
              ASSETS RECEVING LETTER

       Date: 
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Department:

Position:





Department Head:
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List of Files, Documents & Articles:
	Sl. no
	Article
	Qty
	Date
	Dept. Head/ Receiver’s Sign

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


The employee has to return all the articles belonging to the company when he/she resign from his/her post.
















Employee Sign                            					                  Department Head’s Sign








