IFFCO – PARADEEP UNIT

Requisition form for Computer Consumable Items

	Date
	

	Location (Section)
	

	Building (Department)
	

	Item Name
	

	Qty Required
	

	Printer No (in Case of Catridge)
	

	Purpose
	

	Name to be issued:
	


Prepared by






Section Head

Name:……….…………..




Name:…………….……..

Note:

1. In case of Cartridge, please use one Requisition for one Cartridge.

2. The used item will have to return for issuing the new one. 
3. The requisition form must be signed by Sectional Head.
-----------------------------------------------For Office Use Only--------------------------------------------------
Issue Date:…………….




New Cartridge SrNo:………………..
Recommended By:…………………


Issued By:……………………….…… 
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