IT asset audit checklist
	Company name
	
	Audit period
	

	Audited by
	
	Date
	


	Area
	Check
	Done
	Notes

	Register
	Every asset has a unique tag, a serial number and an office
	
	

	Register
	Every item with a person shows a named holder and the hand-over date
	
	

	Hand-overs
	There is a signed acknowledgement for every item with a person
	
	

	Hand-overs
	People have accepted the current version of the asset policy
	
	

	Leavers
	No one who has left still holds a company asset
	
	

	Leavers
	Every returned laptop and phone was wiped before reuse
	
	

	Count
	Each office was physically verified in this period
	
	

	Count
	Every missing or extra item was investigated and the register corrected
	
	

	Finance
	Cost and purchase dates match the fixed asset register
	
	

	Finance
	Write-offs and disposals were approved and recorded
	
	

	Warranty
	Warranty and AMC end dates are recorded; renewals due next quarter are listed
	
	

	Security
	Laptops have disk encryption and device management where required
	
	

	Access
	Only authorised people can change the register, and changes are logged
	
	


	Findings
	

	Actions and owners
	



	
______________________________
Audited by: name, signature and date
	
______________________________
Reviewed by: name, signature and date


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