Sample Checkout Form:

NEBRASKA DEPARTMENT OF EDUCATION

SECTION:                                   
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ASSURANCE STATEMENT
Each employee checking equipment out under this policy must sign for equipment before removing it from the department.  When checking out equipment and by their signatures, each employee agrees:

A.
To use reasonable care in transporting and using the equipment that is in their care, custody and control.  In addition, employees will assure that all department-owned equipment is secured while not in use.

B.
To promptly report to their supervisor and to the Data Center any malfunction, damage or loss of the equipment.  The employee further agrees to promptly return equipment needing repair or maintenance to the Department and will not attempt to repair the equipment themselves or have it repaired by others.

C.
To use the equipment only for official Department of Education business and not for any personal business or other incidental business pursuits.  The employee will not allow the equipment to be used by others for purposes other than official Department of Education business.

D.
That the employee understands and will abide by the provisions of this administrative memorandum.
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