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---------------------------------------------------------------------------------------------------------------------------- 
Indent form for inviting Guest/ Visiting Faculty / Expert / Craftsman 

---------------------------------------------------------------------------------------------------------------------------- 
 

Date: ________________ 

1. Please fill below the following details regarding the Discipline and the Course: 

S. No. Requisite Details 

1 Discipline  
2 Semester  
3 Course Name  
4 Course Code  
5 Course Lead / Indenter  
6 Commencement Date the course  
7 End Date of the course  
8 Course Mode (Online / Offline)  

2. Please fill below the Guest/ Visiting Faculty / Expert / Craftsman Details: 

S. No. Requisite Information Details 

1 
Name of the Guest/ Visiting 
Faculty / Expert / Craftsman

 

2 Category (Please ✓) 
Visiting Faculty  
 

□ 

External Expert  
 

□ 

Artisan/Master 
Craftsman/Specialist 

□ 

3 Gender  

4 Contact No.  
5 Email ID  

6 
Complete Address of the 
Guest/ Visiting Faculty / 
Expert / Craftsman 

 

7 Total years of experience  

8 Requirement from (Date)  

9 Requirement to (Date)  

10 
No. of days Required for 
Course delivery  

 

 
 
 

 
Continued … 

 



3. Please fill below the requirement of the Travel & Guest House Details Guest/ Visiting Faculty / 
Expert / Craftsman (for offline classes): 

S. 
No.  Details of Arrival Details of Departure 

 
Please fill the required 
details   

Date of Arrival: ___________ Date of Departure: ________

1 Required Mode of 
Travel By Air       □     By Train   □ By Air       □     By Train   □

2 Preferred Time Slot of 
Flight  
 
NOTE:  
The final booking of 
flight ticket will be done 
keeping in view the Best 
Available Fare on their 
entitled travel class 
which is the Cheapest 
Fare available to 
minimize burden on the 
exchequer. 

(Please ✓ for Arrival) 

00:00 hours to 03:00 hours    □ 

03:00 hours to 06:00 hours    □ 

06:00 hours to 09:00 hours    □ 

09:00 hours to 12:00 hours    □ 

12:00 hours to 15:00 hours    □ 

15:00 hours to 18:00 hours    □ 

18:00 hours to 21:00 hours    □ 

21:00 hours to 24:00 hours    □ 

(Please ✓ for Departure) 

00:00 hours to 03:00 hours   □ 

03:00 hours to 06:00 hours   □ 

06:00 hours to 09:00 hours   □ 

09:00 hours to 12:00 hours   □ 

12:00 hours to 15:00 hours   □ 

15:00 hours to 18:00 hours   □ 

18:00 hours to 21:00 hours   □ 

21:00 hours to 24:00 hours   □ 

3 Details of Requirement  
of Guest House 

From Date:  To Date:  

Time: Time: 

4 Guest House Category  

(Please ✓) Paid                             □ Complimentary            □ 

 
 
 
 
 
 
 
Signature of the Course Lead           Signature of the Discipline Lead 


