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CIOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELIII
oFFrcE oF THE COMMTSSIONER (LABOITR)

5 SIIAM NATH MARG, DELHI-11OO54
Emarl: admn-labour@de1hi.gov.in Ph. No. : 011-23963334

F.L I sr I Lo67 tlclEstt./Misc . I 2o2L tvora/i 936 - ggD o"t"a, 
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CIRCI'LAR

It has been observed that Officers/ Officials are not following the instructions of
letter No. F.2Ol25/2O2U Finance lpolicy) 12791-220O dated 27 -06-2022 and OM No.
F.3lol1' / 12 /2022-Estt.A- IV dated 29.08.2022 of Dopr in true spirit while booking t]le
arr tickets on LTC/TA.

The Oflicers / Officia-ls are hereby requested to follow the guidelines while booking
their Air Tickets for journey on LTC (Home Town/Any'where in India) in order to process
the LTC claim timely, which may got delayed due to lack of knowledge of latest
instruclions on the subject.

A-11 the officers / officials are requested to refer the o.M. No. 19024/o3 12o21-Ejv
dated 16.06.2022 by Expenditure Department, Ministry of Finalce and O.M
37017 / 7212o22-Estt.A-IV dated 29.08.2022 on the subject and follow the instructions
mentioned therein while clairning the LTC (Home Town/Anywhere in India).

The copies of these OMs are enclosed

This issues with the approval of Competent Authority

(vrJAY L\.L.4
CHANDNA)

Dy. LABOITR COMMTSSIONER {A"DMn.}

F.L | 3r I Lo67 tlClEstt./Mtsc . I 2ozt lvoLty'g % €_, 9 Ca oatea: J9/al/4a4 3
PA to Commissioner/Addl.LC/ DLC (A), Labour Department, Delhi.
DCA/lFA, Labour Department, Delhi.
JLC/DLC, All Distr-icts to cfculate among the staff.
ISH/EI, HQ to circulate among the staff.

DO, Labour Department, Delhi
System Analyst to upload the order on the website of Labour Department
Notice Board, HQ/All Districts, Labour Department, Delhi.
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Guard file

(VIJAY CTTANDNA)
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GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
FINANCE (POLICY) DEPARTMENT

4TH LEVEL,.A WING, DELHI SECRETARIAT
I.P. ESTATE, NEW DELHI 11OOO2

CD No.O12674965

No. F. 20/25/2021lFina nce (poticy)/Zq l-22dt Dated.2{/o4 /2022

The copy of under mentioned paper is forwarded herewith for information
and necessary action to the following with a stioulation that DTTDC is the onlv
auth rised travel aoent in case of bookino of air tickets for tour ( both
domestic and i ternation I travel) nd in case of LTC. DTTDC is also an
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All Heads of Department, Govt. of NCT of Dethi.
All Pay & Accounts Officers through principal Accounts Office, Vjkas ghawan,
Govt. of NCT of Dethi.
All Heads of Autonomeus Bodaes, Govt of NCT of Delhi.
Commissioner, North Dethi Municipal Corporation & South Delhi Municipat
Corporation, Civic Centre, N4jnto Road, New Delhi.
Commissioner, East Delhi Municipal Corporation, Udyog Sadan, patparganj,
Delhi.
Chairperson. NDMC, palika Kendra, New Delhi.
Chief Executive OFficer, Delhi Cantonment Board, Delhi.
CEO, Delhi Urban Shelter Improvement Board, I.p. Estate, New Delhi.sy. Analyst with the request to uproad the same on website of FrnanceDepartm€nt and all the Departments are requested to dowhload the samefrom Website of Finance Department (No hardcopy of enclosures will bedispatched to any Org anisatio n/Deptt. )GuardFile. 
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[C{iO
(P.V.S.S. Subba Rao)
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31
No. 19024/03i2021.E.tV

Government oF lndia
Minrstry of Finance

Department of Expenditure

North Biock, New Oelhi.
oated the 16l June,2022

AtEqE U.EUASANAUM

Subject: Modification of instructions regardiog Booking of Air Iickets on Covernment accorrnt

ln view of lhe decrsion ol
decded lhat in aI cases of arr t.aver 

lhe Government lor drsrnvestnEnl of Arr hdra. il has already been
r,cr,ers sr,arr oe purcils-e-o;ffiJ[:::[;]:;?:J"?lf;ibears ,he cosr cr air fG;;;

