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[ Company logo and name ] 

              

    Stationery Order Form 
Requested by      :        _______________________
Department         :        _______________________

Phone Extension :        _______________________

Requisition date  :        _______________________

Please deliver the required items on : ______________________

Please tick and state clearly the quantity you would like to order. You should submit the completed form with your supervisor’s approval to the Administration Department. If you have any enquiries, please contact the extension ______________.

	Product Category
	Product Description
	Required Quantity
	For Administration Use 

	
	
	
	Please tick
	Product Code

	e.g. 1.  Pen
	Blue -  5 pcs/ box
	1
	(
	001

	e.g. 2. Pen - stand 
	Metal Cylinder, silver
	3
	(
	015

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Approved by your supervisor                   :  _____________________________ 

Checked by Administration Department :  _____________________________

