NATIONAL TEXTILE UNIVERSITY
TEMPORARY DUTY APPROVAL FORM
[Approval must be obtained before proceeding to the visit. In case of emergency, prior approval may be obtained from the competent authority through phone by the Senior Reporting Officer, and form can be submitted later.]

	[bookmark: _GoBack]PERSONAL DETAILS

	NAME
	Click or tap here to enter text.
	DESIGNATION
	Click or tap here to enter text.
	DEPARTMENT
	Click or tap here to enter text.
	EMPLOYMENT TYPE
	☐ BPS
	☐ TTS                                   
	☐ CONTRACT             

	PLACE TO BE VISITED

	Click or tap here to enter text.
	NAME OF THE FOCAL PERSON TO BE VISITED

	Click or tap here to enter text.
	PURPOSE/JUSTIFICATION OF THE VISIT (Do not leave this unfilled. Attach related document, if any)

	







	PLANNED DATE OF DEPARTURE
	PLANNED DATE OF RETURN

	Click or tap to enter a date.	Click or tap to enter a date.
	MODE OF TRAVEL

	☐ Personal Car
	☐ Official Car
	☐ Hired Car

	☐ Public Bus/Coach
	☐ Airplane
	☐ Train

	DATE OF REQUEST: 
	APPLICANT’S SIGNATURE:

	Click or tap to enter a date.	




	HEAD OF THE DEPARTMENT/INITIATING OFFICER

	REMARKS: 
(considering department’s benefit/loss)
	

	☐ Recommended
	☐ Not Recommended

	Date:
	STAMP & SIGNATURE:


	DEAN/REGISTRAR/SENIOR REPORTING OFFICER

	REMARKS:
(considering university’s benefit/loss)
	

	☐ Recommended
	☐ Not Recommended

	Date: 
	STAMP & SIGNATURE:




	RECTOR

	☐ Approved
	☐ Not Approved

	Date: 
	STAMP & SIGNATURE:




