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REQUISITION FORM FOR INSTITUTE VEHICLE FOR OFFICIAL PURPOSE 
 
 
Name/Designation       Place of Reporting : 
Of Officer Requisitioning      Date & Time Departure 
The vehicle 
 
 
Inter-com No. 
Room No. 
 
 
Purpose & Destination with details 
 
          Expected Time of Return 
          To Parking of Institute 
 
 
 
          (Signature of the Officer) 
          Date & Time 
 
Signature of HOD/Endorsing Authority 
         (To be filled by Transport Office) 
 
Entry No. in Register/TPT/       at Page : 
 
Name of the Driver 
 
Vehicle No. Ordered For Duty : 
          (Dealing Assistant) 
   (To be filled by the Driver) 
 
Time of Departure :      Meter Reading : 
        (Departure) 
 
Time of Arrival :      Meter Reading : 
        (Arrival) 
 
    Total Distance Covered (in Kms.) 
 
          (Signature of the Driver) 
Signature of the Officer 


