DEPARTMENT OF CULTURE RECREATION AND TOURISM

OFFICE OF THE LT. GOVERNOR/OFFICE OF THE SECRETARY

This form is to acknowledge that I have been assigned state equipment for the use of DCRT state business. I understand that according to the LAC “…each person to whom property is entrusted and receipted for as provided in these regulations shall be liable for the payment of damages whenever his wrongful or grossly negligent act or omission causes any loss, theft, disappearance, damage to or destruction of property.”

I understand that the equipment listed below is to be used only by me and only for DCRT official business.  I agree to do everything within my power to protect and conserve all State-owned property, including equipment and supplies entrusted and/or issued to me. 

Upon completion of the program/project for which this equipment was issued for my use, or a change in duties which eliminates the need for this equipment, or when requested by my supervisor or section head, all equipment will be returned to the DCRT Section from which it was removed.

EMPLOYEE/ASSIGNMENT INFORMATION 

Equipment Assigned for the Period of                             thru June 30, 2010:

Name: 

Agency/Section: 

	Equipment Description
	Serial Number
	Property Tag

	Sample Laptop
	5W9V881
	21000-001174

	            Laptop
	5BMXC1
	52000-000931

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Note:  The serial number on a Dell laptop is the Service Tag number.

The property tag is a white sticker that has: State of Louisiana, your agency name and the 11-digit property number that begins with  21000 for Office of the Secretary and 52000 for Office of the Lieutenant Governor.

Signature of Responsible Employee




Date

APPROVAL



Signature of Property Manager




Date

