Chapter 9

Travelling Allowance / LTC Rules

9.1. TA on tour
TA on tour is from duty point/residence/headquarters to the duty point at the destination and vice-versa.  It comprises:

· Fare for journey by rail, road, air and steamer

· Road mileage for journey otherwise than by public transport and

· DA for the entire period of absence from HQ including the journey period

The eligibility for traveling by specific class of accommodation and the rate of daily allowance is decided with reference to the pay of the employee.  The grading of employees for journey is according to the pay as follows:

9.1.1.
Entitlements for Travel by Rail:
	Pay Range (Basic pay+NPA+ Stagnation increment)
	Shatabdi Express
	Rajdhani Express
	Other Trains

	Rs. 16400 and above
	Executive Class
	AC First Class
	AC First Class

	Rs. 8000 to Rs. 16399
	AC Chair Car
	AC 2-tier
	AC 2-tier

	Rs. 6500 to Rs. 7999
	-do-
	AC Chair Car*
	First Class/ AC 3-tier/ AC Chair Car

	Rs. 4100 to Rs. 6499
	-do-
	-do-*
	-do-

	Below Rs. 4100
	-do-
	-do-*
	Sleeper Class


Those entitled to travel by First Class/ AC 3-tier/ AC Chair Car may travel on tour/ transfer by AC 2-tier, if any of the trains connecting the originating and destination stations by the direct shortest route do not provide for any of the three classes.

When journey is performed by longer route by rail, partly by lower class and partly by the entitled class, the claim is to be regulated on proportionate basis, by calculating mileage allowance for different modes/ classes by the shortest route in the ratio of the distance covered by such modes by the longer route actually used.

9.1.2.
Entitlements for Travel by Road:
	Pay
	Entitlements

	Rs. 16400 and above
	AC Taxi/ Car/ any bus including AC bus

	Rs. 8000 - Rs. 16399
	Taxi/ Car/ any bus including AC bus except AC taxi

	Rs. 6500 - Rs. 7999
	Taxi/ Autorikshaw/ Scooter/ Moped/ any bus except AC bus.

	Rs. 4100 - Rs. 6499
	Autorikshaw/ Scooter/ Moped/ any bus except AC bus

	Below Rs. 4100
	Autorikshaw/ Scooter/Moped/ Ordinary bus


It is not necessary that the Car/ Scooter/ Moped should have been registered in the name of the staff member. The claim for taxi / auto rikshaw shall be regulated in accordance with the rates fixed by the State Transport Department.

9.1.3.
Entitlement for Journey by Air

9.1.3.1. All those who are in receipt of basic pay of Rs. 16,400 and above are entitled to travel by Air.

9.1.3.2. Those drawing basic pay of Rs.12,300/- and above may also travel by air if the distance involved is more than 500 km and the journey cannot be performed overnight (ordinarily covered between 6 p.m. and 8 a.m.) by direct train/ direct slip coach service with approval of the authority competent to authorise the tour.

9.1.3.3. In all other cases specific approval of the Executive Director shall be required with justifications.

9.1.3.4. The entitled class of accommodation for travel by air is Economy/ Standard Class.

9.1.4. 

Entitlement for Journeys by Sea or by River Steamer
	Pay Range

Officers drawing pay
	A & N islands and Lakshadweep Islands

(Shipping Corp. of India)
	Others

	Rs. 8,000 and above
	Deluxe Class
	Highest class.

	Rs. 6,500 to Rs 7,999


	First/" A " Cabin

Class
	If there be two classes only on the steamer, the lower class.

	Rs. 4,100 to Rs. 6,499


	Second/ "B" Cabin Class


	If there be two classes only, the lower class.

If there be three classes, the middle or second class.

If there be four classes, the third class.

	Below Rs. 4, 100
	Bunk Class
	The lowest class.


9.1.5. 
Daily Allowance

9.1. 5.1. 
Absence from headquarters will be calculated on calendar day basis i.e., from mid-night to mid-night and DA for each day will be as follows:

Absence not exceeding six hours



Nil

Absence exceeding six hours but not exceeding 12 hours
70%

Absence exceeding 12 hours




100%

9.1. 5.2. 

If free Boarding and/or lodging are provided, the entitlement to DA will be as follows:

Free Boarding and lodging




25% of DA

Free boarding alone





50% of DA

Free lodging alone





75% of DA

DA for journey period will be at the ordinary rate.

9.1. 5.3. 

Rates of Daily Allowance
The entitlements for DA and accommodation charges at various locations shall be as shown below:

	Pay Range (Rs.)
	A1 Class Cities (Rs.)
	A Class Cities (Rs.)
	B1 Class Cities (Rs)
	Other Localities (Rs.)

	16400 and above
	260
	210
	170
	135

	8000 to 16399
	230
	185
	150
	120

	6500 to 7999
	200
	160
	130
	105

	4100 to 6499
	170
	135
	110
	90

	Below 4100
	105
	85
	70
	55

	Lodging charges for Stay in Hotels (in addition to DA as above)

	16400 and above *
	2000
	1500
	1000
	750

	8000 to 16399
	1500
	1000
	750
	500

	6500 to 7999
	1000
	750
	500
	400

	Others
	750
	500
	400
	300


Note:
Lodging charges shall be enhanced by 50% of the rates given above in respect of Directors / Executive Director in the scale of pay Rs 18400-500-22400 or above. 

