EMPloyee ID/NO....coi e
Extension............... Mobile NO....covveeiiiiiiiiiiinn

Date of Request..... ..o,

TimMe Of reqUEST....coie s

Date of Requirement (dd/mm/yyyy)..... /oo [oooiii..
Time (hhomm)........

Duration of Meeting.........coovvviiiiiiiiieeene.

Total Number of Commuters.........................

Drop only Yes/No (please tick)

Pick uptime..........ccoooien.l. Drop back time.................

Client's Company

Terms & Conditions:

1. The transport arrangement would require a minimum of 2 hours notice. Request should
reach Admin before 4 p.m.

2. This request has to be approved by Department Head.

3. This service will only be available from “I-World” Tower Gurgaon.

4. Mode of transport will be non-A/c vehicle; request for luxury cars must be approved by
top management only.

5. All commuters must sign the log sheet available with drivers with all their details.

6. The cab for late hour sitting shall be available only after 7:45 p.m. subject to prior
booking on that day with Admin.

For Administration Requested By:

Approved By:




