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	Date:
	
	(M)
	
	(D)
	
	(Y)

	Applying Unit
	

	Addressee
	

	Purpose
	

	Quantity
	

	Remarks
	

	Applying Unit
	Countersigning Units
	Ratified By

	Applicant
	
	Office of General Affairs
	Vice President
	

	Second-level Administrative Head(s)
	
	
	Senior

Vice

President
	

	First-level Administrative Head
	
	
	President
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