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UNIVERSITY OF JAMMU

CIRCULAR

Applications on ’rhé prescribed format at Annexure-1 are invited from The
permanent employees of the University, who are interested in availing
Hometown Leave Travel Concesaon (HLTC) focnlny for the Block yeor 2024- 2025
and All Ind|o Leave Travel Conce55|on focnn‘y fOr The Block Year 2024 2027 dunng
the quarter July to Sep’rember 2025. Emp|oyees ’ro ﬁrs’rly forword reques’r for
availing LTC by Email fo Joint Registrar (Estab-TW)/Assistant Registrar
(Estab/NTW) on E-mail D : each1ngwnLammuunlverSIiy ac.in and

ar.estab@ammuuniversity.ac.in men’nonlng place and duration of visit as the

case may be. Thereafter, the ~employees are required to forward duly
completed applications as per 5.0. 22 through proper channel fo reach the
office of the Joint Registrar (Estab-TW) and the Assistant Registrar (Es’rob -NTW) for .

Teaching and Non-teaching staff respectively within five (05) working days.

‘However, the applications shall be considered subject to availability of funds

under Budget Head: LTC.
Incomplete applications shall not be entertained.

SOPs for availing Leave Travel Concession are also enclosed for reody

reference at Annexure-|l.

74\(/
REGISTRAH >/ 1g
No: Estab/25/ & 219 ~&3V) .

Dated: Ol—'o’:\.h’),_o’)é‘
Copy to:-

Special Secretary to the Vice Chancellor for the kind information of the worthy Vice Chancellor

Sr. P.A. to the Dean Academic Affairs/Dean Research Studies

sr. P.A. to the Registrar/Controller of Examinations

Director. DDE/CDC/DLL/DIQA//Physical Education/MMTTC/ Centre for Studies in Museclogy & Sheikh Noor-ud-

Din-Noorani Museum of Heritage/DSRS/ Centre for History of Cutture of Jammu &. Ladakh Region/ SKTM/
ICccR&HRM/School of Visual and Performing Arts, Desigh and Architecture/Centre for Women's Studies/“Centre
for IT Encibled services & Management

Dean Studenis Welfare/Provost (Boy's/Girl's Hostel)/Dean Students Placement/Dean, Plaaiing & Developmem‘

All Heads of the Teaching Departments of the University " BERINEE S
Chief/Deputy Proctor of the University

el S

No o

University O Jammu
No: &
Dated : 03[&9?’ 25



Annexure-I|

DECLARATION FORM

R/o. _ ,

do hereby declare that the information given in the LTC Form z;lhd A—in thg |
enclosed documents is true to the best of my knowledge and belief and 'nothing
has been concealed therein. | am well aware of the LTC Rules and guidelines
mentioned in the S.0. 22 that if the information given violates the rule pbsition
at any point of time, LTC Order will be cancelled and | w.iII be liable to‘ any

action taken by the Administration.

Signature of Employee

Page No. 01 of 04




FORM 1.

DECLARATION OF FAMILY

l working as in the Department presently
posted in do solemnly declare the strength/particulars of my family as
under:- ' - '

5.No. ‘'Name Relationship D.0.B. Profession |  Income (per

: with Govt. ' o monih)
Servant '

1.

2.

3.

q,

5 -

2. It is certified that the particulars/details of my family as stated above are correct and in the
event of any wrongful information being found to have been furnished by me, | shall be
personally responsible for the consequences.

Signature of Government servant
Dated:___ {Gazetted/Non-Gazetted)

I ' certify that the particulars furnished by
about his/her family in this declaration herein above made are correct to the best of my
knowledge and belief, ‘

Signature with Official Seal
Dated: - ‘ of Gazetted officer

Note : The Certificate of the Gazetted Officer is required only in respect of Non-Gazetted
Government servant.
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Application Form for

10.

11,

- FOQRM 2

: (ii) Sanction of LTC

:(iii) Grant of advance for LTC

- (i) Declaration of place of visit.

Name of the Government Servant
Designation :

Date of entry in the Gévt. ~ 4
Service . ‘ - :
Total service as on the date of application

for LTC. :

Basic Pay (with level of Pay)

Whether spouse is employed. if so

whether he/she is entitled to LTC

(Reference to rules where-under entitled”
may be given) ‘ S .

In case of spouse being entitled to
LTC state whether he/she has claimed
it separately

Place to be visited

Block for which LTC is to be allowed

single Air fare/ Rail fare/bus fare from the
Headquarters to the place of visit by
shortest direct route

Persons in respect of whom LTC is
proposed to be availed

o. Name Age

Relationship {Refer Form 1)

Ll Bl bad Iad lalt 4

12.

13. Amount of advance required : Rs.

Estimated amount for availing LTC
( with full details) . : Rs.
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14. Declaration by Government servant :

| declare that the particulars furnished above are true and correct. | undertake to book
the tickets for the outward ;oumey within prescribed time after receipt of advance.

In the event of cancellation of the journey or if | fail to book the tickets within the
prescribed time timit, | undertake to refund the entire advance in one lump-sum.

Dated: - T ©* Signature of Govt. Servant

FOR USE (N OFFICE:- o ' -7
1. Certified that:-

(a) ParticularsinS.No.1to 6 have been verified and found correct.

(b} The members of the family as shown under S.No. 11 above exist in the declaration made
by Government servant in Form (I} which is pasted in his Service Book, and the said
members are entitled to LTC.

o

Seal & Signature of Head of Office

2. Check list:

(a) Fare for to and fra jounrey by the entitled class
or the classes by which the official proposes to
travel, whichever is less. ~ Rs.

{b) No. of entitled persons for whom advance
is claimed

(c) Amount reimbursable to official " Rs.

(d) Amount of advance admissible
(50% of item 3) Rs.

Note This Form shall be prepared in duplicate and one copy forwarded to the
sanctioning authority for sanction of LTC.
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ANNEXURE-lI

SOP FOR AVAILING LTC

1. No employee shall proceed on LTC without prior sanction from the
Competent Authority. Post facto sanction shall not be accorded under any
circumstances. :

2. Application form duly. completed in all respects as per the proforma
specified in $.0.22 along Wwith recommendafions of the ‘concerned: Branch
Officer by medium of endorgem"en‘r/co'vering letter must reach the respective
offices i.e. Estab-TW/Estab-NTW as per the following ﬁmelingsf ' R '

S. No. | Period of Intended Travel ) Application submission window

1. May to June _ ' 10 April to 20 April

2. July to September 10 June to 20 June

3. October to December 10 September to 20 September

4 January to 15t March 10 December to 20 December
3. Employees must submit the request for availing LTC through the medium

of E-mail firstly to Joint Registrar (TW)/Assistant Registrar (Estab/NTW) followed by
hard copy complete in-all respects within five working days of E-Mail alongwith
covering letter of HOD/Controling Officer. Incomplete applications shall not be
entertained and shall be retumed immediately.

4. Employees intending to travel in the month of March must submit their bills
in the Accounts Branch mandatorily before 15t March. No financial liability for
LTC shall be carried forward to the next Financial Year.

5. No application shall be entertained prior or after the specified Application
submission Window for each specified period of travel.

6. Afleast one application from each cadre i.e. Teachers/Officers/Non-
Teaching/Non-Gazetted employees shall be considered for LTC in each guarter
subject to availability of funds.

7. If an employee fails to travel as per the dates specified in sanction order,
LTC shall deemed to be cancelled and applicant need to apply afresh for LTC.

8. LTC rules, as notified vide S.0. 22 shall be followed in letter & spirit, so as to
avoid any confusion amongst the employees w.r.t. their LTC approval/rejections.



