[Company Logo]   [Company Name]
COMPANY MOBILE PHONE ISSUE FORM
	Ref. No.:
	[Reference Number]

	Date:
	[Date]

	Company:
	[Company Name]

	Issued from:
	[Work Location]



1. Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Designation
	[Designation]

	Department / Territory
	[Department]

	Reporting Manager
	[Reporting Manager]

	Personal Contact Number
	[Mobile Number]

	Purpose of handset: Field sales / Service / On-call / Management / Other
	 



2. Handset Details
	Asset ID
	Make / Model
	Colour / Storage
	IMEI 1
	IMEI 2
	Condition

	[Asset ID]
	[Make / Model]
	[Colour / GB]
	[IMEI 1]
	[IMEI 2]
	New / Refurbished – [Remarks]



3. Accessories
	Item
	Issued (Yes/No)
	Details
	Condition

	Charger and cable
	Yes / No
	[Wattage / Type]
	[Condition]

	Back cover
	Yes / No
	[Details]
	[Condition]

	Screen guard
	Yes / No
	[Details]
	[Condition]

	Earphones
	Yes / No
	[Details]
	[Condition]

	SIM card
	Yes / No
	Mobile No. [Mobile Number]
	Refer SIM issue form



4. Device Setup
  Enrolled in MDM / device management
  Screen lock (PIN / biometric) enabled
  Official email and business apps configured
  Company account used for app store / device login
  Find-my-device / remote wipe enabled
5. Usage Conditions
1. The handset is company property and is issued for official communication and business apps.
1. Personal use, if any, will be limited and as allowed under the company IT policy.
1. I will not root or jailbreak the phone, remove MDM, or install apps from unknown sources.
1. I will not store customer or company data in personal cloud accounts or share it on personal chat groups.
1. I will report loss or theft to IT and my manager immediately and file a police complaint quoting the IMEI.
1. I will return the handset, accessories and box (if given) on exit, transfer or upgrade, after signing out of personal accounts.
1. Damage caused by negligence or loss due to carelessness may be recovered as per company policy.
6. Acknowledgement
I acknowledge receipt of the mobile handset and accessories described above in the stated condition. I understand that company data on the device may be managed, locked or wiped by IT, and I agree to the usage conditions.

	______________________________
Received by
[Employee Name]
[Employee ID]
Date: [Date]
	______________________________
Issued by
[Admin / IT Name]
Date: [Date]
	______________________________
Approved by
[Reporting Manager]
Date: [Date]
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