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

	Date:
	[Date]

	Exit Ref. (HR):
	[Exit Reference Number]



1. Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Last Working Day
	[Last Working Day]



2. IT Assets
	Asset ID
	Asset Type
	Make / Model
	Serial / IMEI No.
	Returned
	Condition
	Return Form Ref.

	[Asset ID]
	Laptop
	[Make / Model]
	[Serial Number]
	Yes / No
	[Condition]
	[Reference Number]

	[Asset ID]
	Mobile phone
	[Make / Model]
	[IMEI]
	Yes / No
	[Condition]
	[Reference Number]

	[Asset ID]
	Accessories (charger, mouse, headset)
	[Make / Model]
	[Serial Number]
	Yes / No
	[Condition]
	[Reference Number]

	[Asset ID]
	Token / dongle / storage device
	[Make / Model]
	[Serial Number]
	Yes / No
	[Condition]
	[Reference Number]



3. Accounts and Access
	Account / System
	Status
	Date

	Domain / directory login
	Disabled
	[DD/MM/YYYY]

	Email
	Blocked / Forwarded / Shared mailbox
	[DD/MM/YYYY]

	VPN / remote access
	Revoked
	[DD/MM/YYYY]

	Business applications ([Application Names])
	Revoked
	[DD/MM/YYYY]

	Privileged / admin access
	Revoked / Not applicable
	[DD/MM/YYYY]



4. Data and Licences
  Work data handed over – confirmed by [Reporting Manager]
  Ownership of shared files and repositories transferred
  Software licences reclaimed: [Software Names]
  Company data removed from personal devices – declared by employee
5. Pending Items and Recovery
	Item
	Reason
	Amount (₹)
	Action

	[Item]
	Not returned / Damaged
	[Amount]
	Recover in F&F / Waived

	[Item]
	Not returned / Damaged
	[Amount]
	Recover in F&F / Waived



6. Clearance Status
  CLEARED – no IT dues
  CLEARED WITH REMARKS – pending items listed above
  NOT CLEARED – reason: [Reason]
Based on the above, the IT Department confirms the clearance status of [Employee Name] ([Employee ID]) as marked, for the purpose of full and final settlement.

	______________________________
Checked by
[IT Executive Name]
IT Department
Date: [Date]
	______________________________
Clearance issued by
[IT Head Name]
IT Head
Date: [Date]
	______________________________
Acknowledged by
[Employee Name]
Date: [Date]
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