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M E M O R A N D U M 

 

 At present the State Govt. employees may avail themselves of the benefit of leave travel 

concession during the period of two years preceding the actual date of retirement on 

superannuation, on the terms and conditions laid down under the Finance Department Memo. 

No.3430-F dated 2.5.1981 read with Memo. No.10760-F dated 9.11.1983. 

 

2. The present provisions of admissibility of leave travel concession have been under review 

of this Department for some time past. After careful consideration of the matter, the undersigned 

is directed by order of the Governor to state that in supersession of all the previous G.O.s 

mentioned above, the State Govt. employees will be entitled to avail themselves of the benefit of 

leave travel concession in the following manner : 

 

A. Entitlement of the benefit : 

 The State Govt. employees may be allowed the benefit of leave travel concession once in 

service career, but the benefit may be availed of by them during the period of five years 

preceding the actual date of retirement on superannuation. The employee who has been duly 

permitted to retire voluntarily, may also be allowed to avail of the benefit before his such 

retirement. 

B. Kinds of Journeys available : 

 The employees who will be entitled to the leave travel concession as per paragraph (A) 

above, will be granted the concession for the following kinds of journeys : 

 (a) For journeys to respective home town and back, provided the hometown is 

different from the place of posting ; and 

 (b) For journeys to any place in India and back. 

 

 

 

 

 



[   2   ] 

 

C. ‘Family’ for the purpose of leave travel concession : 

(a) The leave travel concession sanctioned hereby will be admissible to the members 

of the family of the Govt. employee and for this purpose the term ‘family’ will 

bear the same meaning as defined in para-10 of the Annexure to Finance Deptt. 

Memo No.4730-F dated 25.5.1999. 

(b) When the Govt. employee is entitled to leave travel concession, the family 

members need not compulsorily accompany the Government employee; they will 

get the concession independently irrespective of whether the Government 

employee avails himself of it or not. The members of the family may either travel 

together or separately in different Groups as may be convenient to them. The 

Government employees and/or member(s) of his/her family may visit the same 

place or different places of their choice. 

(c) Where a government employee and his family perform journeys separately, in 

different groups at different times there may be no objection to their presenting 

separate claims, provided the journeys are performed during the currency of the 

period during which it is due. 

 

D. Declaration of place of visit : 

 When the concession to visit ‘home-town’ or any place in India is proposed to be 

availed of by a Government employee or any member of the family of such a 

Government employee, the intended place of visit will have to be declared by the 

Government employee in advance to his Controlling Authority. The declared place of 

visit may be changed before the commencement of the journey with the approval of his 

controlling authority, but it may not be changed after the commencement of the journey 

except in exceptional circumstances where it is established that the request for change 

could not be made before the commencement of the journey owing to circumstances 

beyond the control of the Government employee. 
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E. Mileage Allowance and Class of accommodation : 

(a) For journeys to home-town and back and to any place of India and back on 

leave travel concession, the State Government employees will be entitled 

to undertake journeys by rail in the following class of accommodation 

according to their pay ranges : 

Pay Range (Basic Pay) Rajdhani Exp. Shatabdi Exp. Other Trains 

Officers drawing pay of 

Rs.8,000/- and above 

A.C. – II Class 2-Tier 

Sleeper 

A.C. Chair Car A.C.-II Class 2-Tier 

sleeper 

Rs.4100/- and above, but 

less than Rs.8,000/- 

A.C.-II Class 3-Tier 

Sleeper 

Do First Class/A.C.-II 

Class 3-Tier 

sleeper/A.C. Chair 

Car 

Below Rs.4,100/- Do Do Second Class 

sleeper 

 

(b) For journeys to place like port Blair in the Andaman and Nicobar Islands’ 

and ‘Lakhadweep’ Group of Islands by Ships operated by the Shipping 

Corporation of India, entitlement of class of accommodation according to 

pay ranges will be as follows :- 

Pay range (Basic Pay) Entitlement of Class of accommodation 

Officers drawing pay of Rs.6,500/- and above. First/’A’ Cabin Class 

Rs.4100/- and above, but less than Rs.6,500/- Second/’B’ Cabin Class 

Less than Rs.4,100/- Bunk Class 

 

(c) For journey to Agartala in Tripura since surface routes are circuitous and 

troublesome, the State Govt. employees who will select that place for visit 

on leave travel concession, will be allowed to travel by air in economy 

class subject to the condition that the journeys will have to be performed 

by a national-carrier.  

