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Subject: Procedure to be followed while applying for LTC

SR faw & e & Wt w1l &1 gied far S § 16 wadiht/macd ofm &1 amy a1 & fog

fadi® 13/02/2025

FHoT FEfaRad SR &1 a1eH $e-

With reference to above subject, all officials are informed that while availing LTC Advance kindly

comply with the following directions: -

1.
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Intimation for availing LTC must be given to the Administration Branch in the following format 10 days
before the date of commencement of journey.
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gMTel SECC SIHER & UTH, ST0T (T.), ASRTE-400604

Plot No.-A-12/1, MIDC, LBS Marg, Next to Wagle Estate

Telephone- 022-69074700 to 799, Fax-25806131

®.9. | T, UgH gd fPas el | e ad | il ®1 | aETURY | @ PIYSR U
S.N. = WS E, Block | YR UG TET | /arush 3iiarg ggt
Name, WU/ARGR (A TE | Year I AT Bl 3Tdgd "deI
Designation & 3y afga) (éenvd’r fafy Type of Leave
Emp. ID For whom LTC is 3ded 4.) Date of | and Online Leave
being availed LTC Type & | Journey / Request No.
Self/Family (Name Place of Visit Return
& Age) (ERP LTC No.) Journey
1 1
2 2
3 3
4 4
2. TS /TR & W1 Gl ABGIDHRU o 3fded St R T I8 Y1 20 & uga U= Rar o1 &t

WTd|
In case of application for LTC Advance/Leave Encashment with LTC, this intimation must be given to the
Administration Branch 20 days in advance.

3. fom foreht ud Yo & vacell/aardialt sifim/uaciedt & A1y Gl AhaIHRul & fhdl 3Mde- IR faaR g fasan
SITET|
No application for LTC/LTC Advance/Leave Encashment on LTC will be entertained without prior
intimation.
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In respect of LTC application for self, the official should ensure that the leaves have been approved by the
reporting officer before commencement of the journey.
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