
From 
              _______________________.              
              _______________________.              
              _______________________. 
  
To 
              The Sr.Supdt.of Post Offices, 
              Koraput Division, Jeypore(K). 
  
Sub:              Permission to avail LTC during CL/EL. 
  
Sir, 
              I may kindly be permitted to avail LTC from my Headquarters to my Home Town / 
Choice of Place and back during the block year……………………….. The details of the family 
as well as the Home Town/Choice place etc. are given below: 
  
1.              Declared Home Town/Choice place           ​           ​              : 
2.               Village and Post Office           ​           ​           ​              : 
3.               Name of the nearest Railway Station to 
​              Home Town/choice of place           ​           ​           ​              : 
4.               Whether Married / Unmarried / Widow           ​              : 
5.               Details of dependent family as on the date of application: 

Name Relationship Date of Birth 
      

  
  
  
  

6.The details of family members for whom permission to avail the LTC is/are asked for: 
Name Relationship Age 

      
  
  
  
  

              
7.              No.of days of leave is commencing from ___________________. 
8.               Block year for which LTC is being availed __________________ . 
9.               Whether family members are permanently residing at his home town (if LTC is 
claimed               by the Govt. Servant every year): 
10.               Whether the return journey of the family members will be completed within six 
months               from the very date of outward journey or not: 
11.               Approximate distance and fare in 2nd class SL/First class/3 tier A/C: 
12.               Amount of advance required: Rs. 

Yours faithfully, 



Place: 
Date:           ​           ​           ​           ​           ​           ​           ​           ​        

         Signature of the Government Servant 
  
  

 
CERTIFICATE TO BE GIVEN BY THE GOVT. SERVANT 

  
Certified that: 

  
1.              I have not availed so far for the leave travel concession in respect of myself or 
my family members in respect of the Block of years …………and……………and block 
year of two years………….and…………….. 

  
2.              I have already drawn TA for the LTC in respect of a journey performed by 
me/my wife with………….children.  This claim is in respect of the  journey performed 
by my  wife/myself with…………..children none of whom traveled with the party on the 
earlier occasion. 

  
3.              The family members to whom I have requesting for permission to avail All 
India/Home Town LTC for the Block Year………………………are wholly dependent 
upon me as on date. 

  
4.              That my husband/wife is not employed in Govt.Service.That my husband/wife 
is employed in Govt.Service and the  concession has not been availed of by him/her 
separately for himself/herselfor any of  the family members for the concerned block of 
four/two years. 

  
Signature of the Govt.Servant 

  
  

CERTIFICATE GIVEN BY CONTROLLING OFFICER 
  
Certified: 
  

1.              That Sri/Smt./Kumari……………………………………………………….has 
rendered continuous service for one year or more on the date of commencing the outward 
journey. 

  
2.              That necessary entries as required under Para-3 of the Ministry of Home 
Affairs,OM No. 43/1/55/Ests,(A)-Part II,dated 11th October’1956 have been made in the 
service book of Sri/Smt/Kumari…………………………………………………………… 

  
3.              That the official or his family members has neither availed the All India LTC 
nor the Home Town LTC for the Block Year…………………… and  ………………… 



respectively till this date. 
  
  
           ​          ​           ​           ​                   Signature and designation of the Controlling officer 
  


