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BOOKING OF STAFF CAR
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Ê´É¦ÉÉMÉ/+xÉÖ¦ÉÉMÉ 
Dept./Section 

ÊnùxÉÉÆEò 
Date 

¯ÖÏ¿ÖÖÃÖ−Ö ×¾Ö³ÖÖ�Ö ÃÖê †−Öã¸üÖê¬Ö Æîü ×�ú �úÖµÖÖÔ»ÖµÖß−Ö ˆ¯ÖµÖÖê�Ö ÆêüŸÖã µÖ£ÖÖ ×−Ö´−Ö×»Ö×�ÖŸÖ ×¾Ö¾Ö¸ü�Ö µÖÖ¡ÖÖ �ú¸ü−Öê �êú ×»Ö‹ Ã™üÖ±ú �úÖ¸ü ¯ÖÏ¤üÖ−Ö �ú¸ëü 
Administration Department is requested to provide the staff car for official use for the journey as per detail 

given below 
ÃÖ´ÖµÖ 

Time 
µÖÖ¡ÖÖ �ú¸ü−Öê �úÖ Ã£ÖÖ−Ö 

Place of journey 
×¤ü−ÖÖÓ�ú 
Date 

ÃÖê / 
From 

ŸÖ�ú / 
To 

ÃÖê / From ŸÖ�ú / To 

µÖÖ¡ÖÖ �úÖ ˆ§êü¿µÖ 
Purpose of 

journey 

ÃÖÖ£Ö •ÖÖ−Öê ¾ÖÖ»Öê ¾µÖÛŒŸÖµÖÖë � êú 
−ÖÖ´Ö 

Names of persons 
accompanying 

²Ö•Ö™ü, µÖ×¤ü �úÖê‡Ô 
ÆüÖë 

Budget, If 
any 

        

        

        

        

        

Ê´É¦ÉÉMÉÒªÉ |É¨ÉÖJÉ 
Departmental Head 

†−Öã. †×¬Ö�úÖ¸üß 
Section Officer 

ºÉÉ |É Ê´É¦ÉÉMÉ ¨Éå ={ÉªÉÉäMÉ ½äþiÉÖ/For use in GAD 
ÊxÉnäù¶ÉEò (|É¶ÉÉºÉxÉ) 
Director (Admn.) 

Ê]õ{{ÉÊhÉªÉÉÆ 
Notings 

 µÖ£ÖÖ ´ÖÖÑ�Ö Ã™üÖ±ú �úÖ¸ü ²Öã�ú �ú¸ü ¤üß �Ö‡Ô Æîü / staff car booked as per requisition 

 Ã™üÖ±ú �úÖ¸ü ˆ¯Ö»Ö²¬Ö −ÖÆüà Æîü / staff car not available 
 ´ÖÖ¡Ö †Ö�Öê �úß µÖÖ¡ÖÖ �êú ×»Ö‹ Ã™üÖ±ú �úÖ¸ü ˆ¯Ö»Ö²¬Ö /staff car available for onward 

journey only 
 ´ÖÖ¡Ö ¾ÖÖ¯ÖÃÖß µÖÖ¡ÖÖ �êú ×»Ö‹ Ã™üÖ±ú �úÖ¸ü ˆ¯Ö»Ö²¬Ö / staff car available for return 

journey only 

†−Öã. †×¬Ö�úÖ¸üß 
Section Officer 


