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· Notify the employee about device return requirements

· Determine if the device should be redeployed or retired

· Provide a prepaid shipping label (if applicable)

· Schedule pickup for international returns

· Remotely back up and wipe corporate data

· Remove access from company accounts and VPN

· Disable or revoke software licenses assigned to the device

· Verify device serial number before reassigning

· Confirm receipt of the returned device 

· Inspect the device for physical damage

· Check functionality of hardware (keyboard, screen, battery, etc.)

· Update the IT device management system with new device status

· Notify finance for depreciation or replacement costs

· Redeploy, refurbish, or recycle the device as needed
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