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LTC/HTC CONCESSION FORM 

1. Name of the applicant – __________________________________________________ 

2. Date of appointment – ___________________________________________________ 

3. Designation – __________________________________________________________ 

4. Department – __________________________________________________________ 

5. Nature and period of leave sanctioned – _____________________________________ 

6. Details of family for which the concession is proposed to be claimed –  

S.No. Name of family members Age Relationship with employee 

    

    

    

    

    

    
 

7. Place visited/ home town and the nearest railway station –  

8. Distance in Kms from Delhi to home town/ place visited (Delhi to nearest home town railway station and from 
railway station to home town) –  

9. Route journey – ______________________________________________________________________________ 

 

Date –                    Signature of the Applicant 

Statement of tickets purchased/ reservation etc. 

1. Name of the employee –  

2. Block year –  

3. Place visited –  

4. Address of the railway station/ booking agency/ website from where tickets purchased –  

5. Date of purchase of tickets/ reservation –  

6. Gutward journey/ return journey –  
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7. Total amount paid –  

8. Particulars of the tickets purchased –  

S.No. Name of family members Age Relationship with employee 

    

    

    

    

    

    
 

Certified that the above members travelled with me to visit _____________________________ in the class for which the 
above claim has been made. 

 

Signature –  

Name –  

Department –  

Date –  
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CERTIFICATE BY THE COLLEGE EMPLOYEE ENTITLED TO THE CONCESSION 

Certified that  

1. I have not submitted any other claims so far for Leave Travel Concession / Home Travel Concession in respect of 
myself and/ or my family members in respect of the block of two years _______________ and _______________  

2. I have already drawn TA for the Leave Travel Concession in respect of a journey performed by me/ my wife/my 
husband and children. The claim is in respect of the journey performed by me/ my wife/my husband and children 
none of whom travelled with the party on the earlier ocassion. 

3. The journey has been perofrmed by me/ my wife/ my husband with children to the declared home town/ place 
visited __________________________ the nearest railway station being ________________________________ 

4. My husband/ wfe is not employed in University/ Government Service/ or any other organization where the similar 
travel concession is allowed. My husband/ wife is employed ( Delete which is not applicable) 

5. The claim is made for journey by the shortest route. 

6. The mail/ express fares are claimed for journey actually performed by mail/ express trains. 

 

Signature of the employee 

Date –                                  Designation – _____________________ 

 

CERTIFICATES BY THE CONTROLLING OFFICER 

1. Certified that Mr./Mrs./Ms. ___________________________ has rendered continuous service of one year or 
more on the date of commencing the outward journey. 

2. Necessary entries as required under para of the Ministry of Home Affairs O.N. M. 43/1/55 Esta (A) Part II dt. 
11.10.65 have been made in the service book/ personal file of Mr./Mrs/Ms. _______________________________ 

3. He/ She was allowed to avail of _____________________ days/ months ________________ leave.  

 

 

 

Dealing Assistant                          Administrative Officer (offg) 
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TO BE FILLED BY ACCOUNTS SECTION 

 
 

1. The net entitlement on account of LTC/HTC works out to Rs.                  _________________ as detailed below – 

a) Railway/ Air/ Bus/ Steamer fare                                                           _________________________________ 

b) Amount of advance drawn vide voucher No                                         ________________________________  

c) Dated                                                                                                     _________________________________ 

d) Net Amount                                                                                       ______________________________ 

 

 

Dealing Assistant 

 

 

 

Accounts Officer (offg)                              Bursar                Principal 
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