9.1. 5.4. 

All members are expected to stay in C-MET’s guesthouse where this facility exists. If the employee makes alternate arrangements even when accommodation was available in the Guest House, the lodging charges shall be limited to one third of limits prescribed above. 

9.1.6. 
Expenditure on Local Journey while on Tour 

Expenditure on local journeys at the station of halt shall be reimbursed if it exceeds 10% of ordinary DA applicable to the place of halt limited to two DA per day of halt.

9.1.7.
Procedure
The tour approval obtained from the competent authority contains sanction of TA advance also.  Based on this sanction Finance will pay advance to the Official proceeding on tour. The Officer on completion of journey will prefer a final TA claim enclosing the air ticket in respect of the journey, hotel bills where claimed, used rail tickets, etc., based on which the claim will be finally admitted by Finance.

In case of officers not eligible to travel by air, prior approval of the competent authority should be obtained. 

9.2.

T .A. for local journeys
9.2.1. Local Journeys mean journeys on duty on any day beyond 8 km from the duty point at Headquarters and within the limits of suburban or other Municipalities, Notified Areas or Cantonments contiguous to the Municipality/Corporation of the Town or City in which the duty point is located. Journeys performed within the limits of an Urban Agglomeration within which the employee's headquarter is located will also be treated as 'local journeys'.

9.2.2. T .A. for local journeys: Mileage allowance for the journeys performed on all the days spent on temporary duty and in addition 50% of the admissible D.A. Option is available either to claim reimbursement of conveyance hire charges under Delegation of Financial Powers Rules or to claim normal T.A. as above.

9.2.3. T.A. for a local journey is admissible if the temporary place of duty is beyond 8 km from the normal place of duty, irrespective of whether the journey is performed from residence or from the normal place of duty.

9.2.4. Local journeys should normally be performed in the same way as journey to duty point, i.e., by bus, local trains or own conveyance. Where travel by special means like taxi, scooter, etc., is considered necessary, prior permission of superior authority is necessary .If more than one official is deputed for duty at the same point, they should, as far as possible, travel together by sharing the hire charges of the taxi or scooter or other conveyance, if necessary, by assembling at the normal duty point.

9.2.5. For journeys to temporary duty point within a distance of eight kilometers from the residence, if performed by public conveyances, such as bus, local trains, trams and ferries, fares paid will be reimbursed. In case of travel by 'White line buses' plying in Delhi/New Delhi, reimbursement will be made on production of tickets. If such journeys are performed by taxi/auto rickshaw/own car/scooter, no mileage allowance is admissible.

9.2.6. The bus/rail fare/mileage allowance for local journeys should be based on the actual distance traveled or the distance between the normal duty point and temporary duty point, whichever is less.

9.2.7. If provided with conveyance free of charge, D.A. only will be admissible.

9.2.8. D.A. for 'local journeys' will be admissible only at the ordinary rates. The special rates of D.A. prescribed in respect of certain expensive cities are not applicable to officers having headquarters in those cities and performing local journeys.

9.2.9. 180 days limit: -An official required to perform duty at a temporary duty point, will be paid D.A. for the first 180 days only. Beyond 180 days, no D.A. will be admissible.

9.3. 
T.A. when deputed for training
9.3.1. 
An employee deputed to undergo a course of training in India (refresher / in-service/pre-promotional) is entitled to draw T.A. and D.A. as on tour as follows: -

When boarding and lodging not provided-

First 180 days:
 Full D.A.

Beyond 180 days:
 Nil

Training Institutes where boarding and lodging facilities exist (including mess run on co-operative basis at the training centre)-

First 30 days:

Full D.A. 

Next 150 days:
Half D.A. 

Beyond 180 days:
Nil

9.3.2. If the training exceeds 180 days, option to draw either T.A. as on transfer or tour T.A. plus D.A. for the first 180 days is available.

9.3.3. If theoretical training and practical training are given in two different stations, D.A. in the second station will commence afresh irrespective of whether D.A. was drawn for 180 days or less in the first station. If both theoretical and practical trainings are at the same station, D.A. will be admissible for the first 180 days only.

9.3.4. An employee on training at a particular station going on tour to another station will be entitled to draw D.A. at full rate for stay in the touring station, but this period will also be taken into account for computing 180 days of halt at the training station.

9.3.5. No T.A./D.A. is admissible for training at the headquarters irrespective of the distance between normal duty point and the training centre.

9.3.6. An employee drawing D.A. during training will be entitled to draw HRA and CCA only at the rates admissible at his headquarters from where he has been deputed to the training. Even beyond 180 days when no D.A. is admissible, the HRA and CCA will be admissible only at the rates admissible at his headquarters.

9.4. 
T.A. on Temporary Transfer
9.4.1. In all cases of transfers for short periods not exceeding 180 days, the journeys from headquarters to the station of deputation and back will be treated as on tour and D.A. granted for the first 180 days only.

9.4.2. Joining time is not admissible. Only actual transit time as for tour allowed.

9.4.3. No advance of pay is admissible.

9.4.4. If a transfer originally made for a period more than 180 days is reduced to 180 days or less later, the T.A. claim originally allowed should not be changed to the disadvantage of the official.

