
IITR Form-LTC-I  
(FOR B/C/D STAFF ONLY)  

Hkkjrh; izkS|ksfxdh laLFkku :M+dh  
INDIAN INSTITUTE OF TECHNOLOGY ROORKEE  

vodk”k ;k=k fj;k;r vfxze gsrq vkosnu i=  
APPLICATION FOR LTC-ADVANCE 

 
 
1- deZpkjh dk uke ¼cM+s v{kjksa esa½ ……………………………………………………………………..............................  
    Name of the official (in block letters)………………………………………................................ 
2-        (d) in ........................................................................................................ 
 Designation  

([k) LFkkbZ vFkok vLFkkbZ ¼;fn vLFkkbZ gks rks tekur ckaM layXu djsa½ 
 Permanent or temporary  
 (if not permanent, surety bond from a permanent official be 
 Enclosed with application  
              (x) orZeku esa fuokl dk iw.kZ irk  
 Full address where presently residing   
              (?k) deZpkjh la[;k  ………………………….            (N)   cSad dk uke ……………………………. 
 Employee No. (New)………………….. Bank Name…………………………. 

  (p) foHkkx@vuqHkkx……………………………...........    (t) [kkrk la[;k …………………………………….. 
 Department/Section…………………… Account No. ……………………… 
3-  orZeku is&cSaM] xzsM is ,oa ewy osru ¼+,uihv½ ……………………………………………………………  

Pay Band, Grade Pay and Basic Pay (+NPA) 
4-  laLFkku esa fu;qfDr dh frfFk………………………………………………………………………………………  

Date of appointment in the Institute 
5-  x`guxj dk LFkku tSlk lsok iqfLrdk esa ntZ gks …………………………………………………………………….  

Hometown as recorded in the service book 
6- xr [k.M o’kZ esa fy, x, vodk”k ;k=k fj;k;r ds fooj.k%  

Particulars of LTC availed for previous block year
(d) x`g uxj ¼[k½ Hkkjr esa vU;=---------------------------
(i) Homtown  (ii) Anywhere in India 

 
7-   [k.M o’kZ ,o mi[k.M o’kZ ftles ;g fj;k;r ysus dk vkosnu fd;k gSa--------------------------------------------------------------------  
   mnkgj.kr% ¼2010&13½ ¼2010&11@2012&13½  
     Block year & Sub block year for which LTC now applied to avail  
     Eg: (2010-13) (2010-11/2012-13) 
 
8- vkdfLed vodk”k vFkok vftZr vodk”k ij---------------------------------------------------------------------------------------------------------------------  
    Whether avails CL or EL 
   (i)  vodk”k dh izd`fr] vodk”k vkosnu ds lkFk  
      (Nature of leave to be mentioned) with leave application  
     (ii) 10 fnuksa ds vodk”k udnhdj.k lfgr      gk¡@ugha 
      (With 10 days leave encashment)       Yes/No 
     
       

 



9-  D;k fiNyh ckj fy;k x;k vodk”k ;k=k fj;k;r vfxze iw.kZr% pqdrk gks x;k gS ;k ckdh gS\ fiNys vfxze ds 
Hkqxrku dk fooj.k-------------------………………………………………………………………………………… 
Whether LTC advance taken earlier has already been settled in full or pending settlement? Date of the   
settlement of the previous advance. 
 

10- dk;kZy; ftlesa ljdkjh lsod dh iRuh@ifr dk;Zjr gS\---------------------------------------------------------------------------------------------------------
-----------------------------------------------------------------------------------------------------------------------------------------   
The office in which the spouse of the Government Service is employed 
  

11-  ;fn ifr@iRuh dks vius fu;kstd ls bl izdkj dh lqfo/kk ikus dh ik=rk gS rks D;k ,slh ?kks’k.kk dh xbZ gS 
fd og Lo;a vFkok vius ifjokj ds fy;s vius dk;kZy; ls vodk”k ;k=k fj;k;r dk nkok ugha djsxk@djsxh--
-------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------  

    If the spouse have an eligibility for similar concession from her/his employer, declaration has been given 
that she/he will not claim LTC for himself/herself family member from his/her office. 

