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House# 22/B, Faruque SaraniRoad, Nikunja-2

Dhaka-1229, Bangladesh
D E : D Phone: +88028900330; +88028900110-11, QF HRM 20

POWER IS YOURS Fax: +88028900100
email: info@desco.org.bd; mddesco@desco.org.bd
DHAKA ELECTRIC SUPPLY COMPANY LTD www.desco.org.bd
Date: Part 1: Requisition Approval

Vehicle Requisition Form
(Within Dhaka)

Ref: DESCO/HQ/ADMIN-A(1)/OC&N-1/2013/1812, dt. 19.06.2013

(@) Name of Employee : Designation: ID:
(b) Type of Vehicle : Car/lJeep/Microbus 7 Seat/Microbus above 7 Seat/Pickup

(c) Travel Area:  From to

(d) Travel Date: From to

(e) Reason of Travel:

(f) Proposed Vehicle No.: Driver Name:

(g) Comments & Signature of Administration Division: With Reference of Register (Page

Recommended by

Signature of Applicant Divisional Head

Approved by

Executive Director (HR)

Part 2: Calculation

2. (To be filled after travel)
e Starting Time: ......ccooovvevicvinnnn. , Starting Mileage: ..o Km
o Closing Time: ....cccocoovviininicnnns , Closing Mileage: .......ccocovvvenininnn. Km
e Total traveling Km: ................... Km., Total holtage time: ...................... hrs.

e Enclosure: Copies of log book accordingly.

Signature of Driver Signature of User
The adjustment is forwarded to Administration division:

MEMO NO. DESCO....ccuiiiiiiiieieee et ettt sttt sttt srae s srbe e


mailto:info@desco.org.bd
mailto:mddesco@desco.org.bd

House# 22/B, Faruque SaraniRoad, Nikunja-2

Dhaka-1229, Bangladesh
D E : D Phone: +88028900330; +88028900110-11, QF HRM 20

POWER IS YOURS Fax:_ +E_38028900100
email: info@desco.org.bd; mddesco@desco.org.bd

DHAKA ELECTRIC SUPPLY COMPANY LTD www.desco.org.bd

Part 2: Administration Division
3.1. Adjustment amount is made under memo no. DESCO/HQ/ADMIN-A(1)/OC&N-1/2013/1812, dt.
19.06.2013 as below:

o Mileage fare amount TK. o
. Holtage fare amount TKe e
. Total amount TKe e

3.2. Comments (if any):

Total amount may be adjusted from Employee’s monthly Salary.

Checked by Recommended by

Asstt. Manager (L & GS) Manager (L & GS)

DGM (Administration)

Part 3: Accounts Division

4.

e The bill is checked & verified

o Certifiedamount TK. ......cccccooevvivniiicr v,
Signature of DM/AM Signature of DGM (A)
5. Approval:

Signature of Executive Director (F&A)

6. POSted DY ..o Date: ...


mailto:info@desco.org.bd
mailto:mddesco@desco.org.bd

House# 22/B, Faruque SaraniRoad, Nikunja-2

Dhaka-1229, Bangladesh
D E : o Phone: +88028900330; +88028900110-11, QF HRM 20

POWER IS YOURS Fax: +88028900100
email: info@desco.org.bd; mddesco@desco.org.bd
DHAKA ELECTRIC SUPPLY COMPANY LTD www.desco.org.bd
Date : Part 1: Requisition Approval

Vehicle Requisition Form (Outside Dhaka)

Ref: DESCO/HQ/ADMIN-A(1)/OC&N-1/2013/1812, dt. 19.06.2013

(a) Name of Employee : Designation: ID no.:
(b) Type of Vehicle : Car/Jeep/Microbus 7 Seat/Microbus above 16 Seat/Pickup

(c) Travel Area: From Dhaka to

(d) Travel Date: From to

(e) Reason of Travel:

(f) Proposed Vehicle No.: Driver name:

(g) Comments & Signature of Administration Division: With Reference of Register (Page

Recommended by

Signature of Applicant (line Executive Director)
Concurred by Approved by
(Executive Director-Admin/HR) (Managing Director)

Part 2: Calculation

2. (To be filled after travel)
o Starting date: .........ccceeveviviieiinns , TIME: e, , Starting Mileage: ......c.ccccoovevveven e, Km
o Return date: .....occvvevvveeveiieeee s C TIME: e , Return Mileage: ........ccocoeoviiiivennn, Km
e Total traveling Km: ........ccco...... Km., Total holtage time: ...................... hrs.

o Enclosure: Copies of log book accordingly.

Signature of Driver Signature of User
The adjustment is forwarded to Administration division:
MeMO NO. DESCO/....ccuviiiiitieiieiiese e see s ee et ste et snee e sre e


mailto:info@desco.org.bd
mailto:mddesco@desco.org.bd

Dhaka-1229, Bangladesh
D E : o Phone: +88028900330; +88028900110-11, QF HRM 20

House# 22/B, Faruque SaraniRoad, Nikunja-2

Fax: +88028900100

POWER IS YOURS o
email: info@desco.org.bd; mddesco@desco.org.bd

DHAKA ELECTRIC SUPPLY COMPANY LTD www.desco.org.bd

Part 2: Administration Division

3.1. Adjustment amount is made under memo no. DESCO/HQ/ADMIN-A(1)/OC&N-1/2013/1812, dt.
19.06.2013 as below:
. Mileage fare amount TKe e
. Holtage fare amount TKe o
o Total amount TKe e
3.2. Comments (if any):
Total amount may be adjusted from Employee’s monthly Salary.
Checked by Recommended by
Asstt. Manager (L & GS) Manager (L & GS)
DGM (Administration)
Part 3: Accounts Division
4.
e  The bill is checked & verified
o  Certified amount TK. ......ccceevrivrenienenneseeenes
Signature of DM/AM Signature of DGM (A)
5. Approval:

Signature of Executive Director (F&A)

6. POSIEA DY oo Date: .oovociee e


mailto:info@desco.org.bd
mailto:mddesco@desco.org.bd