9.4.5. If a temporary transfer originally made for a period of 180 days or less is later extended beyond 180 days, the T.A already drawn shall be adjusted in the transfer T.A. claim; but D.A. is admissible up to the date of issue of the revised orders.
9.5. 
T .A. on Transfer

9.5.1. Transfer means the movement of an employee from headquarter / one station in which he is employed to another such station, either to take up the duties of a new post, or in consequence of a change of his headquarters.

9.5.2. Admissibility: -Admissible only if the transfer is in the interest of C-MET and not at one's own request.

9.5.3. Transfer T .A. entitlement: - 

9.5.3.1. Transfer T .A. comprises of the following elements: -

(i) a composite transfer grant equal to one month's basic pay;

(ii) actual fares for self and family for journey by rail/steamer/air;

(iii) road mileage for journey by road between places not connected by rail;

(iv) cost of transportation of personal effects from residence to residence; and

(v) 
cost of transportation of conveyance possessed by the employee.

9.5.3.2. While the grade of the employee is determined with reference to the facts on the date of his transfer, the number of fares admissible is to be determined with reference to the facts on the date of journey. No traveling allowance is admissible for any member added to the family after the date of transfer.

9.5.3.3. In addition to the above, the employee will be entitled for an additional fare by the entitled class for self for both onward and return journeys, if he has to leave his family behind due to non-availability of Government accommodation at the new place of posting.

9.5.3.4. An employee whose family does not accompany him to the new station while joining on transfer, has an option to claim for him

either 
 for the first journey undertaken to join the new post

or      
for the journey subsequently undertaken along with family members.

9.5.4. 
At the Same Station-

9.5.4.1. No T.A. if no change of residence is involved.

9.5.4.2. If there is compulsory change of residence solely due to the transfer-

(a)  
Actual cost of conveyance for self and family limited to the road mileage and actual cost of transportation of personal effects admissible subject to the prescribed limits and

(b) 
Composite Transfer Grant equal to one-third of basic pay.

9.5.5. 

Between two stations within a short distance not more than 20 km: - 

9.5.5.1. 
No T.A. if no change of residence is involved

9.5.5.2. 
If change of residence is involved-

(a) Full Transfer T .A. will be allowed and

(b)  
Composite transfer grant equal to one-third of basic pay.

9.5.6. 
Definition of family: -Family includes-

9.5.6.1. Spouse residing with the employee. (Need not be dependent). Only one wife is included in the term ‘family'.

9.5.6.2. Legitimate children and stepchildren, residing with and wholly de- pendent. Children include major sons, legally adopted children and widowed daughters, residing with and wholly dependent. Restricted to two children with effect from 1st January 1999. However, this restriction does not apply to existing employees with more than two children including those born up to 31-12-1998. Does not apply also to employees with no/one child on 31-12-1998 but next confinement resulting in multiple births thereby increasing the number to more than two.

9.5.6.3. Married daughter, if divorced, abandoned or separated from her husband and residing with and financially dependent on the parent.

9.5.6.4. Parents, stepmother, unmarried sisters and minor brothers residing with and wholly dependent. (Major brothers are not included).

9.5.6.5. Widowed sisters residing with and wholly dependent (provided their father is either not alive or is himself wholly dependent on the employee)

9.5.6.6. EXPLANATION: - 

9.5.6.6.1. In the case of wife/husband, the necessary condition is-'residing with'. Other members of the family should satisfy both conditions-'residing with' and 'wholly dependent'.

9.5.6.6.2. Children studying in educational institutions away from their parents at the time of transfer but joining their parents at the time of vacation are treated as members of family subject to other conditions for drawal of T.A.

9.5.6.6.3. Wards: - Children taken as wards by the employee under the "Guardians and Wards Act, 1890" will be treated as employee's children if the employee treats the ward as member of the family and through a special will gives the ward the same status as that of natural children.

9.5.6.6.4. Definition of dependant: - Any family member whose income from all sources, including pension (inclusive of pension equivalent of DCRG, but excluding Dearness Relief) does not exceed Rs. 1,500 p.m., is deemed to be wholly dependent on the employee. Children getting stipend, scholarship, etc., in excess of Rs. 1,500 p.m. are not considered as dependants.

9.5.7. For journeys by Rail/Road/Air/Steamer entitlement will be as for journeys on tour.

9.5.8. By road between places not connected by rail: - For journey by public bus, actual bus fare for self and each member of family is admissible and if the journey is performed otherwise than by public bus, mileage allowance at the appropriate rate will be admissible as follows: -

9.5.8.1. One mileage for self/self and one additional member;

9.5.8.2. Two mileages if two members of family accompany;

9.5.8.3. Three mileages if more than two members of family accompany. 

9.5.9. 
By road between places connected by rail: - Road mileage limited to rail mileage by the entitled class.

Option to family -The family may travel-

(i) 
from the old headquarters to the new headquarters; or

(ii) 
from any other station to the new headquarters; or

(iii) 
from the old headquarters to any other station.

But the claim will be restricted to that admissible from the old to the new headquarters

9.5.10. 
Time Limit: - The members of the family should perform the journey not earlier than one month prior to the date of relief at the old station or within six months of his taking over charge at the new station. This time Limit can be extended in deserving cases by Head of Department.

