
 1 

 

A.P. TRAVELLING ALLOWANCE RULES  

& LEAVE TRAVEL CONCESSION 

 

1. The A.P.T.A. Rules were framed under the powers conferred by provision to Article, 

309 of the Constitution of India and Fundamental Rules, 44. 

2. Some of the important T.A. Rules stands modified with the issue of GO Ms. No. 124, 

Fin. & Plg. (FWTA), dt. 21.09.1999; GO Ms. No. 128, Fin. & Plg. (FWTA), dt. 

24.08.1999 and GO Ms. No. 129, Fin. & Plg. (FWTA), dt. 24.08.1999 in relation to 

Tour T.A. and GO Ms. No. 24, Fin. & Plg. (FWTA), dt. 28.02.2000 in relation to 

transfer T.A. 

3. Travelling allowance has been defined as a allowance granted to an employee to 

cover his expenses (upto the limits given in the rules) in the performance of his 

journey in public interest [Rule 2(b)]. 

4. All claims under T.A. Rules should be drawn only after countersignature of a 

controlling officer. However, certain officers like Heads of Departments, Collectors 

etc., are authorised to countersign their own T.A. bills (Rule 3 to 5). 

5. Controlling officers may allow any government servant subordinate to them to 

proceed on duty within his jurisdiction and Heads of Departments to any part within 

the State of A.P.  Similarly, the Government may authorise any government servant to 

proceed on duty to any part of India ((Rule 60).  However, these sanctions are not 

necessary for the journey of an officer summoned by a Court of Law to give evidence 

in his official capacity. 

6. The claim for T.A. should be made within 3 months from the date of completion of 

journey.  Claims preferred after the above period are liable to be summarily rejected 

by the Controlling Officer (Art. 54 of F.C). 

7.  It is the duty of the Controlling Officer before countersigning a T.A bill –  

a) to scrutinise the necessity, frequency and duration of halts and to disallow the whole 

or any part of the claim if he considers that the journey was unnecessarily protracted 

on the halt was of excessive duration  

b) to scrutinise the distance, rate and calculations in the bill (Rule 7). 

8. Travelling allowance is not admissible for the journeys within a radius of 8 kms 

(Rule, 43) even though it is at the beginning or end of rail journey.  However, if the 

journey is within 8 kms from headquarters, there is a provision for payment of actual 

charges which the government servant may spend in payment of fares of railway or 

other public conveyance (Rule, 64).  In the twin cities of Hyderabad and 
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Secunderabad, where a journey by public conveyance is not possible actual charge @ 

Rs. 1.50 per km subject to a maximum of Rs. 25/- each way can be paid.  However, in 

respect of visits to A.P. High Court/A.P. Administrative Tribunal/City Courts as well 

as Government Pleaders concerned, the maximum amount permissible is Rs. 50/- per 

each trip subject to ceiling of 20 trips per month or a maximum of Rs. 1000/- per 

month. (GO Ms. No. 107, Fin. & Plg. (TA) Dept., dt. 07.04.2010). 

9. Public conveyance has been defined as a journey by car or other conveyance which 

plies regularly for conveyance of passengers. [Rule 2(b) (viii)] 

10. T.A. claims already paid cannot be revised due to retrospective revision of pay scales 

or promotions (Ruling 1 of Rule 8). 

11. There is a provision for supplemental claim when the original claim is within 3 

months but the officer has omitted to claim appropriate rate of T.A. due to ignorance 

of rules, or to include the full claim in respect of one item either advertantly or for 

want of some information. 

12. Headquarters/duty point in case of tour T.A. is the office of employment at 

Headquarters and office visited if it is at outstation [Rule 2(b) (ii)] and in case of 

transfer T.A. it is residence at the old or new station (Rule, 22). 

Tour T.A. can be divided into 4 categories 1) Fixed Travelling Allowance, 2) Actual 

Expenses, 3) Daily allowance and 4) Mileage allowance. 

FIXED TRAVELLING ALLOWANCE 

13. Fixed Travelling Allowance has been defined as an allowance granted to an officer 

who is required to tour within a specified area for a specified period in a given 

duration eg. One month, a quarter, half year, a year the case maybe. 

