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STANDARD CATERING REQUISITION FORM
A. REQUEST DETAILS
	Particulars
	Details

	Requisition No.
	

	Date of Request
	

	Requesting Division/Section
	

	Name of Requesting Officer
	

	Designation
	

	Contact Number
	

	Email ID
	



B. PROGRAMME INFORMATION
	Particulars
	Details

	Name of Programme/Event
	

	Purpose of Programme
	

	Venue
	

	Date & Duration
	



C. CATERING REQUIREMENTS
	Sl. No.
	Date
	Meal/Refreshment Type
	Time
	No. of Pax
	Remarks

	2
	
	Morning Tea/Refreshment
	
	
	

	3
	
	Lunch
	
	
	

	4
	
	Afternoon Tea/Refreshment
	
	
	



D. BUDGET DETAILS
	Particulars
	Details

	Funding Source
	

	Budget Head/Activity
	

	Estimated Cost (Nu.)
	

	Budget Availability Confirmed
	Yes / No



F. JUSTIFICATION
Briefly state the purpose and necessity of catering services:



G. CERTIFICATION BY REQUESTING OFFICER
I certify that:
1. The catering services requested are required for official purposes.
2. The information provided above is correct.
3. Budget provision is available under the indicated budget head.

Signature: __________________________
Name: _____________________________
Designation: _______________________
Date: _____________________________

H. RECOMMENDATION (Division Chief)
Recommended by:
Name: _____________________________
Designation: _______________________
Signature: _________________________
Date: _____________________________


                                 APPROVAL (Department Head)



                                                        Approved                Not Approved

 
                               Name: _____________________________
                               Designation: _______________________
                               Signature: _________________________
                               Date: _____________________________
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