[Company Logo]   [Company Name]
ASSET DAMAGE DECLARATION
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Ticket No.:
	[Ticket Number]



Part A: Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]



Part B: Asset Damaged
	Asset ID
	Asset Type
	Make / Model
	Serial / IMEI No.
	Date Issued
	Issue Form Ref.

	[Asset ID]
	[Laptop / Mobile / Tool]
	[Make / Model]
	[Serial Number]
	[DD/MM/YYYY]
	[Reference Number]



Part C: Employee's Account
	Date and time of damage
	[DD/MM/YYYY] [HH:MM]

	Place: Office / Home / Client site / In transit / Other – [Details]
	 

	Was the asset being used for official work? Yes / No
	 

	Nature of damage: Screen / Body / Liquid / Not powering on / Other – [Details]
	 

	Witnesses (if any)
	[Names]



Description in my own words:
[Describe how the damage happened.]
  Photographs attached
  Asset handed over to IT for inspection on [DD/MM/YYYY]
Part D: Employee Declaration
I, [Employee Name], declare that the information given above is true to the best of my knowledge. I have not attempted any unauthorised repair. I understand that the company will review the matter as per its asset policy, and I will be informed of the outcome and given an opportunity to respond before any recovery is decided.

	______________________________
Employee
[Employee Name]
Date: [Date]


Part E: IT / Technical Assessment
	Damage observed
	[Details]

	Consistent with employee's account: Yes / No / Unclear
	 

	Under warranty: Yes / No – Claim No. [Claim Number]
	 

	Insurance claim: Yes / No – Claim No. [Claim Number]
	 

	Repair / replacement estimate: ₹[Amount]
	 

	Data recovered: Yes / No / Not applicable
	 



Part F: Review Decision
	Decision: Repair at company cost / Warranty / Insurance / Partial recovery ₹[Amount] / Full recovery ₹[Amount]
	 

	Reason for decision
	[Reason]

	Employee comments
	[Comments]




	______________________________
Assessed by
[IT Executive Name]
IT Department
Date: [Date]
	______________________________
Reviewed by
[HR Name]
Date: [Date]
	______________________________
Approved by
[Authorised Signatory]
Date: [Date]
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