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Subject: Instructions on t'ooking of Air Tickets on Government Account in
" ,""pu"t of Leave Travel Concession (LTC) - regarding'

The undersigned ls direcled to r:eier lo the above ment'ionecl subiect and to

statc that in vie.n, & the ciisinvesrmenr ol Air lndi:,. and the consoliclatecl instn]ctions

i"".r.d cnnsequentlv ilv Del)atlmerli of tixperlciiturc viclc O'lv{' No 19024/0312021'

s.iv ,tnt.a i6.06.2o22, ro,hich js also z,.lpiicari;le in case of air io.r,er in respect oI

LTC. it has beerl cleciclccl that:

i. I:r all cascs o1 air tr.:ivel il-r r'.rsP{::ct oi I-'lc. :,rir rickcts stlall be pr.trr:hasc<l

onl\, ft'om thc tll:-er: Ar-ithorlzed'l'ravel Agents (ATAs), nar:relrv:

(r-r) M/ s B:rlrrLci- Lan'r'ic i\ ConT pany Lirrirccl (BLCL)'
(b) M,/s Asl-rok Travels &. 1'onrs {ATT)'
i.i tndia,'r li:rilu'ays Caterin.s ancl Tourism Corpor-ation Ltcl (IRCTC)'

ii.Thcchoiceofil]etl.avelaSlenl,forbookingolticketfromtlrethreeauthorized
t.avcl agents is Ielt open to tht- lvIinistr.r,/ Department anci the officia] in r:ase

ol sell booi<ing. 1)asccl otr ciltli'ellienci: :tnd sen'ict': qualit'v No agency

chal ges/ convenicncc lee:l u'ili be paid ro ihcse A'l'As

iii. Governnter1L enrployees ale io cl-roose {1ight }raving the Best Available Fare

or-r their entitlecl tr.avrl c:lass wlrich is the cheapest Fare available,
prcibrably fo:'Non-str:1: fligl-rt in a qiven slc-'t, mentiollecl belo\\" al the time oi
Looking. Ttrev r,u'e to rei irirl iitt-' print-or:t oi tlle curlcerr-ler1 rvebpage ol the
.rYI',,\s havils llia.ht a-Llcl iare cictails'iiri lhe pll.posc ol il-re settlcment oI llle
I.'l'C clairns.

!'. No. 310 1 1 / L2 I 2O22-!stt3-lV
Government of India

Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

Establishmen*t A-IV Desk

OIlFlCE MEMORANDUM

(zi) On thc clal'of travcl ir-t t}-re desired 3 hours'slot ol lbllolving time balrd -
O0:00 lrr.-tLrr s to 03:00 hor:rs. 03:00 hours to 06:00 hours, 06i00 hours to
OgrOO hours, O9:OO ho-urs to 12:00 hours, 12:00 irours to 15:00 hours,
15:00 hours to I8:t)0 lror-Lrs. 18:00 hc.rurs to 2t:00 hor'rrs,21:00 hours to
24:00 ]-rours.

(b) With provision ol optimiziug u,it1-iin a 10'l'o price banc1, for convenience
ancl comlbrt.

Drrrl.:Lo.vees ar c crruoLu Agc(l rr'., book ilight ticl<e'l.5 ot 1ci-l:ll 2I clcl\'s: Pri')r Io lhe
iDLencled cl.1te of tiavel orl L'lC. to avi'ril the Ilrost cor.nPetilive i2'irc s anr:1

ininirnize burcen on lhc cxcitequcr-.

I

Contd ..,?

North tsk;ck, New Dell.ri,

Datccl 29rhAugust,2022
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Empl:yees iu'e a-lso encol.ll"agell to avord unnccessajJ canceilations.Calcr:llations made lcss thi* 2r. hor:rs belore intendeci trivel on I.TC, rnill
requir-e the submissir:r'r of a sclf-declared justilication bv the emnlovee Air
tlre ttiree A'L\s ha'c bee. directed to pror.icJe 

"ero/ i...".;hi;;; ;i;;g;;.Tiil thcr-r, car-rce llatior-r chiu-ges ar-e 1.o ll,:: reimb.rsecl for a]i cases wh"erecancellation ,was dne to the circumstance s/ reasons bevond the confol of
C o\r€rnmet rt ernployer:.

Err-rpk:1'ees .should prclcrably booh only one tlcker ibr each leg of intended
lrave I orl LTC, Holding of m.rru thilr u,-l. u.k"t is rrr;1. tLllori,ed.

Wl.rile lickets may be arrangeci by lhe office rhfough ti.]c travel agent,
e': pi.._vees_ar-e enr:orrraged to makc ticket bo.k.ing aigiiattl..thror_rg1_r U_,JS"tiBooki::is Tool1o'line booking rvcbsite/porral 

.-r1 
lhcsl ,: ei.as onty.Empl.r'ecs miist rc!{ister rircir ofliciar Go\rrrme .t E.rair-rd -irh th.ese thrJe

agcr.rc cs lo r-rr11< thcir:ri! 1icl(eis digitair_y through ilbovc modes ibr travei b\:
&l1r ;i 1j11r 5

In case o[ r"rnayoidabie ci.cumstances, r,irerc the booking of trcket is clor_refrom unauthorized travel agent/$,ebsite, Lhe !-inancial Advisors of the
Mir-ristryl Departnren r and I Iearcl of Departrnenr not belou, thc rank of Jointsecretarv'i* subor-r-1in:ire/,tr::rr:hcci.lfices ar.e autl-lorizecl to granr relaxation.

No Nlileage lJoi.ts',vi11 be qe'er*ted ergari.sl L,.itvel o, C,o'c,i.r rr:ne,t ac.ou,t.

