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Inventory Check Out / Check In Form 

 

 

Per UNM Inventory Control, it is Mandatory that we have a signed Check Out form 

for every UNM Asset Tagged piece of equipment that leaves UNM Campus.  This 

includes computers that are used at someone’s home as well as out in the field. 

 

Please ensure you have a fully executed “Check Out” form on file for all the 

computers listed in your department that are being used away from campus.  A 

copy of this form must be provided to the Facilities Services Manager so they can 

account for the Inventory within the department.   

 

Please put only one asset on a form. 

 

This form can be obtained via the following path: 

 

http://www.unm.edu/~plantfun/forms.html 

 

Once the computer has been returned, fill out the bottom portion of the form in 

the “Check In” area.  Please provide the Facilities Services Manager with a 

completed copy. 

 

 

 

Thank You 

http://www.unm.edu/~plantfun/forms.html

