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F.No.  NEIGR-Accts-B/43/2017-18/ Dated:15™ April 2024

Office Memorandum

Sub: Modification of instructions regarding booking of Air Tickets on Government
Account,

The undersigned is directed to refer to this Section’s Circular No. NEIGR-Accts-
B/56/2021-22 dated 7.9.2022 and No. NEIGR/Accts-B/43/2017-18 dated 26.10.2023 forwarding
therewith copy of DOPT’s OMs No. 31011/12/2022-Estt. A-IV dated 20.08.2022 and No.
3101 1/12/2023-Pers.Policy A-IV dated 20.10.2023 regarding instructions on booking of Air
Tickets in respect of Leave Travel Concession (LTC) from the three authorized Agencies viz.
M/s Balmer Lawrie & Company Limited (BLCL), M/s Ashok Travels & Tours (ATT) and
Indian Railway Catering and Tourism Coorporation Ltd (IRCTCQ). '

’ In a few cases it has been observed that LTC ticket was not purchased as per the standing
instructions. It has been decided by competent authority that all employees of the Institute should
abide by the instructions contained in the OMs quoted above and non-compliance of the
guidelines will be viewed seriously and no relaxation will be granted with immediate effect.

i

(Freeda Rose Tariang)
Deputy Financial Adviser

Copy to:-

1. All the HODs / Section In charges in Hospital / Director’s Block / College of Nursing
/ Engineering Section / Exam Cell / Library / Guest House / All Faculty Members /
Notice Boards.

2. PAto Director/DDA/MS/Dean for kind information of the Director/DDA/MS/Dean
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No.NEIGR-Accts-B/56/2021-22 | Dated:7™ September 2022

CIRCULAR

The undersigned is directed to refer to Office Memorandum No.19021/03/2021-E-IV
dated 16™ June 2022 issued by Ministry of Finance, DoE and to enclose herewith copy of Office
Memorandum F.No.31011/12/2022-Estt A-IV dated 29" August 2022 issued by Ministry of
Personnel, Public Grievances & Pension, DOPT stating instructions regarding booking of Air
Tickets on Government Account in respect of LTC for information and for strict compliance.

(F@éla'ﬁdge Tariang)

Deputy Financial Adviser

Enclosed: As stated above

Copy to:-

I. All the HODs / Section In-charges in Hospital / Director’s Block / College of Nursing /
Engineering Section / Exam Cell / Guest House / all Faculty Members / Notice Boards
2. The PA to Director / DDA / Dean / MS for kind information of the Director / DDA /
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Subject:

F. No. 31011/12/2022-Estt.A-IV
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
Establishment A-IV Desk

ok
North Block, New Delhi.
Dated 29t August, 2022

OFFICE MEMORANDUM

Instructions on booking of Air Tickets on Government 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 the consolidated instructions
issued consequently by Department of Expenditure vide O.M. No. 19024/03/2021
.1V dated 16.06.2022, which is also applicable in case of air journey in respect of
LTC. it has been decided that:

1.

1.

Iv,

In all cases of air travel in respect of LTC, air tickets shall be purchased
only from the three Authorized Travel Agents (ATAs), namely:

(a) M/s Balmer Lawrie & Company Limited (BLCL),
(b) M/s Ashok Travels & Tours (ATT), .
(¢) Indian Railways Catering and Tourism Corporation Ltd. (IRCTC).

The choice of the travel agent for booking of ticket from the three authorized
travel agents is left open to the Ministry/Department and the olficial in case
of scll 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 Fare
on their entitled travel class which is the Cheapest Fare available,
preferably for Non-stop flight in a given slot, mentioned below, at the time of
booking. They are to retain the print-out of the concerned webpage of the
ATAs having flight and fare details for the purpose of the settlement of the
LTC claims.

(a) On the day of travel in the desired 3 hours’ slot of following time band -
00:00 hours to 03:00 hours, 03:00 hours to 06:00 hours, 06:00 hours to
09:00 hours, 09:00 hours to 12:00 hours, 12:00 hours to 15:00 hours,
15:00 hours to 18:00 hours, 18:00 hours to 21:00 hours, 21:00 hours to
24:00 hours.

(b) With provision ol optimizing within a 10% price band, for convenicnce
and comfort.

Employees are encouraged to book flight tickets at least 21 days prior to the
intended date of travel on LTC, to avail the most compelilive farcs and
minimize burden on the exchequer.

Contd ,..2



Vi

VL.

VI

Provisions for Advances

Employces are also encouraged (o avoid unnecessary cancellations.
Cancellations made less than 24 hours belore intended travel on LTC, will
require the submission of a self-declared justification by the employee. All
the three ATAs have been directed to provide zero/nil cancellation charges.
Till then, cancellation charges are to be reimbursed for all cases where
cancellation was due to the circumstances/reasons beyond the control of
Government employee.

