Returnable gate pass for company assets
	Company name
	
	Gate pass no.
	

	Date
	
	Office / location
	

	Type (returnable / non-returnable)
	
	Expected return date
	


Issued to
	Name (employee or vendor)
	
	Employee code / vendor GSTIN
	

	Purpose (repair, client visit, transfer, work from home)
	
	Vehicle no. / courier and docket
	


Items going out
	#
	Asset tag
	Description
	Serial number
	Qty
	Condition out
	Returned on
	Condition in

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	

	4
	
	
	
	
	
	
	

	5
	
	
	
	
	
	
	

	6
	
	
	
	
	
	
	



	
______________________________
Issued by (IT / Admin): name, signature and date
	
______________________________
Approved by: name, signature and date



	
______________________________
Security, going out: signature and time
	
______________________________
Security, coming back: signature and time


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