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	Brief
	This policy outlines the guidelines and procedures for employees taking office equipment or departmental assets for work outside the office premises, including working from home or any other SMSA Branch. The objective is to ensure proper accountability, maintenance, and security of company assets.

	· Purpose
	The purpose of this policy is to:
· Maintain records of company assets temporarily taken out from office premises.
· Ensure the responsible use and safekeeping of office equipment.
· Minimize risks related to damage, loss, or theft of assets.
· Clarify employee and departmental responsibilities during the asset handover process.

	Persons Affected
	All Marketing Employees.

	Procedure:
	· The employee must fill out an Asset Handover Form. 
· An employee may only take office assets after obtaining approval from their direct manager.
· The employee must return the asset by the agreed return date or request an extension in writing.
· The employee must sign the same Asset Handover Form upon returning the equipment.
· In case of non-compliance, DVD will be applied.

	General
	Any exception to this policy must be approved by the Sales & Director, Marketing Department.
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