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Requisition Form for Housekeeping Materials / Stationery Items 

 

 

Block                           :  

Dept/Section                :  

Requested by (Name)  :  Date: 

 

Sl# Items Description 
Quantity 

Require 

Quantity 

Issued 
Size Remarks 

Rate 

(Approx) 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

 

 

  
            Signature of Head of the Department/Section with Seal 

                                                      (Stationery items less than Rs.500)                   

 

 

 

 

Superintendent (Admn)                                                                                                    Approval 


