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Date: __. __. ____
To
The Store In-Charge
Department of Forest Science
College of Natural Resources
Subject: Request for Equipment during Block Week
Dear Sir,

This is to inform you that the module [Module Name] has a block week scheduled from [Start Date] to [End Date]. For the smooth conduct of the planned academic and field activities, we kindly request the following equipment as per the advice of our module tutor, [Tutor name]. The equipmet are listed below:

· [Equipment 1] – [Quantity]

· [Equipment 2] – [Quantity]

· [Equipment 3] – [Quantity]

· [Equipment 4] – [Quantity]
(add or remove items as necessary)
We assure you that all borrowed equipment will be returned on [Return Date] in proper condition. In the event of any loss or damage after the date of issue, the replacement/repair costs will be borne by the class collectively, coordinated by the Class Representative.

We kindly request your support in issuing the above-mentioned equipment.

Sincerely,                                                                             
Forestry [Batch Number/Year]                                                                                             
Issued by:                                                                              Received by:

Rupesh Subedi                                                                     [Class Representative’s Full Name]                                                       Forestry Store In-charge                                                       Class Representative, [Year/Batch]                                                                                  +97517933215                                                                      Contact: [Phone Number]
Phone: PABX +975-376249, President-376255, DRIL-376250, DAA-376251, DSA, 376252, Finance Officer -376253 &

            Adm. Officer -376269

