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Early Learning Coalition of the Nature Coast

Serving Citrus-Dixie-Gilchrist-Levy-Sumter Counties
Temporary Property Sign Out Form
Employee Name: __________________________________________________________

I am signing out the following Coalition property. I understand that the property must be used for Coalition business purposes only. Further I will protect, secure, and use the property in the method that it was intended to be used.  

	 Date Signed Out
	Item Description
	Model # or Inventory #
	Purpose (indicate meeting, training, community event etc.)
	Anticipated Date of Return
	Date Returned -

Custodian & Employee Initials 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


____________________________________________

__________________________

Employee Signature





Date

____________________________________________

__________________________

Property Custodian 





Date

Instructions:
Employee:

The employee must submit this original document to the property custodian. The employee must return the property to the custodian within three days of the anticipated return date and initial in the appropriate column. 
Property Custodian:

The property custodian must maintain the original and initial in the appropriate column when the property is returned. If the property is not returned within three days of the anticipated return date the property custodian must notify the executive director. 
ELCNC159: Temporary Property Sign Out Form 


