Ref. no. SU/FIN/F 3/2020/77/ IO qS‘ e Déte : 2‘} /1 1/2020

CIRCULAR- 49 /2020

Government of India, Ministry of Finance vide OM F.No.12(2)/2020-EII(A) made
the announcement of Special cash package to Central Government employees
in lieu of Leave Travel Concession to boost consumption expenditure.
University Grants Commission vide letter F.No.25-4/2007(CU) addressed to all
Central Universities forwarded the said OM issued by the Ministry of Finance
for taking appropriate action.

In the light of the above instructions, University announces special cash
package to its employees in lieu of Leave Travel Concession for the Block year-
2018-21. Employees shall be eligible for drawl of cash equivalent to LTC fare
and Leave Encashment. The amount both on account of leave encashment and
fare shall be admissible if the employee spends on purchase of such
items/services carrying GST rate of not less than 12% from GST registered
vendors/service providers through digital mode and obtains a voucher
indicating the GST number and the amount of GST paid as under.

1. An amount equal to the value of leave encashment and,;
2. An amount 3 times of the cash equivalent of deemed fare.

Detailed guidelines along with the form for drawl of special cash package and
its settlement are enclosed herewith and can also be obtained from the
University website.
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Sub: Guidelines on Special cash package in lieu of Leave Travel Concession(LTC) during the block of
2018-21

Eligible Employees:

The employee of the university may avail the benefit of cash equivalent to LTC fare and cash
equivalent to leave encashment after surrendering eligible one LTC for travel to any place in India or
their Hometown visit during the block of 2018-21. This benefit can be availed fordependentfamily
members as applicable innormal LTC rules.

Eligible Goods or Services:

The employee must purchase any such items of goods or services which is carrying 12% or more GST
from GST registered Vendor(s) or Service provider(s) on digital mode only. He or she must obtain Tax
Invoice/Receipt clearly indicating the GST number of vendor/service provider and GST amount paid.
The employee may visitwebsite of “Central Board of Indirect Taxes and Customs” or download “GST
Rate Finder” Mobile App to identify appropriate goods or services.

Therefore, the goods or services with less than 12% GST and purchase from Non-Registered
vendor/service provider are not qualified under this package.

Maximum eligible cash equivalent:

The admissible amount will be calculated based on four factors as below:

1. Amount of spending on the above mentioned goods or services. An amount equivalent to
value of Leave Encashment and 3 times of cash equivalent to deemed LTC fare.

2. Basic pay of the employee,

3. Number of dependent,

4. Deemed LTC fare depending on category of the employee and class of LTC ent|tlement

a) Employees under Level-14 or above- :Rs. 36,000 per person
b) Employees between Level-9 to level-13A-  Rs. 20,000per person
c) Employees under Level-9 - ‘Rs. 6,000 per person

Pro-rata amount will be reimbursed, if the amount of spending is less than amount equivalent to
value of Leave Encashment and 3 times of cash equivalent to deemed LTC fare.

Admissible Amount:

Share of LTC Fare ¢ Amount equivalent to LTC fare X No. Of dependent X Amount Spent
{(3X Amount equivalent to LTC fare X No. of dependent) + (Basic X 1.17X 10/30)

Share of Leave Encashment: Basic Pay X 1.17X 10/30X Amount Spent
(3X Amount equivalent to LTC fare X No. of dependent) + (Basic X 1.17X 10/30)

Process of availing this package:

1. The employee may apply in the prescribed Format of application as in Annexure-A for prior
permission —cum- Advance claim.



The employee must opt for both cash equivalent to leave encashment and LTC fare for own
and dependents subject to condition that his/her number of leave encashment is not
exhausted.

LTC for travel to any place in India or Hometowns to forego by the employee for the Block of
2018-21 must be mentioned.

The payment will be either in advance or in reimbursement mode. An advance of 100% of
eligible cash equivalent of Leave Encashment and 50% of cash equivalent of LTC fare may be
claimed. However, it is preferable to get this benefit on reimbursement mode by 31-3-
2021.1f the amount spent for purchase of goods or services is less that required amount of
sending. The excess amount of advance will be deducted from salary of April 2021.

The settlement will be made on production of Tax Invoice/Receipt by 28" February
2021towards purchase of specific goods or services as mentioned above.The Tax
Invoice(s)/Receipts shall be issued in the name of the employee only. The GST No. of the
vendor and amount of GST (SGST or CGST or IGST) shall clearly be mentioned on the Tax
Invoice(s)/Receipts.

