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¨¸¸í›¸ ˆ½Å ¢¥¸‡ Ÿ¸¸¿Š¸ œ¸°¸ - ¬¸£ˆÅ¸£ú / ¢›¸]¸ú 

REQUISITION FOR VEHICLE - OFFICIAL/PRIVATE  
  

1. ____________________________ ˆÅ¸½ ‚œ¸½¢®¸÷¸   2. ˆºÅ¥¸ ‚›¸ºŸ¸¸¢›¸÷¸ ‚œ ½̧¢®¸÷¸ ¬¸Ÿ¸¡¸  ____________________________ 

 
Required on ________________________                  Total Approx. time required _________________ Hrs     

 

3. ¤¸¬¸/ˆÅ¸£/Ž¸½’ú ¤¸¬¸____________________________             4. ‚œ¸£¸â / œ¸»¨¸ Ä̧â ____________________________ ¬¸½      

Bus/Car/Mini Bus (Please tick)                                  From ____________________________ AM/PM 
  

5. ¬¸¿Š¸“›¸/Š¸¿÷¸¨¡¸ ¬˜¸¸›¸/Organization/Place to be visited _________________________________________________ 

 
6.    ˆÅ¸¡¸Ä              ˆ¼Åœ¸¡¸¸ ¢›¸©¸¸›¸ ¥¸Š¸¸‡¿                 ¬¸¿¢®¸œ÷¸ ¢¨¸¨¸£µ¸     

            Purpose     Please Tick                          Brief Description      
_________________________________________________________________________________________________________ 

 

I) œ¸¢£¡¸¸½]¸›¸¸ ˆÅ¸¡ Ä̧/Project work                                                                                    _____________________________ 

II) ¡¸».¤¸ú.œ¸ú. (¬¸¿Š¸“›¸ ˆÅ¸ ›¸¸Ÿ¸) UBP [Name of the organization]                                   _____________________________ 

III) ¬¸ŸŸ¸½¥¸›¸/Conference/¬¸¿Š¸¸½«“ú /Seminar                                                                   _____________________________ 

   IV)     Ÿ º̧¥¸¸ˆÅ¸÷¸ú ¡¸¸ ‚¢÷¸¢˜¸ ¨¸Æ÷¸¸‚¸½¿ ˆÅ¸½ ¥¸¸›¸¸/To bring visitors/guest speakers                 _____________________________    

V) œÏ©¸¸¬¸¢›¸ˆÅ ˆÅ¸¡¸Ä /Administrative Work                                                                  _____________________________  

VI) œ¸£¸Ÿ¸©¸Ä ¬¸½̈ ¸¸ (¬ ¿̧¬˜¸¸›¸ ˆÅ¸ ›¸¸Ÿ¸ ™ ½¿)/Consultancy (Name of the Organization)         _____________________________ 

VII)   ¢›¸]¸ú œÏ¡¸¸½Š¸/Private Use                                                                                            _____________________________ 

VIII) ˆÅ¸½ƒÄ ‚›¡¸ „Ó½©¡¸/Any other Purpose                                                                      ___________________________ 

IX) *¤¸]¸’ ©¸ú«¸Ä / Budget Head (Mandatory to mention)   __________________________ 

 
7. ”ï¸ƒ¨¸£ ªú/ªúŸ¸÷¸ú/ˆºÅ. ___________________________________________ ˆÅ¸½ ‚œ¸£¸â /œ¸»¨¸¸Äâ _______________¤¸]¸½ ¢£œ¸ ½̧’Ä ˆÅ£½¿— 

Driver should report to Mr./Mrs./Miss. _________________________________________ At _______________ AM/PM 

8. ”ï¸ƒ¨¸£ ˆÅ¸½ ¢¨¸©¸½«¸ ¢í™¸¡¸÷¸½¿, ¡¸¢™ ˆÅ¸½ƒÄ í¸½ ÷¸¸½ / Special Instruction to Driver if any _________________________________________ 

__________________________________________________________________________________________________________ 
       

 ¢™›¸¸¿ˆÅ/Date: 

  

 ¬¸Ÿ¸¡¸/Time : 

  

 œÏ¢÷¸í¬÷¸¸®¸£/Countersigned by      
                                                                                                   ¨¸¸í›¸ Ÿ¸¸ÂŠ¸ˆÅ÷¸¸Ä ‚¢š¸ˆÅ¸£ú ˆÅ¸ ›¸¸Ÿ¸ ‡¨¸¿ í¬÷¸¸®¸£ 

     Deptt./Section Head                                            (Name and Signature of the Officer Requisitioning Vehicle)  
  

       (œÏ÷¡ ½̧ˆÅ ™¸¾£½ ˆ½Å ¢¥¸‡ ‚¥¸Š¸ ¬¸½ Ÿ¸¸¿Š¸ œ¸°¸ ¤¸›¸¸‡¿/Separate requisition to be made for each trip 

     œ¸¢£¨¸í›¸ ˆÅ¸¡¸¸Ä¥¸¡¸ ˆ½Å œÏ¡¸¸½Š¸ í½÷ º̧/For Use in Transport Office Use  

__________________________________________________________________________________________________________ 
      œÏ¸¢œ÷¸ ¢™›¸¸¿ˆÅ ¨¸ ¬¸Ÿ¸¡¸ /Date and time receipt__________________________________________________________ 

      ¨¸¸í›¸ ¢™¡¸¸ Š¸¡¸¸ À¤¸¬¸/ˆÅ¸£/Ž¸½’ú ¤¸¬¸/Vehicle allotted: Bus/Car/Mini Bus_______________________________ 
 

 

 

‚š¸ú®¸ˆ (¬¸º£®¸¸ ‡¨ ¿̧ œ¸¢£¨¸í›¸)/Supdt. (S & T)                                             „œ¸ ˆºÅ¥¸¬¸¢\¸¨¸/Deputy Registrar

        


