	[bookmark: _GoBack]EQUIPMENT TURN IN FORM
                 HINES RESEARCH SERVICE


	INSTRUCTIONS: Complete this form in entirety, attach a copy to the piece of equipment, and provide a copy to Research Admin Service (Room 1C-344) Laura Polit (x25354).  

· Smaller items need to be moved to Room 1D-219.
· Larger heavier items should be left in their original location.
· The pink sheet will be generated that you will attach to the item to complete the turn-in process. 
· Please note: Items such as refrigerators, freezers, centrifuges etc. must be cleared of contents and the supervisor of the given item must ensure that the required cleaning and disinfecting has been completed prior to submitting an Engineering work order as per Hines Policy memorandum 138A-019.


	INSTITUTION HAVING OWNERSHIP OF ITEM (Hines, Loyola, Other, Unknown, etc.)


	ITEM DESCRIPTION


	MANUFACTURER'S BRAND NAME


	MODEL #
	SERIAL #

	Hines EE #
	Hines BAR CODE #

	Hines EIL/ CMR #
	Hines PM #

	ID #s FROM OTHER INSTITUTIONS (Loyola, PM Number, etc.)

	PICK UP LOCATION (Building & Room Number)

	REASON FOR TURN IN (Nonfunctional, obsolete. excess, etc.)

	CONTACT PERSON (In Lab)
	PHONE EXT. 
	

	NAME OF INVESTIGATOR TURNING IN EQUIPMENT

	DATE                                  
	


COMMENTS
