[image: image1.png]RAZAK School
of Engincering and
Advanced Technology

UNVERSITI TEKNOLOGI MALAYSIA






UTM RAZAK SCHOOL OF ENGINEERING AND ADVANCED TECHNOLOGY
UNIVERSITI TEKNOLOGI MALAYSIA INTERNATIONAL CAMPUS
 KUALA LUMPUR
=============================================================================
REQUEST for approval TO PERFORM OFF-SITE WORK/DUTies
(please provide 2 copies)
1. Name


:
…………………………………………………………………
2. Designation

:
………………………………………………………………… 

3. Off-site work/duty
:
…………………………………………………………………
  Date


Purpose


 
Time/DURATION



(Attach schedule if applicable))
1.   ………………….
…………………………………………    
 ……………………………………
2.   ………………….
…………………………………………
 ……………………………………

3.
………………….
…………………………………………
…………………………………….
4.
Transportation used
:
UTM vehicle / Flight /own transport

5.
During my absence, my duties will be performed by ……………………………………………
Comments
:
…………………………………………………………………………………….




…………………………………………………………………………………….

…………………………………………………………………………………….

Date
:
……………………………
  
          ………………………..









       Signature
----------------------------------------------------------------------------------------------------------------
6.
Approval
Comments
:
…………………………………………………………………………………….



…………………………………………………………………………………….

…………………………………………………………………………………….

Date
:
……………………………
Approved by:      ………………..……………


      





             Signature 
      ====================================================================++====
