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CIRCULAR 

Sub: Submission of Equipment Requests and Stock Register Update 

**** 

Dear HODs,   

 Please complete the attached Excel data template for all your stock registers. 

Additionally, submit your requests for the purchase of new equipment or the servicing of 

old equipment. For new equipment, please provide a minimum of three quotes. For old 

equipment, kindly provide details of the required service, including an approximate cost 

and a comparison of rates between purchasing new equipment and servicing the old one. 

 

Please submit these details at the earliest, preferably by 16
th

 September 2024. 
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Copy to:  

1. All concerned 

2. Digital Copy to the Website incharge to host in college website 

3. The File 

 

 

 


