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

	Date:
	[Date]



	Employee Name
	 

	Employee ID
	 

	Designation
	 

	Department
	 

	Work Location
	 

	Last Working Day
	 



Assets Issued and Returned
	S. No.
	Asset Description
	Asset Tag / Serial No.
	Date Issued
	Date Returned
	Condition
	Received By
	Recovery (₹)

	1
	[Laptop]
	[Tag No.]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	[Good / Damaged / Missing]
	[Name]
	[Amount]

	2
	[Mobile phone]
	[Tag No.]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	 
	[Name]
	[Amount]

	3
	[Vehicle / two-wheeler]
	[Registration No.]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	 
	[Name]
	[Amount]

	4
	[Tools / sample kit]
	[Tag No.]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	 
	[Name]
	[Amount]

	5
	[Other]
	[Tag No.]
	[DD/MM/YYYY]
	[DD/MM/YYYY]
	 
	[Name]
	[Amount]



	Total Recovery (₹)
	 

	Basis of recovery (Asset Policy clause)
	 

	Remarks
	 



Declaration
I confirm that the assets listed above are all the company assets issued to me and that I have returned them in the condition stated. I have retained no company property, data or documents.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Asset Controller
[Name]
Date: [Date]
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