
CLAIM FOR LEAVE TRAVEL CONCESSION (VIDE RULE 7.0) 
 
 

 
Name Designation Scale of Pay Employee No. Department 

        
 

 A 

B 

Hqurs. of 
Employee  

 LTC Sanction Order 
No.  
Date 

Basic Pay  
 
Rs. 

Block year 
 
Calendar year  

LTC availed 
under rule 

C 
 
DETAILS OF JOURNEY 
 

Departure         Arrival Sl. 
No. 

Name  

    

Relation
ship 

Age 

Station Date Station Date

Mode & 
class of 
travel 

Distance 
in Kms 

Fare     
(Rs.) 

Ticket 
Nos. 
Money 
Receipt 

           Outward
journey  
 
 
Return 
journey 

 

 
Please  tick the applicable rule. 
 
 
 
 
 
 



Total fare as on page 1  Amount Rs.      _______________ 
 

Amount payable      _______________ 
 

Less Advance        _______________   

Net payable       _______________ 
Certified that: 
 
a) The journeys for which the claim is made have actually been performed by the mode and class indicated. 
b) The members of the family/children for whom the claim is made are entitled to the concession as per rules and no claim has been made 

earlier for these journeys against the block/calendar year indicated.  
c) My husband/wife is employed in __________ (Name of the organization) but he/she has not claimed and will not claim the concession/fare 

against the aforesaid block/calendar year and for the members of the family/children as indicated above from his/her organization. 
 
 

Counter signed     Signature of the employee 
 

Competent Authority     Date : 
 

Name 
Designation 
Date 
 

Certified that the claim has been verified  Passed for payment of Rs. ______ 
with reference to the LTC sanction order/  (Rupees _____________________) 
eligibility and found to be in order.  Entry  Debit Code _______________ 
has been made in his/her personal records.  
 
 

Date :    SPO/PO    Acctt/Sr. Acctt. 
 
Received Rs. _________ ( Rupees __________________________________) only. 
 
 
 
Date :            Signature of the Employee 


	Total fare as on page 1  Amount Rs.      _______________

