
 
 

F.No. SU/FIN/F-3/2020/77/1293          27th January 2021 

 

Circular- 07/2021 

 
Subject:-  Revision of the last date for submission of bills for settlement / reimbursement 

under cash package in lieu of LTC. reg. 

 

The last date for submission of the bill pertaining to LTC Cash Package 2021 stands 

revised as 15.03.2021. Hence, all the employees who had availed the said facility are directed to 

submit the bill for settlement/ reimbursement on or before 15.03.2021, so that the process can 

be completed by 31.03.2021.  

A settlement/reimbursement form for LTC Cash Package is enclosed herewith. While 

submission of the bills the said prescribed format may be used by the employees. 

 

    Sd/- 
(Prof. Nawal K. Paswan)  

Finance Officer (i/c) 
 
 

Copy to: 

1. PS to VC for kind information of the Vice Chancellor 

2. PS to Registrar 

3. Finance Officer 

4. Controller of Examination  

5. Librarian  

6. All Deans of Schools of Studies 

7. Dean Students’ Welfare 

8. Head(s) / Incharge(s) of all departments 

9. All Officers, Teaching and Non-Teaching Staff  

10. System Management for upload in the SU website 

11. Guard File  



 
 

सिक्किम विश्िविद्यालय 
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REIMBURSEMENT/SETTLEMENT FORM FOR ‘ SPECIAL  CASH  PACKAGE  SCHEME’  IN LIEU OF LTC 
 

 

8.   Place of hometown as declared in the Service Book:    _______________________________________________ 
 

9.   Whether spouse is employed and if so whether entitles to LTC : Yes :             No : 
 

10.  Detail of Last LTC availed                                 :             _______________________________________________ 
 

11. Block Year of LTC in lieu of which cash voucher is to be availed:  _ 
 

12. Please mention the Year/’s of LTC to be availed in lieu of ‘Special Cash Package’:   
       Please tick:     (I)   Hometown: 

(II) Anywhere in India: 
13. Whether the EL Encashment (10 Days) was availed:    Yes :             Rs.                           No.:  

 

14. Whether Advance was drawn:     Yes :            Rs.                                No : 
 

15.  Entitlement of Employees : 
 

Category of Employees Deemed LTC fare per Person (Round Trip) Please Tick () 

Employees who are entitled to 

Business class of Airfare 

 
36,000 

 

Employees who are entitled to 

Economy class of Airfare 

 
20,000 

 

Employees who are entitled to Rail 

fare of Any Class 

 
6,000 

 

  

17. Particulars of Govt. Servant & his/her family members availing the facility: 
 

Sr. 
No. 

Name Relationship with 
Govt. Servant 

Age (in 
years) 

Whether dependent 
(Yes/No) 

* Deemed LTC fare per 
person (as per DoE OM 

dated 12.10.2020) 

1     ₹ 

2     ₹ 

3     ₹ 

4     ₹ 

5     ₹ 

6     ₹ 

    Total ₹ 

 
 

 
 

Signature of Employee

1. Name of the Government servant                 :   _________________________________________________ 

2. Designation                                                          :   ________________________________________________ 

3. Department                                                          :   ________________________________________________ 

4. Date of Joining in this institute                      :   ________________________________________________ 

5. Current Basic Pay                                               :    ________________________________________ 

6. Current Pay Level                                              :   ________________________________________________ 

7. Employee ID                                                         :   ________________________________________________ 

http://www.aiimsraipur.edu.in/
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DECLARATIO
NS 

 
1.   I                                                                         hereby certify that the above particulars furnished by me are   
      true and correct. 
2.   I also undertake to refund the advance in full immediately in case of non-purchase of the  
      goods/services for which advance is taken. 
3.  Certified       that       my       wife/       husband       against       whom       this       scheme       is       

claimed       by       me       is       employed in                                                                             (Name  of  the  
Public  Sector  Undertaking/  Corporation/  Autonomous  body  etc.)  which provides leave Travel 
Concession facilities but he/she has not preferred and will not prefer, any claim in this behalf from 
his/her employer. 

4.   Persons in respect of whom LTC is proposed to be availed are dependent on me. 
5.   I understand that the advance taken under the scheme should be settled on or before 15.03.2021. 
6. I understand that the non-utilization/ under- utilization of advance will be accounted in 

accordance with the extant provisions relating to LTC advance i.e. immediate recovery of full 
advance in case of non-utilization and recovery of unutilized portion of the advance with penal 
interest. 

7. I understand that the Invoice (from GST registered vendors/ service providers) which to be 
submitted for reimbursement under this scheme should be in my name or in the name of my 
spouse or my family member who is eligible for LTC fare. Further, I understand that the payment of 
the expenses have to be made through digital mode only. A copy of the proof of the payment via 
digital mo de will be also be submitted by me for reference. The invoice/ voucher should have the 
GST number of vendor and also indicate the amount of GST paid. 

8.   I understand that the goods/services to be purchased under this scheme should carry a GST of 12%  
      or above. The details of the GSTshould be clearly mentioned in the Invoice submitted. 
9. I understand that in case of EL encashment, an amount equivalent to the value of leave 

encashment needs to be spent on the purchases of goods/ services. 
10. I understand that an amount of three times of the cash equivalent of deemed fare needs to be spent on  
       the purchase of goods/services. 

 

 

Signature of Employee 
 
 

For Official Use (Administrative Office/Establishment) 

It is certified that information submitted by the applicant at the Serial Number 8,9,10,11,12,13 

and 17 are correct as per his/her Service Record. 

 
Checked & Verified By (Dealing Official: JAO/SAA/JAA) 

 

 
 

Dispatched No.                                                        _Dt.    

 

 
 
 
 

Dy. Registrar (i/c) 

http://www.aiimsraipur.edu.in/
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Annexure-I 
 

Sr. 
No. 

Details of bills/ invoice/ 
vouchers (name of the 
vendor) 

Invoice no. & 
date 

Name of the product Price of 
product/ 
services 

GST 
percentage 
(should be 
12% or 
above) 

GST 
Amount 

Total Amount 
(including 
GST) 

Payments 
made 
through 
digital mode 

& proof is 
enclosed 
(only 
Transactions 
no.) 

Copy of 
original 
invoice/ 
voucher is 

enclosed 
(Invoice 
no.) 

    ₹  ₹ ₹   

    ₹  ₹ ₹   

    ₹  ₹ ₹   

    ₹  ₹ ₹   

    ₹  ₹ ₹   

    ₹  ₹ ₹   

    ₹  ₹ ₹   

     Total ₹ ₹   

 
Note:- 

 
1.   The invoice submitted should be in the name of the faculty/ employee or in the name of spouse or any other dependent family member who are eligible for 

LTC fare. Further, the original copy of the invoices/ vouchers should be submitted along with this form. 

2.   The payments against the purchase of goods/ services should be made through digital mode only and the proof of the same needs to be submitted with 

this form. 

3.   Digital Payment transactions can be done through several means. Some of them are Bharat Interface for money (BHIM), BHIM Aadhaar, Bharat QR 

Code, Unified Payments Interface (UPI), Unstructured Supplementary Service Data (USSD), Immediate Payment Service (IMPS), Debit/Credit Cards, 

National Electronic Funds Transfer (NEFT), Real Time Gross Settlement (RTGS) etc. 

 

 
Date: ……………………… 

 

Signature of Government Servant 
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