
WEST VIRGINIA LEGISLATURE 

Joint Committee on Government and Finance 

*** Equipment Form*** 

Date: 
 Date Assigned Date Returned

Serial Number: 

Inventory Barcode: 

Assigned to: 

Division: 

Tracker: 

Room Number: 

Description: 

Signature: 

     By signing above, I certify that the above equipment was received, and I agree to be responsible for 

the equipment as long as it is assigned to me or until it is returned by me to Joint Committee on Government & 

Finance. I agree to follow Joint Committee on Government & Finance acceptable use practices for the 

equipment received. I agree that the equipment is to be returned to Joint Committee on Government & 

Finance upon my discharge from employment or upon my resignation. 

     I further acknowledge and agree that by signing above, should I fail to timely return the above equipment 

at the time of my discharge or resignation, the replacement cost of such equipment may be recovered by the 

Joint Committee on Government & Finance from my final wages. 

Signature: 

By signing above, I certify that the job duties assigned to the above employee necessitate the employee be 
allowed to remove the assigned equipment from the Joint Committee offices. 

RETURNED EQUIPMENT: If this equipment will be removed from service, please mark one of the following: 

Sent to Surplus Property Sent to Recycling Item Destroyed Returned to LASD 

Signature: 
By signing above, I certify the above equipment was returned. 

Signature: 
By signing above, I certify the above equipment was received. 

And as applicable, I certify the above equipment was scheduled to be removed from service by the method indicated. 

Component 002

Every one should be using 
the PDF versions of the 
Documents. Fill it out and 
send it to the required 
people to be E-Signed using 
Adobe Reader/Acrobat 
signature tools. All signed 
documents need to go back 
to the Tracker Listed on the 
document to be uploaded to 
Oasis for the Fixed Asset 
Modification (FM) 
completion. If there are any 
questions ask your Tracker.   
Thank you.

olivia.klee
Sticky Note
Serial number fields. Enter the Serial number for the device. If it has two components ie a Dock. Use the second line and Label like the example in the field.

olivia.klee
Sticky Note
Custodian/Employee This line is for the name of the person to whom the equipment is/was assigned (FM in Oasis).If the equipment is specific to a Division or remains in a Division, list the Division on the next line.

olivia.klee
Sticky Note
List the full details of each item: Manufacturer, Model, any associated equipment, i.e.. adapters, PSU, power cords. If there are multiple components list each component and details on each line.

olivia.klee
Sticky Note
Room Number it is going to be kept: PA 32A PERD Tele, etc.

olivia.klee
Sticky Note
This is the name of the person who is the tracker of the individual's/division equipment. Check the Legislative Website Inventory Manual.

olivia.klee
Sticky Note
Tracker is to sign this line when the equipment has been returned to them.

olivia.klee
Sticky Note
LASD: to indicate how the equipment is to be handled. Mark a selection

olivia.klee
Sticky Note
Signature of the Division Director for the person listed above.

olivia.klee
Sticky Note
Signature of the person that the equipment is assigned as listed above

olivia.klee
Sticky Note
LASD is to sign this line when the tracker returns the equipment to them or they pick up the equipment from the tracker .
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