 (d) For journey to places in India including popular hill stations which are not 

connected by rail and so in such cases where road journey is unavoidable, 

besides the railway-fare as will be admissible, public transport from the 

rail-head to the actual destination may be availed of subject to the 

condition that reimbursement will be limited to the fare for the cheapest 

mode of transport available for such road journeys. 
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(e) The leave travel concession will not be admissible if the journeys are 

made through some package tour agencies or by a private car or vehicle, 

owned by private operators. However, if the journey is performed by 

vehicles owned and operated by Tourism Development Corporations’ in 

Public Sector, State Transport Corporations and Transport Services run by 

other Govt. or local bodies to visit the declared place, the reimbursement 

will be either the actual hire charges or the amount reimbursable on the 

journey to the declared place of visit, had the journey been undertaken by 

entitled class by rail by the shortest direct route, whichever is less. 

 

F.  Admissibility of leave travel concession in case of the spouse of the Government 

employees :  
  

  The benefit of leave travel concession in case of the spouse of the Government 

employee will be regulated in the following manner :-  

  

(i) If the spouse of the Government employee is not employed, the benefit may 

be drawn as per the provisions made hereby in these orders. 

 

(ii) If the spouse of the Government employee is also a State Government, the 

benefit may be enjoyed by both husband and wife together as a one family 

unit in the Government employee’s family and in that case the spouse will 

give an undertaking that he/she will not prefer any claim in this behalf to 

his/her employer in future and that fact should be recorded in his/her Service 

Book. 

 

(iii) When the spouse of the Government employee is employed in the Central 

Government/Central PSUs/Corporation/Autonomous Body which provides 

LTC facilities to its employees and their families, the Government employee 

if enjoyed the benefit as a member of the family of the spouse will not be 

entitled to enjoy the benefit of LTC hereby sanctioned. 
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(iv) When the spouse of the Government employee is employed in the State 

PSUs/Corporation/Non-Government aided Institutions/Autonomous Body 

where the facility of LTC does not exist, the spouse of the Government 

employee may be allowed to enjoy the benefit along with the Government 

employment as a member of the family subject to furnishing a declaration to 

his/her controlling authority that in future he/she will not enjoy the benefit of 

LTC, if the benefit is extended to the organisation/institute in future by the 

Government and the said declaration should be recorded in his/her Service 

Book. 

 

G.  Reimbursement :  

 Reimbursement under the leave travel concession facility will not cover incidental 

expenses and expenditure incurred on local journeys. Reimbursement for expenses of journey 

shall be allowed on the basis of a point to point journey on a through ticket over the shortest 

direct route. 

 

H. Grant of advance and adjustment thereof :- 

 Advance may be granted to Government employees to enable them to avail themselves of 

the concession and the provisions for grant of advance as laid down in Rule 323 of WBFR – 

Volume – I will apply in respect of such drawal. Drawal of such advance for the benefit of LTC, 

however, is subject to the following conditions :- 

 

a. If the family travels separately from the Government employee, the advance may 

also be drawn separately to the extent admissible. 

 

b. In all cases, Railway/Bus tickets in original should be produced before the 

Controlling authority within ten days of purchasing tickets. The Controlling 

Authority will keep photo copies of the tickets for future verification. 

 

c. The advance should be refunded in full, if the journeys are not at all performed 

within 60 (sixty) days of drawal of advance. 
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d. Where an advance has been drawn by the Government employee, the claim for 

reimbursement of the expenditure incurred on the journey will have to be 

submitted within 1 (one) month of the completion of the return journey. On a 

Government employee’s failure to do so, he will refund the entire amount of 

advance forthwith in one lump sum. 

 

I.  The claim for reimbursement in respect of leave travel concession under these orders will 

have to be made in the usual T. A. Bill Form and in cases of non-drawal of advance the 

claims would have to be preferred within 3 (three) months of completion of journey. Any 

claim if detected to be fraudulent, will be dealt with under the WBS (C. C. & A) Rules, 

1971 accordingly. 

 

J. These orders will take immediate effect. 

Sd/- P. K. Dasgupta 

Special Secretary to the 

Government of West Bengal 

Finance Department 

 

No.9924/1(300)              Kolkata, the 7
th

 December, 2005. 

Copy forwarded for information and necessary action to :- 

 

1. _____________________________________________, Department/Dtes. 

2. The Pr. A. G. (A&E), WB, Treasury Buildings, Kolkata – 700 001. 

3. The P&A), Kolkata, P&AO–I. 

4. The P&A), Kolkata, P&AO–II. 

5. The A.O.W.B. Sectt., Writers' Buildings. 

6. The A.O.W.B. Sectt., Bikash Bhawan. 

7. The SDO, _______________________ 

8. The D.M./Judge ___________________________ 

9. The T.O. 

10. The Commissioner _____________________________ 

11. The Supdt. Of Police, __________________________ 

12. The principal, ITI, _____________________________ 

13. The Supdtg. Engineer/Ex. Engineer, _______________________ 

 

 

Assistant Secretary to the 

Government of West Bengal 

Finance Department 