9.5.11. 
Entitlements at a glance

	Basic pay + NPA +

Stagnation Increment

Composite

Transfer Grant


	Personal effects

	
	By train/steamer
	Rate per km for transport by road

	
	Maximum
	‘A-1’, ‘A’ and ‘B-1’ cities
	Other places

	(1)
	(2)
	(3)
	(4)
	(5)

	Rs.16, 400 & above
	Equal to one

Month’s basic

Pay +NPA +SI
	Full four- wheeler wagon, or 6,000 kg by goods train, or one Double container
	Rs.  P.

30.00
	Rs. P.

18.00

	Rs. 8,000 to 16,399
	Equal to one month's basic pay + NPA + SI
	Full four-wheeler

Wagon, or 6000 kg by goods train, or one Single Container
	30.00
	18.00



	Rs. 6,500 to 7,999
	-do-
	3,000 kg
	15.00
	9.00

	Rs. 4,100 to 6,499
	-do-
	1,500 kg
	7.60
	4.60

	Rs. 3,350 to 4,099
	-do-
	1,500 kg
	7.60
	4.60

	Below Rs. 3,350
	-do-
	1,000 kg
	6.00
	4.00


Personal effects should be transported by goods train between places connected by rail. If transported by road, the actual expenditure or 1 ¼ times of the amount admissible for transport by goods train for the maximum admissible quantity, whichever is less, will be admissible.

The higher rate of road mileage is admissible for transport of personal effects between one place and another within the limits of' A -1 ‘, A ' or' B-l, Class cities.

The lower rate of road mileage is admissible for transport of personal effects between stations not connected by rail.

9.5.12. 
Transport of Conveyance: -

9.5.12.1. The possession of the conveyance (either at the old or at the new station) need not be in public interest.

	Basic Pay + NPA+SI
	Authorized Scale

	Rs.6, 500 and above 
	One motor car or one motor cycle/scooter 

	Below Rs.6, 500 
	One motorcycle /scooter/moped or one bicycle.


9.5.12.2.
Transport by Rail:

9.5.12.2.1. By Passenger: Actual freight charged by the Railway.

9.5.12.2.2. By Goods: Cost of packing, cost of transporting the packed car, motor cycle to and from the goods-shed, cost of crating the car, loading and unloading charges, cost of ropes, etc., are all reimbursable. Claim to be limited to the amount under (9.5.12.2.1.) above.

9.5.12.2.3. One Second Class fare by the shortest route between the stations from and to which the car is actually transported by rail can be drawn for a Chauffeur or Cleaner.

9.5.12.3. 
Transport by Road

9.5.12.3.1. Car/scooter or motor cycle/moped

	Mode of transportation


	Between places connected by rail.


	Between places not connected by rail.

	When the conveyance is sent loaded on a truck
	Actual expenses/ amount at the prescribed rate */ cost of transportation by passenger train, whichever is the least.


	Actual expenses are limited to the amount at the prescribed rate*.

	When the conveyance is sent under its own propulsion.
	Amount at the prescribed rate * limited to cost of transportation by passenger train.
	Amount at the prescribed rate*.

	* Prescribed rate: -The rate prescribed for journey by taxi/auto rickshaw, as the case may be, by the Director of Transport at the starting point


NOTE. When the conveyance is sent under its own propulsion, the employee /members of family traveling in the car will not be entitled to separate fare by air/rail/road mileage. Separate air/rail/road mileage will be admissible for the employee and/or members of family if they travel otherwise than by the conveyance being transported under its own propulsion.

9.5.12.3.2. 
Bicycle: -
Between the places connected by rail, actual cost of transportation limited to the freight charges by passenger train; between places not connected by rail, mileage at the rate of 60 P. per km

9.6.

T.A. on Retirement
9.6.1. 
Entitlements: -
When the retired employee settles down in a station other than the last station of duty: - Same as on transfer including   lumpsum Composite Transfer Grant. Travel by air is also admissible.


The retired employee and family may travel from the last headquarters to the declared Hometown, or to any other selected place of residence where he wishes to settle.

When the person settles down in the last station of duty but with change of residence or at a place not exceeding 20 km: -

	Self and family
	Actual cost of conveyance not exceeding the road mileage allowance admissible for transfer.

	Personal effects
	Actual cost of transportation not exceeding the amount admissible for transfer.

	Transportation of Conveyance
	An allowance at the rates prescribed by the Director of Transport for journey by taxi/ auto rickshaw, as the case may be. Where the above allowance is claimed, no mileage will be admissible for self. If the family also travels by the same conveyance, they will also not be entitled to mileage allowance.

	Composite Transfer Grant
	Amount equal to one-third of his Basic pay


NOTE: The last station of duty means and includes the areas falling within the Urban Agglomeration of such station.

9.6.2. T.A. not admissible on Resignation, Dismissal, etc: -The concession is admissible only to persons who retire on retiring pension or on superannuation, invalid or compensation pension. It is not admissible to employees who quit service by resignation or who may be dismissed or removed from service. The concession is also not admissible to persons who are compulsorily retired as a measure of punishment.

9.6.3. Time Limit: - The concession should be availed by the employee during leave preparatory to retirement or within one year of the date of his retirement.

