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Equipment issue and return

Record company property issued or returned. This inventory record does not authorize a payroll deduction.

Employee name / Department / Date

Item description / Asset or serial number / Quantity

Condition at issue / Accessories included

Date issued / Issued by

Care instructions and expected return date or event

Employee acknowledgment of receipt / Signature / Date

Return record

Date returned / Received by

Condition at return / Missing items or damage noted

Follow-up required / Responsible person

Employee signature / Receiver signature / Date


