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NITA.4 (5 3-A cct s) /LT Cl 2O1. 5 63s6^ 6 I Dated: l/142023

OFFICE ORDER

Subiech Instruction on bookrng,s of air tickets on Governrnent account ur respect of Lr.:trvt,

Travel Ct'rncession (LTC).

Please find enclosed herewith OM No.31011/12/2022-Estt.A-IV dated: 29th Augpst2022& OM No.

31,An/1712A%-Estt.A-IV datecl: 10tr, August 2023 issuecl by Ministry of Personnel, Public Grievance

& Pensions, Got Dept. of Personnel & Training Pers. Policy (A-IV) for necessary compliance while
booking air tickets for the purpose of LTC (leave Travel Concession).

Furthor, following pourts also be taken in to account while booking of tickets for availilg, LTC:

. Employees should prc, rably book only single tickets for each leg of inkrrrr.ltlnt [retvt'tl txr LTC.

Holding of more than one tickert is not allowercl.

o Pont to point ticket should be hookecl (conna:ting flig,ht are allowecl).However, multi city

tickets will not be pennitted.
. Multi ci$ tickets will not be cursiilcrurcl for reimbursement unless [ho airline/onlint'lrookilrl

system e'loes not permit booking to lhe clestination.

o The hills of private taxi, rtutofare are not aclmissiblct.

. The fare aclmissible is place A to B, connectetl by any rneans of transport.

. For places not connected by public transport, ac'lmissible fare of authorizerl class rvill he

ac'lmjssiblc for only 100 kms, bcyond that farc has Lo he borne hy the appltca:rt.

N "-t^noEnclosed: As stated above.

REGISTRAR

Copy tor

1) P.S to the Director for kir:rcl infonnation, NIT Agartala.
2) All Deans/HoDs, NIT Agartala
3) All Dy.Registrars/All Asstt. Registrars/All Serctional Heracls.

1) Ferculty In-Chargc', MIS, NITAgartala.
5) Chairman, Library NIT Aqartala.
6) Medical Officer, NIT Ag,arterla.

7) Sports Ofllcer, NIT Agartala.
B) Chairman, Wetsitc. & Networking NIT Agartala for uploading Lhc same in the Inst. Wtthsitt,.
9) Cuarrl Filt'. lri,'\.-Jr\

ou",rffi1,{,>

National Institute of Technology Agartala
P.O.: NIT Agartala, Barjala, Jirania, IVest Tripura, Pin - 199 o,46

Tel : O381-254 6e,N I 6629 Fax : 0381 254 5350,URl:http//wwwnita.ac.in
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F.No. 3 10 1 L I L7 I 2O23-Estt.A-IV
Governrnent of India

Ministry of Personnel, Public Grievanc,es & Pensions
Department of Personnel & Training

Pers. Policy (A-fV)
*****

North Block, New Delhi.
Dat.ed :, 

Ofi 
Aurust, 2023

OFFICE MEMORANDUM

Subject: Central Civil Services (Leave Travel Concession) Rules, 1988
clarifications/modifications in the L?C instructions regarding.

'l'he undersigned is clirected to refer to DoP'l"s OM No.310i111112015-
llst.t"A-trV dated 12.05.2O 16 on admissibility of catering charges in respect of rail
lourney performed on LTC and OM No. 31011/12/2O22-Estt.A-lV dated
'29.A8"2022 regarding booking of Air Tickets on Government Account in respect of
t.1 l.,

?-. Kccping in vir:u, thc several references, gricvanccs, etc. in respect of different
iss'res llaggcd ln these OMs, the rnatter has been considered in consultation with
tlte Dcpar-Lment of Expenditure and decided as below:

(i) Reimbursement of Catering charges in case of LTC - Keeping in view the
fact ttrat Inclian Railwa-ys is now providing options to the traveller to avail
t:atering facilit.i, or not, i1. has becn decidi:d that wherevcr employees opt for
r;;rtering, services whilc bookrng the tickets for the eligible trains for the
purpose of Ll'C, the reirnbursement of catering charges shall be a11owed.

(ii) Reimbursement of Cancellation charges levied by the airlines/travel
agents - It has been decided that both types of the cancellation charges, viz.
(i) c:ancr:llation r:harges levied by the airlines & (ii) cancellation charges
lcviccl lry t.hr: [hrce erulhorizec] travi:l agcnts for r-r1.i1ization of their
portals/platforms, if any, sliall be reimbursed on the ground of official
exrgencies only^

