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ITD Asset Acknowledgement of Receipt Form
Owner/ Department: ZAF – ITD                                     

	Section A - Asset List

	A list of all the assets handed over to a single user must be listed below. Besides signing the acceptance at the bottom the receiver also needs to sign for each item in the last column. 


	Asset Type
	Make
	Model
	Serial Nr
	Asset Tag
	Sign

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Section B - Terms

	All IT equipment and their accessories are to be used for Company business purposes only. The equipment and all it’s accessories will remain the property of Namlog. In case of theft or the loss of an item the incident must be reported, and an Incident Report has to be completed. The employee may be liable for the replacement cost. Should the employee leave the employment of Namlog by any means, all equipment must be returned to Namlog immediately on the last day of their employment or on a date specified by the head of the department. If equipment is not returned or damaged the repair or replacement costs may be deducted from such employee’s last salary at Namlog.

The employee acknowledges that it is reasonable for the Company to monitor the usage of IT equipment from time to time as it deems necessary. No applications, games, hardware or software additions, upgrades, or installations should be made without prior written approval. If any unauthorized applications, games, software, and/or hardware are found to be installed on the device, they will be removed immediately. The Company reserves the right to investigate, which may lead to further disciplinary action.


	Receiver 

	By signing this document, I fully agree to receiving all assets and accessories listed in Section A of this document. I also agree to the terms as set out in Section B of this document.

	Name
	
	Surname
	

	Signature
	
	Date
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