Leave Travel Allowance:
XYZ  CO. (P) LTD.
ADDRESS :
Dear Sir,

I wish to avail LTA from……………………………..to……………………….For an amount of Rs……………………………

I enclose herewith the sanctioned leave application. The amount will be taxable / non taxable in my hand.

Departmental Head……………………………….


Accounts ………………………………………….

Divisional Head……………………………………..


NAME………………………………………………..









Signature………………………………………..









Designation……………………………………









Grade……………………………………………

