	Bench Book/
 Library Book by Special Fund
(Pls. delete the inappropriate item)
	
	Hong Kong Institute of Vocational Education (Chai Wan)

Pls. return the completed form to CW-LRC
	Ref. No.

	
	

	
	
	LRC Use Only

	Non-Standard Item
	Department/Section
	:
	
	
	P.O. No.
	:
	
	

	
	Delivery Location
	:
	
	
	Date
	:
	
	

	
	Required Delivery Date
	:
	
	
	Promised Delivery/Service Date
	:
	
	

	
	Contact Person
	:
	
	Extn
	
	
	Verified by
	:
	
	

	
	
	
	
	
	
	
	Remarks
	:
	
	

	
	VOTE CHARGEABLE
	
	
	
	
	

	
	Fund
	FC
	A/C
	Unit
	Dept
	Prog
	Res
	Ent
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	Item

No.
	Description

(Detailed specifications should be printed 

on the Tender Schedule Form for tendering)
	Requirement
	Recommended Supplier
	Alternative 

Supplier
	
	Recommended Supplier

	
	
	Qty
	Unit
	Unit

(HK$)
	Total

(HK$)
	Unit

(HK$)
	Total

(HK$)
	
	Name
	:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	Address
	:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	Tel No.
	:
	
	

	
	
	
	
	
	
	
	
	
	Fax No.
	:
	
	

	
	
	
	
	
	
	
	
	
	Contact Person
	:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	Alternative Supplier

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	Name
	:
	
	

	
	
	
	
	
	
	
	
	
	Tel No.
	:
	
	

	
	
	
	
	
	
	
	
	
	Contact Person
	:
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	

	Note :
1.
Supplier Name, unit price and details of last purchase must be provided where available.
	I certify that this purchase is essential, funds are available to meet the requirement and potential supplier(s) has been requested to quote equivalent product(s).

	
2.
The duplicated copy with purchase order number, purchase order date and promised delivery /
	

	

service date will be returned to the requisitioner for reference.
	

	
3.
Separate purchase requisitions should be submitted for different catagory of items.
	Signature of
	
	
	

	
	Department/Section Head
	:
	
	

	
	Name in Block Letter
	:
	
	

	
	Date
	:
	
	

	
	


