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         Imperial Valley Regional Occupational Program

            Equipment Issuance Form

The Imperial Valley Regional Occupational Program agrees to provide IVROP employees with alternative means of communication, such as pagers, cellular telephones or equipment (laptop computers, cameras, projectors, etc.). IVROP employees that are assigned equipment must agree to the following:

Pagers

One (1) pager is assigned to the employee. The employee takes full responsibility of keeping track of the pager.  The employee must immediately report a lost, stolen or damaged incident to their immediate supervisor.  IVROP will replace the first (1st) pager that is lost, stolen or damaged.  If the pager is lost, stolen or damaged more than once, the employee agrees to reimburse IVROP for the full cost of the replacement(s).

Cellular Telephones

One (1) cellular telephone is assigned to the employee. The employee takes full responsibility of keeping track of the cellular telephone. The employee must immediately report a lost, stolen or damaged incident to their immediate supervisor. IVROP will replace the first (1st) cellular telephone that is lost, stolen or damaged.  If the cellular telephone is lost, stolen or damaged more than once, the employee will reimburse IVROP for the full cost of the replacement(s).

No personal calls are allowed with IVROP cellular telephones. If the employee exceeds the contract minutes with personal phone calls, the employee must reimburse IVROP for additional minutes.

Equipment

All employees assume full responsibility and liability when checking out laptop computers, projectors, cameras and/or other equipment property of IVROP. For incidents involving employee negligence, the employee agrees to replace the item(s) lost, stolen or damaged and/or reimburse IVROP for the applicable insurance deductible.

Certification
	I     
	     
	understand that I am fully responsible for the item(s) 

	that are checked out in my name. I understand the rules and procedures outlined for pagers,

	cellular telephones and equipment. Failure to abide by the above regulation will be grounds

	for discipline and/or termination.


	Employee Signature:
	
	Date:
	     


	Pager #:
	(760)    -    
	
	Pager Serial #:
	

	Cellular Phone #:
	(760)    -    
	
	Cellular “I” #:
	 000
	     

	
	
	
	
	(Located under battery – 15 digit #)

	Equipment:
	     
	
	IVROP Tag #:
	     

	Equipment:
	     
	
	IVROP Tag #:
	     


Revised September 2005


