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ICT ASSET REQUEST FORM

To be filled by Head of Department only

	HOD’s Particulars

	Name
	
	

	
	
	
	
	
	
	
	
	

	Department
	
	WND
	
	Shipping
	X
	Land 
	
	Finance and ICT
	
	CEO,COO Office
	

	
	
	
	

	Signature
	
	Date
	
	

	
	

	Details of Request

	
  

	Request for : 
	
	New
	
	Asset Replacement
	
	Others : 
	
	

	
	
	

	Staff Name :
	
	

	
	
	
	
	
	
	

	Designation :
	
	Section
	
	

	
	
	

	Location
	
	Required date
	
	

	
	

	Requested ICT item `
	

	
	
	
	
	
	

	
	
	Personal Computer (PC)
	
	Others (Please specify)
	

	
	
	Notebook
	
	
	

	
	
	Printer – Dot Matrix
	
	
	

	
	
	Printer – Desk jet
	
	Laser Jet
	
	
	

	
	
	

	Justification
	
	

	
	
	

	
	
	

	
	
	
	
	
	
	
	

	Budgeted 
	
	Yes
	
	No
	Allocated budget
	
	Budget Balance
	
	

	
	
	
	
	
	
	
	

	Justification if not budgeted
	
	

	
	
	
	
	

	ICT Recommendations

	
	

	Model  specification : 
	
	

	
	

	
	
	Estimated cost :
	
	

	Name : 
	En. Yohannes Bin Nazwir
	Signature
	
	Date
	
	

	
	
	
	
	
	
	

	Budget and Cost verified by 
	

	
	
	

	Remarks :
	
	

	  Name
	Mr Noorul Nizam Mohd Nor
	Signature
	
	Date
	
	

	
	
	
	
	

	Justification 
	
	Recommended 
	
	not recommended by COO

	
	
	

	Remarks :
	
	

	Name 
	En. Abdul Wahab bin Abdull Majeed
	Signature
	
	Date
	
	

	
	
	
	
	
	
	

	Request
	
	approved
	
	not approved by CEO

	
	
	

	Remarks :
	
	

	Name
	Hj Azman Bin Aziz
	Signature
	
	Date
	
	

	
	
	


ICT Asset Request Form Policy.

This ICT asset request form shall only be filled by Head Of Department only. 

This form must be submitted one month prior to the required date, the estimated delivery period is one month after the request date.

One form is for one type of asset only and for one personnel only; please use multiple form for request of more than one asset and for more than one personnel

Note: Please tick        





        whichever appropriate






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