ASSET HANDOVER FORM
Company equipment issued to an employee · handover and return on one page
Form and employee details
	Site / branch
	…
	Form no.
	AH-2026-001

	Employee name
	…
	Employee ID
	…

	Job title / department
	…
	Handover date
	…

	Place of use
	Office / site / vehicle / home working
	Issued by (department)
	Admin / IT / fleet


Items handed over
	#
	Asset / inventory no.
	Item and description (with accessories)
	Make · model
	Serial no. / IMEI / plate
	Qty
	Condition at handover

	1
	IT-0142
	Laptop 14" + charger + bag
	…
	SN …
	1
	Used, working; scratch on lid

	2
	VH-007
	Company car + 2 keys + registration document
	…
	34 … · 48,250 km
	1
	Scratch on rear left bumper; fuel ½

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	

	6
	
	
	
	
	
	

	7
	
	
	
	
	
	

	8
	
	
	
	
	
	

	9
	
	
	
	
	
	

	10
	
	
	
	
	
	

	11
	
	
	
	
	
	

	12
	
	
	
	
	
	


The first two lines are examples — delete them and enter your own records.
	Employee's acknowledgement: I have received the items listed above in full, with the description, quantity and condition at handover shown. I will use them as the job requires and with care; I will report loss, theft or damage without delay; and I will return the items on a change of role, at the end of employment or when asked. I accept that their condition at return will be compared with the condition recorded on this form.



	Issued by — name, title
	Received by (employee) — name

	

Signature / date
	

Signature / date


Return section
	Return date
	…

	Lines returned (#)
	All / … (list any not returned)

	Condition at return, missing parts or damage
	…



	Received back by — name, title
	Returned by (employee) — name

	

Signature / date
	

Signature / date



How to use: (1) Put each item on its own line; list accessories (charger, bag, keys, card) in the description. (2) Always write a unique identifier — serial number, IMEI or registration plate; when several items share a model, this is how you know who holds which. (3) Do not leave “Condition at handover” empty: it is the record the item is compared against at return. (4) We suggest two copies — one for the employee, one for the employer. (5) Fill in the return section when the item comes back; write any missing parts or damage under “Condition at return”.
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