 
12- ;k=k dk LFkku ¼nwjre  LFky½------------------------------------------------------------------------------------------------------------------------------------------------------------ 

 
Place of visit (farthest point) 

 
13- 13-  ;k=k dk izLrkfor izdkj [cl@jsy@gokbZ ;k=k ¼bdkukeh½]…………………………………………….. 

Type of Proposed  journey by [Bus/Train/Air (Economy)]  date of onward journey 
 
14- ;k=k vkjEHk djus dh izLrkfor frfFk------------------------------------------------------------------------------------------------------------------------------------------------   

Proposed date of onward Journey  
 

15-  okilh ;k=k dh laEHkkfor frfFk -------------------------------------------------------------------------------------------------------------------------------------------------------- 
        Probable date of return journey 
 
16- bl lqfo/kk dk mi;ksx djus okys ifjokj ds lnL;ksa dk fooj.k  
       Persons in respect of whom LTC in proposed to be availed (including/excluding Self) 

dz0 la0 uke lEcU/k tUefrfFk D;k vkfJr gSa\ cPpksa dh oSokfgd fLFkfr 
S. No. Name Relationship Date of Birth Whether ¼oSokfgd@voSokfgd½ 

    Dependents? Marital status of Children 
     (Married/Unmarried) 

      
¼*vkfJrrk fu/kkZj.k gsrq lHkh L=ksrksa ls vk; izfr ekg 3500@&:i;sa ls vf/kd ugha gksuh pkfg;s½ 
(*Income from all sources should not exceed 3500/- per month to decide the dependency) 
vkmijksDr rkfydk ds lHkh LrEHkksa dks Li’V :i ls Hkjk tkuk pkfg,A 
All the columns of above table should be explicitly filled up



 
?kks’k.kk 

DECLARATION 
 

eSa ------------------------------------------------------------------------------------------------------------------- ------------------------- ,rn~}kjk izekf.kr djrk gwW@djrh gWw fd esjs }kjk 
fn;s x, mijksDr lHkh fooj.k lR; ,oa lgh gSaA   
I…………………………………hereby certify that the above particulars furnished by me are true and  

correct. 
eSa ;g Hkh opu nsrk@nsrh gwWa fd izLrkfor ;k=k fj;k;r u ikus dh fLFkfr esa eSa] rqjUr lEiw.kZ vodk”k ;k=k fj;k;r vfxze okfil 

tek dj nwWxk@nwWxhA 
I also undertake to refund the LTC advance in full immediately in case of failure to perform the proposed 

journey for which advance was taken.  
 eSa ;g ?kks’k.kk djrk@djrh gwWa fd fcuk l{ke vf/kdkjh dh iwokZuqefr ds eSa vkosnu esa fufnZ’V LFkku ds vfrfjDr vU; fdlh 

LFkku dh ;k=k ugha d:axk@d:axhA  
I also declare that I will not visit other than the place mentioned in the application without obtaining prior 

approval of the Competent Authority. 
eSa ;g Hkh Lohdkj djrk@djrh gwW fd vfxze fudklh ds 90 fnuksa ds vUnj ;fn esjh okilh ;k=k ugha gks ldh rks eSa vfxze dk 

,d vk/kk okil tek dj nwWxk@nwWxhA  
I also agree to refund one half of the advance if the return journey could not be performed within 90 days from 

the date of the advance. 
eSa ;g Hkh oknk djrk@djrh gwW fd fdlh dkj.ko”k vf/kd vfxze jkf”k feyus dh fLFkfr esa eSa vfoYkEc mfpr jkf”k ls vf/kd 

jkf”k ykSVk nwWxk@nwWxhA  
I also agree to refund balance amount  to the office any excess amount of advance left with me for any reason 

whatsoever. 
 
