This form is provided as a sample and may not be suitable for every situation. This form should not be considered legal advice or legal opinion. There may be state or municipality specific information that would affect your use of this form. You should review applicable law in your jurisdiction and consult experienced counsel for legal advice. If you use this form (either “as is” or by modifying the form), you are responsible for all content.

YOU SHOULD REMOVE THIS TEXT BEFORE USING THE FORM IN YOUR WORKPLACE

Receipt & Return of Company Property
	
	
	
	
	
	
	

	
	Employee Name
	
	
	Date of Hire
	
	

	
	
	
	
	
	
	

	
	ID Number
	
	
	Department
	
	

	
	
	
	
	
	
	


I acknowledge receipt of the company property listed below.  I will maintain the property in good condition and will return it upon termination of employment from <COMPANY NAME>, or earlier upon request.  I will report any loss or damage immediately.  I agree that I will use the property for work-related purposes only.
	Received
	Returned

	Item
	Qty
	Number or ID
	Returned To
	Date

	<Building Key/Card>
	
	
	
	

	<Identification Badge>

	
	
	
	

	<Mobile Device; Enter service provider and model>

	
	
	
	

	<Parking Pass>


	
	
	
	

	<Credit Card: Enter issuer, last four digits and expiration date>

	
	
	
	

	<Home Computer; Enter make and model>

	
	
	
	

	<Laptop Computer; Enter make and model
	
	
	
	

	<Printer, Copier, Scanner, Fax machine>


	
	
	
	

	<Company Car: Enter year, make model, mileage>

	
	
	
	

	<Customer Contact List>

	
	
	
	

	<Co-Worker Contact List>

	
	
	
	

	<Other: Enter Details>

	
	
	
	

	<Other: Enter Details>

	
	
	
	


	
	
	
	
	
	

	
	Employee Signature
	

	
	
	
	
	

	
	Employee signature



	
	
	Date
	

	
	
	
	
	
	

	
	Printed Name
	
	
	
	


	
	
	
	
	
	

	
	Company Representative Signature
	

	
	
	
	
	

	
	Company Representative signature



	
	
	Date
	

	
	
	
	
	
	

	
	Printed Name
	
	
	
	


