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sub: Guidelines on special cash package in lieu of Leave Travel concession(trc) during the block of
2018-2L

Elisible Emplovees:

The employee of the university may avail the benefit of cash equivalent to LTc fare and cash
equivalent to leave encashment after surrendering eligible one LTC for travel to any place in lndia or
their Hometown visit during the block of 2OLa-2!. This benefit can be availed fordependentfamily
members as applicable innormal LTC rules.

Eliqible Goods or Services;

The employee must purchase any such items of goods or services which is carrying 12% or more Gsr
from Gsr registered Vendor(s) or service provider{s) on digital mode only. He or she must obtain Tax
lnvoice/Receipt clearly indicating the Gsr number of vendor/service provider and Gsr amount paid.
The employee may visitwebsite of "central Board of lndirect Taxes and customs,'or download ,,Gsr

Rate Finder" Mobile App to identify appropriate goods or services.

Therefore, the goods or services with less than 12% Gsr and purchase from Non-Registered
vendor/service provider are not qualified under this package.

Maximum elisible cash equivalentt

The admissible amount will be calculated based on four factors as below:

1. Amount of spending on the above mentioned goods or services. An amount equivalent to
value of Leave Encashment and 3 times of cash equivalent to deemed LTC fare.

2. Basic pay of the employee,
3. Number of dependent,
4. Deemed LTc fare depending on category of the emproyee and crass of LTc entitrement:

a) Employees under Level-14 or above- :Rs. 36,000 per person
b) Employees between Level-9 to level-13A- :Rs. 2O,OOOper person
c) Employees under Level-g - :Rs. 6,000 per pergon

Pro-rata amount will be reimbursed, if the amount of spending is less than amount equivalent to
value of Leave Encashment and 3 times of cash equivalent to deemed LTC fare.

Admissible Amount:

Shareof LTCFare : Amount equivalent to LTCfarex No. of dependent x Amount spent
(3X Amount equivalent to LTC fare X No. of dependent) + (Basic X j..17X 10/30)

Share of Leave Encashment: Basic pav X 1.17X 1OI3OX Amount Spent
(3X Amount equivalent to LTC fare X No. of dependent) + (Basic X L.17X tO/3Ol

Process of availing this packaAe:

1. The employee may apply in the prescribed Format of apprication as in Annexure-A for prior
permission -cum- Advance claim.



2. The employee must opt for both cash equivalent to leave encashment and LTC fare for own
and dependents subject to condition that his/her number of leave encashment is not
exhausted,

3. LTC for travel to any place in tndia or Hometowns to forego by the employee for the Block of
2018-21 must be mentioned.

4. The payment will be either in advance or in reimbursement mode. An advance of 100% of
eligible cash equivalent of Leave Encashment and 50% of cash equivalent of LTC fare may be
claimed. However, it is preferable to get this benefit on reimbursement mode by 31-3-
2021.1f the amount spent for purchase of goods or services is less that required amount of
sending. The excess amount of advance will be deducted from salary of April 2021.

5. The settlement will be made on production of Tax lnvoice/Receipt by 2gth February
2021towards purchase of specific goods or services as mentioned above.The Tax
lnvoice{s)/Receipts shall be issued in the name of the employee only. The GST No. of the
vendor and amount of GST (SGST or CGST or tGST) shall clearly be mentioned on the Tax
lnvoice(s)/Receipts.

6. The payment must be made on digital mode i.e. Net Banking, Debit Card, Credit card etc. But
not in cash or cheque. The digital payment against e-commerce purchase is also allowed
except Cash on Delivery (COD).

7. The advance, if any, must be settled within 31-3-2021. Any dispute on document or non_
settlement of advance, both the advance amount with penal interest will be recovered from
immediate next month(s) salary.

8. Both cash equivalent to Leave Encashment or LTC fare are exempted from lncome Tax.
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EMPLOYEE ID:

SIKKIM UNIVERSITY

Gangtok, sikkim

Service Book No...