{ilil Booking of Air tickets through three Authorized Travel Agents viz.
IRCTC, BLCL & ATT even in case of the employees not entitled for air
travel under LTC - It has bcen <lcciclecl t.hi-rt. the Govcrnment cmployees not
cnlitlcd for arr travel but r.,,,ish to travcl by air", are no longer required to
mar-idatorily book their air tickets through thcse three travel agencies viz.
N{/s Baimer Lawrie & Company Lirnited (BLCL), M/s Ashok Travels & Tours
(ATT), Indian Railways Catering and Tourism Corporation Ltd. (IRCTC) only
as the reimbursement is restricted to the actual air fare or the entitled
t rain/ bus fare for the shortest route, whichever is less. In case of
cartcr:llation of tickcts, r-'ancellation cherrges shall be borne by the
(lovernment employees conc(irncd. However, in case of Special Dispensation



Scheme,theGovernmentemployeesnotentitledflrairtravelunderLTC,
but wish to travel by air to the intended place of visit in NE region' uTs of

J&K, Ladakh, A & N, are re<luired to book their air ticket through three

A'l'As on1Y.

3.TheclaimofreimbursementinrespectofL,fCjourneyistobesettledaSper
the above instructions, however the cases which have already been settled' need

4.InSofarasthepersonsservinginthelndianAuditandAccounts
Departmentareconcerned,theseinstructionsareissueclinconsultationwit.hthe
comptroller and Aud.itor General of india, as mand.rted under Articie 148(5) of the

not be reoPened.

5. Flindi version will follow'

Ia L:Z

(Satish ltumarr)

Under Secretary to the Government. ol india
Tei: 2304 O34l

To
A11 Secretaries of Ministries/ Departments of the Government of India

(As per the standard list)

Copy to:

1. Comptroller & Auditor General of India' New Delhi'

2. Union Public Service Commission, New Delhi'

3. Central Vigilance Commission, New Delhi'

4. Central Bureau of Investigation, Ncr'v Delhi'

5. Parliament l-ibrary, New Delhi'

6. A11 Union Territ<-rry Administrations'
7. l,c:k Sabha/ Rajya Sabha Secretariat'

8. A11 Attached ancl Subordinate offices of Ministry of Personnel' P'G' &

Pensions.
9. l-lindi Section for Hindi version'

**r(****

Constitution of India.



F. No. 3Lo1 t I LZ I 2O22-Estt.A-IV
Government of India

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

Establishment A-ry Desk
*rr*

Norttr tslock, New Delhi.
Dated 29th August,2022

qlrElgp_uE!4aBANpuu

Subject: Instructions on booking of Air Tickets on Government Account in
respect of Leave it'ravel Concession (LTC) - regarding'

Thc r-rnclersigned is <lirectecl to refer to thc above rncntioned subject and to
stal_e that irr view rf the disinvcstment. of Air India and thc consoiidarted instructions
issuecl consequently try I)cpartment of Expenditure vide O.M. No. l9O24l03l2O2l-
E,lV clated l().A6.2O22, *lrirh is also applicable in case of air journey in respect of

LTC, it has been decided that:

i. In all cases of air travel in respect of L'I'C, air tickets shall be purchascd
only from the three Authorized'lravel Agents (A'lAs). namely:

(a) M/s I},tlntcr l,au'rie & Cornpany I-imited (l3l'CL),
(b) M/s Astrok'l'ravets & Tou::s (AT'l),
(c) Inclian Railways Catcring and'fourism Corporation Ltd. (IRCTC).

111

The choice of thc ti'ia-vel agent for bookirrg of ticket from the three authorized
travel agents is lett open io the Ministry/Department and the official in case

of self booking, trased on convenience and service qua-lity' No agency

ctrarges/conveniencc fees will be paid to these ATAs'

Governrnent employees are to choose flight having the Best Available Fare

on their entitled travel class which is the Cheapest Fare available,

preferably for Non-sl.op flight in a given slot, mentioned below, at the time of

tooking. They are to retain the print-out of the concerned webpage of the

ATAs having flight zurci fare d.etails for the purpose of the settlement of the

LTC claims.

(a) On the clay of travel in the desired 3 hours' slot of following time band -
00:00 hours to 03:00 hours, 03:00 hours tr: 06:00 hours, 06:00 hours to
09:00 hours, 09:00 hours to 12:00 hours, t2:0a hours to 15:00 hours,
15:00 hours to 18:00 hours, 18:00 hours tcs 27:00 hours,2l:OO hours to
24:QO hours.

(1r) With provision c.rl optirnizing '"vithin a LOol, price band, for convenience

and comforl..

Er-ripioyees are encouraged to book flight tickets at least 21. days prior to the

intended date of trnvei- on l,TC, to ivail the n:ost competitive fares and

rninimize burden on the exchequer.

