
 

 

 

Name & Address of Company (Company letterhead) 
Name of employee: Employee no. (if any) 

Description of documents/amount surrendered for safe-keeping 
 
Document: 
Currency: 
Other currency (describe): 
 

 

Any other items (please provide details): 

Note: It is the responsibility of the employer to provide clear details of items surrendered for safe-keeping, and to ensure 
that the employee is fully aware of where these items are being kept. 

Acknowledging receipt of the above items 
 
Company  
Name: 
Designation: 
 

Signature & Date: 

 
Employee 
Name: 
Passport no.: 
 

Signature & Date 

*Note: Upon the retrieval of items, employer and employee should sign on both copies as above. Employer and employee 
shall retain their respective copies. 
 
_______________________________________________________________________________________________________________________________________ 
DISCLAIMER: The information in this document is prepared for a brief and general guideline for informational purposes only. Best efforts 
have been made to ensure that information included is correct to the best of our knowledge but, whilst EF may make up dates from time to 
time, EF has no obligation to do so and cannot be held liable for the accuracy of the information. The information provided is ‘as is’ and no 
warranty is made as to the completeness, accuracy or reliability of the information. As far as it is permitted by law, Earthworm Foundation 
(and its affiliates, subsidiaries and representatives) will (a) not be liable for any claims or damages related to the quality, completeness or 
accuracy of the information, (b) not owe any duty of care to the reader of this document, (c) not bear liability for any direct or indirect 
consequence due to error, misstatement or omission by EF. Readers are strongly encouraged to use this information as a guide to do their 
own research and to ensure that any relevant laws, rules, regulations and / or guidelines relevant to their company or business operations 
are adhered to.   
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