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Glossary
Company/Group - means Heron and Brearley Limited and all associated subsidiary companies.
User/You - means any person provided with or given use of Company telecoms equipment or facilities.
Telecoms equipment/Services – means any Company phone i.e. desk IP phone or mobile phone and associated services including but not limited to telephone line, voicemail, text, chat, email, internet, telephone conferencing and any Company fax machine.
Employee(s) – means a person(s) who is contractually engaged by the Company on either an employed or self-employed basis for any period of time.
Fixed Line Services – means a Company IP (desk) phone and associated services including but not limited to telephone line, voice mail, telephone conferencing.
Company Issued Mobile Phone – means a mobile phone handset and associated services including but not limited to telephone line, voice mail, text, email, internet, telephone conferencing provided by the Company to an employee.
Line Manager – means the person that the employee reports directly to.
Department Head – means the Head of the relevant Department within the Group e.g. Retail, Finance etc.

Business Use – means when telecoms equipment/services are required for use in connection with the Company’s business.

IT HelpDesk – the means by which to report telecoms issues or request assistance from the IT Department via telephone on 699590.
Policy Statement

The Company recognises the importance of efficient, reliable IT and telecommunications (telecoms) equipment and resources to ensure the most effective running of services, communications and business activities. It also recognises that as a resource, IT and telecoms systems can be costly and open to abuse, so therefore it seeks to ensure that appropriate, safe and cost effective use is made of its IT and telecoms equipment and services at all times.

Scope

This controlled policy defines the guidelines to which all H&B Group employees should adhere to when using any Company owned IT or telecoms equipment. 

This policy is effective from August 2017.

This policy applies to all H&B Group and subsidiary employees.
Introduction

The aim of this policy is to:

1. Ensure that all users are aware of their responsibilities when using IT and telecoms equipment and facilities provided by the Company.

2. Ensure that the Company’s IT and telecoms equipment and facilities are not abused in any way.

3. To support information security management systems

Failure to comply with this policy and procedures may result in disciplinary action which will be in accordance with the groups Disciplinary Policy and procedures.

The Company reserves the right to vary or amend the provision of Company issued IT and telecoms equipment and facilities.

This policy will be reviewed on an on-going basis to ensure that it reflects current business requirements and incorporates relevant legislation.  The Company reserves the right to make any such changes as required.

Telephone usage
The Company’s telephone lines (including Company mobile phones) are for the exclusive use by employees in connection with the company’s business.  Whilst the Company will tolerate essential personal calls, excessive use of the telephone for personal calls is prohibited.  This includes lengthy conversations and calls at premium rates.  Personal calls must be kept to a minimum and timed so as to cause minimum disruption to the business. Excessive use of the telephone for personal matters may, following investigation, result in disciplinary action.

Employees are permitted to have personal mobile phones switched on during office hours which will ideally be switched to a silent ring tone. Personal mobile calls must be kept to a minimum and timed so as to cause minimum disruption to the business. Excessive/lengthy personal mobile phone calls, text messaging, emailing and browsing is prohibited during working hours and may, following investigation result in disciplinary action. 

Using a mobile phone whilst driving is a criminal offence in the Isle of Man and UK.  Employees are prohibited from using a hand-held mobile phone or similar hand-held electronic device whilst driving as part of their job duties, whether this is to make or receive telephone calls, send or read text or image/picture messages or to access the Internet or e-mail. The individual may face fines, and endorsements on licence and in view of the potential health and safety implications; it may also constitute gross misconduct as per the Company’s Disciplinary Policy and procedures.
If an employee does wish to use a hand-held mobile phone when driving, he or she must stop the car and completely turn off the car’s engine before using the mobile phone. A person is regarded as “driving” for the purposes of the law if the engine is running, even if their vehicle is stationary. This means employees must not use a hand-held phone at traffic lights, during traffic jams or at other times when the engine is still running.” Where applicable, hands-free kits should be fitted to vehicles and further advice regarding this can be obtained from the IT Department.

In order to maintain client confidentiality standards (GDPR) and the duty of care towards the privacy of other staff, the use of camera phones on Company premises is not permitted unless specific business requirements dictate their use e.g. photographic evidence for insurance claims. 