Contd ...2
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EmployeeS a1.e also encourage<l to avoicl Linnecessary cancellations'

cancellations made less thar- 24 hours before lntended travel 0n LTC' will

require the submission of a self-declarecl justilication by the employee' A11

the three ATAs have been clirected to provicle ze:-r<tf nil cancellation charges'

Till then, cancellation chargcs are to ue reimbursed for all cases where:

cancellation was dr.re to thc circumstances/re.lsons beyr:nd the control of

Government emPloYee. i

trmployees should preferably book only one ticket for each leg of intended

travel on LTC. Uoiairg of mo-re than one ticket is not a11owed.

While tickcts may bc arranged by the ofii-c1 through the travel agent'

employees are 
"rr.ur.,rged 

t9 
"*r,.t 

"-r,l"tnet 
booking digitally through the self

Booking 'l'oo1/on)ine iookilg websit.e/portarl of tl-rcse 3 A'lAs oniy'

trmployees must.Lgister their oft.ir-i (iovernrncnt Email-ld with these three

agencies to book th"cir air tickets digitally throuSih arbove modes for trarvel by

any airlines.

In case of unavoiclabie circumstances, where tlle booking of ticket is done

from unauthorized travel agent/website, the Irinancial Advisors of the

Ministry/Department and Hcaa of Dcpartment not below the rank of 'Joint

secretary in suborcltnatelattached oflices are authortze<J' to grant relaxation'

No Mileage Points will be generated against travcl on Government account'

Provisions for AdYances-

(i) Government employces entitlcd for air travcl, mav appl,v fbr LTC advance with

theprint-out.ofthcconcerrredwebpageofautttcrizccltreLveiagencyhaving
suitable fllgr-rt anrl fare cletnils while trarcking thi: fare.of the flight under the

threehourtimeslot,aSmentionedatPara](iiii(a)above'atleast30days
prior to the intended date of journey'

(ii) Government employees not entitled for air travcl and wish to travel by air but

not under the Special Dispensation scheme, may apply for LTC advance with

reference to Rail/Rus fare'

(iii) .lhose Government employees who are not entitled for air travel but who wish

to travel uy ^i. uncler thl special Dispensation scheme, may apply for LTC

advance with reference to Rail/B.r* f"r. frorn their Headquarters/place of

posting up to Kolkata/Guwahati/chennai/Viszrkhapatnam/Delhi/Amritsar
plus air fare (indicated in frint-out of the concerned webpage of authorized

travel agcncy having suitable flight :ru<l fare cletails) from the relevant

railheard in Kolkata/ Gurvahatil ihen.ai/ Visakhapat.nam/ Delhi/ Amritsar

tillthepiaceofr,isitinNorthllastRegiorr/Union.lerrit.oryofJammu&
Kashmir/Union 'lerritory of Andaman & Nicobar/ Llnion Territory of'l'adakh'

v11
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Bfgylgigllq for Reimbursegre{rts

(i) In case, at the time of actual booking of the ticket after receiving the advance,
there is any dil'ference in fare owing to the time gap between request for
advarce and grant of advancc, the difference in fare will be adjusted at the
tirne of settlement of LTC claim.

(ii) In all cases whcrein the non-entitled Governmcnt employees travel by air
under Special Dispensation Scheme directly from their Fleadquarters/place of
posting to the place of visit in NER/J&K/A&N/Ladakh, the Government
errrployees must take the print-out of the concerned webpage having flight and
fare details of the flight {or releveint railhead viz. I(olkata/ Guwa}rati/ Delbil
Amritsar/ Chennai/ Vishakhapatnem to the placc of visit viz. NER or UT of
J&K or UT of Lad:rkh or UT of A&N within the same time-s1ot where the direct
flight has been bookcd for thc purpose of reimburscment" In case the flight
tickets are not available in the samc slot, the print out of the details of the
flights available irr lhe next slot may bc retained.

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

Govcrnmerrt employees not entitled for air travel eind wish to travel by air but
not under the Special Dispensation Scheme, are also requircd to book their
air ticket through oniy the three ATAs mentioned above irrespective of booking
time 1imit. I-Iowever, the reimbursement will be restricted to the actual air fare
or the entitled train/bus fare for the shortest route, whichever is les>,=r( Y::-' "Iz7)61

(Satish Kumar)
Under Sccretary to the GovernmenL of India

Tel: 2304 034l

A1l Secretarics of Ministrics/Dcpartmcnts
(As per Standard List)

Copy to:

Comptroller & Auditor General of India, Ner,v Delhi.
Union Ifublic Service Commission, New Delhi'
Central Vigilance Cornmission, New Delhi"
Centra-l Bureau of Invcstigation, Neu'Delhi.
Parliament Library, Nr:w Delhi.
All LJnion Territory A<lrninistrations
Lok Sabha/ Ra.jya Sabha Sccretariat'
A1l Attacher.l ancl Subordinate Offices of Ministnz of Personnel, P.G. & Pensions'

Hincli Sec-'tion for I'{indi version.
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