[Employees should preflerably book only one ticket for each leg of intended
travel on LTC. Holding of more than one ticket is not allowed.

While tckets may be arranged by the office through the travel agent,
employees are encouraged to make tickel booking digitally through the Self
Booking Tool/online booking website/portal of these 3 ATAs only,
Employees must register their official Government Email-1d with these three
agencies to book their air lickets digitally through above modes for travel by
any airlines. '

In case of unavoidable circumstances, where the booking of ticket is donc
from unauthorized travel agent/website, the Financial Advisors of the
Ministry/Department and Head of Department not below the rank of Joint
Secretary in subordinate/attached offices are authorized to grant relaxation.

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

*

()

(1)

(iii)

Government employees entitled for air travel, may apply for LTC advance with
the print-out of the concerned webpage of authorized travel agency having
suitable flight and fare details while tracking the fare of the flight under the
three hour time slot, as mentioned at Para 1{iii)(a) above, at least 30 days
prior to the intended date of journey.

Government employees not entitled for air travel and wish o travel by air but
not under the Special Dispensation Scheme, may apply for LTC advance with
reference to Rail/Bus lare.

Those Government employees who are not entitled for air travel but who wish
to travel by air under the Special Dispensation Scheme, may apply for LTC
advance with reference to Rail/Bus Jare from their Headquarters/place of
posting up (o I(ulka.[u/(’.‘rux\fahati/Che[nmifvisalchapamam/Delhi/!\mritsar
plus air fare (indicated in print-out of the concerned webpage ol authorized
travel agency having suitable flight and fare details) from the relevant
railhead in Kolkata/ Guwahati/ Chennai/ Visakhapatnam/ Delhi/ Amritsar
till the place of visit in North East Region/Union Territory of Jammu &
Rashmir/Union Territory of Andaman & Nicobar/Union Territory of Ladakh.

Contd ...3



Provisions for Reimbursements

(1) In case, at the time of actual booking of the ticket after receiving the advance,
there is any difference in fare owing lo the time gap between request for
advance and grant of advance, the difference in fare will be adjusted at the
time of settlement of LTC claim.

[1t) In all cases wherein the non-entitled Government employces travel by air
under Special Dispensation Scheme directly from their Ieadquarters/ place ol
posting to the place of visit in NER/J&K/A&N/Ladakh, the Government
employees must take the print-out of the concerned webpage having [light and
lare details of the Might for relevant railhead viz. Kolkata/ Guwahati/ Delhi/
Amritsar/ Chennai/ Vishakhapatnam to the place of visit viz. NER or UT of
J&K or UT of Ladakh or UT of A&N within the same time-slot where the direct
flight has been booked for the purpose of reimbursement. In case the flight
tickets are not available in the same slot, the print out of the details of the
flights available in the next slot may be retained.

In such cases, the reimbursement will be restricted to the actual air fare
s for the direct journey or the fare entitled under Special Dispensation Scheme,
whichever is less.

(i) Government employees not entitled for air travel and wish to travel by air but
not under the Special Dispensation Scheme, are also required to book their
air ucket through only the three ATAs mentioned above irrespective of booking
tume limit. However, the reimbursement will be restricted (o the actual air fare
or the entitled train/bus fare for the shortest route, whichever is less,
L. B |
Z29/8/12
(Satish Kumar)
Under Secretary to the Government of India
Tel: 2304 034 |

To
All Secretaries of Ministries/Departments
[As per Standard List)
Copy to:
L. Comptroller & Auditor General of India, New Delhi.
2. Union Public Service Commission, New Delhi,
3. Central Vigilance Comnmission, New Delhi.
4. Central Bureau of Investigation, New Delhi.
5 Parhament Library, New Delhi.
6. All Union Territory Administrations
/. Lok Sabha/ Rajya Sabha Secretariat.
8. All Attached and Subordinate Offices of Ministry of Personnel, P.G. & Pensions.
9. Hindi Section for Hindi version.
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No 19024103/12021-€ 1y
Government of India
Ministry of Finance

Department of Expenditure

ik

North Block, New Delhi.
Dated the 1§t June, 2022

OFFICE MEMORANDUM

Subject: Modification of instructions regarding Booking of Air Tickets on Government account

In view of 1he decision of (he Government for disinvesime

arm all cases of g lravel where the
tickets shall he

ntof Air Indha, il has already been
Government of India be
purchased only from the three Authorize

decided (b ars the cost of ar passage air
d Travel Agenls viz

{1} s Baimer Lawne § Company Limited (BLCL)
(it} M’S Ashok Traverls & Tours (ATT)

e Indian Railways Catering and Tounsm Corporaion Lid (IRCTC)

"he choice of the trave agent for booking of ticket for lour and L.TC from those in Para 1 is lefl open
o the Ministry/Department and to the official n case of self booking, based on convenience and service
qualty. Tickets for afl employees for a single tour should be done through one selecled travel agent only
No dagency charges/convenience fees will be paid lo these three booking agencies

Employees are 1 chocse fight naving the Best Available Far

& on hewr entilled travel ¢lgss which
Cheapest Fare available, preferably for Nan-stop flig

htin a given slot ai the lime of hooking

5 Ing

(8] On the day of travel in the desired 3 hours siof of following time band - 00 0o 10 0300 0300 10

U6.00 06 00 to 09 00, 0900 0 1200 12 0p 01500 150010 18 00 18 0010 2100, 21 00 1o
2400

D With provision of g mizng withie a 0% price band for convenience and comign

d Employees are encouraged lo buok flight ickets af least 21 days prior to he intended date of traye!

DU and LTC o avail the most compelitive fares and minimize burden on (he exchequer Bookings
Ty be made even if 1he approval of the touyr programme 1s still under process

5 Ay bookings made withi

n less than 72 hours of intended travel on Tour
submission of sell-declared justifi

will require the
cation by the employee

L Employees are alsg encouraged lo avoid unnecessary cancellations Cancelia

&4 nours helgre Mended travel  will 'equire the submission of a se
EMployee

lions made less har
I-declared ustification by the

Erployees should preferably book only ane licket for each e
han one lickel g not allowed However in
"dximum of two

9 ol intended (ravel Holding of nigre
case of special exigences or exceptional circumslances a

fights for dlifterent te-slol may be haokeq tor SAME ¢y of
iared ustilcannn tor g

HEkets for the dllemaive

TAe win he self.gey: Samg



2

4 Nl nckels may be granged by the ofbce hreugh he fravel agent. emproyees are epcodaged e
make ticket booking digitally througn Ihe Self Booking Toobonling booking website/portal of ihese 3
authorized agencies only

(b) Employees must register their official Government Email-ld with these 3 agencies to boox their an
lickels digilally through above modes for travel by any aulines

9 Ministnies/Oepariments should ensure the avaiability of sanctioned Budget for Dumestc ard
Foreign leavel lor lheir employees

0 In case of unavoidable circumstances, where the booking of licket is done from unauthonzed trave
agentiwebsite the Financial Advisors of the Ministry/Depariment and Head of Department not below he
raink of Joint Secrelary in subordinale /attached offices are authunzed 1o grant rejaxalion

Al Miistnies/Depanments are to clear their dues on account of air ticket to the concerney lravel
agentwithin a maximum of 30 days from completion of journey

td T ensure limely payment of ail licket to the travel dagents. o confirm the perfermance of jeurney
e employee has 1o submit a certificateunderlaking in prescribed prolorma (enclosed as Annexyre-1)
withn 2 hours of complelion of journey TA bill may be submitted later as per the exisling rules

13 Ministries/iDepartments must clear all previous outstanding dues to the lravel agents Ly 31st
August, 2022

4 No Mideage Points will be generated against traver on Government account

15 Al Ministiies/Departments are directed lo ensure sinct comphance of the order and to widely

Circalate this O.M in all offices including Atlached/Subordinate .Offices/Autonomous Bodies under their
control

i This M s ssued in supersession of all existing mstructions on the subject

TS ssued wWith 11e apprevan of the Tinance vecretdly & Secretary (Expenditure)

(Mirmala Devy)
[Dunector

To,

All Ministries/Departments of the Government of India as per standard distribution list.

Copy Olo C&AG, UPSC etc. as per standard endorsement list.



Annexure-1
Self-declaration Certificate for Completion of Journ ey
Annexure to O.M No 19024103/2021-E.1V dated 16.06.2022

i | (Name of the employee * ) hereby declare and
certity thal

2 i have aclually  performed the  anward journey  from . to
on. | .. (date) and return journey
from o ) o . lor the purpgse of

TourTraning

OR
3 'We  have aclually  performed  the  onwarg journey  lrom [
on (date) and relurn [ourney
frizey e on lorthe  purpose @

ansler LTC Relirement The particulars of the self and family memvers who have performed urey
either wilh the Governiment servanl or separately are as under -

S.No. Name Age Relationship with Govt. servant

a4 0 case the above declaration given by me s not found Irue al any stage | shall be hatle 1o

dscphnary actien under Central Cwvil Services (Classilication Control and Appeal) Rules 1965 as
amended lrom bime (o lime

(Signature)
Name of the Government servan|
Designation

Name of the Mimistry/Department

Tg
Admin;Establishment Seclion

Miistry: Department



F. No. 31011/11/2023 - Pers. Policy A-IV
Government of India
Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training
Pers. Policy A-IV Desk

North Block, New Delhi.

