CIVILIAN EMPLOYEES CHECKOUT LIST

NAME: ______________________

FORWARDING ADDRESS: _____________________________________________________________

DEPARTMENT




SIGNATURE

DATE
Library (Bldg 339) M-F 0800-1630

(Circulation Desk-Main Lobby)


_________________
____________

Help Desk (Bldg 330 Rm IN-151)

(User Registration & Acctg)



_________________
____________

Audio Visual Issue (Bldg 220 HE-77)





(Old Post Office location)

M-F 0800-1130/1230-1630



_________________
_____________

Call 1st - x2035 

Student Services 

HE-033 (Basement)

M-Thu 0800 – 1600/Fri 0800 – 1400


________________
_____________

Human Resources Office      


________________
_____________

Turn in ID Card x7614
Vehicle Registration (Bldg 260) 


_________________
_____________

X2556 / x1174  M-Thu  0730 - 1630

Classified Material Control/Vault

(Glasgow, Rm B19 x2565) Note #2              

_________________
_____________

Security Manager (Glasgow, Rm B19 x2450)

 (Personnel Security) Note #1& #2


_________________
_____________

Safety Manager (Bldg 436) 



_________________
_____________

ADP System Administrator

(HE-202E) (If user of MIS LAN)


_________________
_____________

Administrative Officer (HE-131 x2789)

(See Admin Chief)




_________________
_____________

Bank of America Gvt Card Program Coor

(RO-103K) Note #2      



_________________
_____________

APC Govt Purchase Card & Minor Property

(Bldg HE-158) Note #3



_________________
______________

Immediate Supervisor – certify all    

__________________
______________

Government-owned keys and other material have been returned
Dept to maintain check-out sheet

Note#1:  Checkout is by appointment.  You must check out with the Library & Classified Material Control /Vault before checking out with Security Manager.

Note #2: MUST check out in person.

Note #3: Turn in Government Purchase Card to APC:  Kathi Moore.

