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Laptop/Desktop Allocation/DE-allocation   Form
*This form must be completed when Assigning  a device from the IT to user.

	Date:


	Assigned To:

	Received From:


	Contact number: 


	Serial Number:


	Make and Model:


	Equipment Included:
Monitor: ………….
Keyboard:……..
Mouse: ……………
Cpu:-………………
Power cable:……………

Other Items:






	Further Details:
(Fault Description, Symptoms, Software Installation etc.)


[bookmark: _GoBack]IC Section:-
Authorized Signatory:-……………………..




Date:-…/…/…..                                                                  User’s Signature………………
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