
 

 

Requisition No                                                Date 
 
 
 
 
 

TRAVEL REQUISITION FORM 
 
 
 
To 
The Officer-in Charge 
Administration Unit 
Sikkim University 

 
 
 
As required, I am to visit outstation and I request you for the travel arrangements as 
details are provided below: 
 

Sl 
no 

Name 
(IN CAPITAL LETTER) 

Deptt Sex Age Date of 
Journey 

FROM TO Flight/Train 
Dates 

         

         

 

Purpose of Visit:_______________________________________________________________________ 
(A copy of approval of the Vice-Chancellor to be enclosed) 
 
 
 
 
 
 
 
Applicant’s Signature: ___________________________________________________ 

Name: __________________________________________________________________ 

Designation: ____________________________________________________________ 

Department: ____________________________________________________________ 

Emali id: ________________________________________________________________ 

Mobile No: _______________________________________________________________ 

 

 
Note:This requisition has to be submitted at least one week on advance. 

Cancellation charges for the tickets requested/booked without proper plan will be borne by concerned 
employee. 

 

Mode of Journey (please tick)                                   Train                                         Air 


