
;kstuk ,oa okLrqdyk fo|ky;] Hkksiky
School of Planning and Architecture, Bhopal

¼vfxze 10 fnol esa izLrqr fd;k tk,½@

fo’k;%& vodk”k ;k=k fj;k;r ds nkSjku vftZr
Sub:- Earned Leave  Encashment with LTC
 
lanHkZ%& dk;kZy;] dkfeZd] yksdf”kdk;r ,oa isa”ku ea=ky; dk Kkiu Ø
Ref:-  Ministry of Personnel, Public Grievances &
          Estt.(A)  dated 23rd September, 2008.
 
vodk”k ;k=k fj;k;r ds nkSjku vftZr vodk”k
udnhdj.k ds fy, esjk vuqjks/k fooj.k ds lkFk izLrqr 
regarding encashment of EL while availing LTC. I request for the encashment of EL as per details 
appended below:-  
 

1- deZpkjh dk uke …………………………………

    Name of the employee ………………

3- in  …….…………………………………………..

Designation…………………………………………

 

5- foHkkx  …………………………………………

Department-  ………………………………………

7- vodk”k ;k=k fj;k;r dh izdf̀r ¼Lo

Nature of LTC (Home Town/ Any Place

………………………………………………………………………

9- vodk”k ;k=k fj;k;r gsrq Lohd`r vftZr vodk”k fnukas 
dh la[;k ------------------- ls --------------------

iwoZ@i”pkr½A No. of days EL sanctioned for LTC 

From……………..To……………….(Excluding Prefix/ 

Suffix). 

11- vftZr vodk”k uxnhdj.k dh la[;k iwoZ esa fy;s x,

       No. of EL encashment earlier with LTC, if any

 

eSa vodk”k ;k=k fj;k;r dks vftZr vodk”k 
folaxfr ikbZ tkrh gS ;k esjs }kjk dksbZ Hkqxrku vf/kd f
jkf”k dks okil dj nwaxkA@I fully understand the rules & regulations for availing encashment of Earned Leave 
with LTC. If any discrepancy found in information given above or any 
be liable for the same & will refund the 
 
 
fnukad@Date…………………        
 

izHkkjh foHkkxk/;{k@vuqHkkx dh vuq”kalk

 
 

;kstuk ,oa okLrqdyk fo|ky;] Hkksiky 
School of Planning and Architecture, Bhopal 

¼vfxze 10 fnol esa izLrqr fd;k tk,½@(To be submitted 10 days in advance)
 

fj;k;r ds nkSjku vftZr vodk”k dk uxnhdj.kA  
Encashment with LTC.  

lanHkZ%& dk;kZy;] dkfeZd] yksdf”kdk;r ,oa isa”ku ea=ky; dk Kkiu Ø- F.No. 31011/4/2008-Estt.(A) fnukafdr 23 flracj 
c Grievances & Pension’s Office Memorandum  F.No. 31011/4/2008

September, 2008.  

vftZr vodk”k esa uxnhdj.k ds laca/k esa lanfHkZr dk;kZy; vkns”k ds ifjis{; 
fooj.k ds lkFk izLrqr gS %&@In pursuance of the Office Order under reference 

regarding encashment of EL while availing LTC. I request for the encashment of EL as per details 

……………………………………………..... 

………………….………..…… 

2- O;fDrxr i=koyh  la[;k- ……………

P.F. No.  ………………………………..……………………

……………………..…..………… 

………………………………… 

4- osrueku Pay Scale……………… “kS{kf.kd@ 

xzsM is@Grade Pay …………………

ewy osru@Basic Pay………………………

……………………………………………………...…… 

………………………………………………. 

6- o’kZ [kaM@ Block Year …………………………
       ;k@or 
,yVhlh dk o’kZ Year of LTC ……………………

k ;k=k fj;k;r dh izdf̀r ¼Louxj@vU; LFkku½ 

Any Place) 

……………………………………………………………………… 

8- ;k=k dh frfFk& ……………………………………………………

Date of Journey- ……………………………………………

vodk”k ;k=k fj;k;r gsrq Lohd`r vftZr vodk”k fnukas 
-------------------- rd ¼NksM+dj 

days EL sanctioned for LTC 

……………..To……………….(Excluding Prefix/ 

10- fnuksa dh la[;k] vodk”k ;k=k fj;k;r ds lkFk 

vodk”k dk uxnhdj.k …………………………………………

No. of days encashment of EL required with 

LTC- ………………………………………………………………..

iwoZ esa fy;s x, ;k=k vodk”k fj;k;r ds lkFk] ;fn dksbZ gks rks ………………………

No. of EL encashment earlier with LTC, if any-  …………………………………………………………

 
?kks’k.kk@ Declaration 

vftZr vodk”k esa Hkqukus gsrq fu;eksa vkSj fofu;eksa dks le>rk gwaA ;fn Åij nh xbZ tkudkjh esa dksbZ 
;k esjs }kjk dksbZ Hkqxrku vf/kd fy;k x;k gS rks eSa mlds fy, mRrjnk;h jgwaxk ,oa 

