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Employee Details

● Name: ______________________________________

● Department: ______________________________________

● Date: ______________________________________

Items Requested

Item Description Quantity Unit Price Total Price

Justification for Request

● Reason: ______________________________________

● Intended Use: ______________________________________
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Approval

● Manager Approval:☐ Approved☐ Denied

● Manager Signature: ______________________________________

● Date: ______________________________________

Received By

● Employee Signature: ______________________________________

● Date: ______________________________________
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