LAPTOP ISSUING (PERSONNEL) PROCEDURE

Related Board of Trustees Policy: N/A
Approval: August 2012

Revision:

NC Statewide Technology Standard(s): 050402

Purpose: Procedure for how laptops are issued to College personnel.

In order for a Craven Community College employee to check out a portable technology item from
Technology Services, including but not limited to laptops, netbooks, or tablets, a Technology Sign Out
Form will need to be completed and signed by the employee. By signing the form, the employee agrees
to use the device for Craven Community College purposes only and to not transfer the device to anyone
else. After being signed, the form is verified for accuracy and signed by a member of Technology
Services. This information is entered and maintained in the Technology Services inventory database and
the form is filed. When the laptop is returned, a member of Technology Services will check the condition
of the laptop and retrieve the form for the employee to sign confirming its return.
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