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Asset Transfer and Handover Form 
	Employee Name
	

	Employee Number
	

	Old Asset Tag Number 
	

	Reason for Asset Transfer
	

	Date of Transfer
	



Details of New Asset
	Item
	Asset No
	Serial Number
	Status of Asset

	
	
	
	



I understand that I will be responsible for taking care of these assets together with all the accessories provided, and surrender to my manager during leaves, resignation, and termination from this project. Any damage or loss incurred due to negligence will be charged to my name.

     
Employee Signature 

I,                                              ,Emp. No.                      , as the Manager of the above mentioned employee will be liable and accountable if the given company assets were not returned during his leaves, resignation and termination from this project.


     
Department Manager Signature


Asset Transfer Completed By:  Printed Name and Signature. 
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