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NATIONAL FERTILIZERS LIMITED
ADMINISTRATION DEPARTMENT: CO-NOIDA.

Ref. No.: NFL/CO/ADM/2014/ Ia)-l.‘) Date: 03.02.2014

CIRCULAR

SUB: RULES GOVERNING USE OF VEHICLES.

In order to control the expenditure on hiring of vehicles and to ensure proper usage of vehicles by user

(employees), it has been decided to regulate deployment of vehicles to the officials as under:

a)

b)

d)

e)

g

h)

i)

k)

Request for arranging vehicle should be sent to Administration Department one day in advance as the

empanelled taxi agencies do not provide the vehicle at a short notice and also to club the journey of the
officials going towards same direction.

User shall provide details of places to be visited in the requisition slips.

Tata Indica or equivalent cars shall be provided to the entitled categories of employees i.e. from Dy.

Mgr. (E-3) to the level of DGM (E-7). Officers at the level of GMs/CGMSs/EDs shall only be entitled to
travel by Tata Indigo or equivalent cars.

Vehicles shall be provided for official journeys beyond the radius of 10 Kms of office except in case of
Purchase/other Committees, shifting of documents/materials, making arrangements official
functions/meetings.

Arrangement may be made in such a way that more than one official going for same assignment/
meeting/direction are accommodated/clubbed in single vehicle to the extent possible.

User before start of journey shall check the opening meter reading of vehicle and time mentioned on the
duty slip. Similarly, at the end of journey, user shall record the closing meter reading, time and place at
the time of signing the duty slip. User shall also record the details of journey performed at the back side
of the duty slip and put his signature. In case, the user observes that the meter reading is inflated, the
same may be reported in the duty slip and bills shall be passed/ settled as per details given in the duty
slips.

Officers at the level of DGM and above going on tour will be provided vehicles for performing journey
from residence or office to airport/railway station/bus stand and vice versa.

Vehicles for dropping the employees at their residences may be allowed only in case they are required to
work in the office beyond 9.30 PM due to exigency of work with the prior specific approval of
controlling officer not below the rank of GM and no compensatory off will be allowed in such cases.

No vehicle shall be provided to the officials for attending office on weekly offs/ holidays as the
employees can avail compensatory offs/LTE, as per their entitlement.

No vehicle for outstation journeys, especially to the destinations which are well connected with Rail,
shall be provided to the employees below the level of DGM except in exceptional cases when a team
consisting of minimum three officers entitled to travel by taxi perform journey.

Officers at the level of DGM & above shall be provided vehicle for attending seminar/training
programme. However, in exceptional cases when three or more entitled officers are nominated for a

seminar/ training programme, they will also be provided vehicle provided they travel from one place to
the place of seminar/training programme at Delhi/NCR.
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