9.6.4. Advances: - Advances may be sanctioned only when the journey is performed during leave preparatory to retirement. Advance will be limited to the amount to which the employee may be entitled under the rules, and will be adjusted in full on submission of the T.A. Bill. No advance is admissible when the journey is performed after retirement

9.7. 

T.A. to the family of a deceased employee
9.7.1. Entitlements: - Same as for retirement.

9.7.2. The family of an employee who dies in service may travel from the last headquarters of the employee to the Hometown, or to any other selected place of residence where the family wishes to settle down.

9.7.3. If at the time of the death of the employee any member of his family happens to be at a station other than his headquarters, such member may travel from that station to the Hometown or selected place of residence. But the claim will be restricted to what is admissible from the last headquarters to the Hometown or selected place of residence, as the case may be.

9.7.4. If any member of the employee's family proceeds from the last head- quarters to a place other than the selected place of residence, the claim will be restricted to what is admissible from the last headquarters to the selected place of residence.

9.7.5. The journey should be completed within one year after the date of death.

9.7.6. The concession is not admissible to families of (a) Employees who die while on leave preparatory to retirement; and Retired employees who are re-employed.

9.7.7. Advance of T .A: - (a) Amount - Limited to three- fourths of the probable amount of traveling expenses admissible under the rules.

9.7.8. Conditions: - (1) Only one member of the family can receive on behalf of all. (2) Only one advance is admissible. (3) Surety of a permanent employee of comparable or higher status is necessary. (4) An undertaking from the person receiving the advance to abide by the conditions for recovery is also necessary.

9.7.9. Recovery: - (I) Account should be rendered within one month of the completion of the journey if the family travels in one batch. (2) If the family travels in more than one batch, account to be rendered within one month of completion of the journey by the last batch. (3) In any case, the journeys should be completed within one year and account rendered within one month thereof. Otherwise, the amount should be refunded.

9.8. 
Advance of T.A. on Tour

9.8.1. Amount: - (I) An amount sufficient to cover the official's personal traveling expenses for a month, viz., daily allowance, road/rail/air fares, for journeys both ways. (2) In the case of prolonged tour in the interior, to places difficult of access, an amount sufficient to cover daily allowance, road/rail/air fares and contingent charges such as for the hire of conveyance, conveyance of records, tents, etc., for six weeks.

9.8.2. Eligibility: -All cases where T.A. is admissible as for a journey on tour.

9.8.3. Conditions: -The advance should be adjusted within fifteen days of completion of the tour/rejoining duty if gone on leave immediately on completion of tour. A second advance cannot be sanctioned until an account has been given of the first except when a second journey is required to be undertaken soon after the completion of the first leaving no time for the employee to prefer his T .A. Bill in respect of the first advance.

9.8.4. Recovery: -By adjustment from the T.A. Bill submitted after completion of the journey 

9.9. 

Advance of Pay and T.A. on Transfer
9.9.1.

Amount.

9.9.1.1. One month's pay in cases of normal transfer.

9.9.1.2. Two months' pay if the transfer is due to shift of headquarters as a result of policy decision.

9.9.1.3. Advance of pay can be taken at the new station, if so desired.

9.9.1.4. In addition, advance of T.A. as admissible under the rules, for self and family. This can be drawn either in one installment or separately for self and family in two installments.

9.9.2.

Eligibility
9.9.2.1. Employees under orders of transfer, including those on leave.

9.9.2.2. Employees proceeding on Foreign Service in India or on reversion from such service.

9.9.2.3. Not admissible when the transfer is at official's request and not in public interest.

9.9.2.4. Not admissible when the transfer is within the same station. 

9.9.3.

Recovery

9.9.3.1. Advance of pay of one-month -In not more than 3 installments.

9.9.3.2. Advance of pay of two months -In 24 installments.

9.9.3.3. Monthly rate of recovery should be in whole rupees, the balance being recovered in the last installment.

9.9.3.4. Should commence from the month in which the official draws a full month’s pay and/or leave salary after joining new appointment.

9.9.3.5. Advance of T .A. should be recovered in full from the T .A. Bill 

9.10.

Tours abroad
9.10.1. Cases of Foreign tours/visits in regard of Executive Director / Director / Head of Laboratory in the grade Rs.18,400-450-22,400 and above will require the approval of Chairman, Governing Council and such visits by other officers of C-MET including Head of the Laboratories will require the approval of the Executive Committee.

9.10.2. TA/DA on foreign visit shall be applicable as per Government orders.  However, hotel charges will be paid on actual basis or as per the entitlement as fixed by Indian Embassies in the respective countries for equivalent grade officers in government, since such facility may not be available to them from concerned embassies of the government. To avoid inconvenience to ascertain entitlement as fixed by Indian Embassies. Hotel charges shall be same as the rate of daily allowance for the respective countries. The rates of Daily Allowance are the same throughout a country. 

9.10.3. Full Daily Allowance shall be applicable up to 14 days, 75% of Full Daily Allowance for the next 14 days, and 60% of full Daily Allowance thereafter in case of long tours/Temporary duties including long term training, deputation etc.

9.10.4. The rates of Daily Allowance fixed for various grades of officers do not include any element towards cost of transport for official journeys.  Accordingly, the actual cost of taxi or conveyance hired for trips on duty, which is considered necessary and reasonable to the controlling authority, will be reimbursed to the officers subject to specific provision of funds in the sanction order sanctioning the deputation/delegation.

