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Description automatically generated] Asset Disposal Form
Owner/ Department: ZAF – ITD                                     

	Section A - Purpose

	The purpose of this document is to ensure that all assets are disposed of safely and securely and does not contain any company secrets. It is also intended to ensure all people who has vested interest in the Asset Lifecycle are informed and update the status of the asset in accordance with their responsibility in the asset lifecycle.



	Section B - Disposal Parties

	The party disposing of the equipment cannot be the party executing the disposal. It must either be executed by an external party or if it is being dumped as trash by an internal person to ensure a separation of duties.
No Namlog employee shall be a direct beneficiary of the disposal process of listed items. Such an arrangement requires a separate transaction between Namlog and the employee to transfer the ownership of the asset.



	[B1] Disposer

	I have ensured that management has approved the disposal and have informed the relevant parties responsible for insurance, asset management, and finance at Namlog.

	Name
	
	Surname
	

	Signature
	
	Date
	



	[B2] Disposal Execution

	I Acknowledge that I have received the items in the item list and undertake to dispose of the SLA in accordance with the SLA or SOP agreed upon. I am not the same person as the Disposer.

	Name
	
	Surname
	

	Signature
	
	Date
	



	Section C - List of Assets

	A list of assets shall be completed as prescribed in this form. The party disposing of the items must indicate if he received the items in the list with a checkmark and a cross mark if he did not receive the item.










	[C1] Disposal List



	Make
	Model
	Asset Tag
	Serial No:
	Item Type
	Received

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	Section D - Disposal Evidence

	Evidence of disposal should be provided. A professional disposal certificate and invoice of sale should be attached if possible and referenced in this document where indicated. In the case of a trash dump the dump in trash must be confirmed by the person making the disposal.



	Document type
	Document Number
	Date Issued

	
	
	

	
	
	

	
	
	

	
	
	



	Section E - Asset Disposal Approval



	[bookmark: _Hlk195108866][E1] Asset Owner - HOD

	Responsibility: Confirm Asset has reached end of life and does not have significant value for resale.

	Name
	
	Surname
	

	Signature
	
	Date
	



	[bookmark: _Hlk195108942][bookmark: _GoBack][E2] Group Insurance Manager

	Responsibility: Ensure assets are identified and removed from company insurance schedules.

	Name
	
	Surname
	

	Signature
	
	Date
	



	[bookmark: _Hlk195109099][E3] Finance Manager

	Responsibility: Ensure assets are identified and removed from company insurance schedules.

	Name
	
	Surname
	

	Signature
	
	Date
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