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e At/ Sfedt et aEqetl/ ST o TR 8 W R @ Higl 3g 90 Jus
Requisition Form for Stationery/Sanitary items/Toner Refilling and Rubber Stamp
™ / Name
9eq™ / Designation
e/ g/ foamT /School/ Centre/ Department
fete / Date

oo o

frefafad wat i sFrfert 3wt og stmewaea @ @ / The following item(s) is/are require to be procured for official use:

wA o, g HROT orfTE | S RrTE FEATER ek UTNTeRT
SI.No. Name of Items Justification | se/mEn | ¥EIAET | Sjgpature | wiafE Stock
Qty. Qty. Register
Reqd. Issued Entry
FHHARY GH T % TEATER T A9 rfersraT/ stexe/ favmTeer/ ST o gEdTE
Signature Signature
Name of Staff/ faculty Dean/Chairperson/Hod/In-charge

1. Sw #e YSWE # 3ucey & AR e Wiwd & af #Anft 15 7en 9t i e / The item(s) mentioned above is/are

available in the Store. If approved, the quanitity requisitioned above may be issued.
2. 37 W VSIUIR W 3UTeY AT 8 i e o Al TreieT Wiiehd & a1 78 WITH % g 3TRT i ek sars i sl / The item(s)

mentioned above is/are not in the Store. If approved, further action for procurement will be done.
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HER g9 FFATT SRR e Hordtad 37 Forata () Fta
Store I/c (‘q@ 55) (’TQH EF’) Deputy Registrar Registrar
Section Officer Assistant
(S&P) Registrar (S&P)
HiT-Hu Y 9 ¥ e

10.

Instruction for filling the Requisition Form

. TEIST I T AU T TIAL, A (ATE AT, TR TF HR SR T TR | A9 o TTg STerT-grerT atn

TuF W 9 vk 81/ For each and every category of items separate requisition form is required

such as Stationery, Sanitary (Cleaning Material), Rubber Stamp and refilling of toner.
TR T TR & w3 o foTe sumnmerat faramT gy fuser gasivor 6t ot 1 Seora forar s srmarvae 21

For Toner Refilling date of previous refilling to be mentioned by User Department.

R {w, Aedt weeht At (wwrs ) onfe & foru susirreRat faam grr fset wim i [ty & seow
ferar st smawaresk ¥l / For Paper Ream, Sanitary Items (Cleaning Material) etc. date of previous
requisition to be mentioned by User Department.

afs armft WswE § SucTed ¥, A Wt Herata i SETTehaT o STHET % HeTaT % T # ARt
et / If items are available in the store, issues will be made after verification of justification and
approval of the Registrar.

farfir= Sowt & 7T SuaTeRat farwmT grT dow & 10 f&7 uger /T Tusr THT HET AT 2

For various meeting user department is required to submit requisition before 10 days.

. AT Uue U wenea/Iuiere/ iR (argeaR) T 9EnT TR T feRar wmam

Amended/Overwriting/whitener in Requisition will not be accepted.

Tt i ot Wi sfera wream & € srifya w g

All are required to forward their demand through proper channel only.

Tt AT/ /frem/TeRTSt & st § R & wat st forakgut suEmT

All Schools/Centres/Department/Cells are requested to use the items judiciously.

HETTE | T TR R 3 TS SUARTERAT (SIS Sros 8 SITe wet At wedes Uit UR gedner S 9 suesy

w3t & fore sudtTeRat farvmt @ @ gifia s e R ver vt grr @t W v @ seona R R

After receiving the items from the store, the user department will sign against every line having
received the items. For remaining not available items use department should ensure that Nil is
mentioned over there by the Stores I/c.

wi gus frgfrenea 6 Jaarge w Iuesy 2

Requisition form is available on the University Website.
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