
NORTH-EASTERN HILL UNIVERSITY CENTRAL LIBRARY 
P.O. NEHU Campus, Shillong 793 022 

 
REQUISITION FOR PURCHASE OF BOOKS 

 
No. LA:2/Deptt/2006-07/       Date: __/___/_____ 
 
To: 
 
The University Librarian, 
North-Eastern Hill University, 
P.O. NEHU Campus,  
Shillong-793022. 
Meghalaya. 
 

Sub: Requisition for Purchase of Books. 
 
Madam, 
 
 I would like to request you to kindly arrange to procure the below-mentioned item(s) which 
is/are required for the teaching/research programmes of our department/centre. Order may kindly be 
placed and payment made out of funds allocated for our department/centre for the current year. The 
item(s) may kindly be procured at an early date and the same maintained in the general 
section*/reference collection*/course books section* of the NEHU Central Library. 
 
 Thanking you, 
         Yours faithfully, 
 
 
       Signature: 
        

     Name: ______________________________________ 
 (SEAL) 
      Head, Department/Centre  ______________________ 
      North-Eastern Hill University  
*Strike out the options that are not applicable. 
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