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Laptop check-out form

If your IT support department provides loaner laptop equipment, it's important to effectively track and manage that equipment. Failure to do so puts your equipment and the safety of your organization's computer systems at risk. All help desks should have a clearly defined process through which end users can request loaner equipment. A critical part of such a process is either a paper or online form that end users can use to make their requests. To help you develop such a form for your help desk, we have created a sample laptop check-out form based on a submission from TechRepublic member Julie O'Reilly.

This form collects several important bits of information, including:

· Manufacturer

· Model number 

· Asset tag number

· Serial number

· Equipment checkout (laptop, laptop bag, power cord, modem/adapter, network card/adapter, mouse, and so forth)

· Borrower's name, phone number, and department

· Borrower's signature

· Return date

· Technician's signature

Trouble Ticket #:  ______________

(Company Logo here)

Laptop Check-out Form

This agreement ensures that equipment borrowed from the IT department will be used and maintained by the designated borrower (named below). By signing this form, the borrower accepts responsibility (for his/her department) to demonstrate proper use of specified equipment.

All specified equipment is the property of (Company Name) and will be set up with standard software needed for use. We ask that you NOT install software of any kind, other than software provided by the IT department. The (Company) help desk will be available to provide assistance when needed.

Description of laptop:

Manufacturer:








Model #:









Asset #: 









Serial #:









Items Issued: Please check appropriate boxes.

	· Laptop

· Laptop Bag

· Power Cord

· Modem/Adapter

· Network Card/Adapter
	· Mouse (w/out dock station)

· Parallel Connector (A: drive)

· Floppy Disk

· CD Rom

· DVD


Borrower’s information:

Name










Signature








Department








Phone/Ext.








Return Date








**Return date should be no longer than 10 consecutive days unless otherwise approved.

**E-mail reminders will be sent out one day prior to specified return date.

Technician's Signature 
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