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OFFICE ORDER

All the faculty and officers are hereby Informed that the following travel measures shall be
adopted during official travel:-

i) Air travel is not permitted, if the travel distance is less than 500 kms.

ii) Bock tickets immediately after receiving the office order. Delay in purchasing the
tickets put unnecessary financial burden on Institute and -hence highly
undesirable,

ii} ~ Mention name below the signature in travel expenses reimbursement form.
Without name and signature reimbursement of travel expenses form shall not be
accepted.

All are advised to adhere to above instructions scrupulously, failing which clalm on account
of travel expenses will not be entertained. /U
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Director
Copy to:

1. All the facully mernbers and officers
2. PA to Director
3. Guard file - for record
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