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INTERNATIONAL ISLAMIC UNIVERSITY MALAYSIA

TRANSPORT REQUISITION FORM
Guidelines:
1. Application must be submitted at least three (3) working days before the intended date of use. 
2. Transport is subject to vehicle and driver availability. 
3. Any damage, accident, or defect must be reported immediately upon return. 
4. Cancellation of booking should be informed to the Administrative Office as soon as possible.
_____________________________________________________________________________________________________________
APPLICANT’S INFORMATION

	Item
	Details

	Name
	: _____________________________________________________________________________________

	Staff No.
	: _____________________________________________________________________________________

	Designation
	: _____________________________________________________________________________________

	Department / Unit
	: _____________________________________________________________________________________

	Contact No.
	: _____________________________________________________________________________________

	Email
	:______________________________________________________________________________________



	Information
	Details

	Destination
	

	Purpose of Travel
	

	Number of Passengers
	



	Journey
	Date
	Time

	Departure
	
	

	Return
	
	



DECLARATION
I hereby certify that the information provided is true and that the requested transport will be used strictly for official university purposes.

Applicant's Signature: 					Verified by:


………………………………………	       			………………………………………
	 (Signature)					(Signature & Official Stamp)
	
Date:	………………………					Date:	………………………
DRIVER / VEHICLE AVAILABILITY

Available

Not available


[bookmark: _GoBack]Confirmation by:


………………………………………
(Signature & Official Stamp)

Date:	………………………

RECOMMENDATION/APPROVAL BY DEAN/DEPUTY DIRECTOR

The above application for transport is:

Approved

Not Approved


Senior Deputy Director/Dean



………………………………………
(Signature & Official Stamp)

Date:	………………………
_____________________________________________________________________________________________________________

OFFICE USE ONLY

	Item
	Information

	Vehicle Assigned
	

	Registration No.
	

	Driver
	

	Date/Time Out
	

	Date/Time Returned
	

	Odometer Out
	

	Odometer In
	

	Fuel Level
	

	Remarks
	__________________
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