	Narmada College of Science & Commerce

	Zadeshwar Bharuch (Gujarat) 392011

	 
	
	
	 

	NCSC/
	
	Date :    

	REQUEST FOR OUTSIDE DUTY 

	1    Name
	 

	2    Designation
	 

	3.    Purpose
	 

	4.    Duration
	 

	5.    Destination
	 

	6.    Date of commencement of journey
	 

	7.   Likely date of return from outside duty
	 

	8.   Arrangements made for College duties/ 
	 

	   classes / Practicals/ Tutorials/ Other Works 
	 

	9.   Are any Keys to be handed over by you?
	 

	10.  Can some other work at the outstation     
	 

	       be combined with your work?
	 

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	Signature of Employee

	 
	
	
	 

	 
	
	
	 

	 
	
	
	 

	 
	Approved/ Not Approved

	 
	
	
	 

	Date :
	Principal



