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	Cost Centre
	Project Code
	Full Name
	Ext

	
	
	
	

	Department/Faculty
	HOD Signature
	Date

	
	
	

	Building
	Room #

	
	

	D
	Product Code
	Description
	Qnty
	Cost

	
	Select size   
	
	A4
	Please indicate paper usage (printer or copier)
	Copier
	
	

	
	
	
	A3
	Enter quantity required in reams (5 reams= 1 box)
	Printer
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Additional Information
	Paper Total
	Copier
	0.00

	
	
	Printer
	

	
	Ink/Toner Total
	

	
	Stationery Total
	

	
	External Print Total
	


