Asset hand-over and acknowledgement form
	Company name
	
	Reference no.
	

	Date of hand-over
	
	Handed over by (IT)
	


Employee
	Employee name
	
	Employee code
	

	Department
	
	Designation
	

	Office / location
	
	Reporting manager
	


Items handed over
	#
	Asset tag
	Item and model
	Serial number
	Accessories
	Condition

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	


Declaration
I confirm that I have received the items listed above in the condition stated. I have read the company’s asset policy (version ____, dated ________) and I agree to:
•  use these items for company work;
•  keep them safe and not lend them to anyone;
•  report loss, theft or damage to IT within 24 hours;
•  not open, repair or modify them myself;
•  return them, with all accessories, on my last working day or whenever the company asks.

	
______________________________
Employee signature, name and date
	
______________________________
Handed over by (IT): signature, name and date


Template from assetvow.com. Edit freely for your company.
