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There have been various instances wherein it has been observed
that the officials under the jurisdiction of ESIC SRO Marol, are not
complying with the procedural requirements while applying for Leave
Travel Concession. Admin Branch, ESIC SRO Marol vide Circular dated
16.05.2024 issued from file no. 35-Z-17/12/18/Misc/Admin-18, has
already provided guidelines/instructions to be followed while applying
ITC. Also, refer to DoPT's O.M. No. 31011/3/2015-Estt(A.IV) dated
18.02.2016 regarding fulfilment of procedural requirement for LTC.
Thus, in accordance to DoPT's O.M. dated 18.02.2016 and Admin
Branch Circular dated 16.05.2024, all staff are once again requested
to take a note of following points while availing Leave Travel
Concession: -
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While applying for LTC, the official concerned shall ensure that he/she
has applied a leave in online ERP for the LTC journey (for self) and the
same has been sanctioned/recommended by his/her reporting/reviewing
officer.
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The concerned reporting/reviewing officer
shall ensure that the staff posted under their respective Branch/Branch
Office who is availing the LTC has applied the leave for LTC journey
period and the same shall be sanctioned/recommended within 05
working days. Furthermore, after sanctioning/recommending the leave,
the online LTC requests shall be immediately forwarded to HOB for

approval in ERP.
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As per Swamy’'s-C.C.S. Leave Travel
Concession Rules “Whenever a Government Servant intents
to avail Leave Travel Concession, he should inform the
Controlling Officer before commencement of the journey”.
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In many instances, it has been observed that

the officials are applying the LTC either on the day prior or just few days
before the commencement of LTC journey, this defies the above stated
LTC Rule, as by the time LTC application reaches Administration branch
the journey of the official has already commenced. ‘-
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On receipt of LTC Intimation/Advance request,
Admin Branch has to scrutinize the past LTC records of the concerned
staff to ensure there are no discrepancies, following which the
approval/rejection of the LTC Intimation/Advance is decided and the
same is communicated to the employee concerned.
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Due to submission of LTC intimation/advance
requests at the last moment, there is delay in scrutiny and
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communicating the errors like, incomplete LTC details, wrong selection
of place to be visited, improper to and fro journey details, etc., within
stipulated time.

mﬁ%am#mwﬁauﬁmuﬁmaﬁm
B HaAHdl & ot HH A FH 30 fod uga umda wrEm F Faw H
S =nfgu]
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It has been observed that, though
the hard copies of LTC applications of the officials are
received in Admin Branch, but the same are not been
forwarded online by his/her reporting/reviewing officer for
HOB approval, which leads to inordinate delay in processing
the LTC advance request of the official OR approving his/her
online LTC application by HOB within stipulated time.
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All reporting/reviewing officer are therefore, advised to forward the



online LTC requests (with or without Advance) of the officials posted
under their respective Branch/Branch Offices, to enable Admin branch
process the same within stipulated time so that the Advance if any can
be granted to the official OR the application can be approved by HOB so
that the Official can make settlement claim within stipulated time limit.
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In case, if any staff is not able to apply LTC
online, the matter should be taken up with IT Helpdesk and shall apply
LTC in accordance to the resolution provided by IT Helpdesk only. If, the
LTC application is done Offline the copy of such resolution provided by
the IT Helpdesk shall also be submitted along-with Offline LTC request.
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As per DoPT's O.M. No. 31011/12/2022-Estt.A.IV dated

29.08.2022, in cases of Air travel in respect of LTC, all employee shall

book the air tickets atleast 21 days prior to the intended

date of travel on LTC from the following Authorized Travel

Agents (ATAs), namely:

1. M/s. Balmer Lawrie & Company Limited (BLCL)
2. M/s. Ashok Travels & Tours (ATT)
3. Indian Railways Catering and Tourism Corporation LTC. (IRCTC).
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It is once again reiterated that the signed hard
opy of L lication m e mitt tleast 1
prior if no Advance is required and atleast oimonth prior if
LTC advance is required, to Administration Branch SRO Marol.
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The contents of above circular should be strictly adhered to. In

no case any relaxation will be considered.
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This issues with the approval of Joint Director (l/c)

Digitally signed by
Sankalp Nanda
Date: 05-05-2025

(Feu g ¥184kalp Nanda)
aw. ¢ (um) s Asst. Director, Admin.

ufa 7 To,

1. 5.8, T & dNery @ weardal,/ aRed & @ wea gues
¥ / All officials/Officers under the jurisdiction of SRO Marol, for
strict compliance.

2 38H. Fa F Fhaey @l awi/aEr @ /0 All
Branches/Branch Offices under the jurisdiction of SRO Marol.

3. GHET 9T (Aise JATEEIE) @l dsdTse TR S9els de ag /General Branch
(Nodal ICT) for uploading on website.