APPLICATION FOR PRIOR PERMISSION under Special Cash Packase Scheme AND DRAWAL OF LTC ADVANCE

2020-21

Name of the Ernployee

Designation & Department

Date of entering the Service

Pay Details (a) Basic Pay

PART_A
ITo be filled by Applicantl

d)

(b) Pay Level:

LTC opted to forego
Hometowns/Anywhere in India

a) Whether wife/husband is employed
b) Ifyes, Narne & Address ofthe

office

c) Whether he/she has availed
LTC in the Current B. Yr. Separately

l.

2.

4.

6.

5.

YES/NO.
Please attach certificate from his/her employer/
undertaking regarding availing /not availing
H.T./ Anywhere in India LTC facility

of whom LTC is

L Amount to be spent for specific Goods or Services:

L Amount of Advance claimed
(Max. 50% of LTC Fare and Full Leave Encashment)

Rs.

Rs.

Note:
1. The settlement will be rirade on production ofTax lnvoice/Receipt within 28th February 2021 towards

purchase of specific goods or services with 1.2% GST or more as per the rules. The Tax
lnvoice(s)/Receipts shall be issued in the name of the employee only. The GST No. of the vendor and

amount of GST (5GST or CGST or IGST) shall clearly be mentioned on the Tax lnvoice(s)/Receipts.
2. The payment must be made on digital mode i.e. Net Banking, Debit Card, Credit card etc. But not in

Cash or Cheque. The digital payment against e-commerce purchase is also allowed except Cash on
Delivery (COD).



I hereby declare that:

l. I am eligible lor LTC for the block year 2018-21 for which I am submitting this application.

2. I undertake to produce original Tax lnvoice/Receipts with l2% or more GST with in 28th February

202t.

3. ln case I failed to purchase required amount ofspecific goods/seNices, I am liable to refund the

excess amount ofadvance by way ofdeduction from salary ofApril 2021 onward.

4. I understand that rules and regulations of Special Cash Package Scheme 2020 for availing Deemed LTC

fare and Leave Encashment value.

5. No LTC advonce is oulslanding wilh me

The parliculars furnished above are true and correct to the best of my knowledge.

Signature

Full Name

Department

Signature of Applicant
Date:

PART - B

[For use in the olfice ofthe Registrar]

l. Inforrnation furnished have been verified.

2. ProfiDrr Mr/ Msi Mrs 

- 

-is eligible to avail Deemed LTC Fare

for selforr'and family members and Leave Encashment for the Block Year-2018-2021

Dealing Asst. AR (Establishment) Registrar

3. Forwarded to Finance Officer for necessary action.

Signature with date
AR(Establishm€nt)

UDC(Finarce) DR(F)/FO

a) Advance fbr Deemed LTC fare Rs......................, b) Advance for Leave encashment Rs..

The total amount ofadvance oi
............) onlY.



SIKKIM UNIVERSITY
GANGTOK

Sub-Bill No......

I,E,AVE TRAVEL CONCESSION BILL FOR THE BLOCK OF

YEARS...........TO .............

INOTE - This bill should be prepared in duplicate-one for payment and the other as office copy]

PART A
(To be filled in by the Government servant)

l. Name...........
2. Designation...
3. Pay.. ...........
4.HeadqLrarters...

5. Nature and period of leave sanctioned From ...... '....... ... ....... '..To.....
6. Particulars of rrembers of family in respect of whom the LTC has been

claimed:

7. Details ofjourney(s) performed by Government servant and the members of his/her family.

8. Amount oJ advance, if any, drawn
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Depa,lure Arrival Distanc
einkm

Mode of travel&
class of

fucco mmodatio n used

No. of
fares

Fares paid Rs. Remarks

Date &
Time

Front Date &
Time

To

R,I



9. Partict ars ofjourney (s).for tuhich higher class ofaccommodation thon the one

to which the Government servant is entitle.l, v)as used (sanction No. and date to be

given):

70. Particulars o.f journey(s) performed by road between places connected by

rail:

PIace Mode of
convelance

Chss to
which

entitled

Class by which
aclaallJ)

traveled

No. of
_fares

Fares paid
Rs.

