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In order to remove property from CGH IS, there needs to be an accompanying “Property Removal Pass” that indicates the name of the person removing the property, the date when the property is being removed, an itemized list of the property to be removed, the expected return date, if applicable, of any property and the signature and date of an authorizing agent from IS at CGH.

Only MPR, SNE and JMN May sign property removal passes

If you need to remove CGH IS property from CGH, follow the following procedures:

1. Get together all of the items that need to leave CGH into one location; actually load the transport cart to be used, if applicable.

2. Ask MPR, SNE or JMN for the Property Removal Pass book and fill out a line for each item you are removing from the property. Include ALL major components (e.g. monitor, PC, printer) and supply items that are separately packaged (e.g. ink jet cartridges, reams of paper) as well as software titles (e.g. Windows 2000 Server). 

· Note: Be sure to put the carbon paper between the orange top sheet and the associated white “copy.” Do NOT remove any pages from the Property Removal Pass book.

3. Write the ISR number associated with the property move on the Pass.

4. Bring the book with the pass(es) completed to MPR, SNE or JMN and have the equipment list verified and obtain the proper signature(s) and dates(s).

a. MPR, SNE or JMN will:

i. Enter the transaction in the Property Pass spreadsheet located in \\SDXXXXX\Projects\CGH Property Passes.
ii. Email MPR saying a property pass has been issued. The same data that is entered into the spreadsheet is to be in the email.
5. When you return the equipment, with property,  advise MPR, SNE or JMN.

a. MPR, SNE or JMN to:

i. Check the returned equipment/property.

ii. Finalize the transaction in the Property Pass spreadsheet.

6. When the Property Pass book is completely used, the used book is to be returned to Security, presently John CarXXXXX, and a new book obtained.

