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	Mitchell E. Daniels, Jr., Governor

	
	James W. Payne, Director

	
	

	
	Indiana Department of Child Services

	
	

	
	Insert County DCS Local Office

	
	                                        Insert Address

	
	                                           Insert Phone

	
	

	
	www.in.gov/dcs

	
	

	
	Child Abuse and Neglect Hotline: 800-800-5556


Tablet PC/Laptop Inventory Checklist 
Date: Insert Date
DCS Employee Name
DCS Location
Docking Station Number
Tablet PC/Laptop State Tag Number
Instructions at Issuance:  

The DCS employee’s immediate supervisor or designee must fill this form out completely when issuing a Tablet PC and/or Laptop.  This form must be maintained in the employee’s personnel file and must be updated when a DCS employee reports that an item issued initially has been stolen, broken, etc.  The employee’s immediate supervisor or designee must update this form, by having the employee sign and date changes on this form, acknowledging the issuance of any new equipment.  

 FORMCHECKBOX 
 Tablet





 FORMCHECKBOX 
 Laptop



 FORMCHECKBOX 
 Docking Station



 FORMCHECKBOX 
 Tablet or Laptop Bag

 FORMCHECKBOX 
 Wall Charger for Docking Station

 FORMCHECKBOX 
 Car Charger


 

 FORMCHECKBOX 
 Network Cable




 FORMCHECKBOX 
 Combination Adaptor



 FORMCHECKBOX 
 External DVD/CD Player


 FORMCHECKBOX 
 Car Adaptor




 FORMCHECKBOX 
 Cord for External DVD/CD Player

 FORMCHECKBOX 
 Airplane Adaptor


 FORMCHECKBOX 
 AC Power Cable for Tablet or Laptop
 FORMCHECKBOX 
 Wall Adaptor Extension
 FORMCHECKBOX 
 AC Power Cable for Docking Station


 FORMCHECKBOX 
 Short Plug for Combination Adaptor
 FORMCHECKBOX 
 Portable AC/DC Adaptor for Tablet 

 FORMCHECKBOX 
 Stationary AC/DC Adaptor for Docking Station

 FORMCHECKBOX 
 Lanyard (Black string that attaches to the stylus)
 FORMCHECKBOX 
 Stylus (Pen utilized to write on Tablet Screen)

 FORMCHECKBOX 
 Extra Stylus led and led changer

Tablet PC/Laptop Inventory Checklist 
I, DCS Employee's Name, acknowledge receiving the above equipment listed on page one (1).  I understand that by signing below, I am acknowledging receiving the items checked.  
DCS Employee’s Printed Name and Signature 




Date

DCS Supervisor or Designee Printed Name and Signature


Date

Instructions at Return: 

When a DCS employee leaves a DCS employment location the employee’s immediate supervisor must utilize the original Tablet PC/Laptop Inventory Checklist located in the employee’s personnel file, when collecting the Tablet PC or laptop and any equipment issued.  
Note: Employees, who are transferring to or from Central Office, must return all equipment issued to their immediate supervisor.  
I acknowledge DCS Employee's Name returned all equipment listed on page one (1).  I understand that by signing below, I am acknowledging the return of all items.  

DCS Employee’s Printed Name and Signature




Date
DCS Supervisor or Designee Printed Name and Signature


Date
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