	Battelle
The Business of Innovation
	HOME USE / TRAVEL


	
	Offsite Property Control Number: 

 
	

	
	Contact Property Management at 373-5778 or your organizational property representative for a control number.

	OFF-SITE FACILITY INFORMATION

Staff/Resident non-staff name: (print) 
Date 

Payroll No 

Phone 

Steward Code 

BLD/Room 

Mail Stop 

Business Address

City/State 

Property Rep: 

_____________________________________

Payroll No 

     (Name/Signature) (Type and Sign)

Phone No

OFF-SITE RESIDENCE INFORMATION (If Home Use or Home Use / Travel)
Staff/Resident non-staff name: (print) 
Date 

Payroll No

Phone 

Steward Code 

BLD/Room 

Mail Stop 

Home Address 

City/State 

Property Rep: _______________________________________  Payroll No.________________

                                    (Name/Signature) (Type and Sign)                                                                                               

Please read and sign:   I, _________________________, payroll number/student number or social security number ____________________ have read “Taking Property Home Or On Travel” and understand my responsibilities for using this equipment, and or software.  I understand that misuse or abuse of this property may result in criminal prosecution or disciplinary action.  Loss or damage due to staff member's negligence may result in disciplinary action.

Staff/Resident non-staff signature: ________________________________________________ 

                                                                                        (Name / Signature)

Immediate Manager signature:___________________________________________________

                                                                                        (Name / Signature)


	TAKING PROPERTY HOME OR ON TRAVEL
The individual user's responsibilities are as follows:

1.
Equipment and software used must be for official business use only.  PNWD staff members/resident non-staff are the only persons authorized to use the property.
2.
The equipment and software must be protected at the same level, including physical and data protection as provided at the work location.

3.
Software used on computer systems must be correctly licensed for use on the system under terms of the applicable software license agreement.  Personal software programs will not be loaded onto this computer.
4.
For extended use, the staff member/resident non-staff shall allow Property Management, Security, and/or ADP Administration admission to their place of residence to inventory the property and/or check hard disks for unauthorized software. Twenty four (24) hour advance notification will be provided.

5.     If a loss/theft occurs while the property is in the staff member's care, i.e., staff member's home, personal vehicle, or while on travel, the loss is reported to PM (PM notifies Security), local police, and the staff member's personal insurance company.  Whatever restitution the insurance company allows is submitted to Battelle.
Purpose for the off-site use:

       Home Use
       Home Use / Travel
       Checkout / Pool
       Business Trip

       Offsite Battelle Facility
Equipment Return Date: (required)

____________________________ 
(not to exceed two years)

	IF USER IS A RESIDENT NON-STAFF MEMBER
_______________________________________ _________________

Responsible PNWD Staff Member’s signature                                  Payroll Number

_____________________________________________________ _______________________

Division Director/Level II Manager signature                                      Date 


	

	

	Item No.
	Property No.
	Serial No.
	Description - (include Equipment Official Name, Manufacturer Name, Model Name, and Model Number.) 

	1
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	(Send original to your Organizational Property Representative)
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