
File No.20 04/2017-PAP
Government of hdia

Ministry of Communication
Department ofPosts

Establishment Division/P A P Section

Dak Bhanan, Sansad Marg,
New Delhi ll00 01

Datep January,2019.

All Chief Postmasters G€neray Postmasters General
Chief General llanager, BD Directomte/Parcel Directorate/ PLI
Directorate
Dircctol RAKNPA/ GM CEPT/ Directors of.{II PTCs,
Addl. Director General, Army Postat Service, R.K. Puram, New Delhi
All General Managers Ginance)/ DAP/ DDAP

Sub: Procedure for booking of air-tickets on LTC - Compliance of inskuctions
regarding.

I am directed to fom,ard herewith a copy of the Department of Personnel &
Training, trIinistry of Per.sonnel, Public Clrievances and Pensions Office
memorardum No. 3l0lU2/20I8 Estt.(A-lV) dated l01h December, 2018 on the
subject cited above for kind information and further.necessarv action in this
regard.

O,X, TriP E
Assistant I)irector Ceneral (Estt)
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Encl.: As above
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PPS to Secretary (Posts)/ PS to Director General Postal Services.
Addl. DG (Co-ordinatio / Member (P)/ Member.(O)/
Member (PLI)/ Member (Bankin$/ Nlember (Tech)/ Member (Plg & HRD)
AS&FA
Sr. DDG (\ris) & CVO/ Sr. DDG (PAF, Dir.ector Generat p&T (Audit)
Secretary, Postal Services Board
Chief Engineer (CiviD Postal Directorare
Budget Section/ PA Wing/ STT Section olPostal Directorate
AII other Sections ofPostal Directorate
A1l recognized Federation6/ Unions/ Associations
GM, CEPT for uploading the order on the India Post rlebsite
Guard File/Spare Copies.

Copy to:

V



Subject:- Procedure tor booking of ai!-tickets on LTC - compliance oI instructions

regarding.

The undersigned rs directed to refer to ths Department s Ol/' N0 31011/5/2014-

Estt'A.lVdated24og2014'23'09'2015and21o8'2olTontheprocedureforbookingofar
lickets on LTC and to say that as per the extant instruct ons, whenever a Government seNant

"fai." 
ffC by arr, he/she is required to book the air tlckets directly irom the arrlines (Booking

counters, webslte of airlines) or by ulitizing the services of the authorized travel agents viz'

,Ml" arlr", Lawrie & Company', 'M/s Ashok Travels & Tours' and 'IRCTC' (to the extent

IRCTC is authorized as per DoPT O.['4. No' 3101 '1l6/2002-Est(A) dated 02'122009) while

undertaking LTC journeY(s)

2. In this regard it is observed that despite reiterating the above inskuctions from time

to time, this Department still continues to Ieceive numerous references from various

tritinistriesloepartments and individuals seeking relaxatlon for booking of air tickets for the

furpose ot LiC tnrough private travel agents' ln most ofthe cases' lhe common reasons cited

by the Government employees aae lack of awaleness of lhe ru es and work exlgencies

3. Therefore, all the M nistries/Departments are advised to ensure wide clrculation and

;trict compliance of the guidelines stated rn para 1 of thrs oM This point may also be

empnasizeo oy tne nominLtratron whenever any advance is sought or intention to avall LTC is

oorir"l"o oy tn" oo"".nment setuant lt is stated thal henceforlh only those cases where it is

estautLheoina bonaf de mistake has occu'ed and the Administrative luinistry/Depaftment is

satisfied that undue hardship ls being caused to the Government servant' shall be considered

ir',f,i" o"o"n."n, for relaxation provided that the iniormation is received in the Proforma 
r

enclosed along with supporting documents 
1r, -.,,+ , .\J-j *- _ -r.'

OFFICE IiIEMORA DU I\,I

Encl.: As above

To

The Secretaries
A1l N,linistries/Departments of Government of lndia

(As per the slandard llst)

North Block, New Delhr-110 00'1

Dated: December 10,2018

(Surya Nara'/af Jha)

Under Secretary to the Government of lndia

Canlcl

No. 3101 1/2/2018-Estt (A.lV)

Government of lnd a

lvlinistry of PersonneL, Publc Grievances and Penslons

Depatme.t of Personnel and Trailing
Estabhsl^ment A-lv Desk
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Conotrolle'8 Auoitor Gene'al o' Indla New Derhi

unron Puo'ic Servrce Commlss'01' New Delhl

Central Vrqt'ance Comrnission' New Delhr

Cent.al B.r-reau o'tnvestrgatlo's New De'l'i

Parliament Library' New Delhi'

All Union Terr(ory Administrations

Lok Sabha/Raiya Sabha Secretariat

ii""-ri."J "iliari"r;inale 
offices of [/inistrv of Personnel' P G & Pensions

Hindi section for Hindi version



Proforma ,or sending lh6 request for seeking relaxalion for booking of air tickets for the
purpose of LTC from privale travel agents

The Admrnistrative lrinistry/Department needs to examine each case on the following

parameters and where the Ministry/Depadment is satrsfied that a bonafide mistake has

occurred and undue hardship is being caused rn any particular case. it may be gent to lhis

Department in the following Proforma along with supporting documents:-

Criteria Response

Whether booking of air tickets on LTC has
been done according to the prescribed
procedurc. lf no, reasons lhereof.

Whether the employee has travelled by Air
lndia flight or any other arrlrnes as authorised
by the Government for the purpose ol LTC

from lime to time?

lf anslver to s.no 1 above is 'No', then such

cases shall not be consrdered for relaxation

Whether lhe tickets were purchased at LTC-80
fare or less?

ll may be confirnled/ verifled frorn the
concerned airlines whether the lickels were
booked at the same price on the date of
booking as rndicated on the tickel?

6 Whether the Govt. servant has availed of any

tour package or other facility from the VaveL

agent except the tickels?

The tickets may be checked for any add tional
hidden or superlluous charge!. lf yes. the
same shallnot be admissible.

Government servant shall submit a se ll-

certification to his office/Admrnistration thal he

has not availed of any toL.lr package oI any

other facility from the travel agent except the
lickels

'N.B - lf it s tound that any fraudulenl allempt has been made by lhe Governmenl servant to

inflate the LTC claim, it shall make h r./her iable for appropriale action Lrnder Ru e 16

ofCCS(LTC) Rules. 1988 and the relevant disc plnary rules
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S. No.


