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To,
The HR Department,
As required, I am to visit outstation and I request you to make travel arrangements. The details are provided below:

Travellers’ details:
	S.N.
	NAME
	AGE
	Mode of Transport (Air, Bus, Train)
	Employee ID Proof
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Journey details:
	Onwards Journey
	Return Journey

	DATE
	FROM
	TO
	DATE
	FROM
	TO
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Purpose of Visit:
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___________________________							___________________________
Employee Signature											Recommended by

Note:  This requisition has to be planned and submitted well in advance to organize ticket:
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 In Case of Air transport Please provide Passport Number:

Page | 2 

