[Company Logo]   [Company Name]
ASSET ACKNOWLEDGEMENT FORM
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Asset Policy Version:
	[Policy Version]



	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Work Location / Mode
	[Work Location] – Office / Hybrid / Remote



Summary of Assets Held
	Asset ID
	Asset Type
	Make / Model
	Serial Number
	Date Received

	[Asset ID]
	[Asset Type]
	[Make / Model]
	[Serial Number]
	[DD/MM/YYYY]

	[Asset ID]
	[Asset Type]
	[Make / Model]
	[Serial Number]
	[DD/MM/YYYY]

	[Asset ID]
	[Asset Type]
	[Make / Model]
	[Serial Number]
	[DD/MM/YYYY]



Detailed list, accessories and condition: as per Asset Handover Form No. [Handover Form Number].
I Acknowledge and Agree That
1. I have received a copy of the Company Asset Policy and have read and understood it.
1. The assets remain the sole property of [Company Name] and are provided to help me perform my job.
1. I will keep the assets secure, use them responsibly and not allow family members or others to use them.
1. Company devices, accounts and data may be monitored, managed or wiped by IT as described in the IT policy.
1. I will report loss, theft or damage within 24 hours to my manager and IT, and support any police or insurance formalities.
1. I will produce the assets for verification whenever asked.
1. I will return all assets on exit or on request, and any loss or damage caused by negligence may be recovered as per policy.
Courier Receipt (for remote employees)
	Courier / Docket No.
	[Docket Number]

	Date received
	[DD/MM/YYYY]

	Package condition on receipt: Sealed / Damaged – [Remarks]
	 



Annual Reconfirmation
	Year
	Assets Verified
	Employee Signature
	Verified By

	[Year]
	Yes / Discrepancy – [Remarks]
	[Signature]
	[IT / Admin Name]

	[Year]
	Yes / Discrepancy – [Remarks]
	[Signature]
	[IT / Admin Name]



I sign this acknowledgement voluntarily, having understood its contents.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Witness / HR
[HR Name]
Date: [Date]
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