DETAILS OF OUTWARD MAILS / SPEED POST / COURIER
(LIST TO BE SENT IN DUPLICATE)
                                                                                                                             Date:

Dept / Lab/ Unit: -     Department Of Materials Engineering
	Sl.

No.
	Name of the Sender
	Name & Full Address of the Addressee
	Debit Head / Scheme       Code, if any

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	6. 
	
	
	


	1)  Certified that the Letters / Documents / Parcel/ Speed

     Post / Courier mentioned above are official in nature

     and do not contain personal correspondence.

2)  Certified that  sufficient  funds are available  in  the   

      Debit Head / schemes mentioned above.         
	Signature

Name: ……………………………………

Designation: …………………………….

Dept Seal: ………………………………..


Acknowledgement
Received …………………………..covers mentioned above at ………………A.M
