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“Service with a Smile” 
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NAME OF STAFF: ……………………………… 

DESIGNATION : ……………………………….. 

 
Date of 
Travel 

From To Purpose of Travel Total 
Distance 

Mode of 
Conveyance 

Amount 
claimed   

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

Total  

 

Total amount (In Words):   

 

Signature:        

Approved by: President/ Secretary 
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