Asset return form
	Company name
	
	Reference no.
	

	Employee name
	
	Employee code
	

	Department
	
	Office / location
	

	Reason (exit, replacement, repair, end of loan)
	
	Date of return
	


Items returned
	#
	Asset tag
	Description
	Serial number
	Accessories returned
	Condition
	Photo taken?

	1
	
	
	
	
	
	

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	


Declaration
I have returned the items listed above. I have removed my personal files and signed out of my personal accounts on these devices.
The company confirms it has received the items above in the condition stated. Items not listed here are still with the employee.
	Items not returned (if any)
	



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


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