14. F.T.A. rates: GO Ms. No. 99, Fin. & Plg. (TA) Dept., dt. 06.04.2010) 

Details Minimum 

number of days 

required to be 

toured in a month 

Rate to be allowed if the jurisdiction is 

Within the 

Mandal 

Within 3 

Mandals but 

one 

direction 

Revenue 

Division 

Officers on a pay scale 

upto  

Rs. 9200-27000 

15 days  

20 days 

450 

550 

550 

650 

650 

750 

Officers on a pay of  

Rs. 9460-27700 and 

above 

15 days 

20 days 

500 

600 

600 

700 

700 

800 

15. FTA is not payable during leave or joining time (Rule 13 & 14). 
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16. For journeys performed outside the specified area, FTA can be exchanged for regular 

T.A. but proportionate FTA should be deducted.  However, for halts outside the 

specified area it cannot be exchanged for D.A (Ruling 8 & 9 under Rule, 17). 

17. If journey is performed in Government vehicle, F.T.A. should be reduced by 25% for 

the number of days he uses Government vehicle, if such days go to make the 

maximum number of days.  If such days are in excess over the minimum number of 

days, no deduction need be made (Rule 15) 

18. Deduction of F.T.A. (Rule 17):  

(a) For the days on which regular T.A. is claimed, deduction will be 1/28, 1/29, 

1/30 or 1/31 per day of the rate of FTA as the case may be 

(b) For each day short toured a days FTA should be deducted 

 Example: 

   Rate of FTA per month  : Rs. 400.00 

   Number of days to be toured : 20 

   Number of days actually toured : 15 

   FTA to be deducted   : 400 x 5/20  = Rs. 100/- 

19. All officers are divided into 3 grades as given in the annexure – I for the purpose of 

T.A.  The class to which they are eligible if the journey is by train, rate of mileage if 

the places are not connected by public conveyance are also given in the annexure. 

20. For the days of journey exceeding 8 kms actual charges incurred for the journey by 

public conveyance and D.A. as given below are payable. 

21. Where the journey is between places not connected by public conveyance mileage as 

given in annexure-I is payable for the entire distance but no daily allowance is 

payable. 

22. Where the journey is performed by bus, bus fare actually paid and daily allowance is 

payable. 

23. All officers who are eligible to travel by air can travel by 1st class AC.  All officers 

drawing in the scale of pay of Rs.18335 - 30065 in 2005 pay scales are eligible to 

perform journey by Air on official duty outside the State.  Journey by air within the 

State is not permissible.  (GO Ms. No. 129, Fin.  Plg. (FWTA) Dept., dt. 24.08.1999 

& ). 

24. Officers eligible to travel by 1st Class may travel by AC Chair Car or AC II tier 

sleeper or AC III tier sleeper.  

25. All officers who are eligible to travel by air can travel by 1st Class AC. 

26. If the journey is performed in a government vehicle, no charges for the journey is 

payable. 
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27. If the officer performs journey in his own car, mileage @ Rs. 11.00 per km and if it is 

by own motor cycle/scooter Rs. 4.00 per km can be paid.  If more than one officer 

travels in the same car, only one is eligible for the mileage.  Payment of mileage will 

be restricted to 125 kms per day if the jurisdiction of the officer is one district and to 

250 kms if it is more than one district.  However, these restrictions will not be 

applicable in case of journeys connected with election work.  If the journey in their 

own care to places exceeding 8 kms but not exceeding 32 km, subject to a maximum 

of one D.A. payable. 

28. Mopeds like Luna, TVS does not come under the definition of motorcycle. (Memo 

No. 26832/662/TA/65, dt. 9.9.1985 of Finance Department.) 

DAILY ALLOWANCE 

29. Daily allowance is payable on the days of journey in addition to air, train or bus fare 

and for the days of halt at the place of visit at the rate given in annexure-I.  It is 

payable for each day of absence from headquarters.  A day is reckoned as to cover 

twenty four hours of absence from headquarters commencing from the minute the 

officer leaves the headquarters and ends at the minute of officer returns to his 

headquarters.  If the absence performs the return journey on the same day, full FA 

will be admissible if the absence is 12 hours and more, half D.A is payable if the 

absence is 6 hours and more and no D.A.  if the absence is less than six hours 37(1). 

(i) No daily allowance is payable where mileage is claimed for journey by own 

car/scooter and where the places are not connected by public conveyance 

40(4). 

30. The D.A. is intended to cover the ordinary daily charges such as cost of boarding, 

accommodation, hiring of conveyance etc. It also includes the cost of hiring 

conveyance on a journey for which no mileage is admissible.  However, in respect of 

journeys to Delhi and outside the state taxi/auto charges from station to duty point are 

admissible.  There is also a provision for payment of taxi charges not exceeding Rs. 

