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GOVERNMENT OF N.C.T. OF DELHI 

DIRECTORATE OF AUDIT 
(Administration Branch) 

041h Level, 'C'·Wing, 
Delhi Sachivalaya, 

New Delhi. 

No. 	F.9(4)/DOA/Estt,/2016/Misc,/dcaaudit/,;:s.::i :.-J ·- 1 /t'/ Dated: r~f~ ., r: ~ . It 

Sub.: 	1. Central Civil Services (Leave Travel Concession} Rules, 1988­
Fulfillment of Procedural requirements. 

2. Recovery of wrongful/excess payments made to Government 
Servants. 

Please find enclosed herewith the copy of Dy. Secretary-V (Finance) letter No. 

308 dated 22.03.2016 endorsing DOPT, GOI O.M. dated 18.02.2016 and 02.03.2016 on 

the subject cited above, with the request to bring the contents df the letters/O.M. to 

the notice of all the officers/officials, working in respective branches for information in 

this regard. 

This issues with the prior approval of the Competent Authority. 

-
l_i._ } . 
n 71:\ ·-Y'i..: . 

(H.R. HAUGAIN} 
ACCOUNTS OFFICER (ADMN.) 

TEL. NO. 23392280 

Copy to: ­

1. 	 PA to COA(A) for information please. 
2. All the Branch Incharges, Directorate of Audit. 


...JyAAO(Audit)/Nodal Officer (Website) 

4. 	 All the Dealing Clerks in Admn./Accounts Branch for information and strict 

compliance. 
5. 	 Notice Board. 
6. 	 Guard file. 



· The copies of the under mentioned p 
Department and forwarded for informati 
Departments:­

List ofpaner forwarded 

S · Name of the MiniStryfileptt.. · 
N 
0 

· 1 Ministry of Personnel, P.O. & 
Pensions (Department of 
Personnel . & Training), 
Establishment A-'IV Desk 001 

2 Ministry of Personnel, P.O. & 
Pensions (Department of 
Personnel & T · ~ 

are uploaded in the Website of Finance 
and necessary action to the following 

CTofDelhi. 
Accounts Office, Vilcas Bhawan. Govt of 

No. and Date Subject 

11/3/2015-Estt. (A- Central Civil, Services 
(Leave Travel 

18.02.2016 Concession) Rules, 1988 
Fulfillment of 

Procedural 
18/03/2015 - Estt. Recovery of wrongful I 
dated 02.03.2016 excess payments made to 

· Government Servants. 



' 

following time-limits shall be followed 
.the Government servants. 

(b) 

' 
 ' 

• 

u 

2 6 FEB 2016 No 

ORANDUM 

' 
Block.~~ ~itrlj~ 001 
ated: Fe'bruafy i's, 2016 

W~~~:eiJltiJLIJ::00~~i.c1S (Leave ravel Concession) Rules, 1988 - Fulfillment 
of procedural requirements. 

. . 
This Department is in receipt of a umber of references. regarding the procedural 

difficulties faced by the Government empl yees in application and settlement of the LTC 
claims. Sometimes,. the Government se ants claim that failure to follow the correct 
procedure was on account of a lack of wledge of the rules/instructions. It is alleged 
that in some cases, processing of LTC cl ims takes l!flduly long time. particularly when 
the employee and the san\:tioning authoriti are located at different stations. . 

To· remove these bottlenecks. it been decided to simplify the procedure of · 
application and make the procedure of processing of LTC claims time bound. The 

ile processing the LTC applications/claims of 

Time limit $.No. Course of action 
Leave S1111ction S working day + 3 

working days* 
I. 

2. S working day + 3 
encashment 
Sanction of LT · advance/Leave 

·working days* 
Time taken by ministration for l 0 working days +3. ' 

' 3 working days• 
LTC bill is s mitted by the 
Government ployee for 
settlement. 

verification of L claim after the 

S. working days + 3 
working days• 

Tiine taken by D4. 

'5 working days + 3 
working days• 

Time taken by Ps. 

*(a) Additional 3 days transit-time may allowed in cases wh~ the place ofposting of 
the Government employees is away fro 

uce 

their Headquarters, The Government employee 
may proceed on LTC after action on S. 

the· duration of processing of LTC 
applications/claims at the earliest. The imum time limit should be strictly adhered to 
and non -compliance of time limit shoul adequately explained. 

Efforts ·should be made to 

........2/­
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3. Under CCS (LTC) Rules. the o ernment servants are required to infonn their 
Controlling Officer before the journey ) on LTC to be undertaken. It has now been 
decided that the Leave Sanctioning Au city shall obtain a self-certification from the 
employee regarding the proposed LTC o ey. The proforma for self-certification has 

1

annexed with this O.M. 


