
www.desco.gov.bd

ঢাকা ইেলকি�ক সা�াই �কা�ািন (�ডসেকা) িলিমেটড
�শাসন িবভাগ

২২/িব কিব ফর'খ সরিণ, িন+,-২, িখলে.ত,
ঢাকা-১২২৯

ন2র: ২৭.২৪.০০০০.০৬৮.৯৯.০০৮.২১.৫৩৭
তািরখ: 

১৬ �পৗষ ১৪৩১ ব>া?
৩১ িডেস2র ২০২৪ ি@Aা?

অিফস আেদশ

সংি�� সকেলর অবগিতর জ� জানােনা যাে� �য, �ডসেকার যানবাহন �বহার নীিতমালা ২০১৮ এর অ!ে�দ ৪.১১ অ!যায়ী ঢাকার অভ()ের ও
ঢাকার বাইেরর জ� ,- .থক Requisition Form <তরী করা হেয়েছ। Requisition এর মা?েম গািড় �বহােরর লেA( কBCপেAর
অ!েমাদন Eহেনর �AেF সংGH Form ,- অ!সরণ করার অ!েরাধ করা হেলা।
                                                                                       ক��পে�র অ
েমাদন�েম

সকল সংযুিHসমূহ:
(১) Vehicle Requisition Form 2020 in Dhaka
(২) Vehicle Requisiton Form 2020 outside Dhaka

৩১-১২-২০২৪
সােজ]ল কিরম

উপ-মহাব_ব`াপক (অিতিরH দািয়b )
০৯৬১০১১১১১১

skarim@desco.gov.bd

ন2র: ২৭.২৪.০০০০.০৬৮.৯৯.০০৮.২১.৫৩৭/১ (৬) তািরখ: 
১৬ �পৗষ ১৪৩১ ব>া?

৩১ িডেস2র ২০২৪ ি@Aা?
অবগিত/অবগিত ও �েয়াজনীয় ব_ব`া fহেণর জg অhিলিপ ��রণ করা হেলা  (�জ_iতার jমাhসাের নয়):

১। ব_ব`াপনা পিরচালক, �ডসেকা।
২। িনবmাহী পিরচালক (�শাসন ও এইচআর/অথm ও িহসাব/�েকৗশল/সংfহ/অপােরশন), �ডসেকা।
৩। সকল �ধান �েকৗশলী/মহাব_ব`াপক, �ডসেকা।
৪। সকল তqাবধায়ক �েকৗশলী /উপ-মহাব_ব`াপক, �ডসেকা।
৫। সকল িনবmাহী �েকৗশলী/ ব_ব`াপক, �ডসেকা।
৬। অিফস কিপ।



৩১-১২-২০২৪
�মাঃ ইকবাল কিবর

ব_ব`াপক



 

 

 

 

 
 

DHAKA ELECTRIC SUPPLY COMPANY LTD 

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

Dhaka-1229, Bangladesh 

Phone: +88028900330; +88028900110-11, 

Fax: +88028900100 

email: info@desco.org.bd; mddesco@desco.org.bd 

www.desco.org.bd 

QF HRM 20 

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 

 

(a) Name of Employee :     Designation:       ID:   

(b) Type of  Vehicle :  Car/Jeep/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 

No.......... & SL No..........) 

 

 

 

 

 

 

 

______________________ 

Signature of Applicant 

 

Recommended by 

 

 

____________________ 

Divisional Head 

Approved by 

 

 

____________________ 

Executive Director (HR) 

 ________________________________________________________________ 

 

Part 2: Calculation 

2.                                                                 (To be filled after travel) 

 

 Starting Time: ...............................,  Starting Mileage: .............................. Km 

 Closing Time: ................................., Closing Mileage: ............................... Km 

 Total traveling Km: ................... Km.,   Total holtage time: ...................... hrs. 

 Enclosure: Copies of log book accordingly. 

 

 

 Signature of Driver        Signature of User 

The adjustment is forwarded to Administration division: 

Memo No. DESCO/.................................................................................... 

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


 

 

 

 

 
 

DHAKA ELECTRIC SUPPLY COMPANY LTD 

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

Dhaka-1229, Bangladesh 

Phone: +88028900330; +88028900110-11, 

Fax: +88028900100 

email: info@desco.org.bd; mddesco@desco.org.bd 

www.desco.org.bd 

QF HRM 20 

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 Tk. ............................................... 

 Holtage fare amount Tk. ............................................... 

 Total amount  Tk. ............................................... 

 

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. 

  The bill is checked & verified  

  Certified amount Tk. ........................................ 

 

 

Signature of DM/AM                                             Signature of DGM (A) 

 

5. Approval: 

 

Signature of Executive Director (F&A) 

 

6. Posted by  .....................................................................................Date: ................................................ 

 

 

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


 

 

 

 

 
 

DHAKA ELECTRIC SUPPLY COMPANY LTD 

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

Dhaka-1229, Bangladesh 

Phone: +88028900330; +88028900110-11, 

Fax: +88028900100 

email: info@desco.org.bd; mddesco@desco.org.bd 

www.desco.org.bd 

QF HRM 20 

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 

No................. & SL No.................) 

 

 

 

 

 

 

 

______________________ 

Signature of Applicant 

 

Recommended by 

 

 

________________ 

(line Executive Director) 

Concurred by 

 

 

 

___________________ 

(Executive Director-Admin/HR) 

Approved by 

 

 

 

__________________ 

(Managing Director) 

 _____________________________________________ 

Part 2: Calculation 

2.                                                                 (To be filled after travel) 

 

 Starting date: ..............................., Time: ..........................., Starting Mileage: ....................... ....... Km 

 Return date: ................................., Time: ............................, Return Mileage: ............................... Km 

 Total traveling Km: ................... Km.,   Total holtage time: ...................... hrs. 

 Enclosure: Copies of log book accordingly. 

 

 

 Signature of Driver        Signature of User 

The adjustment is forwarded to Administration division: 

Memo No. DESCO/.................................................................................... 

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


 

 

 

 

 
 

DHAKA ELECTRIC SUPPLY COMPANY LTD 

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

Dhaka-1229, Bangladesh 

Phone: +88028900330; +88028900110-11, 

Fax: +88028900100 

email: info@desco.org.bd; mddesco@desco.org.bd 

www.desco.org.bd 

QF HRM 20 

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 Tk. ............................................... 

 Holtage fare amount Tk. ............................................... 

 Total amount  Tk. ............................................... 

 

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. 

  The bill is checked & verified  

  Certified amount Tk. ........................................ 

 

 

Signature of DM/AM                                             Signature of DGM (A) 

 

5. Approval: 

 

Signature of Executive Director (F&A) 

 

6. Posted by  .....................................................................................Date: ................................................ 

 

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

