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SENSITIVE ITEM RECEIPT ACKNOWLEDGMENT

NAME










LIFE NO:_






Last



First

BUILDING




LAB/ROOM NO:


EXT:




ITEM DESCRIPTION








​BAR CODE NO.


MANUFACTURER




MODEL


SERIAL


Assignment of this item is being recorded in your Property File.  You are required to comply with the Sensitive Item Policy.  It is your responsibility to report any lost, damage, or suspected theft immediately to the Security Group.  Upon termination or transfer you are required to obtain a release of responsibility from your Department/Division Property Representative.  Failure to obtain this release could result in personal liability and/or cause your termination approvals to be withheld.




Employee Signature






Date

RELEASE:

THE ABOVE EMPLOYEE HAS EFFECTED DISPOSITION OF THIS PROPERTY BY THE FOLLOWING ACTION:

RETURNED TO THE DEPARTMENT/DIVISION FOR RE-ISSUE.

RELEASED TO PPM DIVISION ON TICKET NO.





.
REPORTED TO SECURITY ON INCIDENT REPORT NO.




.



Property Representative






Date

1. DEPARTMENT/DIVISION

Sensitive Item Policy

Examples of sensitive items are:

    Cameras                               Personal Computers              Work Stations

    Facsimile Machines             Printers                                  Televisions

    Photographic Equipment     Radio Support Equipment     Video Recorder Workstations

      Laboratory policy requires control of sensitive property items.  This sensitive item policy is distributed to you as a recipient of a sensitive item.  Your responsibilities regarding the use and custody of the sensitive item is as follows:

Accountability:  You are required to acknowledge receipt of sensitive items assigned to you.  You are responsible for obtaining a release of accountability upon termination, transfer, or surrender of sensitive property.  Your Property Representative is responsible for processing a new Sensitive Item Acknowledgement Receipt whenever changes in custody take place.

Note:  Sensitive items designated for use by more than one employee should be assigned to the Group Supervisor.

Safe Custody:  It is your responsibility to exercise reasonable care, maintenance and proper storage of sensitive items.  Unattended items should be kept in locked areas wherever possible.

Loss or Theft:  You should immediately report any loss or suspected theft of property to the Security Group.  In addition, you should notify your Department/Division Administrative Property Representative.  Losses resulting from misuse or negligence on your part may require reimbursement to the Laboratory.

Transfer/Removal:  Permanent reassignment of custody or location must be processed through your Property Representative.  Relief of accountability is not effective until you have obtained an executed release form.  Removal of sensitive items from the Laboratory for official purposes must be documented on a Property Pass or Shipping Memo.

Inventory:  The required annual verification of sensitive property is accomplished by a physical inventory coordinated by Property Management.


NOTE:  LABORATORY AND DOE POLICY PROHIBIT THE USE OF 

                          GOVERNMENT PROPERTY FOR PERSONAL PURPOSES.



 This policy applies to Laboratory employees, guests and visitors
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