
Check 
Reporting 

Manager in CC

Submit request for 
Parcel Pick & Drop @ 

jradmin@jaipurrugs.com

Confirm back TAT 
for pick & drop

Check 
Availability of 

Vehicle
Start

Start

Revert asking to 
take manager into 

loop & resend

N
o

Yes Yes

N
o

Confirm back with 
timelines

1

1
1

1

Pick Up/ Drop End

Admin Support & Travel Management:: Parcel Pick & Drop

TAT in Working Days

TAT in working hours



Check Reporting 
Manager 
approval

Submit request for 
Material Pick & Drop @ 
jradmin@jaipurrugs.com

Confirm back TAT 
for pick & drop

Check 
Availability of 

Vehicle
Start

Start

Revert back asking 
to take approval and 

resend

N
o

Yes Yes

N
o

Confirm back with 
timelines

1

1
1

1

Pick Up/ Drop End

Admin Support & Travel Management:: Material Pick & Drop

TAT in Working Days

TAT in working hours



Check HOD 
approval

Send mail along with 
filled up requisition form 

for pick/drop @ 
jradmin@jaipurrugs.com

Confirm back 
details for pick & 

drop
Check 

Availability of 
Vehicle

Start

Start

Revert back asking to 
take approval and 

resend

N
o

Yes Yes

N
o

1. Conveyance thru own vehicle 
(reimbursable)

2. Conveyance thru cab (Ola/Uber to be 
booked by self, reimbursable)

3. Arrangement of taxi to be booked by 
admin

1

1

1

1

Pick Up/ Drop End

Admin Support & Travel Management:: Travel arrangement within city, 
branches & centers

TAT in Working Days

TAT in working hours



Check HOD 
approval

Send mail along with filled 
up requisition form @ 

jradmin@jaipurrugs.com

Take approval from 
ManagementSeek quotation from vendorsStart

Start

Revert back asking to 
take approval and 

resend

N
o

Yes

3

2

Confirm booking & 
share details End

Admin Support & Travel Management:: Taxi Arrangement

1

TAT in Working Days

TAT in working hours



Check Reporting 
Manager 
approval

Share tickets & 
other details

Book tickets & make 
stay arrangements 
as per entitlement

Start

Start

Revert back asking to 
take approval and 

resend

N
o

Yes Yes

2

4

End

Admin Support & Travel Management:: Travel via Bus/Train & Stay 
Arrangement

6

TAT in Working Days

TAT in working hours

Send mail along with filled 
up requisition form for ticket 
booking & stay arrangement 
@ jradmin@jaipurrugs.com



Check if it is 
Domestic or 
International

Send mail along with filled up 
requisition form for ticket 

booking & stay arrangement 
@ jradmin@jaipurrugs.com

Start

Admin Support & Travel Management:: Travel via Flight- Domestic/International & Stay 
Arrangement

International

Domestic Check HOD 
approval

Share tickets & 
other details

Book tickets & stay 
arrangements as per 

entitlement

Revert back with flight 
amount asking to take 
approval and resend

N
o

Yes Yes

6

End

6

Start

2

30

Check HOD 
approval

Share tickets, visa 
& other details

Book tickets, visa & 
stay arrangements 
as per entitlement

Revert back with flight 
amount asking to take 
approval and resend

N
o

Yes Yes

12

End

Start

7-21

TAT in Working Days

TAT in working hours