In addition to the above, it been decided that whenever a Government 
servant applies for L TC. he/she shou be provided with a copy of the guidelines · 
(enclosed) which needs to be followed le availing LTC. 

5. Employees may be encouraged t e interesting insights and pictures, ifany, of 
the destination he/she visited while avail n LTC in an appropriate forum. 

Enclosures: 

1) Proforma for self-certification. 


~ 2) Guidelines ~C)~'@.·:2.·'"(surya MarayanlJiJ,.) 
Under Secretary to the Government ofIndia 

To . 

The Secretaries 

All Ministries I Departments 9fGove nt of India 

(As per the standard list) 

Copy to: 

1. Comptroller & Auditor General India. New Delhi. 
2. Union Public Service.Coriunissi , New Delhi. 
3. CexitnU Vigilance commission, w Delhi. 
4. CentJi Bureau of Investigatio ew Delhi. 
5. Parliament Library, New Delhi. 
6. All Union Territory Admi • . 
7. Lok Sabha/Rajya Sabha Sec · t 

8. All Attached and Subordinate 0 ces ofMinistry ofPersoMel, P.G. & Pensions. 
9. NIC,. DoP&T with the request upload this O.M. on Department's web site 

(OMs/OrdetS<<Establishment LTC Rules). 

I0. Hindi ~on for Hindi versio 




.,_ 

Proforma for self-certificati n b the Government em lo ee 

u 

I Sh./SmtJKr .................................................. (Name of the Govt. servant) wish 

to confirm that I am availing ................. , .......... (Home Town/ Any Place in India) 

LTC in respect of self/ family member s) for the block year ................. to visit 

....................... (Place of visit) during.. .. .......................... (dates ofjourney). It is 

stated that I or the family member for wh I wish to avail LTC has/have not availed of 

the same before in the present block. 

2. The Particulars ofmembers of family in respect ofwhom the Leave Travel Concession 

is being claimed are as iinder: 

: SI. ; Name(s) Age · Relationship with the , 

lNo.; Govt. servant 
• !,--·-......-*-' 

I 


3. It is certified that the above facts true and any false statement shall make me 
liable for appropriate action under !!;ule . of CCS(LTC) Rules, 1988 and the relevant 
disciplinary rules. 

• N.B.: The Government employee may are interesting insights anq pictures, ifany, of 
the destiJlation visited while a • ing LTC on an appropriate forum. 



I 'UJu t:mnes 
:" 

1.(1 

(, 1. 	 Please ensure that you have applied for leave and submitted the self-certification form 
to your Administration b~fore the L TC · umey is undertaken. 

2. 	Please check your eligibility before a lying for LTC. LTC to Home Town can be 
availed once in a block of two years d LTC to Any Place in India may be availed 
once in ·a four year block. If not avai d during these blocks. the LTC may .also be 
availed in the first year of the followin block. · 

3. 	Please note that the current two year bl ck is 2016-17 and the current four year block 
is 2014-17. 

4. 	In case of fresh recruits. LTC to Home 
of four years and to any place in India 
to the fresh recruits only for the first 
the Government seryice for the first ti 
No. 31011/712013-Estt.(A-IV) dated 
<< 'OMs & Orders'<< 'Frequently As 
Fresh Recruit') 

own is allowed on three occasions' in a block 
n the fourth occasion. This facility is available 
o blocks of four years applicable after joining 
e. (For details, please refer to DoPT's O.M. 
.09.2014 available on 'www.persmin.nic.in' 
d Questions (FAQs) on LTC entitlements ofa 

5. A Fresh recruit may at his option choo e to avail LTC under the normal LTC rules as 
applicable to other Government emplo ees. In this case he/she will not be allowed to 
avail other LTCs as admissible to the 

6. 	The retiring Government employees 
provided that the return journey is pe 
not allowed after retirement. 

7. The Journeys on LTC are to be unde 
servant in public/~vernment mode of 

8. 	Travel by private modes of transport 
public transport is not available, assi 
subject to the certification from · 
public/Government mode of transport i 
and these modes operate on a regul 
·approval of the State Governments/I' 
to ply as public carriers. 

h recruits in that block of four years. 

eligible to avail LTC as per their entitlement 
nned before their date of retirement. LTC is 

en in the entitled cl.ass of the· Government 
port. 

s not allowed on LTC, however, wherever a 
ce shall be allowed for the private transport 

Appropriate Authority that n0> other 
available for that particular stretch ofjourney 
basis from 	point to point with the specific 
port authorities concerned ~d are authorised 

9. 	If a Government servant travels on L C upto the nearest airport/ railway station by 
authorized· mode of transport and c ses to complete ~t of the journey to the 
declared place of visit by 'own arrang ent' (such as personal vehicle or private taxi 
etc.), while the public transport system s already available in that part, then he may be 
allowed the fare reimbursement till e last point where ·he has travelled by the 
authorised mode of transport. This '11 be subject to the undertaking from the 
Government employee-that he has ac ly travelled to the declared place of visit and 
is not claiming the fare reimbursement r the part ofjourney performed by the private 
owned/operated vehicle. 

•.....21­
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I0. Government servant may apply for vance for himself and/or his family members 

sixty five days before the proposed t of the outward journey and he/she is required 
to produce the tickets within ten d of the drawal of advance, irrespective of the 
date ofcommencement ofthe journe . 

I I . Reimbursement under LTC sche does not cover incidental expenses and 
. expenditure incurred on local joum y . Reimbursement for expenses of journey is 

allowed only on the basis of a poin o point journey on a through ticket over the 
shortest direct route. 

12. The time limit for s.ubmission of LT . !aim is: 
'. 

• Wrthin three months ofcompletio f return journey, ifno advai'ice Gdrawn; 
• Within one month of completion etumjourney, ifadvance is drawn. 

13. Government employees entitled to el by air are required to travel by Air India 
only in Economy Class at LTC-80 ·or less unless permitted to do so by any 
general or specific provision. 

14. Government employees not entitled travel by air may travel by any airlin~, 
however, reimbursement in such s hall be restricted to the fare of their entitled 
class oftrirln/transport or actual expe •whichever is less. 

15. In all cases whenever a Govt servan !aims LTC by air, he/she is required to book 
the air tickets either directly throu the airlines or through the approved travel 
agencies viz: Mis Balmer Lawrie o. Ltd/ Mis Ashok Tours & Travels Ltd/ 

"IRCTC. BOO!Cing oftickets through y other agency is not pennissible.
- ' ., ' . 

16. Travel on tour packages is not allo except in the case of. tours conducted by 
Indian Tourism Development Corpqf$.ti"·on (!TDC), State Tourism Development 
C!:lrporation (STDC) and ~Indian !way Catering and Tourism Cotporationq 

(IRCTC). In such cases, only the fl component shall be reimbursable provided 
ITDC/STDCIIRCTC separately indi the fare component and certify that the 
journey was actually perfonned by th overnment servant and his family members 
for which he/she is claiming the Leav ravel Concession. 

17. Please ensure that your LTC claim i per the instructions to avoid rejection of . . 
your claim.. 

"Have Ii pleasant jo ey and a happy holiday" 



to 

: &-_ 

. . . 

New Deihl, the 2nd March, 2916 

undersfgned is directed to refer :to th1s n..r • .l.1ln~nt's OM No.18/26/2011·Esct«Pay-I) dat~ 6th. 
ruary, 2014 wherein certain Inst:~ have !sSl.!IHl.•to.deal with ~ lsSue of recovery 

· 

f 	 ngful I excess payment:S niade ·i:~. GOvemme rvants mvrew of the .law declared by. Courts, 

Gt1lar1y; in the case 'of Chand! Prasad Unfyai Ors. w. State of Uttarakhand And Ors., 2012 Al 

4742,·(2012) 8 SCC 417. Para 3(1v) ofthe OM -alia provides that recovery should be made in al 

of overpayment barring few exceptions of . e hardships. 

issue has subsequently come up for conslde before the Hon'ble Supreme Court lit the case 

e of Plinjab B: Ors w Rafiq Masfh (White W etc In CA No.11527 of 2014 (Arlslnll out of SLP(c· 


~ 	 11684 of 2012) Wherein Hon'ble Court on 18.1 14 -decided a bunch of ca5es in which"moneta 

eflts were given to employees in excess of their lement due to unintentional mistakes commltt 

the concerned competent authorities, In dete the .emoluments payable to them~ and thJ 

ployees were hot BUflty of furnlshtnlJ any incorr ormat1011 / misrepresentation I fraud; which had 

the- concerned competent authorities to co · mistake of making the hfgher payment to thJ 


" 

e ployees. The employees were as Innocent·a5 · employers in the wrorisft!l determination· of thef 

ted emoluments. The Hon'ble Supreme Co11f!;. judgment dated 1S-th December, 2014 Ibid has 


er-aHa, observed as under: 


• Having exall)fned a number. of judgments rend by this Court, we are of the view, tliat orde 
ed by the employer.seeking recovery of mo1net1'tl benefits wrongly extended to employees, can onl 

interfered-with, in CUtl5 Where·.such recovery result ln a hardshfp of'a nature, which would 
o elgh, the equttable balance of the employers to recover. In other words, interi'erence would' 

lied for, only In such cases where, It would be.I us to recover the payment made. In orcter t 

a In the parameters of the 'above conslderatf and the test to be applied, reference ~ 

