DUTY SLIP
Cab and chauffeur duty slip format
	Your company name, address, phone and GSTIN

	Duty slip number
	
	Date
	

	BOOKING

	Company or client
	
	Booked by
	

	Guest name
	
	Guest mobile
	

	VEHICLE AND DRIVER

	Vehicle type
	
	Vehicle number
	

	Driver name
	
	Driver mobile
	

	DUTY

	Duty type (Local, Outstation or Airport transfer)
	
	Package or tariff
	

	Reporting place
	
	Drop place
	

	Reporting time
	
	Released time
	

	KILOMETRES AND TIME

	Reading
	Date
	Time
	Kilometre reading

	Garage out
	
	
	

	Duty start (reporting)
	
	
	

	Duty end (release)
	
	
	

	Garage in
	
	
	

	TOTALS

	Total kilometres
	
	Total hours
	

	Extra kilometres
	
	Extra hours
	

	CHARGES PAID ON THE DUTY

	Toll
	
	Parking
	

	State tax or permit
	
	Night halt charge
	

	Driver allowance
	
	Other
	

	Total charges
	
	
	

	REMARKS

	

	SIGNATURES

	Guest signature
	
	Driver signature
	


Free duty slip format from MobilityDrive, themobilitydrive.com. General information only, not tax or legal advice. Check billing and tax treatment with your accountant.
