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

	Date of Return:
	[Date]

	Issue Form Ref.:
	[Issue Form Number]

	Reason:
	Exit / Upgrade / Repair / Role Change



1. Employee Details
	Employee Name
	[Employee Name]

	Employee ID
	[Employee ID]

	Department
	[Department]

	Reporting Manager
	[Reporting Manager]

	Last Working Day (if applicable)
	[Last Working Day]



2. Handset Returned
	Asset ID
	Make / Model
	IMEI 1
	IMEI 2
	IMEI Matches Issue Form?

	[Asset ID]
	[Make / Model]
	[IMEI 1]
	[IMEI 2]
	Yes / No



3. Condition Check
	Item
	Status
	Remarks

	Screen and display
	OK / Scratched / Cracked
	[Remarks]

	Body and buttons
	OK / Dented / Damaged
	[Remarks]

	Battery and charging port
	OK / Weak / Not charging
	[Remarks]

	Camera, mic and speaker
	OK / Faulty
	[Remarks]

	Water damage indicator
	Not triggered / Triggered
	[Remarks]



4. Accessories and SIM
	Item
	Returned (Yes/No)
	Remarks

	Charger and cable
	Yes / No
	[Remarks]

	Cover and earphones
	Yes / No
	[Remarks]

	Original box and invoice copy
	Yes / No
	[Remarks]

	SIM card (Mobile No. [Mobile Number])
	Yes / No / Handled separately
	[Remarks]



5. Data and Account Release
  Business contacts and client chat history handed over to [Reporting Manager]
  CRM / field app data synced to server
  Personal accounts and activation lock removed by employee
  Device removed from MDM
  Factory reset completed by IT
  Asset register updated
6. Declaration
I, [Employee Name], have returned the company mobile handset and accessories listed above. I have removed my personal accounts, handed over all business contacts and data, and kept no copy of company or customer information.

	______________________________
Returned by
[Employee Name]
Date: [Date]
	______________________________
Received by
[Admin / IT Name]
Date: [Date]
	______________________________
Data handover accepted by
[Reporting Manager]
Date: [Date]
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