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e'rqiqq entpr/ OFF,'ICE ORDER

Procedure/guidelines regarding allotment of Institute vehicles for official duty

ft-qis/Dared 2-{ rc+tzozz

It has come to the notice tltat sorne of the Officials of NIT Agarlala are utilizing the institute vehicles
r'vithotrt prior approval on the Requisition Slip and also by-passing the general procedure for booking the
institute vehicle fbr offlcial use in and or-rtside the NITA campus which creates mismanagement and
derails the laid dowu procedure for booking the institute vehicles.

In view of the above, it is decided that henceforth, before r-rsing any vehicle of the institute, prior approval
on Requisition slip (fbrmat enclosed) shoLrld be obtained fi'om the Registrar, NITA by the concerned
Officer/offlcial of the institute and the same should be sent to the Cliairman/Co-ordinator. Vehicle
Section. NITA withoLrt tail.

This is issued as per approval of the Competent Authority.

{Col. (Dr) Ashish
g;i,rsHq/ Registrar

f,cereA €rrRffin/ NIT Agartala
E,nclo : Requisition slip

vftkfi/ Copy to:

P.S. to Director for kind information of the Director. NITA.
All Deans/All HoDs, NIT Agafiala,
The Chairman/Co-ordinator, Vehicle Section, NITA.
All Sectional Heads, NIT Agartala for infbrnration.
The Dy. Registrar, Departntent of Finance & Accounts, NIT Agartala.
The Chairman, Website & Networking, NIT
uploading of the same in the Institute website.

A for information. He is requested to arrange

7, All concerned Driver, NIT Agartala.

g;-mffFd-d Registrar

f'+erfe srrrftn/ NIIT Agartala
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L Ntrme olthe Faculty/Non-flaculty

2. Name ol the Depar.tment/Section

3. Detailed pllr?osc ollourney

4. Date & time of Joumey

5. Destination

6. Trme & venue fbr Reporting of vehicle

7. Expected tinte olRetum

8. TypeiName of vehicle

Initiated by Recommended by
(Fu11 Signature with designation) (Fu11 Signature with designation)

Approved
Regisrrar NIT Agartala

Kilometer

K.M. reading at the time olallohlent K.M. reading at end of the Joumey

Si gnature ofl FacultyiNol- faculty

(using the vehicle)

Si gnature ol Co-ordinator Signature olFaculty/Non-laculty Signature olCo_ordinator
(using the vehicle)
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REQUISITION FOR INSTITUTE VEHICLE

:From.......... to

Reading


