Requisition Form Sample
(This requisition must reach to concerned authorities 3 days prior to scheduled stay)
 
Date:________________
Host Name:__________________________Designation:______________________________
Department:___________________________________Unit:_____________________________________
Guest Name:___________________________________________________________________________
Guest Organization Name:________________________________________________________________
With Country Name
 
Nature of Stay: Official / Private____________________________________________________________
Stay From: ________________________ To: _______________________
 
Facilities Required: (on BTC Basis)
□ Accommodation □ Dinning all Meals
□ Breakfast only □ Lunch only
□ Dinner only □ Local calls only
□ Out-Station Calls too □ Refreshment
Others, Please Specify__________________________________________________
Any Specific Choice in meals:______________________________________________________

 
 
Recommended By: ______________________________________________
(Concerned Dy. General Manager / General Manager)
 
For Office Use Only
 
Request Accorded / Refused

Nishat Club Committee Manager Admin & HR Controller Finance