Dated: ctober, 2023
a 20){\9 r

OFFICE MEMORANDUM

Subject: Modifications in instructions on booking of Air Tickets on
Government Account in respect of Leave Travel Concession (LTC) - reg.

The undersigned is directed to refer to this Department's OM No.
31011/12/2022-Estt.A-1V dated 29.08.2022 regarding instructions on booking of Air
Tickets in respect of Leave Travel Concession (LTC). The Department of
Personnel and Training (DoPT) has been receiving a number of representations
seeking clarifications on issues relating to the settlement of claims, particularly of
those government employees who have not retained the screenshot of the
concerned webpage of the authorised travel Agents (ATAs) during the booking of
air tickets, as provided under the OM dated 29.8.2022 referred to above.

2 In view of the above, the matter has been examined and with the approval
of competent authority, the following changes/modifications in the prescribed
procedure are made for the convenience of Government employees: -

(i) Al three authorized traval agents, viz. M/s Balmer Lawrie & Company
Limited (BLCL), M/s Ashok Travels & Tours (ATT), and Indian Railways
Catering and Tourism Corporation Ltd. (IRCTC) are to display the details of the
flight having the cheapest fare and the flight(s) having the fare 10% more than
the cheapest fare only, in the desired time slot, at the time of booking the air
tickets by the Government employees for the purpose of LTC journey.

Therefore, the booking of air ticket for the purpose of LTC on the website of
these three authorized travel agents shall itself be a proof that the ticket
booked by the individual government employee was of the cheapest fare as
provided under the guidelines.

gi [All three authorized agents shall Indicate the word 'LTC" on tickets issued
rthe LTC journey; and -

(iii) In all cases wherein the non-entitled Government employees are to travel
by air under Special  Dispensation Scheme directly from their
Headquarters/place of posting to the place of visit in NER/J&I/A&N/Ladakh,
the Government employees shall continue to take the print-out of the
concerned webpage having flight and fare details of the flight for relevant
railhead viz. Kolkata/ Guwahati/ Delhi/Amritsar/ Chennai/ Vishakhapatnam to
the place of visit viz. NER or UT of J&K or UT of Ladakh or UT of A&N within
the same time-slot where the direct flight has been booked for the purpose of
reimbursement. In case the flight tickets are not available in the same slot, the
print out of the details of the flights available in the next slot may be retained
for the purpose of settiement of claims, as provided under Point (i) of the title



"Provisions for Reimbursement" in OM dated 29.8.2022, referred to above.

3. Further, all the three ATAs have also been directed to allow the registration of
those employees who do not have official email accounts provided their
administrative office sends their details depicting their names, employee code no.,

4, For the sake of convenience, the links of the three authorized travel agents
are as below;

(i) 'M/s Balmer Lawrie & Company Limited', BLCL
{https:f/govemp.balmerlawrietravelapp.com), (ii) 'M/s Ashok Travels & Tours', 'ATT'
(httpsﬂwww.attitdc.in) and (iii) Indian Railways Catering and Tourism Corporation
Ltd., IRCTC' (https:/fwww.air.irctc.co.in).

5. All the Ministries/Departments are once again advised to bring it to the
notice of all their employees thajt any misuse of LTC shall bg viewed seriou_sly and

officials,

6. Hindi version will follow. C TN
d—.._

(Satish Kumar)

Under Secretary to the Government of India
Tel: 2304 0341

To
1. M/s Balmer Lawrie & Company Limited (BLCL), Core-8, Ground Floor,
Scope Complex, 7, Lodhi Road, New Delhi-110003
2. M/s Ashok Travels & Tours (AT&T), Room No. 506, 5th Floor, Core-8,
Scope Complex, 7, Lodhi Road, New Delhi-110003
3. Indian Railways Catering and Tourism Corporation Ltd. (IRCTC), 9th floor,
Bank of Baroda Building, 16, Parliament Street, New Delhi-110001

Copy to:
1. All Secretaries of Ministries/ Departments of the Government of India
(As per the standard list)
2. Comptroller & Auditor General of India, New Delhi.
3. Union Public Service Commission, New Delhi.
4. Central Vigilance Commission, New Delhi.
5. Central Bureau of Investigation, New Delhi,



6. Parliament Library, New Delhi.
7. All Union Territory Administrations.
8. Lok Sabha/ Rajya Sabha Secretariat.

9. All Attached and Subordinate Offices of Ministry of Personnel, P.G. &
Pensions.

10. Hindi Section for Hindi version.
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