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T-1042 Research Space Asset Register Checklist
General Information
	Item
	Yes/No
N/A
	Comments

	Asset Register is up to date
	
	

	Asset register is maintained in a secure location 
	
	

	Is the register backed up regularly? 
	
	

	Any ghost assets (listed but missing) identified?
	
	

	Any unrecoded assets (present but not listed) identified? 
	
	

	Are disposed/retired assets recorded on the register?
	
	

	Is disposal method documented?
	
	

	Is write-off approval properly documented?
	
	


Assets
· Asset 1 - 
· Asset 2 - 
· Asset 3 - 
Asset Details 
	Item
	Asset 1
(Yes/No
N/A)
	Asset 2
(Yes/No
N/A)
	Asset 3
(Yes/No
N/A)
	Comments

	Unique asset ID assigned to each asset
	
	
	
	

	Type of asset is clearly recorded
	
	
	
	

	Location of asset is listed 
	
	
	
	

	Assigned user/department is listed 
	
	
	
	

	Asset Status (Active, retired, disposed)
	
	
	
	


Finance
	Item
	Asset 1
(Yes/No
N/A)
	Asset 2
(Yes/No
N/A)
	Asset 3
(Yes/No
N/A)
	Comments

	Purchase/Acquisition Date
	
	
	
	

	Is it clear if the asset is owned or loaned? 
	
	
	
	

	Are ownership documents available?
	
	
	
	

	Supplier/vendor details 
	
	
	
	

	Warranty/Maintenance agreement in place 
	
	
	
	


Physical Verification
	Item
	Asset 1
(Yes/No
N/A)
	Asset 2
(Yes/No
N/A)
	Asset 3
(Yes/No
N/A)
	Comments

	Are the assets physically present?
	
	
	
	

	Does the unique asset ID match the one in the register?
	
	
	
	

	Are assets in good working condition?
	
	
	
	

	Is the next calibration/maintenance due date clearly labelled?
	
	
	
	


Maintenance and Calibration 
	Item
	Asset 1
(Yes/No
N/A)
	Asset 2
(Yes/No
N/A)
	Asset 3
(Yes/No
N/A)
	Comments

	Are the dates for maintenance/calibration clearly identified in the register?
	
	
	
	

	Are all maintenance/calibration certificates available? 
	
	
	
	

	Is there a report of the calibration/maintenance being conducted?
	
	
	
	



Summary
	Category
	Finding
	Immediate Action
	Corrective Action
	Actions Completed by (Initials and Date)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Checklist completed by:
Signature: ___________________
Date: ___________________
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