From To

Name of places Class to which entitled
Rail.fare

Rs. P,From To
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CERTIFICATES TO BE GIVEN BY THE GOVERNMENT SERVANT

1. Ihave not submitted any other claim so far for Leave Travel Concession in respect of
myself or my family members in respect of the block of two years 20..... and

20............

2. I have already drawn TA for the Leave Travel Concession in respect of a joumey

performed by me/my wife with .. . . ... ... .. .....children. This claim is in respect of the

joumey performed by my lvife/myself with ... . .. . . . '. '.. . . .. children none of whom

travelled with the party on the earlier occasion.

3. I have not already drawn TA for the Leave Travel Concession in respect of a joumey

4.

5.

perlormed by me/my wife with .. .. . childred/

....... children in respect of the block of two years

.......... and This claim is in respect of
the journey performed by my wife with . .. . ... ... .. . . .. .

children/ ........... . children none ofwhom availed ofthe concession

relating to that block.
I have already drawn TA for the Leave Travel Concession in r/o a journey performed by

me in the year ..... . ..... .. . . ... . in r/o of block of two
years................ and ................. This claim is in r/o ofthe
journey performed by me in the year ... ... . ..... ... .. . This is against the

concession admissible once every year in a prescribed block for visiting home town as all
the members of rny family are living away from place of work.

The joLrrney has been performed by me/my wife with children to the declared
'hornetown'. vi2...............,..,.....

That my husband/wife is not employed in Government service/that my husband/wife is

employed in Government service and the concession has not been availed of by him/her
separately for himself/herself or for any of the lamily members for the concerned block ol
yeals..............., to.................................-:

Ceftitled that rry wife/ husband for rvhom L.T.C is clairned by me is employed in

..... '.. '.1............ (Name ofl the

Public Sector Undertaking/ Corporation/ Alltonomous body etc.) which provides Leave

Travei Concession facilities but he/she has not prefeffed and will not prefer, any claim in

this behalf from his/ her employer.

Certified that my wife/ husband for whom L.T.C. is claimed by me is not employed in any

Public Sector Undertaking/ Corporation/ Autonomolls body financed whol)y or partly

owned by the Central Government Local Body which provides LTC faculties to its

employees and their families.

7.

6.

8.

SIGNATURE OF THE GOVERNMENT SERVANT

DATE:

CONTACT NO:
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PART B

(To be filled in by the Bill Section)

Entitlement scrutinized as per check Iist at P/ 

-C
The net entitlement on account of leave travel concession works out to

Rs......................
(Rupees........ .. . .............) as

detailed below-

(a) Railway/Airi B us/Steamer fare Rs

(b) Less Amount ofadvance drawn vide

Net amount Rs.

The expenditure is debatable to LTC facility (15007) for 20_ -

Dealing Assistant Section Officer (F) Drawing and Disbursing Officer

Sanctioned and passed fbr Rs. ............ .. Rupees

Finance Officer Vice-Chancellor
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PART C

[To be filled in by Administration]

Certified that necessary entries have been made in the Service Book of

Shri/SmVKum

(Signature ofthe Officer authorized to attest entries in the Service Book)

LTC CERTIFICATE

Certi/ied:

(il that Shri/Shrimati/Kumari (name of the Government
servant)....... ... has rendered continuous service for one year or
more on the date of commencing the outward journey.

(ii) that necessary entries as required under para 3 ofthe Ministry of Home

Affairs, OM No. 43/ 1/55-Ests.(A)-Port II, dated the I lth October, 1956, have been

made in the Service Book of
Shr i/Sht i mot i/Kumari.......

REGISTRAR

PART D

FOR USE IN ACCOUNTS DEPARTMENT

Voueher \o. Dated

Vide cheque / Advice No. ......... dated

Signature of the Drawing and Disbursing Officer
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