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	Asset Handover & Returning 
Owner/ Department: Sales & Marketing 



	EMPLOYEE DETAILS

	Employee Name
	

	Employee ID
	
	Department
	

	Cell Phone
	
	Email
	

	ASSET DETAILS

	Asset Description
	

	Asset Tag No.
	
	Serial No.
	

	Purpose of Use
	

	Location of use.
	

	Asset Condition
(At Handover)
	

	Date of Handover
	
	Expected Return Date
	

	Comments/Notes
	

	Manager Approval
(Name & Signature)
	
	Employee Signature
	

	ASSET RETURNING DETAILS

	Asset Condition
(At Return)
	

	Asset Return Date
	

	Comments / Notes
	

	Manager
(Name & Signature)
	
	Employee Signature
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