[Company Logo]   [Company Name]
ID CARD RETURN FORM
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Location:
	[Work Location]



Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Last Working Day / Effective Date
	[Last Working Day]



Reason for Return
  Resignation / Exit
  Reissue due to change in details
  End of contract / internship
  Transfer to another entity or location
  Card damaged
Card Details
	Card No.
	Date of Issue
	Condition
	Lanyard / Holder Returned
	Disposal

	[Card Number]
	[DD/MM/YYYY]
	Good / Damaged / Faded
	Yes / No
	Shredded / Punched and filed



If the Card Cannot Be Returned
	Reason: Lost / Stolen / Other – [Details]
	 

	Date of loss
	[DD/MM/YYYY]

	Replacement / loss charge (if applicable): ₹[Amount]
	 

	Security informed on
	[Date]



Admin Actions
  ID card register updated
  Security / reception informed that card is invalid
  Linked door access deactivated (if any)
  Exit clearance form marked
I, [Employee Name], have surrendered my company ID card as recorded above. I understand that I may not use any company identity card or represent myself as an employee of [Company Name] after the effective date.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Received by
[Admin Name]
Administration
Date: [Date]
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