
Check if the 
form is 

complete
Submit filled up form on 

mzpsupport@jaipurrugs.com

Confirm back along with 
contact person details 

via text message

Check 
availabilityYes

Yes

Start

Revert back 
asking to provide 
complete details

No

Revert back with reason 
& alternate date

No

A

B

A Coordinate with the 
guests

Confirm the driver 
number and other 

details via text message

Pickup of the 
guest/visitor

Arrange for a pick up 
from railway station/bus 

stand/ airport

Room arrangement
Arrange for the cleaning 
of the room along with 

linen & toiletries

Work station
Arrange for temporary 

work station for the 
entire duration of the 

stay

Food Provide breakfast, 
lunch, dinner

Vehicle requirement
Arrange for vehicles 

(car, auto, cab, etc.) for 
centre visits as per 

requirement

B
If unavailable, reporting manager 
can take this with Management 

(URGENT cases only)
Management

Consider the 
scenario/urgency and 

decide

Start

Before making any 
travel reservations

Visiting & Staying at Mirzapur & Bhadhoi

TAT in Working Days

1

1

1

1

1

1 1 1


