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F. No. 31o1 L / L2 / 2O22-Estt.A-rV
Government of tndia

Ministry of Personnel, Public Grievances & Pensions
Department of Personnel & Training

Establishment A-W Desk

North Block, New Delhi.
Dated 29th August,2022

oFrrcE MEMoB4iIIpUI4

Subject: Instructions on booking of Air Tickcts on Government Account ln
respcct 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. l9O24l03/2021
E.lV dated 16.06.2022, which is also applicable in case of air journey in respect of
LTC, it has been decided that:

In a-11 cascs of air travcl in respect of LTC, air tickets sha,ll be purchased
only from thc thrcc Authorized Travel Agcnts (ATAs), namely:

(a) M/s Ba-lmcr Lawrie & Companl'l,imited (lil,Cl),
(b) M/s Ashok Travels & Tours (ATT),
(c) Indian Railways catcring and'lourism corporatiorr Ltd. (rRc'rc).

The choice of the travcl agent for booking of ticket from the three authorized
travel agents is left open to thc Ministry/Department and the official in case
of sclf booking, based on convenience and serwice quality. No agency
charges/convenience fees will be paid to these ATAs.

Governmcnt employecs are to choosc flight having the Best Available Fare
on tlreir entitled travel class which is the Cheapest Fare available,
prefcrably for Non-stop flight in a givcn slot, mentioned bel<lw, at thc time of
booking. 1'hey are to retain the print out of t.he concerrred. webpagc of the
ATAs having flight. and fare details for the purpose of the settlemerrt of ttre
LTC claims.

(a) On the day of travel in the desired 3 hours' slot of following time band -
o0:o0 hours to 03:00 hours, 03:00 hours to 06:00 hours, o6:00 hours to
09:00 hours, 09:0O hours to l2:OO hours, 12:00 hours to 1S:00 hours,
15:00 hours to 18:00 hours, lB:00 hours to2t:00 hours,2l:00 hours to
24:00 hours.

(b) With provision of optimizing within a IOo/o price band, for convenience
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 competitivg fares and
minimize burden on the exchequer.
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v' Employees are a-lso encouragcd tr-r avoid unnecessaJy cancelJations.cancellations made less than 2+ hours befoie intended travel on LTC, wilrrcquirc the submission of a serf-d".I;"; j;iacation by the emproyec. Allthe thrcc A'fAs have been directed to proviae )tero1nil.ur".uuiion charges.Till then, cancellatior., .f,*g". are t<.r be reimbursed for all cases where
A:H:Xilffi ffi,S;: 

to the"circ"*'t-ur*.2"....o'r, beyo,.,J the contror or

vi' Employees 
^sJrould 

p.eferably book only orre ticket Ibr each leg of intendedtravel on LTC. H<>ldi.g of mo"re than oni: ti"k.il" not a_llowecl,
vii' while tickcts may be arrangcd by the off-rce through thc travei a.gent,cmployecs ar: :ncouraged to make ticket. uooli,.rg digitalry through the serfBooking Tool/online 'fooking 

^r,vebsite/po.i.i oi -tt esl g Ale. only.Dmployces rlust register their ofticiar covernmcnt Email-ld with these three

ffiT:i":lbook 
their air tickets digita-llv ir',.""gr. abovc ;;J;; r;; kavel by

viii' In casc of unavoidable circumstances, where the booking of ticket is donefrom unauthorized l.ravel alent/website, tr," li.rrr.,cial Advisors of theMinistry/Department ana Heid of Departm"r.i ,ot below the ra,k of JointSecretary in subordinate/attalhed offices -. ^",rr". ized Logrant rclaxation.
ix' No Milcage Points will bc gencrated against travel on Government acr:ount.

