Stationery Request Form for Office

Employee Information

e Name:

e Department:

e Request Date:

Stationery Items Needed

Item Quantity Unit Cost Total Cost

Purpose of Request

e Explanation:
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e Utilization:

Supervisor Approval

e Approval Status: L1 Approved 1 Denied

e Supervisor Signature:

e Approval Date:

Confirmation of Receipt

e Employee Acknowledgement:

e Receipt Date:
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