400/- per day for visit to the offices of Government of India or Ministries or any other 

office on official work in respect of officers of the rank of Secretary to Government 

and above the A.P. Bhavan at Delhi is required to place a vehicle at the disposal of the 

officer. If no vehicle is available at Delhi, Bombay and Calcutta for official purpose, a 

taxi should be obtained on hire and placed at the disposal of the officer.  The hire 

charges should be got reimbursed from the department to which the officer belongs. 

40(7) 

31. Daily allowance is payable for the days of halt at camp including holidays. But no 

D.A. is payable for the days on which the officer avails casual leave and public 

holidays. If the casual leave is for half day only half D.A. is paid. 40(2). 

(i) Full daily allowance is payable for the entire duration of tour. 
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32. If the return journey is performed while on casual leave, T.A. for the return journey is 

not payable.  However, if the leave is on medical certificate, T.A. for the return 

journey is admissible. 48 (4). 

33. If both boarding and lodging are provided free in camp, only one-fourth D.A. is 

payable.  If either boarding or lodging is provided free, half D.A. is payable 40(5). 

34. There is also a provision for payment lodging charges for the stay at Hyderabad, 

Visakhapatnam, Vijayawada, Tirupati and Warangal but the employee should be from 

a district other than the one in which the above places are located.  The lodging 

charges payable are also given in Annexure-I.  Where lodging charges are claimed, 

D.A. on those days should be reduced by 25%. 41(1). 

TRANSFER TRAVELLING ALLOWANCE 

35. The rules relating to journey on transfer are contained in Rule 69 to 80 of T.A. Rules.  

These rules are modified to the extent given in GO Ms. No. 24, Fin. & Plg. (FWTA), 

dt. 28.03.2000. 

36. Travelling allowance on transfer is admissible where the transfer is in public interest.  

It is not payable where the transfer (1) is at the request of the employee (2) does not 

involve change of residence and (3) in after return from leave exceeding four months. 

37. However, if the leave is on medical certificate while in transit TTA is admissible. 

If the transfer is after expiry of leave exceeding 4 months, the officer can be permitted 

to recover the T.A. admissible for the transport of personal effects, conveyance and 

cleaner in case of car. 

38. Ordinarily, T.T.A. is not payable in case of overstayal of joining time.  But Heads of 

Departments may permit payment with a reduction of not more than 50% of the 

amount otherwise admissible. 

39. If an employee is transferred to a new station while on transit, T.A as on tour will be 

paid for the journey already made and thereafter, TTA to the new headquarters (Rules 

76). 

 

 

40. The family of the employee will be treated as having accompanied the employee even 

if they precede him by one month from the date of handing over charge at the old 

station or follows him within 6 months from the date of joining at the new station 

(Rule 75). 

41. Similarly personal effects can be transported within 6 months of the date of joining at 

the new station [Note under Rule 70(iv)] 
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42. T.A. for the family is also payable when the family travels from the old station to any 

place other than the new station or join him at the new station from a place other than 

the old station.  But T.A. will be limited to what would have been admissible had the 

journey been made from the old station to the new station or between the places of 

travel whichever is less (Rule 74). 

43. Family for the purpose of T.T.A. includes wife, children including adopted son. Step 

children and parents residing with and wholly dependent on the employee.  A female 

employee can claim T.A. for her husband if he is wholly dependent on her.  Married 

daughters cannot be treated as members of family from the date from which they are 

placed under the protection of their husband.  But a widowed daughter can be treated 

as a member of the family if she is wholly dependent on the employee [Rule2 (b) 

(iii)]. 

44. If both husband and wife are employees and if transferred from the same old station to 

the same new station at the same time, only one is eligible for TTA and the second is 

treated as member of the family (Note 3 under Rule 70). 

45. If handing over charge or taking over charge take place at a place other than the old or 

new headquarters, for the journey from headquarters to the place of handing over or 

taking over charge, TA as on tour will be paid and TTA from the old headquarters to 

the new headquarters will be paid (Rule 73). 

46. Claim for personal effect is also admissible for transporting personal effects from the 

old station to any place other than the new station or from any place other than the old 

station to the new station subject to the condition that the claim does not exceed the 

amount admissible had the personal effects been carried from the old station to the 

new station (GO Ms. No. 24, Fin. & Plg. (FWTA), dt. 28.02.2000). 

47. The fare admissible for journey on transfer for self, family and personal effects are 

given in annexure – II. 

