
DUTY TRAVEL FORM
CARE International in (insert CO)

All staff and visitors working in the CARE International in (insert CO) office must complete a Duty Travel form prior to traveling away from their regular place of duty. The Duty Travel form enables the Country Office to track the location of all personnel for security purposes and to enable you to be contacted for any given purpose. It is the individual’s responsibility to complete this form prior to travel and return it to the Country Office HR Manager.
	Name
	

	CARE Employer 
	

	Regular place of duty in Pakistan
	

	Destination of proposed travel
	

	Date of travel
	Departure:

	
	Return:

	Method of travel
	Road:

	
	Air:

	Reason for travel


	

	All costs of this travel are included in the budget
	YES                         NO

	
	State which budget:

	My emergency contact details during duty travel or at proposed destination
	Phone:

	
	Email:

	Staff comments:




Staff signature:
Date:

Supervisor signature:

Date:

CD/ACD signature:

Date:
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