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Handing Taking Over Note
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s Sdudeni Secl:or is Transferredeemgnedeuperannuated or
{Surrendercd hack to Pmcurﬂmem Section) (V) w.e.f . .. and hereby hand

over the following office equipment and furniture WIthnut any excepli{:-n,

SL. Description Specification Qty Physical (u"') (x) Remarks
No. Verification

1. Equipment’s

1. Desktop/Laptop (V)

ii. Printer

iii. Photocopy Machine

iv, Telephone (Fixed line)

V. Heater

Vi, Extension Cord

Add any other like Paper Tray, Stapler, Camera, UPS, HDMI Cable, External Drive etc.

5 A Furniture

i Secretariat Table

ii. Computer Table

iii. Chair

iv. Almirah

V. Sofa

vi. Chodrom

Vil Dewan

viii. | File Rack/Shelve ()
ix. Visitor Chair

Add any other like Portrait, Kuthang, Table Fan, Stabilizer, Wall Clock, White board etc.

Handed over by: Taken over by:
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Signature of Sector Head

Signature of Store/Procurement Officer
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