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

	Location:
	[Work Location]

	Maintained by:
	[HR Name] / [Admin Name]

	Updated as on:
	[Date]



Assets Issued to Employees
	Employee ID
	Employee Name
	Department
	Asset ID
	Asset Type / Model
	Serial No.
	Issue Date
	Issue Form Ref.
	Return Date
	Return Form Ref.
	Status

	[Employee ID]
	[Employee Name]
	[Department]
	[Asset ID]
	[Laptop – Make / Model]
	[Serial Number]
	[DD/MM/YYYY]
	[Reference Number]
	[DD/MM/YYYY]
	[Reference Number]
	Held / Returned

	[Employee ID]
	[Employee Name]
	[Department]
	[Asset ID]
	[Mobile – Make / Model]
	[IMEI]
	[DD/MM/YYYY]
	[Reference Number]
	-
	-
	Held

	[Employee ID]
	[Employee Name]
	[Department]
	[Asset ID]
	[Access Card]
	[Card Number]
	[DD/MM/YYYY]
	[Reference Number]
	-
	-
	Held

	[Employee ID]
	[Employee Name]
	[Department]
	[Asset ID]
	[Office Key]
	[Key Number]
	[DD/MM/YYYY]
	[Reference Number]
	[DD/MM/YYYY]
	[Reference Number]
	Returned

	[Employee ID]
	[Employee Name]
	[Department]
	[Asset ID]
	[SIM Card]
	[Mobile Number]
	[DD/MM/YYYY]
	[Reference Number]
	-
	-
	Lost – under recovery



Employees on Notice – Outstanding Assets
	Employee ID
	Employee Name
	Last Working Day
	Outstanding Assets
	Collection Owner
	Cleared On

	[Employee ID]
	[Employee Name]
	[Last Working Day]
	[Asset IDs]
	[IT / Admin Name]
	[DD/MM/YYYY]

	[Employee ID]
	[Employee Name]
	[Last Working Day]
	[Asset IDs]
	[IT / Admin Name]
	[DD/MM/YYYY]

	[Employee ID]
	[Employee Name]
	[Last Working Day]
	[Asset IDs]
	[IT / Admin Name]
	[DD/MM/YYYY]



Monthly Reconciliation
	Month
	Assets Held per Register
	Assets Held per Master Register
	Difference
	Action Taken
	Checked By

	[Month]
	[Count]
	[Count]
	[Count]
	[Remarks]
	[Name]

	[Month]
	[Count]
	[Count]
	[Count]
	[Remarks]
	[Name]



Entries in this register must be supported by signed issue and return forms. Any discrepancy should be reported to the IT head and HR within [Number] working days.

	______________________________
Maintained by
[HR Name]
Date: [Date]
	______________________________
Reviewed by
[IT Head Name]
Date: [Date]
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