9.10.5. Where the officer makes his own arrangements for accommodation or where accommodation alone is provided free, he shall be granted Daily Allowance only at the rate prescribed for his Grade.

9.10.6. Hotel entitlement of officers going abroad or non-representational visits such as training courses on seminars shall be equal to half DA under normal entitlement.

9.10.7. Where an officer is treated as State Guest and is provided all meals free of cost, only 25% of the daily allowance rates shall be admissible. Where the hotel charges include breakfast charges, the Daily Allowance shall be reduced by 10%.

9.10.8. In the case of countries, where local currencies are freely convertible, the equivalent amount of prescribed Daily Allowance in US Dollars for the country concerned may be paid in the local currency.  The local currency equivalent may be arrived at via Rupee, by using the official rates of exchange fixed by the Ministry from time to time.  In the case of Missions where local currencies are not freely convertible, the prescribed Daily Allowance for the country concerned may be paid in US Dollars.

9.10.9. Visa Fees will be reimbursed by C-MET.  If there is any sponsoring agency then the sponsoring agency has to reimburse the cost of Visa Fees.

9.10.10. Travel Class - Members shall travel by Economy Class. Members shall be allowed to make intercity travel abroad by appropriate train/bus service as admissible.  The foreign currency requirement admissible against D.A.  Accommodation, Intercity travel, etc will be collected by the member prior to his/her departure.

9.10.11. Medical Insurance - All the members undertaking foreign tour will be entitled to reimbursement against medical insurance.  Members will be able to claim this amount at the time of settling their foreign tour claim.

9.10.12. D.A & Accommodation charges will be calculated for the number of nights spent in the foreign country.  One additional DA (excluding hotel charges) shall be allowed towards to & fro journey time.

9.11.

LEAVE TRAVEL CONCESSION

9.11.1. 

Eligibility

9.11.1.1. 

Any employee with one year of continuous service on the date of journey performed by him/his family is eligible.

Example: - An official appointed on 31-12-2002 will be eligible for the two-year block 2002-03, but those appointed on or after 1-1-2003, will not be eligible for that block.

9.11.1.2. Employees of C-MET whose spouses are working in Indian Railways/National Airlines are not eligible for LTC.
9.11.1.3. Period of unauthorized absence, declared so under rules, will be treated as break in service for calculating the continuous period of service, unless the break is condoned by the Competent Authority.

9.11.1.4. If an official is under suspension, the concession is admissible only to his family members.

9.11.1.5. When both the husband and wife are Employees of C-MET / either of them is a Central Government employee -

9.11.1.5.1. they can declare separate Home towns independently;

9.11.1.5.2. they can claim LTC for their respective families, viz., while the husband can claim for his parents/minor brothers/sisters, the wife can avail for her parents/minor brothers/sisters;

9.11.1.5.3. either of the parents can claim the concession for the children in a particular block;

9.11.1.5.4. the husband/wife who avails LTC as a member of the family of the spouse, cannot claim independently for SELF.

9.11.1.6. ‘Family’ means-

9.11.1.6.1. the wife or husband of the Employee of C-MET and two surviving unmarried children or stepchildren wholly dependent on the Employee of C-MET, irrespective of whether they are residing with the Employee of C-MET or not;

9.11.1.6.2. married daughters divorced, abandoned or separated from their husbands and widowed daughters and are residing with the Employee of C-MET and wholly dependent on the Employee of C-MET.

9.11.1.6.3. Parents and/or stepmother residing with and wholly dependent on the Employee of C-MET;

9.11.1.6.4. Unmarried minor brothers as well as unmarried, divorced, abandoned, separated from their husbands or widowed sisters residing with and wholly dependent on the Employee of C-MET, provided their parents are either not alive or are themselves wholly dependent on the Employee of C-MET.

9.11.1.6.5. EXPLANATIONS: -

9.11.1.6.5.1. The restriction of the concession to only two surviving children or stepchildren shall not be applicable in respect of (i) those employees who already have more than two children prior to 20-10-1998; (ii) where the number of children exceeds two as a result of second child birth resulting in multiple births.

9.11.1.6.5.2. Only one wife is included in the term “Family” for LTC Rules.  However, if an Employee of C-MET has two legally wedded wives and the second marriage is with the specific permission of the Government, the second wife shall also be included in the definition of  “Family”.

9.11.1.6.5.3. It is not necessary for the spouse and children to reside with the Employee of C-MET so as to be eligible for the concession.  The concession in their cases shall, however, be restricted to the actual distance traveled or the distance between the headquarters of the Employee of C-MET and the Home town/place of visit, whichever is less.

9.11.1.6.5.4. Children of divorced, abandoned, separated from their husbands or widowed sisters are not included in the term “Family”.

9.11.1.6.5.5. A member of the family whose income from all sources, including stipend, or pension, temporary increase in pension but excluding Dearness Relief does not exceed Rs. 1,500 p.m. is deemed to be wholly dependent on the Employee of C-MET. As and when Government of India issues any changes in this income limit it will be applicable mutatis mutadis.

9.11.1.6.5.6. Husband and wife is one unit for purpose of LTC and hence the condition of dependency is not applicable. 

9.11.2. 