I fully understand the rules & regulations for availing encashment of Earned Leave 
with LTC. If any discrepancy found in information given above or any excess payment made to me, I will 
be liable for the same & will refund the excess amount paid to me.  

          vkosnd ds gLrk{kj@Signature of the applicant

dh vuq”kalk@Recommendation by the HOD/Section In-

i`’B & 1@
 

days in advance) 

fnukafdr 23 flracj 2008 
F.No. 31011/4/2008- 

uxnhdj.k ds laca/k esa lanfHkZr dk;kZy; vkns”k ds ifjis{; esa vftZr vodk”k ds 
In pursuance of the Office Order under reference 

regarding encashment of EL while availing LTC. I request for the encashment of EL as per details 

……………………..………………… 

……………………..………………………. 

“kS{kf.kd@ Academic/ 

Grade Pay …………………………………….…… 

Pay……………………………………………. 

………………………….…………… 

Year of LTC ……………………..………. 

…………………………………………………….  

…………………………… 

fnuksa dh la[;k] vodk”k ;k=k fj;k;r ds lkFk vftZr 

………………………………………….     

No. of days encashment of EL required with 

……………………………………………………….. 

…………………………. 

………………………………………….. 

;fn Åij nh xbZ tkudkjh esa dksbZ 
,oa vf/kd Hkqxrku dh xbZ 

I fully understand the rules & regulations for availing encashment of Earned Leave 
payment made to me, I will 

Signature of the applicant  

-charge 

i`’B & 1@Page -1  

AD-4 



 
iz”kklu vuqHkkx dh fVIi.kh@Remarks of the Administration Section 

 
D;k vftZr vodk”k uxnhdj.k gsrq ik=rk gS\ 
Whether admissible for encashment of EL for LTC  
 
vodk”k ;k=k fj;k;r ds nkSjku iwoZ esa vftZr vodk”k esa uxnhdj.k dh la[;k 
Earlier encashment of No. of days of EL during LTC………… 
 
* “ks’k vftZr 
vodk”k@ 
Balance EL             
( A-B-C) 

vodk”k [kkrs esa vftZr 
vodk”k@EL credited 
in leave account  (A) 

vodk”k ;k=k fj;k;r ds 
nkSjku vftZr vodk”k 
Lohd̀r@EL  Sanctioned 
during LTC  (B) 

vftZr vodk”k udnhdj.k dh la[;k@No. of 
EL for encashment (C) 

  
 
 

  

* lHkh vftZr vodk”k ¼uxnhdj.k ds fy;s fd;s x, vuqjks/k o vodk”k ;k=k fj;k;r esa Lohd`r½ dh dVkS=k mijkar vodk”k [kkrs esa 30 fnol 

dk vftZr vodk”k gksuk vko”;d gSA @Balance EL at credit should not be less than 30 Days after deducting total 
of Leave. 
  
 
 
dk;Z lgk;d            vuqHkkx vf/kdkjh      lgk;d dqylfpo           dqylfpo  
Dealing Assistant   Section Officer     Assistant Registrar                Registrar  

 
 
 

funs”kd@Director 

mi dqylfpo ¼foRr ,oa ys[kk½ & vodk”k Hkqxrku fo’k; ij vko”;d Hkqxrku djus gsrq l{ke izkf/kdkjh }kjk vuqeksnu@Dy. 
Registrar (Finance & Accounts) – For making necessary payment of leave encashment subject to the 
approval by the Competent Authority.  
 
fcy la[;k&    ys[kk vuqHkkx@Accounts Section    fnukad&   
Bill Number…………              Date……………. 
 
deZpkjh dk ewy osru@Basic Pay of 
the Employee (A) 

 ewy osru ij ------------- ls eagxkbZ 
HkRrs dk izfr”kr@ DA (% ) 
thereof Basic Pay as 
on…………… (B) 

 

ewy osru $ egaxkbZ HkRrk@Basic Pay 
+ DA thereof  (C=A+B) 

 Hkqukus gsrq Loh`dr̀ vftZr vodk”k 
dh la[;k@ No. of EL 
sanctioned for 
encashment (D) 

 

Lohdk;Z ;ksX; udnhdj.k dh  
jkf”k@Encashment Amount 
admissible 
=C*D/30 
 

 uxnhdj.k jkf”k “kCnksa esa ,oa vadksa 
esa@Encashment Amount in 
figure & words 

 

 
 

 
 
dk;Z lgk;d      vuqHkkx vf/kdkjh    lgk;d dqylfpo            dqylfpo  
Dealing Assistant           Section Officer                   Dy. Registrar                               Registrar 

 
 
 

funs”kd@Director 
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gkWa@Yes ugh@No 
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