[Company Logo]   [Company Name]
LOST / STOLEN ASSET REPORT
	Report No.:
	[Reference Number]

	Reported on:
	[DD/MM/YYYY] [HH:MM]

	IT Helpdesk:
	[Mobile Number] / [Email ID]



1. Reported By
	Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Contact number
	[Mobile Number]



2. Asset Lost or Stolen
	Asset ID
	Asset Type
	Make / Model
	Serial / IMEI / Card No.
	Accessories Lost

	[Asset ID]
	[Laptop / Mobile / SIM / Card / Key]
	[Make / Model]
	[Serial Number]
	[Accessories]

	[Asset ID]
	[Asset Type]
	[Make / Model]
	[Serial Number]
	[Accessories]



3. Circumstances
	Lost / Stolen
	[Lost / Stolen]

	Date and time last seen
	[DD/MM/YYYY] [HH:MM]

	Date and time loss discovered
	[DD/MM/YYYY] [HH:MM]

	Place
	[Location / City]

	Was the device locked / powered off? Yes / No / Not sure
	 



Description of the incident:
[Describe what happened, where the asset was kept and what steps were taken to find it.]
4. Police Complaint
	Complaint / FIR No.
	[Complaint Number]

	Police station
	[Police Station]

	Date filed
	[DD/MM/YYYY]

	Copy attached: Yes / No / To be submitted by [DD/MM/YYYY]
	 



5. Immediate Security Actions (IT)
	Action
	Done
	Date / Time
	By

	Remote lock of device
	Yes / No / NA
	[DD/MM/YYYY HH:MM]
	[IT Executive Name]

	Remote wipe of company data
	Yes / No / NA
	[DD/MM/YYYY HH:MM]
	[IT Executive Name]

	SIM blocked with operator
	Yes / No / NA
	[DD/MM/YYYY HH:MM]
	[Admin Name]

	Passwords and sessions reset
	Yes / No / NA
	[DD/MM/YYYY HH:MM]
	[IT Executive Name]

	Access card disabled
	Yes / No / NA
	[DD/MM/YYYY HH:MM]
	[Security Officer]



6. Data Risk Assessment
	Disk encrypted: Yes / No
	 

	Type of data on device
	[Details]

	Possible exposure of customer / personal data: Yes / No – escalated to [IT Security Name]
	 



7. Next Steps
  Insurance claim initiated – Claim No. [Claim Number]
  Replacement asset issued – Asset ID [Asset ID]
  Asset register updated to 'Lost'
  Referred for asset loss recovery review
I confirm that the information above is correct to the best of my knowledge and that I will inform IT immediately if the asset is found.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
IT Security
[IT Security Name]
Date: [Date]
	______________________________
Reporting Manager
[Reporting Manager]
Date: [Date]
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