eSa ;g Hkh Lohdkj djrk@djrh gwW fd vfxze ysus dh frfFk ls vxyh ;k=k ds 10 fnuksa ds vUnj vFkok ;k=k vkjEHk djus ls 

igys blesa tks Hkh igys tks] vius ifjokj ds lnL;ksa ds fVdV vkfn dh [kjhnxh ds ifj.kke izLrqr dj nwWxk@nWwxhA eq>s ;g irk gS fd 
,slk u gksus ij bl vfxze dh olwyh esjh vxyh osru fudkls ls ,deqLr nks izfr”kr dh nj ls n.MkRed lwn ,oa lkekU; lwn lfgr dh 
tk ldrh gSaA   

I also agree to procedure evidence of purchase of tickets, etc. for myself/members of my family as the case 
may be for the forward journey within 10 days or before the commencement of the journey whichever is earlier from 
the date of drawing the advance. I am aware that failure to comply with the above requirement will entail recovery of 
the advance in one lump-sum from the next drawal of my salary, together with the panel interest @ two percent over 
GPF interest on the entire advance.  

eq>s bl ckr dh tkudkjh gS fd okilh ;k=k dh frfFk ds ,d eghus ds Hkhrj ;fn vodk”k ;k=k fj;k;r fcy tek ugha fd;k 
x;k rks dqy cdk;k jkf”k dh olwyh nks izfr”kr dh nj ls n.MkRed lwn ,oa lkekU; lwn lfgr ,deqLr esjs vxys osru ls olwy dh tk 
ldrh gSA  

I am aware that if I do not submit LTC bills within one month from the date of return journey the outstanding 
LTC advance is recoverable in one lump-sum from my next salary together with the panel interest @ two percent over 
and above the normal interest.  

eq>s ;g Hkh irk gS fd ;k=k iw.kZ gksus ds rhu eghuksa ds Hkhrj fcy tek ugha fd;s x, rks esjk nkok fujLr gks ldrk gSA 
 

I am also aware that my claim will be forfeited if I fail to submit the bills within 3 months from the date of 
completion of journey. 

eSa ;g Hkh tkurk@tkurh gWw fd ;fn dsoy Lo;a ds fy;s gh vodk”k ;k=k fj;k;r dk mi;ksx fd;k tk jgk gS rks O;; dh 
izfriwfrZ mlh fLFkfr esa gksxh tcfd ;k=k fdlh izdkj dk vodk”k ysdj dh tk,] uk fd dsoy lIrkgkUr NqfV~V;ksa@vU; vodk”kksa@lhfer 
vodk”k esaA 

I also understand that if the LTC is availed for self the cost is reimbursable only when the journey is performed 
after availing any kind of leave and not during week-end holidays/other holidays/R.H. alone. 

 
 
fnukad ---------------------------------------------     gLrk{kj (Signature)…………………………… 
         in (Designation)……………………………



 
 

laLrqfr lfgr laLFkkiu lsok;sa vuqHkkx dks vfxze vko”;d dk;Zokgh gsrq vxzlkfjr fd;k tkrk gS fd Mk0@Jh@Jhefr@      

dq0 --------------------------------------------------------------------------------------------------------------------------------------- us fnukad ------------------------------------------------------------------------------ls ---------

-----------------------------rd dqy---------------------------------------------fnuka ds vftZr@vkdfLed@--------------------------------------------------@vodk”k ds fy;s vkosnu fn;k 

gS tks Lohd`r fd;k x;k gS@laLrqfr lfgr Lohd`r gsrq izkf/kdr̀ vf/kdkjh dks vxzlfjr fd;k x;k gSA 

 
Recommended and forwarded to Establishment Service Section for further necessary action that 

Dr./Shri/Smt./Km.………………………………………………has applied ………………………days 

EL/CL…………………….…../ w.e.f………………………….to………………….……………which has been 

sanctioned/forwarded to the competent Authority for sanction. 

