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OFFICE OF THE VICE PRESIDENT FOR ADMINISTRATION AND LINKAGES
March 31, 2022

Office Advisory No. 025

Series of 2022
TO 2 ALL UNIVERSITY OFFICIALS AND CAMPUS EXECUTIVE DIRECTORS
ATTENTION: UNIVERSITY/ CAMPUS DRIVERS
SECURITY PERSONNEL
SUBJECT ' REVISED TRIP TICKET FOR VEHICLE SERVICES

1. Please be advised to follow and utilized the duly approved revised ‘Vehicle Trip Ticket’ for
official travels. In compliance with the Energy Conservation Policy of the University anchored
on the RA No. 11285 otherwise known as the “Energy Efficiency and Conservation Act’, the
Fuel Consumption Reading (Odometer) before and after the trip should be indicated in the
form. Such reading shall be checked by the Security Personnel on duty before the departure
and during the arrival of the vehicle to be used. All the required details should be provided in
the form before the final approval of the University President for the Main Campus and
Campus Executive Director for the Campuses (except Lingayen Campus). Please see
attached Vehicle Trip Ticket form for reference.

2. As part of our compliance to Quality Management System for vehicle services, University /
Campus Drivers are advised to attach the Authority to Travel of both driver/s and
passenger/s.

3. For your information and compliance.

ELBERT M. GALAS, DIT

ice President, Administration and Linkages

DEXTER R. BUTED, DBA
University President

Region's Premion Univensity of Choice

[Alaminos] [Asingan (075) 563-2525/2717) [Bayambang (075) 392-2207/2027/2704] - [Binmealey (075) 543-3012/4030] {Infanta] [Lingayen (075) 541- 6464/6124/6853] (San Carlos (075) 532 -2235/4810]
[Sta. Maria (075) 5746051/2040] [Urdaneta City (075) 568-4673/2040] [ School of Advance Studies (075) 368-2568/6694 | OUS (175) 542-6103]




FM-TM-OFP-02

VEHICLE TRIP TICKET

TRIP TICKET NO. : -20

Fill this form completely in duplicate. Driver must return original copy upon accomplishment. A photocopy must be submitted to the GSO Unit

for record management.
DATE OF TRAVEL : VEHICLE PLATE NUMBER :
DESTINATION :
DRIVER/S : 1. 2.
PURPOSE:
AUTHORIZED PASSENGER/S:
1. 8. 16.
2 9 17.
3 10. 18.
4 11. 19.
5. 12 20.
6. 13. 21.
7. 14. 22.

AUTHORIZED BY :

DR. DEXTER R. BUTED

University President
~ Date:
TRIP DETAILS
DEPARTURE (Before departure, this must be checked and signed by the Security Personeel on-duty) Checked by :
. Odometer
Date Time Place Reading Fuel Volume
Signature over Printed
Guard on Duty
ARRIVAL (After the travel, this must be checked and signed by the Security Personeel on-duty) Checked by:
i Odometer
Date Time Place Reading Fuel Volume
Signature over Printed
Guard on Duty
AUTHORIZED DRIVER'S :
Name and Signature of Driver Name and Signature of Driver
I/We hereby certify that the vehicle was used on official business as stated above.
Name and Signature of Passenger/s (in order as it is listed above)
1. 9. 17.
2 10. 18.
3 11. 19.
4 12 20.
5. 13. 21:
6. 14. 22.
T 15. 23.
8. 16. 24.
APPROVED BY :

DR. DEXTER R. BUTED
University President

Date:
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AUTHORITY TO TRAVEL

PANGASINAN STATE UNIVERSITY

DATE OF FILING :
This is to request permission fo go on Official Trip as described hereunder with the approved purpose, aclivily or project.
POSITION /
NAME : DESIGNATION :
OFFICE {
DEPARTMENT:
DESTINATION : DATE TIME
PURPOSE OF
TRAVEL : DEPARTURE
ARRIVAL

Expenses incidental to this travel shall be charged against the local funds in accordance with Executive Order No. 248 and PSU Memorandum No. 01, 5. 1996 subject to

accounting and auditing rules and regulations.

Signature over Printed Name of Requestor Signature over Printed Name of Supervisor / Division Head

The employee understands all the rules and regulation regarding utilization of budget for meals and/or transportation expenses and that the employee abides hy
administrative regulations, policies and procedures such as providing an itemized receipt. This authority to travel must be accompanied by certificate of appearance and/or

necessary supporting documents as proof that the said travel has been completed.

APPROVED:
[] Official Business

[] official Time

Date:

AUTHORITY TO TRAVEL

PANGASINAN STATE UNIVERSITY

DATE OF FILING : ATT No. :
This is to request permission to go on Official Trip as described hereunder with the approved purpose, activity or project.
POSITION/
NAME : DESIGNATION :
OFFICE /
DEPARTMENT:
DATE TIME
DESTINATION :
PURPOSE OF DEPARTURE
TRAVEL :
ARRIVAL

Expenses incidental to this travel shall be charged against the focal funds in accordance with Executive Order No. 248 and PSU Memorandum No. 01, s. 1996 subject to
accounting and auditing rules and regulations.

Signature over Printed Name of Requestor Signature over Printed Name of Supervisor / Division Head

transportation expenses and that the employee abides by

regarding utilization of budget for meals and/or
ce andfor

The employee understands all the rules and regulation
administrative regulations, policies and procedures such as providing an itemized receipt. This authority to travel must be accompanied by certificate of appearan

necessary supporting documents as proof that the said travel has been completed.

APPROVED:
[ Official Business

]:I Official Time

Date:




