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TRANSPORT REQUISITION FORM
FILL IN TRIPLICATE AND RETURN TO TRANSPORT OFFICE

PART ONE

TRAVEL DETAILS AND MANIFESTO BY REQUISITIONING DEPARTMENT/FACULTY DEPARTMENT/FACULTY
Name of Requisitioning Officer............coceviiiiiiiiiiiiiiiiienan, Designation.........oevuiveirieieieiii e
Department...........ccoeveviiiiiiiiinin Date of Trip...covvvevineiiiiniiienenee Time of Departure.............cccooeiiiinennnn..
PUIPOSE OF the TTiP . e ettt e e e e e e e e e e e e e e
Number of Passengers....................... (attach a list) Date of Travel...........ccovvviiiiniiinninnnn, Time......ooovvvvieinininnn.
Name of Officer in charge of trip....................... PF/NO....c.ovviene. SIgNAtUTE. ...\ttt
Date of return............coooooiiiiiiiL. TIMC. ..o
Destination..........o.vuiiiieiiiiiii i Type of vehicle/capacity.........co.vueiiiiiiiiiiiiiiiiiie

PART THREE (COMMENT BY TRANSPORT CLERK)

Transport available/Not available..................coooiiiiin Driver(s) Name(S). . ..vvverineiueneiiiiniiiaineaieenennn
Vehicle Registration No...........coviiiiiiiiiinien... Estimated KM.............cooooiiiiiin, COStunineaiiiiiieeeea
SIGNATUTC. ..ttt eteteeet e et e eeaeaenns D N

PART FOUR (FINANCE DEPARTMENT)

Funds available/Not Available...............c.oooiiiiiiiiiii Vote to be charged............coooviiiiiiiiiii
Approved SIgNature. ... .......oveviiiiiiiiiiiiiiii e Date. ..

PART FIVE (APPROVALS ADMINISTRATION/ ACADEMIC) Buses and all unscheduled trips approved by a DP
scheduled trips by use of all other vehicles by Ass. Registrar (Admin) or Transport Clerk.

Transport APProVEed/NOt ADPPIOVEA. .. . .ue ittt ettt ettt et et e et et et et e e e et et e et et e e e et e e e eaeeaeateeneenanans
SIgNature. ......oevvieieiii Designation.........c.eeeuiuiiiiiiiiiaeeee, Date.....coovviiiiiiiinnn,

PART SIX (TRANSPORT CLERK)

Mileage before trip........co.eeveveiiiiiiiiiiiiieiene Mileage after trip..........coceeveveineininnen time iN.......oooevveninennn.n.
Total mileage travelled.................cooees i Approved Signature........................... Date.........cooooiiiiiin

Costper KM.. ..o e, Total cost of trip (KSNS).....vuvieii e
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