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INTERNAL MEMO
       Date : 

	To
	:
	Hon’ble Vice President, Shirpur Education Society 
	
	

	
	
	
	
	

	From
	:
	Principal, _ _ _ _ _ _ College, Shirpur
	
	

	
	
	
	
	

	CC
	:
	Mr.  Nitin Rajput, Hardware Incharge , Shirpur Education Society
Mr. Sachin Jadhav, I.T. Head, Shirpur Education Society

	
	

	
	
	Accountant/ Account Officer, _ _ _ _ _ _ _ College, Shirpur
Account Officer, Account Office, Shirpur Education Society 
	
	

	
	
	
	
	

	Sub
	:
	Disposal of IT (unused) Material


















Respected Sir,

This is to inform you that we would like to dispose/scrap the following IT materials as listed in the attachment.  The attached list / below details of material are not in working condition.

You are kindly requested to dispose of the attached list of material. 

Reason for scrap:   Non repairable / Lower configuration or old model which is not useful / Repairing cost is higher than new purchase / Other.



Thanking You



Prepared by 			                 Verified by			Authorized by
College/School Person		          Hardware Incharge			    Principal
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SHIRPUR EDUCATION SOCIETY

Central Office: R. C. Patel Main Building, Near Shirpur Telephone Exchange, Shirpur, Dist.: Dhule.
Tel: (02563) 251005, 255238, 258213 Email: ses.centralofficel@gmail.com