Telephone monitoring

The Company reserves the right to monitor and record telephone calls made and received on the Company’s telephone network. This enables managers to assess employee performance, ensure customer satisfaction and to check that the use of the telephone system is not being abused or used in an unauthorised manner.

Employees should also be aware that voicemail messages may be checked by managers for business calls when they are absent for any reason.  It may therefore be unavoidable that some personal messages might be heard in these circumstances.

Fixed Line Services

Phone points that remain unused for a period of 6 months (with the exception of emergency phone lines and alarm lines) may be terminated by the Senior IT Manager and their number reassigned.

Any manager who has an employee (including new starters) that requires an IP phone must make a request to the IT HelpDesk giving as much notice as possible.  Please request a copy of the required IP/Mobile Phone Requisition Form.

Calls from fixed lines to mobile phones tend to carry a high tariff so employees should only contact a mobile number if a fixed line alternative is not available.

Employees with voice mail functionality on their fixed line phone must set up a personalised voice mail greeting which identifies who they are to callers.

Requests for increased fixed line functionality should be made in writing to IT HelpDesk and subsequently authorised by the Department Head.

Employees must ensure that their fixed line telephones are kept clean and in good working order by only using them for the purpose in which they are intended.  If you require wipes they can be requested via IT.

Company Issued Mobile Phones

The Company may provide a mobile phone to those employees who require it for business use. Requests for Company Issued Mobile Phones will fall in line with the group IT mobile policy in conjunction with the IT procurement policy.  Please request a copy of the required IP/Mobile Phone Requisition Form.

Please refer to the Group IT Mobile Phone Policy for requests and guidance on mobile procurement.
Roaming and 3/4G Data SIM Cards

If you are planning to travel outside of the United Kingdom with your Company Issued Mobile Phone, you must contact the IT Department so that the appropriate roaming tariff can be applied.
The Company recognises that it may be appropriate for some employees to carry 3G/4G Data SIM Cards.  Increased costs will be incurred when roaming using a 3G/4G SIM Card so the user must always connect to a local Wi-Fi source wherever possible. Please contact IT to discuss requirements.

If required I.T. can provide a data Dongle for business trips to allow users within the UK to use cheaper data roaming for company use. Please request this via the IT Helpdesk at least one - two weeks before travel.
Telephone manner

When dealing with internal and external customers, the Company requests that all employees adopt the following approach:

· Identify themselves

· Speak in a pleasant tone of voice

· Speak clearly and in a professional manner

· Answer their colleague’s phones if they are not at their desks

· When transferring a call to a colleague, give them details of who the caller is and provide details of their query.

The use of text messaging for business purposes should be discouraged and only used if no other method of communication would be more efficient.

Indecent, obscene or immoral conduct towards staff, customers and/or third parties over the telephone will not be tolerated and will be treated as Gross Misconduct in accordance with the Disciplinary Policy and procedure.

Laptops and tablets

The Company may provide a laptop or tablet to those employees who require it for business use. Requests for Company Issued laptops or tablets should be made to the IT HelpDesk by the employees Line Manager and authorised by the Department Head. 

Company Issued laptops and tablets will be selected based primarily upon business requirements. The Senior IT Manager will discuss the personal requirements with the employee and is responsible for ensuring that the final purchase meets the business requirements and complies with the IT Procurement Policy. 

Employees who are provided with a Company Issued laptop or tablet are reminded that they are primarily for business use and are not an additional employee benefit. Employees may use a Company Issued laptop or tablet for personal use however this should be in line with the internet and email procedures laid out in this policy. 

All company issues laptops must have full Antivirus software installed on them with the latest updates as per the vendor’s website. Laptops should be brought into I.T. services for a health check at least once every 3-6 months. If you cannot return to IT a remote control session might be required. 

Non-company laptops and company laptops which are used external to the main Company offices should not be connected to the internal company network without prior approval from I.T. department.
Remote access to the company’s network via a laptop or tablet should be requested and approved and used for business purposes only. It is the individual’s responsibility to ensure company data is secure and that you do not leave any remote connectivity open which may allow non-authorised parties to access company data and systems.
The normal mechanism for remote access is access via Citrix or secure VPN, unless agreement has been granted for another mechanism.
Non Company third party support providers must be granted remote access by IT Manager.

Loan laptops maybe issued on a temporary basis to users from IT loan stock but must then be returned after the period of loan/use. If a laptop is deemed to then be needed on a permanent basis IT will purchase a new laptop which will be charged to the relevant departments overheads and have the loan returned.

