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OUTSIDE REPAIR REQUEST FORM               
The applicant must fill out this form only after maintenance/support staff confirms that the equipment can’t be repaired inside the College.
24/08/2025
	Applicant Information 

	Name:
	

	Designation:
	Choose an item.
	Program:
	Choose an item.
	Office No:
	
	Extension No:
	

	Email:
	



	Sl.
	Name of Item
	Year of Purchase
	Issue that needs to be fixed/repaired
	Estimated Cost

	1
	
	
	
	

	Applicant Signature
	

	Verifying Officer
(IT or General Maintenance)
	Remarks: 

	
	Name:
	Signature



	For Office Use

	Authorization by the Dean

	    Approved 

    Not Approved
	Signature & Stamp



[image: ] 	After entering all the details including verifying officer, submit to the Dean’s Office.   	
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