 

 

 

 

 

T.A. FOR JOURNEYS OTHER THAN TOUR OR TRANSFER 

48. T.A. as on tour is payable for the following journeys. 

Purpose of Journey Restrictions if any 
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1. Journey to attend an obligatory 

examination (Rule 82to 85) 

 

2. Journey to give evidence when 

summoned (Rule 92) 

 

3. Journey for medical examination (Rule 94 

to 100) 

 

 

 

 

 

 

 

 

 

4. Journeys on a course of training (Rule 

102) 

a) D.A. is not payable 

b) Payable only twice for the same 

examination 

T.A. is not payable if the enquiry is 

conducted at that place at the request of the 

suspended employee 

 

a) For consultation if medical  officer 

 is not available at the  place  of 

posting. 

b) For treatment if the local doctor  

 certifies that necessary 

 treatment cannot be provided 

 locally. 

c) If required as per APGLI 

 Department Rules 

d) For undergoing second medical 

 examination 

e) For journeys in (a) to (d) above, 

 D.A. for halts is not admissible. 

If the period of training does not exceed 60 

days. 
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ANNEXURE – I 

GRADES OF GOVERNMENT SERVANTS 
G.O. Ms. No. 336, Fin. & Plg. Dept., dt. 29.10.2005 

Grade 

 

D.A. for 

tours 

within 

the State 

D.A. for 

tours to any 

place outside 

the State 

Reimbursement of lodging charges for visit to Places outside 

State 

*At Municipal 

Corporations 

either within 

the State 

outside the 

state 

 

A t Hyderabad/ 

Secunderabad 

 

Delhi/ 

Mumbai/ 

Chennai/ 

Kolkata/ 

Bengaluru 

 

Class of 

fare 

 Rs. Rs. Rs. Rs. Rs. Rs. 

Grade –I  

Rs. 25600 - 

50560 & 

above 

300.00 400.00 500.00 750.00 875.00 1st Class/ 

AC II 

Tier/III 

Tier 

Sleeper 

Grade-II  

Rs. 13660 - 

38570 to 

23650 - 

49360 

200.00 300.00 300.00 450.00 525.00 -do- 

Grade-III  

Rate of 

employees 

150.00 200.00 200.00 300.00 350.00 2nd Class/ 

sleeper 

class 

 

* Payable on certification that Government accommodation was not available and production 

of original receipts of the lodging house. 
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T.A. AS ON TRANSFER 

1. Journey on a Course of Training 

[Rule 102 (a)] 

a) For training courses detailed in 

annexure-I of F.R. if the period of 

Training exceeds 60 days 

 If the training at any one place exceeds 60 days. T.A > as on tour for journey days and 

monthly allowance for the days of halt will be paid [Rule 102 (a)] 

 In case of training courses, if the trainees are required to stay compulsorily in the 

mess of the Institute, the monthly allowance shall be the actual expenses of mess and lodging 

charged by the Institute. 

2. Journey by family members of a 

deceased Govt. Servant (Rule 106) 

(to be claimed within 3 months 

from the date of death) 

a) T.A. to home of deceased employee 

any other place where the family 

wishes to reside. 

  b) T.A. should not exceed the amount 

from last headquarters to home of 

the home of the deceased employee. 

3. Journey on retirement (to be 

claimed within 6 months from the 

date of retirement) 

a) T.A. to Home Town only 

b) For self only one fare 

c) If the Home Town is in other state, 

T.A. is payable upto state limits. 
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ANNEXURE – II 

TRANSFER T.A. – PERSONAL EFFECTS (GO Ms. No. 128, Finance (TA) Department, dt. 17.04.2010 

Grade Maximum Packing and unpacking charges Disturbance 

allowance in 

case of 

transfers to 

Delhi & 

places 

outside State 

Journey by self Journey by family Mileage 

allowanc

e 

Transfer

s outside 

the State 

Transfer 

within the 

State but 

outside the 

zone 

Transfer 

within the 

zone in the 

State 

By Train By road 

where the 

places are 

not 

connected 

by train 

By train By road where 

places are not 

connected by 

train 

Grade I 50 Qtls Rs. 5000 

but Rs. 

7000 for 

those 

drawing 

pay scale 

of 

Rs.29200

- 53060 

and 

above 

Rs.1000/- at 

each end 

Rs.500/- 

At each end 

Rs.10000/- 

lumpsum  

One fare of 

the eligible 

class, the 

class actually 

travelled 

2 mileages Fare paid 

for each 

member 

of family 

of the 

eligible 

class 

actually 

travelled 

whichever 

is less 

One mileage if 

3 members  

of his family 

accompany him 

& another 

mileage if more 

than 3 members 

of his family 

accompany him 

Rs. 6.00 

K.M. 

