






GURU GOBIND SINGH INDRAPRASTHA UNIVERSITY
DWARKA, NEW DELHI-110078

REQUISITION FOR UNIVERSITY VEHICLE (Taxi/Buses)
(To be submitted as early as possible OR at least two days prior to commencement of journey)*

1. Name & Designation of the Officer/Faculty _____________________________________________________
with Mobile No.

2. Date & Time _______________________________________________________

3. Complete Address with Phone No. _______________________________________________________
where vehicle is required **
(if at residence, please give reason) _______________________________________________________

4. Details of place(s) to be visited _______________________________________________________

5. Approx. Duration for Which Vehicle ______________________________________________________
is Required (Hrs/Days)

6. Detail of Purpose of Journey along with _______________________________________________________
Copy of the Meeting Notice/ Proof of the Official Work Assigned by Competent Authority )

7. No. of Persons (Officials) who will use the _____________________________________________________
Vehicle

8. Signature of the Requisitioning _______________________________________________________
Officer (Name, Date & Time)

9. Counter Signature of concerned _______________________________________________________
HOD/Dean/Branch I/c (if require)

10. Approval of Registrar (If A/C _______________________________________________________
vehicle required)

11. Approval of Registrar if Vehicle _______________________________________________________
is Needed Outside Delhi****

Incharge (GA)
GGS Indraprastha University
-------------------------------------------------------------------------------------------------------------------------------

[To be filled in by Office of Incharge (GA)]
Entry at S.No.____________________ Date_____________________

1. Staff Vehicle No.__________________ Driver Deployed_____________________________
2. Taxi Hired_____________________________________
3. Staff Vehicle is not available*****.

Dealing Asstt.
(Authorized Signatory)

Registrar

Note: Please see guidelines approved by GA for the usage of University vehicle on dated _________

* In case the requirement is submitted less than two days prior to the commencement of journey the approval of the
Registrar is mandatory along with reason for urgency & delay to be recorded by the requisitioning officer.

** Normally requisition for use of university vehicle should not be made for the officials below the rank of Assistant Registrar/
equivalent, unless the purpose of visit/ nature of work warrants issue of official vehicle.

*** If the vehicle is required at the residence, the justification for the same may be given (As per staff car rules the vehicle
may be arranged from University to curb the POL expenditure).

**** Journeys outside Delhi (beyond Delhi Metropolitan/NCR Area) are permissible only with the prior approval of Registrar. Please
enclose administrative approval of Hon’ble V.C. for the educational tour, etc.

***** In case staff vehicle is not available, the journey could be performed using entitled mode of transport and expenditure
may be claimed for reimbursement.

Incomplete form will be rejected
Information sought in column No.1-9 is mandatory
Column no. 10&11: Approval of the Registrar to be  obtained
before the form is submitted to G.A. Branch and also see*

below
Kindly see guidelines before requisitioning the vehicle