The payment must be made on digital mode i.e. Net Banking, Debit Card, Credit card etc. But
not in Cash or Cheque. The digital payment against e-commerce purchase is also allowed
except Cash on Delivery (COD).

The advance, if any, must be settled within 31-3-2021. Any dispute on document or non-
settlement of advance, both the advance amount with penal interest will be recovered from
immediate next month(s) salary.

Both cash equivalent to Leave Encashment or LTC fare are exempted from Income Tax.



SIKKIM UNIVERSITY
Gangtok, Sikkim

FaNE s

EMPLOYEE ID: Service Book No.......ccocevveenene

APPLICATION FOR PRIOR PERMISSION under Special Cash Package Scheme AND DRAWAL OF LTC ADVANCE
2020-21

PART - A
|To be filled by Applicant]
d) ;
1. Name of'the Employee :
2. Designation & Department
3. Date of entering the Service
4 Pay Details (a) Basic Pay
(b) Pay Level:
5. LTC opted to forego
Hometowns/Anywhere in India
6. a) Whether wife/husband is employed
b) If yes, Name & Address of the
office
1 YES/NO.
c) Whether he/she has availed : Please attach certificate from his/her employer/
LTC in the Current B. Yr. Separately undertaking regarding availing /not availing
H.T./ Anywhere in India LTC facility
A
7. Persons in respect of whom LTC is proposed to be availed.
S. No. Name Date of Age Relationship No. of
Birth Tickets
8. Amount to be spent for specific Goods or Services: Rs.
9. Amount of Advance claimed Rs. —I
(Max. 50% of LTC Fare and Full Leave Encashment)
Note:

1. The settlement will be made on production of Tax Invoice/Receipt within 28" February 2021 towards
purchase of specific goods or services with 12% GST or more as per the rules. The Tax
Invoice(s)/Receipts shall be issued in the name of the employee only. The GST No. of the vendor and
amount of GST (SGST or CGST or IGST) shall clearly be mentioned on the Tax Invoice(s)/Receipts.

2. The payment must be made on digital mode i.e. Net Banking, Debit Card, Credit card etc. But not in
Cash or Cheque. The digital payment against e-commerce purchase is also allowed except Cash on
Delivery (COD).



I hereby declare that:
1. lam eligible for LTC for the block year 2018-21 for which | am submitting this application.

2. 1 undertake to produce original Tax Invoice/Receipts with 12% or more GST with in 28™ February
2021.

(3]

In case I failed to purchase required amount of specific goods/services, I am liable to refund the
excess amount of advance by way of deduction from salary of April 2021 onward.

4. 1 understand that rules and regulations of Special Cash Package Scheme 2020 for availing Deemed LTC
fare and Leave Encashment value.

5. No LTC advance is outstanding with me

The particulars furnished above are true and correct to the best of my knowledge.

Signature

Full Name

Department

Signature of Applicant

Date:

PART -B
[For use in the office of the Registrar]

1.  Information furnished have been verified.

2. Prof/ Dr/ Mr/ Ms/ Mrs is eligible to avail Deemed LTC Fare
for self or/ and family members and Leave Encashment for the Block Year -2018-2021

Dealing Asst. AR (Establishment) Registrar

A

3. Forwarded to Finance Officer for necessary action.

Signature with date
AR(Establishment)

a) Advance for Deemed LTC fare Rs....ccooveeiiininns . b) Advance for Leave encashment Rs.....................

The total amount of advance of RS.............cvevene. o O - o e e

UDC(Finance) DR(F)/FO



SIKKIM UNIVERSITY
GANGTOK

Sub-Bill No......ooovvviiiiia.
LEAVE TRAVEL CONCESSION BILL FOR THE BLOCK OF

[NOTE - This bill should be prepared in duplicate-one for payment and the other as office copy]

PART A
(To be filled in by the Government servant)
R 1 TR R TR R RA T —
2. Desianiation s s smsemummmms s i
B PAY.viccunerscmnnrumns nansnnemuns nmnsssnasnnsssnnnssnsssisnbssanstnesbisee siee
4. HE T UBTIETS s spspmsvismmer s s
5. Nature and period of leave sanctioned From .............c.cciennn. T
6. Particulars of members of family in respect of whom the LTC has been
claimed:
Sl. No. Name(s) i Age ‘Relatio nship with the Govt. servant

