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MATERIAL REQUEST FORM                                                                 Ref. no. : Click here to enter text.            REQUEST DETAILS


Date			:        Click here to enter a date.
Department/Section       :        Click here to enter text.	            	
Requested by	             :        Click here to enter text.              
Manager                         :        Click here to enter text.               
Tel/Ext no.	    	:        Click here to enter text.

Type of Request:  Choose an item/s 
☐PANTRY 	    ☐TONER              ☐CLEANING MATERIAL          ☐ OFFICE SUPPLY         ☐OTHER/s
Click here to enter text.	
  REMINDER: PLEASE ATTACH REQUESTED ITEMS VIA E-MAIL (releasing date Monday, Tuesday &Wednesday) 

Request Option/s:  	
☐MONTHLY	     ☐URGENT      	☐ADDITIONAL  	☐ PURCHASE Click here to enter text.
LAST ORDER DATE: Click here to enter a date.
REMARKS: Click here to enter text.

       LOGISTICS MANAGER/OFFICER APPROVAL


☐Approved 			
☐Rejected       ☐ Reason    Click here to enter text.



Approval’s Signature 										Date


Assisted by: 
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