External drives

USB or mass storage devices should not be connected to any company Laptop, Server or PC that are connected directly to the internal company network without prior signoff from the I.T. department and also having been checked for viruses.
Computer security

Never leave computers ‘unlocked’ when unattended. Those staff that use computer equipment should ensure that their computers are ‘locked’ before leaving their work area.  For PCs, automatic 20 minute enforcement will take place in the event of you not ‘locking’ your workstation.

Inform the I.T. department immediately if your workstation exhibits strange behaviour. 

Always log off your computer at the end of each working day to ensure that your documents and data can be backed up correctly overnight.
User passwords should be changed every month. Passwords should be at least six characters long. Ideally lower and upper case letters and numbers should be used. Do not write your password down. Passwords should not be shared with other members of staff or external people to the company. Please contact the IT department for further information on password security. 

Company data remains the property of the company and must not be shared externally without the correct approval. No data should be held on non-secure or approved machines or external devices. Approval should be gained from the I.T. Manager. Computer security must be dealt with in line with the Group IT policy and the Group Data Protection policy. 

All PC’s or other Company owned computers must have Group authorised antivirus software installed. Please contact the IT department for further information on antivirus protection. Please be vigilant for any suspicious activity on your PC which could cause issues.

Please think before you act :

· Do not open any emails which you do not recognise who they are from.

· Do not open attachments or links in emails which you wouldn’t normally do as part of your role within the business.

· Take care not to browse on the internet for personal use and click on sites which maybe suspicious.

· If you notice anything odd with accessing systems please report it immediately to I.T. or your business  head.

· If you do accidently click something ‘don’t hide’, report it quickly so it can be investigated.

Internet usage

The Company makes internet access available to its employees where relevant and useful for their jobs.

Internet usage is subject to the same restrictions as per any associated email, mobile phone, social media or data protection policy. 

The Company recognises that the internet is an integral part of doing business. It therefore encourages its employees to use the internet whenever such use supports the company’s goals and objectives.

For instance, staff members may use the internet to:

· Purchase supplies required for the proper performance of their duties

· Book business travel where appropriate

· Perform competitor or market research

· Identify potential suppliers or partners

· Use relevant web-based programmes required for the proper performance of their duties. 

The company also recognises that the internet is integral to many people’s daily lives. As such, it allows employees to use the internet for personal reasons, with the following stipulations:

· Personal internet use should be of a reasonable level and restricted to non-work times, such as breaks and during lunch.

· All rules described in this policy apply equally to personal internet use. For instance, inappropriate content is always inappropriate, no matter whether it is being accessed for business or personal reasons.

· Personal internet use must not affect the internet service available to other people in the company. For instance, downloading large files could slow access for other employees.

Only people who have been authorised to use the internet may do so.

Authorisation is usually provided by an employee’s line manager or the company IT department. It is typically granted when a new employee joins the company and is assigned their login details for the company IT systems.

Unauthorised use of the company’s internet connection is prohibited and may be dealt with in accordance with the Company’s disciplinary policy, a copy of which can be found in the Staff Handbook. 

Internet security

Although advantageous in many ways, the internet can be a source of security problems that can do significant damage to the company’s data and reputation.

· Users must not knowingly introduce any form of computer virus, Trojan, spyware or other malware into the company.

· Employees must not gain access to websites or systems for which they do not have authorisation, either within the business or outside it. 

· Company data should only be uploaded to and shared via approved services. The IT department can advise on appropriate tools for sending and sharing large amounts of data.

· Employees must not steal, use, or disclose someone else’s login or password without authorisation.

Staff members must always consider the security of the company’s systems and data when using the internet. If required, help and guidance is available from the IT department.

Protect Stored Cardholder Data

Sensitive credit card data is defined as the Primary Account Number (PAN), Card Validation Code (CVC, CVV2, and CVC2), and any form of magnetic stripe data from the card (Track 1, Track 2).

Sensitive or confidential data (e.g., Cardholder Data: PAN and sensitive authentication data) must be protected when stored and when it is in transit over public (or untrusted) networks.  Strong industry standard encryption methodologies must be used to protect data stored on hard drives, removable media, backups, etc.  

