Employee equipment agreement
Template — one per person, signed at handover.
[COMPANY] · Issued by: [NAME, ROLE] · Date: [DATE]
This agreement records the equipment issued to you by [COMPANY] and what you are agreeing to when you accept it. It is signed once at handover and kept with your record.
Person receiving the equipment
	Full name
	

	Employee / contractor ID
	

	Department
	

	Start date in role
	



Equipment issued
	Asset tag
	Item
	Serial number
	Condition at handover
	Value

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Add a row per item. Record accessories — chargers, cases, spare batteries — on the same row as the item they belong to.

What I am agreeing to
The equipment listed above remains the property of [COMPANY] at all times.
I will take reasonable care of it, keep it secure, and use it in line with the company's equipment policy.
I will report loss, theft or damage to [ROLE / TEAM] within [24 hours] of noticing it.
I will not modify, repair, sell, lend or dispose of it, and I will not remove company asset labels.
I will return it on or before my last working day, or on request if my role changes, in the condition recorded here allowing for fair wear and tear.
I understand that where equipment is not returned, the company may recover its cost in line with applicable law and my contract.

	
	Name
	Signature

	Recipient
	
	

	Issued by
	
	



Return record — completed when the equipment comes back
	Date returned
	Condition on return
	Received by
	Register updated

	
	
	
	



Template by Stackroom — https://www.stackroom.io/templates/. Free to use and adapt inside your organisation. It is a starting point drafted for general use, not legal advice: have your own HR or legal adviser review it before you rely on it.




