
Asset Inventory Record Form Sample PDF
This asset inventory record form sample PDF provides a structured template to efficiently track and manage company assets. It ensures
accurate documentation of item details, conditions, and locations for streamlined asset management. Using this form helps maintain accountability
and supports inventory audits.

Asset Inventory Record Form Sample

Asset
ID

Asset
Name Description Serial

Number Location Department Condition Date
Acquired Value Assigned

To Remarks

001 Laptop Dell Inspiron
15 D12345678 IT Room IT Good 2022-01-

15 $800 John Doe

002 Projector Epson EB-
S41 E54321876 Meeting

Room 1 Admin Excellent 2021-05-
08 $450 --

003 Office
Chair

Ergonomic,
Black N/A Office 205 Sales Fair 2020-09-

22 $120 Alice
Smith

Needs
repair

Form Instructions

1. Fill out one row per asset item.
2. Ensure all details, especially serial numbers and current locations, are accurate.
3. Update condition and assignment as assets are reassigned or maintained.
4. Use the remarks field for any additional notes (e.g., scheduled for disposal, under maintenance).

Note: To download or create a PDF version, fill in this table and use your preferred PDF export tool or document editor.
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