Salient Points

9.11.2.1. Concession can be availed of for self and family separately on different occasions, even in different calendar years of the same block.

9.11.2.2. Family can travel in one or more group; but each group should complete its return journey within six months from the date of its outward journey.

9.11.2.3. Circular tour tickets can be availed of in conjunction with the concession.

9.11.2.4. Can be availed of during any leave including study leave, casual leave and special casual leave.

9.11.2.5. While on study leave, the entitlement will be as under:

Family staying with Employee of C-MET.

From place of study to Hometown limited to admissibility from head quarters to Hometown.

9.11.2.6. 

Normal Home town entitlement.

Can be combined with transfer/tour.

9.11.2.7. Cannot be availed of during closed holidays only, without taking any leave.

9.11.2.8. Carry forward – Concession for one block can be carried forward to the first year of the next block, i.e., the outward journey for 2002-2003 block can be performed up to 31-12-2004.  Employees entitled to LTC to Hometown for self-alone every year cannot carry forward the concession.

9.11.2.9. Home town concession by some members of the family and “any where in India” by others in the same two-year block permissible – Some members of family may avail the concession to Home town while others may avail the same for “anywhere in India” in the same two-year block.

9.11.3.
Entitlements

9.11.3.1. 
Journey by Air/Rail:

Pay Ranges Rs. 18,400 and above: - Air Economy (Y) Class by National Carrier.

	Pay Range
	Shatabdi Express
	Rajdhani Express
	Other Trains

	Rs. 16,400 and above
	Executive Class
	AC First Class
	AC First Class

	Rs. 8,000 to Rs. 16,399
	AC Chair Car
	AC 2-tier
	AC 2-tier

	Rs. 4,100 to Rs. 7,999
	-do-
	AC 3-tier
	*First Class/ AC 3-tier/AC Chair Car

	Below Rs. 4,100
	Not Entitled
	Not Entitled
	Sleeper Class


*All Employee of C-MET who are entitled to travel on LTC at their discretion by First Class/AC 3-tier/AC Chair Car may, travel by AC 2-tier, in cases where any of the trains connecting the originating and destination stations by the direct shortest route do not provide these three classes of accommodation.

9.11.3.2. NOTES  

9.11.3.2.1. Entitlement by Rajdhani Express/Shatabdi Trains up to an en route railway station by direct shortest route and thereafter the journey is completed in a train other than Rajdhani/Shatabdi Trains, fare for both the types of trains by the entitled class will be admissible for the respective portion of journey.

9.11.3.2.2. If the journey is performed partly by Rajdhani/Shatabdi Trains and partly by other trains/modes of transport, the claim shall be reimbursable subject to the condition that the shortest route performs the journey.

9.11.3.2.3. The journey can be performed by Rajdhani/Shatabdi Trains up to the nearest en route station which should not be beyond the destination, i.e., Home town or declared place of visit.
9.11.3.3.
Journey by Sea or by River Steamer:

	Pay Range Officers drawing pay
	A & N Islands and Lakshadweep Islands (Shipping Corp. of India)
	Others

	Rs. 8,000 and above
	Deluxe Class
	Highest Class

	Rs. 6,500 to Rs. 7,999
	First/”A” Cabin Class
	If there be two classes only on the steamer, the lower class

	Rs. 4,100 to Rs. 6,499
	Second/”B” Cabin Class
	If there be three classes, the middle or second class.  If there be four classes, the third class

	Below Rs. 4,100
	Bunk Class
	The lowest class


9.11.3.4.
Journey by Road:

	
	Pay Range
	Entitlement

	1
	Rs. 8,000 and above
	Actual fare by any type of public bus, including Air-Conditioned bus:

	2
	Rs. 4,100 and above but less than Rs. 7,999
	Same as at (i) above with exception that journeys by Air-Conditioned bus will not be permissible.

	3
	Below Rs. 4,100
	Bus fare by ordinary bus.



Restrictions in respect of road journeys

9.11.3.4.1. Admissible for journeys performed in vehicles operated by Tourist Development Corporations in Public Sector, State Transport Corporation and Transport services run by other Government or local bodies, i.e., the receipt for the journey should be from the Government Body concerned for eligibility of LTC.

9.11.3.4.2. Admissible for travel by private buses operating as regular service from point to point at regular intervals on fixed fare rates with the approval of Regional Transport Authority /State Government Concerned.

9.11.3.4.3. No reimbursement permissible for journeys undertaken (a) in a private car (owned, hired or borrowed), chartered railway coach, or chartered bus, van or other vehicle owned/chartered by private operators; (b) in vehicles even if owned by Government Bodies but chartered/run by private operators.

9.11.3.4.4. Journeys by taxi, auto rickshaw, etc., are permissible only between places not connected by rail.  Journey by these modes on LTC between places connected by rail is not permissible.

9.11.3.4.5. Between places not connected by rail, if more than one State Roadways Corporation operates on the route, the lowest fare applicable on the route is reimbursable. 

