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RequisitionformforLaptopetc.fromMissions/Posts

NameofMission/Post:

Details of Officer (for whom purchase has to
bemade):

(a)Name:

(b)Designation/Rank :

(c)EquivalentrankatMEAHeadquarter:

(d)Laptopetc. issuedearlier:

(e)Presentstatusof suchdevices:

Functionallustificationforpurchaseoflaptopetc.:

NatureofPurchase: Initialsupply / Replacement

IncaseofReplacement

(a)ModelofDevice :

(b)Date&YearofPurchase:

(c)PresentStatusofsuchdevice:

(d)GFR17FormEnclosed Yes /No

Detailsoflaptopetc(proposedtobepurchased):

a)Model:

b)Specification:

c) Four Quotationsobtained: Yes / No

d)IffourquotationsnotobtainedthanHOM’s/HOP’s
approvalsought:

e)Costofproposeddevice(includinglocaltaxe LocalCurrency /  IndianRs.

s):




f) Cost of proposed device (excluding
localtaxes):

LocalCurrency / IndianRs.

g)LocalTaxes:

Applicable / NotApplicable

h)IfApplicable, then:

Refundable/NotRefundable

i) RevisedSP-IForm Enclosed:

Yes / No

j)  Availabilityof Fundsin CFY:

Yes / No

7. Recommendation of HOM/HOP

Yes / No

8. Please annex the certificate from Head of
Chancery giving details of sanctioned strength of
India based officers, vacant positions (if any) and
number of officers already issued laptops/device.
May refer Ministry’s circular —
Q/Comp/551/08/2014dated 23.08.2023

Date:

Signature of

officerName:

Note:Scannedcopyofrequestmaybesentbye-mailtosocomp2@mea.gov.in/uscomp@mea.gov.in