Personal Card Data should not be stored electronically or written to ensure we meet with PCI compliance. Any card data stored will be encrypted ensuring card information cannot be gained e.g.  **** **** **** 2039. If full card data is stored it should have specific access control and security to gain access to ensure only authorised staff can access and ensure access is logged for audit purposes. It is the company’s responsibility to ensure that operational procedures for protecting any stored cardholder data is documented, in use, and known to all affected parties and policies and procedures to protect card holder data complies with PCI-DSS.

Any breach of PCI must be reported and logged to the IT Helpdesk and copied to the Data Protection Officer in the first instance. All actions and subsequent follow-up tasks will be logged within the helpdesk calls for future audit.

Inappropriate content

There are many sources of inappropriate content and materials available online. It is important for employees to understand that viewing or distributing inappropriate content is not acceptable under any circumstances.

Users must not:

· Take part in any activities on the internet that could bring the company into disrepute.

· Create or transmit material that might be defamatory or incur liability for the company.

· View, download, create or distribute any inappropriate content or material.

Inappropriate content includes: pornography, racial or religious slurs, gender-specific comments, information encouraging criminal skills or terrorism, or materials relating to cults, gambling and illegal drugs.

This definition of inappropriate content or material also covers any text, images or other media that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or any other characteristic protected by law.

· Use the internet for any illegal or criminal activities.

· Send offensive or harassing material to others.

· Broadcast unsolicited personal views on social, political, religious or other non-business related matters.

· Send or post messages or material that could damage the Company’s image or reputation.

Copyright

The Company respects and operates within copyright laws. Users may not use the internet to:

· Publish or share any copyrighted software, media or materials owned by third parties, unless permitted by that third party.

· Download illegal copies of music, films, games or other software, whether via file sharing services or other technologies.

Employees must not use the company’s equipment, software or internet connection to perform any tasks which may involve breach of copyright law.

Software

No software should be downloaded or installed to any company PC, Server or Laptop without prior I.T. department signoff / approval.

All software should be properly licensed and have appropriate support service level contracts in place for the product where required.
Monitoring internet use
Company IT and internet resources — including computers, smart phones and internet connections — are provided for legitimate business use.

The company therefore reserves the right to monitor use of the internet, to examine systems and review the data stored in those systems.

Any such examinations or monitoring will only be carried out by authorised staff.

Additionally, all internet data written, sent or received through the company’s computer systems is part of official company records. The company can be legally compelled to show that information to law enforcement agencies or other parties.

Users should always ensure that the business information sent over or uploaded to the internet is accurate, appropriate, ethical, and legal.

Email usage

The Company recognises that email is a key communication tool. It encourages its employees to use email whenever appropriate.

For instance, staff members may use email to:

· Communicate with customers or suppliers

· Market the company’s products

· Distribute information to colleagues

The company also recognises that email is an important tool in many people’s daily lives. As such, it allows employees to use their company email account for personal reasons, with the following stipulations:

· Personal email use should be of a reasonable level and restricted to non-work times, such as breaks and during lunch.

· All rules described in this policy apply equally to personal email use. For instance, inappropriate content is always inappropriate, no matter whether it is being sent or received for business or personal reasons.

· Personal email use must not affect the email service available to other users. For instance, sending exceptionally large files by email could slow access for other employees.

Access to personal email accounts via Company PCs at work is not permitted. 

It is the user’s responsibility to maintain and manage their email box and deleted any unwanted emails. This helps reduced backup sizes and restoration.

Only people who have been authorised to use email may do so.

Authorisation is usually provided by an employee’s line manager or the company IT department. It is typically granted when a new employee joins the company and is assigned their login details for the company IT systems.

Unauthorised use of the company’s email system is prohibited and may be dealt with in accordance with the Company’s disciplinary policy, a copy of which can be found in the Staff Handbook. 

Email security

Used inappropriately, email can be a source of security problems for the company. Users of the company email system must not:

· Open email attachments from unknown sources, in case they contain a virus, Trojan, spyware or other malware.

· Disable security or email scanning software. These tools are essential to protect the business from security problems. 

· Send confidential company data via email. The IT department can advise on appropriate tools to use instead.