9.11.4. 
Reimbursement 

Fares for journeys between duty station and Hometown, both ways, will be reimbursed in full.  If the employee and family reside away from the duty station, fares for journeys between place of residence and Hometown, both ways, restricted to that from duty station to Hometown and back will be reimbursed in full.  Reservation charges are reimbursable; but telegram charges for reservation of onward/return journeys, etc., are not reimbursable

9.11.5. 
Advance

9.11.5.1. Up to 90% of the fare can be taken.  Advance admissible for both outward and return journeys if the leave taken by the official or the anticipated absence of members of family does not exceed 90 days.  Otherwise, advance may be drawn for the outward journey only.

9.11.5.2. The official should furnish Railway ticket numbers, PNR No., etc., to the competent Authority within ten days of drawal of the advance.

9.11.5.3. Advance can be drawn separately for self and family.

9.11.5.4. Claim: -
When advance is taken;

9.11.5.4.1. the claim should be submitted within one month from the date of return journey.  If not, outstanding advance will be recovered in one lumpsum and the claim will be treated as one where no advance is sanctioned.  Further, penal interest at 2% over CPF interest on the entire advance from the date of drawal to the date of recovery will be charged.

9.11.5.4.2. When claim submitted within stipulated time but unutilized portion of advance not refunded, interest is chargeable on that amount from the date of drawal to the date of recovery.

9.11.5.4.3. When a part of the advance becomes excess drawal due to genuine reasons beyond the control of the Employee of C-MET, the Administrative Authority may, if satisfied, exempt charging of interest.

9.11.5.4.4. When no advance is taken, claim should be submitted within three months from the completion of return journey.  Otherwise, the claim will be forfeited.

9.11.6. 
LTC to Home Town
9.11.6.1. Admissible to all employees irrespective of the distance involved.

9.11.6.2. Hometown once declared is treated as final.  In exceptional circumstances, the Head of the Department may authorize a change, only once during entire service.

9.11.6.3. Admissible once in a block of two calendar years.  The blocks are 2002-03, 2004-05 and so on.

9.11.6.4. An employee (including unmarried) having his family at his Home town can avail of this concession for himself alone every year instead of having it for both self and family once in two years.

9.11.7. 
LTC to Any Place in India

9.11.7.1. This concession is admissible in lieu of one of the two journeys to Home Town in a block of four years.  The current block is 2002-05.  The last date for commencement of the outward journey is 31-12-2006(including the grace period of one year).

9.11.7.2. Available for travel to any place in India-mainland or overseas-including employee’s Hometown.

9.11.7.3. Officials availing LTC to Hometown for self-alone once every year, are not entitled to LTC to anywhere in India.

9.11.7.4. Spouse/dependent children residing away from Employee’s headquarters: - Claim will be limited to the amount admissible from the employee’s headquarters to the declared place of visit.

9.11.7.5. Different places: -
Members of family can visit either the same place as that visited by the Employee of C-MET or different places.

9.11.7.6. Different batches: -
Members of family can travel in one or more batches, as the case may be.  Each batch should complete the return journey within six months of its outward journey.

9.11.7.7. Different calendar years: -
Members of family can travel either in the same calendar year or in different years in respect of the same block.

9.11.7.8. Intended place of visit to be declared: -
The intended place of visit should be declared by the official to the Controlling Authority in advance.

9.11.7.9. Change in the declared place of visit: -
Any change in the declared place of visit should be intimated to the Controlling Authority before commencement of the outward journey.  If, however, it is established that the request could not be made before commencement of the outward journey for reasons beyond the control of the official, change of destination can be admitted by the Head of Administration.

9.11.7.10. Carry forward: -
Concession not availed in a block of four years can be carried forward to the first year of the next four-year block.  In respect of the officials entitled to Hometown LTC, the concession can be carried forward to the first year of the next block only if the official is entitled to a carried forward LTC to Hometown for that year.

Example-
Suppose an official is entitled to two concessions during the two blocks of 2002-03 and 2004-05.

i) In respect of 2002-03, he can avail the concession to Hometown before the grace period, i.e., by 31-12-2004.  Then he is entitled to carry forward his LTC to anywhere in India to be availed before the grace period, i.e., by 31-12-2006.

ii) In the above case, suppose the official avails of LTC to Hometown after 31-12-2004.  This will be debited against the block 2004-05 and hence he will not be entitled to “anywhere in India LTC”.  In this case, he will lose his entitlement for 2002-03 by not availing it before the grace period.

9.11.7.11.
LTC for Escort

Escort to single handicapped employee: -LTC is admissible to an escort accompanying handicapped employee proceeding on LTC journey provided that-

i) The nature of physical disability is such as to necessitate an escort.

ii) The physically handicapped employee does not have an adult family   member.

iii) Any other employee entitled to LTC does not accompany the physically handicapped employee on the journey.

iv) Prior approval of the Head of Department is obtained on each occasion.

v) Concessions, if any, allowed by the Railways/Bus services should be availed: -

9.11.7.12.
Encashment of EL during LTC

Encashment of earned leave while availing LTC: -
Will be admissible subject to the following condition: -

i) Limited to 10 days of earned leave on one occasion and 60 days in the entire career.

ii) Will be taken into account while computing the maximum admissible for encashment at the time of quitting service.

iii) At least equal number of days of earned leave should be availed along with encashment.

iv) The balance at credit should be not less than 30 days after deducting the total of leave availed plus leave for which encashment was availed.

9.11.7.13 The misuse of LTC shall be dealt with as per provisions contained under CCS(LTC) Rules.
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