(i) MA Batmer LawriE & Company Lrmited (Bt Ct ).lill M/s Ashok rravers & Iours (Air)( l) lndian Rarlways Cateflo

1, lT,:f 
,:,,,",,,"; ;;;;l &;ffiTH',1:;::",",",.ra, s,e,1 open

;:fi'[1]lTi:llTil,il'"i;",r,',:r i , m,e or 
"err 

noo-x,nnli"*i 
",1'-**"nce aod serv,ce

No agencv charges/co;;;;';;;t,::'" lour shourd be done lhrough one selecle., trovet agent onlyirli be pard lo ihese Ihree.bookrng ageneies
3 Employees are lo choose flrohl h,'.u.n"",1,,i",",,;i,";;';ffi;?ll:",."il1.lni1l",::ff::ilff,;",,,,1"".J,#_",:T:**

(a) On the day ot travel rn the de
06.00, 06 00 Io 09 00. 09 oosired 

3 hours slot of {oilowing rime band _ OO 00 to 03 00. 0J 00 ro

24.00 to1200, r200ro 150C. 1500 l0 1800 1600to21 00. 1 00to

{b} With provision of optimiziog w(hrn a l0ol" pnce 5and lor convenience and comlort

:, ,.,:HJ"fi:: il"r;:ffirr#,L:r lshr 
rrckers ar ,easr 2r days prior ro rhe ,orended daie or rraver

'"y u" .uou 
"*n it ir," .rur# rrlil'f"""ve 'ares 

and nrnrmrze burclen on the exchequer Bookings
tou programme is still under process.

5. Aoy boolings made (lhin less than 72 hours ol intended lravel on Tou.. wilt require lhesubmissron ol selF{eclared luslilication by the employee

6 Emptqygg5 31q 3lso enco raeed i.
24 hours berore 

""*a-;;;;"';': 
avoid unnecessarv cance'lalions. cancellat'ns made ress ihan

emptoyee. €qurre the subrussrcn oi a selldeclared juslificalio,r by lhe

7 Employees should prelerablv book
rhan one rrcker , ;";;;;;. ffi#: 

onry,one tickel ior each teg ot inrended traver Hordmg of more

,lax'lm 
u 

:, :r,* * *.* .l I 
",,.,'.1",1;X;T: 

:j ffi ::;l:l'JHi ff ff i:, -l,.i:,:Xf l jlravelwln the sell declared JUSIjficatton lor the sdnre
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8 (a) While lickets may be arranged by the omce through lhe kavelagenl. employees are encouraged to
make lrckel booking dig{aly lhrough the Self gooktng Toouontjne booking websrt€/porlal ol lhese 3
aulhorized agenctes ortly

(b) Emproyees nrust register their ofric*r Govefnment Emair-rd Mrh these 3 aaeocies lo book rherr rirticlels dlgilally through above rnodes lor t,avet by any arrhnes

9 Minislries/Oepartments shoutd ensure the availabilily of sanclioned gudgel for Oomestrc a0dForeign hvel lor lherr employees

10 ln case oi unavoidable ci.cumstances, where the booking of tickel rs done trom un3ulhorized liavel
ageauwebsite rhe FinanccrAdvisors or lhe Mrnrsrry/Deparrment and Heaci or Depanmenr nor beiow th€ranft of Joini Secretary rn subordinate /attached ofiices are aulhorized to granl relaralon.

11. AL Minislries,/Departrnents are to clear their dues on account of air lickel lo lhe concerned lravelagenl wilhin a maximum oF 3C days lrom complelion ofjoumey

12 To ensure timely paynrenloi air lickei Io lhe travel agen6. to coniirm ihe pedormance oj iourney.the employee has ro submir a cerriiicare/undertaking in prescribed prororma lenctosed as Annexure-1)
wilh io 72 hours oi compteion o, Furney TAbill may be submilled later as per the ex,strng nles
13 MiniskiesiDeparlmenls must ctear atl previous oulslanding dues to the ravet agenls by 3-1,t,Au0usl.2022.