· Access another user’s company email account. If they require access to a specific message (for instance, while an employee is off sick), they should approach their line manager or the IT department.
Users must also be aware that potential hackers are also able to send emails and attachments which appear to be from a legitimate email address such as a colleague or client, it is therefore important to be vigilant, and if in any doubt always contact the IT department before opening any attachment which is in any way suspicious or unexpected, regardless of its title or perceived origin.

Staff members must always consider the security of the company’s systems and data when using email. If required, help and guidance is available from line managers and the company IT department.

The group has email protection for Anti-virus and Spam, but this protection is not 100% so vigilance is required still on email being received and opened by company staff members.

The Email Security policy outlines the process for Quarantined email.
Inappropriate content
The company email system must not be used to send or store inappropriate content or materials. 

It is important employees understand that viewing or distributing inappropriate content via email is not acceptable under any circumstances.

Users must not:

· Write or send emails that might be defamatory or incur liability for the company.

· Create or distribute any inappropriate content or material via email.

Inappropriate content includes: pornography, racial or religious slurs, gender-specific comments, information encouraging criminal skills or terrorism, or materials relating to cults, gambling and illegal drugs.

This definition of inappropriate content or material also covers any text, images or other media that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or any other characteristic protected by law.

· Use email for any illegal or criminal activities.

· Send offensive or harassing emails to others.

· Send messages or material that could damage the Company’s image or reputation.

Any user who receives an email they consider to be inappropriate should report this to their line manager or supervisor.

Email Copyright

The Company respects and operates within copyright laws. Users may not use company email to share any copyrighted software, media or materials owned by third parties, unless permitted by that third party.

Employees must not use the company’s email system to perform any tasks that may involve breach of copyright law.

Users should keep in mind that the copyright on letters, files and other documents attached to emails may be owned by the email sender, or by a third party. Forwarding such emails on to other people may breach this copyright.
Email etiquette

Email is often used to communicate with customers, partners and other important contacts. Although a relatively informal medium, staff should be aware that each email they send does affect the company’s image and reputation.

It’s a good idea to follow rules of good email etiquette. Users must:

· Not forward on chain emails or ‘humorous’ messages. These clog up people’s inboxes and some topics are not appropriate for the workplace.

· Always use a meaningful subject line rather than leaving it blank or using a single word like ‘hello’.

· Only use the ‘important message’ setting sparingly, for messages that really are important.

· Not use ALL CAPITAL LETTERS in messages or subject lines. This can be perceived as impolite.

· Be sparing with group messages, only adding recipients who will find the message genuinely relevant and useful.

· Use the ‘CC’ (carbon copy) field sparingly. If someone really needs to receive a message, they should be included in the ‘to’ field. 

· Use the ‘BCC’ (blind carbon copy) field to send group messages where appropriate. It stops an email recipient seeing who else was on the email.

Monitoring email use

The company email system and software are provided for legitimate business use.

The company therefore reserves the right to monitor employee use of email.

Any such examinations or monitoring will only be carried out by authorised staff.

Additionally, all emails sent or received through the company’s email system are part of official Company records. The company can be legally compelled to show that information to law enforcement agencies or other parties.

Users should always ensure that the business information sent via email is accurate, appropriate, ethical, and legal.
The company may install checking software to monitor such things like abusive words and or images.
Video Conferencing 

The company has now invested in Video conferencing units which will allow connections between sites and potentially other parties. Request for use will need to be booked through reception / IT at least two days before any meeting is required. If you have questions regarding the operation of this equipment please contact IT directly.

Video Conferencing use should be for business purposes. Users of any video conference should act in an appropriate and professional manner. Recording of any conference is prohibited unless all parties are aware of the recording.

Fax Machines

Fax machines must be placed in secure areas and not where unauthorised employees may have access to them. Where possible fax machines should operate from internal extensions.
Fax headers (Appendix 2) must be used to identify the source and the destination of the material to be transmitted.
If sensitive or important material is being sent via fax, the employee must verify the destination number is correct and ensure that it has reached the intended recipient safely by either checking the fax log or calling the intended recipient. Any missing transmissions must be reported immediately to IT HelpDesk.

Wearable technology

The Company recognises that there are certain forms of wearable technology such as watches that provide access to phone, email and internet. 

All forms of personal wearable technology must be used appropriately and in personal time only i.e. lunch breaks. 

The excessive use of wearable technology during working hours for personal use is unacceptable. 