 
 
foHkkx/;{k@dk;kZy;k/;{k 

    Head of the Deptt./Office 
  

laLFkkiu *c* ds iz;ksx gsrq 
For the use of Establishment ‘B’ 

 
1- vodk”k Lohd`r  izdkj--------------------------- fnukad------------------------ls------------------------------------rd dqy ---------------- ----------------------fnu-----

Leave sectioned Type………….from………….to……………….total………………….Days 
 
2- dkWye ua0 1 ls 8 ,oa 16 esa Hkjh x;h izfof’B;ksa dh tk¡p dj yh x;h gS tks lgh ik;h x;h 

Entries from CI 1 to 8 and 16 have been checked and found correct. 
 

3- vodk”k udnhdj.k --------------------------------------------------fnu Lohd`r@vLohd`r@vkosnu ugha fd;k 
Encashment of…………………….days approved/Not approved/Not applied 
 

4- x`guxj@vf[ky Hkkjrh;@x`g uxj ds cnys ,y0Vh0lh0 ns; gSA 
(home town/Anywhere/conversion of Home Town) LTC is due to……………………………………  
 
[k.M o’kZ ds fy,----------------------------------------------------------------------------------mi[k.M o’kZ ds fy,--------------------------------------------------------------------------------------------------- 
In the Block Year……………………………...for the sub block year………………………………….  
 

5- ;k=k dk izdkj----------------------------------------------------------------------------------------------------------------------------- -- 
Mode of Journey……………………………………………… 
 

6- ----------------------------------------------------------------------------------------------------O;fDr;ksa gsrq Lohd`r vfxze 
Advance to the extent of admissibility in respect of …………………………….Persons is approved  
 
 

 
 
 
 

 
    lgk;d   v/kh{kd       lgk;d dqylfpo       mi dqy lfpo ¼iz”kk& I½ 
Dealing Asstt.   Supdt.            Asstt. Registrar        Deputy Registrar (Adm-I) 
 
 
 



Hkkjrh; izkS|ksfxdh laLFkku :M+dh 
:M+dh 

vodk'k ;k=k fj;k;r ,oa blds fy, vfxze gsrq vkosnu i= 
lsok esa 
       dqy”kkld ¼foRr ,oa ;kstuk½ 
       ys[kk vuqHkkx 
 

visf{kr vfxze jkf”k dk fooj.k [vf/kdre vuqekfur fdjk;s dk 90%] 
  
dze la0 ;k=k dk fooj.k fVdVksa dh la[;k nj izfr fVdV dqy fdjk;k 

1- Okk;q;ku ;k=k 
¼v½ ewy osru :0 18400@& ,oa vf/kd ds fy,  
¼c½ jk’Vªh; dSfj;j esa bdksukseh ntkZ ¼okbZ ntkZ½ 
 

   

 (i) izLFkku ;k=k 
   dgk¡ ls ------------------------------------------ 
   dgk¡ rd ---------------------------------------- 

(ii) okilh ;k=k 
    dgk¡ ls ---------------------------------------- 
    dgk¡ rd ---------------------------------------- 

   

2- jsy ;k=k 
lkekU; jsyxkM+h@jkt/kkuh&”krkCnh jsyxkM+h 
¼d`i;k fpfUgr djsa½ 

(i) izLFkku ;k=k 
   ntkZ-------------------------------------------------- 
   dgk¡ ls ------------------------------------------ 
   dgk¡ rd ---------------------------------------- 

(ii) okilh ;k=k 
    dgk¡ ls ---------------------------------------- 
    dgk¡ rd ---------------------------------------- 

   

3- cl ;k=k 

(i) izLFkku ;k=k 
   ntkZ-------------------------------------------------- 
   dgk¡ ls ------------------------------------------ 
   dgk¡ rd ---------------------------------------- 

(ii) okilh ;k=k 
    dgk¡ ls ---------------------------------------- 
    dgk¡ rd ---------------------------------------- 

   

dqy vuqekfur fdjk;k :i;s 
ns; vfxze ¼vf/kdre vuqekfur fdjk;s dk 90½ :i;s 

 
deZpkjh la[;k%&    deZpkjh gLrk{kj 

deZpkjh dk uke %& 

inuke%&   fnukad %& 

foHkkx %&       vxzlkfjr 

eqy osru %& 


