[Company Logo]   [Company Name]
COMPANY ASSET REGISTER
	Company:
	[Company Name]

	Location / Unit:
	[Work Location]

	Register Maintained By:
	[Admin / Finance Name]

	Period:
	[DD/MM/YYYY] to [DD/MM/YYYY]



Part A: Asset Details
	Asset ID
	Description / Make / Model
	Category
	Serial No.
	Purchase Date
	Vendor
	Invoice No.
	Cost (₹)

	[Asset ID]
	[Make / Model]
	IT Equipment
	[Serial Number]
	[DD/MM/YYYY]
	[Vendor Name]
	[Invoice Number]
	[Amount]

	[Asset ID]
	[Make / Model]
	Furniture
	[Serial Number]
	[DD/MM/YYYY]
	[Vendor Name]
	[Invoice Number]
	[Amount]

	[Asset ID]
	[Make / Model]
	Vehicle
	[Registration Number]
	[DD/MM/YYYY]
	[Vendor Name]
	[Invoice Number]
	[Amount]

	[Asset ID]
	[Make / Model]
	Office Equipment
	[Serial Number]
	[DD/MM/YYYY]
	[Vendor Name]
	[Invoice Number]
	[Amount]



Part B: Location, Custody and Status
	Asset ID
	Location / Floor
	Custodian
	Employee ID
	Warranty / AMC Till
	Status
	Last Verified On
	Remarks

	[Asset ID]
	[Work Location]
	[Employee Name]
	[Employee ID]
	[DD/MM/YYYY]
	In use
	[DD/MM/YYYY]
	[Remarks]

	[Asset ID]
	[Work Location]
	[Department]
	-
	[DD/MM/YYYY]
	In use
	[DD/MM/YYYY]
	[Remarks]

	[Asset ID]
	[Work Location]
	[Employee Name]
	[Employee ID]
	[DD/MM/YYYY]
	Under repair
	[DD/MM/YYYY]
	[Remarks]

	[Asset ID]
	Store
	-
	-
	[DD/MM/YYYY]
	In stock
	[DD/MM/YYYY]
	[Remarks]



Part C: Disposals and Write-offs
	Asset ID
	Date of Disposal
	Mode (Sale / Scrap / Buy-back / Lost)
	Amount Realised (₹)
	Approval Ref.
	Approved By

	[Asset ID]
	[DD/MM/YYYY]
	[Mode]
	[Amount]
	[Reference Number]
	[Authorised Signatory]

	[Asset ID]
	[DD/MM/YYYY]
	[Mode]
	[Amount]
	[Reference Number]
	[Authorised Signatory]



Status Codes
1. In use – issued to a custodian or department
1. In stock – available for issue
1. Under repair – with vendor or IT
1. Missing – under investigation
1. Disposed – removed from use with approval
Physical verification completed on [Date]. Discrepancies, if any, have been recorded in the remarks column and reported to management.

	______________________________
Prepared by
[Admin Name]
Date: [Date]
	______________________________
Verified by
[Finance Manager]
Date: [Date]
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