
Lost Asset Documentation: Incident Reporting
Format
General Information
Date of Report:  YYYY-MM-DD

Name of Reporter:  Full Name

Contact Information:  Phone / Email

Department / Location:  Department or Location

Asset Details
Asset Type:  e.g., Laptop, Phone, Document

Asset Description:

 

Include Make, Model, Serial Number, Identification Marks, etc.

Asset ID / Tag No.:  Asset Identification / Tag Number

Last Known Location:  Where asset was last seen

Date & Time Noticed
Missing:

 YYYY-MM-DD HH:MM

Incident Details
Description of Incident:

 

Describe how and when the loss was discovered, and any significant observations

Persons Involved /
Witnesses:

 

List names and contact details, if applicable

Actions Taken:

 

Report filed, security notified, etc.

Reported to Authorities:  Yes / No, Reference No. if Any

Declaration
Reporterâ€™s Signature:  Signature

Date:  YYYY-MM-DD

Important Notes
Provide accurate and complete information for proper investigation.
Report the loss immediately to relevant authorities and your supervisor.



Do not delay in documenting all circumstances and people involved.
Maintain confidentiality and protect sensitive information related to the lost asset.
This report may be required for insurance or auditing purposes.
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