been living long at home town and did not avail of the LTC in respect of the 

outward journey. 

  

d) ,d vfookfgr dsafnz; deZpkjh] ftlus vius vkfJr ekrk&firk@cguksa@ukckfyd HkkbZ;ksa dks vius xg̀uxj esa NksM+ fn;k gS] mUgsa gj 

o’kZ vius xg̀uxj dh ;k=k djus ds fy, ,yŒVhŒlhŒ dk ykHk fn;k tkrk gSA ;g fj;k;r ljdkjh deZpkjh dks vU; lHkh 

,yŒVhŒlhŒ lqfo/kkvksa ds cnys esa gSA ljdkjh deZpkjh Lo;a vkSj vius ekrk&firk@cguksa@ukckfyd HkkbZ;ksa ds fy, fo'ks"k NwV 

;kstuk ds rgr ns'k ds fofHkUu fgLlksa dh ;k=k dh vuqefr nsus ds fy, xg̀uxj ,yŒVhŒlhŒ ds #ikarj.k dh lqfo/kk vfookfgr 

deZpkjh ij Hkh ykxw gksxh] tks gj lky xg̀uxj tkus ds fy, ,yŒVhŒlhŒ dk ykHk mBkus ds fy, ik= gSA pkj o"kksZa ds CykWd es 

miyC/k pkj x̀guxj ,yŒVhŒlhŒ voljksa esa ls xg̀uxj ,yŒVhŒlhŒ ds ,d volj dks ifjofrZr djds bl lqfo/kk dk ykHk mBk;k 

tk ldrk gSA@ A unmarried Central Government employee, who have left their wholly dependent parents/sisters/minor 

brothers at their home town are allowed the benefit of LTC to visit their home town every year. This concession is in lieu of 

all other LTC facilities admissible to the Govt. servant himself and to his/her parents/sisters/minor brothers. The facility of 

conversion of home town LTC to allow travel to different parts of the country, under the special dispensation scheme, will 

also apply to an unmarried employee, who is eligible to avail the benefit of LTC to visit Home Town every year. This facility 

may be availed by converting one occasion of Home Town LTC out of the four home town LTC occasions available in a 

block of four years. 
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@FOR ESTABLISHMENT SECTION USE ONLY 

 

Hkkx&1 es fn;s x;s fooj.k LkR;kfir fd, x, rFkk lgh ik, x,A ,yŒVhŒlhŒ dks nkosnkj ;k mlds vkfJr ifjokj ds lnL;ksa ds fy, 

mYysf[kr CykWd o"kZ ds fy, vuqeksfnr fd;k tk ldrk gSA / Particulars provided at Part-1 verified and found correct. LTC may be 

approved for the mentioned Block Year for the claimant and/or his/her dependent family members.  

 

a) 'ks"k vftZr NqV~Vh udnhdj.k ds fy, miyC/k gS@Balance EL available for encashment :_____ fnu@day(s)  

b) vHkh rd dqy lap;h vftZr NqV~Vh udnhdj.k fd;k x;k@Cumulative EL encashed till date :_____ fnu@day(s) 

c) vftZr NqV~Vh lsok iqfLrdk esa miyC/k gS@EL available in the Service Book as on ___________ :_____ fnu@day(s) 

d) vftZr NqV~Vh udnhdj.k Lohdk;Z gS@EL encashment admissible :_____ fnu@day(s) 

e) udnhdj.k ds ckn 'ks"k vftZr NqV~Vh@Balance EL after encashment (c-d) :_____ fnu@day(s) 

f) udnhdj.k ds fy, 'ks"k vftZr NqV~Vh@Balance EL for encashment (a-d) :_____ fnu@day(s) 

g) ewy osru@Basic Pay: `____________/-    h) Mh,@DA (        %) `___________/-  

i) udnhdj.k ds fy, Lohdk;Z jkf'k@Amount admissible for encashment: `___________/- (g+h*d/30) 

 

    fooj.k lR;kfir  

  Particulars verified 

           fooj.k dh tkap ,oa lR;kfir  

Particulars checked and verified 

 

 

 

 

 

   Junior Assistant (Estt.) Superintendent (Estt.) Asstt./Dy. Registrar (Estt.) 

 

FOR ACCOUNTS SECTION USE ONLY 

 

izekf.kr fd;k tkrk gS fd deZpkjh ds fo#) dksbZ fiNyk vfxze yafcr ugha gSA ,yVhlh vkSj@;k NqV~Vh udnhdj.k ds fy, vfxze 

fuEukuqlkj Lohdr̀ fd;k tk ldrk gS@Certified that no previous advance is pending against the employee. Advance may 

be sanctioned for LTC and/or Leave Encashment as follows: 

 

@HEAD @AMOUNT ESTIMATED @AMOUNT ADMISSIBLE 

,yVhlh vfxze@ 

LTC Advance 
  

NqV~Vh udnhdj.k@ 

Leave Encashment  
–  

dqy jkf'k@Total Amount (`)  

 

(#i;s@Rupees_______________________________________________________________________________________ek=@only) 

  

vfxze dh tkap 

Advance checked 

 

 

 

 

Junior Assistant (A/cs.) 

vfxze dh tkap ,oa lR;kfir 

Advance checked & verified 

 

 

 

 

Superintendent (A/cs.) 

vfxze@Advance of `__________ & NqV~Vh udnhdj.k@ 

EL Encashment of `_____________ fn;k tk ldrk gS@ 

can be granted. 

 

 
 

Asstt./Dy. Registrar (A/cs.) 

@Dean (FW) 
 

lsok esa@To, 

lgk;d@mi&dqylfpo ¼ys[kk½@Asstt./Dy. Registrar (A/cs.)  

 

NOTE: Accounts Section shall forward photocopy of this form to Establishment Section for keeping the record in LTC/Personal File. 


