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BRANCHES ICT ASSET FAILURE REPORT FORM

	
	Head Of Branch Particulars

	
	
	
	
	

	Name :
	
	Branch :
	
	

	
	
	
	

	Signature :
	
	Request Date :
	
	

	
	

	
	Details of Request  (please tick wherever apply)

	
	
	
	

	
	Affected ICT Items
	Brand;
	
	
	Description of Problem
	

	
	
	PC
	
	Model:
	
	
	
	

	
	
	Notebook
	
	Tag No
	
	
	
	

	
	
	Printer
	
	Serial:
	
	
	
	

	
	
	Others (pls 
	
	Additional Remarks (if any)
	
	
	

	
	
	Specify)
	
	
	
	Impact of Problem
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	

	
	ICT Recommendations (to be filled by ICT - please tick wherever apply)

	
	

	ICT Observation
	
	Critical
	
	Moderate
	
	Non Critical
	
	No Action required
	

	
	
	

	Suggested solutions: 
	
	Repair to external
	
	Replace with new
	
	Substitute
	
	Return to HQ
	

	
	
	

	
	
	Others :
	
	

	
	
	

	Justification : 
	
	

	
	
	

	
	
	

	
	
	

	Estimated cost :
	
	Reference No :
	
	

	Name : 
	En. Yohannes Bin Nazwir
	Signature
	
	Date:
	
	

	
	
	


	
	Verification and Approval (please strike through wherever not applicable) **

	
	Estimated Cost verified by :

Head of Finance : En. Noorul Nizam Bin Mohd Nor
	
	

	
	
	Signature
	Date

	
	Remarks :

	
	
	

	
	Request recommended / not recommended by :

Chief Operating Officer : En. Abdul Wahab Bin Abdull Majeed
	
	

	
	
	Signature
	Date

	
	Remarks :

	
	

	
	Request Approved / Not Approved by :

Chief Executive Officer : Hj Azman Bin Aziz
	
	

	
	
	Signature
	Date

	
	Remarks :

	
	
	


	
	
	

	
	ICT Asset Report Failure Form Policy.

This ICT asset report failure form shall only be filled by Head Of Branch only. 

One form is for one problem only, please use multiple form for request of more than one problem

This form is still acceptable if sent via fax

For repair to external, this form is to be attached together with the suppliers invoice

For replacement with new, this form is to be attached with the asset request form 

For any external repair or replacement with new without this form, shall be considered as illegal.

Note ** Verification and approval only to be filled if it involves , repair to external or replace with new or other solutions which involved additional cost to JPL
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