(i)

(ii)

(iii)

!ryv1s:br_rs for. Advance s

Govcrnment emnroyccs cntitlecl for arr travc-r, may appry for L.r.c advance withthe print-.ut ,i t^e conce.ir"a'*.upage oI'auit"rii.a traver agency havingsuilable flight and firre cjetails *hilr tracking the fare of thc flight uncier thethree hour time srot, as mc,rtin.ea at para'rttl,rt.r above, at least Ii, <iaysprior to the jnterrdecl date nf jr";;;;.
Government employees not entitlcd for air travel anrl wish to travel by air butnot under the specia-l Dispcnsation Scheme, may appty for LTC advance withreference to Rail/Bus fare.

Those (iovernment empl0yees who are not entitled for air travel but wkro wishto travel by air under thi special Dispensati;;-s";;r"e, may apply for LTCadvancc with referer". 
J-? Rail/Rus fare from th;i; Heaclquarters/prace ,fposting up to Kolkata/Gu*atratiJchennailvi""crpr,., 

am/Delhi/Arnritsarplus air: fare (indicated in p.i.rt-o"i of the 
"o.,.".r"i webpage of autrrorizedl'ravel agency havinB^surt.ut" nigr.t and fare details) from the releva,trailhead in K<>rkata/.-GuwahatiT iienyi/. Visakhapatnam/ Delhi/ Arnritsartill the place of visit i. Noiiri East negion/unioi Territory of Jammu &Kashmir/union Territory of A";;;" & Nlcobarlurrio., Territory of Ladakh.
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(i) 
il.::t:l ilit H:"::l"Hi, booking or the ticket arter re.ceiving the advance,

i*f H : 
"?', 

i"# i rlt :il f ,,il, :?#" :::,lT. l?,. .J:U" :::f*i,fi
(ii) In all 

"u"":_,wlerein the non_entifled Government employees travel by air
undcr special ol"p."..ii"o"'i31;"* &;i; f-l- i1",. ri.uiqru.iers/place of
prsting to the place 

"i"*jt i, rvoH/j*,*7nl*u Ladal<h, iir]-cor"rnmentemprovees'ry"i takc the p.irt out "i,h;;;a.r".g webpage having flight and
farc deta,sor the frdi' r;;;:r"r*i-Jir,".j'lir. ru*.airi.cr*riati/ Delhi/Amritsar/ chennai/ 1)tliU,.*l!num to the piu". of visit viz. NER .r ur of
J&K or Ur of r,adakh 

";ffi;;narv *lirrir;::;" time-srot where t'e directflight has becn bookeJ f"; ,h" purpose of reimbur".;;r;.-;",;;:" the flightH'ffiT.xx'ffiiltt'lklJl;;ful:1, if;xi.,', o,t';; in"-il,,," 
"r ir,.

In sucl

H,H.:#i,:,,ffi ;,lili;'n}:.:fi :#.,."'iiHH::i5i,,:,H:ff ::,1i:iil:
(iii) 

SiJ:T#:l!""p,orces not entirecr for air rraver and wish ro rravel by air butairticr<eii,;:";T:;ilfl :::;}".ffi *.;:ffi **itlif*:*l#:n:*#jtime limit' Ho.wever' tr''* ttimtrrsement will be restrictecJ to ihe actuar air fareor thc entiiled train/bus r*.i". the shortes,"r"orri., whicheveri"l;;"\
( -to---.- 

|--iqlsltz-
Under secrerary to the co,r"J,lit:? Hml 

'

'I'o
Tei: 2304 0341All Secretaries of Ministries/ Departmcnts(As per Standard Lrst)

Copy to:

1. Comptroller & Auditor General of India, New Delhi.2, Union l\rblic S*rvi"" Cnrn*-i"lion, New Delhi.: lentra] VigilanceCommissio.,'*"* 
Dclhi.4. Central Bureau oi in"".tig;t"inrr, ru"* Delhi.s. Parliament Library, Ncw I5elhi.-6. Alt Union Tcrritory'AO*iJ.i..tio""

:. Lok.Sabha/ Hajva s.Ur,.-i."iltartat.
i f,litliilHlf[liT;;l*K*";rrices or Ministry or perso,nel, p G & pensjons
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