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I.    Purpose
To provide a systematic check out procedure when loaning out Office of Purchasing equipment.

II.    Scope
This procedure applies to all Office of Purchasing equipment being loaned (checked out) to other county offices.

III.   Responsibility

Equipment in the Office of Purchasing shall be checked out at the Receptionist desk on the Equipment Checkout Form # OF0040.  The equipment will be labeled to that effect as follows: 

To Check Out Equipment

See Receptionist
Office of Purchasing - 2nd Fl - Rm. 230

Matt Langley Bell III Building

Anyone requesting use of the equipment, please guide them accordingly.  Also, please check to see if Purchasing is scheduling to use the equipment for the immediate or near future for possible conflicts or adjustments in scheduling to try to satisfy all needs if possible.
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