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Form-Req/………….

REQUISITION FORM                                      

Kindly accord an approval of following item(s);

Date…………………

Sl. 
No

Particulars Qty Specification Purpose Remarks 

1
2
3
4
5
6
7
8

Name of the Applicant…………………………                        Signature:

Verified by: 

Sl. 
No

Responsible
person

Responsibility Remarks Signature

Step
1

Supervisor 
(s)

Recommendation
of requirement if 
any;

o Recommended
o Nor recommended

Step
2

Estate 
Manager

In-case of 
maintenance & 
installation

o Available     
o Not Available

Step
3

Store 
Keeper

Checking stock 
balance

o Available     
o Not Available 

Step
4

Finance 
Officer

Budget 
verification

o Available     
o Not Available

Note; This filled form should be submitted to adm officer for further action

Phone: PABX +975-2-376249/376250/376252(Director); 376255; Fax 376254 E-mail: director@cnr.edu.bt


