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Application Form for Replacement and Retention/Surrender of Institute-issued IT Assets

Appl. No. [ITT/CC/ARR/2026/ Date: / /

I, Dr./Mr./Ms. 5
Employee 1D , working as
in the (Department/Section/Centre/Unit),
hereby:

[J Apply for the Faculty Computers and peripherals Replacement Grant
(FCRG) in accordance with the Institute policy.
[J Apply for retention of the Institute-issued IT assets.

Details of the IT Assets issued by the CC/ Procured through NFIG:

# | Asset No." Asset Name Make & Serial No Source” Action”
Model

"Asset No. is as per the Fixed Asset Register maintained by the Institute Stores Section.
“Source: NFIG/CC *Action: Retain/Surrender

Details of the IT Assets proposed for Retention (as listed above):

Asset No. Original Purchase Cost 5% Retention Cost

Declaration by the Employee

I hereby declare that:
1. T have read and understood the Circular, the Policy on Issuance, Replacement and

Management of IT Assets, and the Guidelines for Retention of Computers Beyond their
Economic Useful Life (EUL).

2. 1 have opted to retain the above-mentioned IT asset(s) for personal use after completion
of its prescribed service life.

3. T authorize the Institute to debit the applicable amount from my salary.

Employee Signature with Date
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Computer Centre
Details of the assets applied for retention:

# | Asset No. Asset Type Asset AMS Tag

Asset Type: Desktop/Laptop/MacBook/Tab/ iPad; ~ Asset AMS Tag, if applicable.

It is certified that the above asset(s) have completed its prescribed Economical Useful
Life and is eligible for retention under the Institute guidelines. The details in the application have
been verified and found to be in order.

Verified by: Approved by:

Name & Signature with date Name & Signature with date

Finance & Accounts Section

It is certified that:
[J the corresponding FCRG grant entry has been created in the ERP

[J the prescribed retention amount has been debited from the employee’s
salary and has been accounted for in the financial records in the month of
vide the JV No.
Verified by: Approved by:
Name & Signature with date Name & Signature with date

Stores Section

It is certified that the asset has been removed from the Institute’s Fixed Asset Register (FAR)
and archived after completion of prescribed formalities.

Verified by: Approved by:

Name & Signature with date Name & Signature with date
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