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Application form for travel Concession Advance

Sanctioned office Order Number Date

Block year of availing leave travel concession

Whether the purpose of travel is the place of original residence or any other place in India

Name of the employee.

Designation.

Salary level.

Permanent post, if holding any permanent post

If temporary, details of the person furnishing surety.

Declared place of origin.

Name of destination and nearest railway station

Name of sanctioned leave. and period date

Proposed form of travel.

from

. Travel category eligibility.

. Details of family member for whom advance is requested.

Name relationship

. Total number of fares(to go and come)

Age (in years

)

. (a) Class of travel offered

(b) from one way fare is up to

If the husband / wife is employed then his/her details

Amount of advance required



Declaration of Leave Travel Concession

| declare that

If I did not start my journey till 10 days after receiving the advance, | would return my railway ticket within 10
days in the office.

If 1 do not start the outward Journey within 60 /120 days of receiving the advance. | will immediately repay
the entire amount of the advance.

All my family members, for whom | have requested for advance for their return travel, will start their return
travel within 3 months.

If it is not possible to undertake the return journey within 3 months of the outward journey. | will refund the
advance taken in respect of such persons.

If | or any member of my family travels in a class lower than the travel class proposed in the application form,
I will immediately refund the outstanding amount.

| will submit the Leave Travel Concession Claim to the office immediately after completing the Journey.

I will submit the proof of reservation ticket or ticket or boarding pass respectively for air travel to the office
with Leave travel Concession Bill.

If the Journey is being done by air, then booking of all such journeys is valid only through authorized travel
agents (like through the website of the airline, M/S BALMER LAWRIE & CO. LTD., ASHOK TOURS & TRAVELS
LTD. OR IRCTC).

Date: Signature

Designation

(For office use only)

Calculation of advance:-

As advance, Rs (in figures) Rs

(in words) an amount of is submitted for approval.

Presented for orders/approval.

Dealing Assistant Pay and Accounts officer

Director