. ade to,sttuattons when this Court exempted ees from such ri!covery, even in exercise of 

j ctfon under Artlclt!! 142 of the Constitution ndfa. Repeated exercise -of such power, "for do 


mplete. j\l5tlc.e~ any .ca~,.wmil~·e:stal>Hsh t!ie recovery. ·belnt ef.f~, W&S fnlqultOIZ; a 
t refore, arbitrary. And accordingly, thefnterfe at the hands ofthfs Court.n 

7' . ' 'i 

o~ Ill View' of the afore-stated constttuttonat ma te,:equlty·Bnd good conscience, fn the matter ,.,, 
·1 Hhood Of the people of thfs country, ha5 to be ~ of all governmental actions. An action of 

te, ordering a recovery from an employee, wo · in order, so long as ft Is not rendered fnlquftoi.is o 
extent, that the action of recovery would be 11 unfair, more wrongful. · q 

riu>re fmpi:oper, and more unwarranted, than the rrespondfng.,rlght of the employer, to· recover e 
· ~mount. Or In other Words, till sUch time as the ry woJlld have a harsh and arbitrary effect on 

mployee, ft WOUid be permissible In law. Orders In given situations repeatedly, even in exe11 
. . the power vested fn this ~ourt under Art! 42 of the Constitution· of indla, wlll disclose 

rpeters of the realm of an action of recovery ~ excess amount paid to an employee) Which WO 

. 

· 

'r(!ach the obl1satfons of the. State, to cltlxens country, and render the action arbitrary, 
efore, v.roiatfve of the maridate i;ontalned In 14 of the Constitution of indla." . 	 . 

: The tssUe that wiis· required to be adjiidlcat the Hon'b~ Supreme Court was.Whether all 

· liVate resplindents, against Whom an order-of rec!Wlei.l'Y (of the excess amount) has been made, should 


empttid in law, from the reimbursement of me to the employer. For. the appHcabllfty of 

ant order, and the'i:oncluslons recorded by therefnafter, the b1g1edlents depicted In paras 2 


the Judptent are essentially indispensable. 

. . 

.. •~ Hon'ble Supreme Court whlle.obs""""8 tlia Is not possible to postulate all situations of ha1rd!llllfn 

· 


i
. ch would govern employees on the issue of recl:M!ry, where payments have mliitakenly been mai!e 
he employer, in excess of their entitlement summarized the following few situations, w fn 

. ~""lW'!nlZJ1&'11311_ay.<.......qi!ll--m.tmll 
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{I) Recovery from employees belonging to C · s-111 and Class·IV service (or Group •c• ·ahd 
Group "D' servlce).(fl) Recovery from retlr loyees, or employees who are due to rattra ·..: 

:· · wlthl~ one year, of the·order ef recovery. 111) Recovery from employees, when the excess · · 
.payn\ent has been made for a period In exi of five years, before the order of recovery ts. : · . 

· ·- Issued.CM· Recovery In cases Where an em · has wrongfully been required to dlschArge 
duties of a higher. post, and has been paid a i:lfnsly, even thoush he Should have rightfully ·. ·_ ·. 

· been required to work aplnst an Inferior · •~ In any other case, where the Court arrives·· 
at the conclusion, that recovery If made fr · employee, would be Iniquitous or hafSh cir. . 
arbitrary to such an extent, as would far o the l!Qllltable balance of the employer's
rl&ht to recover.. 

5. The matter has, consequently, been examined n nsultatlon with the DepartmSnt of Expenditure a 
the Department of Legal Affafrs. The Mhilsb lei I Detmrt:me1nts are advised .to deal with the Issue 
wronaful I excess payments made to Governme 
Hon'ble Supreme Co\Qt In CA No.11!!27 of 2014 ( 
Punjab and others et:t: vs Rafiq Mailh (Whfte W 
"the above-mehtloned· sltuatlo~ fs considered,. 
Department of Expenditure In terms of this 
February, 2014. · 

6. In so far as perscins servtna In the Indian Audit 
are fssued with the concutr.ence:C1f the !;omptro 

7, Hfridt version will follciw. 
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nts In accordance with above decision of 
out of SLP. (C) No.11684 of 2012) In State 

etc. However.1 wherever the waiver of n!covery 
e may be allo~ with the express approval 

's OM No.18126/2041-Estt (Pay-I) da~ 6 

ACcounts Departmenf are c:i>lu:erned, these" orde 
Auditor General of lnd_la•. ... 

. . 

. (A.K.Ja 
In. Deputy,5acretary to.the·~v.el'!lnie~ ~ . . .. . .. .. . . . .. 
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