Grade-II 40 Qtls Rs.4000/- Rs. 600/- at 

each end 

Rs. 150/- at 

each end 

Rs. 7500/-     --    -do-     -do-      -do- Rs.3.50 

KM 

Grade-

III 

30 Qtls Rs. 

3000/- 

Rs. 400/- Rs. 200/- Rs. 2500/-     --     -do-     -do-     -do- Rs.3.00 

KM 

 

NOTE : 1. Receipts must be produced for the above payments 



 

11 

 

LEAVE TRAVEL CONCESSION 

(Rule 92 & Annexure VII) 

1) LTC - Reimbursement of expenditure incurred by the Government employee and family 

members to travel from his headquarters - Home Town/Any place within the State. 

2) Eligibility – Not less than 5 years of service 

3) Amount of reimbursement – Actual amount as per entitlement 

4) Frequency – Once in every block of two consecutive Calendar Years 

 2001-2002  - To go to Home Town 

 2003-2004  - To visit any place in the State 

• Home Town declaration need to be made 

• Not declared – any place in State eligibility 

• Concession not availed will lapse 

• Prior permission 

5) Sanctioning authority  - Earned Leave – Sanctioning Authority 

6) Leave required to be taken - at least casual leave 

7) Family GO - Parents not eligible 

  NGO - Parents if not pensioners & Adopted Son – 1 

8) Home Town declaration: 

• Change – once in service 

• Submitted to the controlling officer and shall be communicated to the Head of the 

Office for entry in S.R. 

9) Journeys: 

Train  - Fares 

Bus  - Bus fares 

No train/ - Greater than 2 persons in a group – 2 Mileage 

Bus   Less than 2 persons in a group – 1 Mileage 

10) Regulation of claims 

 * Train travel: Produce used Air/Railway/Bus tickets in original  

Along with LTC Claims Cir. Memo No. 11818/48/ A2/TA/2001, dt. 

7.3.2002 

 * Bus travel  Bus tickets 

 * Air travel  Restricted to train class 

 

11)  Time limit for claims -  30 days of completion of the return journey    

   15% cut on gross amount up to 1 year 

12) Advances   80% Article 84 of A.P. Financial Code 
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13) Certificates:  The following certificates have to be furnished: 

(i) By the Government employee: 

a) Certified that for the block period of ……………., I have not submitted any claim so 

far for leave travel concession in respect of the persons for whom traveling allowance 

is claimed in this bill 

b) Certified that the advance of traveling allowance for the leave travel concession has 

been fully adjusted in this bill 

c) Certified that the persons for whose journeys the claim is preferred in this bill 

performed the journeys to and from …………………… 

d) Certified that my wife/husband is not a Government employee is an employee of 

……………… and that the concession has not been availed by her/him separately for 

herself or for any of the family members covered by this claim for the block period 

……….. 

e) Certified that the family members for whom claim has been made in this bill are 

wholly dependent on me. 

(ii)  By the Controlling Officer/Drawing Officers: 

a) Certified that the claim was preferred in time by the claimant and that the delay in 

presentation at the Treasury is due to administrative reasons 

b) Certified that the claim was not preferred and paid previously 

c) Certified that necessary entries were made in the Service Register of the individual 

regarding the availment of leave travel concession during the block period 

………………. 

d) Certified that apart from normal checks, I have verified the claim after obtaining all 

the required details as to the actual travel correctness of number of family members, 

distance traveled, fares and mileage claimed and I am satisfied that the claim is in 

order [para 12 (c) & (d)] 

14) Penalties for misuse/abuse of LTC: Misuse/abuse is proved as a result of      departmental 

enquiry 

a) The entire amount if drawn and disbursed shall be recovered in one lump sum 

b) The right of the Government employee for availment of LTC shall be forfeited for rest 

of the service, and 

c) Disciplinary action has to be taken against the Govt. employee as per A.P. Civil 

Services (CCA) Rules. 

15) Penalties for misuse/abuse of advance drawn for LTC: 

a) The entire amount of unutilized advance along with penal interest at (18%) per annum 

shall be recovered in one lump sum (GO Ms. No. 43, Fin. & Plg. Dt. 08.01.1999 

b) The action referred to in (b) & (c) of the above para also has to be taken. 
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