Provisions for l\dvances

1j)

lii)

Llor:errrnrenr cmDLov,.--cs entiticcl ior;rir t::avr:1, niay app1i, for LTC advanc.^ rx,ithitre prinr-out ol the concc-rnecl rvebprLge ,,i ,ru r:i-ro,.izo..l ri.avel ;rgenc.y' iri:viirgslritable ihghL a:'rd f:irrr ciet;iirs .r,irire iricriing the farc ot thc nigiri ulr cl,-"r tl,Lfihree hc ui time slot, ers ncnLioned ar paia- l iiii)(;r) above, aa least 30 daysprior to'.he i:rtcllclecl date oi joi.rrney

CirvcrnnrenL eninlo,ees ,ot cntitled ibr i:.ir trai el :urd *,isrr to r.raver by air butnol un(l(rr the Specral Dispensation Scl-renre. m:Ly applv for i.TC eLdvarnce'.,ith
reieren cc to RarillBus iare.

Those ci lvernment enrlllD\rees *,ho are r-ror r:rrtirled krr air rrarvel i:ut rviro wisirto trilvel bJ, air rrncler t}-re Special Dispensz[iorr Sc]rente, rnay apply. lor L.l.C
aLdv:Lnce il'ith r-eier i:.i:e to R:rir,/Bus rire rronr their t{ eacrqu arieri/ pra.e oi'posting LIp to Iiolii.tta,/ Gr.trvaiiati,/ Chcnr-r ai,/ Vi saliitapatnam 7 DelhiT emritrr,rplus air fa.e (inciicated i, l):ilrt-oLlr rrf the c.ncerneci r,,ebp.ge or authorizedrravel alT:r'lcv hilvir:rg sr:irable fiight ancr 1.1re deta.iisJ rr-om tlee reievanIrailheacl in Iiolkatal (]ur.vahati/ Chennai/ Visakh:.rpatnam/ Delhi/ Arnritsartill ll.re place of visit iI North East Rcgion/Union 1-crritory of Jammu &,Iiashmir/LJr-rio,'L'errilorr"' oIAnciairra.i &, Nic.bar/Union Terrirof\-.1 L;;;. 

.^

{iii)

"1

Contd...3
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In case, aL Lire rime of actnal bool<itrg ol 1e ticl(et alier receiving tl-)e advi-mce,

there is an-r, dificlcrce iIr litr.e orving tc the lilnc gaLp l)etrreen rec"]uest lbr
ach,ance and gr:anL of adveurcc, rlre ditTerence in far-e rr il1 bc arijusted at the
tirnc ol seLtlcnre:rl ri{ LI C r laiiu.

in all cases \^,herein lhe non-entitled Government erlployees travel by air
r.rncler Special Dispensaiir:n Schetnc clirectly liom their l{eadqual'tels / place of
postirg to lhe pli,tce oi visit in NDlti J&K/A&N/LaclztJ<h, lhe Government
employees rnust rake thc prirlt-ou'" ttf the cLLncr:rncd rveb1>age having llight and
fn:-e rLeta:ls oi the night lor releveurl I-aiLhead viz. l(olk:rta/ Gu\Yah.iti/ Delhi/
An-rritsar/ Chenn:Li1 Visherkl-raparnarri to Lhe place ol r.'isil viz NER or UT oi
J&Ii or U'l ol Larlalch or t-l'l'of A&N withitr the sanro Lirnc-slol s'here lhe clircct
flight has been bookc<l ibr the ptlrpose of reitn bu:'sen:e t'rL. In r:ase the f'light
ticl(ets are nol availi,Lblc u.r tire same slol, ihe jlrint oll1. of tlte details oI lhe
f.hghts ar.arlabk: in tire next slot may bc relained.

(i)

Copl, 1e

(ii)

In sr-rch cases, tl"rc reirnl:ursement rvili be restricted to the:rctual zrir feuc
lbl thc cli:ect jourr-re1. oL 'lhc fru e cntilled riilc]L-r Special Dispensati,:n Scheme,
tvl'iit;hevcr is le ss.

(iii) Gor.ernmertt em.ployces not entitled ferr- air rr avel and u.ish tr.l travel b-_r' air but
not under dre Special Disprensatiorr Scheme. are aiso reqr-Lired t.) book their
air Liciiet thro:igh only the three ATAs mentioned .lllove irrespoctivc of bc-rokir-rg
time lirnit.. l lorver.er, the reirnbrrrsenenr rvill be restricted to the ac1n?r1 air fare
or the enti!le.l tri;,il-l/l)Lrs f;:rre for the sllori:esi route, rvlrichevcr is Icss_.__

',,, '.\'-: 
,.1-:'' 3', 1

(S:r tish Iiurnarl
lJr-rrler Sccretiry lo ltrr Governmcnt of lndiat

Tel: 230"+ 0341'lo

Ali Secreti:rrie s of lvlini stries/ Departruen t.s
(As per Sta.nclarcl l-isr)

1.. Comptroiler t\ Auditor (ieni'i.al ol lndi;i. i!e',v l)clhi.
2. Urlion Public Senicc Commission, |ierv Delhi.
3. Clentral Vigilar-rce Colnmission, New Deil-ri.
4. Certral Bureitlt oI lnvestigation. Nev' De li-ri.
5. Parliarnent Libt'ar.r,, N.^u, Dcll'ri.
6. ALi ULrion Tcrritorv Administlations
l. Lo1< {iabhi.r,/ Ra.jva Sablru Scrc1.La1-i.1t.
8. A1l Atiar:hecl anrl Srrboi'rlin;t1c: Olfi<:es ol Ii4ir.ristrv ol personnel. p.C. & Irerrsions
9. Ilrt.dr Sr', tit,tr , t Hrttclt . errrir l.

)

Provisions for Reimbursements