The use of wearable technology or any personal mobile phones, laptops or tablets for taking photographs of any company owned data is strictly forbidden as per the Company’s Data Protection policy (GDPR). 

Fault Reporting and Replacements

Should any of the IT or telecoms equipment and facilities develop a fault, details should be passed immediately IT HelpDesk.

Any damage or theft/loss of any of the IT or telecoms equipment should be reported immediately to the IT HelpDesk.
Existing Company Issued Mobile Phones will not normally be replaced unless they are no longer fit for purpose.
All old and replacement company Issued Mobile Phones must be returned to the IT Department no matter what condition they are in.

Employees who neglect to look after their Company Issued Mobile Phone resulting in loss or damage requiring a replacement may be issued with a basic mobile phone depending upon the business requirements.

Damage to Company IT or telecoms equipment may not lead to a replacement. Repairs will be investigated before any replacement is issued. Costs for repairs will be charged direct to associated department.

Any employees who upon investigation, are found to have wilfully damaged any Company IT or telecoms equipment may face disciplinary action as per the Company’s Disciplinary Policy.

Inventory of assets

The Company’s IT department will be responsible for maintaining an inventory of employee held IT and telecoms equipment. Should any employee leave employment or move to a new position where certain equipment is no longer required, Line Managers must inform the IT department who will require the return of all relevant Company owned IT or telecoms property and the employee agreed to promptly return all such property. 

Upon an employee leaving employment, Line Managers must inform the IT department of any systems or applications which were in use by the employee and which will need de-activating. 
Policy Agreement

I have read and understood the Group IT Policy and agree to the terms and conditions as set out therein.
Print name…………………………………..

Signed………………………………

Date……………………………
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 *note* banding prices may be changed without notice alongside market price changes.
Values are Inc of VAT
	Any Value 
	    G
	Holdings Company Directors

	
	
	

	£999
	F
	Subsidiary Company MD

	
	
	Group Finance Director

	£749
	E
	Other Subsidiary Company Director

	
	
	e.g finance director / operations director

	£549
	D
	Senior Management - e.g.

	
	
	IT manager

	
	
	Senior Operations Manager

	
	
	Senior Management Accountant

	
	
	HR Manager

	£349
	C
	Middle Management

	
	
	Regional Operations Manager

	
	
	Management Accountant

	
	
	Head of Tech Services

	
	
	Buying Manager

	
	
	Tech Services manager

	£249
	B
	Other management

	
	
	Site manager

	
	
	Trainee Management Accountant

	£199
	A
	Functional

	
	
	All roles that do not fit into the above bandings but require a mobile phone for fieldwork
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When completed, please return to the IT HelpDesk

Appendix 1
FIXED & MOBILE PHONE REQUEST FORM


Name of Mobile/Fixed Phone User:  











Type of Equipment Required: [Mobile] [Fixed IP] or [Both]


Fixed Phone: [New] or [Existing] 


Mobile: [Change] or [New] *detail business reasons


Business Unit:  








 

Users Grade: 



Is a new mobile number required?:  [Yes] / [No]


If not, what is the current mobile number?:  






Is International Roaming required?:   [Yes] / [No]


Email Access Required?: [Yes] / [No]


Internet Access Required?: [Yes] / [No]


*Detail Business reason for the required mobile device: (e.g. why user requires BlackBerry etc)

Below is the mobile phone matrix against grading


		 

		Ex VAT

		<=£152

		<=£225 BlackBerry User Only

		<=£360

		Any Value



		 

		Inc VAT

		<=£190

		<=£270 BlackBerry Users Only

		<=£450

		Any Value



		Grade

		 

		 

		 

		 

		 



		A

		 

		X

		X

		 

		 



		B

		 

		X

		X

		 

		 



		C

		 

		X

		X

		 

		 



		D

		 

		X

		X

		 

		 



		E

		 

		X

		X

		X

		 



		F

		 

		X

		X

		X

		X



		G

		 

		X

		X

		X

		X



		

		

		

		X - Allowed Phone to the Value marked

		

		





Authorising Department Head: 

Name:




Signature:  




Date:   


                                           

Position:  







Mobile Phone/Device Collected By:


Name:




Signature:  




Date:   


                                           

IT Use Only

		Date Form Received:

		



		Actioned By:

		



		Date Mobile/Device Received:

		



		Date Mobile/Device Issued:
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