7. Details of journey(s) performed by Government servant and the members of his/her family.

Departure Arrvival Distanc| Mode of travel& | No. of Fares paid Rs. Remarks
Date & | From | Date & To e in km class of Jares
Time Time accommodation used
8. Amount of advance, if any, drawn o S T
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9. Particulars of journey (s) for which
to which the Government servant is entitled, was

higher class of accommodation than
used (Sanction No. and date to be

the one

given):
Place Mode of Class to Class by which | No. of | Fares paid
conveyance which actually fares Rs.
From To entitled traveled
10. Particulars  of journey(s) performed by road between places connected by
rail:
Rail fare
Name of places Class to which entitled
From To Rs. P.
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CERTIFICATES TO BE GIVEN BY THE GOVERNMENT SERVANT

| have not submitted any other claim so far for Leave Travel Concession in respect of
myself or my family members in respect of the block of two years 20...... and

| have already drawn TA for the Leave Travel Concession in respect of a journey
performed by me/my wife with ................. children. This claim is in respect of the
journey performed by my wife/myself with .................. children none of whom
travelled with the party on the earlier occasion.

I have not already drawn TA for the Leave Travel Concession in respect of a journey

performed by me/my WIEWIth s asnismasmmem s s childred/
.............................. children in respect of the block of two years
................................. and ........cc.oieeieieeieiiieenn..... This claim is in respect of
the jourtiey performed by my wife: with ....covinniimmm s v
children/ .....oooeviviiiiiiii i, children none of whom availed of the concession

relating to that block. '
[ have already drawn TA for the Leave Travel Concession in r/o a journey performed by

e AN the Year cwsisvessmimimssmsis s in r/o of block of two
YBATS Liwva ssmanvimiasn i sypeasavan GHd sommmammsm s This claim is in r/o of the
journey performed by me in the year ...................... T T This is against the

concession admissible once every year in a prescribed block for visiting home town as all
the members of my family are living away from place of work.

The journey has been performed by me/my wife with children to the declared
“hometown’, Viz.........oooiiiin,

That my husband/wife is not employed in Government service/that my husband/wife is

employed in Government service and the concession has not been availed of by him/her
separately for himself/herself or for any of the family members for the concerned block of
VEALS. .. eeeneneniniaeeeneiiennnes e O PPN ;

Certified that my wife/ husband for whom L.T.C is claimed by me is employed in
................................................................................ veveieee... (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.

Certified that my wife/ husband for whom L.T.C. is claimed by me is not employed in any
Public Sector Undertaking/ Corporation/ Autonomous body financed wholly or partly
owned by the Central Government Local Body which provides LTC faculties to its
employees and their families.

SIGNATURE OF THE GOVERNMENT SERVANT
DATE:

CONTACT NO:
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PART B

(To be filled in by the Bill Section)

Entitlement scrutinized as per check list at P/ L

The net entitlement on account of leave travel concession works out to

R8ummmrmmpesmnins

LRUIEEE v commmmmmmrmmmnsmmspmms sy it SR T R A R RN R AT ) as

detailed below-

(a) Railway/Air/Bus/Steamer fare RS e

(b) Less Amount of advance drawn vide

Vi NOb s sovv ssnmmmmswmmags dated.q.icmmisrniveiesnrss
RS
Net amount R\sisinssivssmemmmrinavenmansis
The expenditure is debatable to LTC facility (15007) for 20 -

Dealing Assistant Section Officer (F) Drawing and Disbursing Officer
Sanctioned and passed for Rs. ........ocoiiiiiiiiiin Rupees
Finance Officer . Vice-Chancellor
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PART C

[To be filled in by Administration]

Certified that necessary entries have been made in the Service Book of

) TR VA S 11174 ST o FE ST

(Signature of the Officer authorized to attest entries in the Service Book)

LTC CERTIFICATE
Certified:
(i) that Shri/Shrimati/Kumari (name of the Government
SEFVARL)....... o ov o eve e ev v e evneee o BOS FeRdered continuous service for one year or

more on the date of commencing the outward journey.

(ii)  that necessary entries as required under para 3 of the Ministry of Home
Affairs, OM No. 43/1/55-Ests.(A)-Part 11, dated the 11th October, 1956, have been

made in the Service Book of
SHP TSP TG RUMIAVT. oo vos sosate vevivs oo sveiin 6o 566 ssiees ovisas Sveiass

REGISTRAR

PART D
FOR USE IN ACCOUNTS DEPARTMENT

Voucher NO. .ovviiiiiiic e Dated
Pay Rs. oo Rupees
Yide cligrue | Al ML s i i s R e aae s dated

Signature of the Drawing and Disbursing Officer
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