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	Employee Name: ________________________
	Email: ______________________________

	Phone number: __________________________
	Job Title: ___________________________

	Department: _____________________________
	Date: _______________________________



I [employee name] acknowledge the receipt of all the following devices:

	Item name
	Description
	Serial number
	Item condition
	Assigned date

	Laptop
	Dell XPS 13
	12345ABCD
	New
	31/12/2024

	
	
	
	
	



I agree to use the equipment provided by the company solely for work-related tasks and to maintain it in good condition. I understand that it is my responsibility to take reasonable care of the equipment and ensure its security at all times.
I acknowledge that I am required to report any damage, loss, or theft of the equipment immediately to my supervisor. I agree not to attempt any repairs myself or engage third-party services without prior approval from the company. I am aware that if the equipment is damaged due to carelessness on my part, I will be responsible for the cost of repairs.
I commit to ensuring that all data stored on the equipment is secure and backed up in accordance with company policy. I will only install authorized software on the equipment and will not use it to download or store unauthorized content.
I agree to comply with all company policies regarding the use of equipment, including IT security policies.
Upon the termination of my employment or upon request by the company, I agree to return all equipment in good working condition. 



[bookmark: _heading=h.30j0zll]Employee Training Confirmation
I confirm that I have received training on the following aspects related to the equipment:
· Proper Usage
· Maintenance
· IT Security Policies
· Data Backup Procedures
I acknowledge that I have received the equipment listed above and agree to adhere to the responsibilities and obligations outlined in this form. I understand that failure to comply with these terms may result in disciplinary action, including potential deductions from my salary.


Employee Signature: ___________________________
Date: ___________________________________________
Supervisor Signature: __________________________
Date: ___________________________________________
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