14 No Mileage Potnls wilt be generated agains! lravelon Government account

15 AII Ministries/Deparknents are riirected to ensure strict compliance ol the crder and io wdelycrrculate rhis o M in aI o,irces incrLrding Attached/subordinate ofl;esiAulonornous Bodies under lherrcontol.

16. ThrsOM is issued in supersession o,allexisling insttuclioos on lhe subJect

I / Thrs is rssued w{h lhe approvat oi rhe Finence Secretary g Secreiary (Expeodiiure)

;1:i,
'r:) i''

(Nirmala Dev)
Direclor

To,

All Ministries/Departments of the Government ot India as per stand?rd diskibutron list
Copy : O/o CAAG, L,pSC etc_ as per standard endorsement list-

,/"Jw-



SubJect: Instructions on booking of Air Tickets on Governmeut Account in
respect of Leave Travel Concession (LTC| _ regarding.

The undersigned is directed to refer to the above mentioned subject and to
state that in view of the disinvestment of Air India and t.I.e consolidated i-nstructions
rs-1y1{ colseguently by Department of Expendirure vide O.M. No. 1!lo24/03/2Cl27_
E.lV dated 16.06.2022, which is also applicable in case of air jourrrey in'respect of
LTC, it has been decided that:

OFFICE MEMORANDUM

North Block, New Delhi.
Dated 29th A,ugesl'"2022

T

1u.

1V.

In all cases of air travel in respect of LTC, air tickets sha-ll be purchased
only from the three Authorized 'l'ravel Agents (ATAs), namely:

(a) M/s Balmer Lawrie & Company Limited (BLCL),
(b) M/s Ashok Travels & Tours (ATT),
(c) India-n Raiiways Catering and Tourism Corporation Ltd. (IRCTC).

The choice of the travel agent for booking of ticket from tl.e three authorized
tr-avel agents is left open to the MinistryTOepartme.,t and t}te official in caseof sell booking, based on convenience and service quality. No agency
charges/ convenience fees will be paid to these ATAs.

Government employees are to choose flight having the Best Available Fareon their entttled travel class which ls the Clheapest Fare available,
preferably_for Non-stop flight in a given slot, mentionei below, at the time oibooking. They are to retain the print-out of the concerned webpage of theATAs having flight a_nd fare details for ttre purpose of the set0ement of theLTC claims

(a) on t].e day of travel in the desired 3 hours'srot of following time band -O0:O0 hours to 03:OO hours, O3:OO hours to 06:0O hours, 0-6:OO hours to
O9:OO hours, O9:OO hours to 12:OO hours, 12:00 hours to 15:OO hours,15:00 hours to 18:0O hours, 1g:00 hours to 21:00 hours, 2l:OO hours to24:00 hours.

(b) Wi*l provision of optimizing within a 1O% price band, for convenience
arrd comfort.

Bmployees_ are encouraged to book flight tickets at least 21 days prior to theintended date of travel on LTC, to avail the most competitive fares andminimize burden on ttte exchequer.

Contd,..2

F. No. 31011/ L2/2O22-Dstt.A-fV
Government of India

MiD.istry of Personnel, Public Grievances & Penslons
Departrnent of Persounel & Training

Establishment A-Mesk
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Employees are a_lso encouraged to avoid unnecessary cancellations.
Cancellations made less tllarr 24 hours before intended trivel on LTC, willrequire the submission of a self,declared justifrcation by the employee. A[the three ATAs have been directed to provide za.ro /nil cancellatio; 

"i.rg.".TiJl then, ca'cellation charges are to be reimbursed for all cases wh"erecancellation was due to the circumstances/reasons beyond the control ofGovernment employee.

Empl.oyees_lhould preferably book only one ticket for each leg of intended
travel on LTC. Holding of more than one ticket is not a-liowed.

While tickets may be arranged by tJ"e office through the travel agent,
lmployees_are encouraged !o make ticket booking aigtatty through the-SeliBooking Tool/online booking website/portal -of *tfr."" B AlAs only.
Employees must register their olficial Government Email-ld with these thrie
agencies to book their air tickets digita.lly through above modes for travel by
alty airlines.

ln case of unavoidable circumstances, where the booking of ticket is donefrom unauthorized travel agent/website, the Financial Advisors of the
Ministry/ Departrnent a,d Head of Departrnent not below the rank of Joint
Secreta,D/ in subordinate /attached offiies are authorized to grant relaxation.

