To,


		The Joint Director (Admn)
		Accounts & Treasuries


Subject 	: Defect report

Sir,
		The following machine / equipment etc. is/are defective and needs immediate repair. Kindly undertake repair of the same.
1. _________________________________________________________________________________
2. _________________________________________________________________________________
3. _________________________________________________________________________________
4. _________________________________________________________________________________
5. _________________________________________________________________________________
6. _________________________________________________________________________________
7. _________________________________________________________________________________
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