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LTC/HTC ADVANCE FORM 

 

1. Name of the Employee ______________________________________________ 

2. Date of Appointment ______________________________________________ 

3. Designation ______________________________________________ 

4. Department ______________________________________________ 

5. Home town as recorded in service book ______________________________________________ 

6. Whether husband/wife employed and if 

so whether entitled to LTC/HTC 

 

______________________________________________ 

7. Whether the concession is to be availed 

for visiting home town and if so, block 

year for which LTC is to be availed 

 

 

_______________________________________________ 

8. a) If the concession is for visiting any 

place in India, the place to be visited 

b) Block year which to be availed 

 

______________________________________________ 

_______________________________________________ 

9. Proposed date of departure ______________________________________________ 

10. Details of family for which the concession 

is proposed to be claimed 

 

______________________________________________ 

 

 

S. No. Name of the family members Age Relationship with employee 

 

    

    

    

    

    

    

 

 

mailto:ramanujancol1ege2010@gmail.com
http://www.ramanujancollege.ac.in/


Tel: 011-35002219,2230,7388  •  Email : ramanujancol1ege2010@gmail.com  •  Web: www.ramanujancollege.ac.in 

 
 
 
 
 
 
 
 

 

jkekuqtu egkfo|ky; 

uSd }kjk ekU;rk izkIr xzsM ,$$¼३. ७१½ 

fnYyh foÜofo|ky;  

lh vkj ikdZ] eq[; lM+d] CykWd ,p] 

dkydkth] ubZ fnYyh&११००१९, भारत  
vkbZ. ,l. vks. ९००१:२००८  izekf.kr laxBu 

RAMANUJAN COLLEGE 

Accredited Grade ‘A++(3.71)’ by NAAC 
University of Delhi 

C.R. Park Main Road, Block H 

Kalkaji, New Delhi- 110019, India 

ISO 9001:2008 Certified Organisation 

 

 

11. 

 

Wants to avail 10 days leave encashment 

 

______________________________________________ 

 

12. Route of the Journey  ______________________________________________ 

13. Mode of travel  ______________________________________________ 

14. Approximate fare 

a) Per ticket  

b) Total is  

 

Rs. __________________________________________ 

Rs. __________________________________________ 

15. Approximate distance in Kms 

(if travel by road) 

______________________________________________ 

16. Advance required  Rs.___________________________________________ 

17. Any other information ______________________________________________ 

 

 

Date:         Signature of Employee 

 

 

FOR OFFICE USE ONLY 

 

A) Certified that Mr./Mrs./Ms. _____________________________________________ earlier availed 

LTC/HTC for the block year _______________________. The necessary entry of which has been 

made in his/her service book on page no. __________. His/Her hometown ___________________ 

has been verified.  

 

B) He/She has been allowed to avail of _____________________ days of leave i.e. from 

______________ to ________________. 

 

C) Certified that the member availing of the LTC facility, alongwith Mr./Ms. 

__________________________ is a member of his/her family as per the declaration provided by 

him/her and recorded in his/her service book.  

 

 

S.O(Admin)  A.O (Admin)   Bursar   Principal 
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