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LTC Authorization/Application Form Employee Code
Designation
Department

Name of Employee Pay Level

Block Year Date of Appointment

Type of LTC Address of Home town

(In case of Home Town LTC applied)

Type of Leave Applied No. of E.L. to be Encashed......cccoveeoeeeeeieeeeeeeeeeeenn

(Minimum 30 EL Balance After Encashment is Mandatory)

Period of Leave (Leave copy to be attached)

From Date To Date Place of Visit
(In case of All India LTC &
Converted LTC)

Actual One Side Fare For

Single Person Single Trip

Total Amount of Advance (Proof to be attahced for RS ettt
(Single Person Single Trip Fare Rs advance In Rupees)
“Total Person®2) | RSwmmmmmsessees
Details of the Proposed Journey:
Departure Details Journey Arrival Details
Station/Place Date Mode Class Distance Station Date

Details of Dependent Family Members In Respect of whom LTC is Proposed to Avail:

S.No | Name of Dependent | Relationship Age Marital Status | Occupation Remarks
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Necessary Class /Duty Arrangement

Person to whom duty Assigned Designation Signature

UG

Class Arrangement
g PG

Additional
Alternative Arrangement
(if any)

Declaration by the Employee

| hereby declare that the information in this authorization form is true to the best of my knowledge and
belief. | further declare that family members, in respect of whom LTC is proposed, are wholly dependent
upon me. | shall be personally responsible, In case of any false declaration given by me.

(D F |
Signature of Employee
Recommendation & Signature
by HoD/HoC/HoS
For Office Use (Establishment Section)
Home Town Anywhere in India
Block Year of Previous LTC Availed
LT | =T | SR
Check List:
¢ Information furnished overleaf checked and verified.
e Entries made in Service Book on page No........cccccvveeeeennne. Dated...ccooeevevieieeene
e Entries made on LTC Register page NO.........ccccceevvnnrnnnnen. Dated....cccoovevveeiieene
e Regular Leave is entered in the service Book on the page No........cccoeevvceeeneen.
e No. of Earned Leave Encashed Till Date.......cccoevevivnieccvvenseiceeene, (Maximum 60 Days Allowed)
Checked by Verified by AR/DR Registrar Director

Note:-
1. It is mandatory to fill in all the requisite information in the format.

2. This Authorization shall also be submitted (in photocopy) along with LTC claim form. Kindly ensure that advance is
adjusted within a month from the date of return from tour otherwise Accounts section is free to recover
outstanding advance from Salary.

3. In case of failure to perform the journey, the entire advance shall be refunded in lump sum immediately.

4. LTC shall be granted for two surviving children from 20.10.1998.

5. A Dependent member of the family would be a person whose income from all sources does not exceed the amount

of minimum family pension prescribed in the Central Govt. RS. 9000+Dearness Relief.

e Copy to :-
1. Accounts Section (In Case of Advance Requested).
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