
Releasing Department Name :   _______________________ Releasing Department Cost Center :   _______________________ Dated:   _______________________

Receiving Department Name :   _______________________ Receiving Department Cost Center :   _______________________
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Distribution:
- Inventory Accounts In charge
- Receiving Department Head of Department
- Releasing Department Head of Department
- Mechanical/ Electrical Department In charge (If Installation req)
- IT Department for IT Equipment
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