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Name of Event   : __________________________________________________________________
Date & Time of the Event: _________________________ Set-up Date & Time: ________________
Contact Person 1: _________________________________ Contact No:_______________________ Contact Person 2: _________________________________ Contact No:_______________________
Venue Required: 
	Date
	Day
	Time
	No of Students
	Proposed Area 
	Approved Area

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Mode of Arrangement: 
Theatre Style / Classroom Style / Workshop Style (Round table)/ Exhibition Tables  


Equipment Required: 

	Items 
	Quantity 
	Remarks

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Catering Utensils Required: 

Catering utensils is rentable at a rate of RM0.20 per item.  

However, a deposit of RM100.00 has to be made at SSD and it is refundable upon return of utensils in a clean, dry and complete condition. Else, the deposit shall be forfeit.
	Utensils 
	Quantity (Pcs)
	Price (RM)
	Total (RM)

	Plate 
	
	
	

	Spoon
	
	
	

	Fork
	
	
	

	Cup
	
	
	

	Total (RM)
	


	FOR OFFICE USE ONLY



	Deposit (RM)
	Date Received
	Receiving Officer Name
	Signature

	
	
	
	

	

	Deposit Returned


	Deposit Forfeited

	Utensils returned is clean and dry


	Utensils returned is dirty/spoiled/lost

	Deposit returned on:


	Penalty


	Name of receiver    :


	
	Price 
	Quantity
	Total

	Student / Staff No.  :


	Plate 
	RM10.00
	
	

	
	Spoon


	RM 1.00
	
	

	
	Fork


	RM 1.00
	
	

	
	Cups


	RM 1.00
	
	

	
	
	


VENUE / EQUIPMENT REQUISITION FORM  








SSD-C&S-17-UOWM KDUPG
2019_11_14

