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Annexure-B 

 

To, 

  The Under Secretary 
  General Administration Department 
  MINECO, Aizawl 
   

 

Subject: Occupation Report 

 

Ma’am, 

I hereby submit occupation report of government quarters allotted to me 

vide Order …………………………………………………………………. along with duly signed 

Undertaking. Below are the details of the occupation: 

1) Name: 

2) Designation: 

3) Phone No: 

4) Department: 

5) Quarters No. and Address: 

6) Date of Occupation: 

I have occupied the premises as of the date mentioned above and will 

ensure the property is maintained in good condition during my stay.  

 

 

Yours sincerely, 

Place: ____________________ 

Date: _____________________ 

(Name & Signature)   

 
  


