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VEHICLE REQUISITION FORM 
(SUBMITTED AT LEAST ONE DAY IN ADVANCE) 

DATE:  

Name of Requisitioner:  Designation:  

Department:  
Contact Number of the 

Requisitioner: 
 

Accompanying Staff Name:  
Accompanying Staff 

Contact Number: 
 

Types of Vehicle: 
Car / Bus / Mahindra Tractor / HMT Tractor with Attachments 

 

Date of 

Journey & 

Time 

Returning 

Tentative 

Time 

Place 
Purpose 

If Bus 

Students 

Strength 
From To 

 

 

 

 

 

 

 

 

 

 

 

 

    

 

 

 

 

Requisitioner Signature               Recommendation of Concerned HoD                           Principal 

 

FOR TRANSPORT OFFICE USE ONLY 

Availability of the Vehicle (Yes/No): 

If Not Available, the Reason: 

 

Vehicle No:…………………                                                 

            Meter Reading: From…………………… To ………………….Total Distance Covered (KM):…………… 

     Trip Sheet Book Page No.………………        

     Departure Time: ………………………………                                   Arrival Time: ………………………... 

     Driver’s Name: ………………………………    Driver’s Signature: …………………… 

 

Transport Officer Signature with Date 


