	HANDOVER ACKNOWLEDGMENT
	RECEIVED



	HANDED OVER BY
Name or organization: Example Tech Ltd, IT department
Phone / email: [Phone or email]
	HANDOVER DETAILS
Reference no.: HO-0042
Date: 20 Oct 2026


RECEIVED BY
	Name
	Casey Sample
	Role or organization
	Field technician


PURPOSE
	Purpose of handover
	Equipment issued for field work

	Location
	Head office, 5 Example Way, Sampletown



	Item
	ID / serial or reference
	Qty
	Condition / notes

	Laptop, 14-inch
	SN EX4471-0093
	1
	New, sealed box

	Laptop charger, 65 W
	Supplied with laptop
	1
	New

	Mobile phone
	IMEI ending 0000
	1
	Good, light scratch on back

	Building access card
	Card no. 2210
	1
	Tested, working

	Safety boots, size 9
	Stock ref. SB-09
	1
	New

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	
	
	

	Handed over by (signature)
	
	Received by (signature)

	
	
	

	Print name (handed over by)
	
	Print name (received by)


The person receiving confirms that the items listed were received in the condition noted. This document records a handover only; no payment is involved.