No Mileage Points will be generated against travel on Government account.

Provislons for Advances

(i) Govemment employees entitled for air traver, may appry for LTC advance with
t}te print-out of ttre concerned webpage of authorizei travel agency having
suitable flight and fare details while tricking the fare of the flig"ht 

""rra"i 
*r"three hour time slot,.as m€ntioned at para i(iii)(a) above, at ieast 30 daysprior to the intended date ofjourney

{ii) Government emproyees not entitred lor air travel ad wish to travel by air butnot under the Speciat Dispensadon Scheme, may apply for LTC advance with
reference to Rail/Bus fare.

(iii) Those Government emproyees who are not entit-led for air t-aver but who wishto travel by air under the Special Dispensation Scheme, may apply fo. JiCadvance with reference to RaI/Bus iare from tneir neaaquartersTpiace ofposting up to Korkata/ Guwahati/ chennai/visakhapatnam/ Dehif .imriisarplus air fare (indicated in prrnt-out of tre concerned webpage of authorizedtr1.y.l $:":I having suitable flight and fare detaiis) i.oi- tt. relevantrailhead in Kotkata/ cuwahari/ Chennai/ Visakhapatnam t O.tiii A_;l;*till t.l-e place of visit in North East Region/Union Territory of Uammu- aKashmir/Union Territory of Andamarr & Nlcobar/Union Territ6ry of Lrarktr.

Contd ...3
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Ptovision for Reimbursements

(r)

(ii)

(iii)

Copy to

In case, at the time of actua_l booking of the ticket after receiving t}le advarce,there is any difference in fare owiic t; th;;;;;p berween request foradvance and gr-ant of advance, the d-ifference i, far3 *iU be adjusted at thetime of settlement of LTC claim.

In a-li cases wherein tl.e non-entifled Government employees travel by airunder Special Dispensation Scheme directly ;r;;a; Headquarters/place ofposting to the ptace of vi.sit in n-niZ.l&'xZa[N7'f."a"f_fr, the covernmentemployees must take r,.e nrinl-ep1 or trr" "o"I.*.i 
-*lop.g" 

having flight andfare details_of the flight for relevant raittread vL. iottata/ Guwahati / Delh:/t:ToTl Chennai/ Vishakh-apatnam t" th; pl;";;.,i"it ,ir. N-;R ;, ffi ,irJ&K or UT of Ladakh or uT ot A&N *itllin the:;; l.m"_"tot where the directflight has been booked fo. the pu.pose .f -i-Ii."!_ent. In case the flighttickets a.re not availabte in the same 
"1"i, 

il;;;;;ut of the details of thenights available in rhe next slor may be retainedl----- 
-

In such cases, ttre reimbursement wil.l be restricted to the actual air fare
li,:1."*:::::::rney or the fare entiued un;;';;;il Dispensation Scheme,

co.vernlenl emproyees not entitred for air travel and wish to travel by air butnot under the Special Disnensarion Scheme, .r"-."-tlo'r.qoi."d to book theirarr ficket through onlv the'ttrree ATAs mentionJdli'olu". ir.."p."tive of bookingtime limit. However, rhe reimbursem"", ;i;;;";;;io ,o ,r," actual air fa-reor the entitled train/bus fare for the 
"fr.".", -"i"1*ti"fr.r"ii" f.{. 

.*"

( *ri,lo,
Under secretar;r to trre cover*l:l}{Te,] ' 

"'-
Tel: 2304 0341

A]l Secreta.ries of Minist ries/ Departments
(As per Standa_rd List)

1. Comptroller & Auditor General of India, New Delhi.2. Union Public Service Commission, fv.w nJfri. 
-'-..'

3. Central Vigilance Commission, wew Oelhi. 
---

I gentral Bureau of Investigation, fv.lv n"ii_rl.5. Parliament Library, New Delhi.
5. All Union Territory Administralions
7. Lok Sabha/ Rqlya Sabha Secretariat.S All Artached and Subordinate offices of Minisky of personnel, p,G. & pensions.9. Hindi Section for Hindi versron.

To


