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WORKS REQUISITION FORM

	To: Head MaintenanceDivision 	
	
	
WR. No. ………….



RE: REQUEST FOR EXECUTION OF WORKS

Please arrange to carry out the under listed items of work located at: - 
____________________________________________________________________
i) _________________________________________________________________
ii) _________________________________________________________________
iii) _________________________________________________________________
iv) _________________________________________________________________
v) _________________________________________________________________

Requisitioned by: __________________ Signature ________________ Date ______
Program/Division ______________________________________________________

Forwarded by Head of Program/Division

Signature ________________ Designation ____________ Date _________________

FOR USE BY HEAD, MAINTENANCE DIVISION

	Materials and Casual Labour Required
	Quantity
	Cost Ksh 

	
	
	

	
	
	

	
	
	

	
	
	

	
	Total Kshs.
	



Last time similar work was carried out _____________________________________

Other comments (if any) _______________________________________________
Signature __________________________________	Date ____________________








[bookmark: _GoBack]ADMINISTRATION/FINANCE DEPARTMENT

Requisition Approved/Not Approved 	___________________________________
Account to charge 	____________________________________________________
Signature __________________ 	Designation ______________	Date _________
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