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SYS - IT Requisition Form (RF)
	1. Type of Service:(
User
(
System
(
Hardware       (
Report
    (
Others

                                    Access                Support            Support               /Customization

	2. System
	3. Hardware Services / New Request

	(
Microsoft Apps
	Type
	Location/User
	Serial No. 

	(
Microsoft OS
	(
PC
	
	

	(
SAP
	(
Notebook
	
	

	(
IVU
	(
Printer
	
	

	(
Internet
	(
Mouse
	
	

	(
E-Mail
	(
Keyboard
	
	

	(
E-MAS Portal/Website
	(
PC Monitor/TV
	
	

	(
Others
	(
Others
	
	


	4. Description(User):



	5. Justification(User):



	6. Solution / Action (for SYS-ESD use):




	User Request
	User HOD/Superior Approval
	Attended By (SYS-ESD)
	Verified By SYS-ESD Superior/ SYS HOD

	Signature:……………….

Name: 

Department: 

Date: 
	Signature:……………….

Name: 

Department: 

Date: 
	Signature:……………….

Name:

Department:

Date:
	Signature:……………….

Name:

Department:

Date:


Note: Users are responsible for the security of their own equipment. Company is not responsible to pay the losses and compensation for missing equipment or breakdown.
Prepared By: ZZL 
                
Form Ref.No: G00.OME.M15100.DQ.1001.A /  (DOC#:148777)
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