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Ref : HBCADMN/2.2/ November 15, 2017

Office Order No. 2- &

Sub.: Guidelines for usage of office vehicle.

Following are the guidelines for the usage of office vehicle:

a. Office vehicle shall not be provided for personal work;

b. Local Trips: usage of office vehicle shall be avoided where waiting is more than
one hour;

c. Outstation Trips: Unless avoidable, public transport may be used where place

of visit is well connected by train / road,

d. In case of multiple requests for same day and time, Head Administration or
Dean or Centre Director will decide on priorities.

e. No office vehicle will be provided unless request is approved by the competent
authority.

This order will come into the force with an immediate effect.

(Prof. K. Subramaniam)
Centre Director




